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e Send comments or corrections concerning this guide to bpdoc@powerschool.com.
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Date Version Name Change Description

4/14/16 7.9.10.101 Patricia Kesel Clarified use of the Find Extended feature as
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Accessing the BusinessPLUS Application

The following steps describe how to access the BusinessPLUS financial accounting system
application:

1. Inyour Internet browser, enter the BusinessPLUS URL provided by your system
administrator and press Enter. The Connect to <name> login page is displayed.

& Login Connect to KBP710

Welcome to BusinessPLUS!

User: | |

Password: | |

2. Enter the appropriate BusinessPLUS User (ID) and password, and then press Enter. The
BusinessPLUS Dashboard (main window) is displayed.

BusinessPLUS
a PLUS 0 Application

SQL KQA FQA 710 Act NAME, USER | & Setings | ? Help | & Logoff

Home Change Content Change Layout

WorkFlow Tasks «

"‘é Out of office? []

Case 964984 Test
Model

Bug 16511
PCR 13107
PCR 13268

Excel Reports =«

HREMEN - Empl Search

Manage Reports

® 19942017 PowerSchool. Legal [7.10.46.0]

The BusinessPLUS Dashboard displays main components for use and navigation:

e The Dashboard Menu bar.
e Settings.
e Help.

Accessing the BusinessPLUS Application 10



Overview

BusinessPLUS Navigation can be split into two sections:
1. Navigation at the Dashboard level.

2. Navigation at the individual BusinessPLUS page (menu mask) level.

Menu Options

Both the Dashboard and the individual BusinessPLUS pages display the same “Settings”
and “Help"” options, as well as an Options icon/drop-down. However, the options for each
menu are different in the Dashboard than they are for the individual BusinessPLUS pages.

Dashboard menu options:

@0 BusinessPLUS
36_0/ a PLUS "”/.‘:: i

User Name | ) Settingsl||? Help§ & Logoff

Documents Online Jobs Monitor

M Favorites- Jobs |=.|

7
I Favorites \ \ A

+ ) Workflow Dashboard:

—: S BusinessPLUS “Szttingf", “Help”,

+| LJAP - Accounts Payable = e ——
own menu

+ _JAR - Accounts Receivable

BusinessPLUS page menu options:

Human Resources - Employee Master [l& Setiings |||? Help || @ Close

« P+ K2R Record 10f 263 w1 |

Overview 11



BusinessPLUS Dashboard Navigation

Navigation on the Dashboard is possible using the following components:

Dashboard menu bar
Command window

Menu tree

BusinessPLUS

a PLUS

Application

SQL KQA FQA 710 Act NAME, USER | & Seftings | ? Help | & Logoff

Home m Documents Online | Web Forms

| Favorites~ Jobs

+| LI Favorites

+ L1 Workflow

= 2 BusinessPLUS
*+| _IAP - Accounts Payable

| LI1AR - Accounts Receivable

IBD - Budget ltem Detail

I BK - Bank Reconciliation

| L1BQ - Bid/Quote Management

LI CM - Contract Management

LJEN - Encumbrances

LIFA - Fixed Assets

LIGL - General Ledger

LI GM - Grants Management

| LJHR - Human Resources

| LINU - NUCLEUS

+
+
+
+*

+|
+
+
+
+|
+

+

B 1884-2017 PowerSchool. Legal [7.10.48.0]

Dashboard Menu Bars

j—
=
=
=

'\

Dashboard
Menu Bar

Command
Window

- Menu Tree

Bottom menu bar displays
software version number

wivw. PowerSchool .com

The Dashboard Menu bars include the following options:

Favorites
Jobs
Options
Settings
Help
Logoff

B

usinessPLUS Dashboard Navigation

12



Favorites

The Favorites option allows the user to add pages or jobs to the Favorites folder, on the
main menu, which can then be opened with a single click.

I

Favoritesﬁblobs
Personal Favorites
Favaorites test

[New Personal Favorites]
Public Favorites
Accounts Payable

CDD Reports
Documents Online

Jobs Monitor

Student Activities

[New Public Favorites]

The Favorites Menu option displays the following sub menu options:
e Personal Favorites: Displays the pages and jobs that have been added to the folder.

o [New Personal Favorites]: Allows the user to add new pages or jobs to Personal
Favorites.

¢ Public Favorites: Displays the pages and jobs that have been added to Public Favorites.

¢ [New Public Favorites]: Allows the user to add new pages or jobs to Public Favorites.

Jobs

The Jobs Menu option allows the user to see the status of current jobs, reports, and tools
being processed. The following Show Jobs page is displayed when the user clicks on the
Jobs menu option.

Jobs
Job Mask Job Type Status Start
e
W
L 4 >
Thu Aug 29 12:31:43 2013 [IHide CDD Jobs [1show Completed [Ishow Al Users

BusinessPLUS Jobs represent work that is being done on a user’s behalf by the software
server or the application server. There are several types of jobs, which are all tracked in
the same location and consolidated on the same Jobs List.

The possible job types are listed below.

e Workflow - Jobs processed by the Workflow engine which may be submitted from
multiple areas of BusinessPLUS.

BusinessPLUS Dashboard Navigation 13



e Classic Job - Jobs processed by the application server, submitted either through the
Home page, the Dashboard, or a classic session.

e CDD Report - Reports run from CDD installed on a client PC.
e CDD 7i Report - Standard BusinessPLUS reports.
e Tool Execution - Tools requested from the options bar on a BusinessPLUS page.

The BusinessPLUS Jobs page displays the unique BusinessPLUS job number, the mask used
to request the job, the type of job, its current status, the start/end times, and the
requesting user. In the case of CDD reports that are still available for viewing, a link to the
report output will also be provided.

The page refreshes periodically to display the latest job updates. There is also a Refresh
button near the upper right corner of the page, to force an immediate refresh of the job
status information.

Initially the jobs page will show current and pending job activity for the current user.
If the “Show Completed” option is selected, recently completed jobs will also be shown.

The NU Common Codes Category/Value of NUJB/SHOW may be defined for setting the
number of hours to show jobs in the list. See the Common Codes Reference Manual for
details.

Jobs
Job Mask Job Type Status Start End User
179019 JOB Workflow Workflow Queue BRENDA ~
= 179017 BQUTCP Workflow Completed 2:28:03 PM 2:29:06 PM JAN
BQUTCF Bids1 Report
= 179016 APOHAPDS  ClassicJob  Failed 11:26:54 AM  11:26:55AM  PATTI
STDLIST Tail Sheet
¥ 179013 BQUTCP Workflow Failed 2:07:43 PM 2:08:46 PM JAN v
< >
Thu Aug 29 12:34:19 2013 [JHide CDD Jobs [l show Completed [+ shaw All Users

If the “Show All Users” option is selected, jobs submitted by all users will be shown.

Clicking the BusinessPLUS Job number will display the tail sheet output for the job, if
available. The tail sheetis a quick summary of the job request and its results.

Typically, this information is stored in the Documents Online system. Here is a sample for
Workflow Output:

BusinessPLUS Dashboard Navigation 14



Tailsheet for Workflow Output [a)

Job Number: 179017
User: JAN

Output
Starting Tailsheet, B/29/2013 2:28:03 BM
Starting Bidsl wversion:79.8.801.11 B8/28/2013 11:28:05 AM
Ma=sk : BQUICPE
GLLedger : F&
JLLedger : PR

Bid Number : BNOODOZ
LP Copies, Wame, Pri, & Option : O1WCREFLOWOS
JobNumber : 175017
Debug is CN
Begin bidsl 179017
ended, B/29/2013 2:29:05 PM, duration 00:01:02 W

< 2

Options
The Options menu at the dashboard level displays the Change Password option.

—
=

=
—

Change Password

To change a password, select the Change Password option.

The Change password dialog box is displayed.

Change Password

User ID: USERNAME
Old Password: [ ]
New Password: [ ]
Confirm New Password: [ ]

Enter the old password and the new password in the fields displayed, and click OK.

BusinessPLUS Dashboard Navigation
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Settings

The Settings option on the dashboard displays sub menu options specific to the dashboard
level.

NAME, USER | g Settings]| ? Help

Favorites

& Logoff

Preferences
Settings
Change Passwaord

The Dashboard Settings drop-down displays the options that are global in nature:

e Favorites - Shows the Favorites that are activated in Preferences.
e Preferences.
e Settings.

e Change Password.
Preferences

This window displays the Dashboard Favorites that have been defined. A checkmark will
designate which of the Favorites will be available for use on the Dashboard.

_;".;_,!\ Preferences

Add/Remove Favorites

Checlk the Favorites you wish to be available
for use.

[]accounts Payable [ 1CDD Reports
Documents Online ] Jobs Monitor
[]student Activities

[ ] Favorites test

Save

Settings (GL/JL Ledgers)

The Settings option at the Dashboard level, displays the active default GL Ledger and JL
Ledger and a drop-down list to change the default.

GL Ledger: Displays the General Ledger codes derived from the GL General Information
(GLUPGN) page.

JL Ledger:  Displays the Job Ledger codes that can be selected.

BusinessPLUS Dashboard Navigation 16



Change Settings
. gz g
-

GL Ledger:

L Ledger.
| OK || Cancel |

Change Password

The Change password dialog box is displayed.

?i\ Change Password

\ W

User ID: USERNAME

old Password: | ]
New Password: [ ]

Confirm New ]
Password:

OK I | Cancel

Help
The Help option at the dashboard level displays the following submenu options:

e About.
¢ Navigation Guide.
e Give Feedback.

NAME, USER | & Setiings | ?[Help | & Logoff
About
Mavigation Guide

I - ccovac

About
To display the details about the BusinessPLUS application, select the About option.

A Web page dialog box is displayed with details regarding the current Browser and version,
BusinessPLUS software version and User Login ID.

BusinessPLUS Dashboard Navigation 17



Release 7 Service Pack 10
7.10.46.0

PowerSchool

User Login: USERNAME
Server: kga-710-sql
Server Address: 10.247.182.119
Browser: Internet Explorer
Browser Version: 11

Connection || Name User

Catalog || KSYSCAT || syscat
System || KEP710 bsidba

Copyright & PowerSchool, 1994-2017, All rights reserved.

Navigation Guide
Select Navigation Guide to open a copy of this guide.

Give Feedback (UserVoice)

Give (BusinessPLUS) Feedback is done via third party integration with UserVoice and allows
users to submit enhancement requests, view requests that others have submitted, and
vote on the best ideas. For complete information regarding use and setup of this option,
visit the Customer Support Portal, under Support Downloads > Documents Downloads >
Manuals > BusinessPLUS > User Manuals > 7.9 > UserVoice~Give Feedback Setup in
BusinessPLUS.

NAME, USER | & Settings | ? Help | & Logoff

About
Mavigation Guide

Give Feedback

Logoff

To log out from the application select Logoff.

NAME, USER | do Settings | ? Help | | Logoff

BusinessPLUS Dashboard Navigation 18



The following page is displayed.

@ Login Connect to KBP710

Welcome to BusinessPLUS!

Menu Tree

The BusinessPLUS application is comprised of a number of subsystems, data entry, and
data retrieval pages. The data entry and data retrieval pages display a number of fields
which either allow you to enter data or retrieve the required data. These pages can be
used for viewing the information in the system or to enter new information.

Pages can be accessed using the Command window or the Menu tree on the BusinessPLUS
Dashboard.

Expand the menu tree to display the different pages and functions. Select the “+" signs
next to the folder name to view available pages or functions.

To open a specific page or function, on the Menu Tree, double-click the function name or
the page icon.

Busine
2L US 36(

(SQL KQA FQA 710 Act  NAME, USER | & Settings | ? Help | &l Logofl

ication

Home m Documents Online | Web Forms
—

ﬂ Favorites» Jobs =,

+| LiFavorites ~
+| L Workflow
=| ©1BusinessPLUS
=/ 3V AP - Accounts Payable
+ LJIP - Immediate Pay A/P
=/ ©10OH - Open Hold A/P
+ LIAP - Approval Processing
=/ ©1BT - Set Processing
+| 2 BP - Set Proof Listing
BS - Set Status Report
DA - Distribute Set for approval
DE - Dist Set to EN Only
DO - Dist Set to OH Only
DS - Dist Setto OH and GL
GL - Dist Set to GL Only
+| £ TP - Test Set Posting Report
+| LI TX - Tax Calculation Methods
= UB - Create/Update Set
+ LI CS - Client Specific
+/ LIIN - Invoice Processing
+ 1Q - Interactive Inquiry of OHDB
*+/ LIPP - Payment Processing v
*+| LIRE - Reports

©® 1994-2017 PowerSchool. Legal [7.10.46.0]
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Command Window

BusinessPLUS pages can be accessed directly from the Command Window. In the
Command Window, type the menu mask name of the page or function and press Enter.

(&l Logoff

EFLIISI'HESSPLUS (sm_ KQA FQA 710 Act  NAME,USER | & Setings | 2 Help

Home Al Documents Online Web Forms
—
apohbtub x@ Favorites» Jobs =,

+| I Favorites A
+| ) Workflow
=| D BusinessPLUS
-‘ Accounts Payable
*| LJIP - Immediate Pay A/P
=[E30H] Open Hold AP
+| AP - Approval Processing
=| 2BT| Set Processing
+| 2= BP - Set Proof Listing
| $2/BS - Set Status Report
= DA - Distribute Set for approval
| #2 DE - Dist Set to EN Only
| 2 DO - Dist Set to OH Only
| 5 DS - Dist Set to OH and GL
| 5 GL - Dist Set to GL Only
| 35 TP - Test Set Posting Report
| LITX - Tax Calculation Methods
Create/Update Set
IC5 - Client Specific
1IN - Invoice Processing
| 11Q - Interactive Inquiry of OHDB
PP - Payment Processing o
| LIRE - Reports

+

+ ¥ ¥ [# [F [+ [+

+ [ ¥ [+ [+

hool. Legal [7.10.46.0]
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BusinessPLUS Page Navigation

Each BusinessPLUS page has three areas that provide additional information or
functionality.

The top menu bar, referred to here as Page Global Menu bar, is similar to the dashboard,
but includes an added layer of options and settings that are relevant to page functionality

The Page Specific Menu bar displays options and functionality relevant to the specific page.
Icons will appear on the page when they are functional.

The Side Menu Options will appear on every page but only the tab with an icon to the left
of the tab name will provide added functionality. In this example, the Links tab has a
yellow link displaying, the Tools tab has a red toolbox - these are indicators that additional
functionality is available. Click on these tabs and the functionality will be displayed. What
that functionality is will vary by page.

BusinessPLU (Aoooums Payable - Create/Update IP Set Page Global Menu Bar —J» NAME, USER | & Seftings | ? Help | & Close

a PLUS 3¢ lication

Favorites 1 » + X, =, ¥ 4—— Page Specific Menu Bar Record 1 of 5
& Links Set~APB00066 [ L)
Workflow
Attachments
B Tools setID: o
Reports . .
5 Entity List -¢—— Side Menu Options System Totals
CE User Set Totak S X Set Total: 000
APBO0066 BE USERNAME
APB00057 BE USERNAME Invoice Gount:
APB00058 BE USERNAME
EXAMPLE BE USERNAME . . Record Count:
APB00048 BE USERNAME Create Date: -] By:
—
i Last Update Date: ﬂ By:
Set Type: n Status: n

® 1994-2017 PowerSchool. Legal [7.10.46.0]

Settings

Click on Settings to display the available options at the page level. Atthe dashboard level,
changing the ledgers is the only option enabled. At the page level, settings for preferences
in how the pages function are available as well.

UserName | i Sﬁ%ngs | 2 Help | & Close

BusinessPLUS Page Navigation 21



Navigation Guide

Ledgers Tab

The Ledgers tab allows the user to change the ledger preferences from those that default
from global settings (Dashboard Settings) or those designated in Nucleus User Information
(NUUPUS), unless ledger restrictions are set in BusinessPLUS security.

) Settings -- Webpage Dialog

Apply Changes

Ledgers Preferences Advanced Screen Specific

GL Ledger:
JL Ledger:

Preferences Tab

The Preferences page allows the user to set the preferences for the BusinessPLUS
application.

£} Seitings -- Webpage Dialog

Apply Changes

Ledgers Preferences Advanced Screen Specific

Enable Auto Tab:

Shut Down Method:

Show Attachments:

Automatic Save Method:

Child Shut Down Method:

Display Field Help:

The following table describes the Field names and the drop-down list options displayed on
the Preferences page.

Field Name Drop-down List Options

Enable Auto Tab  Enable Auto tab Allows the user to tab from field to field in the
Disable auto tab default manner. When auto tab is enabled
and currently active field is completely filled
out, the cursor automatically goes to next field

BusinessPLUS Page Navigation 22



Shut Down
Method

Show
Attachments

Automatic Save
Method

Child Shut Down
Method

Display Field
Help

Do not save changes
Warn on changes
Save changes

Never
Upon request
Always

Do not save changes when
navigating

Warn on changes when
navigating

Save changes when
navigating

Do not close Child Screens
when closing Insight
Explorer

Close Child Page when
closing Insight Explorer

Yes or No

without the user having to use the tab key.
Default value is “Disable”.

The selected mode of shut down applies to the
entire system and can be set from any page.

The last setting change is always used. A
refresh of the menu tab will show the current
value. Defaultis “Do not save changes”.

Allows the user to set whether attachments
are always shown, shown upon request, or
never shown.

Default is “never” show attachments.

Allows the user to select different Save
options.

If Automatic Save is set to "Warn", when
moving from one item row in the grid to
another item row and there has been a change
on the original row, the user should receive a
warning asking whether they would like to
save your changes.

Note: When in grid mode moving the focus
from one row to another is considered a
“navigation”. In some instances, like the
POUPPR page, the moving focus from a grid
row to one of the non-grid fields is not a
navigation because the original grid row is still
the current grid row. Grids do not support
batch changes, that is to say changes to a row
must be saved before moving to another row.

Default is to “Save changes when navigating”.
Allows the user to control the shutdown of
Explorer windows.

Default is “Do not close Child Screens when
closing Insight Explorer”.

Allows the Field Help to display.

BusinessPLUS Page Navigation

23



Navigation Guide

Advanced Tab

The Advanced tab displays options to set the Request Timeout, Child Record Limit, and the
Rows in Entity list.

/) Settings -- Webpage Dialog

Apply Changes

Ledgers Preferences Screen Specific

Request Timeout:

Child Record Limit:

Rows in Entity List:

Field Name Description

Request The timeout value is the amount of time the system has to retrieve
Timeout: information before it enters “timeout” mode. Use this option to define a
timeout value (in seconds) greater than the default, which is 30 seconds.

Child Record Allows the user to set the number of child records that may be opened at

Limit one time. This will help avoid system overload that can occur while opening
many child records at the same time. The default limit is 500. Increasing the
record limit above 500 will begin to impact performance. The higher the
number, the more of an impact.

Rows in Entity Allows the user to set the number of rows displayed in the page's Entity List.
List
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Screen (Page) Specific tab

The Screen (Page) Specific tab enables the user to modify the options on the active page.

=] Settings -- Webpage Dialog

Apply Changes

Ledgers Preferences Advanced Screen Specific

Initial Screen Mode:

Initial Filter:

Always Filter:
Workflow Task List:
Local Printer:

QBE Lookups:

Field Name Description

Initial Screen Enables the user to open the page in browse mode, showing all open records,

Mode: by selecting “Initially normal”; in select mode by selecting “Initially in Find
Mode"”. Opening the page in Find mode will cause it to display faster as no
records are displayed until the user performs their QBE; or, open the page
“Initially in Add’ mode.

Initial Filter: Enables the user to set the Initial Filter for the page.
Always Filter: Enables the user to set filter for the page always.

Workflow Task Allows the user to enable or disable the Workflow task list.
List:

Local Printers: The drop-down lists the printers defined on the user's PC. The printer
selected from the list (and "Apply Changes" is clicked) designates the printer
that will be used when interactive printing is an option from within the page.
For example, cash receipts via ARBTCRIC, the "Interactive Cash Receipts" page.

Note: Pages that are able to print to a local printer, such as CDD or
Interactive Cash Receipts, require a special PowerSchool print control that is
downloaded one time (typically, when the user first enters one of these
pages).

Note: It will say "Not applicable." if the user clicked "No" when prompted to
download the "PowerSchool Printing Control" upon bringing up the
Interactive Cash Receipts page for the first time (if the user is not getting
prompted and "Not applicable" still shows, Internet Explorer's security
settings may be too tight). For further details on the "PowerSchool Printing
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Control" and Internet Explorer's security settings, search for "btieprnt" and/or
"local printers" within the online Support Portal.

QBE Lookups: Allows the user to enable or disable the QBE (Query Based Example)
Lookups.

Help

Help from the main dashboard menu bar will invoke this Navigation Guide. Help options at
the page level will include help specific to the active page.

Userlame | & Settings | ¥ Help,| & Close
Help ... F1
MNawvigation Help ...
Field Help
Consolidated Field Help
Give Feedback
About ...

Help
To display online help for the active page, select the Help option or press F1.

Navigation Help...
Opens the Navigation Guide. This is a quick link to the document presently open.

Field Help

To display information regarding the corresponding Table, Column, and Type of field, or
add public notes, select Field Help and a section will display at the bottom of the page.
When Field Help is active, Table, Column and Type content will update to display
information specific to the field holding the cursor. The Type field also typically holds a
number in brackets that represents the size of the field, but this number may be able to be
overridden by common codes or content set up. For example, an object code may be up to
10 characters but GLUPOB supersedes this definition.

Field Help

Column: oh_gl_gr

Table : ohb_batch_dt1 A
Type : char(2) v

Displaying Field Help: Intermittently or Consistently

When Field Help is activated via the Help icon, the field will display temporarily. After
closing and re-opening the page, the user will need to activate Field Help again to display if
desired. To always show Field Help, open Settings from any page's menu bar. Navigate to
the Preferences tab and update Display Field Help to "Yes".

BusinessPLUS Page Navigation 26



=] Settings -- Webpage Dialeg

Apply Changes

Ledgers [EGEECAM | Advanced || Screen Specific

Enable Auto Tab:

Shut Down Method:

Show Attachments:

Automatic Save Method:

Child Shut Down Method:

Display Field Help:
| Yes I
No

If Field Help is not displayed, go to Help and select Field Help.

NAME, USER | d» Settings | ? Help | & Close
Help ..

[ Navigation Help ...
Field Help

| Consolidated Field Hely
Give Feedback

About __.

When Field Help has a v next to it, the feature is turned on and should display. However,
some pages are not directly associated to a particular table or tabs within a page will not
display a reference to tables or columns. These fields are typically text, but not limited to
text. When in doubt, review the page's Consolidated Field Help, which is accessed from the
Help icon on the page menu bar.

Custom Field Help: Adding Public Notes

Click on a field to see more information about it.

Customized Field Help Example Table : pe_name_mstr

Column: security_cd
Type : char(3)

www. PowerSchool .com

The user can customize Field Help by selecting the pencil icon, which will bring up a pop-up
box where help text for that field can be added.
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£} Help Editor -- Webpage Dialog

Field: PEMameMasterDsc. SecurityCd

Help'|customized Field Help Example

Save For:| PEUPPE v

Save

Click Save when done. Now it will show your custom text.

Customized Field Help Example Table : pe_name_mstr

| Column: security_cd

Type : char(8)

Field Help will show for all users who have access to the page.
Field Help Security

For Field Help a new node (“Allow Editing of Field Help”) was added in the Security Structure
which requires rebuilding security on the client machine. Close the Manage Security
Structure window for changes to take effect and then flush the cache.

Field Help uses a new table “NU_COL_INFO” that allows users to read / write to the Field
Help using that table.
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StariPage Manage Secunty Stuclure: b
-0 Common Sscurity Sefings (5T
i Cortract Managemert NU_COL_INFO
| i from ol roes
Frtemal I
TABLE_NU_COL_INFO
Parert 1
TABLE_NU
Cheose Columns. g Cokarm Securt
SHi6 colmra which i be resincted iy securty rokes: Cick o 3dd colamn sscuty for this table
{8 NU - Nucleus Menu _
"J FL.- e Lisig from ROOTDR ] NU_TABLE [ oK
£33 10 - ROOT Databasa INGUIRY 1 NU_COLUMN :
) ] NU_MASK. [ Concel | Rebuikd Secusty Companers
1 NU_HELP i
] NU_HELP_BASE B
{3 AUAUDIT_MSTR 1 NU_LABEL Bl Meruschaioss
{3 AU_CRASH_DTL ] NU_LABEL_BASE ’—‘H rop! [¥] Tabe ket
{31 AU_MONTH_OTL 7] NU_REQUIRED [7] Femove cbask
{3 C0_CODES_MSTR ] NU_REQUIRED_BASE 7] Remove obsolete tables
£3 DCDICT_WSTR ) NU_DEFAULT_VALUE ] Remave cbadite kaions
= AU 7] NU_DEFALILT_BASE = =
j %m-:f{s 7] WU_SORT_ORDER s ::"Dwmwmmm
£3 DS_CLNO A il absciete Atachment
et ] NLL_TAB_NAME
e | CREATE_WHEN
{3 DS_SUBS_MSTR —
a ] CREATE_WHO
B ELDTL -
B UPDATE_WHEN
3 ELMSTR - -
{1 ER_ERROR_MSTR - UPDATE WHO
{1 HO_HEADS_MSTR = UHIGUEID
3 MQ_JCL_DTL | INIQUE_KEY
- MO ME T IR
=
3 NU_LOCK_MSTR
3 NU_RUNREQ_DTL

Navigation Guide

Consolidated Field Help

To display the information for all the fields on a page, select this option. Notice that the
Table and Column columns include content found within Field Help for the given field
(Property column). This information is useful for developing reports. Create an Excel
version by clicking Export to Excel.

CONSOLIDATED FIELD HELP

Column BT200Dbject

ohh_batch_msir | oh_batch_id char 16 BT20.0HHBatchMaster | Batchid No
ohh_batch_mstr | ohh_user_total numeric 20,2 BT20.0HHBatchMaster | UserTotal No
ohh_batch_mstr | ohh_create_date | datetime 19 BT20.0HHBatchMaster | CreateDate No
ohh_batch_mstr | ohh_create_user | char 12 BT20.0HHBatchMaster | CreateUser No

BusinessPLUS Page Menu Bar

[T + Q. =. = Add Mode & |

The Page Menu displays the following options:

4 PREVIOUS RECORD - Shortcut Key: CTRL+P
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This button will display the previous record in the entity list. If the first record is displayed,
the button will be disabled.

»| NEXT RECORD - Shortcut Key: CTRL+N

This button will display the next record in the entity list. If the last record is displayed, the
button will be disabled.

“*| ADD NEW RECORD - Shortcut Key: CTRL+A

This button will put the page in add mode to allow the user to enter a new record. When
finished creating the new record, click on the Save button to insert it.

4~| FIND RECORD - Shortcut Key: CTRL+F

The Find option displays a drop-down menu, which allows the user to perform different
search functions.

A 55- b3

Find/Search Ctri+F
Find Extended v
Count Records

Load

Save ...

Remaove

Load Mamed List

Save Mamed List. ..

Remove Mamed List
Reselect

Select All

Find Menu Options

Find/Search

The Find/Search option allows the user to search for a record based on selected criteria.
To initiate the inquiry, click the Find icon and select the Find/Search command (or press
Ctrl+F).

Selecting the Find/Search option clears all searchable fields on the page and displays Query
By Example (QBE) mode. Enter criteria in the fields on the page and then select Apply
Search under the Find menu (or press Ctrl+F).

Selecting Sets of Criteria

Each “Find” definition can be made up of one or more sets of criteria used to determine
which records in the database are to be returned by the inquiry. Use any field or
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combination of fields for the inquiry by moving the cursor to the desired field and keying in
the desired selections. The user may make more than one selection within a single field,
separating values with commas. When making more than one selection from a combo box,
choose multiple values from the list presented.

Apply Find Criteria

When the Page is in Find Mode, the Find option displays the following sub menu options.

‘., =, B
: Apply Find Criteria Cirl+F
| Find Extended v
Count Records
Load
| Save ...
Remove

Load Mamed List

Save Mamed List.__

Remove Named List

Reselect

Cancel Find (View Mode; Select All)
Cancel Find (Add Mode)

The Apply Find Criteria option allows the user to apply the Search criteria, and find the
records as per the search criteria given.

General Standards for Selection Criteria

Enter selections in desired fields by following the general standards for selection criteria:

u.n

e To specify a range, use ":". For example: 123:321 becomes between "123" and "321"
(including 123 and 321). For data types that are character, numeric, or date type, the same
method can be followed. For data fields that are date/time data types there is a small
difference. From a practical perspective, the user does not specify the time, so the system
assumes the time of 12:00 AM for each date value entered. For example:
01/01/2013:01/31/2013 becomes between 01/01/2013 12:00:00 AM and 01/31/2013
12:00:00 AM, therefore the activity on 01/31/2013 is not included. To include all activity on
01/31/2013, the user should select 01/01/2013:02/01/2013.

e The "%" or "*" is used as the wildcard symbol. “ABC%" will return all records in which the
specified field entry begins with ABC.

e The "?" or "_"is used as the wildcard symbol for one character. "AB?" will return all records
in which the specified field length is 3 characters long and begins with "AB".

e To specify selections for a field, use the following syntax:

>abc - greater than “abc”
>=abc - greater than or equal to “abc”

<abc - less than “abc”
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<=abc - less than or equal to “abc”
<>abc - not equal to “abc”

a,b,c -“a” or “b” or “c”

alb|c-"a" or “b” or “c”

= ab, cdef - to select text with commas

If the user is entering selection criteria in the detail portion of a page, they can add the
keyword “OUTER" to their selection criteria to indicate that they want to fetch all master
records, even if they have no associated detail data. For instance, assume the detail portion
of the page contains a “status” field, with the possible values of “A” and “I", meaning active
and inactive, respectively. If the user wants to fetch only the master/detail data where there
is an active detail record, they would enter "A” for their QBE. The problem here is that the
query will not fetch records for which there is no detail information. If the user wants these
records, they can enter "A,OUTER" for their QBE. This will fetch all master records that have
Active details, or do not have any details at all (which in standard SQL is known as an "outer
join").

Query Examples:

When using the Check and Deposit Information page to select by Bank ID and by Document
Number, position the cursor in the Bank ID field and enter the desired bank ID(s) or bank ID
range. Then position the cursor in the Doc Number field and enter the desired document
number(s) or document number range.

After entering the criteria for the search, select Apply Selected Criteria on the Find
menu (or press Ctrl+F) to finalize the definition and launch the inquiry.

Using this example, the system was instructed to find all records where the bank ID and
the document number that match the selections given or the range of selections given.

The record(s) that match the criteria selected will now be available to browse by clicking
Next and Previous.

To select all bank IDs that begin with a letter greater than J and all document numbers
beginning with 001, position the cursor in the Bank ID field and enter >J. Then position the
cursor in the Doc Number field and enter 001%.

The system will now go search the database for all records where the bank IDs are
greater than “)” and the document numbers begin with “001".

Find Extended

Find Extended is an advanced search feature. Every page is equipped with the feature
(accessed from the Find icon), yet the menu items that display vary depending on the
content within the open page. So depending on how the page is organized, the user may
see different menu items. Most pages will offer an extended search titled “Threaded
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Notes,” and within this menu is the "Select Record Type" drop-down list of additional sub-
categories to filter the search. However, pages that organize data around account
information may offer to search for Organization Key Information and Object Code
Information. Examples of pages that are account driven are GL Budget Update Annual
(GLBUUP), GL Direct Transaction Update (GLUTTR and GLUPTR), GL Browse Accumulators
(GLUTAC), and others. Find Extended is the best search option for these pages.

To use Find Extended, click on the Find icon, "Find Extended" from any page's menu bar.
Modify the menu details, click OK to see the dialog box close, then hit <ENTER>. Notice the
page will then be in Find Mode. Records that match the search criteria will display.

Threaded Notes

Use the Find Extended option on a specific page displaying the Threaded Notes sub menu
option.

KK SN EE

Find/Search CtrisF

Find Extended + Threaded Notes

Count Records Organization Key Information
Show Totals | Object Code Information

Apply Find to Totals
Refresh Totals

Load Letne
Save bogure A
Remove ‘g Recsiciate

Load Mamed List
Save Named List
Remove Named List
Reselect
Select All

On selecting Threaded Notes, adjust the Select Record Type, add a search term, then check
the box of the desired Search Item(s). Click OK and see the menu close. Hit <Enter>. The
page will go into Find Mode and display items that match the search criteria.
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Navigation Guide

',,-‘;?ﬂ Extended Find -- Webpage Dialog @
Search Threaded Motes

Select Record Type:
Search Text:
Search ltems: || Thread Subject (Fastest Search)
| Note Subject (Fast Search)
0| Keywords (Medium Search)
[1| Note Text (Slow Search)

OK || Cancel

Organization Key / Object Code Information

Use the Find Extended option of a specific page displaying the Organization Key or Object
Code Information options.

P [R]E, -
Find/Search Ctri+F |

Find Extended +| Threaded Motes

Count Records Organization Key Information
Show Totals Object Code Information

Apply Find to Totals
Refresh Totals

Load -
Save _.. R
Remove PR ——

Load Named List

Save Named List.__
Remove Named List
Reselect
Select All

Search by Key

Add the desired search item(s), click OK, then press <ENTER>. These actions will put the
page into Find Mode and return any records matching the criteria. Note that Status, Type,
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and the many Miscellaneous Code fields will find details that the user types into those

fields. Double-check the fields for accurate input before clicking OK to continue the search.

a Extended Find -- Webpage Dialeg

===

Ledger
KEY:
Fund:
Resource:
Project Year:
Goal:
Function:
Program:
Department:
Location:
Status:
Type:
Miscellaneous Code 1:
Miscellaneous Code 2:
Miscellaneous Code 3:
Miscellaneous Code 4:
Miscellaneous Code 5:
Miscellaneous Code 6:
Miscellaneous Code 7:

oK I

Cancel

~

Search by Object

Advanced search for particular object content. Add the desired search item(s), click OK,

then press <ENTER>. These actions will put the page in Find Mode and return any records
matching the criteria. Note that Object Type, Balance Type, and Status will find details that

the user types into the fields, so double-check the fields for accurate input before clicking

OK to continue the search.

a Extended Find -- Webpage Dialog

o5

Ledger:

OBJ:

Type (L)

Major Object:
Budget Control:
Object Type:
Balance Type:
Status :

0K I

Cancel
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Count Records

Apply Find Criteria Cirl+F
Find Extended ’
Count Records [T

Load W)

Save __.

Remaove

Load Named List

Save Named List...

Remove Mamed List

Reselect
Select All
Cancel Find (View Mode)

Reports the number of records currently selected.

< » + Q. E. W Find Mode &
(i) 14198 Records qualified *

Show Totals

Some pages may support special totaling options. If Show Totals is selected, a totals box
will be displayed and this option will have a check mark next to it. To hide the totals, select
this option again and the check mark will be removed.

4 P + K, E, &

Find/Search Crl+F
Budget:
S Find Extended N
Count Records
Show Totals

Cq Apply Find to Totals
override | Refresh Totals

Load )
Budget S five
aVE - equire JL
Remaove

an Recalculate

Load Mamed List
Save Named List...

Remove Named List
Reselect W
000-50004 Select All

Apply Find to Totals

When checked, locks in a query to use for totaling (until it is unchecked).

Refresh Totals

Select at any time (while totals are shown) to update the totals.
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Save

To reuse selection criteria, define the selection. The Save button on the menu becomes
enabled. Save the selection before the Apply Find Criteria is executed.

Apply Find Criteria Ctri+F
Find Extended
Count Records

Load
Save

Remove {b

Load Named List
Save Named List...
Remove Mamed List

Reselect
Select All
Cancel Find (View Mode)

The dialog box (below) displays the option to enter a description of the Find definition that
will appear in the Load menu.

Click OK after entering a description to save the Find definition.

Find

0K

QBE Name: |sT vendors

cancel

Load

When Load is selected, a dialog box is displayed if previous selection criteria definitions
have been saved. Saved descriptions will be listed as options for Load name sub menu
option. Click OK after a selection is chosen to load the Find definition.
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Apply Find Criteria Ctri+F
Find Extended ’
Count Records

Load ST Vendors
Save __. {E’)

Remaove v
Load Named List

Save Named List...

Remove Mamed List

Reselect

Select All

Cancel Find (View Mode)

Remove

To remove the loaded Find definition, select Remove from the Find menu.

Apply Find Criteria Cirl+F
Find Extended v
Count Records

Load ’
Save ...

Remaove [ ST Vendors
Load Named List

Save Named List__

Remove Named List

Reselect

Select All

Cancel Find (View Mode)

Save, Load, and Remove Named Lists

BusinessPLUS data entry pages have extensive search capabilities to find the information
needed. Itis also possible to save and reuse search result sets. For example, if a user is
only working with a certain list of employees or professional development courses, that
user could create a Named List that contains these and reuse this every time needed
without having to re- search. It is possible to create multiple Named Lists per individual

page.
The difference between Save and Save Named List is this:

e Save will save the search criteria and (when loaded) that search will apply the search
criteria to all the records. In other words, when the underlying information changes,
the search results can be different.

e Save Named List will save the entity list search results. In other words, even when the
underlying data changes, the list will remain the same.

When No Named Lists Are Defined
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When no Named List(s) have been created on a page, the Named List options in the Search
drop-down in the navigation bar are disabled.

Save Named List

In order to create a Named List, perform a search on a page to retrieve the desired
information. As soon as the page has returned the desired results, the option Save Named
List is enabled in the Search drop-down in the navigation bar.

Find/Search Ctri+F
Find Extended ’
Count Records

Load v
Save

Remaove v
Load Named List

Save Named List...

Remove Named List {T)
Reselect

Select All

After selecting Save Named List, the following Save Entity dialog box appears:

& | Save List -- Webpage Dialog

Save Entity List

EX3

List Name: |s*= vendors

Share permissions: |private-Today only n

"Prvate

Expire Date: |Puyblic

Private-Today Only

A
v

U

Enter a name for the search in the List Name field. This name will be used by the user to
load or remove the named list.

In the Share Permissions drop-down, you can select the following three options:

1. Private: The Named List will only be available to the user that created this list.
2. Public: The Named List will be available to all BusinessPLUS users.
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3. Private-Today Only: The Named List is temporary and will only be available to the user
that created this list, and is automatically removed after today.

For options 1 and 2 it is required to specify a date on which the name list will expire in the
Expire Date field (i.e., not display anymore in the page). When option 3 is selected, the
Expire Date is automatically set to today’s date.

List Name, Share Permissions, and Expire Date are required fields.

It is possible to create multiple Named Lists for a specific page.

Load Named List

After having created one or multiple Named List(s), all Named List options are available in
the Search drop-down in the navigation bar.

Find/Search Ctri+F
Find Extended r
Count Records

Load r
Save

Remaove r

Load Mamed List | S* Vendors
Save Named Lis‘lpj}

Remove Mamed List

Reselect

Select All

In order to load a Named List select the Load Named List option and select the desired list
to use. After clicking on the desired list, the defined entity list is automatically displayed.

Remove Named List

After having created one or multiple Named List(s), all Named List options are available in
the Search drop-down in the navigation bar.

In order to remove a Named List select the Remove Named List option and select the
desired list to remove. After clicking on the list to remove, the list is immediately removed
from the Named List. When no Named List(s) remain, all Named List options will display
disabled again.

A public Named List can only be deleted by the user who created that public Named List.

Reselect

To return to the most recently loaded Find definition, select Reselect from the Find menu.
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Cancel Find / Select All

When the user has loaded a Find/Search, they may return to the unfiltered database by
choosing Select All from the Find menu. The QBE functionality leaves the user in Find
Mode if the query is unsuccessful.

The Escape (Esc) key is a quick way out of Find Mode. If the query returned no rows,
pressing Escape will put the user into Add Mode. If they want to cancel a Find before doing
a query, Escape will put the user back into Browse Mode on the record they were on last.

Cancel Find (Add Mode)

Aborts the current Find and returns the page to the Add Mode identified.

Page Options Menu

_v

Show Grid Cirl+G
Sort Order v
Record Info Ctrl+l
Undo Changes

Undo All

Delete Record Ctr+D
Wiew Last Changes

Repeat Last Changes On Selected Records

Show Grid

Show Grid (Ctrl+G) or Hide Grid (Ctrl+G).

Toggle to and from grid mode and single record view mode.

Phones Emails Vendor Customer Price Calcs Relations || Associations || Text
Address Type: HO H

Address Line 1: |P.O. Box 3146
Address Line 2
Address Line 3
Address Line 4:
Zip: (94599 Ciy: [vountville M suprov: (A |

Country Code:; H

Contact I ! Attention:
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The Show Grid option allows you to view the field grids for the selected page.

Addresses Phones Emails Vendor Customer Price Calcs Relations Associations Text

Addry Address Line 1 Address Line 2

HO P.O. Box 3146

Personalize the grid by changing the field size or changing the field order. These changes
will be unique to each user.

Restore Default Grid Settings

The Restore Default Grid Settings option will reverse changes made to the user’s grid view.

Hide Grid Ctri+G

Restore Default Grid Settings 1

Sort Order R ’

Record Info Ctrl+l

Undo Changes

Copy Record

Paste Record

Delete Record Ctrl+D
Sort Order

This drop-down menu enables you to select the display order of the records on the Entity
List. The Sort Order options vary by page.

Show Grid Ciri+G

Sort Order + | v By Name .

Record Info Cirlsl By ID } Design Sort
Undo Changes By Name Soundex, PE ID

Undo All By Unigue Key } Table Index
View Last Changes

There are two types of sort order:

1. Design Sort (Customized by Development)

2. Table Index (Database)

The sorting entries will be separated by a dividing line unless there is only one type of sort.

If only one sort is available, it means that it comes from the index table in the database and
development has not added a sort for the selected BusinessPLUS page.
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Record Info
Select the Record Info option to display the Record Data dialog box.

This pop-up has two tabs. The first tab, Record Data, shows properties on the record that
might not show on the page: Created By, Created When, Update By, Updated When, and
the Unique Key identifier for the record. If the underlying page is in QBE mode then the
Record Data tab can be used to add QBE values.

2 Record Data -- Webpage Dialog =

Record Data Log Data

Org Part

Created By: wIckIw

Created
When:

Updated By: | THERESA

Updated
When:

Unique Key: AD7CE524 -486D-4EAG-BACD-DAGAZCSCIDCF

1/28/2011 12:47:06 PM

4/2/2013 11:04:04 2aM

The Log Data tab provides a view of the change history for the record. Logging is set up via

the Admin Console tool. Logging causes a record of changes to be saved for selected
columns within a table. For more information about Logging, see the Logging Setup
section in the Administrative Console documentation.
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& Record Data -- Webpage Dialog =i
Record o
Org Part I
4/2/2013 7C72148A-CED4-404E-
11:04:00 am |UPDATE ARERESS |AF89-DE 5BB4AAEEF3
glk_grp_dm [Dept FOO Department FOO
update_when:’]".’,'032’“‘7'013 Apr 2 2013 11:04AM
4/2/2013 D2COD4 3E-759C-4C06-
11:03:00 av  [UPDATE JRHELE BF29-51COF1A6FDOA
glk_grp_dm [Department FOO/DepT FOO
update_when/?PT 2 2013 lapr 2 2013 11:03aM
update_who [USERNAME THERESA
4/2/2013 149160FA2-4D8C-4409-
11:03:00 a  [UPPATE [JHERESS A686-52CCC2870067
glk_grp_dirjQa controller [controller
4/2/2013 0C80785B-0DEF-4C23-
11:03:00 a [UPPATE [EMERESA A961-F1668791642C
glk_grp_diricontroller QA controller
14/2/2013 BOGED2C5-638A-4169-
11:00:00 am [UPPATE USERNARE 8144-FAG0SEO02A745
glk_grp_dirjwalter controller
v
ugdate_whenf?gnpi 2011 Apr 2 2013 11:00AM

The Log Events, Insert or Update, are shown with grey background. The columns being
logged are shown with a white background with their old and new values. The Log Events
are sorted in descending order by date.

Undo Changes

Allows the user to undo the changes made to the current record on the page.

For example, if they are using POUPPR, there is a header (or POPPvDetail) record, and an
item record. Undo Changes will remove changes to the item without changing the header.

Undo All

Allows the user to undo changes made to all the records on the page.

Copy Record, Paste Record

Copy record will make an exact copy of the active record. When the user puts the page in
Add Mode, the paste record will populate the page with an exact copy of record. If the
page has multiple tabs that allow multiple records, it may be necessary to copy and paste
that record separately. However, the system will not allow the record to be saved if any of
the pasted record detail has to be unique.

This functionality differs from a Copy tool available under Tools on the side menu on pages
within the software where appropriate. For example, a Copy Set tool would create a copy
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of the entire set and change the unique information on the new set based upon the tool
dialog page.
Delete Record

Allows the user to delete the current record.

View Last Changes

Selecting View Last Changes from the Options Menu will display a list of the most recent set
of changes.

In the example below, a new value “VP Finance” was entered in the “Director” field of the
Object Group (GLUPOG) page.

2] Last Record Changes -- Webpage Dialog @
Last Changes:
Object Group | Director VP Finance

OK

Instead of changing each record with the desired change, this most recent set of changes
can be applied to a set of selected records. To accomplish this, use “Find mode” to select a
set of records, then select the Repeat Last Changes On Selected Records option.

Repeat Last Changes On Selected Records

Selecting this option will apply the most recent set of changes to the entire working set of
records, as selected in Find mode.
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Show Grid Cirl+G
Sort Order v
Record Info Cirl+l
Undo Changes

Undo All

Copy Record

Paste Record

Delete Record Cirl+D
Wiew Last Changes

Repeat Last Changes On Selected Records

Selecting the Repeat Last Changes option will present a confirmation dialog similar to the
following:

-

2] Last Record Changes -- Webpage Dialog @
Last Changes:

ravie | el | tiewvae |
Object Group | Director WP Finance

This change will apply to 49 records based upon following criteria:

Object Group | Object Group | AFS

This confirmation is provided in order to verify the specific changes that will be made, and
the criteria and count of the records that will be selected. If the changes and the selected
record set are correct, click the Continue button to apply the changes.

This tool will run on the server. A confirmation of the request will appear, similar to this:

-

Message from webpage @

. Toolkxecute Cascade Changes Job Number = 179736 --
; !  09/26/2013 8:02 PM.

The status of this process can be confirmed by locating the tool request on the “Jobs” page,
by job number. Once this background process has completed, the requested changes can
be seen by re-querying the relevant records.
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Note: "Repeat Last Changes" is not programmed to function with a loaded "Named List".

Output to Excel
bl

The Output to Excel button will appear gray until activated. To enable Excel Output, select
Find to perform a search or “Select All" from within the Search option. Most BusinessPLUS
pages have an Output to Excel option. BusinessPLUS Utilities do not export to Excel, but
capture data using CDD and export to Excel.

Example of gray Excel icon: Example of active green Excel Icon:

4« b + X, S |8 | { » + XS8R

From within a page, select Find to search on records, or Select All.

1« + R, E. R,

d vy Find/Search | Cirt-F
- Find Extended e

Count Records
Load

Save

Remaove

Load Mamed List
Save Mamed List...
Remaove Mamed List
Reselect

Select All

Once the Excel icon turns green, the records displayed in the Entity List can be downloaded
into Excel. To export, choose either Run Excel Report (saved reports) or Create/Edit Excel
Reports (create new or update saved reports) from the drop-down.

T F e

Run Excel Report
PE 1D Create/Edit Excel Reports

Run Excel Report

Run Excel Report lists saved reports that the user has created. Click on the desired report
and the export process begins. In the example below, the saved report is titled “Position
section - ALL". The report is accessible to only the user who created the report, not
accessible to all BusinessPLUS users.
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Navigation Guide

Run Excel Report | + Position section - ALL
Edit Excel Reports

Before displaying the Excel report, a prompt will ask “What do you want to do with [Report
Name]?” Notice that the report's name is a system-generated title composed of letters,
numbers, dashes, and underscores. Choose Open, Save, or Save As.

T
|_‘5|"||T|E u

What do you want to do with
_ED56554D-93AE-4330-9C19-72B6ECBO78A3 xIsx?

Size: 3.58 KB
From: kga-799-sqI02

% Open

The file won't be saved automatically.
2 Save

% Save as

Example of “Save As":
/= Save As (X
(Ml | > Compuier s MeB) rtemp <[ swmem P

Organize « MNew folder = - @
+r *  Name Date modtified Type Size
E _sCCECAD2-CFO3-411D-0801-E4C34301E..,  0/8/2014 3:00 AM Microsoft Bxcel W... 3KE
|
&
i
"
3
FIELEG A ED56554D-03AE-4330-0C19-72B6 ECBITBAS xlsx| -
Save as type: | Microsoft Bxcel Worksheet (*xlsx) vl
Type should have extension of .xls or xlsx
% Hide Folders
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If choosing to Open, the data exports as Read Only, but is fully savable by choosing “Save
as” at any time. The example presented is from Microsoft Office 2010 and may look
different from the user’s version of Excel. The process is the same regardless of which
version is used. Save within the appropriate data hierarchy for the organization.

Create/Edit Excel Reports

Create/Edit Excel Reports allows one to run, save, load, edit, or delete Excel Output reports.

- 8]

Run Excel Report
PE ID: Create/Edit Excel Reporis

o
’.
4
1}

Column Selection Tab

After selecting Create/Edit Excel Reports, a dialog box will open showing the Output to
Report Webpage Dialog box. The dialog box defaults to the Column Selection tab. Choose
which data fields to download to Excel for viewing or manipulation.

A BusinessPLUS page that has multiple tabs or sections will display data divided by Section
Headers. The screen shot below highlights Section Headers in yellow. The Header box
must be checked in order to choose data fields within that section. The check means that
field is selected. A user may choose one or more data fields, Select All in Section, or Select
All within every section.

Data elements are sorted alphabetically within its section.

The Output to Report Dialog Box:
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A
Save/Load Definition
Required : D selected Columns: B

al_or ()
Medium DESC M ES
CALC [l

Type :
unique_key :

nog|o

Maliclat o
vEHaaEe

H Secondary Part :
Select All in Section :
Cote™

gl_gr:

Length :

Long DESC :

Medium DESC :
Padding :

Part :

Required :

Type:

unique_key -

Validate -

a|[gl[o][=]

= OO

alg|g|gg)o

Budget Definition :
Select All in Section :
CALC -

Code :

create_when :

& (O] =]

ojgojg

create who :

F
Select All: [ Use Column Names for Header: [

A Save, Load, Delete new or existing reports. See more on this tab below.

B Arrange output's column order. First selected field will display in Excel's column A;
second selection will become column B. To rearrange, click “Up” to move data, before
exporting to move data column left of present layout. “Down” moves data to the right.

C The Section Heading; also referred to as the Data Source Check box or Parent. Check
this box to enable section’s data fields.

D Data fields selected from Column Selections. Also the Column Name within Excel.
More on Column names below.

The “Select All" option will automatically check all data fields available within the Dialog
box. Uncheck one or more boxes as desired.
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F “Use Column Names for Header” prompts system to use Table names like those from
Schemas or Field Help (see Field Help). Also see information about changing column
names below.

Note: Dialog box can be resized and is equipped with scroll bars to ease navigation.

Each Output to Report dialog box will be unique to the active page used to export

data. Hence, each dialog box will have at least one Section Header. The Section Header is
the top level within the Column Selection and is referred to as the Data Source Element or
“Parent” if there are multiple sections (multiple tables). In fact, the average BusinessPLUS
page manages data from one to multiple tables.

The following is an example of exporting from PO Purchase Requests (POUPPR). The page
has three Section Headers: Purchase Document, Item Details, and Association Detail. Data
fields from each section are selected and placed under “Select Columns” area in the order
the field was selected. Note that the data fields will become column headings in Excel.
Even though data will be downloading from multiple Sections (tables), all the data will
export together. In the screen shot below, the Selected Columns on the right side depict
how the column headings will present. Change the order of these columns at this time if
desired. Adjust the order by using the up or down arrow to the left.

Vendor ID - [0 Selected Columns:
Item Number 3
. Item PR Numb
Item Details : sl Jmoet YO
- - Itern PR Prefix 4] 4
Select All in Section - | [ 3
yi — Job Number Iﬁ
ccount :
t split cd: | org Key 3
acct_split_cd : -
- - Object
Addr: | O ..3
Addr: | O
Approved? : | [J
Brand Code : | [
Buyer Id : |
Catalog Number : |
Changed ltem? : | ]
Charge Amt : | [J
Charge Code : | [J B
Select All- [0 Use Column Names for Header: | []

Columns within a Section may be selected individually or by checking “Select All in Section”.
If multiple sections will be downloaded, and all table columns are to be to be exported to
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the Excel worksheet, the “Select All” checkbox will place a checkmark in all the boxes of the
output window.

An unwanted column selection may be removed by selecting the red X to the right of the
arrows. Deleting the column from the Selected Columns will remove the column from the
output and remove the checkmark for that item in the section where the table column
resides.

In the example above, notice the presence of two fields called “Addr”. If the difference
between the two fields is not readily known, run the report a second time with the “Use
Column Names for Header” box checked. Looking at the output, find the Excel column
name on the Consolidated Field Help feature (see Consolidated Field Help). Note that “Use
Column Names for Header” may be used in conjunction with the **UTZZ upload utility to
assist in streamlining bulk uploads.

Another feature is the ability to edit the column names to something more meaningful.
Delete the text within the field and type in the desired wording. So in the earlier example
of seeing two identical fields, edit the name of one (or both fields) and save the report for
future use.

Three options exist to create reports that have meaningful column headings. Once the
report is perfected, it can be saved and used repeatedly by the user (not group). Access
saved reports from the Save/Load tab (see A above, or view the section on Save/Load
Definition below).

Below are the three types of column headings from data exported to Excel:

Version Color of Column Heading
(color corresponds with screen shot below)
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Example: One report presenting three different Column Names emphasizing difference
between Version 1, 2, and 3.

ID2IFCTT-2384-4CO2-BEDF-T9TADZSFATED.asm [Reac-Oniy] Version 1 - Run Report without chaning calumn names
A B B D E F G H I [J K L I N| O P QR[S T u [v
1 Bargain Unit Budget Amount Comments Cutof Date Department Description Employee [D Fiscal Year Fringe FTE GL Account Job Number Job Number Level Location Lock Flag Model Manth Qbject Org Key Package pkey
2 76064 0 DEPT 100  Teacher, Math LYDIE 2014 0 O0FA JOBA 0B CHICO 0 QA1 1010500000000
3 16064 40000 DEPT100  Teacher BOOKITTY 2014 G000 1FA JOBA 0B CHICO 00A1 03 5101050000000
4
5
]
38A0F73C-C156-4D38-8F79-68F947968BEB.asmx [Read-Only] “ersion 2 - Checked Box "Use Colurmn Names"
Al B c [D E F G H | J K[ LM N [0 P Q [R[ s T ulv w X[ ¥ 7 AA
1 bu amt comm cutoff dept  descripion empid fy fringe posb_fte gr job jobno leveled Ictn lock_flag model mo obj key  pack pkey pos pri reffn sal  salthl  unique
2 76064 0 DEPT 100 Teacher, Math LYDIE 2014 0 0 FA JOBA 0B CHICO 0 QA1 %51010500000000 BESTFRIEND™  P0D00007 0 SALTBL2 BTTF6C
3 76064 40000 DEPT 100 Teacher  BOOKITTY 2014 5000 1FA JOBA 0B CHICO ool 03 1010500000000 BESTFRIENDD! PODOO00G ###% SAL TBL 1 DD8762
4
2 ) ; 3
§ 2] SunGard Output to Report — Webpage Dialog ETSinGard Outputto Report - Webpage Diskog 8
7 | . ] S e “
8 & http://kqa-799-5qI02/IFAS]/MiscPages/Options/ QutputReport htm @ hitpe//kqa-799-2qDUIFAS]/MiscPages/Options/ OutputReport bt
]
' = Wersion 3
10 | savalLoad Defion Wersion 2 FITIETS0) | savelLoad Definiion
i . . Position: ¥ , _Selected Columns: A
E Position:[@ ,  Selected Columns: _ Select Allin Section - @ Youarenconirol | | W |
o Select Allin Section : | Bargain Unit GOEY Bargain Unit | @ change A
15 Bargain Unit ;| Budget Amount G OF Budget Amount : &) Colamn EE
1 hE Budget Amount : |1 (Comments (IR . Comments: @ Names [
| comens [ Caoftome 5 Dialog box from PO T o
18 omments : |1 Oecmtmet |2 Descripton DEE
i CuchDate [ 2eermer e BusinessPLUS s | B8
20| | Descriptian BOE Description : &1 :
7 Department : | @ - Employee D@ feave [l
—1 ¥ [Employee 1D DPE g these R
22 Description : |4 - Fiscal Year: & v v
2 . fialds ... AP
24 Select All: (1 Use Column Names for Header
25 _ Select All [ Use Column Names for Header. | ) I
2 :
z [“mier] i
29
30
31
32
&) 23R63E05- CF3D-4EE2-87BB-§1C537C1AT 2 asmx: [Read-Only] Wersion 3 - Edited Calurnn Names to User's choice o B B
A B C D E F G H | J K L M N 0 P Q R S ;
1 Youareincontrol change Column Names toany  Description or leave these fields ... GL Account Job Number Job Mumber Level Location Lock Flag Model Month
2 (16064 0 DEPT 100 Teacher, Math LYDIE 2014 0 0FA JOBA 0B  CHICO 0Qa1 E1010
1| 3 [r6064 40000 DEPT 100 Teacher BOOKITTY 2014 5000 1FA JOBA 0B CHICO naat 3 1010
4
5

Once “Run Report” has been clicked, the browser will ask how to handle the report: Open,
Save, or Save as.

Excel's numeric output may contain tiny green triangles in the upper left corner. These
numbers must be reformatted before using in calculations, otherwise the numeric data will
most likely be interpreted as text. If this is not done, the formulas tallying information in
those cells will not work on those cells. Imported data often presents a formatting conflict
causing green triangles. Place the cursor in the cell with a green triangle and a yellow
exclamation point will appear. Excel tries to help users make the most of its software. The
green triangles are most common with numbers, indicating that cells with the green
triangles will not calculate until the conflict is resolved. The fastest way of resolving the

issue is to select the cells, click on the caution/exclamation icon, and convert the cell’s type
from text to number.

Example of tiny green triangles:
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Select entire range, click exclamation, and click “Convert to Number”.

- O —

& |10 £
Ld
11 Murnber Stored as Text
'12 Convert to Number
']_3 Help on this error
L4
14 Ignore Error
L4
15 Edit in Forrmula Bar
,]‘E' Error Checking Options...
17

=1

The data will now calculate or respond to auto sum.

10
11
12
13
14

16
17

L]

108

Save/Load Definition Tab

The tab has three sections: Save, Load, and Delete. Each section has a blue box to initiate
action, such as Save Report.

Note: Use the mouse to activate (or tab to) commands in the blue box, like Save Report or
Load Report. The Enter key acts like the Escape key and closes the Output to Report dialog
box without processing or saving.
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Navigation Guide

Saved reports are accessible to the creator. There is not a public folder for Excel output.

Tab is divided irfo three section.

- - Perform one of the three options: save, load, delete.
Column Selection Save/Load Definition

Save Report ™~ yjsaye or update which ever report is active on the Column Selection tab

Report Name: Save new or existing report; type name here
then select SAVE REPORT button

Save Report

Load Report Saved reports to edit. Choosze report from drop-down.

Report Name: | Position section - ALL v

Load Report

Saved report that will be deleted if chosen from drop-down
Delete Report and then select DELETE REPORT

Report Name: | Position section - ALL v

Delete Report

Saving a Report

Once the report output looks good, save the report to run quickly in the future. Run saved
reports with just a few clicks at Excel's “Run Excel Report” option from the drop-down
menu.

To save, click on the Save/Load Definition tab, place the cursor in the Report Name field in
Save Report section. Type a name and then hit the blue command box “Save Report” with
mouse (or tab to command). The following message will display:

i ™y
Message from webpa.. u

l; Report Saved
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Once saved, the report will be visible immediately within Load Report and Delete Report
drop-down menus. Once the report is saved, any updates to the report will not be saved
unless the user saves the updated report as if it were a new report. Loading the report,
editing, and then running will not save the report. Overwrite the previous report by saving
with the same name (or a new name and delete the old version).

Which Report is Selected?

All saved reports are visible when clicking on the Report Name drop-down box in either
Load Report or Delete Report sections. Saved reports can be selected to be loaded or
deleted. Even though the layout is similar, Load Report is separate and different from
Delete Report. Each section has a Report Name command, but one will load while the
other deletes. Once the Report Name is selected for a specific task, clicking on the blue
command button initiates the command. The example below shows the report “Generic
Excel Rpt 3" is selected to be loaded; the selected report has a blue background. Once
selected and the user pushes the related blue command button “Load Report”, the report
“Generic Excel Rpt 3" will be loaded.

Also see the Delete Report section. The report Generic Excel Rpt 2 is selected. Delete
Report section is separate and will be unaffected by the Load Report section. Hence,
choosing to Load Report “Generic Excel Rpt 3" has no effect on “Generic Excel Rpt 2".

Column Selection Save/Load Definition

Save Report

Report Name: (Generic Excel Rpt 3

Save Report

Load Report

.Generic Excel Rpt
Generic Excel Rpt 2

Report Nam

T Report selected now has blue

Load Report background

Delete Report

Report Name: | Generic Excel Rpt 2 v

Delete Report

o
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Loading and Updating a Report

With the Save/Load Definition tab active, click in the Load Report section, Report Name,
and select a report from the drop-down list. Then click on the blue button “Load Report”.
The screen shot below will display while the report loads.

Column Selection

Save Report

Load Report

Delete Report

Once the Load Report icon disappears, the selected report will populate the appropriate
fields within the Column Selection tab. Meanwhile, the user will remain on the Save/Load
Definition tab until deciding the next actions to take. The User may navigate to the Column
Selection tab to review or update report data, choose “Run Report” or “Close” from the
Dialog box footer.

Delete Report

With the Save/Load Definition tab active, click in the Delete Report section, Report Name,
and select a report from the drop-down list. Then click the “Delete Report” button. The
message below will display to confirm the user's intentions.

Message from webpage &J

:I Are you sure you wish to delete this report?

OK l [ Cancel

L' —
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Select OK to confirm and continue with the delete process.

Message from webpage = |

l L Report Deleted

,

To verify the report was deleted, return to the Delete Report section and see that the
deleted report is no longer present.

Once created and saved, reports can be launched from the Home tab on the Dashboard.

Add Excel Output Reports to the Dashboard

To add Excel Reports to the Home Tab on Dashboard, open the Customize Dashboard
page. This is located at //<server name>/ifas7/home/customize (replace <server name>
with your own server’'s name). It will open up to the Customize screen with the
“HomePage” tab selected.

e Select the Content subsection of the “HomePage” tab.

e Change the Existing Content for Group drop-down to Finance.

B gs[ng_ss (Customize Dashboard I

a PLUS 3 o
HomePage

Admissions Online
Groups

Applicant Online
Default Content

Bid Online Bidder || Employee
Default Layout  Sample

Favorites

Content

Existing Content for Group

¢ Add the following content:
— Description: Excel Reports.
— URL: ~/Home/Finance/ExcelReports.ascx
— Leave the Type as WebPart.
— Leave the Width to Narrow.
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Existing Content for Group:

Description Url Optional Parameter Type Width
Edit WorkFlow Tasks ~/Home/Finance/WorkFlowTasks.ascx WebPart Narrow
Ilm Excel Reports ~/Home/Finance/ExcelReports.ascx WebPart Narrow
Edit Budget Chart ~/Home/Finance/Charts/FundBudget.aspx Image Wide
Edit Revenue/Expense Chart ~fHeme/Finance/Charts/RVXPFiscalYear.aspx Image Wide
Edit Favorite ~fHome/Favorite.ascx _Main WebPart Narrow
Add Content
Description: | | url: | Cptional Parameter: |T'-,.'pe: |WEBPART v| Width: | Narrow W
Add Content
This will add the Excel Reports (Narrow) as an option under the Change Content
subsection of the Home tab.
gl s-QLKaAFmrssAcx
40 Application g
Al Web Forms | WF TaskList
Home Change Content Change Layout
[+ weather (wide) orkFlow Tasks (Narrow’
Budget Chart (Wide)
|Applicant Online Revenue/Expense Chart {Wide)
[] Recent Positions {Narrow) ] Favorite (Narrow)
[J welcome (wide)
[ tnstructions (Wide) Employee Online
[ welcome (wide)
¥ rstructions Cice)
Recent Bids (Narrow) EO Dates (Wide)
Welcome (Wide)
2 Recent Awards (Narrow) Web Forms |
[Jweb Forms (Narrow)
When selected, it will appear on the left side of the Home page.
I " SQLKGA FQA 799 Act
a FLUC i on
LOTICE All | Web Forms | WF TaskList
Home Change Content Change Layout
WorkFlow Tasks = Revenue/Expense Chart «
ﬁ Out of office? [ ] Fiscal Year Comparison
o $184,499.00
Web Form Template %}ggggggg
L $129.143.00
$110,700.00
$92,250.00
$73,800.00
$55,350.00
36,900 00
$15,450.00
3011 2012 2013 2014 201
Etbel i - @ Revenues @ Enpenzes
Manage Reports m
To select the reports to display, click on Manage Reports from within Excel Reports.
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This will open up a new window titled Manage Excel Reports. This window will display
all of the created reports that the user has made through the Excel Output Tool.

- T ——— E N
a Manage Excel Reports - Webpage Dialog

Manage Report List

Position section - ALL
POUPFR - Item Detail |
POUPFR - PO Addr Search

| —

e Check the box next to the report to be added to the Home Page. Click on Save, then
Close, to close the window and update the Home Page.

a PLUS Application

BusinessPLUS ( S-QL KQA FQA 799 Act

All Web Forms
Change Content

WorkFlow Tasks =« Revenue/Expense Chart  «

ﬁ Out of office? [ Fiscal Year Comparison

$4.7 mil.
Web Form Template $4.2 mil.

_ $3.7mil.
. $3.3 mil.

$2.8 mil.
$2.2 mil.
F1.9mil.
F1.4mil.
$935,567 .00
$467,754.00
i

WF TaskList
Change Layout

Home

Home

= : =
2011 2012 2012 2014 2015
E reverues @ Evpenzas

Excel Reports <

Position section - ALL
POUPPR - PO Addr

Weather Report for Chico, CA (95928)
Manage Reporis . .
‘Weather Provided by The Weather Channe!
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Side Menu Options

When viewing a page, the navigation side bar appears on the left-hand side of the browser
window (shown below). Click on the section names to expand lists.

Student Activities - Transfer Request

@) Favorites 4 P + |, =, &
Links
- Student Group ID: H Warsi
&) Workflow
% Attachments Transfer Request: !
B Tools Requested By: Ray N
Reports Request Date: | 03/15/2013 H
3 Entity List
AU | Inter Group Cash Transfer
JBESADDY SXFOOG0 From Event ID Amount
500006 SXF0O095
500009 SXF0O090
Favorites

When pages are launched from the BusinessPLUS Dashboard, the Favorites defined
on the active tab will be displayed on the side menu of the related pages. The same
pages launched from the All menu will not show the Favorites, as they are derived
from the Dashboard Preferences. When Favorites are available from the side

menu, a “heart” icon will display.

Student Activities - Deposit Request
1« » + X, 8

BusinessPLU

@ Favorites

Receipts Student Group ID:
&  Fund Raising - SAUPFR
& Create/Update Set- ARBTCRUB
=  SetProof- ARBTCRBP
Status:

-5

#=  Distribute Set (CR and GL) - ARBTCRDS

i EventiD | Deposii
&  Check Reguest- SAUPCR

See the section in this guide for information on setting up Favorites.

Deposit Reference:
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Links

Many BusinessPLUS pages have pre-defined Links to other related pages and processing-
related jobs. In the example below, purchase orders can be printed from the Purchase
Request page (POUPPR) without leaving the page to print from the main menu tree.

) BusinessPLUS (Accounu‘. Payable - Create/Update OH Set

340 "'.F|-;'|: ation

Favorites { » + |, =, &

& Links set~onso1572 | [NEEER
-

== Set Proof Listing Invoice Detail
$= Distribute Set
& Purchase Requests

& Receiving Information

Invoice:

Invoice Date: n

Workflow

BusinessPLUS jobs represent work that is being done on a user’s behalf by the
BusinessPLUS Web server or the application server. There are several types of jobs, and
these are all tracked in the same location and consolidated on the same Jobs List.
Workflow is the type of job processed by the Workflow engine, which may be submitted
from multiple areas of BusinessPLUS. When a page has a Workflow item pending, an icon
will appear to the left of the title. Clicking on the title will display the item.

BusinessPLUS

(Student Activities - Transfer Request

a PLUS 0 Application

@) Favorites 1 + K, =
Links

D Workl Student Group ID:

ey 'orktlow

Transfer Request:

Requested By: Ray
Direct Task ltems Awaiting 1D Approval

west Date: 03,1
StupenT Grour Io TrRansFer I STATUS Req /

500009 SXF0099 P Inter Group
500009 SXF0099 P

Attachments

Allows the user to view and download attached files or add Threaded Notes. (See
Threaded Notes in section in this guide.)
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BusinessPL
a Pl

U 5“” ( Person/Entity - Information

Favorites

Links

Workflow
% Attachments

Attachments for Vendor Header
Add Attachment
Add Threaded Mote
| View Attachments

Attachments for Address Detail
Add Attachment
Add Threaded Note
* | View Attachments

Attachments for Phone
Add Threaded Note

Tools

The Tools menu option displays a list of any additional tools related to the active page.

Y . BusinessPLU
! aPLL N
@ Favorites 1 »
Links
@ Workflow Student
% Attachments Transfer
B Tools Requ
Tools for Transfer Request Req
@  Submit Transfer Request I
Reports

This option displays a list of available CDD reports that have been attached to this page.
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Entity List

The Entity List displays the primary information specific to the active page and its purpose.
In most instances, the default view will show open items created by the user viewing the
page. Using Find and selection criteria, the Entity List will show the results.

Bw"lr' N“I_:LUS ( Nucleus - Common Codes Userlame | ds 5
Favorites 1 P + K, 2. R
Links
Workflow
% Attachments Code Category: APAH Code Value: ADDRESS
- Tools Short Desc:
Reports
Medium Desc:
55 Entity List —
L Desc:
e
APAH hDDRESS
APAR CONTROL G L
APBP BLANKET @@
APBP INVEXP @@
APBP POEXCEPT @@
ﬁgﬁ gﬂgﬁga[} %g Asszociated Numeric Values Associated Codes

BusinessPLUS Page Navigation



Other BusinessPLUS Page Navigation Options

BusinessPLUS Keyboard Commands

Keys Function

Ctrl plus key Press the Ctrl key and the key noted below, in combination, for the
following results:

Ctrl+A Add button for the navigation bar associated with the field that currently has
focus.
Ctrl+D Selects the Delete option for the navigation bar associated with the field that

currently has focus.

Ctrl+F Toggles Find mode.
Ctrl+G Toggles grid mode for the grid associated with the field that currently has focus.
Ctrl+L View the list box attached to a field with an arrow or invokes the lookup

functionality.

Ctri+T Display the last used auto-generated seed value for a field.

Ctrl+N Next button for the navigation bar associated with the field that currently has
focus.

Ctrl+P Previous button for the navigation bar associated with the field that currently
has focus.

Ctrl +1, 2, 3, 4, Move to another tabbed page on a page. For example, if there are four tabbed

etc. pages, press Ctrl +3 to move to the third tab from the left.

Ctrl+; Inserts the current date in a date field.

F1 Press F1 to display the help file associated with the page you are viewing.

F5 Refreshes the page.

TAB Press the Tab key to move through the fields on a page.

Shift+TAB Holding the shift key when pressing Tab will move backwards through the fields
on the page.

Shift+Ctrl+T Toggles debug tracing.

Shift+Enter Saves text entered in free-form text fields - Notes, Comments, Text, etc.
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Esc Clears all data entered on the record since the record was last saved.
Clears the last command in process.

Ctrl+Q/K/U In account control fields, Ctrl+Q = Quick Key mode, Ctrl+K = Key/Object, Ctrl+U =
Account Fully Qualified. (Only applicable if the ledger is defined to use a Fully Qualified
Controls Account.)

Selection Options for Page Fields

Some fields display sub menu options (or combo boxes) that will drop down from the field
when the user selects the arrow or ellipsis to the right of the field.

Drop-down Menus

The arrow indicates a list or “pick list” of options available for this field. Press the arrow or
select the Lookup (Ctrl+L) and a drop-down box of options will appear.

Asszoc Code: %

Code Value: <none=
AMT18729

DOAGAIN

FAWARR Warrantee
GULFVER

OVERRIDE

PARCEL Parcel
RTDOLLAR

RTLIMIT

RTPERCNT

SAVINGS

Lookup / Ctrl-L

The ellipsis (...) indicates when there are hidden options for a given field. Click on the
ellipsis to display the options available. Options vary by the type of field, and include auto-
generated seed values, data lookups, or “account number / control” options.

Remit || Ship |[ Bill

sBP !} Addr: [BL
Lookup Ciri+L zssPLUS
ID Source v

CHICO CA 95573

Press the button to view the drop-down box of auto-generated seed choices such as the
one below:
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PR: ![} Fo: [PO0OOT

m Auto [PR.SEED]  CirksT
Auto [PR.KH]

SBP | Auto [PR.VL]

5unG Auto [PR.CLS]

15W! Auto [PRJG]

Auto [PR.JOHN]

Auto [PR.PR_SE]

cHicd Auto [PRWALT)

Auto [PR.X]

Auto [PR.Z7]

Ham

Ctrl-T

Navigation Guide

An option with Ctrl+T next to it can be selected without using the Auto drop-down box. To
select the last used entry, place your cursor in the empty field and press Ctrl+T. In some
cases, using the Lookup (Ctrl+L) command in an ellipsis field will cause a Data Lookup

Dialog Box (shown below) to open.

Data Lookup Dialog Box

To create a filter to search for data in the Data Lookup Dialog box, the user must select or
enter information on the three fields in the box. The option in the first field will vary by the
Lookup field; select the type of information by which to search. In the second field, select a
qualifier from the list of options. In the third field, enter the data that is requested.

BusinessPLUS employs “filter as you type” technology for faster results.

Lo [omen || as

Search ID Source: | Person/Entity v

Filter: | Name V|| like Vl sung X

1042WA {Bi-Tech 1042wa Withholding Agent P

1042TRANS  |BiTech 1042trans cc CK42 FILEINFO p

SBPD Busi PLUS Doc p

SK12 K-12 Education BusinessPLUS |P

SBP K-12 Education BusinessPLUS P

Addresses:

P1  1042WAP1line 10f1 i [CHICO CA
< >

2| Data Lookup -- Webpage Dialog 3l

(A

A
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Account Number ~ BTEditAccount Control

The account number format displayed on pages will be determined by the ledger-specific
Input format defined on the GL General Information (GLUPGN) page. Below are examples
of a Key Object format and a Fully Qualified format.

Clicking the ellipsis at the end of the account field will provide additional options for the
format displayed.

Account Number: Wi H b
Account Number: FA H &'
K |
Lookup Fund Ctri+L
Lookup Key Org Ctri+L Lookup Account Cirl+h
Lookup Account Ctrl=H ~ FAFully Qualified  Ctrieu
v VW Key Org-Object  Ctrl+K FA Org Key-Object  Cri+K
VW Quick Ctri+Q FA Quick Ciri+Q
| Show Ledger + Show Ledger
1 Show JL Side Show JL Side
~ Show Work Order ~ Show Work Order

When a user performs a lookup on the Key field in an EditAccount control, the new lookup
page “OrgKeyLookup” will be used.

The OrgKeyLookup page allows a user to filter the results based on one selectable field as
well as up to eight background parts. Each of the selection criteria will be treated as a “like”
comparison allowing for the use of wildcards in the search. Each additional selection
criteria chosen will narrow down the resulting records further.
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Navigation Guide

@ Account Lookup -- Webpage Dialog @
| 0K | Cancel || Add |

Filter: | Account V” like VH |

status:

[ ] Keyorg: | |
Year Object ||

Fund Code: I:I Division Code: I:I

Fund Type Code: I:I Responsible Area: I:I
Function Code: I:I NIA: I:I
Department Code: I:I N/A: I:I

400000-5440|EM Funds Offset GL Object - Expense Fund 40 (2013 |4 WU 41

QBE Product Lookup

An alternative Product Lookup is available on the Product Id field, which can be set to
enable or disable on a page-by-page basis. To enable, go to Options, Settings, Page Specific
tab, QBE Lookups - set to Enable. To use the standard lookup, set to Disable.

@ Settings -- Webpage Dialog CX

Ledgers | Preferences | Advanced

Initial Screen Mode:

Initial Filter:

Always Filter:

Workflow Task List:

Local Printer:

QBE Lookups: Enable
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If this lookup is enabled, the following page will be shown:

| PEUPPR_LOOKUP - Product Lookup
| » R, =, W Find Mode N
Products: “
Prod ID [ Desc | Slcncb{ Statq Unit
| £ >
Discounts | Price Calcs A
Descriptions: Type: ﬂ
y =, FindMode & Y
< >

The user may search by any field on the page by entering search criteria and pressing enter

or selecting Apply. All standard page selection criteria may be applied (e.g., ABC%, >ABC,
<>ABCQ).

The fields shown on this lookup are the same as what can be found the on the PEUPPR -
Product Information page. Column width and order may be adjusted on this page at any
time (the layout of the grid will be saved for the next time the user enters the lookup page).

To select a value to bring back to the page the lookup was launched from, highlight the
Prod Id row in the grid and hit the OK button at the top of the page or double-click the
highlighted row. To exit the lookup without bringing back a value, click the Cancel button
at the top of the page or just close the window.
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Favorites Menu and Dashboard Favorites

Users can access pages with the click of a button by adding them to the Favorites menu.
The Favorites menu is designed to provide the user with an easy way to return to the pages
and launch the BusinessPLUS functions that they use regularly. Below is a description of
the Favorites options and how they are used.

The Favorites drop-down includes the following options:

e Personal Favorites: A list of all the personal favorite menus created by the current
user.

e [New Personal Favorites]: Use this to create a new menu of personal favorites.
e Public Favorites: A list of all the public favorite menus (available to all users).
¢ [New Public Favorites]: Use this to create a new menu of public favorites.

Note that these "favorite menus" represent an entire tree of favorites (each may contain
multiple favorite jobs and nested levels of folders). When the user selects an option within
any of the favorites (in the tree), the following options will be added to the drop-down
favorites menu:

¢ New Folder (added within currently selected option/node).
e Rename (applies to currently selected option/node).
e Delete (applies to currently selected option/node).

Clicking a name in one of the favorite menus (within the drop-down list) will load that menu
under the Favorites option of the menu tree. A check mark indicates which favorite menu
is loaded. Clicking a "loaded" name will unload that menu. The menus loaded will
automatically reload when users launch BusinessPLUS.

Be sure to name the new Favorites folder before adding to it. When users create a
Favorites menu, it will automatically enter "rename mode" so the user can provide a name
for it. After entering the name, press Enter (or click elsewhere on the tree) to save it.

Once the favorite menu exists, users can drag any jobs to it by holding down the control
key, clicking on a "terminal node" (a job, a page, or a report), and dragging it to the desired
location (Ctrl, Click, & Drag). Similarly, they can drag jobs around within the favorites menu
to reorganize it. Changes are automatically saved to the database.

Dropping an item on a folder will add it to the end of that folder.
Dropping an item on a job (not a folder) will add the item just before that job.
Dropping an item in another favorites menu entirely will make a copy instead of a move.

When a job is moved into a Favorites menu, the user responses will go with it. For
example, if users have already filled out selection criteria, it will become the default value
within the favorite. Within the job, there is a Save Changes button that can be used to alter
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the default values for that job (this option is only available on jobs within a favorites menu).

The defaults are stored within the favorite and will remain unchanged unless users use

that button. After dragging jobs into a favorite menu, they may want to rename the jobs so

that they make more sense or so they will better describe the default options that were
selected. Rename is only available within the Favorites menu, not in the standard

BusinessPLUS options.

Personal vs. Public Favorite

e Personal - This option allows the user to create Favorites that only appear when the specific

user is in the BusinessPLUS environment.
e Public - This option allows the administrator to designate a specific set of Favorites for a
group of users in the BusinessPLUS environment.

Creating Favorites

Click on the Favorites menu.

5y BusinessPL
a PLUS 3

+| i Favorites

*| L Workflow

*+| I BusinessPLUS
+| _IReports

Jobs=.

Click on New Public Favorites. If creating a personal favorite, click on New Personal
Favorites at the top of the drop-down list.

BusinessPLUS

FLL 3

All

I Favorites
+| L) Waorkflow

—

H Favorites~ Jobs
Personal Favorites
Favorites test
[New Personal Favaorites]

11|

=| 2 BusinessPLUS public Favorites

+

+ [ [F [ [ [ [ [ [

| LIAP - Accou Accounts Payable
| LJAR - Accou CDD Reports
| LIBD - Budge Documents Online

C1BK - Bank | Expense Online
£1BQ - BidiQy -

. Jobs Monitor
[ | - 1
CM - Coniry Student Activities

JEN - Encunes supic Favoras] |
LIFA - Fixed ASSETS

L GL - General Ledger
I GM - Grants Management
LJHR - Human Resources

| LINU - NUCLEUS
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A new folder will appear under Favorites. Type in the desired name next to the new folder.
Press Enter or left-click on the mouse to set the folder.

BusinessPLUS . ce d
PLI ication ( R -t st ([ saL kaa Faa 798 Act
Home |1l - . — Al -
H Favorites» Jobs =, H Favorites» Jobs =,
=| 2 Favorites =/ 2 Favorites
=

+ L1Workflow
+| [ BusinessPLUS
+ IReports

+| L1 Workflow
+| L1 BusinessPLUS
+| 1Reports

Adding a Subfolder to an Exi

sting Favorite Folder

To add a subfolder click the folder icon. Click the Favorites Menu and select New Folder in

‘location’.

BusinessPLUS

=

plication

SQLKQAFQA?%Act

Home All
M Favorites+ Jobs =.
. Personal Favorites
= O Favorites . Favorites test
N S Purchasing [New Personal Favorites]
*| I__fWOrkﬂOW Public Favorites
+ LiBusinessPLUY  Accounts Payable
+ CiReports CDD Reports

Documents Online
Expense Online
GL
Jobs Monitar
Student Activities
+ Purchasing
[Mew Public Favorites]

|Mew Folder in Purchasing’ |
New Web Link in ‘Purchasing’
Rename Purchasing’

Delete 'Purchasing’

A new folder will appear. Type in the desired name of the subfolder. Press Enter or left-click

the mouse to set the folder.

BusinessPLUS

BusinessPLUS

oo oo ( SQL KQA FQA 798 Act o e ( SQL KQA FQA 798 Act
Home |\ Home All
M Favorites- Jobs =. 8 Favorites- Jobs =,

= S Favorites = O Favorites

=| 2 Purchasing =/ 8 Purchasing

=] — Purchasing Process|

+| L1 Workflow +| I Workflow
+| _iBusinessPLUS +| i BusinessPLUS
+ LiReports +| _IReports
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Dragging Masks into Favorite Folders

Navigate through the tree to find the Mask to add to the Favorite folder.

Hold down the Ctrl key.
Click the left mouse key.
Hover over the Mask.

Hwn =

ssPLUS SOL KQA FQA 798 Act

Home QA

B Favorites~ Jobs

1]

=| O Favorites

=/ 21 Purchasing
LI Purchasing Process

+| L Workflow

=| 21 BusinessPLUS
+| LJAP - Accounts Payable

CJAR - Accounts Receivable

1BD - Budget ltem Detail

[ BK - Bank Reconciliation

1BQ - Bid/Quote Management

1 CM - Contract Management

CJEN - Encumbrances

CIFA - Fixed Assets

I GL - General Ledger

1 GM - Grants Management

CJHR - Human Resources

CINU -NUCLEUS

1PA - Project Allocation

L1PB - Position Budgeting

1 PE - Person/Entity Data Base

CIPI- PEIMS

S1PO - Purchasing

*| LI CS - Client-Specific

1Q - Interactive Inquiry

ZIMA - PO Maintenance

#5 PO - Print Purchase Orders

2 PQ - Print Quotations

=1 PW - Print Worksheets

LIRE - Reports

S1UP - Update Data Base
=IFO - PO Format Information
=GN - General Information
= PE - Purchase Order Entry
= PP - PunchQut Web Shopping

[ZPR - Purchase Requests|

= RC - Receiving Information

L) ) (] () (] (] () () () () ] (] [ [ [

LU [ ] [ [ [ [+

Renaming a Mask

To rename the Mask, first click on the Mask. If the page for the Mask pops up, close it.

Drag the Mask into the appropriate subfolder.

=| O Favorites

+| L1 Workdflow
=| 2 BusinessPLUS
LJ|

L) [ ] () (] (] () () () () [ [ ] [ [ [

M ravorites~ Jobs =,

0asSing
LI Purchasing==rocess
by

LJNU - NUCREUS
L1PA - Projett Allocation

| L11Q - Inferactive Inquiry
| ZIMA - PO Maintenance

4PP - PunchOut Web Shopping

= RC - Receiving Information
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Navigation Guide

£ hitp:/ loga-798-5qi02/ifasT/ Screens/Purchasing POUPPFLasp

{; Purchasing - Purchase Requests

User Hame | fp Seftings | 7 Help | @ Close

Favorites
# Links

Vendor

PR: | .

Workflow
%, Attachments
B Tools
Reports
4713 Entity List |

Status: —H Sec Cdt H &

11 PODO1BS i
2 PO0O0143

aprv | print | [[ZEE) Dates | Blankes
Contiom:
By:
ApEount:
Ciabe:
n Bid &
Conbract #
PR Totat 225,00
End Usa:
PO Todak $0.00 Buyer I

Hotes

24 PODD449 - tem Mu| Vendor lem Mol Quankity Linits Cascriptian Linit Price
25 PODD450 I
£ % < >

e

Click on the Favorites menu.

0ssPLUS

SQLKQAFQAMACI

Home |@Al

~ H|Favoiitesv| Jobs =.

[=] D Favorites
|= 2 Purchasing
|=] 8 Purchasing Process
"~ Purchase Requests
1+ CIWorkflow
[=] 21 BusinessPLUS

Click on Rename ... ".

Personal Favorites
Favorites test
[Mew Personal Favorites]
Public Favorites
Accounts Payable
CDD Reports
Documents Online
Expense Online
GL
Jobs Monitor
Student Activities
+ Purchasing
[Mew Public Favorites]
Mew Folder in 'Purchase Requests’
MNew Web Link in 'Purchase Requests’
Rename ‘Purchase Requests’ |
Delete 'Purchase Requests’

Type in the new title. Press Enter or left-click on the mouse to set the folder.
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BusinessPLUS (" saL kaa Faa 798 Act ifeiibey el SQL KQA FQA 798 Act
Home |[IX] Home |1
M Favorites~ Jobs =. M Favorites- Jobs =,

= 3 Favorites =/ O Favorites

=/ 2 Purchasing =| D Purchasing

=/ 83 Purchasing Process =/ ©YPurchasing Process
= | _ =

+ L wWorkilow # L Workflow
= ©1BusinessPLUS = 21 BusinessPLUS

Creating a New Favorite Tab on the Dashboard

To create a new Favorite tab on the BusinessPLUS Dashboard, click on the Settings icon in
the upper right hand of the page.

User Name | & Settings | ? Help | & Logoff

Click on Preferences.

User Name | & Settings ‘ ? Help | &) Logoff
Favorites »
Preferences

Settings

Change Password

The Preferences window will pop up. Check the Favorites that should available as a tab on
the Dashboard and press Save.
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_;);\ Preferences

Add/Remove Favorites

Check the Favorites you wish to be available
for use.

[[Jaccounts Payable [Jcop Reports
[Joocuments online DExDense Cnline
Oe [J30bs Monitor
Purchasing [[] student Activities

[CJFavorites test

Save

A new tab will appear on the BusinessPLUS Dashboard.

BusinessPLUS

e et e ( SQL KQA FQA 798 Act

Home Change Content Change Layout

Click on the tab to see the new Favorite. (Users may need to refresh the page before the
new folder within the tab appears.)

@ BusinessPLUS
\ 240

B a PLUS 380 Application

SQLKuAFuAmm

Home | All
Purchasing Process
s Enter Purchase Requisitions - POUPPR

The example below shows several Favorites.
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User Name | & Settings | ? Help | [ Logoff

Home All Accounts Payable CDD Reports Expense Online Jobs Monitor Purchasing Student Activities

e Deposit Reguest - SAUPDR

& Fund Raising - SAUPFR

e Create/Update Set - ARBTCRUB

e Set Proof - ARBTCRBP

s Distribute Set (CR and GL) - ARETCRDS

« Event Information - SAUPEV
e Student Group Setup - SAUPSS

Transfer Request - SAUPTR

Create/Update Set - GLIEUB
JE Set Proof Listing - APOHBTBP
Distribute JE Set - GLIEDS

Check Reguest - SAUPCR

-

s Create/Update Set - APOHBTUB

» Set Proof Listing - APOHBTBP

s Dist Set to OH and GL - APOHBTDS

When pages are launched from the BusinessPLUS Dashboard, the Favorites defined
on the active tab will be displayed on the page’s side menu.

Student Activities - Deposit Request
) Favorites 1 » + X, 3
Receipts Student Group ID: |74
&  FundRaising - SAUPFR
&  Create/Update Set- ARBTCRUB Deposit Reference: |50

Set Proof - ARBTCRBP Stat —
us: |DE
Distribute Set (CR and GL) - ARBTCRDS

e [EvertiD__| Doposi

&  CheckReguest- SAUPCR

aed ane
LY

How to Add a Web Link

Click on the Folder icon to open.

sinessPLUS ( SQL KQA FQA 798 Act

Home |QCUM| Purchasing
—

B Favorites. Jobs =.

= S Favorites
=/ ©YPurchasing

- Enter Purchase Requisitions - POUPPR

+| C1Workflow
=| ©1BusinessPLUS

Click on the Favorites menu.
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BusinessPLUS

a PLUS 3 ( SQL KQA FQA 798 Act

Application

Home |G Purchasing

M |Favorites~ | Jobs =.

= 2 Favorites
=/ 8 Purchasing
~ D Purchasing Process
= Enter Purchase Requisitions - POUPPR
+ L Workflow
=/ 2 BusinessPLUS

Click on New Web Linkin"...".

Personal Favarites
Favorites test
[Mew Personal Favorites]
Public Favorites
Accounts Payable
CDD Reports
Documents Online
Expense Online
GL
Jobs Maonitor
+ Purchasing
Student Activities
[Mew Public Favorites]
Mew Folder in "Purchasing Process’
Mew Web Link in 'Purchasing Process’
Rename ‘Purchasing Process’
Delete "Purchasing Process’

Type in the name of the Web Link.

. Pl
Home Purchasing
___

M Favorites- Jobs =,

s ( SQL KQA FQA 798 Act

=/ B Favorites
= 2 Purchasing
=/ 81 Purchasing Process
=l Enter Purchase Requisitions - POUPPR
* CiWorkflow
=/ 21 BusinessPLUS

Press the tab key and type in the URL. When done press Enter or left-click the mouse to set
the folder.
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& BusinessPLUS

@ aP ]
Home m Purchasing
_—

M Favorites» Jobs =.

=/ D Favorites
=| 3 Purchasing
=! 3 Purchasing Process
== Enter Purchase Requisitions - POUPPR
“ Google http://wew. google. com| *
+| I Workflow
= 3 BusinessPLUS

Adding a Favorite to the Dashboard Home Page

The example below illustrates how to add a Favorite that includes CDD reports to the
Home tab in the Dashboard. A favorite called “CDD Reports” was created in the All tab,
with a sub-folder named “reports”. CDD reports were added by holding down the Ctrl key,
clicking a report in the BusinessPLUS Reports folder, and copying/dragging it to the
“reports” sub-folder.

(SQL KQA FQA 7910 Act

plication

Home m Applicant Online |CDDRep0rts | Web Form || CDD AP1002 || EO || RM
—

B Favorites. Jobs =

[Srevortes]

+ OEO

+ CIRM

+| L1 Document Online

+ L1 CDD AP1002

=/ 21 CDD Reports

=| DYreports

| = AP1002: Transaction Detail by Vendor Name
| = HR0O017: HR Pay Periods
|| = GLO002Z: Org. Keys and Parts
| = GL5000: General Budget to Actual with Encumbrances

+

+ [+ [+

To add the “CDD Reports” Favorite to the Home tab, open the
<server>/IFAS7/home/customize (Customize Dashboard) page. On the Homepage tab,
Content page, either create a new content group, or update an existing content group
(FINANCE, in this example) to add the Favorite:

— Enter a description (“CDD Reports” in this example)
— Add the following URL: ~/Home/Favorite.ascx
— Inthe Optional Parameter field, enter the exact name of the Favorite

— Set Type to “WebPart”
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essPL

Busin
a PLUS

us ( Customize Dashboard
wen

& Settings | ? Help | (& Logoff

Admissions Online Applicant Online Bid Online Bidder | Employee

Default Content  Default Layout Sample

——
HomePage Favorites LoginSettings Professional Development | Ti

Groups  Content

Existing Content for Group:

Description url

Opticnal Parameter Type Width
Edit Wark Flow Task ~fHome/Finance/WorkFlowTasks.ascx WebPart MNarrow Delets
Edit Excel Reports ~fHome/Finance/ExcelReports.ascx WebPart MNarrow Delete
Edit Budget Chart ~fHome,/Finance/Charts/FundBudget.aspx Image Wide Delete
Edit_Revenue/Fxpense Chart ~Home,/Finance/Charts/RVXPFiscalYear.aspx Image Wide Delete
m | ~/Home/Favorite.ascx | | COD Reports | | webpart| wide  Delete

Add Content

Description: | | Uri: | Optional Parameter: |T;rpe: | WEBPART v|Width: | Marrow %

Add Content

Go to the Dashboard Home tab, Change Content page. Select the “CDD reports” checkbox
and save your selection.

BusinessPLUS

Pl ( SAL KQA FQA 7910 Act & Settings | ? Help | [ Logoff

Home |@:\l| Applicant Online | CDD Reports Web Form CDD AP1002 EO RM
Home Change Content Change Layout

Save

RSS Feeds

[Recent KB Articles (Marrow) Campus Anncuncements (Wide)
Applicant Online FINANCE

Welcome (Wide) []work Flow Task (Narrow)
Instructions (Wide) [[JExcel Reports {Marrow)

Recent Positions (MNarrow) [[IBudget Chart (Wide)

DRevenue}'Expense Chart (Wide)
BID ONLINE |CDD Reports (Wide) I

[]Recent Bids (Marrow}

[Cwelcome (wide) Employee Online
[T recent Awards (Narrow)
Bid Online

[lrecent Bids (Marrow)

[Twelcome {wide)
[[IRecent Awards {Narrow)

Refresh the Dashboard (F5). The Favorite is now added to the Home page with the CDD
report links.
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Busines

- &> Seftings | ? Help | (& Logoff

Applicant Online || CDD Reports Web Form CDD AP1002 EO RM

Home Change Content Change Layout

Recent Positions

ﬁ Out of office? [ Welcome to the Position Posted
T Vanilla School Contract Test Long Desc-pos—  6/1/2015
District's Applicant .
- - Mds Qa Test Position Long 10/17/2014
Case 964954 Test Online web site. We
Model hope that you find Qa Confract Test Pos Long-1 12/29/2015
Case 981445 WF this site useful and Administration 12/30/2015
Test Model consider our district
CDD ATTACH-NOT in your job search.
Test 21 DD Repo
W . E:szssif‘?ﬂtree to +« AP1002: Transaction Detail by Vendor Name
Test WF Engine currently open . HRODH_: HR Pay Periods
Test 13268 positions using the « GLOD0D2: Org. Keys and Parts )
e Open Positions + GL5000: General Budget to Actual with Encumbrances
tab above. If you

wish to begin the
login process
please consider
following the
instructions below.

The Vanills School
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Workflow - Task List

If Workflow is used, there is an option to show Workflow and a Task List from the main
menu. Through the Manage Users (NUUPUS) page, or via Admin console, the User ID
record needs to have Workflow Enable set to anything other than <none> or N for the

Workflow folder to appear in the user's All tab.

Start Page Manage Users

Worndlow Enable = «n [ Out of Office
A ministrator
0 Delegatee Only
I Mo Participation

[
Default Printers ¥

Workflow Only

workflow and Delegates

User ID User Name
Status - Description
E-Mail Address
Main |Sec1.|r'rty I Worddlow | ﬂssociations|
Password Expiration o Defautt GL Ledger -
Password Timeout ] Default JL Ledger -
Inactivity Timeout 120 Default PO Security Code -
Maximum Job 02 - Default 51 Security Code -
Defaut OH Seguit Code x
BusinessP

s [LU_SI_‘” ( SQL KQA FQA 798 Act

a PLUS 360 \
Home Accounts Payable CDD Reports Expense Online

M Favorites- Jobs =,

= D Favorites

#| LI Purchasing
= A Workflow
= Task List (1 ltem Waiting) |
= S BusinessPLUS

+ LJAP - Accounts Payable

Click on Task List to see the detail of the item waiting.

Choose which record to approve or choose All Pending Tasks—even if only one record

pending authorization. See the following message:

Log Out Show Group Set Out Of Office Help

User ID

IEI All Pending Tasks Check Reguest

WhEN In

Task List ltems Awaiting Processing - ID Assignments

Name When Out  Grour

D CheckRef CheckStatus Student Group: 500009
O S00009 SCK0M141 CP Reference Number: 5CK0141
Requested By: vk
Check Humber: 141
J xS Vendor: TED
Event ID Cbject

Tennis Club

TO BE DETERMINED

Model/Version: |SACheckRequestApprovals—lV| USERNAME « 3 % @ 09/26/2013 20:27:09 User Name

Workflow - Task List




The user can Approve the item or Reassign to another user by selecting the box to the left

of the pending task, and then clicking the blue arrow and selecting from the Choose

Delegatee list that opens.

Log Out Show Group

Task List ltems Awaiting Processing - ID Assignments

ModelVersion: | SA Check Request Approvals - 1 v|

Set Out Of Office

AT Security case 106

ATSEC106

A
ADMIN_T71 ADMIN_TI A
ADMIN_CDD ADMIN_CDD
ADMIN_DB ADMIN_DB
ADMIN_DO ADMIN_DO
ADMIN_SA ADMIN_SA
ADMIN_WF ADMIN_WF
Administrator JENNIFER
Ameet Patil AMEET
AP Clerk APCLERK
AP PE READ Access Testing SEC2810
AP read only security SEC2840
AP security by Division SEC2850
AP Security by Range of Div's SEC2860
AP Set and Invoice Delete Test SEC2820
AP Set and Invoice Update SEC2830
AT Security case 101 ATSEC101
AT Security case 102 ATSEC102
AT Security case 103 ATSEC103
AT Security case 104 ATSEC104
AT Secunty case 105 ATSEC105 o

<

Reassignment Only: | ]

Workflow - Task List
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Threaded Notes

Most data entry pages include Threaded Notes references in the Attachments section of
the side menu. With this feature, anyone can provide free form notes to any record in the
system. The notes are organized by thread. For instance, on a particular purchase request,
the purchasing agent may want to record notes they took during a discussions he had with
a particular vendor on a particular topic. The topic would be considered the Thread, and
each conversation could be recorded on a separate note. In addition, another thread on a
different topic could be created, and related notes recorded. Show Attachments must be
enabled on the Preferences tab. No additional setup is needed to configure whether or not
Threaded Notes are available on any particular page. Threaded Notes can be reported on
CDD reports.
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Update Lock

) -

By default, records updated via BusinessPLUS pages perform no record locking at the
database level. If two users retrieve and update the same record, the last user to perform
the update will have their changes committed to the database, and the first user's changes
may be overwritten (depending on which columns are updated.)

To prevent this situation, an option has been added to the Nucleus Common Codes that
restricts the update from occurring if another user has updated the record between
retrieval and update. This option adds a restriction to the update statement that checks
the last modification date/time of the record. If the record's modification date/time has
changed between retrieval and update, the update attempt fails. The user is notified that
the record has been modified between retrieval and update, and they are requested to
refresh the record and try their update again.

Note: In some cases, the table being updated does not contain a column to store the
record's last modification date/time. In this case, the update lock option compares every
value that was originally retrieved with the record against every value that is currently
stored in the database's record. If any values do not match, it is assumed another user has
made changes to the record between retrieval and update.

To configure the update restriction, configure the NU Common Codes Category/Value of
SY7I/UPDTLOCK. See the Common Codes Reference Manual for further information.

Update Lock 86



Custom Tab Order Setup

Setting up the Custom Tab Order and Field Defaults Definition file

Client defaults for page fields can be set for a page by including an xml file in the directory,
<ifas7root>/Custom/screens/<moduleName>. The naming convention for the file is
“<ScreenMask>TabOrderdefs.xml".

Activating the Custom Definitions

If this file exists for a page, then its settings can be activated by selecting the Options Menu
drop-down “Tab Order”. The first entry, labeled Default Tab Order, represents the basic tab
behavior for the page, and there will be an entry for the new custom settings. An
accelerator key, Ctrl+O (for Order), can be used to toggle between a Custom Tab Order and
the Default Tab Order. This provides a quick way of getting into and out of a Custom Tab
Order.

The Custom Definitions File

TabOrderdefs.xml format:

<shixmls>
<Tahorderpefss>
<TahorderMask mask="<ScreenMask:>" hasCustombefs="Yv' hasUserDefs="v"' >
<Taborderbef dd="tabl" desc="Custom Definition" ifasUser="@">
<Tabs>
C} <Tab elementId="<element namel:=" setRecordoefaults= "v" firstelement="v" /=
<Tab elementId="<element name=" /=
C£)<Tab elementId="<element name3:=" defaultwvalue="11.00"/ >
<Tak elementId="<element named:=" defaultvalue="v" forcepefault="v" Glar="GL"
Glkey="101201" Globj="1301" Jlar="GL" 1TKey="101211" 311okj="1311" wo="4" Level="10"/>-->
< /Tahs»
<Recordoefaultss
(:) <pefault elementId="<element names:" defaultvalue="<textwvalls="/,»
<befault elementId="<glement name&:" defaultvalue="<textwalz"/ »
< /Recordoefaultss
< /Taborderoefs
< /Tahordermaszk =
< /Taborderbefs:
</ shixmls

(1D TabOrder Mask requires the mask name.

(2D There may be more than one TabOrderDef’s in the file. ID must start with a letter
or number. Desc is the choice label you will see in the selections drop-down for
each of the TabOrderDef's you set up. To set this tab order as the default tab order
for this page, then set “default="1" in the "TabOrderDef" line. E.g. <TabOrderDef
id="_tab1" desc="Custom Definition" ifasUser="@" default="1">

(3D Tabs - Start listing the order you want for the tabs. Element Name is the name of
the field as found when viewing the page xml in BTLayout. “SetRecordDefaults =
‘'Y is optional, and turns on the set of record defaults below. (See #6 for
explanation of RecordDefaults.) “firstElement = Y indicates the field that will have
focus when the page is opened. Only one tab may have this setting.
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DefaultValue is optional, and will appear in a field when the user tabs there from
another field listed as a Tab element in this section.

(5) An example of how to setup a default value for an Account Number field, with
“defaultValue="Y" and values for the parts. “ForceDefault="Y" is optional, and
indicates that this value should override any value already in the field.
RecordDefaults - each Default entry in this section specifies a default value for a
field. All of these Defaults will appear at once when turned on by a Tab element
above. (See #3 for an example of SetRecordDefaults.) Note: RecordDefaults must
be fully tested before implementing, because they bypass normal validation rules
on user entries.

Additional notes:

- The phone control, with its phone code and number is a special default case similar
to Account Number field. Here is how to define a default phone number:
<Tab elementld="<BTPhoneControlName>" defaultValue="Y" PhoneCode="<code>"
PhoneNumber="<number>".

- Once focus is on a field listed in the TabOrderDef, then the tab transitions will follow
the order of the Tab elements listed after it. Any fields not listed in the TabOrderDef
will follow normal tab transition for the page. To transition to a particular field not
listed in TabOrderDef, add this tag to the Tab elementld of the field to tab from:
‘nextElement = “<otherElementName>""

Example TabOrderDef file that sets up just one TabOrderDef, which defines default values
for fields and the first focus field, with normal tab transition for the page:

<7xm] wersion="1.0" encoding="utf-8" 7>
<shixml>
<Taborderbefs:
<Tabordermask mask="ARBTCRIC" =
<TabordErDef id="_tabl" desc="suggested Defaults" ifasUser="@">
<Tahs>
<Tah elementId="BTDirectCashCcrController_Units_BTEditComtrol” setrecordoefaults= "v"
firstelement="v" defaultvalue="4"/>
</Tahs>
<pecordbefaultss
<pefault elementId="6TComboBoxBankIid" defaultvalue="84"/>
<befault elementId="BTEditControlatTerm” defaultvalue="T"/>
<befault elementId='BTDirectCashcrController_price_BTEditcontrol” defaultvalue="11.00"/>
<pefault elementId="BT0irectCashcrController_amount_BTEditcomtrol” defaultvalue="11.00"/>
<befault elementId="EBTDirectCashCRController_ProductID_BTEditControl” defaultvalue="123456"/>
<befault elementId="BThirectCashcrController_account_BTEditcontrol” defaultvalue="v"
forcepefault="v" Glar="GL" GlKey="200000" Globj="6115" 1lar="" 11key="" 1lobj="" wo="" Lewel=""/»
<pefault elementid="BTDirectCashCcrController_pesc_gTEditControl” defaultvalue="notepads” />
<pefault elementId="BTDirectCashcrController_Hitar_BTCheckBox" defaultwvalue="n"/>
<bpefault elementId="BTDirectCashCcRController_Ref_BTEditControl" defaultvalue="123"/ >
<pefault elementId="BT0irectCashCcrController_piv_BTComboBox" defaultvalue="DIV"/ >
<befault elementId="BTDirectCashCRController _BankId BTComboBox" defaultvalue="%94"/>
<pefault elementId="BTDirectCashCrController_srcld_BTEditControll” defaultvalue="456",/>
<pefault elementId="BT0irectCashCcrController_FinCd_BTEditControl" defaultvalue="anIMAL" />
</Recaordbefaultss>
</Tahorderpefs
</Tahordermask s
</Tahorderpefss
</ shiwml =

Example TabOrderDef file that defines several TabOrderDef's with various types of entries:

<sbixml>
<TabOrderDefs>
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<TabOrderMask mask="ARBTCRIC" >
<TabOrderDef id="_tab1" desc="Back Order Parking Tickets $7.00" ifasUser="@">
<Tabs>
<Tab elementld="BTDirectCashCRController_Desc_BTEditControl" firstElement="Y" />
<Tab elementld="BTDirectCashCRController_Price_BTEditControl" />

<Tab elementld="BTDirectCashCRController_Account_BTEditControl" defaultValue="Y" forceDefault="Y" GIGr="GL" GlKey="101201"

GIObj="1301" JIGr="GL" JIKey="101211" JIObj="1311" Wo="4" Level="10"/>-->
<Tab elementld="BTPaymentCRController_Amt_BTEditControl" />
</Tabs>
<RecordDefaults>
</RecordDefaults>
</TabOrderDef>

<TabOrderDef id="_tab2" desc="Back Order Parking Tickets" ifasUser="TOM">
<Tabs>
<Tab elementld="BTDirectCashCRController_Desc_BTEditControl" setRecordDefaults= "Y" firstElement="Y" />
<Tab elementld="BTDirectCashCRController_Price_BTEditControl" />
<Tab elementld="BTPaymentCRController_Amt_BTEditControl" nextElement="BTDirectCashCRController_Desc_BTEditControl" />

<Tab elementld="ARBirMasterCrippledDSC_Ref_BTEditControl" />
</Tabs>
<RecordDefaults>
<Default elementld="BTDirectCashCRController__FinCd_BTComboBox" defaultValue="PARKING"/>
<Default elementld="BTPaymentCRController_Type_BTEditControl" defaultvValue="CK"/>
</RecordDefaults>
</TabOrderDef>

<TabOrderDef id="_tab3" desc="Back Order Water Payments" ifasUser="MARY">
<Tabs>
<Tab elementld="BTDirectCashCRController_Price_BTEditControl" firstElement="Y" setRecordDefaults="Y" />
<Tab elementld="Peld" />
<Tab elementld="BTPaymentCRController_Amt_BTEditControl" />
</Tabs>
<RecordDefaults>
<Default elementld="BTDirectCashCRController__FinCd_BTComboBox" defaultvalue="FC01"/>
<Default elementld="BTPaymentCRController_Type_BTEditControl" defaultValue="CK"/>
</RecordDefaults>
</TabOrderDef>
</TabOrderMask>
</TabOrderDefs>
</sbixml>
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