P

INDIANA UNIVERSITY

OFFICE OF FINANCIAL MANAGEMENT SERVICES

FINANCIAL INFORMATION SYSTEM

Introduction to
Transaction Processing

Financial Management Services
February 2009



TABLE OF CONTENTS

An Overview Of TranSaCtion PrOCESSING ......cicveiiuriieeieesteeseeseeeieeesteesteesteesseesseesseesseeeseesseessesssesssessseesnnes 4
What IS TranSaction PrOCESSING? .......civiiiiiieiieeieeieeseesteeseestesteesteesteesteesseesseesseeasseesseessesssesssesssnnas 4
WHho Uses TranSaction PrOCESSING? .......civiiieiiiriiieeieeseesieesteesteesteesseeeseeeseeeseeesseessessssesssesssesseesseesseens 4

LCTy Lo TR ) (0T I 1= N I S 4
(o Yoo a0 T L (oIt 1= I SRS 4
SAFEWORD CaUS....cueeiiiteeiie sttt sttt sttt es e st e et sbe e e e sbeebe e besaeeneesbeaneenaesbeaneesteeneeneens 7
THE WEICOME SCIEENM ...ttt r e r e neereas 8

Taking a Look at a TP Financial DOCUMENT ..........cceiiiiiiiie e e et ste e nneenne e 10
Document Header INFOrMEatioN............cooiiiiiiii e 11
The Body Of the DOCUMENT ......cvviiieiece ettt ae e sre e sre e sreesnaesneeenreenreenneas 12
EXItING the DOCUMENT........ooiii it ste e st e st e s n e e be e be e beesbeesreeaneesnneaneeenes 12

Creating A New Transaction Processing DOCUMENL..........ceivivoieeieeiieeiee e sie et e e nee e e 13
Selecting @ DOCUMENT TYPE ...viiiiiieee et seesee ettt e st e e eeee e s te e sreesreesneesneeaneeeneeeneeeneeas 13
Creating a Distribution of Income/EXpPense DOCUMENT...........c.cccveiierieeiieeiiee s e e e see e 14
Entering Header INFOrMALION...........coiiiiiieece e 16
Entering Accounting Data Into the Body of the DOCUMENL ............ccooiiiiiiiiciccce e 18
Using the Account LOOKUD WINGOW..........ccuiriiiiiiiiiiinesreeeee e 20
Using the Object Code LOOKUDP WINAOW ........cviiiiiiiiiiniiieiieieeieese e 23
Correcting an Invalid Account Number or OBJECt COUE.........ccoeveiririierieceee s 27
THe "SAVE" FUNCLION .....oouviiiiieiiiitcit ettt 28
ROULING the DOCUMENL. ..ottt 29

What Happens To TP Documents After Initial APproval? ... 29
01U 11T S 30
Ledger/AcCounting ENLIES PrOCESS .....vviiieieeieeseesteesieeseeteete e ste e ste e s e snee e te e beesteesreesneesnneeneeenes 30
PACTION" BULTONS ...t b e r et 31
Introduction to FIS/TP ) Office of Financial Management Services

02/17/2009



(08 1= Tt ST T T 01U T 1T = T SRR 33

IN BOX FRALUMES ...ttt r et e e r e sr e ar e nr e r e nrenreene e 34
Basic Navigation 0f the 1N BOX........ccviiieiiiiie sttt ne e 35
Taking Action on a Document iN the 1N BOX.......ccccviiiiiie i 38
APProVING @ DOCUMENT ....cviiiieee et st e e e et e e te e sre e sneeeseeeteesreesreesreesreenneas 39
Disapproving @ DOCUMENL.........ccciiiie e cie e e e ste e e e be e be e s reesteeeseeeseeesteesreesneeaneeenes 40
Deferring @ DOCUMENT .......oiiiiie ettt ettt e e sre e sreesae e s nte e s beenbe e beesbeenneesneeaneeenes 42
Canceling @ DOCUMEBNL ........ocuiiiii et re ettt et e s s e e et e e steesreesteesseesneeanaeeneeenneenneeas 42
FOrwarding @ DOCUMENT.........ccviiie e te et e e s te et e st e st e s st e eseeeteesreesreesnneanneenes 43
TP SEAICH PrOCEUUIES ......viiiiteieet ettt e e ettt r e 46
Other Important FEATUIES OF TP .....eii i ae et e re e s reesnneeee e e 49
USING the ROULE ICON ..ot s st et e et e e beenreeeneeenreenre e e 49
L LT Lo 7N I o Yo o T [ o S 49
Using the "Template” FUNCLION ..........cociiieeiic st e e e nee s 51
Using the "Error Correction” FUNCLION. ........cuiiiiiiiiii ettt 52
Attaching a NOte t0 @ DOCUMENT .......ocuiiiiee e s st e s e s ee e te e aeenneenneas 54
Placing a Document in @ File FOIAEN .......ccvoiiiiiccc e s s 56
Deleting a Folder or Document in @ FOIABT .........ccoveiiiiiiie e 59
APPENdiX A - GIOSSANY OF TOIMS. .. et ettt e e e e e e e e 62
Appendix B - TP File Menu OptioNs. .. ....cuvuiiritie it it e e e et e e e eee 65
Introduction to FIS/TP 3 Office of Financial Management Services

02/17/2009



An Overview of Transaction Processing

What Is Transaction Processing?

Transaction Processing (TP) is an "electronic documents” environment in the Financial
Information System (FIS). Electronic financial documents offer much in terms of efficiency,
expediency, and access to information for the person working with financial transactions. Many
useful automated tools have been customized for the user, including:

correct routing of documents for approval and review
assignment of delegates for Fiscal officers and other approvers
establishment of sub-accounts

establishment of sub-object codes

Who Uses Transaction Processing?

Many people within a variety of organizations throughout the university may use TP, though
they may use it in different ways and for different purposes. Those currently involved in the
processing of financial records may include:

e support staff

e Fiscal officers(s)

¢ business manager(s)

 anyone who reviews/approves financial transactions

Getting Into The FIS

The TP environment operates very much like any other computer application. In Appendix C
you will find a brief review of the general computer environment.

Logging Into the FIS

Begin by logging into the Onestart portal www.onestart.iu.edu. The initial login screen will
appear. This is displayed below. Click on the login button. You will be taken to the Central
Authentication Service (CAS) screen.  This is displayed below. Enter your username and
password, then click login.
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http://www.onestart.iu.edu/

[login

[] safeword Card login
For Faculty/Staff OMLY

Login help

Don't have an account?

INDIANA UNIVERSITY

centval autheaticAtion Sevvice

Flease enter your usemame and password.

lsername:
Fassword,

login

s [0 access protected services, you will need to establish your 1L
authentication.

s Forsecurity reasons, you will need to close your web browser
when you finish using services that require authentication.

s [fyou need assistance, view [ogin help.

2002, The Trustees of Indiana University

You will be directed to your Onestart personal homepage which is displayed below. Select the
Services tab and click on the Administrative Systems button in the left sidebar.
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w INDIANA UNIVERSITY

A
Campus Serw:es‘, Notifications (4) My Groups My Zone

m— v Sp— —
Services Home
: I =)

U Foundation 1Q,

Email + Access ERA
T—— BIMS . B0
g Human Resource Monagement System + Tutorial - "Completing a Basic Routing Form”
Go to HRMS Portal + Subscribe to ERA Listerv
EPIC . . :
=5 MORE INFO: HRMS Sunport Centar + ERA Administration Service and Support

Op nons
(T--—-fu'l D £-EPIC

Student Self-Service - \\

Shop Contracts (preferred vendor) I lM E

.
e Create a Requisition
.
.

My Current Timeshest
Timekeeping Portal
Timekeeping Support Center

Approve Timesheets
Find Timesheets

Library

Werkflow Search for Documents

Search for Vendors

Group Quick Links
v

Go to EPIC Portal
Select above link to view the full list of tasks available in EPIC and all support
documentation. fl

P EPIC Training
Environment
¥ HRMS (DEV) 9.0
¥ HRMS (REG) 9.0
" HRMS (5TG) 9.0
* HRMS (T5T) 9.0
" HRMS (Training)
" TIME (TK-STG)
" TIME (TK-UNT)

InDrana UNIVER

NFORMATION ENMVIRONMENT

Reporting for U Administrative Systems Data Warehouse

Access the IUIE | Goto the UIE Portal | About IUIE

DSS Schedule Status Refreshed

P Workflow CNV e Launch the FIS

¥ Workflow REG + Go to FIS Portal The DSS schedule has completed for today by 06:35 AM 09:384M
* Workflow SND

¥ Warkflow STG MORE INFO: juie-request@indiana.edu

P Warkflow Training

In the Administrative Systems section, find the FIS portal at the bottom of the page. Within the
FIS portal, click on Launch the FIS, as seen below. This will launch the FIS sign-in window.

options %

FIS

+ Launch the FIS C:I
« G0 to FIS Portal

*If your computer system is new you may need to install the ICA client database, a server
application that supports the running of FIS on your machine. You can install the ICA client
from your University systems tab.

Log On ko Windows

My \{indows Server2003

Standard Edition

Capyright

User name: ||

Pagzsword: I
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Enter your User ID. Use the Tab key to move to the next field, which is the
"Password" field. Enter your password. NOTE: The password will not be visible on
the screen as you enter it.

Any important messages FIS users should be aware of will appear in a separate window. These
messages do not require any on-screen response but should be noted by the user.

SAFEWORD Cards

In order to gain access to the TP environment, you will need to be identified as an FIS user and have a
"Safeword" security card which will allow you to continue after logging into the FIS. Once you have
been identified as an FIS user, and have a Safeword card you will be ready to access TP documents.
After you have entered your User ID and Password on the Login screen and click on OK, an
Authentication screen will appear asking you to enter your Personal Identification Number (PIN) and
a "Challenge" on the Safeword card. Follow the instructions on the screen. If you make a mistake
while using the card, the screen will advise you how to respond. Your PIN should be changed
periodically to ensure adequate security.

*Note there are varying types of safeword cards resulting in different methods for logging in,
please refer to your instructions that was provided with your safeword card. The method given
in this document is the most frequently used method with the Safeword Platinum card. Newer
cards now provide a challenge number as soon as you enter your pin, you therefore do not need
to enter a challenge number and then a code into the FIS to log in.

KafEWurd User Input

i IF‘Iease enter the 5 afedword pazzword for the
{following challenge:

Challenge: 0771

[
] I Cancel

Once you have received your Safeword card you will be able to access TP documents by simply
following the steps below.

1. Activate your SAFEWORD card by pressing the On button.
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6.

Enter your PIN number into the card.

When you see "0" displayed on the card, enter the challenge displayed on

your computer screen into your card.

Press Enter on the card.

Enter the first 4 characters or the only 4 characters from the card on your computer
screen.

Click on OK. (If you click on Cancel at this point you will exit the system.)

You should now be at the "Transaction Processing Welcome Screen™ (Welcome to the FIS).

The Welcome Screen

At this point you are presented with a series of choices for further action. By clicking on one of
the icons shown on the screen below you may either check your In Box, enter documents, or
perform various search procedures. You may also exit the system if you wish, by clicking on the
Exit the FIS button.

g Welcome to the FIS

Check your In Box?

EFE Enter TP Documents?

@ Aearch for Documents?

Exit the FIS

If the In Box button is red and the mailbox symbol is in the open position (see left), there
are documents in the system awaiting some sort of action from you. Clicking on this
icon forwards you to the In Box screen where you will see a list of documents awaiting
your approval or review. Documents you have previously saved and not routed will also
be found here.

Clicking on the Enter TP Documents button forwards you to the Document Group
Selection screen where you may indicate which group you wish to select from and which
document type you wish to create.
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'@ Clicking on the Search for Documents button takes you to the Document Search screen.
— Various types of searches may then be done by making further selections.

Exit the FIS Clicking on the Exit the FIS button allows you to exit the system completely.

As noted above when the In Box button is red and the mailbox is open, there are documents

awaiting further action by you. The next section will familiarize you with a typical TP
document.

% Click on the In Box icon.

You are now ready to take a look at a Transaction Processing document.
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Taking a Look at a TP Financial Document

When you open the In Box you will see a screen similar to the one below:

g In Box
zer
FName: LAERICHLE Htermate. .. | ‘

X

Open
— Documents
Cancel
GDtD:l | Clear I
Murnber Tupe Status Created Initiztar Wiorkgroup hote Reviaw ALL
01 ND7457409 421 Approval Req 08/20/2008 THEURRIS CGD W 4 il
01 LL5313708 ACCT FYI 02/30/2008 TRDADAMS [CGD r
01 DL5170608 DI | FYI 09/30/2008 BRANIGI  |[RiOS r Documert
01 IL4963109 DV | Approval Req 09/29/2008 GOURLEYM RADS r elastne
01 204935609 DV Approval Req 08/29/2008 GOURLEYM [RAODS r
01 OC5073208 DV Def Approval 059/29/2008 MWARMAN |CGD v More
01 ATO795005 GEC  Approval Req 01/22/2008 PQUIMEY N r
01 XF4360309 3T  Approval Req 09/25/2003 ERAMEIER [RLOS I__v|J
Search...

The In Box screen lists all documents that are awaiting some type of action by you. Looking at a
document will help you familiarize yourself with the TP environment. The General Error
Correction document provides a good example of a typical TP document.

Place the cursor on the document number where there is a GEC in the "Type"
% column by (you may have to use the scroll bar to locate one if you have many
documents awaiting action).

% % Double-click on the document number to open the document. We
will be using a General Error Correction “GEC” document for
information purposes in this documentation.
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When you double-click on a document number, that document will be displayed as follows:

g General Error Correction

—izeneral Error Correction — [(Departmental Information

Document #: 01-ATO795009 Status: P Cro Doc #:

Initiator: PQUIMBY ¢
Created: 01/22/2009 ok
Armount : 250.00

Degcription: F-IDVE to correct okhje Explanation: Document X
CAMCEL

From

Coh hocount  Ohject Prior Doc  Description Armount

1 EL 10314I]Dg SDEEﬂ EP 130298 Dell comp 250.00 (

[T GENFND PSY PSTCHOLOGY OTHR EXPENSE N fTE

BALANCE
Insert Line I Delete Line I Total: 250.00 .

Ta

Coh Aoecount  Object  Prior Do Description Ayount

1 EL 10314EID§ 5215g EF 130298 ell comp 250.00

[T GENFND PSY FPSYCHOLOGY EXFPEND CMPTE i) ?E

Sub&cet
Insert Line I Delete Line I Total: 2E50.00

Document Header Information

The two boxes at the top of the screen titled System Information and Departmental Information

form the Document Header.

Under System Information the following can be found:

Introduction to FIS/TP
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a system-assigned document number
the User ID of the person who initiated
the date the document was created

the total amount of the document

a general description of the transaction
the status of the document

11

the document
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Under Departmental Information the following can be found:

e an organization document field allowing organizations to enter their own
identifier for the document (optional)

e a box in which information may be entered that will further explain or clarify the
transaction (optional, but often recommended to be used)

The Body of the Document
The two sections below the Document Header are the From and To sections of the document.
This is where the accounting information is entered to move income or expense to the proper
account(s) or object code(s).
Another unfamiliar term may be "chart code.” This code is derived from the account number

and is automatically filled in by the system. There are multiple charts of accounts. This will be
explained further in the next section: ""Creating a New Transaction Processing Document."*

Exiting the Document

To exit the document and return to the Welcome screen:

% Click on the Cancel icon to the right of the General Error Correction screen.

CAMCEL

(NOTE: The Cancel function always returns you to the previous screen).

This will return you to the In Box screen. Then:

% Click on the Cancel button to the right of the In Box screen. Cancel

You should now have returned to the Welcome to the FIS screen.
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g To briefly recap. So far you have learned:

what FIS/TP is

how to log into the FIS system

how to retrieve a document from your In Box

what a TP financial document looks like

how to exit a TP document

how TP operates much like other Windows applications

Using what you have learned so far, you should now be able to create a General Error
Correction document of your own.

[

Creating A New Transaction Processing Document

At the Welcome to the FIS screen

% Click on the Enter TP Documents button

Selecting a Document Type
The Document Group Selection screen allows you to select from the following groups.

1. Accounts Receivable Reference Documents 7. Financial Documents

2. Account Receivables Maintenance 8. Chart of Accounts Maintenance
3. Capital Asset Documents 9. Labor Document

4. Capital Asset Maintenance 10. Labor Maintenance (inactive)

5. Contract and Grant Documents 11. SPSI (inactive)

6. Contract and Grant Maintenance 12. SPSI Maintenance (inactive)

13. Reference tables

The buttons designating document groups appear with a down arrow on the button, while
maintenance group buttons are designated with a hammer and wrench symbol. The first group to
be displayed is the Financial Document group (see next page, this is the default setting and can
be changed).
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g ‘Document Group Selection Of X

an
]
=
=i
o
o}
e
=i
=
=
33
S
=
=
m
=
=l

=
=]
=
i
=1
=
=
=1
-
=
=
=1
=y

-
=5 | lle
=%
(o= 11
B B
L
=i | @
H

— Document Growp: —!Financial Dacurnents
— Tupe i
AEC General Ledger -
Amilian Voucher

BSI Actual

BS1 Benchrark

BS| Target

Budaget Adjustment

Burzar Control Screen

X |6
2 [l ]

Cazh Receipt

CAMCEL

Disburzement Woucher
Dvigtribution of |ncome/E #penze ‘lll

% If the Document Group shown is not Financial Documents, click on the Financial
Documents button. The document list above should appear.

Creating a General Error Correction Document

The following scenario illustrates the use of the General Error Correction (GEC) document.
The GEC document has many similarities with other TP documents. What you learn in the
following example should help you in other TP documents, with regard to the way fields and
lookup screens operate.

The Scenario

Professor Wisdom of the IUB Psychology department was awarded a research grant. Before the
funds arrived, the department agreed to purchase some computer equipment and laboratory items
the professor needed to begin his research. The Professor has now received the money from his
granting agency so he wishes to move the expense from the Psychology account involved to his
grant account.

This scenario calls for the movement of expense from two different object codes in a general
Psychology account, to a single grant account. The proper document to complete this transaction
in the TP system is the General Error Correction document.
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In the Financial Documents Group, use the mouse to place the cursor on the line that reads
General Error Correction.

Dacurnent Group: {Financial Documents

Type

Auwiliary Valcher ~l
Budget Adjustrment I
Cazh Receipt

Disburzement Vaucher E'E
Distribution of Income/E spense HPEN

[[:E General Error Comection
Indirect Cost Adjustment

Internal Billing x
Jaurnal Youcher

MHan-Check Dishursement =l

% Click on the Open button at the top right corner of the screen
OR
% % Double-click on the line where you placed the cursor.

The following screen should now appear:

gﬁeneralErrur Correction —|d XI

—ﬂGeneral Error Correction — (Departmental Information

Document #: 01-DQO795109 Status: ? Org Doc #:

Initiator: GCARTE ¢
Created: 01/22/2009 ok
Amount : 0.00

Description: I Explanation: x
CAMCEL
From
coh Aocount  Ohject  Prior Doc Description Amount
A 3 7
I- OuTE
BALATCE
Insert Line I Delete Line I Total: 0.0aog .
To
coh Aocount  Ohject  Prior Doc Description Amount
| i 3
I_ =
Subscch
In=sert Line I Delete Line I Total: O.ao
Introduction to FIS/TP 15 Office of Financial Management Services
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Remember: The Enter key does not move the cursor, so when going from one field
to the next use the Tab key.

In the top left area of the screen, there appears a section labeled General Error Correction in
which certain information is automatically provided by the system. In this area the following
fields will always be propagated:

e system-assigned document number
e user ID of the document initiator
o date the transaction is being created

The “Amount” and “Status” fields will be automatically generated by the system once you take
action on the document. The "Amount” field will remain empty until you have entered the
amounts on the document “To” and “From” lines. A question mark appears in the "Status" field
because the document is in the process of being created. Once the document is saved to your
Inbox or routed for approval, the status will change to reflect the action.

The “Description” field is not generated by the system and requires manual input. A description

must be entered in order for the document to route. The data entered here will appear as the
description for this transaction (or the transaction title) on your financial statements and reports.

Entering Header Information

1. Make sure the cursor is in the "Description” field.

2. Enter the following description.

% Move expenditure to proper account (be specific as to why you are moving the

expenses)
The "Description™ field scrolls over as you type so that only part of the data is visible within the
field. If your description is fairly long (up to 40 characters), and you wish to see the full text,
you have the option of opening an expansion window that displays the entire "Description” field.
To do this:
% % Double-click on the "Description™ field.

You should now see the following field expansion window on your screen.

g Field Expansion Oy X

r
Mowve expense to proper account|

Introduction to FIS/TP Financial Management Services
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% Click on OK to return to the document.

3. Press Tab to take you to the next field, which is the Org Doc # field. This is not a
required field and is usually only used by departments for a reference or tracking system for
documentation. It may also be used to track documents through the Document Search feature in
the FIS.

4. Enter the following reference number.

@ PWGAL

5. Tab into the "Explanation™ field.
The explanation field is optional and should be used to clarify the purpose of the transaction, or
to include additional information that would not fit in the “Description” field. You can enter
your explanation (up to 400 characters) at this point and the field will scroll over just as the
"Description” field did. An alternative method of entering the explanation is to:
% % Double-click on the "Explanation" field.

The field expansion window displayed below should now be visible.

ﬂ Field Expansion — (O X

Ok | Canzel |

6. Make the following entry on the field expansion window.

Introduction to FIS/TP 17 Office of Financial Management Services
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To move expense for computer and lab equipment purchased for Professor
Wisdom to his grant account.

% Click on OK to return the field to the document.

_[o] x|

To mwowve expense for computer and lab equipment
purchased for Professor Wisdom to his grant
accnunt.l

5 Field Expansion

oK | Cancel |

With the entries you have made so far, your document should look like this:

g General Error Correction _

—!General Error Correction — (Departmental Information
Document #: 01-LL7578806  Status: ? Org Doc #: C27R |
Initiator: KACAIN V
Created: 04/27/2006 s
Armount : o.00
Description: E_I-icuve expense to prop Explanation: I_TD move x
CAMCEL
From
COL _Account Object Prior Doc Description Ao Ut
L i 7
’- M OUTE
BALANCE
Inzert Line i Delete Line i Total: .ao .
1 i
To e
COR Aocount  Obhiject Prior Doc Description Amount
I__“____i_l l_ ..... ‘i_] I__ |_____ S |_.._._..___.__
[ E
Subcel
Inzert Line i Delete Line i Total: oo

Entering Accounting Data Into the Body of the Document

Introduction to FIS/TP Office of Financial Management Services
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You are now ready to enter the accounting data into the "Body" of the document. The body of
the document is split into two sections: the "From™ section and the "To" section. First, fill out
the From section, indicating which account the expense will be moved from. To do this, enter
the account number and object code directly into the appropriate fields if you already know
them.

From
% CiOh hocount Ohject__grinr Doz Description Amount
1 | V- | G
| | N
Inzert Line I Oelete Line I Total: 0.00

If you don't know the account number or object code you can look them up in the Account
Lookup and Object Code Lookup windows. The following explains how to use these windows.

1. Tab into the "Account" field in the From section of the document.

% Click on the down arrow to the right of the "Account" field.

The Account Lookup screen (below) should now be visible.

g Account Lookup !E

raearch Criteria Other Searches

Chart: [ My Becournts... I
— Search

Aocount:

Fiscal Officer: Cortracts & Grants... |
Jupervisor:
Title:

org:

Sukb Fund:
Itatus:

Clear

& Active Only  ActiveExpired O Al fincl. Closed]

Search Results
Cht Nuber Fscl Off Superwvisor Title Org SubFnd Status

0k | Cancel | Maore... |
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Using the Account Lookup Window

Various searches can be performed on this screen to help determine the appropriate account
number by making entries into the Search Criteria section in the upper left corner of the screen.

If you know the title of the account you want to move the expense from, simply type in the name

of that account. For the purposes of this exercise you will be using a Psychology account:

1. Use the Tab key to move to the "Title" field and make the following entry:

@ Psychology (F2)*

Note: An * is used to indicate that other characters follow the ones typed on the screen. It is called a

"wildcard". The F2 function key must be pressed before the * is typed for this character to be recognized as a

“wildcard” and not simply an asterisk. Also note that the asterisk on the number pad will not work for a

wildcard function.

% Click on the Search button

The screen should now look like this:

g Account Lookup

Chart:

Aocount:

Fiscal Officer:
Superwvisor:
Title:

Org:

Jukb Fund:
Itatus:

raearch Criteria

PSYCHOLOGTY

= Active Only " Active/Expired € Al [incl. Closed]

Search

Clear

Other

—Searches

=[O x]

My Becounts... I

Cortracts & Grants... I

TSearch Results

Cht MNuwber Fscl Off Supervisor Title Org SubFrnd Status
BL hDSl%DD PARSLEY BBERTENT FP3YCHOLOGY F3Y GENFND IS ;ﬂ
BL 2331452 PARSLEY BEERTENT PSYCHOLOGY CONTINUATION A4 PSY DOFD3 h _J
BL Z631465 FPARILEY SMITH4 PSTCHOLOGY FELLOWSHIPSWIH P3Y RESFEL B
Ei 2965033 DADOOLEY LAUDRICH PSYCHOLOGY FUND- STUDENT EBSSD ROFDS B
Ei 2965067 DADOOLEY LAUDRICH PSYCHOLOGY EQUIP FUND BESSD ROFD3 i
IN 1294700 CFRYE ENG PSYCHOLOGY PS¥ GENFND B +ﬂ

oK | Cancel | More... |

Introduction to FIS/TP
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If you look under the "Chart" column in the Search Results section, you will notice that the
accounts listed here do not all belong to the same chart of accounts. Since the account you are
looking for is in the Bloomington chart of accounts, instead of scrolling through all of these to
make your selection you can narrow down the search criteria to simplify the process as follows:

Click on the Clear button in the Search Criteria section of the screen to clear all of
the data out of the section.

1. Click on the "Chart" field and make the following entry:

@BL

2. Tab down to the "Title" field and make the following entry:

@ Psychology (F2)*

% Click on the Search button

Now only account numbers in the Bloomington chart of accounts will be displayed:

g Account Lookup — |[Of %
raearch Criteria . Other Searches
Chart: [EL My Bccounts... I
—_— Search
Aoecount:
Fiacal Officer: Cortracts & Grarts... I
Superwvisor:
Clear
Title: |[PSYCHOLOGYY
Org:
Sub Fund:
Itat 2 . . . .
SEHS i+ Aetive Only i dctive/Expired € Al [incl. Closed)
Search Results
Cht Number Fscl Off Supervisor Title Org  SubFnd Status
EL |1I3314IIIIII PARSLEY EBEERTENT PSYCHOLOGY P3Y GENFND b ;I
BEL 1031485 MTHECDOER GERSTML PSYCHOLOGY-COGNITIVE SCIE CPY GENFND b J
BL 2331430 PARSLEY SMITH4 PSYCHOLOGY BRENCOVATICNS P3Y DOFDS b
BL 2331460 PALARSLEY SMITH4 PSYCHOLOGY COUORSE BUYOUTI P3Y DOFDS b
BL 2331489 PARSLEY BEERTENT PSYCHOLOGY CONTINUATION i PSY DOFDS b
BL 25631468 PALARSLEY SMITH4 PSYCHOLOGY FELLOWSHIPSWSH P3Y  EESFEL b 1j
0K | Cancel | More... |
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In this scenario, we are searching for a General Fund account. General Fund accounts are
always listed as ‘GENFND’ in the SubFnd column of the search screen. We can immediately
eliminate the accounts that are not listed as General Fund. This leaves us with two accounts to
choose from.

Cht MNuwber Fscl Off Superwvisor Title Org 2ubFnd Status

EBEL hDSlQDD PARSLEY BEERTENT FP3YCHOLOGY P3¥ GENFND A
BL 1031435 MTHEODOR GER3THMA P3YCHOLOGY-COGNITIVE 3CIE CPY GEMFND a

Look at the Org column in the lookup screen. This column indicates what Organization the
account belongs to. Two different Orgs are listed. Select the account that is listed with your Org.
In this scenario, our Org is PSY for Psychology. You can also specify this in the original lookup
by typing your Org code in the Org field at the top of the screen as seen in the image below:

% Account Lookup ] .
mearch Criteria o Other Searches
Chart: [BL My becourts. .. |
— Search
Aocount:
Fiscal Officer: Cortracts & Grants... I
Supervisor:
Clear
Title: |PSYCHOLOGYY
Qrg: PSY
Sub Fund:
Status: . . . .
e Active Only  Active/Expired 7 Al fincl. Clozed)
“Gearch Results
Cht Nuwber Faol Off Supervisor Title Org SubFnd Status
EL h031400 PAESLEY EBEERTENT PSYCHOLOGT P3T GENFND A =

We will be using account number 1031400. To select the Psychology general fund account,
place your cursor on the line with the account listing.

% % Double-click

OR
% Click on OK at the bottom of the screen

The account number will automatically be entered on your document, which will return to the
screen. The chart code has been derived from the account number and also appears just ahead of
the account number on the screen. You are now ready to enter the appropriate object code.
Again, for the sake of this exercise it is assumed that you are not sure what object code should be
entered.
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Using the Object Code Lookup Window

First Tab into the "Object” field on the main document. Then:
% Click on the down arrow beside the "Object"” field.

The Object Code Lookup window should now appear on the screen.

% Object Code Lookup M=l

rAearch Criteria
Fise Year: EEQB
CREIEE & Search
Ohject:
Oh Name:
Short Nm: | ey
Lewvel:
Type: [ ]
S3ulkh Type: [ Active:l?
raearch Results
Year COL Name Short Name Code Level Type SubType Active
2009 EL BALAWNCE FORWARD BAL FORWAED 0110 BCAS IN BT ? ;l
2009 EL 3UMZ: CR HE FEE 32 DIST EDUC 0701 DIST IN aF v —
2009 EL MSIS APPLICATIO MSIS APFP FEE 0702 3TUF IN aF 7
2005 EL PEIOR ¥EAE FEE3 PRIOR ¥E FEE 0703 3TUF IN aF T
20052 EL 3TUDENT FEES RE FEE REINITAT 0704 3ITUF IN a3F ?
2009 EBL EDOCATION CERTI EDUC CERT o705 STUF IN aF ? :#

Ok | Cancel | Mare... |

At this point you can either scroll through all of the object codes listed, or enter specific search criteria
to find the object code you need more quickly. The following sample search will familiarize you with
some of the functionality of this screen. (NOTE: The fiscal year and the chart code should be
provided in the corresponding fields in the Search Criteria section at the top of the window. Because
the account number was obtained from the BL chart of accounts, the object code must also be
obtained from the BL chart. If the system does not supply these, enter them manually).

Assuming that the object code you need is in the 52XX series, but you are uncertain of the exact
number, you may:

Tab into the "Object" field and make the following entry:

52 (F2)* (be sure to create a wildcard by pressing the F2 key and the
asterisk!)

% Click on the Search button.
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Your screen should now look like this:

g Object Code Lookup -

raearch Criteria

Search

Fise Year: 2009
Chart: EE
Object: EEH_
Ok Narme:
Short HNm:
Lewvel: ]
Type: ]
Sub Type: B

Aotive: ﬁ

Clear

rSearch Results

Tear COL Iamme Short Name Code Level Type 2ubType Aotive
2009 bL EXPENDABLE EQUI EXPEND EQUIP 5200 3&E EX I ¥ ;ﬂ
2009 BL EXPENDABLE EQUI EXFEQUPTTLTE 5201 S&£E EX I ¥
2003 BL WON-CAPITAL GEN WNON-CAFP GEN S202 NC EX L ?
2005 BL OFFICE FUENITUR OQOFFICE FUEN 5210 S&E EX L ?
20039 EBEL FURNITURE FURNITURE 5211 S&E EX L ?
2005 BL EXPENDAELE COMP EXFEND CHMPTE 5215 S&E EX L ?

oK |

Cancel

Mare... |

Double-click on the 5200 object code line to enter it into your document.

You will be automatically returned to the General Error Correction document.

are now ready to enter the dollar amount into your document.

You

NOTE: The “Account” and “Object” fields operate the same way in all TP documents with
regard to lookup windows and searches.

NOTE: All General Error Correction documents require a prior document number. This field
provides a cross-reference to the prior document for which the present document provides a
correction. This cross-reference allows for a clearer audit trail.

Tab into the "Amount” field of the From section and make the following entry:

@ 300

Introduction to FIS/TP
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Your General Error Correction document should now look like this:

g General Error Correction -

-ﬂGeneral Error Correction —  rDepartmental Information

Description

Document #: 01-00U2140006 Status:
Initiator: EBRAND
Created: 06/06/Z006
Amount : 300,00

:|Prnper Aecount

7 Org Doc #: |[C27F

Explanation: To move

N

From
Con bocount  Obhject  Prior Do Description Amount
1 1N [1z24000 | [sz00d| 01 MPS50E744 rohase | 300.00 (
[T GENFND CHEM CHEMISTRY EXPEND EQUIP N —
BALATCE
Inzert Line I Delete Line I Total: 300.00 .
To
Con Aocount  Object  Prior Do Description ILmount
e -
r M ?E
SubAcer
In=ert Lire I Delete Lime I Total: 0.oo0
Remember: If your transaction requires more than one line you may add additional

You are now ready to complete the To section of the document. You may enter the information
directly into the appropriate fields:

N s

lines by clicking on the Insert Line button. To remove a line, place your cursor
anywhere on that line and click on the Delete Line button.

Coh Aocount  Ohject  Prior Do Description Amount
1 | 3 & |
I}
Insert Line I Delete Line I Total: O.a0

Or use the lookup windows discussed previously (see pp. 22-27). The fields in this section

function in the same manner as the fields in the From section.

1. Tab into the "Account" field and make the following entry:

Introduction to FIS/TP
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@ 4894039

2. Tab into the "Object" field and enter:

% 5200

3. Tab into the “Prior Document” field and en

% 01 MP8596744

4. Tab into the "Amount" field and enter:

@ 500

5. Press Tab again to see the "Total" amount p

You have completed entering all of the necessary
now look like this:

E General Error Correction

—ﬁGeneral Error Correction o

ter:

opulated by the system in the To section.

information into your document and it should

|

C

Departmental Information
Document #: 01-0T72140006 Stacus: ? Org Doc #: [C27R
Initistor: KBRAND ¢
Created: 06/06/2006 ok
Amount = 300.00
Description: |Pr|:|per Aocount Explanation: To mowve x
CAMCEL
From
Coh becount  Object  Prior Do Description Amount
1 1 [1zo4a0003| szoo0 | o1 [mrEso6744 Equipment | 300.00 (
[T GENFND CHEM CHEMISTRY EXPEND EQUIP 0} fLTE
BALATCE
Insert Line I Delete Line I Total: 300,00 .
To
Coa hocount  Obhject Prior Doc  Description Amount
1 1IN (4824032 %| [sz003| 01 MPE506E744 [Equipment | 500,00
[T FEDERA CHEM NSF MCE-9977889°006 - 3 5§ EZPEND EQUIF I ?E
Sub A cet
Imzert Line I Delete Line I Total: BQ0. 00
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In order to route the document, the "Total™ amounts in both the From and To sections must be
equal. If you try to route the document and the amounts are not equal, you will receive an error
message which looks like this:

I #4 Error Dialog M=l 3

Document does not balance (FROM rev. - exp. should = TD revr.
- BeXp.)

S

Tab into the "Amount" field of the To section, and use the Delete key to erase the $500 amount.
Type $300 in the same field and click on the OK button, the document should route successfully
now.

Correcting an Invalid Account Number or Object Code

If you have entered an invalid account number or object code, an error screen will appear telling
you the account number you have entered is not valid, or that the object code does not match the
account for which it is designated.

Tab into the "Account” field of the To section of your document and delete the information using
the Delete key. Change the account code to 1912309 and then:

% Click on OK.

Introduction to FIS/TP 27 Office of Financial Management Services
02/17/2009



You should see a screen (see below) giving you a series of choices to correct or bypass the error.

4 Ewror Handling

Error: jcoccount nunber 1212309 i=s ot wvralid

Falwuwe: |19123l]9

To coxrrect error, enter new vralue and press OE.

To ogo bhack to entry form, press CRAHCEL .

To determdne valid wvaluwes, press LODEUFPF and select mnveswr valuwe .
To hypass this error amnnd coomplete data entry, press SEIF.

BwN R

L] Cancel Loockup Skip

Your document must be corrected before it can be routed. Use the Delete key to erase the incorrect
information in the "Value" field and re-enter the correct account number (4894039). Then:

% Click on OK.

The correct account number will be entered in your original document. Once all of the information is
correct, your document can be routed.

The document is now ready to be ROUTED, thereby initiating its journey along the pre-
established approval and review hierarchy. But before routing your document, another important
function needs to be discussed: the "*Save™ function.

The ""Save' Function

The "Save" function allows you to "freeze" a document at any stage while you are creating it.
For example, if you are called away from your desk or have to leave the FIS while initiating a
document, you may want to save it at that point and come back to it later. The "Save" function
allows you to exit the document without losing the work you have already done. Alternatively,
you may simply want to set aside a document to be completed later. Again you can save the
document at any point in its creation and come back to it at a future time. The document will be
stored in your In Box with an "Approval Def." status. It will maintain its original document
number and the status as it appears on the document itself will be "I" ("In process") until you
complete and route it. To save your document without routing it:
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=

Mew
Document Select

% Click on "File" on the menu bar at the top of the screen.

Open

% Click on "Save."
Place In Folder
Print Your document will be stored in your In Box. To retrieve the
Close document, go to the In Box screen and place the cursor on the
Exit saved document number and either:

% % Double-click on the document number, or

% Click on Open.

Routing the Document

Once all the corrections have been made, and once the document has been completed and all of
the amounts balance, you can route the document. To do this:

% Click on the OK button to the right of the document screen.

The document will begin the routing process and you will be returned to the In Box screen.

% Clicking on Cancel will return you to the Welcome screen.

What Happens To TP Documents After Initial Approval?
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Routing

After a document has been created (and providing all the information you have entered is valid),
it is automatically routed to the designated people in the approval hierarchy based on tables pre-
established by the fiscal officer and the organization. The following explains what happens
"behind the scenes™ once the routing process has begun.

Ledger/Accounting Entries Process

Once the financial document has been completed and routed, accounting entries automatically
begin to take place. Pending ledger entries are created immediately, utilizing the information
you entered on the TP document. These entries are useful in helping you see what effect a
transaction has on an account's current balance.

When you click on the OK button to approve and route your document, the following messages
will appear in the message box across the bottom of your screen in the order they are occurring.

Performing final edit check--please wait
Creating pending ledger entries--please wait
Pending GL entries successfully stored
Document XXXX has been routed successfully

These messages let you know what is happening within the FIS after the document has been
routed.

Performing final edit check--please wait: the system is checking that the account numbers and
object codes are valid and that the document is correctly balanced. If any of this information is
missing or invalid, a window will appear asking you to correct the error.

Creating pending ledger entries--please wait: the document data are being placed in a pending
ledger awaiting transfer to the general ledger (the mainframe database of all financial
transactions).

Pending GL entries successfully stored: the document data have been stored in the pending
ledger table.

Document XXXX has been routed successfully: the document is being sent to the next level
for approval and/or review.

After a transaction has completed the routing process and has been approved, the pending ledger
entries are replaced with actual entries that are fed into the general ledger. If the ledger entries
are changed during the approval process the pending entries will not reflect this. The changes,
however, will be reflected in the actual ledger entries. After the document has been successfully
routed, you will be returned to the Document Group Selection screen. You may create a new
document at this time, or you may return to the Welcome Screen by clicking on the Cancel
button.
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"Action' Buttons

Several buttons appear to the right of the screen in most TP documents. Each button performs a
specific "action” or function that can also be accomplished through the use of the menu bar.
However, the buttons provide a short-cut for the user. While many of these buttons appear on
most documents, some documents have buttons that are unique to them. The following buttons
appear on the all FIS Transaction Processing documents:

4

CAMCEL

BALANCE

The OK button saves the document and begins the routing process.

This button cancels the document. If you have made any entries on the document you will

see a pop-up screen with the following message: "Document has been modified. Would

you like to save your changes?" Clicking on Yes will save the document to your in box. If

you click No you will return to the Document Group Selection screen and the document
will be lost. (To find out how to save a document you have not yet completed, see page
31.)

This button allows you to check the current financial status of an account. When you click on
this button you will see a list of the types of on-line reports that are available within TP.
Selecting the type of report you are interested in will bring up a Report Criteria Window. You
may then generate a report based on the criteria you enter. (See pp. 63-65 for more on

""Checking Current Account Balances.™)

SubAcct

@
4 [ B

OUTE

The Notes button allows you to attach a note to a document. Anyone who views the document
may also view the note attached to it. (See pp. 56-58 for more on ""Attaching a Note to a
Document.™)

This button allows you to assign a sub-account number, a sub-object code, a project code,
and/or an additional reference number to a transaction.

This feature is not yet available and only appears on the Distribution of Income/Expense
Document.

The Route button will be explained in the section entitled *Other Important Features of TP*
(see p. 50).

g To recap. In this section you have learned:

e how individual TP documents perform different transactions
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e how to select a document from the various document types
e how to create a document

In creating a document you have learned:

« how to enter data into expansion windows as well as directly into the fields
e how to use the account and object code lookup screens

e how to insert and delete lines

e how to correct errors in dollar amounts, account numbers and object codes
« how to "save" a document

e how to route a document

« what happens to a document "behind the scenes" once it is routed

e how "action" buttons work during the document creation process

At this point it will be useful to take a closer look at the functions of the In Box.

Introduction to FIS/TP 32 Office of Financial Management Services
02/17/2009



Checking Your In Box

If the In Box icon is red this means that there are documents in your in box awaiting action.

g Welcome to the FIS

Check your In Box?

Enter TP Docwnents?

@ meatrch for Documents?

Exit the FIS

Click on the In Box icon to bring up a screen similar to the one displayed below.
The In Box screen lists all of the documents in your in box awaiting your action.
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g In Box !E

— Uszer

‘ Mame: @acnIIT Mternate. . | ‘

Open
— Documents
Cancel
GDtD:i | | | Clear I
Number Type Status Created Initiator “Warkgroup Mate Feview ALL
01 CAOO35406 A21 Approval Req 02/07/2006 EWORKMAN |[CGK ¥ fi!
01 HE3805706 DV  Approval Req 01/09/2006 JDCNLEY |CGK |
01 SE6695306 DV  Def Approval 03/16/2006 MARAMORR [CGQ v e
01 QE4946206 GEC Def Approval 03/08/2006 AEIDWELL fc_:_g;_lg_ v BEE=
01 KI7409806 GEC Approval Reg 03/21/2006 TSEHR CGK |
01 BIS902506 ST  Approval Reg 03/10/2008 MEAHO IcGK. v e
01 TK7384206 ST  Approval Req 03/21/2006 DIJONES  |CGE [
01 BF3331206 TF  Approval Reg 02/28/2006 LEBROWHN |CGK v

Search...

In Box Features

The In Box screen gives you basic information about the documents sitting in your In Box. For,
example, you can tell:

e the document number

o the document type

o the status of the document

« the date the document was created

e who initiated the document

e whether there is a note attached

o whether the document is being reviewed by a workgroup
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Basic Navigation of the In Box

Open

The Open Button

The Open button provides access to documents listed in the In Box. Place the cursor on the same
line as the document you wish to retrieve and click on Open.

Cancel

The Cancel Button

Clicking on the Cancel button takes you back to the Welcome screen.

}feuiew aLL
4|F‘” The Review All FYI

Clicking on the Review All/FYI1 button will review all of your FY1 documents in your inbox and
those not displayed

Document
Select...

The Document Select Button

Clicking on the Document Select button brings up the Document Group Selection screen. This
allows you to begin the process of creating a document without canceling out of the In Box
screen and without using the Enter TP Document button to pull up the Document Group
Selection screen.

More...

The More Button

There may be times when you want to see more information on a particular document displayed
on the In Box screen without actually pulling up the document to view it. Placing the cursor on
that document number and then clicking on the More button brings up the Document Inquiry
screen (see next page) which displays the following information:

e document number

e document initiator
date created

status

description
organizational reference
e total document amount
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mFIS Transzaction Processing - [Document Inquiry]
e Edit Swarkdows Ihgunes  Dptons Actions Help _|5’|1|

Document Humber: RCCT 01-PB5798796

—Initiation—Info:
By: EUUTTI FOUTTY , JEHHIFER

Date: 0172671996

—Document—Info:

Status: E Mrmred

Desc: }I:est.

Org Ref:

Tot 7mt: | 0.00

Iw T

Clicking on OK takes you back to the list of In Box documents.

search.. | Ihe Search Button

Clicking on the Search button brings up the Document Search screen. The use of this screen is
illustrated in the next section of this document, TP Search Procedures."
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[ aernate.. | The Alternate Button

Displayed in the "User" section in the upper left corner of the In Box screen you will see your
User ID and the Alternate button next to it.

% Click on the Alternate button.

You should now see the Alternate Names for whom you assigned in a pop-up window displayed
on your screen.

gﬁ.lternate... - |O XI

| O=er ID
L ANTOLOV -

JMMOBLEY
EWALRE
MEANDALL
JOHNESTD
BEEUSKIRK
ZHAYDEN
PSHALSTE

MINORMA
SWIEGIND |

'—Alternates—]

Ok Canicel

This window displays the User IDs of the person(s) for whom you are a delegate or who are
delegates for you. Delegates are designated by the Fiscal Officer to take action on his/her
behalf during times when he/she is unable to do so.

There are two types of people authorized by fiscal officer’s to act on his/her behalf: delegates
and primary delegates. Primary delegates automatically receive documents in their in boxes

that the fiscal officer wants them to take action on. Delegates must go into the fiscal
officer’s in box in order to take action on documents.

Click on the OK button. %

You should now be looking at the Alternate In Box as displayed below.
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-gj Alternate In Box

—Llternate

WNamwe: EISTERRET Inbo... | |

Open
—Docunents
L Nunber Tvne Status Created Initiator Workgroup Note
o1 Fo03257406 421 |Approval Reg |11/04/2005 [EWORKMAN N [l 5
lo1/|[TI5275806 [221 |ipproval Req |0z/0z/2006 [EWORKMAN [ ¥
01 [TM9190706 [a21 |ipproval Reg |02/02/2006 EWORKMAN M 2
01 |[aM0115706 |a21  |ipproval Reg |02/07/2006 EWORKMAN M I
01 |[DHO105006 |21 |approval Req [02/07/2006 |EWOREMAN N = Diocumertt
o1 [Fvo145406 k21 |ipprowval Req |02/07/2006 EWOREMAN M W SRtk
01 |czooeo30e [a21 [ipproval Req 02/07/2006 [EWOREMAN N I
01 [TU00S8006 221  |Approval Req |02/07/2006 EWORKMAN M I ome
|01 MG9937306 k21 |Approwval Req |02/07/2006 EWOREMAN M r
01 [poD131206 k21 |ipproval Req [02/07/2006 EWOREMAN M r |

|
Search...

This window displays all of the documents awaiting action by you as a delegate to the fiscal
officer. Should you wish to view or approve a document, you would double-click on it. For
now, this exercise calls for you to go back to your in box.

Click the In Box button in the "Alternate” section of your screen (top left), or the
Cancel button to return to the In Box screen.

Taking Action on a Document in the In Box

When you have created documents and saved them to your inbox, or when a document has been
routed to you, it is possible to look at an existing document and take action on it using the

"Workflow" function.
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Workflow

| Workiiow I

Approve
Review Complete
Route

Disapprove

Defer

Cancel Document
Forward

Motes

Template
Error Correction

Once you have opened a document in your inbox, the "Workflow"
function of the menu bar allows FIS users to take a series of actions on
a document. The most common actions FIS/TP users will perform are
forwarding, adding notes to, making templates from, and correcting
existing documents. Some actions, like approving and disapproving
can only be done by those to whom a document is routed (such as
fiscal officers and their delegates). Other actions, like deferring and
canceling documents can only be performed by those who have been
designated as part of the approval routing hierarchy. Many FIS/TP
users will NOT be able to approve or disapprove, cancel or defer
transactions. The following sections, however, describe how these
actions are performed utilizing the "Workflow" function.

Approving a Document worktlow [
Approve
To approve a transaction, an approver would: IIS"| Review Complete
Route
) " N ) Disapprove
% Click on "Workflow." Then: Defer
Cancel Document
. Forward
Click on "Approve."
Notes
Template
A pop up window would appear on the document screen | _Error Correction

giving the following command (below):
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FA NS Trensaction Mrocessing - [Distibution of Incoms/Capenscl

a Fik Ecil wokfow  Incuiize Ophons  Actichs Hep - ﬂlil
2z=tribuz-oan == Incoms,/Expenss —a st Te it S =1 nf ormast i ore
Jozwa=nt #: 01-MISZ L5490 Sr=-u=: IZ Jrg Ref A: 452
“ritdarar: COHEMCI
Cr=ated: 0I/Z17199€¢ i
Awount 2Z0.00
TMEa~T - Frink: ~= miwe AMTIEFFSFR T.- T TYr lavarinr: Ton wove X
CAFEEL
[ roor
Th=TT AnrneaT 1111 = T Lne T
1 EL Er H!S lansachon Procoasmg T zz0.00 f
I _ CLTL
r GEHNTHND COEH CII NI EQIZF X
i [ontinue with Approwval —
k- 1a_aILE
Y] M | —_—
L' £
1 =
Chi=rt Accouat Ch=ct Ayonrst
1 ®r 4= za4715|% =57 FAan.nn
¥ N
I_ FRDEAQD CHER 0K DEFGA-SZSERZUGUE OF 00 ExXPBRLHD EQl_E 1 =
SLkmzet
L
| weertiine | DalateLine | ‘lo-al: sl 0 fﬁ’
| MRS
—

Clicking on the "Yes" button would automatically approve the document, and a message would
appear at the bottom of the screen telling the approver that "Document XXXX has been

approved successfully."

Disapproving a Document

To disapprove a document, an approver would:

% Click on "Workflow." Then:

% Click on "Disapprove."

| workllow [N

Approve
Heview Complete
Route

Defer
Cancel Document
Forward

Notes

Template
Errgr Correction

A screen would then appear asking the disapprover to attach a note explaining why the
transaction has been disapproved. (See p. for further information on "Attaching a Note to a

Document').
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%hﬂucument MNotes = X!

¥ X[+

] 3 Cancel Add Mote | Date Sort

Created

By

% A note is attached by clicking on the "Add Note" button. An expansion window will

open, and the person disapproving the document would then type in the reason for
disapproval.

% The person disapproving the document would then click on the OK button on the
expansion window, then click on the OK button on the “Document Notes” window.

After the person disapproving the document has clicked on OK, the "Notes" icon (on the
document screen) will appear red to the people the document is routed to. This indicates that
there is a note attached to the document. Clicking on the red icon will (in this case) show the
reason for the disapproval by bringing up the attached note.

(NOTE: When disapproving a document you MUST attach a note.)
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Deferring a Document

If you wanted to set aside a document for later review (for
example, if you wanted to send the document to someone
outside of the normal routing hierarchy and await their reply),
you could defer the document until a later time.

You can defer a document ONLY if you are part of the
approval routing hierarchy. To defer a document you would:

Approve
Review Complete

Route

Disapprove

Cancel Document

% Click on "Defer" in the "Workflow" menu. Notes

Forward

Template
Error Correction

You would then be taken back to the In Box. The
document's routing status will change to "Approval Def."
The status as it appears on the document itself will remain
the same. (See also the "Save" function on page 32.)

Canceling a Document

| Workilow I

Approve
Heview Complete
Route

Disapprove
Defer

[[:E Cancel Document

Forward

Motes

Template
Errar Correction

The "Cancel Document” function allows a user who is part of
the approval hierarchy to cancel a document that has not yet
been approved. This function can be used, for example, if a
user initiates the document and then realizes that a mistake
has occurred in creating it, or if the document's information
has changed. Alternatively, the user may give initial approval
to a document and later decide that the document should not
be approved.

To cancel a document, the user would:

% Click on "Cancel Document” on the "Workflow" menu.

If the document had an "I" ("In process"™) status, the "Cancel Document” function would
automatically change the status to "C" ("Canceled™). If the document had a "P" ("Pending")
status, a message would appear at the bottom of the screen: "To Cancel Document in route, you
must send a message to the next Approver."

The following window would appear:
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T-':] Cancel Document [_ O] <]

—Cancel—Document:

Meszszage To Hext Ipprover: ED}[E{HDU

Message:

OK Cancel

The message should inform the next approver that the user recommends that the document be
disapproved, stating the reason. After the message has been entered, the user would click on OK
to send the message to the next person in the routing hierarchy. Another message at the bottom
of the screen would then read: "Message saved successfully.” This informs the user that the
message has been sent to the person next in line in the routing hierarchy.

Forwarding a Document

Documents are forwarded through a pre-established routing m:
hierarchy after they are created. It is also possible to forward a Approve
document to someone who is not a part of the routing hierarchy. Review Complete
For example, if a document has been routed to you as part of the Route
approval hierarchy, but you have a question about the document Disapprove
that can best be answered by someone outside of the routing Defer
hierarchy, you can send it to that person along with a message Cancel Document
explaining the reason. To forward a document, you would:
Motes
% Click on "Forward" in the "Workflow" menu. Template
Error Correction
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The following window would then appear:

Forward

Forward
Forward To: I _i_l

Message:

Ok | Cancel |

% In the "Forward To" field, you would enter the User ID of the person to whom you
wish to forward the document. Then you would:

Tab into the "Message" field and type in the message you wish to forward with the
document. To send the message you would:

% Click on the OK bhutton.

You would then be returned to your document. A copy of the document would be forwarded to
the person you had designated, along with the message you included for him/her. Only the
person whose User ID has been designated will see the message. At this point you could either
give your approval to the document by clicking on OK, or click on the Cancel button to save the
document until you receive a reply to your message.

(NOTE: The "Route,” "Template” and "Error Correction" features of the "Workflow™ menu will
be discussed in the next section, "' TP Search Procedures').
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§ To recap. In this section you learned:

e how to navigate through the In Box

e how to use the Alternate, Document Select, Search and More buttons

« how to select an existing document through the In Box

e how to take action on a document using the "Workflow" menu bar, specifically
how to approve, disapprove, defer, cancel and forward a document

In the pages that follow you will learn how to use the search procedures within TP.
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A2

TP Search Procedures

There are a number of ways to find a document in the Transaction Processing system using the

various search procedures.

From the Welcome screen:

Click on the Search for Documents button to bring up the Document Search

screen displayed below.

kg Document Search e ) 4

— Search Criteria
Do Mumber: |

Create Date:

| nitiator:

Org Ref Mo:

Teps: | |

Status;

Search

Clear

Hirts

Drezcriphion:

|
Amount; |
|
|

Approved [ate;

- Other Searches -
Find By Becount...
Find Ey Org...
Find By Routing...

Find In Folders... |

021 Detail ...

Payee Payrnent History...
Find By Frpslifwrd...
Check Request...

— Search Results

Doc# | orgRef | Twpe | Crested | st | initistor |

I Priount I

Open

Canzel |

Routing. ..

From this screen you can find any document in the system based on the search criteria you enter.
For example, you can find the document you entered into the system earlier based on: document
number, date created, initiator ID, organization reference number, document type, status, dollar

amount, description, and approved date.
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(Note: If you do not remember the proper document code you can double-click on the " Type" field to bring up a window

where you may search for the appropriate code.)

You know that you initiated the form, so Tab into the "Initiator" field and type in your

User ID.

Since you know that the document was a General Error Correction, Tab into the "Type" field

and enter:

@ GEC

You also know that the amount of the document was $500, so Tab into the "Amount" field and

enter:

@ 500

% Click on the Search button.

Your screen should now look like this:

g Document Search — (O %
— Search Criteria ~[Other Searches ————————————
Dioc Mumber: | Find By fecount...
— Search
Create Date; Find By Org...
Iniiator:  [EERAND Find By Routing...
Org Ref Mo
- Clear .
Type:  |GEC lGeneraI Error Caorrection Find In Faolders... I
Statuz: [ £21 Detail ..
Hirit=
Amount:  |so0, o0 Payee Payment History...
Description: | Find By Prpsliterd. ..
Approved Date: | Check Request...
— Search Resultz
DocH I Org Ref I Type I I 5t I Initiztor I fpprove Date I Priount I
o1 kXTE‘E“iSDS GEC 06/11/2003 A KERAND 06/13/2003 16:44 SO0, 00
| |h-1|:|ve expenzes to carmect account |
01 TQ1534103 GEC  06/27/2003 A  KERAND 06/27 /2003 13:26 S00.00
| | |Inu:u:urreu:t|_l,l moved expenzes |
Canzel | Routing...

Introduction to FIS/TP
02/17/2009

47

Office of Financial Management Services



If you had initiated several similar documents and weren't sure which document was the one you
were looking for, then bringing up each individual document until you found the correct one
might be time consuming. Searching for a particular document can be simplified by finding out
a little more about each of the documents listed. You can check information about each
document without actually bringing the document onto the screen. To do this use the scroll bar
on the right side of the screen to scroll through the search results until you find the correct
document, the description of each document appears below the document.

Checking the description of an individual document, without actually bringing up the document
itself should allow you to find the document you are searching for more quickly. When you

have found the General Error Correction document you initiated earlier, place your cursor on
the document number field, and:

% Click on the Open button, or

% % Double-click on the document number.

You should now be viewing the document you initiated earlier. This document will be used for
some of the exercises in the next section so please keep it on your screen for the time being.
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Other Imeortant Features of TP

( Using the Route Icon
OUTE

You can check to see where the document you are viewing is in the routing process.

% Click on the Route icon to bring up the Document Routing Log.

At the Document Routing Log you can check to see:

e who has been notified that a document is awaiting their action

» when they were notified

» who actually took some sort of action

« when they took action

o the status (what kind of action has been taken, if any)

e if the person who took action was part of a workgroup
Once you have gathered the information you need from the screen:

% Click on the OK button to return to the document.

Using Ad Hoc Routing

Ad hoc routing allows you to put individuals in the routing chain who may not be in the system’s
default routing hierarchy. Using ad hoc routing allows you to add individuals on a one-time
basis, only for the document you are routing when you specify the additional individuals. You
can activate ad hoc routing via the “User Profile Options” screen located under “Options” on the

EFIS Tranzaction Proceszzing - [User Profile Options]
Eiles  Edit wiarkficuw rguities Options  Actions Help _|ﬁ||i|
User—Profile—0Optio
User: ECH]'IRDW
heck—to—Activat —Default—VYal
Field Edit Check: [ Chart of Account: |
Go Directly to Inbox: [ hocount Humber :
Repeat Document Entry: [ Document Group: l_
Repeat Document Inbox: [ Inbox Sort Order: |—
fidhoc Routing: [
et for T(;'::ySesslon | ‘ Save User Profile I ‘ Return

Ad hoc routing features include:

e ad hoc routing entries can be established by an initiator or any subsequent approver
e ad hoc routing entries can be set as approval or review
e ad hoc routing entries may be accompanied with a note
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e once all ad hoc routing is complete, the document routing will continue through the pre-

defined routing chain

To use ad hoc routing:

% Click on the Ad Hoc Routing box to activate ad hoc routing.

% Click on “Save Setting” to activate ad hoc routing permanently, or “This
Session Only” for ad hoc routing during your current FIS/TP session

only.

You will see the message “User Profile Successfully Updated™ at the bottom of your screen.
Once ad hoc routing is activated, and you OK the document on your screen, you will see the
following FIS message dialogue box:

5.;3 FIS Message Dialog

routing?

Do you wish to route this document to
additional persons before default

es

Mo

Clicking on “Yes” will bring up the ad hoc routing screen. You can then route the document
FY1 only, for approval, or you may cancel. If you route the document you should include a

note to the person indicating your purpose in including him/her in the routing process (next

page).

B4 Adhoc Routing

=] =3

rivdhoc—Rout i mey

Route To: ;I

Message :

Rowute: FY1 Onhy I |

Route for
Approwval

I ‘ Cancel I
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Using the "Template™ Function

The "Template™ function is an important feature of TP. If you wish to create a new document
like the one you are currently viewing, but want to change the account, object code or the
amount information:

% Click on "Workflow" in the file menu.
% Click on "Template."

The system will generate a new document containing the same information as the old one.
However, the new document has a new document number assigned to it.

Tab into the "Account"” field in the From section.

Remove the existing data with the Delete key.
Type in the account number: 6621100.
Tab into the "Amount" field. Delete the old data and enter: "$1000."

Tab into the second account line in the "From™ section and delete it using the Delete
Line button. Then:

Tab into the "Account” field in the To section.

Remove the existing data with the Delete key.

A~

Type in the account number: 6622400.

Tab into the "Amount" field of the To section. Delete the old amount and enter:
"$1000."

By following these steps, you will have successfully created a new document with new account
numbers and a new amount. This new document is now ready to route. A message at the bottom
of the screen should read: "Press OK to Save and Route document." (If the message does not
appear, you can still proceed).
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% Click on the OK button.

Your new document will be saved and routed with the new document number and the new
additions. Your original document will return to the screen.

Using the ""Error Correction™ Function

The "Error Correction” function allows you to correct documents by reversing the original
transaction. This feature can ONLY be used on documents that have completed the routing
process and have been APPROVED.

To perform an error correction on a document, (note: the error correction must take place in the
current fiscal year), search for the document and open it. Then you would:

% Click on "Workflow" in the file menu.
% Click on "Error Correction.”

The system will generate a new document for you that looks exactly like the original document
with THREE exceptions:

« all the figures in the "Amount" fields will be preceded with a minus sign

o the new document will have a new document number

o the "Description™ field will read: "Reversed entries to: XXXX."

(NOTE: Do not change the description! The system is building an audit trail by referring to
the original document number.)

At the bottom of the screen the command will appear: "Press OK to reverse entries."

% Click the OK button.

A pop-up screen will appear with the words: "Reversing entries: continue with this operation? Yes or
No?"

% Click on Yes.

The system will then automatically route the new document reversing the original transaction.
The reversed transaction will be entered as a pending ledger entry. A note will be added to the
original document stating that it has been reversed.
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In addition to reversing an erroneous transaction, the "Error Correction™ function allows you to
correct specific problems or errors in a document. For example, the wrong object code or
account number may have been entered on the original document.

After the original transaction has been reversed using the "Error Correction™ function, a screen
will appear which provides you with two options you can take.

£ Error Comrection Options

The ledger entries hawre been successfully reversed amdl hawve
bheen routed for approwval. ¥You mow hare twvwo choices:

-If you wvant to edit the original docunent press EDIT ORIGIHAL.

-If you are finished press 0K

Edit
Original...

OK

To correct a wrong object code:

Click on "Edit Original." The system will generate a new document identical to the original. It
will have a new document number and the description field will read, “Correction
to: xxxx”. (Do not change the description! The system is building an audit trail by referring
to the original document number.)

@ Tab into the "Object” field in the To section of your document.
% Remove the existing data with the Delete key.

@ Enter a new object code into the "Object" field.

o
o Remember: If you enter an invalid object code, you will get an error message and a screen will appear

requesting that you fill in the proper code.

You have now made the correction and are ready to save and route the document.

% Click on OK to save and route the document.
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The new document has now begun its trip through the routing process. After completing all of
the above transactions, THREE documents will have been created in all, each with a separate
document number: the original, the reversal, and the new document with the corrections.

Attaching a Note to a Document

A note may be attached to a document at any time. Once a note has been attached, however, it
becomes a permanent record for all subsequent approver/reviewers to see. To attach a note, you
must first retrieve the document you wish to attach the note to. Once the document has been
retrieved:

Click on the Notes button at the right of the screen to bring up the Document Notes
screen displayed below.

g-gh[]ucument Motes

' x LT

Ok Cancel | AddNate { Date Sor
Created
By

% Click on the Add Note button to bring up the note window displayed on the next page.
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R tote M=
¥ | X
Ok Cancel

| =

=

Type your note into the note window.

% Click on the OK button.

X|+|W”

Cancel Add Mate | Date Sort

Created ntries reversed by KBRARD on B/22/06

OB/23/2006 j
By ml
MESCHICK

Your note will be been returned to the Document Notes screen. Once it appears on the
Document Notes screen, the note cannot be further edited. If you feel you need to add something
to, or delete something from the note, you will have to click on the Cancel button and create a
new note. Alternatively, if you have already clicked on OK, you can create another note at any
time to update the first note. The screen will display up to three notes at one time. If more than
three notes are attached to a document, a scroll bar will appear on the right side of the screen
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allowing you to scroll through the notes.

If only part of the note is visible you can view the

entire note by clicking anywhere on the note to fully display the Note window.

% Click on the OK button to attach the note and return to your document.

(A reminder: your User ID has been filled in by the system identifying you as the author of the
note, along with the date the note was created.)

Creating file folders and placing a Document in a File Folder

You may create file folders for documents you want to be able to refer to easily. To place a
document in a file folder once it has been retrieved from your In Box or through a search
procedure. To place the document on your screen into a file folder:

% Click on "File" in the menu bar.

% Click on "Place in Folder."

=3 Place In Folder

=] E3

—F'older

Hew Folder... I

Hame De=scription

Place | ‘ Cancel |
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You must first create the folder to place your document into.
% Click on the New Folder button.
This will bring up the following New Folder window.

. g Hew Folder !E

Folder Name:l

Descriptiun:i

Create Date: 06/23/2006

Ok | Canel |

Make the following entry into the "Folder Name" field:

% TPTrain

Make the following entry into the "Description” field:

@ What | learned in TP training
Note that today's date already appears in the "Create Date" field.

% Click on the OK button to return you to the Place in Folder window.
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ﬁ Place In Folder =] E3

—Folder
Hame Description
LPTREATH What I learned

Hew Folder... I

Place | Cancel

You now have a new file folder called TPTRAIN. To place your document in the file folder:
% Put your cursor on the file name and click on the Place button.

Your document will once again appear on the screen. There will also be a message at the bottom
of your document indicating that it has been inserted into your file folder. To find a file folder or
a document you have filed, click on the Find in Folders button on the Document Search screen.
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Deleting a Folder or Document in a Folder

Since each file folder takes up space on the server, it is a good idea to delete folders and/or
documents you no longer need. In doing so, you can help to optimize the performance of the
Transaction Processing system. In order to delete a folder:

% Click on the “Document Search” button on the “Welcome” screen.

kg Document Search

- Other Searches

M=l B3

— Search Criteria
Doc Humber: | Find By Account...
Search
Create Date: Find By Org...
Initiator: N Find By Routing...
Org Bef Mo i
Clear
Type: | Find In Folders... |
Status: [ 821 Datail ..
Hirts -
Arnount: | Fayee Payment History...
L ezcription: Find By Prpslffwrd...
Approved D ate: Check Request...
— Search Results
Doc# I Org Ref I Tupe I Created I St I Imitiator I boprove Date I Arnount I
Open Cancel Routing...
M (13 M 7
% Click on the “Find In Folders...” button.
H'older
Folder Hm Description Created Doc Cnt
rI'PTR]IIH |'ml.at I learned in TP Training 0251271996 1 o
Cancel
Open Folder...
Add Folder | [Delete Folder |

Introduction to FIS/TP
02/17/2009

59

Office of Financial Management Services



To delete an entire folder and its contents,
% click on the “Delete Folder” button.

To delete a single document,

% click on the “Open Folder...” button.

Pl Edit orkiow [nguiies: Options. Actions Help

Folder Hame: EPTR]\]]I

—Folder
Document  Type Description
[01{7c6397496 DI [To move expense to t

OK

Cancel

Open
Document...

Delete Doc Reference

This window displays all of the documents in the folder. Place the cursor on the document you
want to delete and

% click on the “Delete Doc Reference” button.

NOTE: When deleting folders or documents, you are not deleting the document from the entire
system. You are only deleting the copy that is in your folders.

Help

The "Help" function is accessed through the menu bar and is available at all times while you are
in the TP system. From whatever screen you are currently in, place the cursor on the menu bar

and:
% Click on "Help"

A drop down menu will appear with a link to the FMS Home page where you can obtain
documentation and training resources, as well as keyboard tips.
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§ Torecap. In this section you have learned:

e how to locate a document using the Document Search screen
how to check where a document is in the routing process
how to create a template from an existing document

how to reverse a transaction and correct errors in a document
how to attach a note to a document

e how to place a document in a file folder
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Appendix A

A Glossarz of FISand TP Terminologz

Account Delegate An individual assigned by the Fiscal Officer to
approve documents on their behalf or in the
absence of the Fiscal Officer.

Account Manager An individual at either the Departmental level or
the Responsibility level who manages the
accounts.

Accounts Receivable An FIS component that records future receipts not

yet realized by the university (i.e., money owed to
the university).

Account Supervisor An individual at either the Departmental level or
the Responsibility level who supervises the
accounts ex. Dean of University/Chancellor

C&G Application This FIS component allows you to record and
(Contract and Grant) track information regarding sponsored research
program proposals and awards.

CAMS Application A component of the FIS that oversees the creation,

(Capital or Fixed Assets posting, depreciation and general financial

Management System) management of institutional assets in excess of
$5000.

Client/Server The use of one computer to request the services of
another computer over a network. The

workstation in an organization will be used to
initiate a business transaction (e.g., a budget
transfer).  This workstation needs to gather
information from a remote database to process the
transaction, and will eventually be used to post
new or changed information back onto that remote
database. The workstation is thus a Client and the
remote computer that houses the database is the
Server.

Introduction to FIS/TP 62 Office of Financial Management Services
02/17/2009



COA The basic structure of the account file. This

(Chart of Accounts) defines the account number and its attributes, as
well as the object codes (income and expense
classes), and other key elements of the general
ledger file.

Document Status The method of informing the user of current
condition of the document within TP. The current
status possibilities and their descriptions are as

follows:
A = Approved I'l = Ad hoc routed by initiator
C = Canceled PP = Ad hoc routed by acct. mgr.

I =In process OO = Ad hoc routed by org approver
P = Pending Acct. RR = Ad hoc routed by special

Q = Pending Org conditions approver
DSS The term used to describe information access,
(Decision Support System) analysis and reporting technologies and

applications for the FIS.

EPIC Indiana University’s Electronic Procurement and
Invoicing Center, a system used to create
requisitions and purchase orders for your

department.

FIS Indiana  University’s comprehensive financial

(Financial Information system implemented in May 1994.

System)

Fiscal Officer The individual who is responsible for their
departments accounts. Most documents will route
to the fiscal officer for approval.

FMS The university administration organization that is

(Office of Financial responsible for the delivery of a variety of

Management Services) financial services and systems, for all of 1U.

GLE The term used to describe the general ledger

(General Ledger Engine) component of the FIS. This is the "official”
accounting ledger for the institution's financial
business.

Historical Balances Balances for a point in time (a date) that has
passed.

HRMS Indiana University’s Human Resource and Payroll

(Human Resource System.

Management System)
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In Box

Infrastructure Documents

IUIE

Labor Distribution System

Ledger Entries File

Object Code

OneStart Portal

Organization

Pre-Defined Queries

Responsibility Center (RC)

Introduction to FIS/TP
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Repository in  Transaction Processing where
documents await action by the reviewer/approver.

Documents that exist within TP that are used to
establish new accounts, sub-accounts, object
codes, sub-object codes, projects, organizations,
FIS users, workgroups, delegates, review
hierarchy, etc. (Chart of Accounts Maintenance
Documents)

Indiana University Information Environment a
reporting system used to gather information for
your department. This system contains financial,
human resource, student and technical reports as
well as other reports.

The module of the FIS which addresses the budget
and actual sides of the human resources
component of financial systems. This includes
positions, appointments, payroll and expense
distribution, and effort reporting.

The repository for the accounting transactions
(debits and credits) which are the official
university accounting (and budget) entries to be
audited each fiscal year. They contain the all of
the transactions and accumulated balances.

A four digit number identifying either an income
or expense class. The University tracks income
and expenses at the object code level.

The application used to support all university
systems such as HRMS, Payroll, FIS, EPIC and
the IUIE.

Term used to refer to a unit within the university
system such as a department, responsibility center,
campus, etc.

A set of pre-scripted financial reports that the user
may customize for specific reporting needs
through the use of parameters. The user requests
the query when the information is required,
eliminating the wait for a monthly report.

An organization that has ultimate fiscal
responsibility for others that report to it.
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Routing The process by which documents move through
the FIS for approval and/or review.

Safeword Card An encrypted security device required for access
to the FIS and other university environments
ensuring that only authorized personnel can access
the information.

Standard Reports A set of financial reports produced on a scheduled
basis without initiation by the end user. They are
used for monitoring account or RC conditions and
progress throughout the year. Included are such
reports as operating statements, balance sheets,
and budget vs. actual comparisons, these reports
are available via the IUIE Environment.

Sub-Object Code A code that relates to the university object code
and allows for more double-click of income and
expense class.

TP A sub-system of the FIS that will be used for data
(Transaction Processing) entry of business transactions.
UITS A system-wide computing organization

(University Information
Technology Services)
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Appendix B

TP File Menu Oetions

Below is the standard menu bar for the Transaction Processing system. There are several items
on the menu bar, each with its own set of options. Many of these functions duplicate those of the
push buttons which appear on most screens in the TP system.

FIS Transaction Processing

Eile Edit “arkflow  lnguiries Optiohs Help

As in any Windows application, the options that are grayed out are not available for use on the
screen in which you are working.

FILE has a number of document-specific options available
as follows:

Document Select

Oven New--Creates a new document of the same type as the
P document currently being viewed.

Save

Place In Folder Document Select--Allows a new document to be created

Print (of a different type than currently being viewed).

Close

Exit Open--Allows a document to be located and opened.

Save--Allows the document to be saved without performing all of the edits. If a being worked
on and an interruption takes place, the document can be saved using this option, even if it is
incomplete or contains errors. (For more on the "Save" function, see page 32)

Place in Folder--Allows for the placement of a document in a folder. Folders may be
established by each person using the system as a way of organizing important documents for
quick retrieval. (For more on the "Place in Folder™ function, see pp. 58-60)

Print--Creates a print image of the document and sends it to a designated printer.

Close--Closes the window currently active on the screen.

Exit--Exits from the Transaction Processing application.
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Edit |G EDIT provides the basic Windows capability of manipulating fields of data,

Detail cutting, copying and pasting data from one data field to another.
Cut . . L
Ezw Double-click--Performs the same function as double clicking on the mouse.
Paste .
Cut--Allows you to remove selected text or graphics from one document or
Clear application and place them into another document or application.
Insert Line
Delete Line Copy--Allows you to copy selected text or graphics from one document or

Previous Line application and place them into another document or application.

MNext Line

Paste--Allows you to place text or graphics after you have cut or copied them.

Clear--Clears all input that has been entered onto the active window (available on search
criteria windows).

Insert Line--Allows for the adding of new lines of information where there are multiple entries
for a given piece of information (account distribution lines, data within tables, etc.).

Delete Line--Allows for the deletion of lines of information where there are multiple entries for
a given piece of information (account distribution lines, data within tables, etc.).

Previous Line--Allows you to move from one line to the previous line within a scrollable field.

Next Line--Allows you to move from one line to the next line within a scrollable field.

Workflow - WORKFLOW allows you to take a series of actions on completed

Approve documents: to approve them, forward them, add notes, etc.
Review Complete o
Route Approve--Allows the user to approve a document. Any document requiring
approval will appear in the In Box, and after checking over the document it can
Disapprove be approved by selecting this option. (See pp. 40-41).
Defer
Cancel Document | Review Complete--Indicates that a document has been reviewed and
Forward should be deleted from the In Box.
Notes . .
Route--Begins the routing process on your document after the system does
Template all the necessary edit checks, creates pending ledger entries and ensures the
Error Correction document is properly stored in the system.

Disapprove--Displays a window which asks for the reason for the disapproval, if you decide
that the document should not be approved. All previous approvers of the document will then be
notified that the document has been disapproved. (See pp. 41-42)
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Defer--Allows a person doing an approval or review to defer action on a document. The
document remains in your In Box, but will retain the unapproved or unreviewed status. It will,
however, be marked as deferred so that it is apparent that it was looked at previously. (See p. 43)

Cancel Document--Changes the status from "I" to “C" on documents which are still in process. For
documents which are pending approval, the "Cancel Document” function requires the
reviewer/approver to forward a note to the next approver recommending disapproval. (See pp. 43-44)

Forward--Allows you to send the document to someone who is not normally in the routing
process. A common use might be forwarding a document to someone for comments and
deferring it until a reply is received. (See pp. 44-45)

Notes--Allows for the addition of notes to the document, or a review of the notes that have
already been attached to the document. (See also pp. 56-58)

Template--Allows you to use an existing document as the basis for a new one. The old
document should be retrieved and "Template™ selected. Instead of an unfilled screen, the system
will assign a new document number, initiator ID and date, but will retain all of the other
information (accounting detail, and other details) except the routing. The information on the
document can then be modified and, when completed, the routing will be set for the new
document. (See pp. 52-53)

Error Correction--Allows you to correct a document that has been entered incorrectly. The
system creates a new document with a new document number, initiator ID, date, and short
description (The short description will be "Correction To Document #XX-XXXXXX"). All
financial information is reversed. The error (amount, account or object code) can then be
corrected, and the system will create the accounting entries to reverse the original transaction
and process the new one. (See pp. 53-55)

Inquiries - INQUIRIES allows you to inquire about basic information within

Reference Tables the system.

Balances

Reference Tables--A list of tables that support the application,
Labor Distribution | such as the valid Object Code Table, Object Code Type Table,
Campus Table, etc. A table can be selected by double-clicking on the
table name.

Document Search

Routing

Balances--Allows you to check the balances for a specific account
and/or object code.

Labor Distribution--Allows you to look up Labor Distribution report information.

Document Search--Allows you to search for documents or accounts, or to look through your
folders.

Routing--Brings up the Document Routing Log where you can check to see:
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e who has been notified that a document awaiting their action

e when they were notified

e who actually took action

e when they took action

e what the status of the document is

o whether the person who took the action is part of a workgroup

Options
User Options OPTIONS allows the user to set options specific to your user 1D with TP.

Help HELP is available on every screen in TP.
Contents
Search for Help On... Contents--Takes you to the various types of help available in TP.
Policies and Procedures
How to Use Help About TP--Gives you information about the version of TP you
About TP... are currently working with.
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