OHIO

UNIVERSITY

Title: Oracle Navigation Document ID: NAV0010

Replaces: Oracle Navigation Date Modified: 08/07/2014

Purpose: This procedure details basic features of navigating within Oracle Applications. It includes
searching for accounting periods, account strings, budget numbers, suppliers, projects, and journal
entries, including search features in the web based Oracle windows. Miscellaneous features include
exporting data, popular toolbar icons, folder tools, and the zoom feature.

For Questions Contact: Finance Customer Care at financecustomercare@ohio.edu or 740.597.6446.
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WELCOME TO ORACLE E-BUSINESS SUITE, VERSION 12.1.3

Welcome to the Oracle E-Business (eBiz), version 12.1.3. Use this navigation document to aid you in
accessing information. Refer to the Table of Contents for quick access to specific information.

BROWSERS FOR ORACLE E-BUSINESS SUITE, VERSION 12.1.3

Operating System

Supported Browsers

*Windows 8

IE 10

*Windows 7

IE8,IE9, and IE 10

*Windows Vista

IE7,IE8, and IE9

*Windows XP

IE6,IE7,and IE 8

*Window systems also are certified for Firefox browsers:
Firefox ESR 24.3.6 or higher OR Firefox ESR XX.x

MAC OS X v10.7.5 or higher

Safari 6.0x (x=2 or higher)

MAC OS X v10.8.2 or higher

Safari 6.0x (x=2 or higher)

MAC OS X v10.9.1 or higher

Safari 7.0x (x=1 or higher)

ATTN: PLEASE VERIFY THAT YOU ARE USING A CERTIFIED BROWSER PRIOR TO LOGIN TO EBIz.

GOOGLE CHROME IS NOT A CERTIFIED BROWSER.
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LOGIN TO EBIZ

Navigate to Oracle Enterprise Business Systems window using the following navigation path;

1. Enter the Enterprise Business Systems URL into your browser window address bar;
http://www.ohio.edu/ebiz/ebiz.html.

2. Click Oracle e-Business Suite link.

OHIO .

UNIVERSITY

Enterprise Business Systems

“ aEEE -

Attention: Oracle and Workforce Users

Click on one of the links below to gain access to the appropriate
All Enterprise Business Systems will be unavailable due to application,
scheduled maintenance on the following dates:

- Each Sunday from 12:00am through 8:00am Oracle e-Business Suite

Other Related Applications:

« Friday 06/13{5pm) through Monday 06/16( 7am) My Personal Information

Workforce Time & Attendance

Enterprise Business Systems include the following:

+ Oracle E-Business Suite: Reminder: By accessing any of the following systems you are

agreeing to cur confidentiality agreement,
= Oracle HRMS

3. Enter OHIO ID and Password. Click Login button.

Future Students  Current Students

g OHIO UNIVERSITY Thursday sune 19, 201+ [

OHIO University Login
OHIO ID: |bobcat |

Password: |ooooooooooo |

Logm [ Forgot your password? ]

4. Once you are logged into Oracle e-Business and are on the Oracle Applications Home Page
you may access any of your responsibilities.

NOTE: A responsibility is a predefined set of data, menus, and forms that define your particular
level of access to Oracle application menus. The OUFMS: View Only responsibility allows end
users the capability to search for and view data in the system.

OHIO Page 5
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Oracle Applications Home Page

Main, Men Worklist
Personalize Full List
] My Personal Information From Type Subject Sent Due
3 QUEMS:Benarting There are no notifications in this view.

“TIP Vacation Rules - Redirect or auto-respond to notifications.

IR W orklict Accoce - Snacificahich neare can vins a0d act unon woure notificatione

BT oUFMS:View Only

5. Click the appropriate link to open the desired module. A popup window displays.

E-Business Suite
UNIVERSITY

B Favorites ¥

Enterprise Search |AII v| | | E Search Results Displar
u

Oracle Applications Home Page

Msin Mer Workiist
Personalize Full List
] My Personal Information From Type Subject Sent Due
| OUFMS:Reporting There are no notifications in this view.
= B3 guFMS:view Only “TIP Vacation Rules - Redirect or auto-respond to notifications.

EMS Reports ¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

0U Funds Available View
OUPO:Summary View

Purchasing
DPayabIes

B3 General Ledger
T projects

= CfEquipment Invento

[ Transaction History

I subledger Accounting
o

6. Oracle eBiz requires the use of Java Runtime Environment (JRE). If JRE is not already loaded
on your computer, you will be prompted to load the software. If you have questions or
concerns, please contact the OIT Service Desk (740.593.1222).

Do you want to run this application?

Name: Oracle E-Business Suite
= Publisher: Ohio University
Location: https:/febiz-edev2.ohio.edu

This application will run with unrestricted access which may put your computer and personal
information at risk, Run this application only if you trust the location and publisher above.

|| Bo not show this again for apps from the publisher and location above

B More Information Run
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EXIT EBIZ

Depending on your current screen, you can have several processes to exit the system.
If you are on one of the Oracle HTML windows and you see the Home and Logout links at the top of
the window, follow these directions.

Account Analysis and Drilldown
UNIVERSITY

N Navigator v B2 Favorites v Home Logout Preferences

Account Balances

= Todicatoc coouicad fiald

1. To return Home (Main Menu), click the Home link at top of window.
2. To logout of Oracle E-Business Suite, click the Logout link at top of window. Go to step #4.

If you have the Close Window link at the top of the window, follow these directions.

UNIVERSITY

n Navigator v B2 Favorites v Help Close Window

View Journal Entry Lines

3. To logout of Oracle web based forms, click the Close Window link at top of window.
4. The Oracle Applications windows remain open.
5. To exit the system, click the File menu option and click the Exit Oracle Applications option.
6. A Caution window displays to confirm your selection. Click OK to exit the system.
O SR "
A Exit pplicati
SWITCH RESPONSIBILITY

Each user has at least one responsibility in Oracle. If you are a user that has more than one
responsibility you can switch responsibilities (“change hats”) within Oracle.

1. Click File>Switch Responsibility from the menu bar or click the Switch Responsibility a
icon. The Responsibilities window displays.

2. Click the appropriate Responsibility.

3. Click OK. The Navigator window for the new responsibility displays.

OHIO Page 7
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THE NAVIGATOR WINDOW

L[ Oracle Applications - Production

Functions

FMS Reports

FMS Reports (o

OU Funds Available View 1. OUGL: OU Funds View
OUPO:Summary View 2. OUPO:PO Summary

Payables eo = 3. View Invoices Summary
General Ledger

Projects

Equipment Inventory A
Purchasing

Record: 11

Part Function
o Menu bar
(2] Tool bar
(3] Window title bar: includes the window title and either the

user responsibility (on the Navigator window) or the
document number (on most other windows).

Current responsibility

Top Ten List used to provide direct access to frequently used
options

Expand and collapse menu

Displays the available menu options for the current
responsibility

Status Bar-When conducting searches it will display the
number of records retrieved.

® 9o 0o
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Oracle Navigation

ORACLE TOOLBAR ICONS

The toolbar is a collection of icons (buttons), where each button performs a specific action. Each
toolbar button replicates a commonly used menu bar item. Depending on the context of the current
field or window, a toolbar button can be enabled (in color) or disabled (in grey). You can display help
or a tool tip for an enabled toolbar button by hovering your mouse over the button.

NOTE: To return to the Navigator (main menu) anytime click on the Show Navigator icon o

[ &7 h 8 P

BRI IR

Oracle Toolbar Menu Icons

Responsibility

Menu Item ICON Description
New = Creates a new record in the active form
Find % Displays the Find window to retrieve records
Show o Displays the Navigator window, which brings you back to the main menu
Navigator
Save {3; Saves any pending changes in the active form
Next Step el Updates the Process workflow in the Navigator by advancing you to the
next step in the process and saves pending changes in the active form.
Switch Allows user the ability to change responsibility (“change hats”)

Print

Prints the current screen

Close Form Closes all windows of the current form

Cut Cut the current selection to the clipboard

Copy Copies current selection to the clipboard

Paste Pastes from the clipboard into the current field

Clear Record e Erases the current record from the form on data entry screens

Delete ==, Deletes the current record from the database on data entry screens

Edit Field... i Displays the Editor window for the current field; this is useful if the data
for the field exceeds the displayed field size.

Zoom Invokes custom defined Zoom (drilldown behavior).

Translations...

Not applicable for Ohio University.

Attachments...

NS

Invokes the Attachments window. If one or more attachments already
exist, the icon changes to a paper clip on a piece of paper.

Folder Tools F‘gﬂf. Displays the folder tool palette for working with screens with
customizable folders
Window Help ? Displays Oracle standard help for the current window (not OU specific

text)

OHIO
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EXPAND AND COLLAPSE BUTTONS

On the Navigation screen, some menu options are shown with a plus sign (+) to the left. Items that
begin with a (+) plus can be expanded to further sub-levels until you find the specific option by
highlighting the line and selecting one of the following buttons:

Button Function
% Expand button expands the highlighted menu item.

Note: Menu items with a “+” to the left of them have submenus and can be expanded.
Collapse button collapses the highlighted expanded menu.

“ n

Note: Menus with a “-” to the left of them have submenus and may be collapsed.
Expand Branch button expands all branches of the highlighted menu.

Expand All button expands all menus and submenus.

Collapse All button collapses all expanded menus and submenus.

il |"“+ |sz | U

You may also click the plus (+) or minus (-) symbol to expand or collapse a menu item.

MENU BARS

The main menu bar is located at the top of the window. When you click on a menu bar item, a drop
down list of options will allow you to perform various function throughout the application. When
you navigate to a window, specific options appearing in gray are unavailable in that particular
window. To access the options in the menu using the keyboard, simultaneously press the Alt key
and the underscored letter in the menu item you want to access. For example, pressing the Alt and
F keys simultaneously would open the File menu. You may also access the File menu by clicking File.

MENU FUNCTIONS ARE BASED ON THE SCREEN FUNCTIONALITY. INQUIRY
SCREENS WILL NOT USE ANY OPTIONS THAT INVOLVE CREATING, EDITING, OR
SAVING TRANSACTIONS.
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File Menu
Menu Function
File | Edit “iew
e EI'e Menu
Open
Saiie New Creates a new record in the active form.
éa\_re and Proceed
Mest Step Open Opens the detail window for the
Eport current selection.
a0 S REHEEIS Save Saves any pending changes in the active
Log on as a Differant Usar.. B form.
Switch Responsibiliy.. Save and Proceed | Saves any pending changes in the active
Erint... - form and advances to the next record.
- Next Step Updates the Process workflow in the
E}_{“ Oracle Applicaions Navigator by advancing to the next step
in the process.
Export Exports information in your current
form to a browser window.
Place on Creates an icon in the Documents tab of
Navigator the Navigator.
Logonasa Allows you to log on to Oracle
Different User... Applications again as a different user.
Switch Allows you to change your current
Responsibility... | responsibility
Print... Prints your current window.
Close Form Closes all windows of the current form.
Exit Oracle Quits Oracle Applications.
Applications

OHIO
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Edit Menu
Menu Function
m Edit Menu
Lindd Typing
' cut Undo Typing Undoes any typing done in a field
Copy before the field is exited and returns
Paste the field to the most recent value.
. Cut Cut the current selection to the
Duplicate » .
clipboard.
Clear 3 Copy Copy the current selection to the
Delete clipboard.
Paste Paste the contents of the clipboard
elect Al into the current field.
Dagalacidl Duplicate e Record Above — Copies all values
Edit Field... .| fromthe prior record to the
Preferences b Mgecmd Bhive current record.
_— Field Above

e Field Above — Copies the value of
the current field from the prior
row.

b

Clear e Record — Erases the current

record from the window.
EEYEN -0

e Field — Clears the data from the

Eield current field.
Black
® Block — Erases all records from the

Fortn
' current block.
e Form — Erases any pending
changes from the current form.

Delete Deletes the current record from the
database.
Select All Selects all records (for blocks with
multi-select).
Deselect All Deselects all selected records except

for the current record (for blocks
with multi-select).

Edit Field... Displays the Editor window for the
current field.
Preferences e Change Password — Displays the

Change Password dialog box.

e Profiles — Displays the Profiles
window.

Change Password...
Profiles
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Oracle Navigation

View Menu

Menu

Showr Bavigator
allu ]

Find...
Find All
Guery By Example

Recard

Translations...
Attachments...

i BUmmargCetail

Requests

IfiE"."'."kFl:I!IjE!r' Tools Yy

3

3

Function

View Menu

Show Navigator

Displays the Navigator window.

Zoom Invokes custom defined zooms.

Find... Displays the Find window to retrieve
records.

Find All Retrieves all records.

Query By Example

Query By Example

Garel

ShmyLast Grtera
Count Matching Records

This is used to find records :

~® Enter — Invokes ‘Enter Query’

mode to enter search criteria for a
guery-by-example.

® Run — Executes the query-by-
example.

e Cancel — Cancels the query-by-
example by exiting from ‘Enter
Query’ mode.

® Show Last Criteria — Recovers the
search criteria used in the
previous query-by-example.

e Count Matching Records — Counts
the number of records that would
be retrieved if you ran the current
guery-by-example.

Record
Record 8
Last
_

® First — Moves the cursor to the
first record.

e Last — Moves the cursor to the last
record.

Translations...

Displays the Translations window.

Attachments... Displays the Attachments window.
Summary/Detail | Switch between the summary and
detail views of a combination block.
Requests Displays the Requests window.

OHIO

UNIVERSITY
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Folder Menu

The Folder menu and options are explained in the next section (Folder Tools).

Folder | Tools Wi

New.
Cpen...
Save
Save As..
Delete...

| Show Field...
Hide Field

| Move Right
move Left

| Wove L

|| lower Cravit

| widen Fiald

| Shrink Field

i\ Change Prompt...
Autosize All...

Sort Data...
Wiew Cluery...
{Resetguew

Faolder Tools

Tools, Inquire, Report Menus

The Tools, Inquire, and Report menu options vary by the currently selected window. Instructions are
included in each document if these menu options are relevant to an OUFMS: View Only user.

Window Menu
Menu Function
Window Menu
- Cascade Displays any Qpen windows in a “cascaded” or stair-
o stepped fashion.
‘ E:E\ﬂ;i?;lw Tile Horizontally | Displays any open windows in a horizontally “tiled”

(non-overlapping) fashion.

4 Nagaor- O FS Purthasing User Tile Vertically Displays any open windows in a vertically “tiled” (non-

: overlapping) fashion.

® 1 (Title of Open | Displays a list of open window titles in the order in
Window) which they are stacked.
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Oracle Navigation

Help Menu
Menu Function
Help Menu
Window Help
‘ E;E';;r‘gﬂ‘:;‘.‘f'”S Library Window Help Displays Help for the current window.
= Oracle Applications | Displays a window that lists all available Oracle
| Diagnostics 3 . . .
Library Applications Help text.
E;;E{igj;:pp”catmns___ Keyboard Help... Displays keyboard shortcuts.
' Diagnostics There are multiple Diagnostics menus used for

coding and debugging.

Record History

Displays information about who created and
last updated the current record.

About Oracle
Applications...

Displays information about the current Oracle
instance, module, and form.

Keyboard shortcuts

Almost everything that can be accessed through the menu bar can be accessed using keyboard

shortcuts.

1. Click the Help menu item, then click on Keyboard Help, or
2. Press CTRL+K to be reminded of the shortcut keys.

Function Key

Actions LOV Shift+Ctrl+F8
Black Menu Cirl+B

Clear Black F7

Clear Field Fa

Clear Farm Fa

Clear Recard F&

Carmimit Cirl+5
Count Query F12

Delete Record Cirl+Lp
Display Error Shift+Cirl+E
Do Do
Duplicate Field Shift+F 5
Duplicate Record Shift+F&
Edit Cirl+E

Enter Gluery F11

Execute Query Cil+F11

Exit Fd

Function @ Shift+Cirl+F10
Function 1 Shift+CArl+F 1
Function 2 Shift+CArl+F 2
Function 3 Shift+CArl+F 3
Function 4 Shift+Cirl+F 4
Function 5 Shift+Cirl+F 5

Function Ky
Function 4 Shift+Ctrl+F 4
Function & Shift+Ctrl+F5
Function & Shift+Cirl+FE
Function 7 Shift+Cirl+F 7
Help Ctrl+H

Insert Record Cirl+Down
List afwalues Cirl+L

List Tah Pages F2

Mext Block Shit+PageDown
Mext Field Tah

MNext Record Dowen

Mext Set of Records Shift+F &
Previous Block Shit+Pagellp
Previous Field Shift+Tab
Prewious Record Up

Prrint Clrl+P
Prompt*alue LOW Shift+Ctrl+F9
Return Return

Scraoll Down FPageDown
Scrall Up FPagellp
Show keys Crl+k

Up Up

Update Record Crl+L

OHIO

UNIVERSITY
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FOLDER TOOLS
Folder Menu

For some forms, you can personalize the presentation of data within a form by using a folder
definition. With a folder definition you can modify the width, sequence, and prompts of the fields
you want to display. Additional features of a folder definition are:

e Displaying only those fields you are interested in viewing.

e Displaying a subset of records based on your specific criteria.

e Automatically querying for a subset of records each time you open a specific folder.
o Keeping your folder customizations private or making them public for others to use.
e Making your customizations the default layout for a folder.

IN ORDER TO GET TO ENABLE A FOLDER MENU FOR A WINDOW YOU MUST
SEARCH AND RETRIEVE DATA IN ORDER TO OPEN THE WINDOW WHERE THE
CUSTOMIZABLE FOLDER IS LOCATED.

How Do You Know if a Form Folder Can Be Customized?

Open a form, i.e. Projects>Project Status Inquiry. An Open Folder button @ appears in the upper-
left corner of the window. Also, an enabled Folder Tools icon appears on the toolbar when your
cursor is in a folder block.

File Edit “iew Folder Tools Window Help
BP0 &H8SP L N LED QB ?

Folder Tools
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Oracle Navigation

Folder Tools Icon Opens the Folder Tools Palette

When you navigate to a folder block, the Folder Tools icon illuminates on the toolbar. Choose this
icon to display the Folder Tools palette for your use. The Folder Tools palette includes buttons that
replicate the actions of some commonly used Folder menu options. The Folder Tools palette buttons
are explained top row first, left to right, then second row, etc.

5 -
& 0m 3 O

Folder Tools Palette
Button Action
Open Folder Open an existing folder.
Save Folder Save changes to the current folder.
Create New Create a new folder.
Folder
Delete Folder | Delete an existing folder.
Widen Field Increase the width of a field.
Shrink Field Decrease the width of a field.
Show Field Show a field that is currently hidden.
Hide Field Hide a currently field.
Move Left Move the current field one column width to the left.
Move Right Move the current field one column width to the right.
Move Up Move the current field up one column.
Move Down Move the current field down one column.

OHIO

UNIVERSITY
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Folder Tools Menu Options

You can customize the presentation of data in a folder using the Folder menu. Many of these items
are also available from the Folder Tools icon on the toolbar.

Menu Item Action
New Creates a new folder definition
Open Opens a saved folder definition.
Save Saves changes to the current folder definition.
Save As Saves current folder definition to a new name.
Delete Deletes an existing folder definition.
Show Field |Displays a field that is currently hidden.
Hide Field |Hides the current field.
Move Right |Moves the current field to the right.

Move Left |Moves the current field to the left.

Move Up Moves the current field up (not available in all folders).
Move Down |Moves the current field down (not available in all folders).
Widen Field |Increases the width of the current field.

Shrink Field |Decreases the width of the current field

Change Prompt

Changes the heading prompt for the current field.

Adjusts all field widths proportionally to fill window.

Autosize All This cannot be undone without resizing each window.
Sort Data Toggles the display of the Order By Buttons so you can
specify the sort order for the first three field columns.
View Query |Displays query criteria for the current folder definition.
Reset Query |Erases the current query criteria.
Folder Tools |Displays the folder tool Palette

Folder Definitions

File Edit Wiew mools Wi o

g% o

O Project Stat
] New OL

Project

GRO018:

L |

I, (ﬁ

Qpen...
Save

Save As.. M

Delete. . 1ol

ShowField.. DI
Hide Field

Mowe Right
Mowe Left
howe Up
howe Dowen

Widen Field
Shirink Fiald
Change Prompt..
Autosize All

Sort Data...
Wiew Cluery...
Reset Query

Folder Tools

Once you customize a folder's layout and query criteria, you should save your customizations to a
folder definition. You can create and save new folder definitions or open and delete existing folder
definitions. When you open a new folder definition, the layout for the new folder definition replaces
the layout for the current folder definition.

If you want to use a folder view for various data queries, do not save the query with the folder view.
(See following sections)
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Create a New Folder without a Query

To create a new folder, or update an existing one, use the options from the folder menu. You can
save a new folder as private or public if you want to share your customized view.

1. Perform a query on the particular form so there is data in the window in which you would
like to create a folder.

2. Customize the window to your own preferences; hiding columns you don’t need, show the
ones you do, change column titles, and size. Use the Folder Tools icon or the Folder menu.

o What fields are displayed

o Width of fields

o Order of columns displayed

3. Click on the Toolbar Menu Folder>Save As.
4. Enter a folder name in the Folder field.
5. Select the Autoquery option.

o ‘Always’ will save your existing query-the data you currently see in the window. If you
do save the query, change the folder name to reflect that it is saved. Don’t make the
saved folder your default folder.

o ‘Never’ allows you to use the folder as a template for viewing results of future queries.

o ‘Ask each time’ will ask you which function you would like to perform each time.

6. Select the Open as Default option if you want this folder to be your default each time you
access the particular form.
7. Select the Public option if you need to share the folder definition with other users. They can
use it as their default folder, but only the creator of the folder can modify it.
8. Verify the Include Query option is unchecked.
9. Click OK button. Caution popup window displays.
‘© Save Folder
Folder |Test-Create Mew Custormnized Folder\»"iew{
Autoguery
Always ¥ Open as Default
= M ever v Puhlic
Ask each time Include Query
Showe Query
[0]%¢ | Cancel J
10. Click OK.
= x

::E The changes you have made to this public folder will cause
it to be saved as your own private folder.
Do you want to proceed with saving the folder?

Cancel

OHIO Page 19
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Create a New Folder as a Query

NOTE: When you save a folder definition, the search criteria/query is saved to the folder
definition. When you perform another query on that same folder definition, you actually query
on the subset of records that could possibly be shown in that block. If you want to perform a
new query on all Oracle data, reset the query for the folder definition before performing
another query.

1.

8.

Run the query to obtain the desired results. At least one record must result from the query
for the folder to record the query.

Customize the window to your own preferences; hiding columns you don’t need, show the
ones you do, change column titles, and size. Use the Folder Tools icon or the Folder menu.
o What fields are displayed

o Width of fields

o Order of columns displayed

Click on the Toolbar Menu Folder>Save As.

Enter a folder name in the Folder field.

Click Always radio button for the Autoquery frequency. The query will run every time you
open the folder.

It is recommended that you leave the Open as Default and the Public options unchecked.
Click the Include Query checkbox.

Folder Approved-Federal Grants

Autoguery
= Always Open as Default
Never | Bublic

Ask each time ¥ Include Cluery

Show Cluery
QK Cancel J

Click OK. Caution popup window displays. Click OK.

Changing the Query Criteria for a Folder Definition

1. Choose Folder > Reset Query to clear the query criteria from the current folder
definition. The folder retains the current name and field layout. A Caution popup
window displays.

ATTN: THE FOLDER RETAINS THE CURRENT NAME AND FIELD LAYOUT.

2. Click OK button.

3. Click Find icon.

4. Enter your new search criteria. Search results display.

5. Choose Folder > Save to save the new query to your current folder definition.
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Open Predefined Folders Created by Finance

Within the various modules, Finance staff may have created a recommended folder view of menu
options. Follow these directions to open, verify if there are predefined folders, and if applicable,
save the folders.

1. Click on the Toolbar Menu Folder>Open. The Open Folder window displays the available
folder views.

You can also click on the Open Folder icon located in the upper-left corner of the window.

Batch Caontr

2. Click on New OUFMS: View Only XXXXXXXXX Screen created by STAFF OHIO ID (OWNER).
Each folder definition name (XXXXXXXX) will be different based on name assigned the folder
by the folder creator. The Grants & Contracts staff defined the XXXXXXX to be equivalent to
the window name.

Find| %
Marne Crwener
Appraved-Federal Grants RIDER1

MNew OUFMS: View Only Project Status Screen ARMOLDCA
QU PAPSIYIEW SHAFIROL
Test-Create Mew Customized Folder View RIDER1

O e | »

Find Cancel

3. Click OK button.

4. Complete these same steps to select a folder view.

ATTN: GRANTS AND CONTRACTS ACCOUNTING STAFF HAS CREATED RECOMMENDED FOLDERS FOR PROJECT STATUS,
TASK STATUS, RESOURCE STATUS, EXPENDITURE ITEM DETAILS, AND COMMITMENT DETAILS WINDOWS.
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Delete a Folder Definition

To delete an existing folder definition that you created:
1. Click on the Toolbar menu Folder > Delete.
2. Click a folder definition in the list. You will only see folder definitions that you created.
3. Click OK to delete the definition.

Find %

MName
Approved-Federal Grants

Test-Create New Customized Folder View

Find Cancel

NOTE: If you made your folder definition “public” and other users are referencing that folder
definition as their “open as default” folder, that reference is deleted as well.

DESCRIPTIVE FLEXFIELDS (DFF)

Oracle uses Descriptive Flexfields (DFF) to customize the application and capture additional
information that is important and unique to the business needs of Ohio University. The DFF is
basically an informational box. DFF’s may be defined by the university in any of the modules. The

DFF is represented by the DFF icon IE" If you are viewing data in a table format, the DFF icon will
appear at the top of the column. The DFF will open a window with a window name specific to that
particular module. For example, in the Purchasing module, the DFF opens a window titled PO
Headers window.

SEARCH MODES

In Oracle forms, you may use a query to search for specific information. There are two ways to
create queries: Find Screen and Query Mode.

Find Mode

Many of the menu options in Oracle provide a “find” screen to locate records. If not, you can use
Query Mode to select records.

1. Access the Oracle window from which you want to initiate the search.

2. If the Find window does not automatically appear, click the Find Icon to open the
particular Find window.

3. Enter search criteria in the appropriate fields. Use the wildcard symbol (%) before and after
the search phrase or especially a partial search phrase.

4. Click Find button to initiate search. Results should display in current window.

Page 22

OHIO

UNIVERSITY

Finance



Document ID: FMSPA0040 Oracle Navigation
Effective Date: 08/07/2014

Query Mode

1. Access the Oracle window from which you want to initiate the search.

2. Press F11 key. This action activates the Query Mode. The searchable fields will turn blue
indicating that the window/fields are in Query Mode.

3. Enter search criteria in the blue fields. Use the wildcard symbol (%) before and after the
search phrase or especially a partial search phrase.

4. Press Ctrl key + F11 key to initiate search. Results should display in current window.

5. Press F4 key to cancel query.

The Percent % Symbol is a Wildcard

The “%” symbol is a wildcard when performing searches or narrowing lists of values. A wildcard
refers to a character that can be substituted for any number of characters in a string.

Example: If you enter 89% in the PO Number field, the results will display all purchase orders with an
“89” followed by any number (8900, 8901, 8920, 8921, etc.).

LIST OF VALUES

The List of Values (LOV) provides you with a powerful, easy-to-use data entry method that increases
your accuracy and productivity. Using the LOV makes data entry an easy task for novice users, and
experienced users can enter correct data with a minimum number of keystrokes. If you know the
value, you can key the initial characters of the value and press the Tab key, either the value will be
displayed or a list of values will be displayed.

1. Click the LOV icon in the field. List of Values displays.

Descriptio
Adjustment Invaices — Pays nent Invoices
Credit Memao Invoices  Payables Credit Memo Invoices
Debit Memo Invoices  Payables Debit Mermao Invoices
Expense Reportinv..  Pavables Expense Report Invoices

Interest Invoices Fayahles Interest Invoices

Mixed Invoices Payables Mixed Invoices

Payment Request Payahles Payment Request

PO Price Adjustme...  Payables PO Price Adjustment Invaices

Prepayment invoices  Payables Prepayment Invoices
Recurring Standard...  Payables Recurting Payment Standard Invai...
Standard Invoices Fayables Standard Invoices

2. When you click the LOV icon, Oracle will display a window where you can enter list
reduction criteria, if the field has a long list of values.
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3. Follow the options below to limit the size of a LOV.
o If you know the full name of the item you are searching for, in the Find field, enter the
full name, and click Find.

o If you know part of the item you are searching for:
= Enter %.
= |n the Find field, enter any number of characters followed by a %.
= Click the Find button. For example, if you enter %budget%, you will retrieve any

data with the word or part of the word containing “budget.”

AVOID USING ONLY THE % SYMBOL ONLY. THIS MAY CAUSE EXCESSIVE NETWORK
TRAFFIC AND REDUCED PERFORMANCE FOR ALL USERS.

ACCOUNTING PERIODS
The Fiscal Year

Ohio’s fiscal year runs from July 1% through June 30™. Fiscal year is referenced by the year when the
fiscal year ends (Example: FY 2014 is July 1, 2013 through June 30, 2014).

Month End

The books for each month are closed on the fourth business day after the month ends. This allows
finance staff time to process transactions before the closing process. At year end, you will receive
reports for the (June) 1% Close and the (June) 2™ Close. This allows finance staff time to process all
FY transactions and complete the Fiscal Year End Close. After the closing process, you will receive an
email including the link to your online reports.

1. Click in the From field. The Accounting Periods From/To fields are defaulted with the current
month Accounting Period.

Accounting Periods

S fJUN 201414

1j: JUN 201414

2. Enter the Month, Calendar Year and Fiscal year (JUN 2014-14)
o Enter JUN and hit tab or
o Enter JUN 2014 and hit tab, or

Click the List of Values (LOV) B button. The From Periods window is displayed.
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NOTE: The To field will populate with the same data entered in the From field. This period From/To
combination would pull up one month of activity. The To field can be changed to select a range of
accounting periods.

3. Enter a partial description plus the wild card (%).
4. Click Find button. The results are displayed.

Feriod e
JUL 201819
JUL 2017-18
JUL 201617
JUL 2015-16
JUL 2014-15

E UL 201314
JUL 2012413
JuL 2011-12
JUL 2010-11
JUL 2009-10 =
JUL 2008-09
JUL 2007-08
JUL 2006-07

11l 7005.0F

:

5. Click the selected Period and click OK.
Click in the To field. (key value or use LOV).
7. Click the selected Period and click OK.

o

Accounting Periods

i JUL 2013-14

1 JJUN 201414

ACCOUNT STRINGS

Throughout Oracle eBiz, screens provide opportunities to query a single account or a range of
accounts. Each segment field has a specific number of digits. The project field is the only
alphanumeric segment.

e FUND TYPE = XXX (3 digits). To query an account range, enter (000-999).

e  FUND= XXXX (4 digits). To query an account range, enter (0000-9999).

e ORGANIZATION=XXXXX (5 digits). To query an account range, enter (00000-99999).

o NATURAL ACCOUNT=XXXXXX (6 digits). To query an account range, enter (000000-
999999).

e  PROJECT=UNXXXXXXX (alphanumeric= 2 letters and 7 digits, except null project = all
zeroes). To query the entire range of projects, enter nine 0’s and nine Z’s (000000000-
222727771).
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Account Code Structure

ATTN: THE ACCOUNT CODE STRUCTURE FOR A DEPARTMENT/PROGRAM/PROJECT IS:

Fund Type Fund Organization Natural Project Task
Account
XXX XXXX XXXXX XXXXXX XXXXXXXXX XX XX XX
Fund Type

The Fund Type segment is three digits and is designated as the balancing segment within the
account code structure. It is used to distinguish between the University and Foundation within FMS.

Its main purpose within each of these entities is to group types of funds together.

Fund Type Fund Organization Natural Project Task
Account
XXX XXXX XXXXX XXXXXX XXXXXXXXX XX XX. XX
Fund

The Fund segment is four digits and differentiates between the pools of money that are used to

record revenue and expenditures.

Fund Type Fund Organization Natural Project Task
Account
XXX XXXX XXXXX XXXXXX XXXXXXXXX XX XX XX
rage 26 OHIO
Finance UNIVERSITY
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Oracle Navigation

Organization

The Organization segment is five digits and represents the core departments within the University.

Fund Type Fund Organization Natural Project Task
Account
XXX XXXX XXXXX XXXXXX XXXXXXXXX XX.XX. XX

Natural Account

The Natural Account segment is six digits and is used to properly classify all accounting transactions.

It is used to indicate whether an accounting line is recorded as an expense, revenue, asset, or

liability.
Fund Type Fund Organization Natural Project Task
Account
XXX XXXX XXXXX XXXXXX XXXXXXXXX XX XX XX
Project

The Project segment is nine digits and is used to capture costs of programs/projects/activities of the

core departments (Organization) within the University. It is also the link to the Project Accounting
module for those accounts that utilize it.

Fund Type Fund Organization Natural Project Task
Account
XXX XXXX XXXXX XXXXXX XXXXXXXXX XX XX. XX

Task

The Task segment is used in the Project Accounting (PA) module only to track the accounting of a
transaction to a finer level of detail. This segment is used in the PA module only, which is currently
only utilized for grant, contract, capital improvement, and plant fund accounts.

Fund Type Fund Organization Natural Project Task
Account
XXX XXXX XXXXX XXXXXX XXXXXXXXX XX XX XX
OHIO rage 27
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Cost Center

ATTN: A CosT CENTER IN THE GENERAL LEDGER IS:
FUND TYPE, FUND, ORGANIZATION, NATURAL ACCOUNT, AND PROJECT

Example: 010-0000-20010-XXXXXX-UN2006000

A COST CENTER IN PROJECT ACCOUNTING IS:
FUND TYPE, FUND, ORGANIZATION, NATURAL ACCOUNT, PROJECT, AND TASK

Example: 010-0000-20010-XXXXXX-GA017434H-14.05

Low and High Values for Each Segment

There is a defined list of account code segment values. Since this list may change over time, please
refer to the online Segment Values list on the Finance Customer Care Center web site.

1. Enter the Customer Care Center URL into your browser window address bar;
http://www.ohio.edu/finance/customercare/index.cfm .

2. Click on Segment Values link.

Click Open.

4. Click on the appropriate tab at the bottom of the excel sheet (Fund Type, Fund, Organization,
Natural Account, Project). View segment values.

w

Entering Account Strings

1. Click anywhere on the first row of the Accounts section. A blue highlight appears in the row.

Accounts

[ ] -]

2. The Find Accounts window is displayed.
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3.

Enter data manually or use the List of Values (LOV). See next two sections.

Enter Data Manually

1.
2.

Enter the appropriate value in the each Low/High segment field (i.e., Accounting Flexfields).

Use the tab key to move between Account code segments.

NOTE: System automatically moves you to the High field in each segment and transfers the same
entry. Leave this default in all the High fields if you are querying one account code combination

3.

© N o v &

10.

11.

12.

Enter value in Fund Type / Low field (i.e., 010).

If querying a range of Fund Types, enter value in Fund Type /High field (i.e., 010) then tab.
Enter value in the Fund / Low field (i.e., 0000).

If querying a range of Fund accounts, enter value in Fund /High field (i.e., 0000), then tab.
Enter value in the Organization / Low field (i.e., 20000).

If querying a range of Organizations, enter value in the Organization /High field (i.e., 29999),
then tab.

Enter value in Natural Account / Low field (i.e., 300000).
If querying a range of Natural Accounts, enter value in Natural Account /High field
(i.e., 958000), then tab.

Enter value in the Project / Low field (Alphanumeric Format, i.e., UN2006000). The first two
characters must be capitalized. The only exception is the null project which is nine zeroes. If
querying a range of all Projects see section below.

If querying a range of Projects, enter the value in Projects/High field (Alphanumeric Format:
XX#t####). The first two characters must be capitalized. The only exception is the null
project which is nine zeroes. If querying a range of all Projects see section below.
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13. Click OK button after the range is entered in the Find Accounts window, the valid account
code combination results display in the Accounts section of the Account Inquiry window.

010-0000-20010 00D N0G000 -
010-0000-20010-119000-UN2006000
ll]1l]-l]l]l]l]2l]l]1l]-1191l]l]-UN2l]l]ﬁl]l]l]
010-0000-20010-152000-UN2006000 -

14. Press the down/up arrow keys on your keyboard to move from one account code
combination to the next or use your mouse on the vertical scroll bar (located to the right of
the Accounts section) to move from one account code combination to the next.

Enter Data Using the List of Values (LOV)

Each segment field within the account code combination has an LOV available for use. The data can
be entered into each segment if known, or use the LOV to pick from the available options.

1. Click in the each segment field.

2. Click the LOV EH button in a field. The segment name window is displayed.

Lo
FUND TYPE m
IND

3. Click in the Find field.
4. Enter a partial description plus the wildcard (%). The results are displayed. For example;
o Enter 200% to find a list of organizations that begin with 200
o Enter %VP Finance% that would list any organizations in the Description field including
this text.
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CE ADMIN
SINESS SERWICES
20015 BUDGET ANALYSIS PLANMING
20020 ADMISSIONS

20030 OHIO UNIVERSITY POLICE DEPARTMENT
20040 ENVIRONMENT HLTH SAFETY
20041 RISK MANAGEMENT SAFETY

20050 DESIGN AND CONSTRUCTION
20080 HUMAN RESOURCES

20070 PROFESSIONAL DEVELOPMENT
20080 REGISTRAR

20080 STUDENT FINANGIAL AID

5. Scroll through the list to click on the appropriate option.
6. Click OK. The selected option is now displayed in the account code segment field.
7. Continue using the LOV for each account code segment or enter manually.

High

0000
20010

999999
UNZ006000 B

8. After the range is entered in the Find Accounts window, click OK. The valid account code
combination results display in the Accounts section of the Account Inquiry window.

010-0000-20010 000 N06000 =
010-0000-20010-119000-UN2006000
010-0000-20010-119100-UN2006000
010-0000-20010-152000-UN2006000 -

9. Press the down/up arrow keys on your keyboard to move from one account code
combination to the next or use your mouse on the vertical scroll bar (located to the right of
the Accounts section) to move from one account code combination to the next.

OHIO Page 31

UNIVERSITY Finance




Oracle Navigation Document ID: FMSNAV0010

Effective Date: 08/07/2014

Query One Account Code Combination

To query a single account, the same values need to appear in both the Low and High segment fields.
The system automatically moves you to the High field in each segment and transfers the same entry.
You will leave this default in all the High fields if you are querying one account code combination. Or

if you want to query one account code combination but with all natural accounts, only enter a range
in the natural account field. See natural account information below.

Query Account Code Ranges

To query a complete range in a specific account code segment you can either;

1. Enter 0’s in the Low fields and 9’s in the High fields, unless it is for the Project segment then
enter 0’s in the Low fields and 2’s in the High fields, or
EXAMPLE:

If you want all natural account codes in the account code: 010-0000-20010-XXXXXX-UN200600,
enter all zeroes in the low field and all nines in the high field in the Natural Account segment.

o High
FUND TYPE J

20010
000000 999999
UN2006000 UNZ006000) H

20010

2. Leave the account code segment Low/High fields blank. It will query all available values in
that particular account code segment.
ATTN: IT IS NOT RECOMMENDED TO LEAVE MORE THAN ONE ACCOUNT SEGMENT BLANK.
THE QUERY MAY CAUSE THE SYSTEM TO SLOW DOWN CONSIDERABLY.
High
FunD TvEE Do jilE
Fu
20010 20010
{31 | UN2006000 UNZ006000
3. Click OK button. After the range is entered in the Find Accounts window, the valid account
code combination results display in the Accounts section of the Account Inquiry window.
4
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010-0000-20010 (00 N06000 =
010-0000-20010-119000-UNZ006000
ll]1l]-l]l]l]l]2l]l]1l]-1191I]I]-UN2I]I]BI]I]I]

4. Pressthe down/up arrow keys on your keyboard to move from one account code
combination to the next or use your mouse on the vertical scroll bar (located to the right of
the Accounts section) to move from one account code combination to the next.

Query a Single Account with All Natural Account Code Transactions
If you want to query one account code combination but with all natural account code transactions,
only enter a range in the natural account field.
1. Enter 000000 in the Natural Account / Low field.
2. Enter 999999 in the Natural Account / High field.

(1 High
FUMND TYPE m
- 0000
N 20010

{IF| 000000 999999
15| LIN2006000 LINZ006000;

Example: The values entered in the Find Accounts window above, will produce results for one
account code combination: 010-0000-20010-UN2006000 with all relevant Natural Account codes.

3. Click OK. After the range is entered in the Find Accounts window, the valid account code
combination results are displayed in the Accounts section of the Account Inquiry window.

Query a Range of Project Accounts

To query for a range of Project account code combinations enter a unique combination into both
the Low and High segment fields. The project segment is the only alphanumeric segment field.

1. If querying a range of Projects, enter the value in the Project / Low field (Alphanumeric
Format: XX###t###). The first two characters must be capitalized. The only exception is the
null project which is nine zeroes.
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2. If querying a range of Projects, enter the value in the Projects/High field (Alphanumeric
Format: XX#######). The first two characters must be capitalized. The only exception is the
null project which is nine zeroes.

3. Click OK. After the range is entered in the Find Accounts window, the valid account code
combination results are displayed in the Accounts section of the Account Inquiry window.

ATTN: TO QUERY FOR ALL PROJECTS IN A SPECIFIC SUBSET OF FUND TYPE/FUND/ORGANIZATION COMBINATIONS,
ENTER NINE 0’S IN THE LOW FIELD AND NINE 2’S IN THE HIGH FIELDS.

NOTE: In the example below, the query will display all Projects in the specific subset of Fund Type
010, Fund 0000, all Organizations, and all Projects, but only Natural Accounts from 400000-499999.

5 C1E 400000
1000000000

Querying a New Range of Account Codes
You can modify the original account code range or clear your results to query a new range of
accounts;
1. Clickin the first line of the Accounts section.

010-0000-20010 00 06000
010-0000-20010-119000-UN2006000

2. Click the Find icon in the toolbar. The Find Accounts window displays.

Click the Clear button to make modifications to the selection criteria or to start a new query.

Enter values in Low/High account code segments. Refer to the Enter Data Manually or Use
List of Values (LOV) section above.

5. Click OK button.
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BUDGET NAMES
1. Click in the Budget field.

2. Click the List of Values (LOV) B button. The Budgets window is displayed.
3. Click on the OU FMS BUDGET option. This is the default budget option.

o OU FMS BUDGET-Ohio University Financial Management System Budget
4. Click OK button. Results are displayed in the Budget section.

Budget
FND FMS BUDGET
QU FMS BUDGET

R12 TESTING BUD

SUPPLIERS/TRADING PARTNER

Supplier Name or Trading Partner is used throughout Oracle eBiz. You may either enter or search for
the Supplier name or Trading Partner name.

1. Either click in the Supplier field and enter the name or partial name of the supplier plus the

wildcard, or click the List of Values (LOV) E button and enter name of Supplier. It is
recommended to enter a partial description plus the wildcard (%). The wildcard should be
used in the beginning and end of the description entered. Supplier names may be entered
differently in the Supplier tables than the familiar DBA or “Doing Business As” name.

2. Click Find button.

o If you searched from the Supplier field and there is an exact match, the supplier name
will be automatically entered in the Name field.

o If you searched from the Supplier field and there is not an exact match, the Supplier
window is displayed with a listing of supplier names that include “gray”. Scroll down the
list and click the appropriate supplier name. Then, click OK button.

o If you searched from the LOV, the Suppliers window is displayed with a listing of supplier
names that include “gray”. Scroll down the list and click the appropriate supplier name.
Then, click OK button.
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Oracle Navigation

'Tra-:lmg Partner

Find g ey

C D
RA
GRANT GRAYBILL 42238 Mo

Suppliers

Find b lEre

Supplier | Mumber | On Hold | Taxpayer D | Tax Registration Mum

GESA INC DBA GRAYSTONE GROLUP ADY.. 13006
GLEMM GRAYSHAW 10820

NOTE: In the above example the end user was looking for Graystone Advertising. The actual supplier
name was entered as GBSA INC DBA GRAYSTONE GROUP ADVERTISING. The supplier name would

not have displayed in the result set if the end user had entered “gray%”. Since there was part of the
supplier name before “GRAY,” the wildcard (%) must also be entered before the name description as

well as after the name description.

Entering search criteria- Supplier/Trading Partner (error message)

If you enter a supplier name that is not in the system or is a non-supplier you will get one of two
errors. A message at the bottom of the window and/or a popup window.

FRM-4

rch criteria.
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PROJECTS

Project Number is labeled as either “Project” or “Number” on the various screens in Oracle eBiz.

ATTN: SEE THE LIST OF PROJECT PREFIXES BELOW.

At Ohio, Project Numbers use a prefix which identifies the type of Project.

Project Prefix Table
Prefix Type of Account Prefix Type of Account
GR Grants GM Grants - Monthly Billing
GL Grants - Letter of Credit GQ Grants - Quarterly Billing
GE Grants - End of Period Billing GA Grants- Annual Billing
GC Research Challenge GF Grants-Foreign Sponsor
UM Capital Improvement UE University Endowments
PR Renewal & Replacement - PH Plant Fund — Indirect Project —
Contract Project Not a Construction
PL Plant Fund - Capital Project PC Plant Fund Contract Project -
Not a Construction

Entering Project search criteria- Project Number
1. Project/Number: Enter the project number (key value or use the LOV).

e Enter the project number: i.e., GL0010319, or partial project number plus the wildcard
and click Find, or

e  Click in the Project/Number field and click the LOV icon. The Project/Project Numbers
window is displayed. Enter the partial project number plus the wildcard (%) before and
after the partial project number. Click Find button. Click on the desired project number.
Click OK. Click Find.

2. Task: Once the Project number is entered, to search for the task number associated with the
project;
e C(lick in the Task field.
e Click LOV icon. Task window is displayed. Only Tasks associated with the Project will

display.
e C(Click the desired task number.
e Click OK.

Praject |GLOD10319
Task (01.01
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Entering Project Search Criteria- Customer
The Customer in Oracle Projects module is the name of the granting agency.
1. Either click in the Name field and enter the name or partial name of the customer plus the
wildcard, or click the List of Values (LOV) B button and enter name of Customer. It is
recommended to enter a partial description plus the wildcard (%). The wildcard should be

used in the beginning and end of the description entered. Official customer names may be
entered slightly different in the Customers tables than the familiar name.

Custormer

Relationship —J

2. Click Find.

o If you searched from the Name field and there is an exact match, the customer name
will be automatically entered in the Name field.

o If you searched from the Name field and there is not an exact match, the Customers
window is displayed with a listing of customer names that include “gold”. Scroll down
the list and click the appropriate customer name. Then, click OK.

o If you searched from the LOV, the Customers window is displayed with a listing of
customer names that include “gold”. Scroll down the list and click the appropriate
customer name. Then, click OK button.

NOTE: In the above example the end user was looking for Gold Foundation. The actual customer
name was entered as ARNOLD P GOLD FOUNDATION. The supplier name would not have displayed
in the result set if the end user had entered “gold%”. Since there was part of the supplier name
before “GOLD”, the wildcard (%) must also be entered before the name description as well as after
the name description.
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Entering Project search criteria- Project Status

Project Statuses: Only Approved or Closed is used by OU.

Entering Project search criteria- Project Category

Project Type can be:

Agency-Agency-INDIRECT

AUX CAPITAL IMPROV-Capital Improvements for Auxiliaries-INDIRECT
CAPITAL ALL COSTS-Capital Projects — All cost categories-INDIRECT

CAPITAL IMPROVEMENTS-Capital Improvement Projects-INDIRECT

CAPITAL PROJECT-DOES NOT REQUIRE COMPLETE ASSET DEFINITION-CAPITAL
FEDERAL-Federal Contract-CONTRACT

FEDERAL IND BURDEN-Federal Indirect Projects with Burdening-INDIRECT
FEDERAL INDIRECT-Federal Indirect-INDIRECT

FEDERAL PELL-Federal Contract-Pell -CONTRACT

FEDL AIRPORT-Federal Airport Auxiliary-CONTRACT

FEDL RES&DINING-Federal Residence & Dining-INDIRECT

HB EQUIPMENT-HB Equipment-Do not use

HB EQUIPMENT-HB Equipment-Indirect Project-Not Contract or Construction-INDIRECT
LOCAL-Local Contract-CONTRACT

LOCAL IND BURDEN-Local Indirect Projects with Burdening-INDIRECT

LOCAL INDIRECT-Local Indirect-INDIRECT

OTH GOVT INDIRECT-Other Government Indirect-INDIRECT

OTHER GOVERNMENT-Other Government Contract-CONTRACT

OU CAPITAL PROJECT-OU Capital Project-Do not use

OU ENDOW OTHER-OU Endowment Other-INDIRECT

OU ENDOWMENT-0OU Endowments for Student Aid-INDIRECT

PLANT FUND MISC-IND-PLANT FUND MISCELLANEOUS-INDIRECT

PRIVATE GIFTS INDIRECT-Private Gifts, Grants and Contracts Indirect-INDIRECT
PRIVATE-Private Contracts-CONTRACT

PRIVATE GIFTS-Private Gifts, Grants and Contracts-CONTRACTS

PRIVATE ICA-Private Intercollegiate Athletics-INDIRECT

PRIVATE IND BURDEN-Private Indirect Projects with Burdening-INDIRECT
PRIVATE INDIRECT-Private Indirect-INDIRECT

RENEWAL & REPLAC-IND-Renewal & Replacement Accounts for Plant Funds-INDIRECT
RESEARCH CHALLENGE-Research Challenge Accounts-INDIRECT

STATE-State Contracts-CONTRACT

STATE AIRPORT-State Airport Auxiliary-CONTRACT

STATE APPROPRIATIONS-State Appropriations-INDIRECT

STATE IND BURDEN-State Indirect Projects with Burdening-INDIRECT

STATE INDIRECT-State Indirect-INDIRECT
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Entering Project search criteria- Project Category
Project Categories can be:

e Agency-Agency

AUX CAPITAL IMPROV-Capital Improvements for Auxiliaries
CAPITAL IMPROVEMENTS-Capital Improvements

CAPITAL PROJECT-Capital Project

e ENDOWMENTS-Endowments

e FEDERAL GRANTS-Federal Grants

e HB EQUIPMENT-HB Equipment

e LOCAL-Local Grants and Contracts

e OTHER GOVERNMENT-Other Government

PRIVATE-Private Grants and Contracts

e PRIVATE GIFTS-Private Gifts, Grants and Contracts

e STATE-State Grants and Contracts

e STATE APPROPRIATION-State Appropriation
ENCUMBRANCES

Throughout Oracle eBiz, users often have the option of specifying whether or not to show
encumbrance data on the screens. You may also specify what types of encumbrances to include.

1. Click in the Encumbrance Type field.

2. Enter the Encumbrance Type.
Depending on what window is retrieving encumbrance type data there are different
defaults.

3. All Encumbrance Type option is the default. Accept the default or click the List of Values

(Lov) B button. The Encumbrance Types window is displayed.
4. Click on the appropriate Encumbrance Type as described in the next table.

Encumbrance Type Option Description

ALL Includes all encumbrance types.

Commitment An encumbrance you record when a purchase requisition is approved.
Invoice An encumbrance you record when an invoice is approved.

Obligation An encumbrance you record when a purchase order is approved.

5. Click OK. The encumbrance type is displayed in the Encumbrance Type section.
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JOURNAL SEARCH

You can search from the Find Journals window or the Journal Entry Inquiry window. You can enter
search criteria in one of more fields to initiate your search depending on the information you have
available to you.

Enter Search Criteria on Find Journals Window
Path: FMS View Only>General Ledger>Journal>Find Journals window
If you use the Find Journals window to conduct a search, you can search from any of the available
fields. Use the Period and Category fields, if the Batch or Journal name is unknown.
Batch
1. Click in the Batch field.

EO PN JOUIMAIS oromoromsror s or e ar e am s s e m i m e ram o m i m it irrir e e e we ee e oo oo e | B

Sl %BA120214%

2. Enter Batch name (either key value or use LOV). If using the LOV, the Batches window
displays.
Enter the Batch name or partial description plus the wildcard (%) in the Find field.

. Click the Find button. Results are displayed in the Batch Section.
5. Click the appropriate Batch name.

BIENES i e i 2 X

FUEIBATZ20214.%

Batch
BA120214.0833R08045E 14-FEB-2014 12:44:14

BA120214.0835P08013E 13-FEB-2014 09:01:33
BA120214.0857R0OB096E 25-FEB-2014 15:10:49
BA120214 1016P02015E 13-FEB-2014 09:11:21
BA1202141145G08BE3T 21-FEB-2014 15:49:39
BA120214.1153P08031E 21-FEB-2014 15:26:03
14.143 -FEB-2014 14:17:08
: BA120214.1527P08023E 20-FEB-2014 11:23:54
BA120214.1547G0BE2E 21-FEB-2014 15:30:51

6. Click OK. You are returned to the Find Journals window.

7. Either click the Find button to initiate the search query or continue to add criteria to fields
to narrow the search. If you click the Find button the Journal Entry Inquiry window will
display. For further details, refer to the Journal Entry Inquiry window section.

NOTE: You can search from all the other fields using the same process as the Batch field above.

s g
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Journal
Enter the Journal name (either key value or use LOV).
Source
Enter the Source (either key value or use LOV).
Category

Enter the Category (either key value or use LOV). Some examples of Category names are
Adjustment, Internal Billing, Purchases, Payroll, etc.).

Period

Enter the Period (either key value or use LOV).
Enter Search Criteria on Journal Entry Inquiry Window

Path: FMS View Only>General Ledger>Journal>Find Journals window
1. Close the Find Journals window. The Journal Entry Inquiry window is open.
2. Pressthe F11 key. The fields become searchable and turn a light green color (color may vary
depending on your computer display settings).

[© Joumal Entry Inquiry (OHID UNIVERSITY FMS)

Batch Status || Source Categary Period Batch Name Journal Name Currency Joumal Dehit Joumal Credit
11366.66(1 *

w

Enter your search criteria into any field. You may enter criteria in more than one field.
Press Ctrl key plus F11 key at the same time to initiate the search.
5. Press F4 key to cancel the search.

E

=
=

| Batch Status || Source Category Petiod Batch Mame Journal Marme Currency, Journal Dehit Journal Credit

| Poste Manual Internal Billing| FEB 2014- | BA120214.1527 P0802 | BA120214.1527 P0B02:| USD 11,366.66 11,366.66 © ~

Review Journal Review Batch Reguery
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ZOOM TO IMAGED DOCUMENTS FROM ORACLE WINDOWS

The university uses the OnBase system to store imaged documents. If an imaged document is

available for an item/row, the Zoom @ icon will be illuminated.

NOTE: The only purchase orders that are imaged are manually entered purchase orders that are
printed and mailed to the supplier.

1. Click on the row of the document (if more than one).

2. Click the zoom icon in the menu toolbar. The document opens.

Eile Edit iew Folder Tools Inguire Yindow

I IR

&
G
S
&

“xd

3. If there are multiple documents linked, they will be listed under Document Name.

|
Document Name

Diraect Payment - DP250310.1010 - DELPHOS TENT & AWNING - 181:
hecks - 1022517 - DELPHOS TENT & AWNING - DP250210.1010

4. Click a document to open it (sample document below).

1 o e e e
| [Orr e ——— —
= ECNEEEY

Tuppiiar Wotas: Tota 15,368.17

VOID |

3
i
i

i3
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View or Print Any Imaged Document

1. With the document image displayed in the OnBase popup window, view or print the document.

CCNEITHEY:

o Toview:
e Click on the left and right arrows to page through documents over one page,

starting with First Page, Previous Page, Next Page, and Last Page

&,
e Zoom in on the image .

e Zoom out on the image @%

=l

e Click on Fit Width E icon.

(]

e Click on Actual Size icon.

e Click on Fit In Window icon.

)

e Click on Rotate Counterclockwise icon.

&

e Click on Rotate Clockwise icon.
o To print:
e C(Click on the Print = icon. The Print Options window displays.
e Click on the appropriate radio buttons for All Pages, Current Pages, or Pages.
e Click Print button. The Print widow displays.
e C(Click Print button again.

= Print [ =

General | Options

Select Printer

= Snaglt &
FEVPA-OFactory-201 on printers

< [ (I} ]

: Location, 9 Factory §t Room 201
Print Range Comment: MO Group Xerox WorkCentre 7835 PCLE 1
(@Al Pages

_JCurrent Page Page Range
= @Al Number of copies: 1
) :
\_/Pages : Selection Current Page
Enter sither 2 single page number or a single pags © Pages 1 Collate
- ) 3 3
= For exam P |E, 5-12. Enter either a single page number or a single 1LZI 1IZL
page range. For example, 5-12
Print | Cancel
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VIEW / EXPAND FIELD DESCRIPTIONS

In order to view information in a field that is not fully displayed you can either expand the field to
read the field information or click the Edit Field icon to read the field information.

1. Display the Editor window for the current field to view more information.
o Click in the field that you want to expand.

ment Rate Dah{ Payment Rate Type | FPayment Rate | Distribution Set || Description

UL -Z2008 ADVERTISEMENTS FOR EMPL

2CT- 2011 Advertisement for position op:
IJCT-2[I11 Advertisement for position op

o Click the Edit Field icon in the toolbar. The Editor window displays the full description.

o Click OK or click Cancel to close the window.

2. Expand the field to read.
o Left-click the line on the right-side of the column header of the field to expand it and

read the information in the field. A double-headed arrow should appear.

ition Set

Description
ADVERTISEMENTS FOR EMPL

Advertisement for position o

o While holding down the mouse, pull the column to the right far enough to read the field
description (see full field descriptions next).

NOTE: As soon as you release the mouse, the main grid will return to the original view with the
first column displayed. If you were moving a column to the right of the original view, you will
need to scroll to the right to view it again. You will see the full description displayed.

39t||Description Qi
ADVERTISEMENTS FOR EMPLOYMENT

Advertisement for position openings for Reporting Analyst and Registrar Services Analyst
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EXPORTING SCREEN DATA FROM AN ORACLE FORMS
WINDOW

When your query results are displayed in the window, you may want to export the queried results.

1. Click on the Toolbar menu File>Export. A Progress popup window displays. If there are more
than 100 records, a Decision popup window displays asking you to Continue, Stop, or
Continue to End.

2. Once all the records have been selected, a Decision popup window displays. Click Yes.

O Decision

9 Export the 204 records that were retrieved?

3. A Progress window displays a status bar as Oracle exports the data. A popup window
displays at the bottom of the screen.

Do you want te cpen or save fnd_gfm_425702.tsv from ebiz-etrn.ohio.edu? Open Save | ¥ Cancel 3
4. Click the down arrow on the Save button then click Save As button. The file is a .tsv file.
5. Save to a file location.
6. Open Excel.
7. Click File>Open, find the location of the file

BE SURE TO CHANGE FILE EXTENSIONS TO “ALL FILES (*.*)”

8. Click File name

9. Click Open. The Text Import Wizard displays.

10. Click the Delimited radio button. Leave everything else the same. Then click Next.

11. Click the Tab checkbox, and then click Finish.

12. Excel displays the queried and exported results. Format the Excel worksheet as desired.
13. Save the spreadsheet.
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WEB BASED ORACLE EBIZ WINDOWS

Enter Search Criteria- Account From/To Field

Follow these steps to enter search account code combinations in both the Account From field and
the Account To field. This feature is available on the General Ledger>Account Analysis and Drilldown

window.

WARNING: THE SEARCH CRITERIA IS CASE SENSITIVE. THE ACTUAL ACCOUNT CODE
COMBINATIONS MUST BE VALID COMBINATIONS. GENERIC RANGE VALUES CANNOT
BE USED IN THESE FIELDS, E.G., YOU CANNOT USE THE RANGE 000000 THROUGH
999999 IN THE NATURAL ACCOUNT CODE FIELD.

1. Click in the Account From field.
2. Enter Account Code combination:

o Manually enter the account code combination in the following format; Fund Type-
Fund-Organization-Natural Account-Project (XXx-XXXX-XXXXX-XXXXXX-UNXXXXXxXx), or

* Account From |EIlEI-EIDEIEI-EEIEIlEI-EDDDDD-LINEDDEDE| =0,
FUND TYPE-FUND-ORGANIZATION-NATURAL ACCOUNT-PROJECT

o Click the search icon E to display Search and Select: Account From window.

Search and Select: Account From

Cancel Select

Search

= FUND TYPE |010 Q,
UNRESTRICTED EDUCATIONAL AND GENERAL

= FUND |0000 Q
GENERAL OPI
= ORGANIZATION [20010

20010 VP FINA MI
* NATURAL ACCOUNT
= PROJECT X/
Search Clear

o Enter the value in each field, or

o Click the Search icon to display the Search and Select window.

e Enter a partial value then click the Go button. If you don’t know a partial value,
you can click the Go button and it will display the entire set of values for that
particular account code segment.

In the example below, the user entered a “3” in the search field. The resulting query
results display every Natural Account code that begins with a “3”.
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Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By | NATURAL ACCOUNT | [3 | 6o |
Results
Select Quick Select NATURAL ACCOUNT
0 * 300000
+ 310000
s 314000
3 320000
3 325000
3 331000
3 331500

<) Previous Next 10

Description

SUPPLIES

OFFICE SUPPLIES
COMPUTER SUPPLIES
INSTRUCTIONAL SUPPLIES
MUTRITION SUPPLIES
LABORATORY SUPPLIES

RADIOACTIVE MATERIALS

*
e C(Click on the Quick Select link displayed on the row of the appropriate value.
The value will be displayed in the account code field.

e Continue to enter values or use the search feature until all the account code

segments are complete.

o Click Search to initiate the search for the account code combination. The query results
will display in the Results section of the window.

Search and Select: Account From

Search

= FUND TYPE 010 Q
UNRESTRICTED EDUCATIONAL AND GENERAL
* FUND 0000 a,
GENERAL OPERATING
* ORGANIZATION [20010 .|
20010 VP FINANCE ADMIN
= NATURAL ACCOUNT 300000 .| ©

* PROJECT |UN2006000

[Sezrch JJ cear |

Cancel Select

o Click the radio button to the left of the account code combination.

o Click Select.
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Search and Select: Account From

Cancel Select

Search

* FUND TYPE 010 Q
UNRESTRICTED EDUCATIONAL AND GENERAL
= FUND 0000 Q
GEMERAL OPERATING
= ORGANIZATION 20010 .| G
20010 VP FINANCE ADMIN
* NATURAL ACCOUNT 300000 .| @
SUPPLIES
* PROJECT |UN2006000.,
VEFA PMO

Results

[create |

Select Code Combination
010-0000-20010-300000-UN2006000

Cancel Select

o The Account From field is completed with the account code combination.

* Account From |010-0000-20010-300000-UN200600 =5,

FUND TYPE-FUND-ORGANIZATICN-NATURAL
ACCOUNT-PROJIECT

3. Follow these same steps to enter search criteria in the Account To field.

Search

MNote that the search is case insensitive
* Ledger/Ledger Set |OHIO UNIVERSITY FMS Q
Ledger Currency USD
* Account From |EIlEI-EIDEIEI-EEIEIlEIGDEIEIDEI-UN2DDGIZIIZ
FUND TYPE-FUND-ORGANIZATION-NATURAL

ACCOUNT-PROJECT
* Account To |DlD-DDDD-ZDDlD-QMEDDD-UNmDEIJIZ
FUND TYPE-FUND-ORGANIZATION-NATURAL

ACCOUNT-PROJIECT

==

8]

REMINDER: The search criteria is case sensitive. The Account Analysis and
Drilldown is a web based feature. The actual account code combinations must
be valid combinations. Generic range values cannot be used in these fields, e.g.,
you cannot use the range 000000 through 999999 in the natural account code
field.
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Enter Search Criteria- Balance Type

Choose the appropriate Balance Type: Actual, Budget, Encumbrance.

Actual Balance Type

Click the dropdown arrow in the Balance Type field and click Actual to query for balances and
journal details of actual transactions. Actual is the default option.

Budget Balance Type
Query for balances and journal details of budget transactions.

1. Click the dropdown arrow in the Balance Type field and click Budget. A Budget field is
displayed.
2. Enter the Budget description, which is OU FMS BUDGET, or

3. Click the Search icon to display the Search and Select: Budget window.
4. Click the Go button to display the Budget descriptions.

5. Click on the Quick Select link L==ldisplayed on the row of OU FMS BUDGET. The value will
be displayed in the Budget field. OU does not use the FND FMS BUDGET.

OU FMS BUDGET-Ohio University Financial Management System Budget The value will be
displayed in the Budget field.

Search and Select: Budget

Cancel Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By | Budget V|| | Go |
Results
Select Quick Select Budget
> FND FMS BUDGET
I ou FMS BUDGET |
Balance Type |Budget W

* Budget |DU FMS BUDGET %, 4
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Encumbrance Balance Type
Query for balances and journal details of encumbrance transactions.

1. Click the dropdown arrow in the Balance Type field and click Encumbrance. An
Encumbrance field is displayed.
2. Enter the Encumbrance description, or

Click the Search icon to display the Search and Select: Encumbrance Type window.
4. Click the Go button to display the Encumbrance Type descriptions.

w

5. Click on the Quick Select link L==ldisplayed on the row of the appropriate value. The value
will be displayed in the Encumbrance Type field.

Search and Select: Encumbrance Type

Cancel Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By Encumbrance Type V|| | Go |
Results
Select Quick Select Encumbrance Type
* Commitment
% Dossier
A Invoice
% Invoices
. Obligation
%, OLD
% Projects
< >

AIAFLINY | RS

Balance Type |Encumbrance %

* Encumbrance Type [Invoice x| &
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Enter Search Criteria- Period From /To

Follow these steps to enter search criteria in both the Period From and Period To field. Both fields
will display the default of the current accounting period. To change the Accounting From/To fields;

* Period From JUL 2013-14 \—1
* Period To | JUN 2014-14 \—1

1. Click in the Period From field.
2. Enter the Period description, (month, calendar year, fiscal year, e.g., JUL 2013-14), or

Click the Search icon to display the Search and Select: Period From window.

4. Enter a partial value then click the Go button. If you don’t know a partial value, you can click
the Go button and it will display the entire set of values.

Search and Select: Period From

Cancel Select

Search

To find your item, select a filter item in the pulldown list and enter a value in the text field, then select the "Go" button.

Search By | Period "“]U' | o]
Results
<) Previous Next 10 2
Select Quick Select Period
O 4 JuL 2019-20
1 JUL 2018-19
4 JuL 2017-18
1 JUL 2016-17
id JUL 2015-16
1 JUL 2014-15
JUL 2013-14
i JUL 2012-13
1 JUL 2011-12
id JuL 2010-11

) Previous Next 10 =

5. Click on the Quick Select link L==Idisplayed on the row of the desired accounting period.
The value will be displayed in the Period From /To field.

6. Follow these same steps to enter search criteria in the Period To field.
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Sort Search Results- in Web Based Oracle Windows

Once you have search results displayed in the web based Oracle window, you can sort the data, if
the sort feature is available in the column header.

Export <) Previous |1-10 V| Next 10 &

Ledger ~ Account |Per'|od \Curreng PTD_PTD Converted YTD_YTD Converted Summary Accounts
JOHIO UNIVERSITY FMS  010-0000-20010-300000-UN2006000 OCT 2013-14 USD 29.04 29.04 32
JOHIO UNIVERSITY FMS  010-0000-20010-300000-UN2006000 |NOV 2013-14 USD 103.98 133.02
JOHIO UNIVERSITY FMS  010-0000-20010-300000-UN2006000 DEC 2013-14 USD 102.52 235.54
JOHIO UNIVERSITY FMS  010-0000-20010-310000-UN2006000  JUL 2013-14 USD 168.95 168.95
JOHIO UNIVERSITY FMS  010-0000-20010-310000-UN2006000  AUG 2013-14 USD 213.22 382.17
JOHIO UNIVERSITY FMS  010-0000-20010-310000-UN2006000 |SEP 2013-14 USD 39.25 421.42
JOHIO UNIVERSITY FMS  010-0000-20010-310000-UN2006000 OCT 2013-14 USD 518.25 940.67
JOHIO UNIVERSITY FMS  010-0000-20010-310000-UN2006000 |NOV 2013-14 USD 180.70 1,121.37
JOHIO UNIVERSITY FMS  010-0000-20010-310000-UN2006000 JAN 2014-14 USD 9.30 1,130.67
JOHIO UNIVERSITY FMS | 010-0000-20010-310000-UN2006000 |FEB 2014-14 USD 160.15 1,290.82 32
Evnart | S provione [0 el o 10 5

1. Click in the column header. If an arrow appears in the column header you can sort that data.
2. Sort the data to view it by Period and back again to sort by Account code, if desired.
o Click in the title bar of the results, in the particular column by which you want to sort.
The data is sorted in ascending order. An up arrow appears.
o Click in the column to reverse the order of the data to appear in descending order. A
down arrow appears.

Export 9 Previous Next 10 ®
Ledger |Account [period »  fcurrency  PTD PID Converted VID VD Converted Summary Accounts
OHIO UNIVERSITY FMS  010-0000-20010-600000-UN2006000 |DUL 2013-14 USD 20.00 90.00
OHIO UNIVERSITY FMS  010-0000-20010-510000-UN2006000 |t 2013-14 s 50.95 50.95
OHIO UNIVERSITY FMS  010-0000-20010-310000-UN2006000 |DUL 2013-14 IsD 168.95 168.95
OHIO UNIVERSITY FMS  010-0000-20010-611000-UN2006000 |UL 2013-14 USD 16.00 16.00
OHIO UNIVERSITY FMS  010-0000-20010-551000-UN2006000 |UL 2013-14 s 43031 43031
OHIO UNIVERSITY FMS  010-0000-20010-550000-UN2006000 |UL 2013-14 S 214.96 214.96
OHIO UNIVERSITY FMS  010-0000-20010-314000-UN2006000 |DUL 2013-14 USD 10225 102.25
OHIO UNIVERSITY FMS  010-0000-20010-600000-UN2006000 |lAUG 2013-14 s 132.00 222.00
OHIO UNIVERSITY FMS  010-0000-20010-310000-UN2006000 |/AUG 2013-14 JUSD 21322 382.17

o Click in the Account column to sort by account code combinations, either in ascending
or descending order.

Ledger Account ~ Period Currency  PTD PTD Cos YTD YTD Cos Summary
OHIO UNIVERSITY FMS |/010-0000-20010-300000-UN2006000 |DEC 2013-14 USD 102.52 235.54 13
OHIO UNIVERSITY FMS ||010-0000-20010-300000-UN2006000 [NOV 2013-14 USD 103.98 133.02
OHIO UNIVERSITY FMS | 010-0000-20010-300000-UN2006000 |OCT 2013-14 USD 20.04 20.04
OHIO UNIVERSITY FMS ||010-0000-20010-310000-UN2006000 |FEB 2014-14 USD 160.15 1,290.82
OHIO UNIVERSITY FMS ||010-0000-20010-310000-UN2006000 JAPR 2014-14 USD 139.58 1,545.95
OHIO UNIVERSITY FMS | [010-0000-20010-310000-UN2006000 |MAR 2014-14 USD 115.55 1,406.37
OHIO UNIVERSTTY FMS | 010-0000-20010-310000-UN2006000 [JUL 2013-14  USD 168.95 168.95

3. Toview all the query results, click the Next 10 link in the bottom right corner of window.
Click the Previous link to go back to previously viewed results, or click the down arrow and
return to previously viewed results.
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Defining Personalize Views in Web Based Oracle Windows
Create View (Search)

Refer to individual training documents to access how to search from specific Oracle web based
windows; General Ledger-Account Analysis and Drilldown, General Ledger-Account Inquiry, General
Ledger-Journal Entry Inquiry, etc.

Save the Created or Updated View

After customizing the view of the results table, you can;

= = - D Y LT L T 11 i -
Balancing Segment |DlD |
Natural Account starts with v 300000 |
Segment
GL Date |01-2u-2013 | @
Add Another |Acc0unted CR V| Add |

I| Cancel] | [ Revert | ' Apply and View Results | ' Apply I

1. Click Apply and View Results (see button highlighted in red in above screen shot) to save
and immediately view the results of the updated view (search).

Depending on what window you were on either the View Journal Entry Lines>Views window
or the Account Balances>Views window is displayed with the updated results. View results.
For more detailed instructions to view results refer to the Access a Saved View (Search)
section.

2. Click Apply (see button highlighted in red in above screen shot) to save the updated view
(search). The Personalize Views window is displayed. The saved views are listed.

3. Click Revert (see button highlighted in red in above screen shot) to revert back to the
existing view. This can be used if you have started to edit search parameters in the existing
view and you want to start over but with all the original search parameters without
canceling and selecting the view again.

4. Click Cancel to cancel saving the new view.

Access a Saved View (Search)

To access the saved views depends on your current location in the system.

1. You can access the saved Views from Account Analysis and Drilldown window, Account
Inquiry window, or from Journal Inquiry window.
o Account Analysis and Drilldown to Saved Views:

e To access saved views that were previously created follow the path: Click General
Ledger > Click Account Analysis and Drilldown. The Account Balances window is
displayed. Go to step #4.
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e To access a saved view directly after creating the view and applying (saving) the
query, click on Saved Views button. Go to next step #4.

o Journal Inquiry to Saved Views:
e To access from login; Click General Ledger > Click Journal. Enter your search
criteria, then drilldown to the View Journal Entry Lines.
e C(Click on Views button. Go to step #4.
o Account Inquiry to Saved Views:
e To access from login; Click General Ledger > Click Account. Enter your search
criteria, then drilldown to the View Journal Entry Lines.
e Click on Views button. Go to step #4.
2. Click the dropdown arrow in the View field.

Account Balances
* Indicates required field

Inquiry Type |Period Listing %
Views

New Search

View| | vI Go Personalize

¥ TIP For explanation of currency codes used in this page, see the currency key.

Export
Ledger Account Period Currency PTD PTD Converted  ¥YTD ¥TD Converted

No search conducted.

3. Click on the appropriate view (saved search).

Account Balances
* Indicates required field

Views

View Personalize

300000 to 958000 for fiscal year July 1st thru Current Period
«11p Fi Duplicate of [Travel Expenses for July 2013 thru May 2014]
Expense Report for First Six Months of Fiscal Year
EXPOY Raport for expenditures from 300000 to 700000 July 1 thru current date
Ledger| Report for expenditures from 300000 to 700000 July 1 thru current period
No sear) Report of office supplies for the division
Travel Expenses for July 2013 thru May 2014

New Search

PTD PTD Converted YTD YTD Converted

4. Click Go. Oracle will display the results of the original search criteria for that saved view.

View existing results.
5. Click the Next ## link or the dropdown arrow to view additional pages of the search results.

Previous MNext 25 (=

6. To drilldown, click the PTD dollar amount. For more detailed instructions, refer to the
General Ledger-Account Inquiry document.
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Personalize / Edit a Saved View (Search)

Access saved views that were previously created in order to update an existing view, duplicate a
view (then rename it and edit it), or delete a view. You can also create a new view from the
Personalize Views window by selecting the Create View button.

1. You can access the Personalize Views window from Account Analysis and Drilldown or from
Journal Inquiry. You can get to the Views window several ways depending on your current
location in the system.

Account Analysis and Drilldown to Personalize Views window
o To access from login; click General Ledger > Click Account Analysis and Drilldown. The
Account Balances window is displayed.
o Click on Saved Views button or New Search button then Saved Views button depending
on your location in the system.
Journal Inquiry to Personalize Views window.

o To access from login; Click General Ledger > Click Journal. Enter your search criteria,
then drilldown to the View Journal Entry Lines.
o Click on Views button.

2. Click the Personalize button.

ATTN: FROM THE PERSONALIZE VIEWS WINDOW THE FOLLOWING OPTIONS ARE AVAILABLE; DUPLICATE A SAVED VIEW,
CREATE A NEW VIEW, UPDATE A SAVED VIEW, OR DELETE A SAVED VIEW.

O HI O Account Analysis and Drilldown

UNIVERSITY

I Personalize Views I
Cancel Apply

Below is a list of all pre-configured and/or personalized views applicable to "Balance Inquiry Period Listing Table" table on the previous screen. Pre-configured views are
read only. Duplicate a pre-configured view to see its definition or to create a variation of the same.

Select View: | Dupiicate | | | create view |

N Navigator v B2 Favorites v Home Logout Preferences Help

Display

Select View Name Description View Defaul |M 1 ﬁ
Expense Report for First Six Months of This search pulls up all expenditures for 300000 thru 958000 for the period starting
Fiscal Year July 2014 thru the current day/month. You must change "To" date when you access. V4 [mi

Then edit the view.

300000 to 958000 for fiscal year July This search pulls up all expenditures for 300000 thru 958"009 for the period starting

T T e e July 2014 thru the current day/month. You must change "To" date when you access. s i}
Then edit the view.

Page 56 OHIO

UNIVERSITY

Finance



Document ID: FMSPA0040 Oracle Navigation
Effective Date: 08/07/2014

Update a Saved View (Search) from the Personalize Views Window

Personalize Views

ooy

Below is a list of all pre-configured and/or personalized views applicable to "Balance Inquiry Period Listing Table" table on the previous screen. Pre-configured views are
read only. Duplicate a pre-configured view to see its definition or to create a variation of the same.

Select View: | Duplicate | | | Create View

Display
Select View Name Description View DefaultjUpdate Pelete
Expense Report for First Six Months of This search pulls up all expenditures for 300000 thru 958000 for the period starting
Fiscal Year July 2014 thru the current day/month. You must change "To" date when you access.
Then edit the view.
300000 to 958000 for fiscal year July This search pulls up all expenditures for 300000 thru 958000 for the period starting
1<t thru Current Period July 2014 thru the current day/month. You must change "To" date when you access. s i}
Then edit the view.

1. Click Update to update an existing view. The Update View: Name of View window is displayed.
The view (search) originally created is displayed.

] O H I O Account Analysis and Drilldown

UNIVERSITY

N Navigator ¥ B Favorites ¥ Home Logout Preferences Help

IUpdate View: Expense Report for First Six Months of Fiscal Year I
Below is a list of attributes that can be edited to change the view and/or filter the data that is
displayed in your table. |_Cancel | || Revert | | Apply and View Results | | Apply |
* Indicates required field

General Properties

* View Name |Expense Report for First Six Months of Fiscal Year

Number of Rows Displayed |25 Rows Vv

[]set as Default

Description | This search pulls up all expenditures for 300000 thru 958000 for the period A
starting July 2014 thru the current day/month. You must change "To" date when

you access. Then edit the view.

Attribute Properties

Update the appropriate column attributes as desired. Rename Columns / Totaling

Columns Shown and Column Order

Available Columns Columns Displayed

2. Edit applicable search criteria fields. For more detailed instructions refer to Create View section
above.

3. Save the search. For more detailed instructions refer to the Save the Created or Updated View
section in this document.
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Delete a Saved View (Search) from the Personalize Views Window

| O H I O Account Analysis and Drilldown

UNIVERSITY

N Navigator v  BE Favorites » Home Logout Preferences Help

Personalize Views

Grce

Below is a list of all pre-configured and/or personalized views applicable to "Balance Inquiry Period Listing Table" table on the previous screen. Pre-
configured views are read only. Duplicate a pre-configured view to see its definition or to create a variation of the same.

Select View: | Duplicate | | | Create View |
Select View Name Description
Expense Report for First Six This search pulls up all expenditures for 300000 thru 958000 for the
(@] Months of Fiscal Year period starting July 2014 thru the current day/month. You must change
"To" date when you access. Then edit the view.
300000 to 958000 for fiscal year This search pulls up all expenditures for 300000 thru 958000 for the
O July 1st thru Current Period period starting July 2014 thru the current day/month. You must change
"To" date when you access. Then edit the view.
O Travel Expenses for July 2013
thru May 2014
Report of office supplies for the This search pulls up all expenditures for 300000 thru 958000 for the
O |diision period starting July 2014 thru the current day/month. You must change
"To" date when you access. Then edit the view.
Report for expenditures from
(2 300000 to 700000 July 1 thru
current date
o Travel Expenses for July 2013

thru December 2013

1. Click the Delete icon in the row of the saved view you wish to delete.

Display

Yes W

Yes v

< < < <5
b & & QE
< < < <

Default Update Delete
s | W
i}
s B
s B
s W
s | @

NOTE: A warning window is displayed with a question; Are you sure you want to delete your

table personalization view: [Search Name]?

O H I O Account Analysis and Drilldown

UNIVERSITY

n Navigator v B Favorites v Home Logout Preferences Help
/ty | Warning
Are you sure you want to delete your table personalization view: [Report for expenditures from 300000 to 700000 July 1 thru current
period]?

2. Click Yes to delete the view. You are returned to the Personalize Views window.
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Duplicate a Saved View (Search) from the Personalize Views Window

A view can be copied or duplicated and then edited and saved. This will save time from creating a
new view if only a few search parameters need to be edited.

RN
1 il O HI O Account Analysis and Drilldown

UNIVERSITY

N Navigator v B2 Favorites v Home Logout Preferences Help

Personalize Views

Apply

Below is a list of all pre-configured and/or personalized views applicable to "Balance Inquiry Period Listing Table" table on the previous screen. Pre-configured views are
read only. Duplicate a pre-configured view to see its definition or to create a variation of the same.

Select View: I Duplicate I | | Create View
Display
Select View Name Description View Default Update Delete
Expense Report for First Six Manths This search pulls up all expenditures for 300000 thru 958000 for the period starting
of Fiscal Year July 2014 thru the current day/month. You must change "To" date when you access. V4 @
Then edit the view.
300000 to 958000 for fiscal year July This search pulls up all expenditures for 300000 thru 958000 for the period starting
O |14t thru Current Period July 2014 thru the current day/month. You must change "To" date when you access. Vs |
Then edit the view.
ravel Expenses for July 2013 thru y @

ay 2014

1. Click the Select radio button to the left of the view you want to duplicate.

2. Click Duplicate. The Duplicate View window is displayed. The page defaults to the display
settings and query options of the saved existing view.

3. The View Name field will display the original description of the saved view with the words
“Duplicate of” in front of it. Enter the View Name to match the applicable new search
parameters.

4. Edit the applicable search parameters. Refer to the Create View (Search) section in this
document for detailed instructions.

O H I O Account Analysis and Drilldown

UNIVERSITY

N Navigator v B Favorites ¥ Home Logout Preferences Help

Duplicate View

Below is a list of attributes that can be edited to change the view and/or filter the data that is
displayed in your table.

* Indicates required field

Cancel Revert | | Apply and View Results | Apply |

General Properties

* View Name |Duplicate of [Travel Expenses for July 2013 thru May 2014] I

Number of Rows Displayed |25 Rows W

[ Set as Default

Description

5. Save the search. For more detailed instructions refer to the Save the Created or Updated
View section in this document.
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Personalize Views

Cancel Apply

Below is a list of all pre-configured and/or personalized views applicable to "Balance Inquiry Period Listing Table" table on the previous screen. Pre-configured views are
read only. Duplicate a pre-configured view to see its definition or to create a variation of the same.

Select View: | Duplicate | | | Create View |
Select View Name Description Default Update Delete
Expense Report for First Six Months | 1S search pulls up all expenditures for 300000 thru 958000 for the period starting
O |of Fiscal Year July 2014 thru the current day/month. You must change "To" date when you access. 4 o

Then edit the view.
300000 to 958000 for fiscal year July This search pulls up all expenditures for 300000 thru 958000 for the period starting

©  1st thru Current Period July 2014 thru the current day/month. You must change "To" date when you access.

Then edit the view.
~ Travel Expenses for July 2013 thru Yes v
' May 2014

This search pulls up all expenditures for 300000 thru 958000 for the period starting
July 2014 thru the current day/month. You must change "To" date when you access.
Then edit the view.

~ Report for expenditures from 300000

—_to 700000 July 1 thru current date

Travel Expenses for July 2013 thru Yes v
December 2013

Report of office supplies for the
~/division

< I« <| k] &

SIS S (8| S
a|sa a a a

Cancel Apply

Create a New View (Search) from the Personalize Views Window

A new view can be created from the Personalize Views window. The process to create a view is the
same as creating a view from any accessible window that displays the Create View button. The page
defaults to the pre-seeded display settings, where no query options are set.

O H I O Account Analysis and Drilldown

UNIVERSITY

N Navigator v B2 Favorites ¥ Home Logout Preferences Help

Personalize Views

o

Below is a list of all pre-configured and/or personalized views applicable to "Balance Inquiry Period Listing Table" table on the previous screen. Pre-configured views are
read only. Duplicate a pre-configured view to see its definition or to create a variation of the same.

Select View: | Duplicate ] | IACreate View I
Display

Select View Name Description View Default Update Delete

1. Click Create View. The Create View window is displayed.
2. Enter the view name, set search parameters, and save the view. Refer to the Create View
(Search) section in this document for detailed instructions.
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Exporting Screen Data from an Oracle Web Based Window

The Export button is located on several windows in the OUFMS: View Only>Accounts Responsibility
in the Oracle web based windows. Query the records you want to export. To Export the data:

1. Click Export button. A popup window displays at the bottom of your screen.

Do you want to open or save export.txt from ebiz-etst2.ohio.edu? Open Save |¥ Cancel x
2. Click down arrow on the Save button then click Save As button. The file is a .txt file.
3. Save to a file location.
4. Open Excel.
5. Click File>Open, find the location of the file.

BE SURE TO CHANGE FILE EXTENSIONS TO “ALL FILES (*.*)”

6. Click File name

7. Click Open. The Text Import Wizard displays.

8. Click the Delimited radio button. Leave everything else the same. Click the Next button.
9. Click the Tab checkbox, and then click Next.

10. Click the General radio button and click Finish.

11. Excel displays the queried and exported results. Format the Excel worksheet as desired.

12. Save the spreadsheet.
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