Helpful Hints for 8.4

Navigation
1. While in 8.4, do not use the Back button on your Internet browser to go to a previous page.  Use the links on the page or the menu to navigate.

2. Reduce navigation time by saving frequently-used pages under My Favorites.  Follow the instructions for Add to Favorites: http://www.uh.edu/finance/Web-based%20Training/PS8Training.htm
3. If you have a page open and need to open another one, click on the New Window link in the upper right corner.  Close the additional page when you no longer need it.

4. If a page is inactive for 18 minutes, a warning message will appear that you are about to be logged off and you will be asked to click OK to continue.  If you click OK within 2 minutes, you will not be logged off.  Otherwise, you will be logged off after 2 minutes.  If you have multiple pages open, the timeout rule applies to each page and you will receive a separate warning for each page that has been inactive for 18 minutes.  If one page is inactive for 20 minutes, you will be logged off all pages, which is why you should close pages that are not being used.  (Currently, the warning message says “60 minutes,” though it is actually 20 minutes.  This will be corrected shortly.)

Running Reports
1. All reports in 8.4 run on a server, instead of your computer.  Therefore, you will not see a SQR or Crystal icon in the gray bar at the bottom of your computer while the report is running.

2. When running reports, you do not have to (and should not) select the server.  The correct server will be selected for you automatically.  Just click "Run" and then "OK" to run the report.

3. You will know the report has finished running when you (a) see the status "Success" in the Process Monitor link or (b) see the report name in the Report Manager link.  

4. Click on the PDF file in the Report Manager link to view the report.  Click on the CSV file, if available, in Report Manager to see the report as a spreadsheet.

5. Creating a Report Manager pagelet will put a list of your most recently run reports on your Finance 8.4 Home page (this is optional, not required).  When you have a Reports Manager pagelet, you can click the Home link at the top of the screen to verify your report has finished and then quickly access the report by clicking on the report name.  Instructions for creating a Report Manager pagelet are at the bottom of the follow web page under Creating a Report Manager Pagelet:  http://www.uh.edu/finance/Web-based%20Training/PS8Training.htm
6. There are separate instructions on the Finance web site for running sections 1-6 of the UGL01074 report and running the Verification Worksheet.  These and all other department report instructions are located at http://www.uh.edu/finance/Web-based%20Training/PS8Training.htm under Department Reports.  To generate the Verification Worksheet in 8.4, certain files must be copied to your computer from the server after the UGL01074 report runs.  We hope to automate this process in the near future.
7. Some of the fund equity reports (1016s, 1060s, and 1070s) have been renumbered.  The Department Reports list on the web, referred to in 6 above, contains a cross-reference between 7.5 and 8.4 reports.  The UGL01074 and UGL01033 reports have the same number in 8.4.  The UGL01063, UGL01064, and UGL01065 reports in 7.5 were consolidated into one report, the UGL01063, in 8.4.
Accounting Dates on Vouchers and Requisitions
1. The accounting dates on Vouchers and Requisitions must be within an open accounting period when they are budget checked.  This helps to keep reports accurate and in sync.  If you try to budget check a Voucher or Requisition with an accounting date in a closed period, you will receive an error message.  Simply change the accounting date to the current date and re-budget check the document.

2. You also need to change the accounting date on Vouchers if you change the schedule due date and the accounting date is in a closed period.  Again, change the accounting date to the current date and re-budget check the Voucher.

Using the Work List to Review Budget Journals
1. The work list is only used to review and approve budget journals at this time.  Regular journals, vouchers, and requisitions will be routed and approved via the work list in the future, but for now they are routed and approved the same way they were in 7.5.  Advance notice and training will be provided before this change occurs.

2. Though the work list is currently only used to route and approve budget journals, regular journals also appear in the work list, which you can ignore.  To only view budget journals, use the Work List Filters drop down menu to select Budget Journal Approval Required, Budget Journal Approval Denied, and Budget Journal Recycle.  You will only see budget journals that require action by you.

3. Budget journals will only appear in a user's work list if it has been returned to the user by the Budget Office for correction.  When the user corrects the budget journal and submits it for approval, it is removed from the user's work list immediately.  By contrast, regular journals for all users with GEN source appear in the work list until they have completely processed.  Again, you should ignore the regular journals in the work list for now.

Passwords
1. If you know your current password, you can change it yourself by clicking on Change My Password at the bottom of the menu.  New passwords must be at least 10 characters in length with at least 1 alpha and 1 numeric character.

2. If you forget your password, you can have it emailed to you by answering a question that you create.  You create the question and provide the answer under My System Profile at the bottom of the menu.  This is also where you provide your email address.

3. If you fail to enter the correct user ID and password 5 times in a row, you will be locked out of the system.  You must call the Help Desk for your campus (UH and UHSA employees call 713-743-1411) to renew your access.

Speedtypes
1. In 7.5, most cost centers had two speedtypes--one for a General Ledger FRS account and one for a Subledger FRS account.  Either speedtype would give you the same cost center combination.  In 8.4, speedtypes associated with General Ledger FRS accounts have been eliminated if a Subledger speedtype already exists for the same cost center.  Therefore, there should be only one speedtype per cost center in 8.4.
2. One way to view the list of speedtypes for your department and the associated cost center is to run the following query: UHS_CCTR_LOOKUP_BY_DEPT.

Requisitions

All Requisitions should include your preferred vendor.  If you don’t have a preferred vendor, select “Unknown Vendor” as the vendor (vendor ID = “Unknown”).  Purchasing will assign a real vendor for you.
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