Finance — TechnologyOne
Cloud Upgrade &b

Finance — TechnologyOne is scheduled to be upgraded on the weekend of 20/21 October 2018. This
upgrade involves moving the plaform supporting the system, to the ‘Cloud’.

In the main there is little change to the functions within the Finance TechOne system however, there
are some changes that affect all users therefore, it is important you read this document so you are
familiar with the changes that come into effect after the upgrade.
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How do | access TechOne Finance systems?

Access to Finance systems is via one application “Technology One” on your Okta
dashboard. Once within the Technology One application, Finance modules will be
available. Click on the appropriate module in the ‘Ci in the Cloud’ panel.

Any browser can be used, and Citrix is no longer required.
If you do not have the Technology One application on your Okta dashboard, you will need to

apply to be a user via IDS helpdesk (ids@flinders.edu.au) or via the AssystNet application on
your Okta dashboard.

To access TechOne Financials, Please click on the below icon from your OKTA dashboard.
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TechnologyOne

Click on Core Enterprise Suite to access Technology One Financial System.

© Flinders University - My - X ¥ T Ci Anywhere Workplace X ¥ [J LogOn-CiAnywhere % ¥ {0 TechnolagyOne
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¥y Core Enterprise Suite
¥ Supplier: TECHNOLOGY ONE LTD Tota...
Purchase Requisition: Create Requisition

¥ Supplier: TECHNOLOGY ONE LTD Tota...
Purchase Requisition: Approve the Reqn

General Journal - <100K - AUD700.00 D...
Document File: Create Document File
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Document File: Create Document File

How to turn the Pop-up Blocker on or off

Block or allow pop-ups from a specific site

1. On your computer, open browser
2. Go to a page where pop-ups are blocked.



mailto:ids@flinders.edu.au

In the address bar, click Pop-up blocked.

Click the link for the pop-up you want to see.

To always see pop-ups for the site, select Always allow pop-ups from [site] Done.
Also you may go to the browser settings and turn off the Pop-up Blocker.

How to copy/paste

Copying text between the desktop and a Student or Finance window needs to go via a new
clipboard function, accessed from the top of the window.
At the top of the application window there are 3 new icons accessed via a pull down menu.

Pull down menu: ManaqemlNDE

Use the pull down menu to display the following icons

it Manazs nent = _rLIF*._F.IJFR -

New Icons:
1. Copy from desktop to server
2. Clipboard
3. Copy from server to desktop

How to print in the cloud

Scenario 1 : How to do print screen.

1. Click on the printer icon as you can see in the below screen —
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2. Then again click on the Printicon —




PrintPreview

J?@ O~ D00 B BE @@  Close | Setup..

3. A printer page would appear, just click on Print to printout the page.

Stepl: Select the Requisition you need to print by highlighting the row (as shown in below
snapshot).

Step2: Click on Release and Print Order (as shown in below snapshot).
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New Requisition ~  Purchase Requisitions
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create @ new reguisition:
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§2- Requisition Detail Enguiry ﬁz;ug:’r:ion Supplier Name Requisition Date ?_E:AGE Units | Status Sub Location

TECHNOLOGY ONE L... | 13/08/2018 160,000.00 0.0000 | Suspended | VCO
TECHNOLOGY ONE L... | 13/08/2018 45,000.00 0.0000 | Accepted | VCO
TECHNOLOGY ONE L... | 13/08/2018 150,000.00 0.0000 | Accepted
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Step 3: Click on Retrieve (as shown in below)
Step 4: Select the row by ticking the check box against that row (as shown in below)

Step 5: Click on Release and Print Selected Orders (as shown in below)

'o Flinders University - My & X v'ﬂ Ci Anywhere Workplace X YU TechnologyCne x vﬁ [CACMP-1320] FS_069 - © X v [ https:/Tsenvices-gy BGau

D7ARA

C | & Secure | https//syd0101.cis.t1cloud.com/softwar 3UbQrdcpECaPMdzQOn8UeQRUPzDpV 1R74RacHZ 111x1BMLSHgncY 1grn.htmI?8hWpkje”
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Step 6: Below window will appear after performing the Step 5.

Step 7: Now select the Print option by ticking the box and removing any ticks against any
other box. Printer Name would be by default CLOUDPRINTER. Now click on OK button.

Document Transmission (Maintenance) (FIMGK030) EE.

@ help /;\ home lsi clear

Actions to Perform Document Transmission
(™ View Processing History .
{7y View Processing History Print

Processing Options The Document will be printed using the following settings

Transmission Method No. of Copies: 2
Frinter Mame: CLOUDPRINTER E

) Print.
Pt Report Folder: [\\f05ba02e 7561 432 bb 7-24a83287c679' 05bal2e 75

[ Fax
[ Ermai Report Mame: |W1_PUPRTD1 pt

[ Eport Attachmentz
[ Window ) . ) .
Selected attachments will be transmitted along with the primary report

Details Label Date File Extension Notes

Document Definition
FORDER

Sections to Display
Print
Attachments

@ Expand All @ Callzpse All O Find

[ oK | | cancel

Step 8: Below screen would appear with message showing “Your Purchase Order is ready
to be viewed”. Click on it.
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Step 9: This will open the PDF document in your browser as shown below, now you may
print it.
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PURCHASE ORDER
Flinders suires ABN: 05 2808200
UNIVERSITY  Oedordren

& SAso2

TECHNOLOGY ONE LTD - FINANCIALS Order No:

203 FULLARTON ROAD

EASTWOOD SA 5063 Dot o

Vondor o

Date Required:

Attertion et

Ship To: Invoice To:

FLINDERS UNIVERSITY FLINDERS UNIVERSITY
ADMISSIONS - ROOM 212 STUDENT CENTRE STUDENT CENTRE - SHIP TO
STURT ROAD

BEDFORD PARK, SA 5042

Contact: Vipin
Phone: 000

Comments:
Testd

Description GST Exc GST  GSTinc
‘Amount Amount

Software Puc Testd 13636364  13636.36  150,000.00

1. Open existing Asset report
2. Expand the Output Options and select the Format option (usually pdf)

Asset Cost Movement Report Summary
General

Destination; |Di5|:>la',r announcement when report is ready for viewing

Aszzet Register™ | FLIN

Book Mumnber:* |1

D ate From:* |

Date To" |

Extended Criteria

There are currently no extended criteria for this report.
Add Criteriz

Output Oplions

‘when a report is not being sent directly to a printer, you may specify the file format in which the report is
generated. Some destination types and export formats also allow you to specify extra details about how the
report is produced.

Farmat:* | v | h

File Destination:™ Acrobat Format (PDF)
HTML 3.2
File M ame: HTML 4.0 (DHTML)
* XML
Swr Fld Code: Ciystal Report
. . Word for Windows (DOC)
Formatting Options | yord for Windows - Edtable (RTF)

These options are us Excel 97/2000 r Separated Values or Paginated Text.

Excel 57/2000 (Tabular data)

Sepator || | Rich Tex Fomat (RTF) 6|
Ascii Text
Export Mode: @ Paginated Text
Tab Separated Text
Report and Page| Comma Separated Values

Export | Character Separated Values
Tab Separated Values

Do not ex

Group sections:
Export lsolate Group sections
Do not export




3. The report will open in another tab from where it can be saved to your local drive

File Edit Goto Favorites Help

i &) Web Slice Gallery = B® Sharing files and folders - ... £ Technology One Financials

Flinders University Asset CoSt Movement Report by Asset (Entitv. YFS Lv12. Natural. Asset)
Defanlt Category Asset Regl'ster FLIN Flinders University

Asset Book 1 Accounting Book

Description Opening Asset Cost Additions Adjustments
01 Flinders Uni

8,926.092.85 0.00 0.00
445,440,920.23 0.00 0.00
5.885.771.19 n.on 000

B Savea Cop
« v A = s ThisPC » Shares (\\isd.ad.flinders.edu.au) (5:) v &  Search Shares (\\isd.adflinder... ©
Organize v New folder

Name Date modified Type
o Quick access
I Deskic, 2. PS-Financial Services Admin 5/03/20184:51PM  File folder
esktop

4 PS-FinSer Reconciliations /2018 11:44 .. File folder
& Downloads 41| PS-University Budget 21/03/2018 3:19PM  File folder
=] Documents

= Pictures
CiA Werldlow
Student System interfaces
Test Plan
UAT
#@ OneDrive - Flinders
[ This PC

B 3D Objects v <

File name: ‘ SITUC00220180831113644~600567TASRAMS05_SUMMARY

Save as type: | Adobe PDF Files ("pdf)

~ Hide Folders

How to upload a journal from a spreadsheet

1. Create an Excel Template with below required fields and data

BHS &=

I -ovc  nSRT PAGELAOUT  FORMULAS  DATA  REVIEW VW SMARTVIEW A

= X cut
B2 Copy -

¥ Format Panter

(arial o c|a A #-  BviepTet Genenal

Pase BT U- E- D-A- & ElMogesceonter - § - %

Clipbosra [ Font Alignment s
D17 - Ji || ramyaTest

A 8 c 1]
1 Decument File (Entry) (F1GLB010)

Ledger AccountNumber Amount Narrative Marrative (line2) Narrative (line 3)
01.032.01518 2022 257 Ramya Tast! Han2
0103201518 2022 256 Ramya Tast! Man2
01.032.01518 2022 250 Ramya Test! Mam2
0103201518 2022 260 Ramya Tast! Man2
01.032.01518 2022 261 Ramya Test1 Man2
0103201515 2022 262 Ramya Test! Man2
01.032.01518 2022 263 Ramya Test1 Man2
01.032.01515 2022 263 Ramya Test! Man2
01.032.01518 2022 263 Ramya Test1 Man2
01.032.01518 2022 263 Ramya Test! Man2
0103201518 2022 263 Ramya Test1 Man?
01.032.01518.2022 263 Ramya Test!_Han2
01.032.01518 2022 263[Rarmya Test1 [Nar?
01.032.01518.2022 263 Ramya Test1 Han2
01.032.01518 2022 263 Rarmya Test1 Nar?
01.032.01518.2022 263 Ramya Test! Han2
01.032.01518 2022 263 Rarmya Test1 NarZ
01.032.01518.2022 263 Ramya Test! Han2
01.032.01518 2022 263 Ramya Test1 Nar2
01.032.01518.2022 263 Ramya Test! Han2
0103201516 2022 263 Ramya Test? Man2
01.032.01518.2022 263 Ramya Test! Man2
0103201516 2022 263 Ramya Test1 Man2
01.032.01518.2022 263 Ramya Test1 Man2
01.032.01516 2022 263 Ramya Test1 Man2
01.032.01518.2022 263 Ramya Test1 Man2
01.032.01516 2022 263 Ramya Test Nan2
01.032.01518 2022 263 Ramya Test1 Man2
01.032.01518 2022 -7343 Ramya Test1 NanZ
]
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4. Inthe GL Entry - for example click on the ‘General Journal (GLJN).
0

File Edit View Tools Actions Window Help

5 MyWorkplaces g MyReponsand Files 3/ = |

Home * Project Maint * GL Chart | GLEntry ° GL Enquiry * EIE Enquiry * Reports * More “ My Workflow * Research Dasht
=)
g’.’(_ Entry (F1GLBO15) (_)/l help eforwam = %c\ose 3 clear / retrieve

New ® | GL DocumentFiles

Create a new Document File using the .
following Format: Select a Document File to open

asfjeuy pue Beig [

G | J | (GLJN
ieneral Journal @ Search | & Retrieve

AP Tax Journal (APTAXJRN)
= More.... Document File Document File Date Description Created B
17/07/2018 General Joumal YADADO2:
ST ETIT FIETE ® B 17/07/2018 General Joumal YADADOZ
k] Document File Summary Report 17/07/2018 General Joumal YADADOZ:
| Summary Document File Edit List 00325560 26/07/2018 General Joumal PAYNDOZ:
] Detailed Document File Edit List 003; 30/07/2018 General Joumal YADADO2:
30/07/2018 General Joumal YADADO2:
bz IR 8 30/07/2018 General Joumal YADADOZ:
00325570 30/07/2018 General Joumal YADADO2:

00325571 30/07/2018 General Joumal YADADOZ:
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saynone L

\piesg LI

uosisd Ay My

5. Below screen would appear once performed the above step —

o GL Officer - TechnologyOne Enterprise Suite - FLINDERS-DEV-CES ntier
Fle Edit View Tools Actions Window Help
5 MyWokpiscws g MyRupons andFies 1) Amncuncaments | Raminders || Frefaresces

Home ' Project Masint | GL Chert ' GLEnty ' GL Encuiry ' EIE Enquiry ' Reports ' More ' My Workflow ' Research Dashboard Summary for FAP | Extermal Funded Summory F&P Stsff | Untied Projects Summary FAP St
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ipives 1T seiunoney 30}

=

n

W =g | Wy

Document File

Dacumer) Fil |New

Document List
® Current Document

Header Details.
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Document Actions:

6. Now copy the selected area as shown in the below snapshot-
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B

Dissochons | Attachements

Lecger  Account Mumber  Account Muumber Dascription Smount. Nanstve Nanatve fne 2)

GL

C

Document File (Entry) (F1IGLB010)

01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01518.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022
01.032.01515.2022

Ledger Account Number Amount Narrative Narrative (line 2) Narrative (line 3)

257 Ramya Test1 MNarr2
258 Ramya Test1 Marr2
259 Ramya Test1 MNarr2
260 Ramya Test1 MNarr2
261 Ramya Test1 MNarr2
262 Ramya Test1 MNarr2
263 Ramya Test1 Narr2
263 Ramya Test1 MNarr2
263 Ramya Test1 MNarr2
263 Ramya Test1 MNarr2
263 Ramya Test1 MNarr2
263 Ramya Test1 MNarr2
263 Ramya Test1 MNarr2
263 Ramya Test1 MNarr2
263 Ramya Test1 MNarr2
263 Ramya Test1 MNarr2
263 Ramya Test1 MNarr2
263 Ramya Test1 Narr2
263 Ramya Test1 MNarr2
263 Ramya Test1 MNarr2
263 Ramya Test1 MNarr2
263 Ramya Test1 MNarr2
263 Ramya Test1 MNarr2
263 Ramya Test1 MNarr2
263 Ramya Test1 MNarr2
263 Ramya Test1 MNarr2
263 Ramya Test1 MNarr2
263 Ramya Test1 Narr2
-7343 Ramya Test1 Marr2

0

Marrative fne 3)

Resource Group

Resourca Code.




7. Paste this in the clipboard of TechnologyOne —

To IME | To clip = Close
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Once pasted in the clipboard then click on close to close the clipboard window.

8. Then highlight the first cell on the ledger (which is a starting point for copy / paste).
Now click on edit to ‘paste special’ the data in the Journal.

GL Officer - TechnologyOne Enterp
Edit | View Tools Actions Window Help
Cut Ctrl+X s Remil(lus D Preferances

Copy “r+C I Enquiry | EIE Enquiry  Reports " More My Workflow ' Research Dashboard Summary for F&P  External Funded Sumt
Paste Ctrl+V

‘ = Paste Specl CtrleShift+A [ (= {h home [ close

Find (On This Screen)... Ctrl+F

Document File: .
Journal Na.
O Document List 02/08/2018

@ Current Document z
O Header Details 5
8] 0 3 Errors and Warnings

aral Journal

J172515

senoned 5 asfjeuy pue fiedg ]

Document File Actions =
-1) Enter Ctrl-L to access picklist |* |

B Save Document File
toSubmitforfpproval
By

Account Number Account Number Description

A BBy | yoseag i




Once pasted the data the following screen would appear.
Note: - Do not navigate the page or browse any other application while the paste
special process is in place.

General Journal

@
S

&) Enter Curl-L 10 access picklist % ‘

Ledger  Account Number | Account Mumber Description Amourt.| Maative
0103201518202 | Finders Ui F&PS F4PS Operating 257.00| Ramya Test1
0103201518202 |Finders Uni FAPS FAPS Operating 258.00| Ramya Test1
01.032015122022 |Finders Uni F&PS F4PS Operating 259,00 Ramya Test!

01.032015132022 | Ainders Uni  F&PS FAPS Operating - -
TechnologyOne Enterprise Suite

o Paste Special processing has now completed.

How authorised staff can access and view server folders

To access and view server folders user needs to follow the below steps —

1. Click on the search box and type ‘Server Folder Viewer’ and enter

Administrator - ALL - Technology

File Edit View Tools Actions Winde
© lyWorkpisses 5] Employes Workplace |

| Home '/ System “\Fmancia\s."\Supph
Search @

perver folde

[ Server Folder Maintenance
(7| Server Folder Viewer
(4] Server Folder Viewer_My Reports

LI yosgag L) | sa)UnoAe| i:lr ‘ ashjeuy pue Beig @

2. Below are the folders locations which can be located based on the requirement —

Basware Import Fraedom Import Domestic Payment Run Overseas Payment Run  Fraedom Project Extract  Bank Statement Load  Budget Imports StarRez Direct Debits
BW_APBFI FRAEDOM PAY_EFT TRAVELEX FRAED_PR BANKSTAT BUDGET STARREZD
BW_APBIN

BW_APBPI

BW_EPBIN

BW_STBIN




3. ‘Sub-folder’ highlighted in Yellow shows where the file resides.

trator - ALL - TechnologyOne Enterprise Suite - Production Datab
Ele Edit View Tools Actions Window Help
5 by Wotpoes [ Emploes Wotpiace 7 My Repons sedFika a0 i [F) tanons

Home | System | Financials " Supply Chain | Human Resource &Payroll | Asset Management ' Contracts / Budgeting | CPM " Installs & Upgrades | More

< | w2 Explore “gneu_» [ ‘Dnnmz [“Reiose ‘55!”: l):emeve 2 retresn vlevu'.

Server Folder

2l

Server Foldet Code  BANKSTAT Q) Bank Statement Load

y @Q)rep (R ciese [ Dretieve |

(¥} Sewch  [BANKSTAT|

Drag & cakann header hese to group by that cokimn

Swr Fid Code | Description Naration 1 Namation 2 Naraton 3 Sub-Folder Path Type
Mt Defintons \ts\Aet Relative to System Directory
At User Configurations This folder stores the configuration of aledts for users \WertConfig Relative to Data Diectory
Hests Defiition User O/R User ovenides ‘is\Aet Reiative to Custom Drectory
DLL Drectory DLL Directory \ts\app_th\bin Relative to System Drectory
Hsset Posting Audt Repods Asset Posting Audt Reports \hold\xasset Relative to Data Directory
Atachment Server Location Location where attachment files wil be \attachments Refative to Data Directory
Aude Archive Directory \aude Relative to Data Drectory
Biling Posting Audt Reports Biing Postng Audt Reports ‘hold'ubiling Relative to Data Directory
Cash Generation Audt Reports Cash Generation Audt Repods ‘hold \wdefauk Relative to Data Directory
Commissions Expot Directory in R1 Commissions Export Drectory in R1 \expontincomws Relative to Data Directory
Crystal Reports Dirfor Alocation Crystal Repotts Shipped by Technology 1 for Finance One Alocations ts\crystal\crw_f all Reiative to System Drectory
Crystal Reports Accounts Payable Crystal Reports Shipped by Technology 1 for Finance One Accounts Payable \ts\crystal\cw_f1\ap Relative to System Directory
Crystal Repods Accounts Receivable Crystal Reports Shipped by Technology 1 for Finance One Accounts Receivable \s\crystal\crw_f1\ar Relative to System Diectory
Crystal Reports Asset System Crystal Reports Shipped by Technology 1 for Finance One Asst System \ts\crystal\ew_f1\as Relative to System Drectory
Business One Crystal Reports ‘s\crystal'\crw b1 Relative to System Directory
Crystal Reports Bilng Crystal Reports Shipped by Technology 1 for Finance One Biling \ts\crystal\crw_f1'bs Relative to System Directory
Ciystal Repodts Charges and Biling Cyystal Reports Shipped by Technology 1 for Charges and Bilng \ts\crystal\cw_f1\cab Relative to System Directory
Crystal Reports Cumency Manager Crystal Reports Shipped by Technology 1 for Finance One Curency Manager \ts\crystal\crw _{T\cey Relative to System Directory
Crystal Reports Stationery Crystal Reports Shipped by Techndlogy 1 for Stationery \ts\crystaf\crw_fT\clent Reative to System Drectory
Crystal Repods Contracts Ceystal Repotts Shipped by Technology 1 for Contract Management Module s\crystal\crw_fT\ct Relative to System Directory

C

SouaBaraily sauieng AN S | oI [Bcsrag KA 08y Hieas \ Saunarn] Sr | sekedy poe Bex

can view your file.

- Production Database direct
p
T MyWorkplaces |54] EmployeeWorkploce ' My Reporsand Files L3 Amnouncements B3 Reminders  [1] Preferenc
“ Financials “ Supply Chain “ Human Resource & Payroll * AssetM “ Contracts * Budgeting * CPM * Installs & Upgrades

l@help l\-_bhcme la‘ciom ch[ﬁr l;nﬂrfeve l@mfresh lvfews'|

@ Server Folder
X Delete Server Folder Code g Bank Statement Load
Kgil Add File
|5 Create Folder @ Criteria

asfjeuy pue Beig

* Save As Name Type Size | Date Modfied Date Created

Folder 1/08/2018 75333 AM  14/08/2012 4:06:02 PM
Folder 11122017 11:06:31 AM 10/12/2015 3:13:06 PM
OUT File 5KB 1/08/2018 75330 AM  1/08/2018 7:59:23 AM
OUT File IKB 31/07/20183:23:51 AM  31/07/2018 9:23:51 AM
OUT File 4KB 31/07/2018 3:04:07 AM  31/07/2018 9:04:07 AM
OUT File IKB 31/07/2018 85217 AM  31/07/2018 8:52:17 AM
OUT File IKB 31/07/2018 B:43:16 A 31/07/2018 8:43:15 AM
OUT File IKB 31/07/2018 8:28:32 A 31/07/2018 8:28:32 AM
OUT File 4KB 31/07/2018 B:13:00 M 31/07/2018 8:13:00 AM
OUT File 5 KB 31/07/2018 7-57:28 AM  31/07/2018 7:57:28 AM
OUT Fle 5KB 31/07/2018 7:45:17 A 31/07/2018 7:45:17 AM
OUT File IKB 31/07/20187-34:24 A 31/07/2018 7:34:24 AW
OUT File 4KB 31/07/2018 7-23:14 A 31/07/2018 7:23:14 AW
OUT File 3KB 31/07/2018 7-16:44 AM  31/07/2018 7-16:44 AM
OUT File OKB 31/07/2018 7:1209 AM  31/07/2018 7:12:03 AM
OUT File IKB 30/07/2018 5:18:09 PM  30/07/2018 5:18:08 PM

AT Gl 2 WD MNTFINA0ENC.RO DM 3007 /A0 R.AC.RD DI

sajINOAE S f\}r

MOIap, ([BuosIad AN %1 yaleas f":}
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1. Search for Server Folder Viewer in the TechOne Search
2. Inthe Search enter $EXCL_US and click on Retrieve
a. Select $EXCL_US

@-) help H clear j retrieve

Server Folders (TBPCKO12)

Server Folders

@} Search:

|5E:U:I_LIS

M Saved Search

| :‘,F"etrie.fe

Svr FAd Code | Description

Marration 1

Mamation 2 | Namation 3

I:SEXCL US

Excel Sheets Usr | Bxcel Spreadshests as modified by | the users

3. Below screen will appear.
a. Now select the file which you want to open

b.

actions to perform)

Now go to Search (you can find this in your left window pane), type XLONE

Click on Local Sync (you can find this in your left window pane — Under

REPORTING as search criteria (screenshot below)
Double click on XLONE REPORTING

File Edit View Tools Actions Window Help

5 MyWonpaces g MyResonsandfies 1) Amcurcements i) Remiders | | Praferences

ssf{euy pue Besq [

seiunone4 ¥k

WOYYOM [euos A My pseeg

sousbipu| sssusng A Y

Home " Project Maint

5 Explore (TBDIR130)

Actions o Perform @
X Delete
) AddFile
Create Folder
¥ Save As
WLocal Syne

g Move/Copy Files
Available Installations ®

Current” |CES

GLChart ' GLEnty ' GL Enquiry

EIE Enquiry

@) rew ° back + ;) home [ close 5 clear /" retrieve

Server Folder
Server Folder Code |E70MITE

&) Criteria

Name
02012
CIBSP reports
(CJBudaet Pack reports
()Budaet reports
Cicato

Dashboard

C)College Dashboard
CCollee Reports
(CIComorate Budget Reports
()Cross Tab reports Scott Gimour
()Finders Living
(T System

Ckate

CINew DP Repotts
CIProcurement
(CIProiect Manaer repots
(171 Consut Reports
CTest

Reports ' More * My Workflow * Research Dashboard Summary for F&P

2 | refresn  [T77] views ~

[Q] Excel Sheets Ust

12.980 KB 04/0

GL Officer - TechnologyOne Enterpri¢

Sze | Date Modified
13/03/2018 11:11:10AM
09/01/2018 2.37:31 PM
08/01/2018 2:38:01 PM
09/01 82:38:15PM
09/01/2018 2:38:13 PM
09/01/2018 2:38:22 PM
09/01/2018 2:38:25 PM
09/01/2018 2:38:32 PM
08/01/2018 2:38.54 PM
08/01/2018 2:39.08 PM
09/01/2018 2:39:14 PM
09/01/2018 2:39:13 PM
09/01/2018 2:40:08 PM
09/01/2018 2:40:08 PM
08/01/2018 24217 PM
09/01/2018 2:4253 PM
09/01/2018 2:43:34 PM
13/03/2018 11:10:52 AM

2018 1

66 KB 12/01/20152:21:02 PM
T2 KB 27/04/2015 10.00:52 AM
90 KB 05/09/2011 1242.22 PM
110KB 05/09/2011 12:42:47 PM
67 KB 05/09/2011 12:43:36 PM

Date Created
09/01/2018 2:33:16 PM
09/01/2018 2.33:19 PM
09/01/2018 2:37.59 PM
09/01/2018 2:38:01 PM
09/01/2018 2:38:13 PM
09/01/2018 2:38:13 PM
09/01/2018 238:23 PM
09/01/2018 2:38:25 PM
09/01/2018 2.38:35 PM
09/01/2018 2:38:55 PM
09/01/2018 2:33:08 PM
09/01/2018 2:35:14 PM
09/01/2018 2:39:19 PM
09/01/2018 2:40:08 PM
09/01/2018 242:13 PM
09/01/2018 2.42:35PM
09/01/2018 243:12PM
13/03/2018 11:10:52 AM

11 5 4120 AM
! 09/01/201 "

09/01/20182

09/01/2018 2:30:48 PM
09/01/2018 2.30:43 PM
09/01/2018 2:30:43 PM
09/01/2018 2:30:43 PM

M 09/01/2018 2:30:49 PM
2PM  09/01/2018 2:30:49 PM

56 KB 20/01/201.

54 KB 05/039/ 11227:12PM
80 KB 05/09/2011 1228:46 PM
201 KB 20/03/2017 8:45:21 AM

S0 KB 31/05/2018 10:09.07 AM

A 09/01/2018 2.30:50 PM

09/01/2018 230:50 PM
09/01/2018 230:50 PM
09/01/2018 230:50 PM
9/01/2018 2:30:51 PM
09/01/2018 200:51 PM

External Funded Summa
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File Edit Yiew Tools Actions Wind

(> MyWorkplaces g My Reponts and Files

Home ' System .‘i.__F inancials .“‘f.__Su ppl
Search )

|:-:||:|ne e |

B Run an ¥LOne Report
B Run an ¥LOne Report
B ¥L0One Reporting
@ ¥LOne Reporting i
B ¥L0One Reporting

ssfjeuy pue Beig 1]

1
-

=l

sajunone ] 5 -

s |
A

yueag i

e. Now click on File Menu -2 Computer - Browse

'o Flinders University - My ©+ X 'ﬂ Ci Anywhere Workplace X vﬂ TechnologyCne ® v \LART

C | & Secure | https;//syd0101.cis.t1cloud.com/software/zfEGLITAIMpFDnoQebged TOXxy

Open

Recent Workbooks E@ COmpUter

Recent Folders

Computer Documents

Desktop




f. Select the file which you had local Sync under the below path.

Open

(-l - 1‘| . b ThisPC » Documents » Server Folders » CES-SEXCL_US

Organize = New folder

[> Micrasoft Excel Name Date modified Type

[ 24 Org Level break by Org 2xls 05/09/2011 214 PM  XLS File
48 This PC
4 | Documents
4 | Server Folders
. CES-SEXCL_US

J uploads

g. Double click on the file and open it.
h. Make changes as required.
i. Now save the file by clicking File Menu 2 Save.

How to upload files from desktop/PC to cloud environment

1. Select the file from desktop or PC which you want to upload into Cloud.
2. Go to TechnologyOne into cloud and click on the search box and type ‘Server
Folder Viewer’ and enter

1 System Administrator - ALL - Technology
File Edit View Iools Actions Winde
© My Workpizoes  |aal Employes Workpizez ¢

Home 7 System “ Financials “ Supplh
Search @

Server Folder Maintenance
| Server Folder Viewer
7l Server Folder Viewer_My Reports

£a)UNoAR 1/‘;_ ashjeuy pue Beig H

|| ymueag /i:)




3. Double click on Server Folder Viewer and search for the folder location

uite - Production Databas

File Edit View Tools Actions Window Help

Q:’ My Workplaces é] Employee Workplace s/ My Repors and Files

yArr-J.u-__uu_uu ’%n_uil-_.l: Drl_l_l_l-_ﬁl

| Home 7 System “ Financials “ Supply Chain “ Human Resource & Payroll * Asset Management

Contracts | Budgeting | CPM

Installs & Upgrades ~ Mare

~ Explore

I@) help I \-_hhome Ia‘ciow I Bc[ear Ijmtrfeve I |§| refresh Ivfews 'I

Actions to Perform @ Server Folder
¥ Delete

& Add File

|/=s Create Folder

Server Folder Code

@ Criteria

g Bank Statement Load

askjeuy pue Beig ﬂ

¥ Save As T
Folder

Folder

QUT File
QUT File
QUT File
QUT File
QUT File
QUT File
QUT File
QUT File
QUT File
OUT File
OUT File
OUT File
OUT File
OUT File

AT Gl

SajLINOAE] 2“\}_

| |31-7-18naiout
30-7-18 nai out
7-7-18.nai out
26-7-18 nai out
25-7-18.nai.out
24-7-18.nai.out
23-7-18 nai.out
20-7-18 nai.out
3-7-18 nai.out
18-7-18 nai out
17-7-18 nai.out
16-7-18 nai.out
13-7-18 nai.out.out
12-7-18 nai.out

MOPRION, [Buasiad AN K‘ﬁ yaieas f ,

I I P

Size | Date Modffied
1/08/2018 7:53:33 AM
11/12/2017 11:06:31 AM

5 KB 1/08/2018 7:53:30 AM

3 KB 31/07/2018 9:23:51 AM

4 KB 31/07/2018 9:04:07 AM

3 KB 31/07/2018 8:52:17 AM

3 KB 31/07/2018 8:43:16 AM

3 KB 31/07/2018 8:28:32 AM

4 KB 31/07/2018 8:13:00 AM

& KB 31/07/2018 7.57:28 AM

5 KB 31/07/2018 7:45:17 AM

3 KB 31/07/2018 7:34:24 AM

4 KB 31/07/2018 7:23:14 AM

3 KB 31/07/2018 7:16:44 AM

0 KB 31/07/2018 7:12:09 AM

3 KB 30/07/2018 5:18:09 PM

9 ¥D IN/NT A0 F.NC.RC DM

Date Created
14/08/2012 4:06:02 PM
10/12/2015 3:13:06 PM
1/08/2018 7:59:23 AM
31/07/2018 9:23:51 AM
31/07/2018 9:04:07 AM
3170772018 8:52:17 AM
31/07/2018 8:43:16 AM
31/07/2018 8:28:32 AM
31/07/2018 8:13:00 AM
31/07/2018 7:57:28 AM
31/07/2018 7-45:17 AM
31/07/2018 7:34:24 AM
31/07/2018 7:23:14 AM
31/07/2018 7:16:44 AM
31/07/2018 7:12:09 AM
30/07/2018 5:18:09 PM

IN/NT A0 R.AC.ED DA

4. Now drag the file which you have selected on desktop or PC and drop into the cloud

folder.

5. Now the file copying process from desktop or pc to cloud is complete.

How to open and see Basware attachm

1. Click on the attachment link in the transaction listing screen

Transaction Listing
Ledge: Name™ 18GLA M8 Actusts

01.03201518.3704 Q)] Fiederz Ui FaPs

Ascount Humber* FEPS Operating ConauibancyF.

(¥} Seach | PReineve Status:™ [A1 [v] CAPeos Poind [5

‘mammmwmwmm

Date Refeence | Type Peiod|  Amount (AUD} “"% Namative: Mschmentind | Source | TaxDate

|EEAERTE i RFBIN 5 50000

15,500,00 PROJECT: DESIGN... (2, AP 08/05/2018




2. The attachment will open in another tab

22

20855CFB313D4FDBAED3954 180SFDTT4BiSelected!
L ©
File Edit View Favorites Tools Help

5% ] Web Slice Gallery « B Sharing files and folders - ... &) Technology One Financials

Basware ImageViewer

Select view
Invoice data
Poslings
History
First page Printed by:
All pages situ0002 31/08/2018 11:51:55 AM
Al Supplier name: Invoice Number:

[Clinclude Attachments S e ————e ] 1138
Invoice Data

Field Name Value

Ledger Name Financial Services Division

Supplier 030269

1. Click on View Tab and Click on My Server Jobs.

'o Flinders University - My - X‘ﬂ Ci Anywhere Workplace X l a1

(& | 8 Secure | httpsy/syd0101.cis-t1cloud.com/software,

a

File Edit | View | Tools Actions Window Help

My Wg Workplace Tab pminders &

Go Te

Home ce & Payroll

Side Bars
Syst D)
Recent Messages List Ctrl+Shift+E
Corg Recent Announcements

Reminders

asfijeuy pue Beiq |

My Server Jobs

My Reports and Files
My Effective Authorisations

~ ETLand Data Warehousing
= Publisher
~ Performance Planning

&0 senoney

~  Criteia

|Date Created [v] = [v] [20r0872018
Add Criteria  Clear Criteria  Clear Values  Save Search  Load Search

rag a column header here to group by that column
Job Nor | Description

4456610 Run ETL Process - #FL_CE Completed job 4456610 (Run ETL Proces. 04/09/2018 5:04:28 PM 01:17:14
4456603 Run ETL Process - #FL_CE. “ Log file created in <A HREF="cilink //F. 04/09/2018 5:03:12 PM 01:36:36
4456578 Run ETL Process - #FL_CE Completed job 4456578 (Run ETL Proces. [ 04/09/2018 4:41:14 PM i 00:17:29
4456551 Run ETL Process - #FL_CE Completed job 4456551 (Run ETL Proces. O 04/09/2018 4:18:38 PM 00:2221
4456520 Run ETL Process - #FL_CE Completed job 4456520 (Run ETL Proces. O 04/09/2018 3:53:10 PM 00:19:34
4456433 Document Fie Deletion Completed job 4456433 (Document File D... 04/09/2018 3:34:36 PM 00:02:38
4456474 Run ETL Process - #FL_CE... Completed job 4456474 (Run ETL Proces.. O 04/09/2018 3:13:28 PM 00:00:18
4456469 Run ETL Process - #FL_CE Completed job 4456463 (Run ETL Proces.. 04/09/2018 3:16:53 PM . 00:00:16
4456468 Run ETL Process - #FL_CE Completed job 4456468 (Run ETL Proces. 04/09/2018 3:15:34 PM . 00:00:33
4448197 Run ETL Process - #FL_CE ]




rnals and purchase requisition workflow

You can continue to action journals and purchase requisitions workflow items from My
Workflow as per usual

File Edit View Tools Actions Window Help

G wyWorkpsces | EmployeeWorkpiace 4 My ReponsanaFies ) <) [ Preterences

| Home " Project Maint  GL Chart { GL Entry | GL Enquiry  EIE Enquiry | Reports  More | My Workflow ' Research Dashboard Summary for F&P { External Funded Summary F&P Staff | Untied Projects Summary F&P Staff
# My Workflow (TBWKF500)  @)rep | [oose | [ retrieve

@8 Inbox for lvana Situm-Bancevic

wsfiiry pue Beig Jg]

| From Assigned User Assigned Days | Comments Description Entiy Keys
EUGENEL SITUD00Z 74 Test GA Supplier TELSTRA Total Amourt (nc) $5,00000 .. | FU/EPS000008
¢ EUGENEL SITU0C0Z 73 Rejected by Eugene Supplier. TELSTRA Total Amount inc). $1,600.00 .. | FU/VCO008815
L4 Sert [5) KATPOOD! SITUD00Z 108 Supolier: TECHNOLOGY ONE LTD Total Amourt §... FU/VCD008612
YADADO24 SITUO2 38| test Supplier TECHNOLOGY ONE LTD Total Amount §.. FUACO008627

saInone|

g i

Please note that Resource Pool options has been removed from the workflow. To assign
next user when submitting a document for approval please select the most appropriate
person from the search list.

General Journal
v Submit for Approval (Workflow Operation) (TBWKF420)

iocen)

Dissections | Attachments |

Submit for Approval
Document File 00330231 —

Ledger | Account Number | Account Number Description dp This will complete the current task for Occupancy Recoups - 2 Documents Total 430.932.86 Debits 430,932 86 Credits five fine 3
b GL 01.879.03095.2598 |Fiinders Uni _Residential Pro FURC! o to 01704«
GL 0170240343265 |Finders Ui RHMTSA  Limes| OPfoWS 1o 01704
GL 01.879.04505.2698 |Finders Ui Residential Pro Uni 6 1o 01556«
01556 405622598 | inders Ui RRMTNT  NTRY| AssionNestUsee” || 1o 01556«
01879.04907.259 |Finders Us _Residential Pro Unt18]  Comments: to 01556:
015540962259 |Finders Un RHMTNT  NTRI to 01556
01.879.04509.25% |Finders Uni _Residential Pro Unit 3 to 01556«

0155 409622598 |Finders Ui RHMTNT  NTRI 1o 01556«
01.879.04527.2698 |Finders Ui Residential Pro Op-5 § . 10 01116(
01.116.02297.2598 |Finders Ui CRH Precinct CRH 1o 01116(
0187904531259 |Finders Ui _Residential Pro Op-2/| to 01856
0155640965.25% |Finders Uni RHMTNT  Aice to 01556«
01.879.04933.259 | Finders Uni _ Resicential Pro Op-3/1 Mohomed Occupancy Recou -1.472.10 Tir Balance of expend for Proj.. | YTO July 2018 100% to 01556«
01556 40965.2598 | Finders Ui RHMTNT  Mice Springs Occupancy Recou 1.472.10, Tir Balance of expend for Proj...| YTD Juy 2018 100% to 01556«
01.875.04535.2598 | Finders Uni Residential Pro Op-4/1 Mohomed Oceupancy Recou 1,108.84] Tir Bolonce of expend for Proj... | YTD July 2018 100% to 01556«

Who to contact for support

ids@flinders.edu.au
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