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Access to Technology One Ci Anywhere

«ss | 1. Navigate to Okta from https://flinders.okta.com/user/welcome#.
2. Select the Technology One App from the OKTA menu.
U 3. You will be asked to authenticate using your FAN in Okta.
4. You may have a choice of many Technology One Apps, therefore consider which
TechnologyOne environment you are seeking to access: DEV or TRAIN.
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1 General Ledger Role

From the menu items, select the General Ledger Role. Variations of this role will also be created for:

Note:

N AWM E

General Ledger Browser
General Ledger Update
Grants Office

Business Partners

Financial Management
Finance Officers

CFO and Associate Directors
Flinders Living Manager

If users have access to more than 3 roles, the FlinU General Ledger Role may be found in all roles.

Home My [ Flinu General Ledger @ ] FlinU PFD Project Management @ FlinU Security Team o All Roles

FlinU General Ledger p 8

- @-©@ 0 O

My Reports My Tasks FlinU General Component Chart Executive General Ledger
Ledger Data Entry Accounts Information Balances
Enquiry
v v v v v

2 How to view Chart of Accounts

O 1.Select the “Component Chart Accounts” chiclet in the user profile. This will be called “Project

Chart Accounts” in FlinU Grants Office.

Component Chart

Accounts

v Chart Name * SROJEC‘T -
o Chart Name Description
“ Cancel COSTCNTR Cost Centre
2. Click on the exchange arrow icon on the top right of i
your screen. NATACCT Natural Account
3. Select either the Project, Cost Centre or Natural o o
Account option and click “OK”. {) Advanced search

4. Select the account number from the list of accounts or alternatively, use the search bar to search the account
number that you would like to view.

5. Click on the dropdown arrow next to the account number and select the “View” option or click the “View” button
located in the top left corner.
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v | search 9 e
E= Accounts

¥ 1-150f8177 records. AL g e
Account Description Data Entry Status
00001 a - | Matthew Flinders Theatre test Active
00003 View Active
00006 - Active
00007 - Active

Matthew Flinders Theatre test

Project

Matthew Flinders Theatre test

ACTIVE

Reporting Codes

Selection Codes User Fields
enciy o - Fingers uni insrest Rate variation 000
Org Cost Centre 280 - School Hum BCreatart Research Master Number o

6. Click on the Search dropdown to add “Criteria” to narrow down your search.

Enterprise search

B2 Accounts

T 1-220f8431 records.

7. A Criteria builder box will appear on your screen. Click on
“Add” to select your criteria from the dropdown list.

8. Fill out Criteria box, for example if you would like to view only

Active Projects you select “Data Entry Status” “is equal to”
“Active”.

Contains Keywords | ey ords iR

I‘ts equal to - ”Act'lvel [x] [~ }l Add

I Data Entry Status

oK Cancel

Criteria builder b4

Criteria builder b4

Contains Keywords | <z Add

Account

| Account Name

0K o]
1 Account Name 2

AFS AASE revenue

Ageing - Code

Bequest

C/Fwd Rollup

Carry Forward Specified Acct
Centres/Instit Top
Centres/Institutes

Changed By

Chief Researcher

9. To add more columns click on the ellipsis (...) which will provide you with a dropdown list. Select “Customise

columns”.
B8 Accounts

¥ 1-210f8431 records.

Account Description Data Entry 5tatus
00001 - Acrive
00003 - Acrive
00006 - Active
00007 - Acrive
Annaa PR

Project &*
0]
a & e
=22 Grid view a

= Cardview

ms Thuminail view

un
HH
H

| mj Customise columns

Show/hide grouping

10.0nce the Customise Column screen appears, you can choose additional column from the left-hand side by

clicking on it. Click “OK” to save

Flinders
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- search - 0 + Add Project
ER Accounts

¥ 1-210f8432records.

Customise Columns

D = 4 addal 3 @ Current Column Headings (Drag to re-order)

Drag to Freeze

Org Cost Centre > |
Personal Expense > = Account X
Profile Code > = Description x
Profile Type 3 = Data Entry Statws %
Project End Date >
Project Start Date >
Rate Code Priority >
3 General Ledger Balances Enquiry
1. Select "General Ledger Balances” chiclet in the user profile.
General Ledger
Balances
2]
Ledger Name * e |226LA Q-
Ledger Name Description
2. Click on the exchange arrow icon and then n Cancel 06GLA GL Actusls 2006
from the drop-down list select the 1 I
R 07GLA GL Actuals 2007
appropriate ledger.
. « " 08GLA GL Actuals 2008
3. Click “OK” once selected.
09GLA GL Actuals 2009
Note: You can also use the advanced
search option to search for the ledger. ¥ advanced search

4. You are now able to view and select from all the accounts in this ledger on the left side of your screen.

You can filter the accounts by clicking on the funnel icon using various filter criteria.

Filter e 5 |1-15o0f 24,694 records. =
Starred ° Account Debit (AUD) Credit (AUD) Description
( \
A RECONCILIATION ACCOUNTS 01.001. v 0.00 1.015.26  Flinders Uni ¢
Reconciliation Accounts @ 01.001.( v 0.00 11.218.18  Flinders Uni ¢
01.001.( - 0.00 187.76  Flinders Uni ¢
s AFS AASB REVENUE
01.001.( v 524,639.49 0.00  Flinders Uni ¢
s AFS ACCOUNT GROUP
01.001.( - 32.044.31 0.00  Flinders Uni ¢
s AFS ACCT GROUP 1
01.001. v 56,765.25 0.00  Flinders Uni ¢
kv'“-FS ACCT GROUP 2 ) 01.001.( v 11,612.55 0.00  Flinders Uni
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6. You can also view accounts in a grid or card view or customise the columns by clicking the three dots and then

selecting the desired option.

—

T

1-10 of 24,694 records.

Account

01.001.01618.1599

01.001.01618.179%9

01.001.01500.1700

Flinders
University

Debit (AUD)

0.00

0.00

0.00

N

View period balances
View account
Transaction listing
Commitment listing
Commitment summary

Foreign currency balances

Ledger notes

IREl

Excel =22 Grid view v

[Q POF

Credi

= Card view

& Thumbnail view

11.218.18

o=

HH

mj Customise columns
187.76 “—

Show/hide grouping

. Once the account is selected, you can click on the small

down arrow on the right-hand side of the account number
to access the drilldown options.

. The Ledger can be downloaded in Excel or PDF format by

clicking on the small printer icon on the top centre of the
screen and then selecting the desired option.
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9. When the download is complete, the following
message will appear.
You will now be able to download the Excel . 1257 PM
workbook by clicking on the hyperlink. File Download

Account Balances.xlsx is ready to download.

9

&, Download Account Balances.xIsx

+9more... Hide all

10. The file will then automatically open in an Excel window.

B  AutoSave ‘C. Off)‘ Account Balances.xlsx - Protected View v

File Home Insert Pagelayout Formulas Data Review View Help @

@ PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing
Al v fx‘ Account Balances

A B (4] D E E €]
1 |Account Balances
2 Parameters: Ledger Name = 22GLA | Default Ledger Type = GL , Chart Type = GL , Reconciliation Ledgers Only = False , Apply Ledger Security = True , A|
&
5 Account Short Description Debit (AUD) Credit (AUD) Balance Units Commitments (AUD) Total Balance (AUD) Description
6 01. Adm Casual trsf 0.00 1,015.26 0.000000 -79,340.64 -80,355.90 Flinders Uni
7 01 Acad Cont trsfs 0.00 11,218.18 0.000000 -819.10 -12,037.28 Flinders Uni
8 01. Sev Acad Contrt 0.00 187.76 0.000000 556.92 369.16 Flinders Uni
Flinders
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4 Executive Information Enquiry

1. Select the “Executive Information Enquiry” chiclet in the user profile.

Executive
Information
Enquiry

HinU General
Ledger

Enterprise search Executive Information Eng...

2. Select the relevant

. . ¥ > 1-13of14records.
Executive Information J

Eaniry from the IISt O Enquiry Description 1  Owner Definition Description
O Actual Budger Variance +  System Actal Budger Variance ($ABV)
Actual comparisons mult years +  System Actual comparisons multi years (MULTIYRBAL)
é | Budget vs Actual v System Budget vs Actual (BUD_ENQ) |
-D Flinders CP 3 Year Funds Available v System Flinders CP 3 Year Funds Available (CF_FUNDS)
3. Populate the Executive Information [ curentperiod -1 & |
Enquiry Parameters then click the “OK” |
bUttOﬂ Current Period * o 2
Actual Ledger * 22GLA (GL Actuals 2022) M
Budget Ledger * 22BUD (2022 Budget) -

conel

4. Click on the down arrow and
select “Customise drilldown
path” to obtain a customised
view.

Enterprise search

Group Is one of 010,020,030,040,090

"= Customise drill-down path

P Wodify criteria

Carry Forward Revenue
/ Save as
01 - Flinders University - ( ) 60
03 - Flinders Partners - 0.00 0.00

5. Select the appropriate enquiry from the list then click the “OK” button on the top right corner.

6. You can also reorder the columns by dragging them up and down in the table on the right side of the screen.

Customise Drill-Down Path Ok Cancel
Search ,O Addall = e |DriII-Down Path (Drag to re-order) | o Remove all X
e )
Account > = Entity x
AFS AASB revenue EY = Cost Centre X
AFS Account Group > = Project x
AFS Acct Group 1 > = (ost Centre/Project x
AFS Acct Group 2 >
AFS Acct Group 3 >
AFS Group Totals >
L J
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5 Run a Report

1. Depending on your role, additional Reports will be added to your profile. To access a report, select the
“Reports” button in the user profile.

Home My FlinU General L... @ FlinU Tax... @ Asset Accou... FlinU PFD Project Manag... G All Roles

FlinU General Ledger X

®-0-0 0 0O o

My Reports My Tasks FlinU General Component Chart Executive General Ledger
Ledger Data Entry Accounts Information Balances
Enquiry
A N N N v

EXIS =T

2. From the list of reports, select the report you would like to run.

Reports

Frequently Used FlinU Finance Chart of Accounts - Commitment Requisitions by Trial Balance - By Trial Balance - By Orders by Fund

Reports Enguiries Menu Detail Report Detail by Fund Fund Account First Component Second Account
Account Component

o \
Trial Balance - Trial Balance - Purchase Order Document File ETD & RTD by Fund
Detail Report Summary Report Receipts by Fund Revenue & Account
Account Expenditure by
Fund Acct
Alternatively

3. Populate the Parameters section of the reports

then click the “Run” button on the top left of the

screen. Trial Balance - By First Component
4. To access the report that was just run, selectthe  rarameters Parameters
“My Reports” chiclet in the user profile. Ceneral o

Criteria Details

m o Trial Balance - By First Compone €3
Export Format *

Sort Order Acrobat Format (PDF) -

Reports Account Companent One Ascending Gro...
My Repo Edited Account Number eg 1-Q-6010 Asc...
Period Sequence Ascending Record Sort

Category
Financials

Report Parameters
h Ledger Name *
0001ACT -
From Period *
0 -
To Peried *
0 -
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5. You will notice a recently run report will be highlighted as “UNREAD”. Click on the report to open. Previously

o |

[ Report Output Back-Office Reports

¥ > 3records.

(7] Trial Balance - By First Component

Financials

(7] Flinders Living Profit and Loss Report Sa...

(7] My Excel One Trail Balance Report Saumit

13-5ep-2022

gy s i

5.1 Share a Report with Another User

There are multiple actions that you can perform once the report has been created.

1. To share the report with another user,
click on the down arrow and select
“Share”.

2. Populate the required fields then click on
the “Send” button.

Search user to share with

D Mark as high priority

Subject

knmment

Cancel

Flinders
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[ Report Output

Back-Office Reports

¥ > 3records.

[J Flinders Living Profit and Loss Report Sa..

13-5ep-2022

[J Trial Balance - By First Component

Financials

View errar log
Mark as read
Archive
Delete

Tag

Share
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6 Other Enquiries

In the Reports section, you will find various other generic enquires in Enquiries Menu.

Reports

o=
FlinU Finance Enquiries Menu D

Trial Balance -
6 items in list Detail Report

Accounts Payable Bal...  CiAn ere Page

Accounts Receivable ...  CiAnywhere Page

Creditor Accounts Ci An ere Page 0

Debtor Accounts Ci Anywhere Page
ETD & RTD by Fund
Account

Reference Number En... CiAnywhere Page

For example, if you select Reference Number enquires, from the FlinU Finance Enquires Menu, you can search a
journal number that has already been posted into TechOne.

Enterprise search

¥ 1-1of1record.
Document Reference Sequence Document Register Comment Amount
1242077 . 0  JOURNAL 1
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