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Requesting Access and Logging in to ONESolution
To request access to the ONESolution system, a supervisor or the DCC for your department should fill
out the online request form on the County’s intranet site

http://countyintranet/FormsData/requestfamisaccess.htm

e & http:/fcountyintranet/F orms Data/reque stfamisaccess him L-c (& Request OneSolution Access
File Edit ‘“iew Faworites Tools  Help
x %Cnnvert 4 Select

Please fill out the fields below to request access:

Required
Access:

USERD: [ |

Employee | |
Name:

[] ONESolution [JEZ-ONE

Employee | ~
Title- )

The auditor’s office will record the security settings for the new user, and will submit a request to ISD for
the new user’s ONESolution access and security.

Once a user has been granted access to the ONESolution system the user can log on as follows:

1. Double click the ONESolution Production icon on your computer desktop
T ) T T

PEEOMCOD
upload3.csv

)

-

ONE SoJu\‘f on  MNetwork
(Production)

2. Enter your User Name beginning with co\ and password. Your password is the same that you
use to log on to your workstation computer unless you are part of an outside district and ISD has

specifically assigned you a password.

January 9, 2018 Page 2


http://countyintranet/FormsData/requestfamisaccess.htm

ONESolution

Server Name: st

Environment: Production

User Name: co\aud045

Last Logon: 11/14/2017 10:44:44 AM

Change Passwor

© SunGard 2006-2017

SunGard and the SunGard logo are trademarks or registered trademarks of SunGard Data Systems Inc. or its subsidiaries in the U.S.
and other countries. All other trade names are trademarks or registered trademarks of their respective holders.

3. Click Logon

ser Name: cohaud045

sssword:

W Remember Me

ast Logon: 1171472017 10:44:44 AM

4, The ONESolution home screen will load after several moments

ONESolution Home Screen

The ONESolution Home screen is the initial point of navigation when you log in to the ONESolution
system.

ONESolution i I ©

il '—_ e e e G —)
Contracts |  Budget Item Detail |  GL Journal and Budget = PO and AP | GL Chart of Accounts
OPEN WINDOWS

)
RECENT ITEMS

MANAGE DESKTOP PENDING TASKS JOBS JoB

vy vir E *

Description Suite®

Load Delimited Data File
OperHald Invoke Enti @I Auto Refresh | (Sl Group Tasks | @MSl# Out of Office
!
Browse ENDB Accumulators {# Suite Description Module Action a
Check Encumbrance Original Fiscal Year 3 OH245197 AP_WORKFLOV

0H245199 ar_workrov S ESES
OH245501 AP_WORKFLOV
AP_WORKFLOV
AR038061 arareroval AESES
17A0005 CM_STATUS

cvsaus  AEIES
A o LX

Check Encumbrance Totals

PO Status Report

Direct Update of Encumbrance Transactions

Organization Key Info.

Select OH Invoice Entries for Payment

o o ofF oFF oFF o oFF
o

Create/Update Open Hold Invoice Set

Purchase Requests

Contract Management Information

11 o s R

4

of i o o o o o o FF F F F F

@ 11/14/2017 10:16:52 AM' Record syn... 'Collection...  Test Envionment | G ==4»
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1. The search field

| .Budget Item Detail ' GL Journal and Budget. "POand AP | | GL Chart of Accounts |

This is one of the most common points of access to the various ONESolution modules. Each
module has a screen mask which can be entered directly into the search field. The example
below is the invoice entry screen where the screen mask is APOHININ.

apohinin

In addition to entering the screen mask, you can enter the description of the screen. As you
type, the list of screens will modify itself

Invoice entr

2. Module tabs
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3. Open Windows

OPEN WINDOWS

x.. APOHININ - Invoice r.. POUPPR - Purchase

RECENT ITEMS

As you complete work in ONESolution you will likely have multiple screens and modules open at
once. You can see the screens you currently have open in the Open windows area. If you would
like to access one of the screens, just click the image of the screen located in the Open Windows
area.

OPEN WINDOWS

r.. APOHININ - Invoice

Entry

RECENT ITEMS—

- N

If you would like to close one of the windows you have open, you can click the Close button

OPEN WINDOWS

. APOHINIM - Imnvoice #_ POLUPPR - Purchase
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4. Recent Items

RECENT ITEMS
4  Description Suite®

Load Delimited Data File

Purchase uests

Cpen Hold Invoice Entry

Pay Selected Open Hold Invoice Entries

Update Check/Deposit |nfo

Select OH Imvoice Entnes for Payment

Browse EMDE Accumulators

OO0OCOOOO =
o off off o FF F F F

Check Encumbrance Original Fiscal Year

This is a list of the screens and utilities you access in ONESolution on a regular basis.

If there is a specific screen that you would like to always see on this list, you can click the check
mark under the pin icon to “pin” the item to your recent items

RECENT ITEMS
4- Description Suite®

Loall Delimited Data File
rchase Requests

Open Hold Invoice Entry

Pay Selected Open Hold Invoice Entries

Update Check/Deposit [nfo

Select OH Imvoice Entries for Payment

Browse EMDEB Accumulators

OO0OOOOO
o o off o F oF F F

Check Encumbrance Original Fiscal Year

Please note that if there is a system upgrade, which happens several times each year, you will
lose your recent items. You may want to take a screen shot of your recent items and save it
somewhere so you can quickly restore your recent items with your desired list.

Also, these settings depend on the workstation you use. If you get a new computer, or use
computers at several different work stations, you will not see the same settings.
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5. Pending Tasks Tab

PENDING TASKS JOBS JOB QUTPUT T

() | vy wor N
g2 Suite  Description Module Action =
» &5 OH245197 ap_ workrov EESES
€y 0H245199 ar_workrLov ERESES
€y OH245501 ap_workrLov B ESES
- R — P ——— |

The Pending Tasks tab is where you can see workflow items that are waiting for your approval or
the approval from someone in a group which you are a part of. The specifics of this tab will be
covered in a separate Workflow section.

6. Jobs tab

PENDING TASKS JOBS JOB OUTPUT

( ) Options @

@@ Auto Refresh | @il Show All User Jobs | Show Completed

B Suite Description Job Number Status lob Type Start Date Acknowl
& &y Classic Job: APOHPPPA 1170920 Completed Classic Job  11/14/2017 11:54 AM
&) &y Classic Job: APOHPPPA 1170919 Failed Classic lob 117142017 11:51 AM
&) &8 Classic Job: APOHINVP 1170817 Completed Classic lob ~ 11/14/2017 11:45 AM

If you run a job in ONESolution you will see the status of your job and access the resulting
reports from the job in the Jobs tab.

The recommended setting for the jobs tab are shown here:

PENDING TASKS JOBS JOB OUTPUT

LY :
( 7z Options (@
@IEid Auto Refresh | @Kl Show All User Jobs | Show Completed
£ Suite Description Job Number |, StETIS—r—iob mEN Start Date Acknowl
=2} &5 Classic Job: APOHPPPA 1170920 Completed Classic Job  11/14/2017 11:54 AM
[+ ‘: Classic Job: APOHPPPA 1170919 Failed Classic Job  11/14/2017 11:51 AM

=2} ‘: Classic Job: APOHINWVP 1170917 Completed Classic Job  11/14/2017 11:45 AM
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If you don’t see the area where the jobs tab setting are, click the Options link:

PENDING TASKS JOBS JOB OUTPUT

() Options (D)

@I Suto Refresh | @EISEE Show All User Jobs | Show Completed

B Suite Description Job Number Status lob Type Start Date Acknowl
® - Classic Job: APOHPPPA 1170920 Completed Classic leb  11/14/2017 11:54 AM
& &y Classic Job: APOHPPPA 1170919 Failed Classic lob  11/14/2017 11:51 AM
= &4 Classic Job: APOHINVP 1170217 Completed Classic Jeb  11/14/2017 11:45 AM

When you run a job such as a batch proof listing you will receive a Job Number. The job number
will appear in the Jobs tab. Once the status of the job is completed, click the “+” to open the job
and access the report

PENDING TASKS JOBS JOB OUTPUT

Options @

@& Auto Refresh | @@ Show All User Jobs | Show Completed

Suite Description Job Number Status lob Type Start Date Acknowl
( ® ‘: Classic Job: APOHPPPA 1170920 Completed Classic leb  11/14/2017 11:54 AM

* €3  Classic Job: APOHPPPA 1170919 Failed Classic lob  11/14/2017 11:31 AM
= =, Classic Job: APOHINVP 1170917 Completed Classic Jeb  11/14/2017 11:45 AM

EH | surte Llescniption Job Number atatus
= &4 Classic Job: APOHPPPA 1170920 Completed C

Details
B Description Doc Id

Open Hold Pay Selecti®12147
Pay Selected Open Hol912148
Bank Recon Register 912149
OH Distnbution Repor@12150
Pay Selected Open Hol812151
OH Postings to GL 912152
Tail Sheet 912153

&2 "': Classic Job: APOHPPPA 1170919 Failed C
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Don’t click the blue job number. This is a partial tail sheet for your job and the information will
likely not be useful to you unless your job failed and you are trying to determine why.

EH | suite U, Descrniption iy | Job Number 7, | Status
= ﬁ Classic Job: APOHPPPA 1170920 Completed C

Details

B Description iy | Docld T

Open Hold Pay Selectic@12147
Pay Selected Open Hol12148
Bank Recon Register 912149
OH Distribution Report912150
Pay Selected Open Hol912151
OH Postingsto GL 912152
Tail Sheet 912153

&8  Classic Job: APOHPPPA 1170919 Failed C

7. Job Output tab
Note: The functionality that was available on the Job Output tab is now available from screen
mask SYUTFO

SYUTFC

a * Finance (1/1/0/0)

Santa Cruz County ONESolution Login

Sign in to continue

User Name
User Name
Password

Password

Help

This is how you can access the archive of any job run in ONESolution. You use the same log in
credentials you used to log into ONESolution. The SYUTFO screen does not require a log on.
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If you know the date range when the transaction happened you can enter the correct range of
dates and click Refresh

5l hitn/fsczasidfinance/documents/ifasoutput.asp

Finance Job Server Output

From: |10/14/2017 |

To: [11/14/2017 |
Refresh

POHBTEP-Set Proof Listing

gE

There will be a list of all the different types of jobs that happened during that date range.
Hemesn

POHBTBP-Set Proof Listing
POHBTDS-Dist Set to OH and GL

POHCSPB-APOHCS
POHCSTU-APOHCS
POHINBP-Set Proof
POHINVP-Validate and Post
POHPPPA-Pay Selected Open Hold Entries
POHPPRP-Report of Entries for Payment

Click the “+” to expand that job type and you will see a complete listing of each job run during
the date range. The list is sorted by date and time, and shows the user ID of the person who ran
the job and Set ID for the transaction it was related to

=3|APOHBTBP-Set Proof Listing

- [={[E]1111412017 1:07 PM (1235255) AUD091 (OH263423)

[& 1111412017 12:28 PM (1235151) AUD091 (OH263413)
[&3]11/1412017 12:19 PM (1235119) AUD091 (OH263411)

[& 1111412017 9:08 AM (1234400) AUD091 (RVBATCH267768)
[&a 1111412017 8:36 AM (1234316) AUD117 (@T111417)
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When you find the specific job, click the “+” to expand the specific job, to see all the reports that

were generated with the job.

‘|AP OHBTBP-Set Proof Listing

Refresh

----- T Open AP Batch Proof
----- T Tail Sheet

—_—

ENfE]11/14/2017 1:07 PM (1235255) AUD091 (OH263423)

F

Clicking the report link will open a .PDF version of the report

' @119’1#2[]1? 12:28 PM (1235151} AUDDS1 (OH263413)

=l mddrd]r"n’\dﬂ' AT AN MAE FATAdAnNS A1 IMGAd Sl PR dd 4%

You can use Ctrl+F to search for specific set IDs or user IDs. As you type, the matching results will

be highlighted

PENDING TASKS JOBS JOB OUTPUT \

\E Wl hitp://sczas84d/finance/documents/ifasoutput.aspx

Finance Job Server Output

From: [10/14/2017 |
To: [11/14/2017 |
Refresh

- f3]APOHBTBP-Set Proof Listing

Find

Find: [4UD|

[ Match whole waord anly
Highlight all matches

Previous

[ Match case

> |[S]111142017 1:07 M (1235255) [MIT091 (OH263423)

- TE)Open AP Batch Proof
T Tail Sheet

@11!14!’201? 12:28 PM (1235151) AUD091 (OH263413)
@11!14!201? 12:19 PM (1235119) AUD091 (OH263411)

8. Financeicon

L] Ubject Lode Intormation

] Person/Entity Iinformation

Elﬁﬁdﬁﬂﬂ 9:08 AM (1234400) AUDD91 (RVBATCH267768)

1142017 836 AM (1234316 ALURT CW11417Y
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Clicking the finance icon is another way to navigate to different screens in ONESolution. It can
also be an indicator if there is a system issue.

Click the icon

> FINANCE NAVIGATION POINTS @

Open Hold A/P %Accounts Receivable Inquiry (ARIQ)
P-Card Processing Reports

Repetitive Invoices

Void, Typed and Reversed Checks

I
) b

Set Processing
Special Functions

Update Database
I Utilities
%List Item Definition File (RXLD) 1 1042 Process
List Report Definition File (RXLR! _+ 1099 Process
_ Print an Ad Hoc Report %Bank Recon Distribution of Cash in Bank (BKDS)
%Table of Reports Function (RXTR) | Client Specific for Santa Cruz County
| Utilities _ Reconciliation Processing
_ Update Database
| Utilities
BID/QUOTE MANAGEMENT = BUDGET ITEM DETAIL =
_ Bid Online _ GLInterface
_ Interactive Update _ Update Budget Item Details
. Utlities . Utilities
. Web Pages

CLIENT SPECIFIC WEB FORMS CONTRACT MANAGEMENT

An alphabetical list will appear with all the different areas in ONESolution. You will likely see
some items that are grey. This indicates that you don’t have security access to those areas.

If there is a system issue of some kind, the finance icon may appear dull and may have the
words “Connecting” or something similar showing over the icon
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9. Navigating Back to the Home Screen

While you are using ONESolution you may need to navigate back to the home screen. You can
do this by clicking the item on your computer open window taskbar that says ONESolution and
shows the round blue icon

g.xlsx ... % ONESolution Product... " ] 44.BIDDO1J.CISSEND....

Or, if you are using one of the ONESolution screens, you can click the round blue icon in the top
right corner of the screen next to the search bar

&3 APOHIMNIN - Inwaice Entry - O X

Search Aftachments Pending Approvals

[T] Pending Approvals @ (¥ Previous Q) Add o Copy Q) Undo @ Export e chow Grid
FALY e
6 Reselect ) Next € Delete @recordinfe (D View Last Changes
Search Previous acte - Rest:
= @ Select Al K:aglcgu !II Mext Page Q Save Feste g Threaded Notes IB Repeat Last Changes 8 HEsinie el Layo?Jr:
| el P— o

10. Resizing Fields on the Home Screen
Hover you cursor over any of the dividing lines on the Home screen and when you see the cursor
with two parallel lines and arrows point in opposite directions, you can drag the line in either
direction to change the size of the field.

PENDIMNG TASKS JOBS

v isczasa3d/finance/docur

Finance Job Server Output
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Default Settings

When you begin using ONESolution there are several default setting that should be changed
immediately.

1. Jobs Tab on ONESolution Home Screen

PENDING TASKS JOBS JOB OUTPUT

Q

@i Autc Refresh | @G Show All User Jobs | Show Completed

B Suite Description lob Number

3 Classic Job: APOHPEPA 1170920

The screen shot shows the suggested settings for the Jobs tab. The most important setting to
change is the Show Completed setting. If this is off, every job that you run will disappear as soon
as it is complete and you won’t be able to access the reports you ran. Once you change this
setting, you will be able to see the jobs you ran.

PENDING TASKS JOBS JOB OUTPUT

Q

@Iid Auto Refresh | @ISl Show All User Jobs | @ Show Completed
B Suite Description Job Mumber
= ‘: Classic Job: APOHPERA 1170920

Click the Options link to see these settings if you don’t see them already

- X

2. Show Attachments
When you access a module in ONESolution and enter a transaction, you will likely need to attach
backup documentation to the transaction. You will have to make a change to your settings in

order to do this.

Click the Globe icon in the top left corner of the screen
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Select Settings

& CMUPCM - Contract Man

Data Dictionary

In the Preferences tab, change Show Attachments to Enable
8 Settings * ‘

Click Apply Settings

You will now see the Attachments tab at the top of your screen for adding new attachments

&y APOHININ - Invoice Entry

Search Attachments Pending Approvals

Previous Previous Next Next
Page Page

Search Options Record 1 of 1 - Add Mode
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And an Attachments tab on the left side of your screen for viewing attached documents

Eg APOHININ - Invoice Entry

Home

Pending Approvals _0_
€ Reselect

Search Previous
@) select Al Page

Search Options

Attachments

|

3. Pending Approvals

Click the Globe icon in the top left corner of the screen

Select Settings

& CMUPCM - Contract Man
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Click Apply Settings

Apply Settings

You will now see a Pending Approvals tab at the top of your screen where you can approve
transactions and see where transactions are in the Workflow process

&5 APOHININ - Invoice Entry

Search Attachments Pending Approvals

@ User Group Action Date Comments

| 1 P ——————
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Workflow

Most transactions entered into ONESolution are connected to an electronic Workflow approval process
so that transactions can be thoroughly reviewed prior to posting the transaction.

Transaction Originator

When you enter a transaction in ONESolution you will initiate the Workflow process by doing the first
approval of a transaction. This approval indicates that you are completely finished with the data entry
portion or the transaction and you have attached all the required documentation.

There are two options for completing the initial approval of a transaction

1. Pending Approvals Tab
Click the Pending approvals tab in the module. The buttons shown below will be available for

you to use. If you are the transaction originator you will likely not use the Reject option. Do not
use the Forward option. This does not work correctly.

= POUPPR - Purchase Requests

Search Attachments Pending Approvals

i User Group Action Date
0 Approve 6 Reject
ONESOLADMIN 0 3/25/2015 7:55:06 AM
‘ Refreshpd | (@ Forward Hold PR_SUP_PROBATI (&) 3/25/2015 7:55:07 AM
a1l

-lzal

000001 V129086

PR 000001 PO Status PR

' Aprvid | Printed

ShipTo |  BillTo
|

RemitTo
r h

v

.Click this box to give your approval
I g -l

.n, Click this box to reject the item

ach ments|RE‘C0FdS

_[ By OneSoladmin One

I -
& ®.Click this box to forward the item to

another person. A pop up will display list of
users for you to choose to receive this item.

After you give your approval, a Comments box will appear. You do not need to enter a comment, but
you may. The comment will be visible in the Pending Approvals tab and will be associated with the

transaction forever.
I ——
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Transaction Approver
Pending Tasks Tab
1. To view what is waiting for your approval, click on the ,PENDING TASKS“ tab

JOBS FINANCE OUTPUT PENDING TASKS St
O | mwene A Moltsslect | options @

B Status| Description

Model Actian
v {2 ooooot

PR_APPROVAL n

2. Click on,Options” to display additional options

TU rn JOBS FINANCE OUTPUT PENDING TASKS
Group CY | vy vion EET | *

Mukiselect | Options @

@lei AutoRefresh | (@EeEly Group Tasks | (@efii) Outof Office |

Tasks to

ON“if 3

@ Status' Description

vou want Turn Out of Office to ,ON“ if do not want items

waiting for your approval. Instead, it will route the
item to the backuo abprover

——— 3. To view the details of the item before giving your approval, click on the item on the list and it
will take you to the screen and display the data.

PENDING TASKS

C) | e A motsselect | cptons @

@leii AutoRefresh | @@Eefid Group Tasks | (@efii Outof Office |

Model Action
—> 2 aon |

4. You can click on ,My Work” to select certain types of items waiting for you to approve:

JOBS FINANCE OUTPUT PENDING TASKS

= Maodule Action
inance

Public Administration PR_APPROV-B
PR Approval
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5. To approve or reject the item click on the appropriate box under Action

Multiselect | Options
Click this box to give your approval
Click this box to reject the item
Click this box to forward the item to

another person. A pop up will display list of
users for you to choose to receive this item.

6. Comment box will pop up when you either approve, reject or forward. Key in your comment and
click ,,OK“
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Pending Approvals Tab

2. Go tothe desired screen for which you may have pending approvals by typing the screen mask
in the right corner, or by clicking on recent items if available:
a. POUPPR for Purchase Requests
APOHININ for Claims/AP transactions
ARBTCRUB for Cash Receipts
GLJEUM for Journal Entries
CMUPCM for Contracts

®aoo

3. Enable the , Pending Approvals” by clicking on the

POUPPR - Purchase Requests -|a

@ “» =
Home: Search

LEC gl Pending Approvals

&
@ @ roprove €3 reet User Groug Action | Date Comments =
ONESOLADMIN o 3/25/2015 7:55:06 AM
Refresn || @ Forward () Hod PRSUP_PROBATI Q) 3/25/2015 7:55:07 AM -
Y
$ | Records ~ X 3
5 = a
g PR 000001 PO Status PR v SecCd [5740 Apry -
A < [Fovencorn ) ¢ ] 50 [-]
B[ 000001 V120086 (8 RemitTo | ShipTo | BillTo (a0l Aprvd | Printed DECI Dates | Blanket | Req.Codes | Misc.
] V120086 Addr By OneSoladmin OneSoladmin Confirming Person
< EESEALARMEECIRIAND BATROCING Date | 03/25/2015 | Cust/Order# CONVERSION
©
] 1111 ESTATES DR, 2ND FLR Bid # PO Type
s e e e B — DT
(. 5000 End Use Account Terms
Buyer
Phonecs: [ -] Balance: $160.42

Items | Association Codes | Compliance |Notes

£ | ftem Number Description Unit Price Extended Amt

16L 574000-62381/JL 169000 -62381 PLEASE ISSUE A CHANGE ORDER TO PO 46134 TO COFR

4. Click on ,Settings” to open the settings option, click on ,,Screens Specific Tab and choose

»,Enable” for Pending Approvals. Then click ,,Apply Settings”. NOTE: this is a one-time setting.
You do not need to perform this action again.

hé? Print Screen ~ T

Q) i e — |-
T =

~Te 13 Settings

-

b Data Dictionary -
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5.

Pending Approvals Tab should now be available:

@ Home Search Attachments

Refreshy,

Pending Approvals

User

o Approve 8 Reject

Group Action Date

ONESOLADMIN (4]

3/25/2015 7:55:06 AM
3/25/2015 7:55:07 AM

0 Forward 0 Hold

PR_SUP_PROBATI &)
Mkl

Approvals

ShipTo BillTo

RemitTo

8 | Records -~ &'x

5]

O PR 000001
2 Vendor ID|S

= 000001 V129086 |

5

E

=

=

By OneSoladmin One

v
.Click this box to give your approval

X
. Click this box to reject the item
Click this box to forward the item to

another person. A pop up will display list of
users for you to choose to receive this item.

Workflow Reports
WF9901: Workflow Roles

This CDD report is run to see what workflow roles have been assigned to a specific user.

1. Type WF9901 into the search bar

P ‘ Finance (1/0/1/0)
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2. Enter the selection criteria you would like to use on the prompt screen

WF9901: Workflow Roles / No Criteria

SelectanlCriteria Enter the value for User ID: =

5 =
No Criteria » Enter the value for User Name:

Short Format? Y

?HEIP [[] Open Report in New Window &7 Submit

WF9901: Workflow Roles / Mo Criteria

Selection Criteria Enter the value for User ID: SuUpP*
No Criteria » Enter the value for User Name: =
Short Format? Y
?Help [] open Report in New Window #7 Submit
3. Click the Submit button

port in New Window

4. Areport will appear which shows the workflow roles that are assigned to the user or users that
match the selection criteria you entered on the prompt screen

RoleID AP _SUP_COURTS Role Title AP SUP_COURTS

3.00 SUP392 James Owen james owen(@santacmzcourt org
Role ID CF._APEV COURTS Role Title CR_AFRV COURTS

1.00 SUP392 James Owen james owen(@santacmzcourt org
Role ID CE_ENTRY COURTS Role Tile CR_ENTRY COURTS

1.00 SUP320 Lynne McClain byane meclaini@s antacmizeourt org

2.00 SUP151 Aurora Magana aurora magana@santacruzeoust.org

WF1100: Report of Workflow task list ltems waiting by User
This CDD report shows all the items waiting for approval from a specific user or in a specific
workflow.

1. Type WF1100 into the search bar
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2. Enter the selection criteria you would like to use on the prompt screen

Selection Criteria

Enter the value for IFAS User ID

WF1100: Report of Workflow tasklist Items waiting by User / Default

Mo Criteria Enter the value for Workflow Model ID =
Default »
?HE|D [] open Report in New Window @Sl.lhl‘l‘ln
WF1100: Report of Workflow tasklist Items waiting by User / Default
SelectionlCriteria Enter the value for IFAS User ID AUDO45
No Criteria Enter the value for Workflow Model ID =
Default »
PHelp [] open Report in New Window #] Submit

3. Click the Submit button

T —
4 | Submit

port in New Window

4. Areport will appear which shows the items that are pending approval from the user or users

that match the selection criteria you entered on the prompt screen

Santa Cruz County
Pending workflow tasklist items by IF AS user

User ID: ATUDO45

Report Date: 06/09/2016

Model ID: AP WORKFLOW
Model Description: Invoice Approval

Instance Description Assigned Activity ID
Set: OH123500~ Vendor: V102496~ Invoice: TEST 16H01296~ Date: 02/16/16 16:03 Al
9112015~ Amount: 1,000.00

Set: UPLOADTESTO01 1~ Vendor: V69~ Invoice: TEST125~ Date: 06/07/16 16:39 Al
3/28/2016~ Amount: 100.00

Set: UPLOADTESTO011~ Vendor: Vo9~ Invoice: TEST126~ Date: 06/07/16 16:39 Al
3/28/2016~ Amount: 900.00

Set: UPLOADTESTO011~ Vendor: V69~ Invoice: TEST129~ Date: 06/07/16 16:39 Al
3/28/2016~ Amount: 150.00

Set- TTPT NAMTERTI 1~ Vendnr VAG- Tnvaire: TERST13 Tate- NAMTIA A3 Al
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ONESolution Finance Modules Overview

Accounts Payable
Data Entry Screen: APOHININ

Accounts Receivable
Data Entry Screen: ARBTARUB

Cash Receipts
Data Entry Screen: ARBTCRUB

Contract Management
Data Entry Screen: CMUPCM

Fixed Assets
Data Entry Screen: FAUPAS

Grant Management
Data Entry Screen: GMUPGM

Journal Entry

Data Entry Screen: GLIEUM
Purchasing
Data Entry Screen: POUPPR

ONESolution Data Entry Screen Customization

Grid Mode
Most ONESolution Screen open data fields organized like this:

Alternately, users can switch their screen to Grid mode. Grid mode changes the data fields to be more
linear which can simplify data entry. Grid Mode can also be customized by the user based on their
preferences.

1. Click the Show Grid button in the top ribbon bar of the ONESolution screen
Pending Approvals

Q Delete O o o Record Info Q\ﬁew Last Changes

@ Threaded Notes (3 Repeat Last Changes
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2. The data from the top portion of the screen will appear in a linear configuration. If you have
multiple records, you will see all of these records stacked on top of each other

| carch O | = = I | eore | ey |
Records -
s o e : s e

2| ckTesT V127396

CKTEST2 V127306 ¥ |CKTEST V127386 R1 01/15/2015 1210
5| cxrestt TFTEET CKTEST2 V127396 R 01/15/2015 1210
2| cxTesTs V127396 CKTESTH V127396 R1 01/15/2015 1210
2| ceresta V127306 CKTEST3 V127396 R 01/15/2015 1210

3. The information showing in the bottom section of the screen will be related to the record
highlighted in the upper section

2= [nvoice Vendor 1D

» CKTEST V127396 R1 0171
CKTESTZ V127396 R1 011
CKTEST1 V127396 R1 011
CKTEST3 V127396 R1 011
CKTESTS V127396 R1 01/

Invoice Details | lnvoice Text| 1092-5

Invaice Details

GL Account | GL ~ | 122100 61410 | JL ~

Description  Mew Ck Test Qu
PO* v BfF (P~ Unit
Due Date  01/16/2015 j 1099 Flag: D 1099 Dfit: Tax 1
Received Date - RelateTo | X  © - Tax 2

4. The information in the bottom section can also be set in Grid Mode by using the button at the
bottom of the screen

Authorized Date =] Div GEN  ~
Second Ref Misc V

Product ID

/2018 3:05:41 PM  Production Environment | PSP

1055 AM prormoted the prograrm — which gives seven companies the excluzive
' large apartrent buildings and condorminiurn complexes — as a way to

5. The information from the bottom section of the screen will now appear in a linear configuration

Invoice Details ||nyvoice

Inwoice Details

GL Account Extended Amount Description

> 1 9,978311.21GL 122100-61410 9,978,311.21 New Ck Test
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6. Grid mode can be customized in a variety of ways to meet your data entry preferences. We
suggest moving all the fields you always enter data into to the left side if the screen in the order
you like to do the data entry.

a. Resizing Fields — Hold you cursor between the field headings and drag left and right to
adjust the width of the field

Invaice Details 1099-5

Invaice Details

== Quantity | " Jmit Price

b. Moving Fields — Click the field heading you would like to move, then drag the field to the
desired location and drop the field when you see two arrows indicating the new location
for the field.

Invaice Details (invoice Text| 1099-5

Invoice Details

S

== Quantity | | GL Account Unit Price

Invoice Details |Invoice Text 1099-5

Invaice Details

22 Quantity | | GL Account Unit Price

Invoice Details |invgice Text |1099-5

Invoice Details

——

2 | GL Account Quantity | | Unit Price

» GL

c. Removing Fields — You can remove fields from view that you don’t ever want to enter
data into. Click the column icon at the left end of the column titles

Invoice Details ||qy

Invoice Details
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The field chooser dialog box opens with check boxes for each field

:lM
Field Chooser n}
De
= |
' -
Inwe
Extended Amount

cell
-
[A—
[DueDate SR
et
CE——

_—
(ohmont
Second Ref 'E

Invaice Details

Uncheck the box next to any field you don’t want to see

— e e ]
Ade
Field Chooser .

§De
[0 a— )
b ]
1o -
Invo

Extended Amount
ce D
£ ty Ce
O L
[DucDate —  JNEW
=
T
O REEEr— j
- 125

Invoice Details

d. Restoring grid layout — Sometimes you make a mistake when customizing the grid
mode. To restore the layout of the top section click the Restore Layout button in the top
section

lo GExport

@ snow Grid
ord Info () view Last Changes

@ Restore Layout Restore

:aded Notes (3 Repeat Last Changes

- aTT
ord Options

Vendor ID AddrCd |

-l
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To restore the layout in the bottom section, click the arrow button on the bottom right

corner of the screen
4

search Mode

Select Grid Options and click Restore Layout

Sorts »

Record Options  »

Grid Opti » [ Restore Layout

Searching for Transactions

Any Screen in ONESolution can be used to search for transactions that match search criteria you select.

1. Go to the desired transaction screen in ONESolution and click the Search button:
& APOHININ - Invoice Entry

Search Attachments Pending Approvals

[:l Pending Approvals

Q) Add Ot Q) undo @ export

@ Reselect Q Delete o Record Info G View Last
Search Past
@ Select All 0 Save = 0 Threaded Notes q':) Repeat La
Search Options ecord Options
4 | Records ol
E Vendor ID | User Invoice Tq Invoice |
] Invoice Date v
o
E Security Code v
v}
|
= Payment Type v

2. All of the fields on the screen will blank out. You can enter selection criteria into most fields to
retrieve all the transactions that match the entered selection criteria.

< roan oecer) I

Search Attachments Pending Approvals

&y Add Oconi @ Undo @ Export

@ [ Pending Approvais ||

@ Resefect C) Deiete o Record Info @ View Last Changes
@ Select All Q) save Oraste © Threaded Notes () Repeat Last
Search Options Record Options

-"E" Records v 3 x =

| B Invoice Vendor ID  V1548(|
-4

II 21 Invoice Date v
]

N E Security Code v
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3. Click the apply button to retrieve the matching search results.
E APOHININ - Invoice Ent

Search Attachments

Pending Approvals

ORCRODYDL

Previous Previous Next Next

4. The Records column on the left side of the screen will populate will all the items that match your

entered criteria, which you have security access to view.
&, APOHININ - Invoice Entry

Search Attachments Pending Approvals

Qo™ @ OO

Search Previous Previous Next Next

B oy @
€3 Delete (i ]
0 Save O i e

Invoice

TEST00.0031

Invoice TEST00.0031
Invoice Date 09/11/2015 v
Security Code

Tools Attachmentsl Records

6. You can search for a range by entering a :

Lescripmon
PO -
Due Date 5/01/2015:07/12/2015 = 109

Recerved Date -

Loan = [ -
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7. Generally all fields can be used as search fields, but you might discover that some fields work
better than others, and some fields may not work at all.

Sorting in Grid Mode

When you have completed a search and have a long list of matching transactions, you might want to
sort the transactions by certain criteria. If | am looking at all the accounts payable records for a specific
vendor or any other search criteria, | can sort them by any of the column headings.

g APOHINIM - Invaice Entry

@ ==
Home Search Attachments Pending Approvals

[[] Pending Approvals & Add (@) Undo @ Exool
O cony
Reselect Delete Record Info View
Search @ : Previous Previous Next Next o Paste o o G -

g e Fage || @save @ rreaded Notes (3 Repe
1 £ |Records LS &
[+]
W Tl a
& VE"duer 2= | Invoice Vendor ID Addr 4
J o] so021607 vis3ed
Y 2| eozs0z1e08 viszes 3264754549 V14384 R1
|
3265073165 V14384 R1
|| 2034021700 V14384
[ <[ 3250088573 V14384 3265073237 Via3s4 R1
5| 3250088574 V14384 2265072193 V14284 R1
©
(|| 2260670737 V14384 > 3034021697 V14324 R
£

3260670741 W143a4 « aarramenas reaanna -
3261078976 V14384

"

Drag the column heading you want to sort the information by into the orange line above the column
headings

< " Secunty Code Payment Ty{

3601 CHE
3601 CHK
3910 CHK

The area above the column headings will expand and you can drop the column heading into the
expanded area

rou p by area Drag a field here to group by that field

Security Code Payment Type Payment Terms User Invoice Total

Now, the data is sorted so you can see how many items for each sort criteria

Security Code =
| 0340 (19 items)

0
0600 (6 items)
0

®

#

910 (11 items)

1210 (20 items)

®

i 1510 (21 items)
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And you can expand the sort items to see the matching transaction details

&l 0220 (19 'tems)
[BY™ 5600 (& rtems)

&= | Invoice Vendor ID Addr Cd Invoice Date <1 Secunty Code Payment Typs
8035361861 V14324 R1 07/31/2015 0800 CHK
8035998061 V14334 R1 09/15/2015 0600 CHK
8036390145 V14384 R1 10/13/2013 0600 CHK
8036596892 V14324 R1 10/31/2015 0800 CHK
8037575150 V14384 R1 01/15/2016 0800 CHK
8037868167 V143384 R1 01/31/2018 0600 CHK
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Inquiry Screens

GLIQ- Account Balance Inquiry

This screen will show specific information related to GL/JL Keys and Objects including Account Balances,
Transactions, Un-posted Transactions, Encumbrances, Un-posted Encumbrances, and Budget
Adjustments.

1. Enter information into the top section of the screen related to the GL/JL Key and object you
would like information on

Previous Previous Next Next
Page Page

Transaction Filter:
7/1/2015 -

Ledger: [IL  ~ Fiscal Year: Level: (0B = A SEis -

P DPDV LOCA PPA SUBP FDID PRC GMA

6/30/2016 -

' Account Information

u Results

OrgKey | Object  Description Budget | | Status

P19008 62330 DPW-REAL PROPERT / DPW SERVICES-GEN 0.00 A

2. Expand the tabs in the lower [portion of the screen to see information about the selection you
have made

. Account Balance by Period

n Transacticns

n Unposted Transactions

n Encumbrances

. Unpested Encumbrances

. Unposted Budget Adjustments

3. Click the arrow to expand the Total Exp and Enc area of the Account Information window

a Account Information
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4. This will show more encumbrance information

a Account Information

5. Currently we are not able to export any information on this screen to Excel. Once we upgrade to
version 15.3, you will be able to export information from the Transactions tab to Excel

. Transactions

Fiscal Year Perod Date Descnption Debit |

08,/03/2015 acct#1360-4889-9 $4.94

» 2016 02

L)
ECYEETIE]

. Unpeosted Transactions

POIQ- Purchasing Inquiry
This screen will show information related to POs and Contracts

1. Enter your selection into any of the fields in the top section of the screen

PR Number: PO Number: Contract Number: Requisitioned by:
Approaestlbng] @0 | Bayerdd | VendorID:  Vendor Name:
PO Status: PO Type:
—
PR Mumber: PO Number: |15C{]D'9?A Contract Nu
Approved by: Buyer: Venc
PO Status: PO Type:
I n Rezniltz

January 9, 2018 Page 34



2. Asyou enter a selection, the lover portions of the screen will populate based on what you enter

. Results
Vendor I VendorName

Contract # AprvBy
Kevin Bratcher 99999 VENDORLESS VENDC PP

16C0097A 16C0097A AUDD4S

. Purchase Order Summary
Status: Tae il Aprv: | APRV

PR: 000085 PO:  16C0097A
—" e—
ShipTo | BillTo LRl Aprvd | Printed @GS Dates | Blanket | Reg. Codes | Misc.
‘onfirming Person:

V99999 Addr: By: AUDO4S
07/06/2015 Cust/ Order #:
Fo e
=

e—" :
RemitTo

VEMDORLESS VEMDCR
Bid #:

701 OCEAM STREET
LEelel _ ; 16C0097A - WV

3. Click to expand the tabs in the lower portion of the screen to see information related to your

selection

1GL 591000-62386. .,

1 I

(4] «f: / 1 IPb]l)
. Encumbrances

. Receiving

. Distributed Inwvoices
. Mot Distributed Invoices

4. None of the information on this screen can be exported to Excel

PEIQ- Vendor Inquiry
This screen will show general information about vendors including POs, invoices, and payments.
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1. Enter your selection into any of the fields in the top section of the screen

Name: | 1D: Tax ID: S5N: Status:
PR#: PO#: Invoice #: Check Number: Prod Id:
City: State: Country: Zip:

Name: ID: V1548d Tax ID:
PR#: PO#: Invoice #:
City: State: Country:

. .

2. Asyou enter a selection, the lover portions of the screen will populate based on what you enter

n Purchase Requisitions/Orders

Invoice Invoice Date Descnption Dist Amount Account

> | 6821 08/28/2015 RX FORMS $37.84 GL 361231-62223 PD
6821 08/28/2015 RX FORMS $302.69 GL 361231-62223 PD
6696 07/01/2015 SHIPPIMG CHARGE $19.21 GL 351331-62223 PD
6696 07/01/2013 PRINTING RX FORMS $298.93 GL 361331-62223 PD
6605 04/22/2015 RX SECURITY FORMS $37.94 GL 361231-62223 PD

04/22/2015 RX SECURITY FORMS £302.59 GL 351231-62223 PD
[}

3. Click to expand the tabs in the lower portion of the screen to see information related to your
selection

| ﬂ Purchase Requisitions/Orders
u Invoices

» 6821 08/28/2015 RK FORMS $37.94 GL361231-62223 |
6821 08/28/2015 RX FORMS $302.69 GL 361231-62223 |
6696 07/01/2015 SHIPPING CHARGE $19.21 GL 361331-62223 |
6696 07/01/2015 PRINTING RX FORMS $298.93 GL 361331-62223 |
6605 04/22/2015 RX SECURITY FORMS $37.94 GL361231-62223 |

|

6605 04/22/2015 RX SECURITY FORMS $302.59 GL 361231-62223
()

Document Type Number Amount
» 02 CHK 00479631 $340.63 CX.
02 CHK 00471692 $340.56 CX |
02 CHK 00462059 $340.53 CX |

CHE 00461044 $415.55 CX |

. Products
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4. None of the information on this screen can be exported to Excel

5. This screen is particularly useful to see the status of a check issued to a vendor. In the Payments
tab, a status of CX indicates that the check has been cashed, A status of IS means the check has
been printed, but has not been cashed yet.

Document Type Number Amount
k02 CHK 00479631 534 |a 10/19/2015
02 CHK 00471692 §340.56 CX 08/11/2015
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