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Welcome to the ITS Integrator course for the Finance iEnabler subsystem. This course is designed to
equip you with the skills and knowledge you need to use the Finance system on Integrator. In fact, this
course is essential for anybody who is responsible for maintaining the Finance iEnabler.

Course duration

3 Days

Pre-requisite knowledge and skills

Before you can register for this course, you must have attended the interface training; this is where
you will be taught on the look and feel of the system, as well as the knowledge to navigate through

the system. You should also have a basic knowledge of the ITS Integrator system.

Course content

The course structure is divided into modules and covers the following:

Subsystem Modules

Finance iEnabler

Set up of Finance iEnabler

Access control management

How to log on to the Finance iEnabler for the first time
without a pin

Maintain user defaults

How to maintain requisition classifications

How to create a non-defined requisition

How to override or reject insufficient funds

How to create a store item requisition

How to query budget reports

Difference between a budget query (financial) and a
budget query (non-finance) report

How to query cost centre reports

Difference between a cost centre query (financial) and a
cost centre query (non-finance) report

Handling GRV’s in the iEnabler
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Learning outcomes

On completion of this course, the trainee should be able to:
e Correctly set up and maintain the required web Finance subsystem parameters within the
back-office Finance subsystem’s code structures.
e Inform / educate employees on the correct use of the Finance iEnabler system.
e Maintain the back-office Finance subsystems with data from the Finance iEnabler system.
e Educate / inform staff on how to utilise the Finance iEnabler.
e Perform routine operational functions to maintain both

Module Structure
Each module contains the following parts:
Specific outcomes and assessment criteria

The specific outcomes and assessment criteria are very important because they state what is expected
of you and how you will be assessed i.e. how you will know whether you have achieved the specific
outcomes.

Introduction

Each module starts with a statement of the content and learning outcomes for that module to
introduce you to the subject matter of the module. Suggested time allocation is also indicated. Bear in
mind that the time allocation is only a guide and some people will take longer than others to complete
the same task. The timeframe can also be longer if you choose to look up content from other
resources.

Content

Module content consists of information moving from system pre-requisites to operational and menu
management issues. The content is subdivided into topics, tasks, procedures and other information
arranged in a logical sequence and broken down into small, connected and understandable units. This
content can be supplemented by support materials such as PowerPoint presentations, worksheets,
hand-outs, etc.

Acronyms, Glossary and Terminology
As far as possible, the workbook uses clear and non-technical language. However, it is inevitable that
you will be introduced to new terminology or be faced with the use of acronyms to describe or explain

the contents of this manual. All terminology and/or acronyms used will be explained in the content,
but you will also find separate structured tables at the end of this manual.
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MODULE

1 Set-up of Finance iEnabler

Specific outcomes

On completion of this module, you will be able to:

e Create a User
e Link users to specific programmes and menu options
e Set up the Finance iEnabler
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1.1 Personnel Biographical Detail {PBOP-1}

This screen may be used for the appointment of new Personnel members as well as the maintenance
of the Biographical Detail of existing Personnel members. A personnel biographical record may not be
deleted because this record is the foundation for the HR system to identify a person uniquely on the
ITS system. This record is also critical for the Payroll System because, without a biographical record a
person will not be included in the normal salary calculation. The first step in the process of appointing
a new personnel member would be to create a biographical record. The user must have a personnel
number assigned to him/her in the option Personnel Biographical {PBOP-1}. A User without a
personnel number will not be allowed to work on the Finance iEnabler. If no biographical exists, ask
the Human Resources department to create a record on {PBOP-1b2}.

1.1.1 Personal Details {PBOP-1b2}

{PBOP-1} Personnel Biographical .

Return to Search

S b st ! s
Maintain Personnel [ Create  [E Delete 4 First  Prev b Next [l Last [ save [ Cancel Display Card

» Appoint E-Recruitment Applicant

Personal Detail
ID Number 7909095053086
I Personnel Number 400 I * First Names Ben
*Title MR Q Nick Name |
* Initials B Birth Date  01-Dec-1967 F‘(})
*Surname Mokoena *Gender M [¥
Appointment Detail
Iml Resignation Date
Post Code 106 Post Description  LECTURER IN CHEMISTRY
Forecast End Date Job Designation CHEMISTRY-DBN
Personnel in Post 1
Service Period
Continuous Start Date E"(B
Continuous Service Years 23 Current Service Years 4
Continuous Service 4 Current Service Months 23

Maonths

Conditions of Service

Appointment Type 1 Appointment Mame FULL TIME PERM:ACAD
Rank 40 Rank Description LECTURER

Leave Package ACADEMIC STAFF

Leave Package 01 Description

Fields to emphasise:

ID Number: Validations
e The system will not allow two Personnel Biographical records with the same ID Number (The first
10 digits are compared).
e For South African Institutions
e Must be 13 digits in length
e  Must match birth date and gender
e Must be a Modulus 13 number
e For South African Institutions, the ID number is mandatory if The Nature of Person is A,C or M, but
optional if the Nature of Person is B.
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Personnel Number: The personnel number is the unique identifier of a personnel member in the ITS
System.
e The program may be configured to automatically generate a personnel number by switching
validation (AN)-Personnel Number Generation in the Validation Control {GOPS-22} to (Y)es.
e Inthis case the user may not supply a number as the system will generate the number.
e The generated number will be the Next Personnel Number in the Recruitment System
Parameters {PRMT-3}.
e After the number is used once, the system will automatically increase the Next Personnel
Number by 1.
The program will validate that the number is less than or equal to the Maximum Number entered in
the Institutional Information {GCS-1}. The validation (PD)-Prevent Duplicate Numbers in the Validation
Control {GOPS-22} is set to (Y)es. This validation is permanently switched on.
Title: This is a mandatory field. The title must be entered, preferably in the person's preferred language
for correspondence to be produced correctly. Titles may be maintained in Title Types {GCS-9}.
Initials: Up to six initials, preferably without embedded spaces, must be entered.
Surname: In this mandatory field (and First Names below) the system will accept both upper and
lower-case characters. An internal convention in this regard should be established by the institution
to ensure consistent and neat reports.
First Names: This is a mandatory field.
Nickname: This is an optional field.
Birth Date: The field is mandatory for new records created through this screen. The field is also
mandatory for permanent employees (i.e. where the employee's Appointment Type is indicated as
(P)ermanent). For South African Institutions, the system will validate that the first 6 numbers of the ID
number correlate with the birth date.
Gender: This field is mandatory. (Male / Female).
Personnel numbers where the appointment date is greater than the system date or the resignation
date is less than the system date will not be allowed into the Finance Web System.

1.1.2 Personnel Contact and Address {PBOP-14}

The user should also have a valid email address added to their communication detail on {PBOP-14}.

5|Page
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{PBOP-14} Personnel Contact and Address
| Search
4
Personnel Number 400 C\
Contact Type C\
| Advanced ] | Search ] | Reset ]
. List of Contacs
View + £ Detach
400 Q Q
Personnel Number  Title Initials Surname Contact Sequence  Contact Type TR TG Primary
Description
400 MR 3] Mokoena ] P Primary Contact Y
< >
Rows:1
Maintain Contact =~ Contact Adresses = Contact Communication
A [ Create Delete [ First 4 Prev [ Next PLast | [ save [ cancel
= Communication Type E q Communication Email (Primary)
s ¥pe
Communication  mgkgale.maenetja@adaptit.co.za Description
Number “ i =
— rima
*Start Date  16-May-2018 £ "
End Date E0Y
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MODULE

2 Access Control Management

Specific outcomes
On completion of this module, you will be able to:

e Control iEnabler user access

e Maintain user access definitions

e Link users to functions

e Set-up Finance iEnabler routing

e Set-up document retrieval and storage

e Set-up the display terms of the approval message
e Define finance user control
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2.1 Introduction

During install, a generic function WEBS is installed on {USERS-2}. This Function Webs allows open
access to ALL USERS with a Personnel Number, because it links automatically to all users with a
personnel number. Options of ALL iEnablers are linked to function WEBS and therefore users will
automatically have access to all options on the Finance iEnabler.

2.1 How to Control User Access

In this two-Tab option, the Control Officer can define Functions and subsequently link specific Menu
Options to these functions. When the grouping of menu options to functions has been done, users can
be linked to these under option {USERS-3}, TAB Individual User Functions in the System.
Query WEBS on block 2, Remove all Finance iEnabler programmes from this generic WEBS function.
The programmes are:

e PFO0O01-1;2

e PR0001-1,2,3,4,5,6,7,8;

e PG0001-1,2,3,4,5,6;

e PGR0O01-1;2;3;4,5

2.1.1 Functions Definitions PFO001 {USERS-2}

Query WEBS on block 2, remove all Finance iEnabler programmes from this generic WEBS function.
The programmes are: PFO001 — 1,2

{USERS-2} Function Definitions
Function Definitions [dsave [ Cancel
Function Codes ~ Functions and Menus
Search
Function Code WEBS & Menu -k Option »&
Advanced Search Reset
@ create [ Delete
2| & petach
Q PFO00L Q Q ] ~]
(F:L;ggtlon Che Function Name Menu 4" Menu Description Option FS Menu Option Access Level gﬁi’ness FOETD
WEBS ITS WEB SYSTEM PFO00L ), FINANCE [ENABLER 1 Q, General Ledger U-Update [v] MN-No [v]
WEBS ITS WEB SYSTEM PFOD0L Q, FINANCE [ENABLER 2 Q, Requisitions U-Update [~] MN-No [v]
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2.1.2 Functions Definitions PRO001 {USERS-2}

Query WEBS on block 2, remove all Finance iEnabler programmes from this generic WEBS function.

The programmes are: PRO001 -1,2,3,4,5,6,7,8

{USERS-2} Function Definitions x
. Function Definitions
Function Codes  Functions and Menus
Search
Function Code WEBS Q
B petach
Q PRO001

Function o< A
Code Function Name Menu
WEBS ITS WEB SYSTEM  PR0001
WEBS ITS WEB SYSTEM  PR0001
WEBS ITS WEB SYSTEM  PR0001
WEBS ITS WEB SYSTEM  PR0001
WEBS ITS WEB SYSTEM  PRO001
WEBS ITS WEB SYSTEM  PR0O001
WEBS ITS WEB SYSTEM  PR0O001
WEBS ITS WEB SYSTEM  PR0001

PPPPPPPPY 4

Menu

Menu Description

REQUISITIONS
REQUISITIONS
REQUISITIONS
REQUISITIONS
REQUISITIONS
REQUISITIONS
REQUISITIONS
REQUISITIONS

3
g

@ N OO s W N -

4
<

o)

PPPPLLPAPP

3 save [ Cancel

Option Q

Aﬂvancedr Search VReset

E Create E Delete

v v

7 Menu Option Access Level g:'y"e’“‘ Function
Maintain User Def... U-Update [v] N-No v]
Requisition Classifi... U- Update [v N - No E
Create Requisition U - Update (v N - No E]
Copy Requisition U - Update L_;_J N - No (v
Maintain Requisition U - Update |v N - No v
Approve Requisition U - Update (v N - No [v
Query Requisition U - Update (v N - No v
Search Documents U-Update [v] N-No [v]

2.1.3 Function Definition PGO001 {USERS-2b2}

Query WEBS on block 2, remove all Finance iEnabler programmes from this generic WEBS function.

The programmes are: PG0001-1,2,3,4,5

{USERS-2} Function Definitions
. Function Definitions
Function Codes ~ Functions and Menus
+ Search
Function Code WEBS O
.- H% Detach

Q PGO001
Function ans Function Name Menu
Code
'WEBS ITS WEB SYSTEM  PGD001
‘WEBS ITS WEB SYSTEM  PGD0O01
‘WEBS ITS WEB SYSTEM  PGD0D01
‘WEBS ITS WEB SYSTEM  PGD0O01
'WEBS ITS WEB SYSTEM  PGD0O01

Q

-~

PPPPP

Menu

Menu Description

GEMNERAL LEDGER
GEMERAL LEDGER
GEMERAL LEDGER
GEMERAL LEDGER
GENERAL LEDGER

Option

[ I S N

AT

PPPLPP

Menu Option

Budget Query (Fin...
Cost Centre Query...
Budget Query (No...
Cost Centre Query...
Consolidation Cost...

B Save E Cancel

Option Q

| Advanced | | Search H Reset ‘

[l Create Delete

Access Level gl:liifnem Function
Y- Yes
U - Update ¥ - Yes
U - Update Y - Yes
U - Update Y - Yes
U - Update Y - Yes

9|Page
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2.1.4 Function Definition PGRO01 {USERS-2b2}

Query WEBS on block 2, remove all Finance iEnabler programmes from this generic WEBS function.
The programmes are: PGR001-1,2,3,4,5

{USERS-2} Function Definitions
Function Definitions E Save E Cancel
Function Codes ~ Functions and Menus
Search
Function Code WEBS ':k Menu ':£ Option ':k
Advanced Search Reset
@ Create ﬁ Delete
E} ;:f Detach
Q PGROD1 x Q Q ~] ~]
g;zﬁon o Function Name Menu 4. %" Menu Description  Option 4% Menu Option Access Level gﬁ;ness IRIEEES
WEBS ITS WEB SYSTEM | PGRO01 4, IENABLER GRV 1 4 Query Outstandin... U-Update |v| Y-Yes v
WEBS ITS WEB SYSTEM  PGRO01 G, IENABLER GRV 2 @, Maintain GRV U-Update [wv]| v-Yes v
WEES ITS WEB SYSTEM  PGROD1 Q,  IENABLER GRV 3 Q, Budgetallocation  U-Update [w| Y- Yes (v
WEBS ITS WEB SYSTEM  PGROO1 Q,  IENABLER GRV 4 @, Query GRY U-Update [v] v-ves (v
WEES ITS WEB SYSTEM  PGROD1 4, IENABLER GRV 5 Q4 Approve GRV U-Update [v] Y-ves v

Fields to emphasise:

Function: One of the Functions defined above must be entered here. The name of the Function Code
will display.

Menu: The Code of a Menu to be linked to this Function must be supplied.

Option: The Option of the Menu to be linked to this Function must be supplied.

Access Level: The level can be either (U)pdate or (S)elect, granting the user of this function / menu
option combination either total or only limited ("Select") access into the database. Although this is a
mandatory field, it will only be used by the system in the case of lowest level options. A limitation of
"S" on a higher-level menu will therefore not preclude updating under a lowest level option if that
lowest level option is indicated as "U". Access control will not be done to menu options that lead to
other menus.

Business. Function Only: Tick this field if Menu Option can only be Accessed from Business Functions

A function will typically consist of many records: and one menu option could appear in any
@ number of functions. If a function should for example access only one report in a sub-
system, then access can be provided to that report option only. The system will, however,
preclude two functions to be linked to the same user, if those two functions include the same menu
option.

10| Page
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2.1.5 Create New Functions {USERS-2b1}

This menu option allows you to create new functions for a user which will be later linked in menu

option {USERS-5}. All fields in this option are mandatory.

{USERS-2} Function Definitions x
Function Definitions
Function Codes = Functions and Menus
Search
Function Code
& Detach
Function -7 -
Code Function Name
FAPR Approver
FREQ Requisitions

Function Name

Advancad

[ save [ Cancel

Search | Reset

[G] create [T Delete

Fields to emphasise:

Code: A unique code to identify the function to be declared.
Description: The name of this function.
Date: If the date is greater that 01-Jan-1980, then Function will not be Released to Clients.

2.1.6 Link the Programmes {USERS-2b2}

All fields in this option are mandatory

USERS-2} Function Definitions 4

Function Definitions

Function Codes  Funmctions and Menus

Search

Function Code

B} petach

Q
23‘?0" o Function Name
FREQ S Requisitions
FREQ Q, Requisitions
FREQ Q, Requisitions
FREQ Q, Requisitions
FREQ @, Reguisitions
FREQ Q, Requisitions
FREQ @, Requisitions
FREQ QG Requisitions
FREQ Q, Requisitions
FREQ Q Requisitions
FREQ Q, Requisitions
FREQ Q, Requisitions
FREQ @, Requisitions
FREQ Q, Requisitions

Menu

PGROO1
PGROOL
PGROO1
PGROOL
PGO0OL
PGO0O1
PGO0OL
PGO0OL
PGO0O1
PGO0OL
PRO0OD1

PRO0OO1

PRODD1

PRO0O1

P

b
4

PPPPPPPEPPPP PP

Menu Q

Menu Description Option
TEMABLER GRV
IEMABLER. GRV
IEMABLER GRV
TEMABLER GRV
GENERAL LEDGER
GEMNERAL LEDGER
GEMERAL LEDGER
GEMNERAL LEDGER
GEMERAL LEDGER
GEMERAL LEDGER
REQUISITIONS
REQUISITIONS
REQUISITIONS
REQUISITIONS

POPLLLPPLLPPPIP )

T N L e R T T R e

S

Option

Menu Option

Query GRYV

Budget Allocation

Maintain GRV

Query Outstanding Requisiti
Link to Oprifin

Consolidation Cost Centre ...
Cost Centre Query (Mon-Fin...
Budget Query (Mon-Fin User)
Cost Centre Query (Finance)
Budget Query (Finance)
‘Query Requisition

Approve Requisition

Maintain Requisition

‘Copy Requisition

B Save E Cancel
Q
Advanced Search Reset

Create @ Delete

& v
Access Level g:i:‘nws Function
U - Update N - No [~
U - Update M- No [
U - Update N - No [~
U - Update N - No v
U - Update N - No [~
U - Update N - No [~
U - Update N - No v
U - Update N - No [~
U - Update N - No [~
U - Update N - No [v
U - Update N - No v
U - Update M- No [
U - Update N - No [~
U - Update N - No v
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Fields to emphasise:

Function: One of the Functions defined above must be entered here. The name of the Function Code
will display.
Menu: The Code of a Menu to be linked to this Function must be supplied.
Option: The Option of the Menu to be linked to this Function must be supplied.
Access Level: The level can be either (U)pdate or (S)elect, granting the user of this function / menu
option combination either total or only limited ("Select") access into the database. Although this is a
mandatory field, it will only be used by the system in the case of lowest level options. A limitation of
"S" on a higher-level menu will therefore not preclude updating under a lowest level option if that
lowest level option is indicated as "U". Access control will not be done to menu options that lead to
other menus.
Bus. Function. Only: Tick this field if Menu Option can only be Accessed from Business Functions
A function will typically consist of many records: and one menu option could appear in any
number of functions. If a function should for example access only one report in a sub-
system, then access can be provided to that report option only.
The system will, however, preclude two functions to be linked to the same user, if those two functions
include the same menu option.

2.2 User Access Definitions {USERS-5}

This option is used to create ITS users. The user must exist in the Personnel, Student or General system.
User codes, passwords and printer detail may be linked. The Financial User Block has been removed
from {USERS-5}, use {FCSM-5}.

{USERS-5} User Access Definitions

Maintain Users E Save E Cancel

Individual User Access ~ User Printer Access

Search
User Code User Name
User Number
Advanced Search Reset
@ Create E Delete i First 4 Prev [b MNext [Bf Last
* P- User AP DE Other Username
User Type Personnel User Number 1058 Name MNYSSCHEN X
Primary Department 5 Q
End Date 31-Dec-2010 F-?‘(B .
Maximum Mumber of 15
User Code ALLIED Immediate Batch Jobs
* Password esesss Termination Reason Code Q
* First Menu  MAIN Q ITS ADMINISTRATIVE SYSTEMS Default Printer  8lpi Q 8 LINES PER INCH
*SystemID g Q@ Date Last Login
Senior Number 400 Q MR B Mokoena

Printer Profile F3 Q 3RD FLOOR PRINTER

Library Users Store Users
Library Branch Code LAW Q LAW LIBRARY Store Code EM Q LAEVELD STOOR
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Fields to emphasise:

Type: The type of user: (P)ersonnel, (S)tudent or (O)ther. (The user is not allowed to change a O to P
type, if no record exists in {PBOP-1}.) Not updateable.
Number: Every user of the system must be given a unique nine-digit number. It could be useful if the
Personnel Number, as defined in the Personnel System, is used for this purpose. If a number is entered
here, the system will retrieve the name from the applicable system, if it exists there. It is possible,
however, to create complete new records here without reference to the Personnel or Student
Systems.
Name: The name of the user.
User Code: The login name used by the person on the ITS systems. This name should preferably be
unique, but can be the same for a group of people, e.g. temporary staff. Not updateable.
First Menu: The code is entered and the corresponding description will be displayed. The code entered
here will determine the starting menu the user will see when logging into the system.
Password: The password of the user is entered here. The user can later alter this value, at will, when
logging into the system. This field is also not being mandatory and the user will be prompted to issue
this at first login. The entered value will not be displayed for security reasons.
System ID: The ID of the system this person belongs to and on which, use of the SQL Generator on.
Further refinement in access control by the SQL Generator, is dealt with on its own. Mandatory field,
default =g.
Senior: For Users where Person Type is "P - Personnel”, the Senior as entered in the Personnel
Biographical {PBOP-1} will display here. The information in this field may be used in the iEnabler
Application for User Access
Printer Profile: The printer profile this to which this user will be linked for new records entered here.
Other Username: The Other Username for this user, other than the ITS Username that a user can use
to login to for example in Active Directory, NOVELL etc.
Primary Department: The Primary Department of the personnel number used in A above is displayed
and may be queried.
End Date: Date on which current user has no more access to the ITS system.
e When a Personnel Member is "Resigned" (Refer to Service Records {PBOP-2}), the date
will be populated into the 'End Date' field, where the user Type is (P)ersonnel.
e When an expiry date is inserted for an "O"ther User {BOPS-22}/{GOPS-3}, the date will be
populated into the 'End Date' field, where the user Type is (O)ther.
e When an expiry date is inserted in the Student Biographical Detail {SREGB-1}, the date will
be populated into the 'End Date' field, where the user Type is (S)tudent.
Maximum Number of Concurrent Logins: This is the maximum number of times that a user may log
in at one time. A value of zero indicates no maximum value is applicable.
Maximum Number of Login Tries: The number of times a user can log on, is set in default in {BATCH-
1}. In this field the system operator can see how many times a user has logged in incorrectly. If the
user has exceeded the maximum number of login tries, he/she will be blocked from logging in. This
field must be cleared to enable the user to log on again.
Maximum Number of Immediate Batch Jobs: Enter the maximum number of immediate batch jobs
that this user can run. This field should be entered to allow the user to generate Immediate Batch jobs.
Termination Reason Code: For records with an End Date, the Termination Reason {GCS2-25} must be
entered.
Termination Reason: The description of the Termination Reason. Display field only.
Default Printer: The default printer for this user. This printer will be used for the stores vouchers,
registration printouts, or any other printing that must be done on a per system / per user basis. A LIST
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OF VALUES is available on the printers defined in {GPRT-1}.
Date Last Logged In: The last date that the User logged in. Display field only.

2.3 Link Users to Functions {USERS-3}

This option should be used in the distributed access control mode. This option checks that the granter
of a Function has a "GRANT = Y" in the grants field. The granter may thus only grant Access to other
users, to those functions which they themselves have been granted access (with a grant option ="Y").
{GOPS-4} (Grant Function to Users) vs {USERS-3} (Link Users to Functions).

Only high-level system administrators should have access to menu option {GOPS-4}. In here, anybody
can 'grant' as well as give 'process' access to anybody. You do not have to have a 'grant' access to a
function to give either a 'grant' access or a 'process' access to anybody. Keep in mind that if you create
a function in menu option {USERS-2} (Function Definitions), an entry is automatically created for you
in {GOPS-4} (and USERS-3) with a 'grant' access option.

{USERS-3} Link Users to Functions 5
Maintain User Functions
Search
User Number Equals v 400 Function Equals v Q
Basic Search Reset Add Fields « | Reorder
User Functions @ Create ﬁ Delete E Save E Cancel
@ ﬁ' Detach
[v] % [v] Q
User Type User Number User Name Grant Function Description End Date
P - Personnel | v | 47 2, | 5 mdluli ¥ - Yes v Fmot x &, FINANCIAL MANAGEMENT

Fields to emphasise:

User Number: The user number defined in {USERS-5}, TAB - Individual User Access Definition, must be
entered: the name of the user will be displayed automatically.
User Type: Radio Group:

e S-Student
e P-Personnel
e 0O-Other.

Grant: May this user, furthermore grant access on this option? If this is a (Y)es, then this user has the
right to grant other users access to this function. A (N)o or a NULL is regarded as a NO. The latter
record is required for a user to have access for herself / himself. NB: Should a user want to access the
menu's and want to give access to other users for this function, then you must have 2 records for this
function, one blank and one with a'Y'.

Function: The function codes, which describe the task to be performed by the user, must be entered
here. The function code is any one or more of the function codes defined in option {USERS-2}, TAB -
Function Codes and Descriptions.

End Date: Date on which current user has no more access to the ITS system.

e When a Personnel Member is "Resigned" (Refer to service Records {PBOP-2}), the date will be
populated into the 'End Date' field, where the user Type is (P)ersonnel.

e When an expiry date is inserted for an "O"ther User {BOPS-22}/ {GOPS-3}, the date will be
populated into the 'End Date' field, where the user Type is (O)ther.
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When an expiry date is inserted in the Student Biographical Detail {SREGB-1}, the date will be
populated into the 'End Date' field, where the user Type is (S)tudent.

Display field only

A

Any number of functions can be linked to a single user, but the system will preclude cases
where the same menu option occurs more than once in the functions to be linked to a single
user. The message: "Duplicate Menu / Option combination given to this person" will be

displayed in such cases.

2.4 Setup for Routing

ITS will install the Routing Entry Types FBUY, FINS, FAP1, FAP2 and FREQ. These will be setup on
{GROU-1}.

The following is an explanation of each of these functions:

FBUY: PM Buyer notification

If there are items in the requisition that needs buyer attention, the system will start this route to notify
the buyer or the default buyer of the request. This default can be an Alias or the Chief Buyer email

address.

The institution must maintain this Default Email address on option {GROU-1}. In block 2

query this routing entry type for sequence 2 and update the field User/Email with the default value.
FINS: PM Insufficient funds notification

If there is Item in the Requisition that has insufficient funds, then the system will start this route to
notify the Personnel that can do the overriding or rejection.

FAP1:PM 1st Approval notification

All Requisition Items must be approved by a 1st or 2nd level Approval. The system will start this route
to notify the Personnel that can do the Approval or rejection.

FAP2: PM 2nd Approval notification

All Requisition Items must be approved by a 2nd level Approval if:

The system operational definition code EY “Number of Electronic Authorisation” is equal to 2

And the system operational definition code EZ “2nd Electronic Authorisation Minimum Amount” is less
than the Amount that is allocated to the GLA.

The system will start this route to notify the Personnel that they can do the Approval or rejection.
FREQ: PM Request Complete notification

As soon as the above processes are completed on the requisition, then this route will notify the
Originating user and, depending on the data, the Buyer and/or Store Department of the requisition
that is ready to be ordered and/or issued. This Route needs the default Email Address of the Buyer
and Store Department.
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2.4.1 Maintain Default Request Information {GROU-1b2}
This option is used to set up the default route definitions. This information will be used by the routing
programs to set off each step in the different routing process after an outcome is entered for an active

step. It is the code structure option for routing. Query this Routing Entry Type for Sequence Number

User/Routing Sequences

{GROU-1} Maintain Default Request Information

Action Edit Query Block Record Field Help Window
G Pl €N R 4> P Feded ?
& griapp :v04.0.0.0 {GROU-1} Maintain Default Request Information

Routing Type ] User/Routing Sequences ] Routing Process Instructions Parallel Paths

Activating Type ©' User
Activating User ITSWEB
Entry Type |AAAA Big General Request Informatio
System ID [f FINC
Sequence NumberE
Step |step 0
Notify © User ~ C E-mail  ® Batch

User/E-mail |-

Days Hours Minutes
Maximum Time to Complete 010 0 Auto Complete [N

Parallel Paths |1 DB Procedure

Person Type Responsible User
User Access Control i

Outcome Code

Fields to Emphasise:

Activating Type: Routing Requests for this Route initiated by a:
e (U)ser
e (E)mail or
e (B)atch Process

Activating User: The user code for the user who activates routing requests of this Route or ITSWEB or
ALL
e If this code is ALL, it is applicable to all users
e If the user is entered as ITSWEB, this will indicate that routing requests will be initiated from
the ITS iEnabler Systems.
The system uses this value when creating a routing request, but will always look for an entry for a
specific user, before ITSWEB or the ALL option is used. This means that if a structure is in place for a
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specific user and that specific user starts a route for this routing type, the system will use his/her route
instead of the default ITSWEB or ALL.
Entry Type: Enter the type of routing entry as created in block 1. A List of Values will display all valid
codes
System ID: The System ID from Block 1 will display.
Sequence Number: Enter routing sequence (step) number of the routing
process. A user may not create a record for sequence ‘0’, as this is generally used by the pre-defined
system Routing Entries as a starting point.
An exception is Request for Information Application Routes that should start at sequence zero. For
information about the Request for Information refer to Web Information Request Types {GCS-30} and
Web Information Request Data Model {GCS-31}.
Step: Enter the description of the process of the step. It will also be used as the Subject in the Email,
should the sequence be set up to send an Email.
User/Email/Batch: (U)ser, (E)mail or (B)atch. This field partly indicates the person who will be notified
that the sequence (step) needs to be completed

e (U)ser indicates that a user of the ITS System will be notified through the Work List.

e (E)mail indicates that the step will send out an Email message.

e (B)atch indicates that the step is used to join two or more parallel paths into a single step for

a pre-defined outcome. (B)atch is also used where a database procedure is used to manipulate
data in the system. The procedure would then complete the step.

Update a Routing Request {GROU-3}. This should be done by the specific program or
database procedure using the routing system. An Email routing sequence may be set to
Automatically Complete.

@ The Outcome of a Batch Routing Sequence (step) cannot be updated by a user in the option

User/Email: The user code or e-mail address according to previous indicator.
The following parameters may be used to identify the email address of a user: Saa,bb,ccS, whereby:
If ‘aa’ ='SL”, the system will use the Email instruction lines of the Routing Request where
e ‘bb’ = Sequence (step) number of the Routing Request and
e ‘cc’ =the line number of the ‘bb’ Sequence (step)
e e.g. $5L,0,1$ implies that the email address is read from the instruction field of the
sequence (step) =0, line 1.
If ‘aa’ = ‘AD’, an Email address from the Personnel System will be used where
e ‘bb’ = personnel address type
e ‘cc’ = personnel number
e e.g. SAD,E,4784S implies that an email address is read from the communication
number field of communication type = ‘E’, contact sequence number = 0 of the
personnel number 4784.

using this notation. Also note that mail can be sent to a pre-determined list of recipients by

. That the dollar signs “S” must be included and there may be nothing else in the field when
making use of valid, generic email alias structures i.e. (HumanResources@institution.ac.za)

Maximum Time to Complete: The time to complete will only be used if the action is overdue. If no
outcome was assigned to the sequence within this time, the system will automatically complete the
sequence and set the outcome to (T)imeout. A combination of zero Days, zero Hours and zero Minutes
will not trigger an overdue status.
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Auto Complete [N]: (Y)es or (N)o. This field is used to indicate if the sequence (step) should complete
itself. The last sequence (step) of a Route should be linked to a (Y)es to indicate that this routing
process is completed. Any Sequence (step) marked as Auto Complete (Y)es, will automatically link to
an Outcome of (A)uto Completed when the record is created. If this is an Email type sequence then
mail will be sent, whereas if it is a User type sequence, the user will not be notified in the ITS system.
Parallel Paths: This should always be 1, except where the field User/Email/Batch above is set to (B)atch
where the number of parallel paths that should be completed before this step may be completed
should be entered. For (B)atch Steps, the sequence (step) will only be completed once the number of
directly preceding sequences leading to this step as indicated here is completed.

DB Procedure: If this step should execute a database procedure, the name of the procedure should be
entered here. This procedure typically updates detail in the ITS Sub-systems and then populates the
outcome of this sequence. See the individual sub-systems for further information.

User Access Control: The following two fields are used to allow a specific user to add an outcome on
this sequence (step) via interfaces on the Web system. These web interfaces are specific to certain
parts of the web system and the user must be logged on for this interface to work. The user will only
see the records/sequences that are pertinent to him/her.

Person Type: (P)ersonnel Member, (S)tudent (O)ther

Responsible User: The specific user who should access the sequence record for approval/rejection.
The specific personnel/student number may be entered here or system parameters may be used such
as “SSL,0,13S$”. See the field User/Email above for detail about the notation.

Outcome Code: This field is used to automatically complete a step where the responsible user is the
same as a previous sequence. However, this will only happen if the previous sequence did not have a
timeout. This may be used to prevent Senior Personnel Members being required to approve the same
Application more than once in Routing Entry Types with multiple levels of approval (for instance when
one of the deputies of the CEO of an institution wishes to take leave.).

2.4.2 Maintain Default Request Information {GROU-1b3}

This block contains the information that can be used to generate an Email message with instructions
to accompany each sequence (step) of the routing process. For every sequence (step), multiple lines
may be entered. The general character, numeric and date fields are used to store fixed data as part of
this request. A personnel leave application would typically store the personnel number in the numeric
field. Although Routing Entry Type does not appear on this block, only records with the same Routing
Entry Type and Sequence Number as in the previous block will be displayed. Records may not be
deleted from this block for Routing Entry Types where there are outstanding Routing Requests.

Routing Process Instruction

Query all records. There should be a line 12 and 13. If not the user may create the lines. The record of
line 12 field Instructions must be a Buying Department Email Alias or the Chief Buyer Email Address.
The record of line 13 field Instructions must be a Store Department Email Alias or the Person who do
the issues. All notifications are done by email. Except for the default as requested above, the system
will determine the email address of the personnel member as follow:

The system will select the Primary Email Address of the Personnel Member for the Contact Sequence
Zero. If any of the routes fail the originating user will be notified to do some corrective actions.
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{GROU-1} Maintain Default Request Information

Action Edit Query Block Record Field Help Window

G P RD  HFE 4P HEE D

g griapp :v04.0.0.0 {GROU-1} Maintain Default Request Information

Routing Type User/Routing Sequences Routing Process Instructions Parallel Paths
Sequence
Sequence Mumber |1
Step |step 1
Routing Default Data
Line Nr Instructions |Step 1 SF
Character Numeric Date
Line Nr Instructions
Character Numeric Date
Line Nr Instructions
Character Numeric Date
Line Nr Instructions
Character Numeric Date

Fields to Emphasise:

Line Number: Enter Line Number. The Email instructions will be in Line Number order.
For ease of use we suggest that you leave gaps between the line numbers i.e. 10,20,30... This will
allow you to add extra detail without having to renumber any original records.
Instructions: The instructions/comments/information to be used e.g. for email messages.
The following parameters may be used to identify any other instruction or information on a previous
Routing Sequence (step) $’SL’,bb,cc$
e ‘SL’, Specific line of a Routing Sequence (step)
e ‘bb’ =Sequence (step) number of the route
e ‘cc’ =the line number of the ‘bb’
e e.g. SSL0,2S implies that this routing sequence instruction field must use the instruction
information of sequence (step) =0, line 2.
Character: A general character field to store data
Numeric: 2 A general numeric field to store data
Date: A general numeric field to store data

Department of the requisition. The store will issue the items if stock is available. The
purchase department will copy the requisition into an order and that will start the process
up to the payment of the supplier for the item/s requested.

@ This is the final stage of a requisition data flow. The system will advise the Store or Purchase
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2.5 Set-Up Document Retrieval and Storage

2.5.1 Maintain Document Categories {GDOCS-1}

Qdaopt IT

This option may be used to define Document Categories, their storage rules, the reference tags linked

to each category and file size and type restrictions for each category.

1GD0OCS-1} Maintain Document Categories

Action Edit Query Block Record Field Help Window

GOl PIRXDD GRG CCr P gl ?

g glfapp v04.0.0.0 {GDOCS-1} Maintain Document Categories

Document Categories | Document Restrictions

QUOTES Quotations Linked

Prompt Reference
Number  Prompt Type
1 Docnum M - Numeric
SQL on
Current
Prompt

-

Category Description Route Entry  Storage Type

Reference
Object
DOCKNUM

Categories
Storage Directory

Prompts

Reference
WVariable

|»

1

FRM-40400: Transaction complete: 2 records applied and saved.

Fields to emphasise:

Category: Category Code
Description: Description of the Category Code

Route Entry: A Routing Request Type {GROU-1} If this field is entered, a Routing Request of the

applicable type will be generated each time a document of this category is loaded.

Storage Type: If left blank, documents of the category will be stored on the back-end database of the
Integrator System. If this method is used a document must be uploaded and stored before it can be

viewed.

and volume of documents to be stored.

If set to "BFILE", documents of the category will be stored in a directory directly accessible for
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read/write operations to the back-end database of the Integrator System through an "Oracle Directory
Object". If this method is used a document must be uploaded and stored before it can be viewed.
The creation of the Oracle Directory Object must be done by technical personnel through the back-
end database.

If set to "HTTPURI", documents of the category will be stored at the specified URI / URL provided that
the URL is accessible for read/write operations to the back-end database of the Integrator System. If
this method is used and a default URL is enterd in the SQL block all entries pointing to this URL can
automatically be viewed without saving the URL/document first.

If documents for a specific category exists in the same place, the actual url must be defined in the SQL
block of the first prompt. If more than one prompt exists to identify the document which will be part
of the URL then the default URL should be setup accordingly.

Please note this can be overwritten with a new URL when the document is uploaded and the url differs.
Example 1: Documents are difined by one batch promt for example Student number: Default part of
URL where documents are stored: www.google.co.za/webph?q Promt part that forms part of the URL
to identify the document - Student number: =[[1]] + Full URL setup in {GDOCS-1} SQL Block:
www.google.co.za/webph?q=[[1Example 2: Documents are defined by two or more batch prompts for
example Student number and study year: Default part of URL where documents are stored:
www.google.co.za/webph?q Promt part that forms part of the URL to identify the document - Student
number: =[[1]] and study Year &year=[[2]] Full URL setup in {GDOCS-1} SQL Block:
www.google.co.za/webph?qg=[[1]]&year=[[2]] Actual example of the document URL:
www.google.co.za/webph?q=97200123&year=2014 The background set-up must be done by
technical personnel

Storage Directory: The name of the "Oracle Directory Object" or "URI" where the documents are to
be stored or retrieved from.

2.5.2 Link Documents to Application Program {GDOCS-4}

In this two-block option the user will be able to link a document category to a program.

{GDOCS-4} Link Documents to Application Programs

Action Edit Query Block Record Field Help Window
S B € [ BFE 44 r b IEgFd?
¢ gkaapp :v04.0.0.0 {GDOCS-4} Link Documents to Application Programs

Program Link DSR Category to Program
DSR Qualify Object
Program Program Block Action Category Object Value
wf12pkg WFF12_UPD_FRMA1 View * Update |[TSFREQ
wf12pkg WFF12_UPD_FRM2 View * Update |[TSFREQ

2.6 Set-Up the Display Terms of Approval Message
This option consists of two blocks and is the first option to be updated. The user defines the rules and

parameters in which the financial systems must operate and these will default to all the financial
subsystems, but can be changed at the appropriate level is allowed.
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2.6.1 Maintain System Operational Definitions {FCSM-1b2}

Change value codes of WD and WE to Yes as indicated in the red block.

{FCSM-1} Maintain System Operational Def,

Action Edit Query Block Record FEield Help Window

G I DD HRE AP B BR@?

& fTmapp :v04.0.0.3 {FCSM-1} Maintain System Operational Def.

System Operation Procedures | System Operation Definitions

Alpha, Date
Code Subs Description or Numeric Alpha/Date Field Numeric Field
WC | [PM | |Std: Approval Initial Default Value A |
WD | |PM | |Fin iEnabler: Display Terms of Approval Message A Y
WE | |PM | |Fin iEnabler: Display Tick-box if Terms of Approval Message is |A Y
WF | [PM | |Fin iEnabler: Document Category A WEBIDR

WD PM Fin iEnabler: Display Terms of Approval Message a Valid values are (Y)es or (N)o. Default is
No. If the Institution makes use of finance -iEnabler - requisition this definition indicates if the terms
of approval must display (If Yes). The terms of approval are setup in the description field of an External
Convertion Code {GOPS-21}. The rest of the External Conversion Code fields must be:

e External Body WEB

e External Code Type FWA
e Internal Code TERMS
e External Code TERMS

WE PM Fin iEnabler: Display Tick-box if Terms of Approval Message is Y a Valid values are (Y)es or (N)o.
Default is No. If the Institution makes use of finance -iEnabler - requisition and the system operational
code WD is (Y)es, then this definition indicates if the excepting tick-box for the terms of approval must
be displayed and the approver must accept by ticking the tick-box. WH

e PM

e Allow Non-Buyers to Allocated Preffered Suppliers on Web Requisitions

o A

e Valid values are (Y)es and (N)o. If (Y)es requesters can update

2.6.2 External Conversion Codes {GOPS-21}
This option can be used to build a relationship between any codes that may be used for external

purposes: but it must relate to the institution's internal codes, e.g. if use is made of a central
applications office.
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View v i Detach

External - External e Internal . External - .. Mnemonic Primary
Body Descmicey Code Type Description Code Desayiion Code Besciption (Optional) Record
WEB iEnabler System Corres Cnitrl FWVA Fin iEnabler Terms of Approval TERMS  Terms of Approval Message - Finance iEnabler  TERMS
Rows:
1
Maintain Record [ create [[@Delete [dSave [ Cancel
Bd:egm.;lr wes 9 iEnabler System Corres Cntrl
0
Extemal mya O Fin iEnabler Terms of Approval
Code Type
IntE“':ja' TERMS 4, Terms of Approval Message - Finance iEnabler
ode
External TERMS
Code

Desaription  1/we hereby certify the above request was approved for reasonability, procurement palicy compliance, availability of funds, bona fide expenditure and budget
allocations as well as that the quotations were invited on a fair and impartial basis with regards to confidentiality, accuracy of information and highest possible
code of conduct with the sole object of securing the maximum possible benefit to the institution. I/We further take responsibility for the safe keeping
| of all original documents for audit purposes

Mnemanic
(Optional)

[{GOPS- 11} External Conversion Lodes »
Search
External Body Q
External Code Type C\
Search Results | Export to Excel |

2.7 Define Finance User Access Control On {FCSM-5}

The use of this option is to apply restrictions and privileges to specific users who deal with specific
aspects of the financial system. Users must be defined in {USERS-5}. All users defined on menu option
{USERS-5}, has a record in this option. User records cannot be created in the option but may be

updated. Furthermore, multiple records cannot be defined for a user.

Qdaopt IT

{FCSM-57} Finance User Access Control

Action Edit Query Block Record Field Help Window

(&G & €D HY S 44> P EHeReld ?

1.0.0 {FCSM-5} Financ J Control

Type @ Number 878

User Code |[FARA |F Mukwambo
Store |01 |
Access Level in PRS | -

Override Insufficient Funds Rule? C Yes * Mo
Approval Privilege? ® Yes  T'Ng

Buyer Privilege? ® Yes  T'No

-
=
o

Validator Privilege? ® Yes M _
Access to Bank Details |3 - Edit And Ay~ Default Valldat0r|N - Non Default Validator i

Generate Orders for all Colleges? ® Yes T 'No
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Fields to emphasise:

User Type: Supply the user type. The valid values are (P)ersonnel, (S)tudent, (O)ther or (T)emp.
Number: Supply the number of the user as defined on menu option {USERS-5}. A function containing
user number and name is available on this field. On providing the user number, the name will default
to the name field.
User Code: Supply user code as defined on menu option {USERS-5}.
User Code: Displays the user's name.
Store: Supply the store code to which the user may have access. When a user is defined on menu
option {USERS-5}, store code ZZ is automatically linked to the user. Store code ZZ grants the user access
to ALL stores. This means that should the user have access to the store menu options, the user may
access and process transactions for any of the stores defined. Care must be taken when granting access
to store menu options. This restriction applies primarily to the users who have access to the Stores
System, which is within the Procurement Management System. Where a store user's responsibility is
restricted to a specific store, the user may be restricted to the specific store by linking the relevant
store code. However, in the event where a store user's responsibility covers all stores, the user must
be linked to store code ZZ. Thus, users can be restricted to a specific store or has access to all stores.
A function containing store code and name is available. Stores are defined on menu option {FPM M-
22}
Access Level in PRS: Supply the level of access to access salary related information of personnel on
the Payroll System. These levels are 1 - Top management; 2 - Other salaried personnel; and 3 - Wages.
This field must be null for users who are not authorised to access salary related information.
Override Insufficient Funds Rule: May this user override insufficient funds when such a condition
exists? The valid values are (Y)es or (N)o. The completion of this field is dependent on rule BB, defined
on menu option {FCSM-1b2}. If rule BB is set to (Y)es, all users in this option will be set to (Y)es and
cannot be updated to (N)o. This implies that, as an institution, should any user encounter an
insufficient funds situation, the user may override it to allow the transaction to be processed. If (N)o,
all users on this option will be set to (N)o, but individual users who are granted privileges to override
insufficient funds may be set to (Y)es in this option. This implies that, as an institution, the override of
insufficient funds is not allowed except for those users who are authorised to.
Approval Privilege: Valid values are (Y)es or (N)o. The field is secondary to the Alpha Field value of the
System Operational Definition Rule Code EA to ES. Only rule codes that are Electronic can be Approved.
If Yes the user can approve transactions / documents depending on access and restrictions. Otherwise
the user has no Electronic Approval Privileges.
Buyer Privilege: Valid values are (Y)es or (N)o. If Yes the user can maintain PM Buyer document fields
depending on access and restrictions.
Validator Privilege: Select (Y)es or (N)o to allocate Validator status. The Validators will be selected
when entering an iEnabler GRV. Restriction 'FPDG' is in effect for GRV status.
Default Validator: Select the Type of Validator from the List of Values.
e N - Non-Default Validator - will be able to view, validate an adjust any iEnabler GRV linked to
the validator. (Not included in the validator routing)
e A - Additional Default Validator - will be able to view, validate and adjust any iEnabler GRV.
(Not included in the validator routing.
e Y - Master Default Validator - will also be able to view, validate and adjust any iEnabler GRV
and included in the validator routing, route 'FVAL. Multiple default Additional Validators are
allowed.
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Access to Bank Detail: If a SOD codes: "Authorise Bank Details” is set to (Y)es, bank details cannot be
inserted or updated from biographical screens for the related person type and must be maintained
from the option “Maintain Bank Details”

Each SOD relates to a specific subsystem:
e D1-Alumni
e D2-Debtors
e D3-Creditors
e D4-Other
e D5-Personnel
e D6-Student

Banking details are maintained on the following menus:
e FARO-28:AR Debtors
e FCTM-9: All Person Types
e FACO-29: Other defined in {GOPS-3}
e FCTM-10: Person Type Other not defined in {GOPS-3}
e FPMM-6: Creditors
e FPRI-14: Personnel
e PBOP-13: Personnel
e FSAO-16: Student Debtors
e SREGB-17: Student Debtors
e SALUM-15: Alumni

A user can either create / edit, authorisation or edit and authorise banking detail depending on the
user privileges.
e Create/ Edit - the user is only allowed to enter or edit banking detail not yet authorised.
e Authorise - the user is only allowed authorise banking details but may not enter or edit banking
detail.
e Both - the user can both authorise banking details and enter or edit banking detail.

2.8 How to Log on to Finance iEnabler for the first time without a Pin

Open an Internet Explorer session. Type in the URL address or click on the icon provided by your IT
department.

1. On web page, select the personnel button

2. Type un your personnel number assigned to you in {PBOP-1}

3. Click on the request a pin button. The system will assign a unique pin to your user id.

25| Page

adaopt IT



Finance iEnabler_INT4.1

Integrator SUPPORT 2018

Monday, 21st May 2018

Mangosuthy
University of Technology

Prospective Students

If you are a prospective student, not registered at this institution,
please select one of the following options:
-
Himﬂ] View a list of study areas and qualifications offered at

this institution.

@- Apply, Register, Change personal information, get (5 numeric digits.Do not start with a 0.)

academic and other information and make payments. | Login H Forgot Pin H Change Pin H Request A Pin

[ Contact Us | About Us | Disclaimer | Terms & Conditions | Privacy & Security Statement | Powered By ]

The following message will be displayed after you have requested your pin.

Integrator 4.1 - DEV

Monday, 21st May 2018

Qdaopt IT

PIN Requested Successfully

Error in message ORA-01403: no data found ORA-06510: PL/SQL: unhandled user-defined exception

[ Contact Us | About Us | Disclaimer | Terms & Conditions | Privacy & Security Statement | Powered By |

Check your normal email, because the system will send you an email to inform you about your pin
number that was assigned to your user id. Now you can use this pin to login to the Finance lenabler.
You can also change the pin number that was awarded to you by clicking the change pin option in the

red box

Integrator 4.1 - DEV

Monday, 21st May 2018

Mangosuthy
University of Technoiogy

OStudent ®Personnel COther OAlumni
If you are a prospective student, not registered at this institution,

please select one of the following options: Personnel Number:
A 400|
m View a list of study areas and qualifications offered at
E m Pin:
this institution.
@. Apply. Register, Change personal information, get (5 numeric digits.Do not start with a 0.)
academic and other information and make payments. | Login H Forgot Pin ‘I Change Pin ‘I Request A Pin

[ Contact Us | About Us | Disclaimer | Terms & Conditions | Privacy & Security Statement | Powered By ]

Prospective Students Registered Users: Login Credentials
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This page will display after clicking the change pin option. You will enter your new pin and verify it.

Integrator 4.1 - DEV Monday, 215t May 2018

Qdaopt IT

Pin Being Changed For : Mr A Van Der Bijl

Note: Enter and Verify your new pin and click ‘Change Pin' in order to change your current pin or click 'Back’ in order to retumn to the log in screen.
New Pin (5 numeric digits.)
Verify New Pin (5 numeric digits.)

[ Contact Us | About Us | Disclaimer | Terms & Conditions | Privacy & Security Statement | Powered By |
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MODULE

3 Requisitions

Specific outcomes
On completion of this module, you will be able to:

e C(Create a non-defined requisition

e Add item detail on a requisition

e Add items to a requisition

e Add minimum quotation information
e Perform a requisition approval

e Override or reject insufficient funds
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3.1 Maintain User Defaults

In this option the user maintains and create his/her own User Default Information. When the user
creates a new Requisition the user information added here will default and be added to the new
document. If defaults exist, it assists in completing fields that have the same value over and over in
all the requisition on a user. The system is released with many User Default Definitions. The user may
link and maintain his/her information on these User Default Definitions. This will enhance the fluent
and fast creation of the requisition because the default values will be inserted into the requisition and
the user only maintains this information if the value must change for a requisition.

. % . =) ~
i

Srrvarsy o Yecrmemmr

Personnel Web

~ Lecturers Web
~ Personnel Web

Integrator 4.1 - DEV Monday, 21st May 2018

ITS jEnabler

‘Welcome Raymond Schoonraad to the ITS /Enabler system for Personnel.

Navigate through the menu pane on the left and click the required option in order to proceed

[The following table provides a brief descripfion of the main processes available to you. Click on the link you require in the left hand menu panel to view the

. N javailable sub-processes or process steps within each of the displayed processes.
~ Finance iEnabler

lLecturers Web This facility is used to enter and view student marks.

[Personnel Web

Qdaopt IT

~ Requisitions
Maintain User Defaults
Requisition Classification

Create Requisition
Copy Requisition
Maintain Requisition
Approve Requisition
@ Query Requisition
Search Documents

[Finance iEnabler
(Asset iEnabler
IManagement Reports
IRequest for Information

[Pashboard Charls

~ Goods Receiving (Access Control
~ General Ledger loPAC

~ Budgeting

~ Internal Department Request
~ AssetiEnabler

~ Management Reports

[Travel Request

3.2 Requisition Classification

In this option the user maintains and create his/her own Requisition classification. Requisition
classification is used to classify their Requisitions in to different groups. (“Folders”). A requisition
classification is used to give all similar requisition a name for example Stationary, Chemicals etc. The
user creates its own and links them to the new requisition. The first screen list the Requisition
Classification created and used by the user. The user may change or delete any record if it was not
used in a Requisition.
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~ Lecturers Web

v Personnel Web

~ Finance iEnabler

~ Requisitions
Maintain User Defaults

I Requisition Classification I

Create Requisition
Copy Requisition
Maintain Requisition
Approve Requisition
Query Requisition
Search Documents

~ Goods Receiving

~ General Ledger

~ Budgeting

~ Internal Department Request

~ Asset iEnabler

~ Management Reports

€

~

Integrator 4.1 - DEV

Monday, 21st May 2018

ITS /Enabler

Welcome Raymond Schoonraad to the ITS /Enabler system for Personnel.

Navigate through the menu pane on the left and click the required option in order fo proceed.

[The following table provides a brief description of the main processes available to you. Click on the link you require in the left hand menu panel to view the
[available sub-processes or process sieps within each of the displayed processes.

LLecturers Web This facility is used to enter and view student marks.
Personnel Web

Finance iEnabler

(Asset iEnabler

IManagement Reports

IRequest for Information

[Dashboard Charis

(Access Control

IOPAC

[Travel Request

3.3 How to Create a Non-Defined Requisition

Click on Create Requisition.

~ Lecturers Web
~ Personnel Web
~ Finance iEnabler
~ Requisitions
Maintain User Defaults
Requisition Classification
opy Requisition
Maintain Requisition
Approve Requisition
@  Query Requisition
Search Documents
~ Goods Receiving
~ General Ledger
~ Budgeting
~ Internal Department Request
~ Asset iEnabler
~ Management Reports

~

Integrator 4.1 - DEV

Monday, 21st May 2018

ITS jEnabler

Welcome Raymond Schoonraad to the ITS /Enabler system for Personnel.

Mavigate through the menu pane on the left and click the required opfion in order fo proceed

[The following table provides a brief description of the main processes available fo you. Click on the link you requi

n the left hand menu panel to view the
favailable sub-processes or process steps within each of the displayed processes.

lLeciurers Web This facility is used to enter and view student marks.
Personnel Web

[Finance iEnabler

(Asset iEnabler

IManagement Reports

IRequest for Information

[Pashboard Charts

(Access Control

IOPAC

[Travel Request

The following screen will appear.
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Magorutra

Univernity of Technoiogy

Personnel Web

Integrator 4.1 - DEV Monday, 21st May 2018

Document Detail

Personnel Number: 3027
IName: MR Raymond Schoonraad
[Department: Financial Services

Note: Use the calendar button @ provided to select a date in the appropriate format. Al fields indicated with a * must be completed
Click the "Save’ button in order to submit the entered information.
Click here for navigation and additional options.

v Lecturers Web
v Personnel Web
~ Finance iEnabler

~ Requisitions
Maintain User Defaults
Requisition Classification
Create Requisition
Copy Requisition
Maintain Requisition

Requisition: RY9678 Total: 0.00

Document Date: 21-MAY-2018 12:24

Expected Delivery Date: |23 MAY-2018 1224 ~Cﬂ
Requisition Classification:
Year: 2016
Cycle: 3

Approve Requisition
©®  Query Requisition
Search Documents
~ Goods Receiving
~ General Ledger
+v Budgeting W

‘ Save H Delete Record H Revert Changes |

What Happens in the Background When a New Document is Created?
A background process creates the Requisition Document Definition as follows:

Document Number: In option Maintain Auto Generated Numbers {FCSM-3} there is an Auto Gene-
rated Number Code K2. The web system will use this code to get the next Requisition Number.
Document Date: Will be System date.

Expected Delivery date: This field is equal to System Date plus the number of days of the System
Operational Definition Code AA namely “POSSIBLE DELIVERY DAYS” of subsystem PM in option
Maintain System Operational Definition {FCSM-1}.

Year: The current Year of the PROCUREMENT MANAGEMENT subsystem will default to this field as
define in option Maintain Subsystems Definition {FCSM-2}.

Cycle: The current Cycle of the PROCUREMENT MANAGEMENT subsystem will default to this field as
define in option Maintain Subsystems Definition {FCSM-2}.

Remember to click on “Save” to commit.
3.3.1 Add Scanned or Emailed Quotations to the Requisition
Should you wish to upload any documents, for example quotations, to support prices that you will
enter on the request, the following should be done:
1. Click on the blue “here” so that the navigation menu can be displayed.

2. Click on the “View/Upload — Finance Requisitions. The system will not allow you to attach any
electronic documents.
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EN
¥ = A Integrator 4.1 - DEV Monday, 21st May 2018
%} i
i Document Detail
Univar ﬂ'mhwm
- IPersonnel Number: 9027
[Name: MR Raymond Schoonraad|
[Department: Financial Services
Personnel Web
v Lecturers Web Note: Use the calg utton 45 provided to select a date in the appropriate format. All fields indicated with a *
must be cgj ed. Click the 'Save’ button in order to submit the entered information,
v Personnel Web Click here for navigation and additional options
Finance iEnabler
- . °° orer Total: 0.00
isiti em Detail
~ REqUISItlons Delivery Instructions
Maintain User Defaults -MAY-2018 12:24
o e . Add Payment Item
Requisition Classification Add Stock/General Defined Ttem B-MAY-2018 12:24 *f?:ﬂ
P Add Non-Defined Item
Create Requisition g
P Do Budget Control
Copy Requl5|t|on Complete Requisition 16
Maintain REqu_ls_lt_lon View/Upload - User Number, Department'\
Approve Requisition
o Notes - Web Requisition hnges
(7] Query Requisition T T T g
Search Documents
v~ Goods Receiving
v General Ledger
v Budgeting v

3.3.2 View / Upload Document

The following screen will be displayed once the “View/Upload — Finance Requisitions” was selected.

Maintain Documents : Document Number, Document type

Personnel Number: 9027
Name: MR Raymond Schoonraad
Department: Art Studio

Document number | RY 9645
Document type W

I Upload Document I

Document Document File
type Sequence Date Mame Remarks

Click on the “Upload Document” button. After you have clicked on the “Upload Document” button,
the following screen will be displayed.
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Document Upload : Document Number, Document type

Personnel Number: 9027
Name: MR R Schoonraad

Prompt Reference
Document number RY9649
Document type w
Filename to
Up|aad:

Save

Additional Information:

<prex</prex

Close

On this screen the user can browse for the file (quotations) that he/she would like to upload. Click on
the browse button and select the file that you would like to upload. This is like adding attachments to
emails. After you have selected the file to be uploaded, the system will bring the user back to the
document upload screen. Click on “Save” to save the document. The system will notify the user

whether the process was successful or not.

3.3.3 Document Uploaded

More than one document can be added to a request. Should you wish to add more documents; the
process can simply be repeated. When finishing uploading quotation files, click on “close” to go back

to the main screen and to proceed with the creation of the requisition.

Maintain Documents : Document Number, Document type

MName: MR Raymond Schoonraa

Personnel Number: 9027
Department: Art Studio

[Document number|RY3649]
|Document type  |W |

List All Upload Document

Document Document File

type Sequence Date Mame
RY9154 11 13-MAY-09 & Quotat

Remarks
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3.4 Adding Item Detail on the Requisition

1. Click on the blue here so that the navigation menu can be displayed.
2. Select “Add non-Defined Item” on the navigation menu. Items that are not defined on the
system can be added to the requisitions on this screen.

&
X = A Integrator 4.1 - REL Tuesday, 22nd May 2018
KEig .
i Document Detail
Sy e rsonnel Number: 9027
ame: MR Raymond Schoonraad|
epartment: Art Studio
ersonnel Web
+ Lecturers Web Note: Use the cal n @ provided fo select a date in the appropriate format. All fields indicated with a * must be
complete; he 'Save' button in order to submit the entered information.
~+ Personnel Web Click hef® Yor navigation and additional options.
~ Finance iEnabler Gicrz o mpE Total 000
- Ttem Detail S
-~ Requisitions Delivery Instructions
s -MAY-2018 13:44
Maintain User Defaults ‘dd Payment Trem -
isiti ifi i Add Stod¢/General Defined Item 4
Requisition Classification Add Non-Defned Toregas, M-MAY-2018 13:44 |*L
Create Requisition ﬂ
PP Do Budget Control \
Copy Requisition Complete Requisition
Maintain Requisition View/Upload - Document Number, Document
Approve Requisition fype
) Query Requisition Notes - Web Requisition pnges
Search Documents
~ Goods Receiving
~ General Ledger
v Budgeting
v Internal Department Request ¥
3.4.1 Add non-defined item
The following screen will be displayed.
&
LEn <) A Integrator 4.1 - REL Tuesday, 22nd May 2018
% Add Non-Defined ltem

Personnel Number: 9027
[Name: MR Raymond Schoonraad
Department: Art Studio

v Lecturers Web | Reauisition: RY9650 Total: 0.00 |

~ Personnel Web

~ Finance iEnabler
~ Requisitions
Maintain User Defaults

Requisition Classification
Note: Click @ to view instructions for adding non-defined items. The Initiated by fields will default to the details of the person capturing the request. The

Create Requisition Person Number can be changed to the number of the Requestor which will be on every line item. If the SOD "EW" is set to "Y", the Request initiated by
Copy Requisition information must be filled in before the requisition can be Completed

. . P Click here for navigation and additional options.
Maintain Requisition

« e dget
Approve Re":"j"'s't“’“ Quantity __ Unit Item Description _ Unit Price Creditor AssetCost Centre Account S/M _ Allocation Add Done
@  Query Requisition | W [} & [s v|Quan v| 3
Search Documents Cl e B R[5 v|[Quan v| R
v Goods Receiving QO 3 R [s w]Quan v| R
v General Ledger W [} R [ w]Quan v| 0
v Budgeting ClE L3 R[5 v|Quan v] 5
v Internal Department Request Q0O EY Q [s v|Quan v| T
v Asset iEnabler W [} & [s v|Quan ¥| 3

~ Management Reports
~ Request for Information
~ Dashboard Charts v

Detailed description of the add non-defined item.

In the grey line bordered by the red box:
e Requisition number of the left automatically generated.
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e The total value of the requisition is displayed on the right.
Definition of each column:

Quantity: To add an Item to the requisition the user must specify the number of units required.

Unit: Enter the requested Unit of Measure of the Item, for example Lt, Kg, Box, etc.

Item Description: The user must describe the Item that is requested. The field will display only plus
minus 20 characters. Input more information by just carry on typing and the field will scroll to the right.
Use the left and right arrow keys to read the Description

Unit Price: The user will enter the unit price EXCLUSIVE of VAT.

Cost Centre: The user will enter the Cost Centre of the budget GLA.

Account: The user will enter the Account of the budget GLA.

S/M: Value can be Multiple (M) or Single (S) and the default is single. This is an indicator to the system
of the number of GLA's that finance the item. If the user selects multiple then the system will navigate
the user to the Financial Item Detail Screen where more General Ledger allocations can be added.
Budget allocation: How should the Budget be allocated. The system can process three different
Financing methods, namely Quantity, Percentage or Cost. At creation of the ltem the system will
default to Quantity. The user may change this value.

Add Button: When all the information was added to the different columns the item is saved by clicking
on the “trolley” button.

Done: An indicator that will confirm that the Item was add to the Requisition.

3.5 Add Items to the Requisition: Financed by a Single Budget Allocation

Complete the quantity, unit, full description, unit price, creditor, cost centre, account and click on the
“add to trolley” button.

% 3y (_D A Integrator 4.1 - REL Tuesday, 22nd May 2018
iy Add Non-Defined Item

ey e Tocnemy

Personnel Web

~ Lecturers Web
~ Personnel Web

Personnel Number: 9027
Name: MR Raymond Schoonraad
Department: Art Studio

Requisition: RY9650 Total: 0.00

~ Finance iEnabler
~ Requisitions
Maintain User Defaults

Requisition Classification
Note: Click @) to view instructions for adding non-defined items. The Initiated by fields will default to the details of the person capturing the request. The

Create Requisition Person Number can be changed to the number of the Requestor which will be on every line item. If the SOD "EW" is set to "Y", the Request initiated by
Copy Requisition information must be filled in before the requisition can be Completed.

. . L Click here for navigation and additional options.
Maintain Requisition

Approve Requisition Budget

o ‘Quantity Unit Item Description Unit Price Creditor Asset Cost Centre  Account SiM  Allocation Add Done
@  Query Requisition 1 Each DESK 100 4445 R g [Foor  |R[7s520 R[5 v|[auan ¥R
Search Documents QO 3 Q (5 v|[Quan v
~ Goods Receiving 4O Q & [s v|Quan v| '3
v General Ledger W [} R[5 w]Quan v|
~ Budgeting | B R[5 v|Quan v| 5
+ Internal Department Request RO L3 R[5 v|Quan v| 5
~ Asset iEnabler L LY R[5 v][Quan v]

~ Management Reports
~ Request for Information
~ Dashboard Charts v
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3.6 Add Minimum Quotation Information

The minimum quotation information is defined in the System Operational Definitions {FCSM-1b2} on
code AB for subsystem PM. The minimum quotation information is added to the requisition as follows:
1. Click on the here so that the navigation menu can be displayed.
2. Click on the “Item Detail”

v Lecturers Web

v Personnel Web

~ Finance iEnabler

~ Requisitions
Maintain User Defaults
Requisition Classification
Create Requisition
Copy Requisition
Maintain Requisition

v Management Reports
+ Request for Information
v Dashboard Charts

~

Integrator 4.1 - REL

Tuesday, 22nd May 2018

Add Non-Defined Item

Personnel Number: 9027
[Name: MR Raymaond Schoonraad
[Dep: ent: Art Studio

Requisition: RY9650

Note: Click @) 1o view in
Person Number g
be filled in before the requisition can be Completed
for navigation and additional options.

Choose an option Close

Total: 0.00

ns for adding non-defined items. The Initiated by fields will default to the delails of the person capturing the request. The
anged to the number of the Requestor which will be on every line item. If the SOD "EW" is sel to Y™, the Reqguest initiated by

P Budget
Approve Re‘_:"'_"_s't""'" Document Dtail | unit rice Creditor AssetCost Centre  Account SIM_ Allocation Add Done
L) ?uervhﬁsqulﬂtm: ey | [100 4445 R @ [Foor ] [7520 2 [5 v][Quan v| 93
earch Documents
. Add Payment Item L LN & O Q R[5 | Quan v| 9
v Goods Receiving Add Stock/General Defined Ttem \ C Q R[5 | Quan v| 9
~ General Ledger Do Budget Cantrol I 2 ) 2O Q 2[5 v|Quan v| 9
« Budgeting Complete Requisition m / a0 Q Q[5 v|Quan v A=
+ Internal Department Request C Q 2 [5 v|[Quan v| 3
v Asset iEnabler L Q R [5 v[Quan v| 5

3.6.1 Add Quotation Requirements

The details of all items added to the requisition will be displayed on the Item Detail screen. Click on
Quotation link in the red box to add all the minimum quotation requirements.

Mangouthu
Unives ity of Techmotoas

Personnel Web

~ Lecturers Web
~ Personnel Web

Maintain Requisition
Approve Requisition
Query Requisition
Search Documents
v Goods Receiving
+~ General Ledger
v Budgeting
~ Internal Department Request

[

~ Integrator 4.1 - DEV

Thursday, 24th May 2018

Item Detail

[Personnel Number: 3027
[Name: MR Raymond Schoonraad
D Financial Services

Note: Click ltem Type to edit the item. Click Budget Allocation to edit the budget allocation for that item. Select the 'Delete’ checkbox(es)

and then click the 'Save' button to remove
Click here for navigation and additional options.

Save

b

~ Finance iEnabler Requisition: RY9687 Total: 0.00
~ Requls'tlons Unit Cost Creditor Budget Budget
Maintain User Defaults Item Type QuanUnit Description Price Total Centre Account Type NumberAllocation Control Delete
o e Non-Defined1.000 EachDESK 0001 7560 G Quantity [ Budget
Requisition Classification Allocation
Create Reguisition Non-Defined1.000 EachDESK 0001 7560 C Quantity O Budget Quotation
Allocation
Copy Requisition Non-Defined1.000 EachDESK 0001 7560 C Quantity [] Budget Quotation
Allocation

Complete all the necessary minimum quotation requirements and save.
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EN
aE =) A Integrator 4.1 - DEV Thursday, 24th May 2018
o i -
Edit Quotation
- [Personnel Number: 9027
[Name: MR Raymond Schoonraad
Dep Financial Services
Personnel Web
Lect Web Note: Use the list of values button Q provided to access a list of pre-defined values. All fields indicated with a * must be completed.
v Lecturers We Click the 'Save' button in order to submit the entered information. Select the 'Delete’ checkboxies) and then click the 'Save' button to
v Personnel Web remove. .
. . Click here for navigation and additional options.
~ Finance iEnabler
~ Requisitions Requisition: RYS687 Item Total: 0.00
Maintain User Defaults Credtor Name: [SONIA TESTT
Requisition Classification
da . Currency: SAR Exchange: 1.0000
Create Requisition
. Unit Price: 100.00 Trade Discount: 0.0000
Copy Requisition Q
P . VAT Rate: . VAT Inc/Exc:
Maintain Requisition 0.1400 Inclusive
Approve Requisition Expiry Days: L 1 Expiry Date: L ]
@ Query Requisition Lead Time: I:I Payment Term. 2
Search Documents Currency Total: \ \ | \
v Goods Receiving Delete O
v~ General Ledger
|
v Budgeting —
+~ Internal Department Request v

3.6.2 Verify Creditor

1. Indicate the approved and preferred creditor on the right-hand side.
2. Save that information again.

Personnel

v Lecturers Web

v~ Personnel Web

~ Finance iEnabler

~ Requisitions
Maintain User Defaults
Requisition Classification
Create Requisition
Copy Requisition
Maintain Requisition
Approve Requisition
Query Requisition
Search Documents

v~ Goods Receiving

Ceneral Ledger

v~ Budgeting

Internal Department Request v

(S

<

<

Integrator 4.1 - DEV Thursday, 24th May 2018

Quotation List

Personnel Number: 9027
Name: MR R

Financial Services

Note: Click the 'Save’ button in order to submit the entered information.
Click here for navigation and additional options.

Requisition: RY9687 Item Total: 0.00
Unit Trade VAT Payment Currency roved

Creditor Currency Exchange Price Discount VAT Rate Inc/Exc Expiry Date Lead Time Term Total Crygitor
15 SAR 1.0000 100.00 0.0000 0.1400 I 006

Save

3.6.3 Budget Control

1. Select “Budget Control” from the navigation menu.
The outcome of the budget control will be shown on the next screen.
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A
ax = A Integrator 4.1 - DEV Thursday, 24th May 2018
KEin L
Quotation List
nvarsny of Fesnostons
[Personnel Number: 5027
IName: MR Raymond Schoonraad|
Financial Services
Note: Click the 'Save' button in order to submit the entered information
v Lecturers Web Click here for navigation and additional options.
~ P.ersonm-el Web Choose an optﬂn \tem Total: 0.00
~ Finance iEnabler Document Detail
~ Requisitions IDtZ'." Det‘]’ilst - Trade VAT Payment Currency Approved
q Ivery Instructions scount VAT Rate Inc/Exc Expiry Date  Lead Time Term Total Crediter
Maintain User Defaults Add Payment Item 50000  0.1400 | 20 004 9500 (@
Requisition Classification ostoc CnanipaE i
Create Requisition i et
Copy Requisition
l?y R q L Do Budget YRgtrol
Maintain Requisition Complete ReqINgion
Approve Requisition
@  Query Requisition
Search Documents
+ Goods Receiving
v General Ledger
v~ Budgeting )
~ Internal Department Request

3.6.4 Budget Control Outcome

The outcome of the budget control is displayed below. “N” indicates insufficient funds and “S”

indicates sufficient funds. In this case we have sufficient funds.

b
ox “=] » Integrator 4.1 - DEV Thursday, 24th May 2018
Item Detail
[
-
— ersonnel Number: 9027
lame: MR Raymond Schoonraa
|Def Financial Services
Personnel Web
Lect Web Note: Click Item Type to edit the item, Click Budget Allocation o edit the budget allocation for that item. Select the "Delete’ checkbox(es)
v Lecturers We and then click the 'Save’ button to remove
+ Personnel Web Click rere for navigation and additional oplions.
~ Finance iEnabler Requisition: RY2689 Total: 0.00
~ Requisitions Unit Cost Creditor Budget  Budget
Maintain User Defaults Item Type Quan UnitDescription Price Total Centre AccountType NumberAllocation Control Delete
Requisition Classification Non-Defined1.000 100 DESK 0001 7020 c Quantity s Budget Quotation
Allocation
Create Requisition
Copy Requisition
Maintain Requisition
Approve Requisition
@  Query Requisition
Search Documents
~ Goods Receiving
~ General Ledger
~ Budgeting ~
+ Internal Department Request

3.6.5 Complete Requisition

The request can now be completed by clicking on “here” and selecting “Complete Requisition”
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Personnel Web

v Lecturers Web

~ Personnel Web

~ Finance iEnabler

~ Requisitions
Maintain User Defaults
Requisition Classification
Create Requisition
Copy Requisition
Maintain Requisition
Approve Requisition

@  Query Requisition

Search Documents

v Goods Receiving

~ General Ledger

v Budgeting

v Internal Department Request

Integrator 4.1 - DEV

Thursday, 24th May 2018

Item Detail

[Personnel Number: 9027
[Name: MR Raymond Schoonraad)
Financial Services

Note: Click Item Type to edit the item. Click Budget Allocation to edit the budget allecation for that item. Select the "Delete’ checkbox(es)

and then click the 'Save' button to remove
Click fere for navigation and additional options.
Choose an option Close
Document Detail

Item Detail
Delivery Instructions Cost

Add Payment Item 0001 7020

Add Stock/General Defined Item
Add Non-Defined Item

Total: 0.00
Creditor Budget Budget
Type NumberAllocation Control Delete
c Quantity [] Budget Quotation
Allocation

Once the “Complete Requisition” action is selected, the system will validate all data for correctness.

Qdaopt IT

If there are any errors the system will indicate to the user that data should be corrected. The second
action the system will perform is to calculate in which status the document should be in. Non-defined
requisitions need buyer validation and the status will be change to status “verify”. The third action the
system will perform is to start the routing depending on the status of the request. In the case of status

“verify” the routing type FBUY will be activated to inform the buyer that the request must be verified.

The following screen will be displayed after the request was completed.

Personnel Web

v Lecturers Web

v Personnel Web

~ Finance iEnabler

~ Requisitions
Maintain User Defaults
Requisition Classification
Create Requisition
Copy Requisition
Maintain Requisition
Approve Requisition
Query Requisition
Search Documents

v Goods Receiving

v General Ledger

v Budgeting

@

A Integrator 4.1 - DEV

Thursday, 24th May 2018

Requisition Status

Personnel Number: 9027
Name: MR Raymond Schoonraad|
Department: Financial Services

Document RY9689:

Document Status successfully changed to Verify.

For Purchase Order Requisitions a creditor must be entered by a "Buyer”
For Cheque/ACB Payment Requests the payment must be validated by a cashier.

Please choose anocther option from the menu on the left

Email will be sent by the routing system to the relevant buyer.

3.7 Add Items to the Requisition Financed by Multiple Budget Allocations

Select “Add non-Defined Item” on the navigation menu. Items that are not defined on the system can
be added to the requisitions on this screen. Complete again all the item information by completing

each column.
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1. Difference: The budget allocation will change to “M”.
2. The user must select the method of financing for example Quantity, Percentage or Cost.
3. Add the item to the trolley, using the trolley icon.

N
W

Mangesns
Vnerrity  Seemetony

v Lecturers Web

v Personnel Web

~ Finance iEnabler

~ Requisitions
Maintain User Defaults
Requisition Classification
Create Requisition
Copy Requisition
Maintain Requisition
Approve Requisition

(7] Query Requisition

Search Documents

v Goods Receiving

~ General Ledger

~ Budgeting

Integrator 4.1 - DEV Thursday, 24th May 2018

Add Non-Defined Item
Personnel Number: 9027

IName: MR Raymond Schoonraad
Department: Financial Services

Requisition: RY9690

Note: Click @) to view instructions for adding non-defined items. The Initiated by fields will default fo the details of the person
changed to the number of the Requestor which will be on every line item. If the SOD "EW" is set to "Y", the Request initiated by in
can be Completed.

Click here for navigation and additional options

uring the request. Te Person Numbef can be
ation must be filkkd in before the rdquisition

Quantity Unit Item Description Unit Price Creditor
1 Each CHAIR 100 1

Asset Cost Centre
0001

Account
7020

Done

Quan v

Al
v
A=)
Quan V| "5
A=)
A=)

PP PP L
(Y
PP PP L
PP e e )

[Quan v|

3.7.1 Distribute Cost of Item

Qdaopt IT

On this screen the user can distribute the cost of the item to more than one GLA. This can be done
between different GLA’s using quantity, percentage or cost. Add the other expense GLA’s by clicking
on the “Add Budget Allocation” button.

v Lecturers Web

v Personnel Web

~ Finance iEnabler

~ Requisitions
Maintain User Defaults
Redquisition Classification
Create Requisition
Copy Requisition
Maintain Regquisition
Approve Requisition

@  Query Requisition

Search Documents

~ Goods Receiving

~ General Ledger

+ Budgeting

v Internal Department Request

+ Asset iEnabler

~ Management Reports

A~ Integrator 4.1 - DEV

Thursday, 24th May 2018

Budget Allocation for Non-Defined Item

Personnel Number: 5027

ame: MR Raymond Schoonraad
Department: Financial Services

Note: Enter the Budget Allocation, Quantity and a General Ledger Note for each budget allocation. Click on the 'Add Budget Allocation’ button te add a new
budget allocation record. Use the list of values button B provided to access a list of pre-defined values. Click the 'Save’ button in order to submit the
entered information. Click the 'Revert Changes’ button to restore the initial values. Select the ‘Delete’ checkbox(es) and then click the "Save' button to
remove.

Click here for navigation and additional options.

Method of Distribution:| Quantity based Budget Allocation

Requisition: RY9691 Item Total: 0.00

Total Quantity To Allocate:|1.000
Total Allocated: 1.000

Quantity NOT Allocated: |0.000

Budget
Cost Centre Account Item Total Control Delete General Ledger Note
0001 - Q7020 - Q1.000 0.00 O [cHAR |
Initisted By:  Person Type: [Personnel v/|  Personnel ignyy |2 fereon [MR R SCHOONRAAD |

| Save H Revert Changes |I Add Budget Allocal\onl

The following screen will open where the user should enter the additional Cost Centre, account and

Percentage.
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Mangesutny
nbvarsty of Tecnnsiamy

Personnel Web

~ Lecturers Web

v Personnel Web

~ Finance iEnabler

~ Requisitions
Maintain User Defaults
Requisition Classification
Create Requisition
Copy Requisition
Maintain Requisition
Approve Requisition
Query Requisition
Search Documents

~ Goods Receiving

« General Ledger

v Budgeting

~ Internal Department Request

v Asset iEnabler

~ Management Reports

&

Integrator 4.1 - DEV

Thursday, 24th May 2018

Add Budget Allocation for Non-Defined Item

Personnel Number: 9027

IName: MR Raymond Schoenraad

[Department: Financial Services

Note: Enter the Budget Allocation, Quantity and a General Ledger Mote for each budget allocation. Use the list of values button B provided to access alist
of pre-defined values. Click the 'Save’ button in order to submit the entered information.
Click here for navigation and additional options

Method of Distribution: | Quantity based Budget Allocation

Description:

Requisition: RY9691

Total Quantity To Allocate:[1.000]

Iltem Total: 0.00

Add Additional Cost Centre, Account and Percentage Distribution

Total Allocated: [1.000]
Quantity NOT Allocated:
Cost Centre Account Quantity General Ledger Note
[poos — ]+R [0122 3 [1 [chaif x|
Initiated By: Person Type Personnel Number Person Name
[Personnel v| [8027 | [MR R SCHOONRAAD |

Save the information.

3.7.2

Information Distributed

The distribution information will be displayed below.

Personnel Web

~ Lecturers Web

~ Personnel Web

~ Finance iEnabler

~ Requisitions

Maintain User Defaults
Requisition Classification
Create Requisition

Maintain Requisition
Approve Requisition
Query Requisition
Search Documents
~ Goods Receiving
~ General Ledger
~ Budgeting
~ Internal Department Request
~ Asset IEnabler

&

Integrator 4.1 - DEV

Thursday, 24th May 2018

Budget Allocation for Non-Defined Item

Personnel Number: 9027
[Name: MR Raymond Scheonraad

Department: Financial Services

Note: Enter the Budget Allocation, Quantity and a General Ledger Note for each budget allocation. Click on the ‘Add Budget Allocation’ butten to add a new budget

allocation record. Use the list of values button

provided to access a list of pre-defined values. Click the "Save’ button in order to submit the entered information

Click the 'Revert Changes’ button to restore the initial values. Select the 'Delete’ checkbox(es) and then click the ‘Save’ button to remove.
Click here for navigation and additional options.

Description:

Method of Distribution:

Requisition: RY9631

Total Quantity To Allocate:]1.000 |
Total Allocated: 1.001
Quantity NOT Allocated: _|-0.001]

Budget

Item Total: 0.00

Cost Centre Account Quantity Item Total Control Delete  General Ledger Note
[ooo1 |+ &[7020 |« &[0.001 | 0.00 0 [cHAR |
- . . Pe Q Person
Initiated By: Person Type: [Personnel v Noiboce 9027 Namat MR R SCHOONRAAD |
[ooos |* &[o122 |+ &[1.000 | 0.00 O [chair |
Initiated By:  Person Type: [Personnel v Personnel (9027 Q Ferson MR R SCHOONRAAD \

| Save || Revert Changes || Add Budget Allocation ‘

If more Budget Allocations should be added, the above procedure should be repeated. When all
allocations were done, the normal procedure can continue. User can click on here to display the
validation menu. From here select “Item detail” where quotations can be added or budget control
can be done. The very last step will be to complete the requisition which will change the status of the
document. Email will notify the relevant Buyer to validate the document on the ITS Back Office on

{FPMO1-3}.

Can work be interrupted on a document and data added at a later stage?

Yes, the user can at any stage save their work and exit from the Finance iEnabler. Whenever the user
wants to proceed, he/she can click on maintain request to carry on with processing on the request.

Only documents in status “processing” can be found on maintain request.
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“verify” and “final” cannot be found on the maintain request list and cannot be maintained further by
the user.

DIAGRAM OF NON-DEFINED ITEMS REQUISITIONS PROCESS

flow of requisition for non-defined items

'|Ca'u:el Oumrmment\
rejacied ]
Requestor adds items
and/or Quotations - ’ A A
Yeos
] |
t funds?

Sufficien

iEnabler System

Buyer validates quotes
and other detail

{FPMO1-3}

Back Office ITS standard

) Notifies person Notifies — Notifies
Nomesu?lit;y:l of with Insufficient Requestor of the I:::‘Io !hx“ml Requestor of the Nclm::uml o
req Funds Privileges oulcome e outcome

3.8 Requisition Approval

After the buyer validated the requisition on the ITS Back Office in {FPMO1-3} the status of the
requisition will change to “Approval”. The web requisition must be approved on the web. Only the
users with Approval privileges and the correct restrictions can approve the requisition. Users are
granted Approval privileges on menu option Financial User Access Control {FCSM-5}. User can be
restricted for approvals by restrictions FA, FAP or FAPR to Amount ranges and/or Department, Cost
Centre and Account Category.

3.8.1 Click on Approve Requisition

Once The user clicks on the “Approve Requisition” option, all requisitions that the user is entitled to
approve or reject, according to his/her restriction set-up will be displayed.
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& 5 P =l A Integrator 4.1 - DEV Monday, 4th June 2018}
Approve Requisition
—re

Name: MR Raymond Schoonraad]

|§ersonne| Number: 9027
[Department: Financial Services

Personnel Web

~ Lecturers Web
~ Personnel Web

Note: Click on the Document Number to view the requisition requiring approval.
Document Status

D D D origi

~ Finance iEnabler Number Amount Date Delivery Date User Funds Approval Level
. RY9692 95.00 25MAY-2018 27MAY-2018  MARCHAND
~ Requisitions RY9695 10.00 24-MAY-2018 26MAY-2018  MARCHAND
- (968 95.00 24-MAY-2018 26-MAY-2018
Maintain User Defaults FYanes MARCHAND

Requisition Classification
Create Requisition

Copy Requisition
Maintain Requisition
Approve Requisition
Query Requisition
Search Documents

3

~ Goods Receiving
~ General Ledger
~ Budgeting

3.8.2 Click on The Relevant Requisition Number

Select the blue requisition number on the left that needs to be approved. The First approval screen
will be displayed. Information that is displayed on the screen. In the grey line — Requisition Number,
Status of the requisition, total value of the requisition. The detail of the requisition is displayed,

including Item type, Quantity, Description, Budget Allocation, Iltem Total, Cost Centre, Account and
GLA Total.

X = ~ Integrator 4.1 - DEV Monday, 4th June 2018
ﬁ Approve Requisition
ol

e e———r

Personnel Number: 9027
Name: MR Raymond Schoonraad

[Department: Financizal Services
Personnel Web

Hote: Click on the Document Number to view the requisition requiring approval

v Lecturers Web Requisition: RY11151 Status: Firat Approval Total; 121.33
+ Personnel Web Budget Approval
) ) o Type Quantity Description  Allecation  om Totsl  CostCente  Account  GLATowsl  Status
~ Finance iEnabler MonDefned 1.000 bssues Quantity 12133 0062 00000001 1 | Approve [=
~ Requisitions Creditor: 772 BLOOMMNGODALES
Maintain User Defaults 7o ey ey e s e s sppro for i P 2
RequisitiDﬂ classirication allocation as well as that the guotations were invited on a fair and impartial basis ~

Save

Create Requisition
Copy Requisition
Maintain Requisition
Approve Requisition
Query Requisition
Search Documents

~ Goods Receiving

v GCeneral Ledger

~ Budgeting

&

On the far right-hand side, a drop-down menu is available, where the user should indicate what the
status of the requisition should be. The status can be changed to either approve, reject or ignore.

43 |Page



Finance iEnabler_INT4.1

& =1
el
—

[ Personnel Web |

~ Lecturers Web

~ Personnel Web

~ Finance iEnabler

~ Requisitions
Maintain User Defaults
Requisition Classification
Create Requisition
Copy Requisition
Maintain Requisition
Approve Requisition

@  Query Requisition
Search Documents

~ Goods Receiving

~ General Ledger

~ Budgeting

Integrator 4.1 - DEV Monday, 4th June 2018

Approve Requisition

Personnel Number: 9027
[Name: MR Raymond Schoonraad
Department: Financial Senvices

Note: Click on the Document Number to view the requisition requiring approval.
Requisition: RY11151 Status: First Approval

Totak: 121.33

Them Type
Hon-Defned
Creditor:

Guantity Account

GLA Total
00000001 1.

1.000 laswes
772  BLOOMINGDALES

Approve: Should the user select “approve” the status of the request will change to normal or to 2nd
approval depending on how many approvals the System Operational Definitions {FCSM-1} require.

When the document is queried on {FPMO1-7}, the Budget/Approvals will display the following:

S B8 ]

o fopapp - v04.0.0.0 {FPMO

T & 5

uery Document Detail

a4 4P P Heded ?

ltem Type [Mon Defined ftem | Docurnent Nurnber ERERRED |
ftem Number Document Type (WEB REQUISITION
Description |lssuas Line Number[__ 1]
[tem Detail Type [hT
GLA Sequence | 77767447
Budget First Approval Second Approval
Budget Indicator Approved D
User User [MARCHAND | |

Date [17-AUG2012 | |

Reject: Should the user select “reject” the status of the request will change to normal. The requisition
will be removed from the list of requisitions to be approved or rejected. When the user query this
request on the ITS Back Office {FPMO1-7} the Budget/Approvals will show that the request has been
Rejected and the username that rejected the requisition will be displayed.
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o B €00 P H 4 >r BRG] ?
¢ fopapp :v04.0.0.0 {FPMO1-7} Query Document Detail
tern Type [Mon Defined em Docurnent Number ERARRES
[term Mumber Document Type WEE REQUISITION
Description [Test101 Line Number 1
Hem Datail Typa ]ﬁ
GLa | [ Sequence | T77E7445
Budget First Approval Second Approval
Budget Indn:ah:lr Apprmdm E
User |MARCHAND Uszer [MARCHAND [MARCHAND
Date [17-AUG-2012 [17-ALG-2012

Ignore: Should the user choose to ignore the request, the requisition will remain on the list to be
approved or rejected, and the document status will not change. This function is normally used when
the user wants to investigate further information before approving/rejecting or want to ask another
person to approved/reject the record.
Function of the Save Button: Click this button to save the changes you have made on the
Screen. If you navigate to another screen, with changes and without saving, then the changes
will be lost .If further requisitions need to be approved, the user can click on “Approve
Requisitions” again and select the next requisition to be approved.

3.9 How to Override or Reject Insufficient Funds

Click on the approve requisition option on the left-hand side

& %A 3 = A Integrator 4.1 - DEV Monday, 4th June 2018
"
e

ITS iEnabler

Welcome Raymond Schoonraad to the ITS /Enabler system for Personnel.

Personnel Web Navigate through the menu pane on the left and click the required option in order to proceed.

v Lecturers Web

v Personnel Web [The following table provides a brief description of the main processes available to you. Click on the link you require in the
" . left hand menu panel to view the available sub-processes or process steps within each of the displayed processes.
~ Finance iEnabler

~ Requisitions

Lecturers Web This facility is used to enter and view student marks.

Maintain User Defaults

s ana sas . Personnel Web
Requisition Classification
Create Requisition Finance iEnabler
Copy Requisition |Asset iEnabler
Maintain Requisition Management Reports
_ Request for Information

@  Query Requisition
Search Documents
v Goods Receiving |Access Control

Dashboard Charts

In this option, only the users with insufficient privileges and the correct restrictions can override the
requisition. Users are granted Override insufficient privileges on menu option Financial User Access
Control {FCSP-1}. Users can be restricted for override insufficient funds by restrictions FA, FAP or FAPR
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to process the approval or force through insufficient function.

Click on the relevant requisition number on the left-hand side.

Requisition Classification
Create Requisition
Copy Requisition
Maintain Requisition
Approve Requisition
Query Requisition
Search Documents

~ Goods Receiving

+ General Ledger

~ Budgeting

w Internal Department Request

~ Asset iEnabler

r.S
X = A Integrator 4.1 - DEV Monday, 4th June 2018
KEim
i Approve Requisition
[ty
Personnel Number: 5027
ame: MR Raymond Schoonraad
Department: Financial Services
Personnel Web
Note: Click on the Document Number to view the reguisition requiring approval
~ Lecturers Web Document Status
~ Personnel Web N 5 5 . Originating .
~ Finance iEnabler Number Amount Date Delivery Date User Funds Approval  Level
- RY9684 760.00 20-MAY-2018  04-JUN-2018 MALAN -
-~ Requisitions 9503 760.00 24-MAY-2018 04-JUN-2018 MALAN v
Maintain User Defaults 190,00 24-MAY-2018  04-JUN-2018 MALAN v

The following screen will be displayed. All Item records of the Requisition will be displayed, but only
records where the FUND Status are Not Forced will have an input combo box and the system will

display “FORCE” in the field.

o Xz = A Integrator 4.1 - DEV Monday, 4th June 2018
ﬁ Insufficient Funds
—
: MR Raymona Schoonraad
\Department: Financial Serices
b NOte: Select the Budge! Fund Status and click 'Save’
v
v Parseiral ok Requisition: RY9154 Status: First Approval Total: 3390.00
~ Finance iEnabler Budget Budget
~ ;e:::'i:"un;r — Item Type  Quantity Description Allocation Item Total CostCentre Account GLA Total Fund Status
B A Non-Defined 1.000 Brown Executve Desk  Quantity 3990.00 0060 201201 Force ¥
Requisition Classification
Create Requisition
Copy Requisition a
Maintain Requisition p
Approve Requisition
w Query Requisition C] 1 Accept
Search Documents
v Goods Receiving
v General Ledger
v Budgeting
v Internal Department Request
v Asset iEnabler v

The user has the following choices:

To approve all, click on the “I Accept” button and then on the save button
To reject/ignore/force change the value of the field to the required setting per item level,
individually. Select the outcome per item and then save.

Set the record to ignore if you want to investigate further before approving/rejecting or want
to ask another person to approved/reject the record.
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After the user forced/rejected the items, ticked the | accept tick box and saved the information, the
following information will appear.

R = A Integrator 4.1 - DEV Monday, 4th June 2018
@ Insufficient Funds
-
Personnel Number: 5027
me: MR Raymond Schoonraad
partment: Financial Services
| Personnel Web
v Lecturers Web Note: Document has now changed stalus (from Funds to First Approval)
v Personnel Web
~ Finance iEnabler
A Requisitions Requisition: RY9154 Status: First Approval Total: 399000
Maintain User Defaults
Requisition Classification Budget Budget
Create Requisition Item Type  Quantity Description Allocation Item Total Cost Centre Account GLA Total Fund Status
Copy Requisition Non-Defined 1.000 Brown Executive Desk  Quantity 3990.00 0060 201201 3990 00 Forced
Maintain Requisition
Approve Reguisition
@ Query Requisition
Search Documents
« Goods Receiving
~ General Ledger
~ Budgeting
~ Internal Department Request
~ Asset iEnabler v

Click on “Approve Requisition” on the left side and the program will return the user back to the original
screen where the user can select the next document.

47 |Page



Finance iEnabler INT4.1
- Qdaopt IT

MODULE

4 How to Create a Store Item Requisition

Specific outcomes
On completion of this module, you will be able to:

o C(Create a requisition

e Add store items to the requisition
e Manage the item detail

e Add budget allocation to each item
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Click on the create requisition on the left-hand side.

Integrator 4.1- DEV Thursday, 24th May 2018

[
Universin o1 Facmology

Personnel Web

~ Lecturers Web
~ Personnel Web
~ Finance iEnabler
~ Requisitions
Maintain User Defaults

Reguisition Classification
Create Requisition

Copy Requisition
Maintain Requisition
Approve Requisition
Query Requisition
Search Documents

~ Goods Receiving

~ General Ledger

~ Budgeting

v Internal Department Request

~ Asset iEnabler

~ Management Reports

~ Request for Information

@

Document Detail

Personnel Number: 9027

Name: MR Raymond Scheonraad
[Department: Financial Services

Note: Use the calendar button @ provided to select a date in the appropriate format. All fields indicated with a * must be completed. Click the "Save’ button in order to
submit the entered information
Click here for navigation and additional options.

Requisition: RY9696 Total: 0.00
Document Date: 24-MAY-2018 14:51

Expected Delivery Date: [26-IMAY-2018 14:51 I

Requisition Classification:
Year: 2016
Cycle: 3

‘ Save H Delete Record H Revert Changes ‘

What Happens in the Background When a New Document is Created?

A background process creates the Requisition Document Definition as follow:

Document Number: In option Maintain Auto Generated Numbers {FCSM-3} is there an Auto

Generated Number Code K2:

The web system will use this code to get the next Requisition Number.

Document Date: Will be System date.

Expected Delivery date: This
Operational Definition Code
Maintain System Operational

field is equal to System Date plus the number of days of the System
AA namely “POSSIBLE DELIVERY DAYS” of subsystem PM in option
Definition {FCSM-1}.

Year: The current Year of the PROCUREMENT MANAGEMENT subsystem will default to this field as
define in option Maintain Subsystems Definition {FCSM-2}.

Cycle: The current Cycle of the Procurement Management subsystem will default to this field as define
in option Maintain Subsystems Definition {FCSM-2}.

4.2 Add Store Items to the Requisition

Click on here to display the navigation menu. Select “Add Stock/General Defined Item”
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4

| Personnel Web |
v Lecturers Web
+ Personnel Web
~ Finance iEnabler
~ Requisitions
Maintain User Defaults
Requisition Classification
Copy Requisition
Maintain Requisition
Approve Requisition
w  Query Requisition
Search Documents
~ Goods Receiving
~ General Ledger
~ Budgeting
+ Internal Department Request
~ Asset iEnabler
+ Management Reports

» Integrator 4.1 - DEV

Thursday, 24th May 2018

Document Detail

Personnel Number: 3027

lama: MR Raymand Schoonraad
epartment: Financial Services

Mote: Use the calendar bution @ provided to select a date In the appropriate format. All fields indicated with a * must be compbeted. Click the 'Save’

button in order to submit the enterad information.
ick hore for navigation and additional aption=.
Choose an option

Item Detail
Delivery Instructions

f-JUN-2018 08:28

bJun-z01s 0zze |8

Add Payment Ttem

Da Budget Cantral vl
Coamplete Requisiticn
6
View/Upload - User Number, Department
Maotes - Web Reguisition 1
anges |

Total: 0.00

4.3 Select the Commodity from The Pop-Up List of Values

Choose Commodity: Use this field to select only Items of a specific commodity code or set the field to
“All”. Use the Combo box down arrow to see the complete list of all the Commodity Code Descriptions.
Search by Keyword: The user may add a keyword to select only specific tems where the word is used
in the Item Description. Search for the required items in the Item Catalogue. The search can be done

per commodity or by keyword within a commodity.

~ Lecturers Web

~ Personnel Web

~ Finance iEnabler

A Requisitions
Maintain User Defaults
Requisition Classification

Copy Requisition
Maintain Requisition
Approve Requisition
)  Query Requisition
Search Documents
~ Goods Recelving
~ General Ledger
~ Budgeting
~ Internal Departmant Request
~ Asset iEnabler
~ Management Reports
+ Request for Information
« Dashboard Charts
~ Access Control
~ OPAC
~ Travel Request

Integrator 4.1 - DEV

Thursday, 24th May 2018

Document Detail

sonnel Number:
Name: MR Raymond Schoanraad
Department: Financial Services

Note: To find an item. select a Commedity and/or Keyword(s)/ftem Number and cck "Search’. Use of a keyword will filter the items retneved. Selecting "All Commedities’ without a

Keyword/tem Number will retrieve all itemns.
Requisition: RY11185 _

Choose Commodi Entor Keyword(s) of ltom Number
Soarch |

Entar search criteria above and click the "Search’ button
Click here for navigation and adddional options

Total: 0.00

Select the commodity from the pop-up list of values and click on the search button.
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Integrator 4.1 - DEV Thursday, 24th May 2018

PAPER
| Personnel Web PHOTO COPER SUPPLIES

PIPE & FITTINGS NON METALLIC

v Lecturmrs Wab PIPE FITT SCREW & N SCREW ¢
~ Personnel Web PORTABLE SURF TREATI

) . PROTECTVE & SAFETY
 Finance iEnabler SMALL ITEMS
~ Roquisitions

Maintain User Defaults STATIONERY andfor Keyword(s)Mem Number and chick "Search’. Use of a keyword will filter the items retneved. Selecting ‘All Commodities” without a

L R STATIONERY .
Requisition Classification STUDY MATERIAL
TEST TYPE Total: 0,00

it TYRES
Copy Requisition
VENTILATION PIPES & FITTINGS aterKeyveorsi (3] o7 Ko Hurmbmr

Maintain Requisition WHITE BOARD PENS )

Approve Requisition WO0OoD -l [ Search |
W  Query Requisition

Search Documents Enter search criteria above and click the ‘Search’ button

~ Goods Recelving Click here for navigation and adddtional options

~ General Ledger

~ Budgeting

~ Internal Department Request
~ Asset iEnabler

+ Management Reports

v Request for Information

~ Dashboard Charts

~ Access Control

~ OPAC

+ Travel Request

All the items in that commodity will be displayed on the next screen.

'S
% g2y ~ Integrator 4.1 - DEV Thursday, 24th May 2018

Add Stock/General Defined Item

P
e Vot

'ersonnel Number: 9027
e: MR Raymond Schoonraad

v Lecturers Web partment: Financial Services

v Personnel Web
~ Finance iEnabler
A Requisitions
Maintain User Defaults

Note: To find an item, select a Commaodity and/or Keyword(s)/ltem Number and click 'Search’. Use of a keyword will filter the items retrieved. Selecting ‘All Commodities’ without a
Keyword/item Number will retrieve all items.

Requisition Classification Requisition: RY9768 Total: 0.00
Create Requisition

Copy Requisition Choose Commodity Enter Keyword(s) or ltem Number

Maintain Requisition STATIONERY - [ Search |

Approve Requisition

W Defined Item Catalogue Click ) to view instructions for adding defined items.
© Query Requisition

Click here for navigation and additional options.

Search Documents
v Goods Receiving Store Unit Cost Budget
Code Item Description Description Price Quantity Sm Allocation Add Done
v General Ledger
« Budgeting COUNTER BOOK A4 20R EACH 45700 S - Quan ~ b=
NOTE PADS A4 #6006 packs of 0.0000 S - Quan ~ =
v Internal Department Request
2 NOTE PADS A5 6000 #6 BOX OF 1 0.0000 S v Quan v =)
v Asset iEnabler
PENS BLUE ROLLER BAL BOX OF 5 0.0000 S v Quan ~ w
v Management Reports
Request for Information PENS RED ROLLER BALL BOX OF 5 0.0000 S - Quan ~ =
i PRINTER CARTRIDGES H BOX OF 1 0.0000 S - Quan ~ h=]

v Dashboard Charts
v Access Control

v OPAC

v Travel Request

4.4 Select the Required Item from The List and Enter the Quantity

Decide on how this expense must be financed? Single or multiple accounts? If multiple, how must it
be distributed — quantity, percentage or cost distribution? In most instances, stationery and store
items will be charged as a single quantity distribution on one account. Add item to the list, by clicking
on the trolley. This will save the input. Repeat the process and search for other required items and add
to the trolley. When all the items are added to the trolley, click on “here” to navigate and see additional
options.
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| Personnel Web

v Lecturers Web

v Personnel Web

~ Finance IEnabler

A Requisitions
Maintain User Defaults
Requisition Classification
Create Requisition
Copy Requisition
Maintain Requisition
Approve Requisition

@ Query Requisition

Search Documents

v Goods Recelving

v General Ledger

v Budgeting

v Internal Department Request

v Asset iEnabler

v Management Reports

v Request for Information

v Dashboard Charts

v Access Control

v OPAC

v Travel Request

>

Integrator 4.1 - DEV

Thursday, 24th May 2018

Add Stock/General Defined Item

rsonnel Number: 9027
: MR Raymond Schoonraad
rtment: Financial Services

Note: To find an item, select a Commodity and/or Keyword(s)tem Number and click ‘Search’ Use of a keyword will filter the tems retrieved. Selecting ‘All Commodities’ without 3

KeywordMtem Number will retrieve all items.

‘Commodity tmm-mmn—wv
STATIONERY - [ Search |
Defined ltem Catalogue  Click ) to view instructions for adding defined items
Chick here for nawgation and additional options

Store Unit Cost
Code Item Description Description  Price

COUNTER BOOK A4 20R EACH

NOTE PADS A4 #6006 packs of

NOTE PADS AS 6000 #6 BOX OF 1

PENS BLUE ROLLER BAL BOX OF §

PENS RED ROLLER BALL BOX OF 5

PRINTER CARTRIOGES H BOXOF 1

45700
0.0000
0.0000
0.0000
0.0000
0.0000

v wnnon
«

4.5 Select Item Detail from the List on The Navigational Menu

i
e o e

Personnel Web \
~ Lecturers Web
~ Personnel Web
 Finance iEnabler
~ Requisitions
Maintain User Defaults
Requisition Classification
Create Requisition
Copy Requisition
Maintain Requisition
Approve Requisition
@  Query Requisition
Search Documents
v Goods Receiving
v General Ledger
v Budgeting
v Internal Department Request
~ Asset iEnabler
~ Management Reports
~ Request for Information
~ Dashboard Charts
~ Access Control
v OPAC
~ Travel Request

~ Integrator 4.1 - DEV

Thursday, 24th May 2018

Add Stock/General Defined Iltem

|l3ersonnel Number: 9027

Name: MR Raymond Schoonraad
Department: Financial Services.

Note: To find an item, select a Commodity and/or Keyword(s)item Number and click 'Search’. Use of a keyword will filter the lems retrieved. Selecting ‘All Commedities” without a

Keywordfem Number will retrieve all items.

Requisition: RY9763

Choase Commedity
STATIONERY -

Enter Keyword(s) or ftem Number

Defined ltem Catalogue Click &) 1o view instructions for adding defined items.
Click here for navigation and additional options.

Unit Cost
Delivery Instructions Description Price
EACH
Add Payment Item =
Add Stock/General Defined Item
Add Non-Defined Ttern BOX OF 1
BOX OF §
Do Budget Control
Complete Requisition BOXOF §
BOX OF 1

View/Upload - User Number, Department

Motes - Web Requisition

4.5700
0.0000
0.0000
0.0000
0.0000
0.0000

Quantity

Total: 0.00
Budget
5m Allocation Add Done
S - Quan - =
s - Quan ~ =)
5 v Quan =
5 - Quan ~ =
5 - Quan ~ h=]
5 - Quan = n
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The following screen will be open and will show all the selected items — quantity and unit price.

¥ -

bt
[y

 [Persannel weo

~ Lecturers Web

~ Personnel Web

 Finance iEnabler

~ Requisitions
Maintain User Defaults
Requisition Classification
Create Requisition
Copy Requisition
Maintain Requisition
Approve Requisition

@ Query Requisition

Search Documents

+ Goods Receiving

~ General Ledger

~ Budgeting

w Asset iEnabler

+ Management Reports
w Request for Information
v Dashboard Charts

v Access Control

v OPAC

w Travel Request

w Internal Department Request

A Integrator 4.1 - DEV

Thursday, 24th May 2018

Iltem Detail

Name: MR Raymond Schoonraad]
D Financial Services

P

|I-’ersonnel Number: 9027

HNote: Click ltem Typs to edit the item. Click Budget Allocation to eda the budget allocation for that tem.
“Save’ button to remove.
The check baxes will only be visible if a recosd exists

Click hiere for navigation and additional options.

Requisition: RY11208

ltemn Unit

Item Type Store No  Quantity Unit Description  Price Total Cost Centre Account
MS 2959 1.000%1 Package item 2330000 259 00 F001 2012
51 7809 1.00005 NEGE NEGE 3.0000 300F001 2012

[Save)

DLM: To remaove records, select the Delete’ checkbaxies) and then click the

Total: 302.00
Creditor
Type Number Budget Allocation Budget Control Delete
Quantity [ Budget Allocation
Quantity [F] Budget Allocation

Qdaopt IT

4.6 Add Budget Allocation to Each Item

Click on the “add budget allocation” on the right.

g -

e
———

Personnel Web
v Lecturers Web
v Personnel Web
~ Finance iEnabler
A Requisitions
Maintain User Defaults
Requisition Classification
Create Requisition
Copy Requisition
Maintain Requisition
Approve Requisition
©  Query Requisition
Search Documents
v Goods Receiving
v General Ledger
v Budgeting

v Asset iEnabler

v Management Reports
v Request for Information
v Dashboard Charts

v Access Control

v OPAC

v Travel Request

v Internal Department Request

» Integrator 4.1 - DEV

Thursday, 24th May 2018

Item Detail

nel Number: 9027
: MR Raymond Schoonraad
partment: Financial Services

Note: Chick em Type 10 edit the tem. Chick Budget Allocation 10 edit the budget allocation for that tem.
‘Save’ button 10 remove.
The check boxes will only be visible € a record exists.

Click here for navgation and additional options
Requisition: RY11208
Item Unit
Item Type Store No  Quantity Unit Description Price  Total Cost Centre Account
Stock MS

1.000X1 Package tem 2990000 299 00 FOO1 2012
30000 300 FOO1 2012

S1 7809 100005 NEGE NEGE

DLM: To remove records, select the ‘Delete’ checkboxies) and then click the

Total: 302.00
Creditor
Type MNumber Budget Allocation Budget Control Delete
Quantity

Quantity

The following screen will open where the user will complete the cost centre, account and quantity
information for each line.
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~ Integrator 4.1- DEV Thursday, 24th May 2018

VE Note: Enter the Budget Allocation. Quantity and a General Ledger Note for each budget allocation. Click on the ‘Add Budget Allocation” button to add a new budget allocation record.
[ LOV: Use the list of values button fimage] provided to access 3 list of pre-defined values

Personnel Web

v Lecturers Web
w Personnel Web DUM: To remove records, select the ‘Delete’ checkbox(es) and then click the "Save’ button to remove
. The check boxes will only be visible if a record exists
~ Finance IEnabler
~ Requisitions
Maintain User Defaults
Requisition Classification

SAV: Click the "Save’ button in order to submit the antared information.

REV: Click the Revert Changes’ button to restore the initial values.

Click fiere for navigation and additional options:

Create Requisition Method of Distribution: Quantity based Budget Allocation
Copy Requisition Store: MS - Main_Store_1
Maintain Requisition — smass i
Approve Requisition Requisition: RY11208 Item Total: 299.00
@  Query Requisition
Search Documents Total Quantity To Allocate: |1.000
Total Allocated: 1.000

~ Coods Recelving

Quantity NOT Allocated:  |0.000
v Ceneral Ledger

v Budgeting Cost Ci Ac Quanti Item Total g"dg:: Del G 1L M

v Intemal Department Request ost Centre COUNt uantity otal O ete eneral Ledger Note
. FoO1 -EH 02 -EH 1000 299.00 Package ilem

~ Assat iEnabler

+ Management Reports Initiated By : Person Type: Personnel|» | Personnel Number: =X Person Hame:

w Request for Information

+ Dashboard Charts

v Access Control [ Save ] [ Revert Changes } I Add Budget Allocation ]

~ OPAC
v Travel Request

Cost Centre: Each item must be allocated to an expense Cost Centre. The field has a List of Values
function, the button is on the right-hand side is the field. With the account below it forms the GLA,
see more rules on the GLA below the Account definition.

Account: An Account is mandatory for each item. The field has a List of Values function, the button is
on the right-hand side is the field. With the cost centre above it forms the GLA, see more rules on the
GLA below.

GLA Rules: Each item must have a valid GLA. If invalid, the user must change to a valid GLA. The user
of the GLA can be restricted by restriction FPD or FPDR. For more detail on the restriction see manual
Financial Code Structure Option Maintain User Restrictions {FCSM-4}. If the user did set up a default
Cost Centre and/or Account, under the User Default, but the GLA is invalid then the default will not
display. If both fields are null, then there can be two reasons. Firstly, the user did not specify it and
must be entered by the user. Secondly there are more than one GLA financing the Item.

Save the information, and the following screen will be displayed:
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~ Integrator 4.1- DEV Thursday, 24th May 2018

Note: Enter the Budget Allocation. Quantity and a General Ledger Note for each budget allocation. Click on the ‘Add Budget Allocation” button to add a new budget allocation record.
—. LOV: Use the list of values button fimage) provided to access a list of pre-defined values.

Personnel Web

v Lecturers Web
« Personnel Web DUM: To remove records, select the ‘Delete’ checkbox(es) and then click the "Save’ button to remaove
. The check boxes will only be visible if a record exists
~ Finance IEnabler
~ Requisitions
Maintain User Defaults
Requisition Classification

SAV: Click the "Save’ button in order to submit the antered infarmation.

REV: Click the Revert Changes’ button to restore the initial values.

Click fhere for navigation and additional options

Create Requisition Method of Distribution: Quantity based Budget Allocation
Copy Requisition Store: MS - Main_Store_1
Maintain Requisition — S et
Approve Requisition Requisition: RY11208 Item Total: 299.00
@  Query Requisition
Saarch Documents Total Quantity To Allocate: 1.000
Tetal Allocated: 1.000

~ Coods Receiving

v Ceneral Ledger

v Budgeting

v Internal Department Request
~ Assat iEnabler

~ Management Reports

w Request for Information

+ Dashboard Charts

v Access Control

~ OPAC

‘Quantity NOT Allocated: | 0.000

~ Travel Request

Click on the “here”, select item detail from the pop-up menu. When the Item Detail Screen appears,
select the next item and complete the budget allocations. Continue adding the budget allocations,
until all the information was added to the different items. Click on item detail and make sure that all
the budget allocations were added.

Do a budget control check to make sure sufficient funds are available.

How? Click on the “here” and choose “Do Budget Control”.

~ Integrator 4.1 - DEV Thursday, 24th May 2018

Note: Enter the Budget Allocation, Quantity and a General Ledger Note for each budget allocation. Click on the ‘Add Budget Allocation” button to add a new budget allocation record.
e o LOV: Use the list of values button fimage} provided to access a list of pre-defined values.

Personnel Wab

v Lecturers Web
w Personnel Web DLM: To remove records, select the ‘Delete” checkbox(es) and then click the "Save’ button to remove.
The check boxes will only be visible if a recond exists.
~ Finance IEnabler
~ Requisitions
Maintain User Defaults
Requisition Classification

SAV: Click the "Save’ button in order to submit the entered information

REV: Click the Revert Changes® button to restore the initial values

Click frere for navigation and additional options

Create Requisition Choose an option
Copy Requisition Item Detail
Maintain Requisition Delivery Instructions

Approve Requisition lItem Total: 239.00

|
Add Payment Ttem

Requisiti
@ QueryRequisition Add Stock/General Defined Ttem

Search Documents Add Non-Defined Ttem
~ Goods Receiving
v Ceneral Ledger Do Budget Control
v Budgeting Complete Requisition

v Internal Department Request
v Asset iEnabler

~ Management Reports

~ Request for Information

v Dashboard Charts

v Access Control

« OPAC

v Travel Request

View/Upload - User Number, Department

Notes - Web Requisition

The system will do a validation to make sure that enough funding is available. The outcome of the
budget validation will show “S” for sufficient and “N” for Insufficient. If insufficient funds are available,
please change quantity, GLA allocation or delete record. Save all changes before continuing with next
action. The next step will be to save all the changes and as soon as the user has listed all items needed
for this requisition; did a budget check and added all changes needed, the COMPLETE process can be
selected from the click “here”
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Complete the document. This is the point of non-return. The system will do the following:

Validate all data for correctness, if any errors, report back to the user to correct. Start the budget
control function for records that was not validated previously. Calculate in what status the request
must changes to start the routing depending on the status of the Request. On completion, a screen
will appear, informing the user about the changed status of the document. An email will also be sent
off to the HOD, informing the person that a document is waiting for approval level 1.

4.7 Questions and answers
Can Work Be Interrupted on a Document and Data Added at a Later Stage?

YES! Just save your work and whenever needed, click on the MAINTAIN REQUISITION option on the
left-hand side. Only documents that are in status “Processing” will appear on this list. To continue
working on the document, click in the request number. A pop-up menu will appear. The user should
select the preferred action and continue working.

o =] A Integrator 4.1 - DEV Friday, 25th May 2018
W
w1

Maintain Requisition

Personnel Number: 9027

Name: VR Raymond Schoonraad

Department: Financial Services
Personnel Web

Note: Click on the Document Number to make a selection from the list of options available for the requisition.
w Lecturers Web

Document Requisition
~ Personnel Web Number Department Document Date Classification
v Leave System RY9708 Financial Services 25-MAY-2018

. RY9707 Financial Services 25-MAY-2018
w Personal Maintenance pvoroc nopciol Cenices 25-MAY-2018
Choose an option ose 25 MAY-2018
v Surveys

Y . Document Detail 25-MAY-2018
v Personnel Web Appointments Ttem Detail 25-MAY-2018
. Delivery Instructions 25-MAY-2018
v Supervisors Area 25 MAY-2013
. Add Payment Ttem 25-MAY-2018
~ Probation Add Stock/General Defined Item 25 MAY.2018
+ Claims Add Non-Defined Item 24-MAY-2018
& 24-MAY-2018

~ Overtime Work Do Budget Control
. . Complete Requisition 24-MAY-2018
~ Finance iEnabler 24-MAY-2018
P View/Upload - Document Number, Document 24-MAY-2018
~ Requisitions Type 24-MAY-2018
. . View/Upload - User Number, Department 24-MAY-2018
Maintain User Defaults — 24MAY-2018
Requisition Classification Notes - Web Requisition 24-MAY-2018
e RY9686 Financial Services 24-MAY-2018
Create Requisition RY9585 Financial Services 24-MAY-2018
Co Requisition RY9684 Financial Services 23-MAY-2018
Py ) a o RY9683 Financial Services 23-MAY-2018
Maintain Requisition v RY9678 Financial Services 21-MAY-2018

How Do | Query a Requisition?

In this option the user can query the requisition throughout its life span. Only the progress of the
requisition can be viewed during the status period Buyer, Funds Approval 1 or 2. Thereafter the Stock
Issues, Order, GRV and Invoice document information can be view depending on the progress level.
The first screen that the user will see is the Query Requisition.

1. Click on the “query requisition” option on the left-hand side.

2. Select your specific dates

3. Enter personnel number

4. Click on search
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~ Personal Maintenance

~ Surveys

~ Personnel Web Appointments

~ Supervisors Area

~ Probation

~ Claims

~ Overtime Work

~ Finance iEnabler

~ Requisitions
Maintain User Defaults
Requisition Classification
Create Requisition
Copy Requisition
Maintain Requisition

~

Integrator 4.1 - DEV

Friday, 25th May 2018

Query Requisition

Personnel Number: 9027
lame: MR Raymond Schoonraad

Department: Financial Services

Note: Complete any combination of fields below or I

number. Use the calendar button &%= provided ig
of pre-defined values. All fields indicated with

Start Date:

23-MAY-2018
person yee:

Person Number:

Document Number: l:l

9027 P

fve blank and click 'Search' to query requisitions.Enter either person number or depariment

elect a date in the appropriate format. Use the list of values button Q provided to access a list

must be cnmpleten
e End Date: [25.0AY-2018 |- [

Department: 5011 Q
Requisition Classification: l:l Q

Qdaopt IT

Approve Requisiton s P
@ Query Requisitio
Search Documents Searcl ‘ Clear Form ‘ | Print Requisitions ‘ ‘ MS-Excel Format ‘

~ Goods Receiving

~ General Ledger

~ Budgeting

~ Internal Department Request
~ Asset iEnabler

How Do | Copy a Requisition?

Click on “copy requisition” on the left-hand side. This option creates a new Requisition from an existing
Requisition, where the status on the requisition is not processing. It allows the user to add item
information to the newly created Requisition. The user has a choice between entering a specific
request number, if known, and search by a specific requisition classification. Fill in the document
Number and click on the Copy Requisition button.

~ Personal Maintenance A~ Integrator 4.1 - DEV Friday, 25th May 2018

v Surveys

v Personnel Web Appointments Copy Requisition
v Supervisors Area Personnel Number: 9027

v Probation lame: MR Raymond Schoonraad

Department: Financial Services

~ Claims

Note: Enter the Document Number and click the 'Copy’ button or select from the Requisition Classification list and click on the *Search' button to
retrieve a list of documents.

Document Number: l:l
[o]

~ Overtime Work
~ Finance iEnabler
~ Requisitions
Maintain User Defaults

r
P, . . Requisition Classification:| v
Requisition Classification 9

Create Requisition
Maintain Requisition
Approve Requisition
Query Requisition
Search Documents
~+ Goods Receiving
~ General Ledger
v Budgeting
v Internal Department Request
~v Asset iEnabler

€

v Management Reports

+ Request for Information

After the program has copied the Item information into the newly created Requisition, it will navigate
the user to the Item Detail screen. Click on the ‘Save’ button and use the “here” to add more items or
to complete the requisition. The user can now apply changes, add more items or complete the
document.

How Do | Search for a Requisition?

Click on “Search Document” on the left-hand side. In this option the user can search the requisition
throughout its life span. The user has a choice between entering a specific request number, if known.
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Creditor Number and Document Number are mandatory fields, they need to be filled before you
search requisitions.

~ Personal Maintenance
~ Surveys

~ Personnel Web Appointments Search Documents
v Supervisors Area

A Integrator 4.1 - DEV Friday, 25th May 2018

'sonnel Number: 5027

v Probation lame: MR Raymond Schoonraad
rtment: Financial Services

v Claims
~ Overtime Work Note: Complete any combination of fields below or leave blank and click 'Search' to query documents. All fields indicated with a * and either one
~ Finance iEnabler of the fields indicated with a ** must be completed. Use the calendar button 422 provided to select a date in the appropriate format. Use the list of

~ REquisitians values bution Q\ provided fo access a list of pre-defined values.

Maintain User Defaults start Date: [01 JAN 2018 |- 8} End Date: [25 Ay 2018 |-
Requisition Classification Person Type:

Create Requisition

e Person Number: l:l Q
Copy Requisition
Maintain Requisition Department: l:| Q
Approve Requisition Creditor Number:
@ Query Requisition

.
Search Documents Document Type: l:' ]
~ Goods Receiving Document Number: :”
~ General Ledger
status: __v
~ Budgeting

~ Internal Department Request -
w Asset iEnabler

v Management Reports
~+ Request for Information
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MODULE

5 General Ledger

Specific outcomes

On completion of this module, you will be able to:

e Set-up Web General Ledger prerequisites

e Query budget reports

e Use the cost centre reports

e |dentify the difference between financial and non-financial cost centres
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5.1 Web General Ledger prerequisites

Subsystem Financial Code Structure (CS) and General Ledger (GL) must be operational. The Web User
of the General Ledger can be restricted with the restriction FGLB for the following combinations.
{FCSM-4b2 and 3}.

If restriction FGLB is not linked to the user, then he/she may see all Cost Centres and Accounts
of the Institution.

Restricted to Department/s only (can see all Cost Centre and Accounts of the Department)
Restricted to Department/s Cost Centre/s only (can see the Cost Centres linked only and all
the Accounts of the Cost Centre)

Restricted to Department Account Category Range (can see all Cost Centre of the Department
and the Accounts of the Cost Centre/s will be restricted to the account category range linked
only.)

Restricted to Department/s Cost Centre/s and Account Category Ranges (can see the Cost
Centres linked only and all the Accounts of the Cost Centre and the Accounts of the Cost
Centre/s will be restricted to the account category range linked only)

Above rules may be flagged Inclusive or Exclusive

Commitments from Procurement Management Information System (PM) and un-posted transactions
from Procurement Management Information System (PM) and Accounts Receivable (AR) will also be
retrieved if exist.

Personnel Web

v Lecturers Web
~ Personnel Web
~ Leave System
~ Personal Maintenance
~ Surveys
~ Personnel Web Appointments
~ Supervisors Area
v Probation
+ Claims
+ Overtime Work
~ Finance iEnabler
~+ Requisitions
~+ Goods Receiving
~ General Ledger
Budget Query (Finance)
Cost Centre Query (Finance)
Budget Query (Non-Fin User)

A~ Integrator 4.1 - DEV Friday, 25th May 2018

ITS iEnabler

Welcome Raymond Schoonraad to the ITS /Enabler system for Personnel.

Navigate through the menu pane on the left and click the required option in order to proceed

[The following table provides a brief description of the main processes available to you. Click on the link you require in the left hand menu panel
[io view the available sub-processes or process steps within each of the displayed processes.

ILecturers Web This facility is used to enter and view student marks.
Personnel Web

[Finance iEnabler

|Asset iEnabler

IManagement Reports

IRequest for Information

Dashboard Charts

{Access Control

Cost Centre Query (Non-Fin User)
Consolidation Cost Centre Query
~ Budgeting
v Internal Department Request

IOPAC

|Travel Request
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This functionality in the web is a query and display area of General Ledger information in the form of
a budget or cost centre query. The following information can be displayed to the user.

Financial Web
General Ledger

Budget Query
Cost Centre Query

Budget Query
List Available
Cost Centre

N

J/

l

Account Summary
Budget Information

Cost Centre Query
List Available Cost
Centers

l

Cost Centre Year and
Cycle Information

Account Summary

l

Account Detail

|

Detail of Summary
Postings

Document
Information

l

Item
Information

'

Financial
Item
Information
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5.2 How to Query Budget Reports?

To query budget reports, expand the General Ledger folder and click on Budget Query (Finance)

If the user selects this option, ledger information will be displayed to the user using cost centre and
account budget rules and the Year and Cycle of the Procurement Management Information System

(PM). The lists can be restricted by the restriction FGLB.

Personnel Web

~ Lecturers Web

~ Personnel Web

~ Leave System

~ Personal Maintenance
~ Surveys

~ Supervisors Area

~ Probation

~ Claims

v Overtime Work

~ Finance iEnabler

+ Requisitions

+ Goods Receiving

[=Ceneraitedser ]

Cost Centre Query (Finance)
Budget Query (Non-Fin User)

~ Budgeting

~ Internal Department Request

~ Personnel Web Appointments

Cost Centre Query (Non-Fin User)
Consolidation Cost Centre Query

~

Integrator 4.1 - DEV

Friday, 25th May 2018

Budget Query (Finance)

Personnel Number: 9027

lame: MR Raymond Schoonraad
Department: Financial Services

Note: Click on the Cost Centre Description to view its accounts.

Year/Cycle|2016 3

Cycle 13__|Excl
Cycle 14 |incl
Cost cenlrel:l Q
Cost Centre Description Budget Rule
0001 COURSE MATERIAL No Budget Control
0002 SALARIS LECTURER Account/Account Category
0009 RESEARCH Account/Account Category

NEXT

Budget Query List the Cost Centres that the user has access to (If restricted by FGLB) and the year and

cycle that will be used to display any further information. The list consists of the following columns:

e Cost Centre Code

e Description of the Cost Centre
e Budget rule of the Cost Centre

The user may click, using the mouse, on any of the listed Cost Centre Descriptions and that will take

the user to one of the following screens, depending on the budget rule of the cost centre:

Budget Information

Budget Rules is NOT equal to “No Budget Control”

Or
Account Summary

Budget Rules is equal to “No Budget Control”.
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v Surveys
v Personnel Web Appointments
v Supervisors Area
v Probation
v Claims
v Overtime Work
~ Finance iEnabler
v Requisitions
v Goods Receiving
~ General Ledger
Budget Query (Finance)

Cost Centre Query (Finance)

Integrator 4.1 - DEV

Friday, 25th May 2018

Budget Information

IName: MR Raymond Schoonraad|

[Personnel Number: 9027
[Department: Financial Services

Note: Click on Account Description to view its information.
Click here for navigation and additional options.

Year/Cycle |2016 3

Cycle 13 Excl

Cycle 14 Incl

Cost Centre |0002 - SALARIS LECTURER

Account
Budget Que Non-Fin User Type Number Account Description Available Overspent
9 Q y ( N ) Account 0101 Salaries-Permanent Staff (PC1)
Cost Centre Query (Non-Fin User) 0104 Leave Pay Q.00
. . 0105 Consultation fees 0.00
Consolidation Cost Centre Query 0112 Stalf Benefils - Other (PC1) 0.00
v Budgeting 0125 Stafionery 0.00
0160 Test Account 0.00
v Internal Department Request 0203 Staff Refreshments 0.00
A 0204 Honeraria 0.00
v Asset iEnabler 201201  Stationery General 13800.00
~ Management Reports 201204  Stationery General 0.00

~

When the user clicks on the “here” the following pop-up menu is available.
e Budget Query: Will take the user back to the previous screen.

e Excel Format: Choosing this option, will transfer the cost centre budget detail into an Excel
workbook, and the information can be saved on the user’s desktop.

Personnel Web A

v Lecturers Web

Integrator 4.1 - DEV

Friday, 25th May 2018

Budget Information

Qdaopt IT

~
~ Personnel Web
Personnel Number: 9027
v Leave System Name: MR Raymond Schoonraad|
~ Personal Maintenance [Department: Financial Services
v Surveys Note: Click on Account Description to view its information.
v Personnel Web Appointments Click here for navigation and additional options
. Choose an option
~ Supervisors Area
. Budget Query
~ Probation
. Excel Format
~ Claims
v Overtime Work
. . Account
~ Finance iEnabler Type Number Account Description Available Overspent
iciti Account 0101 Salaries-Permanent Staff (PC1) 0.00
v Requisitions 0104  Leave Pay 0.00
v Goods Receiving 0105 Consultation fees 0.00
G | d 0112 Staff Benefits - Other (PC1) 0.00
~ General Ledger 0125 Stationery 0.00
Budget Query (Finance) 0160 Test Account 0.00
N 0203 Staff Refreshments 0.00
Cost Centre Query (Finance) 0204 Honoraria 0.00
_E 201201  Stafionery General 13600.00
Budget Query (Non-Fin User) 201204  Stationery General 0.00
Cost Centre Query (Non-Fin User) 201205  Stationery General 0.00
. . 201211 Stationery General 0.00
Consolidation Cost Centre Query 2015 Un even Printing 0.00
H 2018 Binding 0.00
M BUdgEtmg v 2019 Stafionery General 0.00
5.2.1 Excel format
A | B [ I 5 U I 3 1T K
1 _[Year/Cycle 2006 8
2 [Cycle 13 Excl
3 |Cycle 14 Incl
4 |Cost Centre 0067 - ECONOMICS-DBN
5 |
| 6 | Account
7 |Type Number Account Description Available Overspent
| 8 |Account 101 Salaries-Permanent Staff (PC1) 2143778
9| 2012 Stationery General 0
10 2019 Stationery General 840
| 11 |Account Category STATIONARY EXPENSES 1310
12| 201201 Sundry Stationary Expenses xxx
13
14| * Available/Overspent reflects the Total on the Cost Centre
15| Account List of the Type reflects only restricted Accounts.
—
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5.2.2 Account Detail

If the user clicked on an account description, it will show the account detail
of the Accounts in Account Summary for the selected Cost Centre.

. List the Detail transaction

Integrator 4.1 - DEV

Friday, 25th May 2018

Budget Information

ﬁe

[

|_Personnel Web |

~ Lecturers Web

~ Personnel Web
~ Finance iEnabler
~ Requisitions

~ Goods Receiving
~ General Ledger

Note: Click on Account Description bo view its information.
Click fere Tor navigation and acditional oplions.

Cost Centre Query (Finance)
Budget Query (Mon-Fin User)
Cost Centre Query (Won-Fin User)
Consclidation Cost Centre Query

+ Budgeting

~ Internal Department Request

« Asset IEnabler

~ Management Reports

~ Reguest for Information

~ Dashboard Charts

~ Access Control

v OPAC

~ Travel Request

Account Categary

Account Category

~

Avallable Overspent

5.2.3 Expanded Account Description.

% <] A Integrator 4.1 - DEV Monday, 26th May 2018
= s
[ Persannel web ]
Mote: Click on Document Humber (where spplicatle) fo view Budget Allocation or Detail of Summary Postings. Account Budgat Difference does not necassarily imply budgat
~ Lecturers Web awerspent of suallability, a3 the budget rules wil determing these valies
« Personnel Web Click here for navigation and addmional opsons.
~ Finance iEnabler
~ Requisitions
~ Goods Receiving
~ General Ledger .
Budget Query (Finance)
Cost Centre Query (Finance) T .
Budget Query (Mon-Fin User) Type Subsystem Number GL Notes Budget Actual CommAments
Cost Centre Query (Non-Fin User) g—jg:ﬁ g:: gm 549 I 1 ;Egl:‘ég g % 000 20000
tdat] g I
. :z;;:ltl::gtlon Cost Centre Query 06-JUN-2006 2811 M 1 1.TEST ACE oo gg njg %
06-JUN-2006 2811 PM 11 TEST ACB 0.00 0.00 100.00
~ Internal Department Request 06-JUN-2006 2811 PM 1 1:-TEST ACB 0.00 0.00 20.00
~ Asset iEnabler
~ Management Reports
~ Reguest for Infermation
~ Dashboard Charts
~ Access Control
w OPAC
+ Travel Request b

The header will display the following information:

e The selected Cost Centre Code and Description
e The selected Account Code and Description
[ ]

Detail Information
The list consists of the following columns:

Qdaopt IT

The Year, Cycle From, Cycle To, Cycle 13 and Cycle 14 parameters used to select the Account

Date; Transaction Type; Originating Subsystem; Document Number; General Ledger Note; Actual,
Budget and Commitments, Total for columns Actual, Budget and Commitments and Balance of the

Account.
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On the click “here” the budget information and Excel format is available again.

| Personnel Web |

v Lecturers Web

~ Personnel Web
~ Finance iEnabler
~ Requisitions

~ Coods Receiving
~ Ceneral Ledger

Cost Centre Query (Finance)
Budget Query (Non-Fin User)
Cost Centre Query (Mon-Fin User)
Consolidation Cost Centre Query

~ Budgeting

~ Internal Department Request

~ Asset iEnabler

~ Management Reports

~ Request for Information

~ Dashboard Charts

~ Access Control

~ OPAC

~ Travel Request

Integrator 4.1 - DEV Monday, 28th May 2018

Account Detail

Fersonnel Number: 5027
Name: MR Raymond Schoonrasd
Department: Financial Services

MNote: Click on Document Number (where applicable) to view Budget Allocation or Detall of Summary Postings. Account Budget Difference does not necessanly imply budget
averspant or availability, as the budget rules will determine these values
Cdick bece [oc pavigation and additional oofions

Account Summary

Date T Subsystem GL Notes Budget Actual Commitments
06-JUN-2005 2811 P 11.TESTACB 000 om 20000
05JUN-2005 2811 PM 11.TEST ACB 000 o0 2000
06-JUN-2006 2811 PM 11.TEST ACB 0.00 0.00 300.00
06-JUN-2005 2811 PM 11-TEST ACB 000 o0m 100.00
06JUN-2005 2611 PM 11.TEST ACB 000 000 2000

Budget Query: Will take the user back to the previous screen.
Excel Format: Choosing this option, will transfer the account detail into an Excel workbook, and the
information can be saved on the users’ desktop.

5.2.4 Excel Format

2] - o

|| B

J

; Account Detail

2

3 YeanCyele |20058

4 |From Cycle 0
5 |Ta Cycle g
6 |Cycle 13 |Excl

7 (Cycle 14 |inel

8 Cost Centre |0067 - ECONOMICS-DEN
9 [Account 2018 - Stationery General
10

E Transaction

12 |Date Type

13|  B-Jun0B »BNn
14|  B-Jun0B N
15|  BeJundB N
116 |  B-Jun0B BN
117 | B-Jun0B N
18|  G-Jun06 N
(19|  G-Jun0B M
20|  G-JunB BN
21|  B-JundB N
22| BeJundB N
123 |

24

|25 |

| 26 |

|27 |

28 |

—

Onginating Document

Subsystern Number  GL Motes Budget Actual Commitments
P BY1054% | 1:TEST ACB i} 1] 200
PM BY10552 | 1:TEST ACB i} 1] 30
P BY105585 |1:TEST ACB i} 1] 300
PM BY10556 | 1:TEST ACB i} 1] 100
P BY10557 | 1:TEST ACB i} 1] 20
PM BY10558 | 1:TEST ACB i} 1] 30
P BY10559 | 1:TEST ACB 0 1] 50
P BY10560 | 1:TEST ACB i} 1] 30
PM BY10563 | 1:TEST ACB i} 1] 60
P RY10564 | 1:TEST ACBE i} 1] 20
Account Totals o 0 540
Account Budget Difference 840
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that will take the user to one of the following screens.

ck, 9
W

ey o Vecornagr

Personnel Web

~ Lecturers Web
~ Personnel Web
-~ Finance iEnabler
~ Requisitions
~ Goods Receiving
~ General Ledger
Budget Query (Finance)

Cost Centre Query (Finance)
Budget Query (Non-Fin User}

~ Budgeting

~ Asset iEnabler

~ Management Reports
~ Request for Information
~ Dashboard Charts

~ Access Control

~ OPAC

~ Travel Request

Cost Centre Query (Non-Fin User)
Consoclidation Cost Centre Query

~ Internal Department Request

~

Integrator 4.1 - DEV Monday, 28th May 2018

Account Detail

Personnel Number: 5027
[Name: MR Raymond Schoonraad
[Department: Financial Services

Note: Click on Document Number (where applicable) to view Budget Allocation or Detail of Summary Postings. Account Budget Difference does not necessarily imply budget
averspent or availability, as the budget rules will determine these values.
Click here for navigation and additienal options.

Year/Cycle |2016 3

From Cycle |0

To Cycle

Cycle 13 [Excl

Cycle 14 [Indl

Cost Centre[0058 - ECONOMICS
Account__|2012 - Stationery General

Expense/Commitments are reflecied in (red). Income/Budget is reflecied in black.
Transaction  Originating  Document

Date Type Subsystem Number GL Notes Budget Actual ‘Commitments
25-JAN-2016 423 AR AR-SUMMARY SUMMARY CREDIT POSTING FROM A 0.00 100.00 0.00
25-JAN-2016 404 AR AR-SUMMARY SUMMARY DEBIT POSTING FROM AR 0.00 (22.00) 0.00
25-JAN-2016 411 AR AR-SUMMARY SUMMARY DEBIT POSTING FROM AR 0.00 (22.00) 0.00
31-JAN-2016 299 AR 14556 test1 0.00 270 0.00
31-JAN-2016 404 AR AR-SUMMARY SUMMARY DEBIT POSTING FROM AR 0.00  (2440.84) 0.00
31-JAN-2016 411 AR AR-SUMMARY SUMMARY DEBIT POSTING FROM AR 0.00 (180.16) 0.00
Account Totals [ 0.00] _(2562.30)] 0.00]
Account Budget Difference (2562.30)

If the posting to General Ledger was in summary then the user can view the detail transactions of the

summary posting. See below for more detail on the Detail of Summary Posting Screen.

Detail of Summary Postings
List the detail transactions of a Summary Posting for the Account and Cost Centre in the Account Detail

Screen.

The header will display the following information:

e The selected Cost Centre Code and Description
e The selected Account Code and Description
e The Journal Number, Date and Transaction Type code

The list consists of the following columns:
e Reference Number

e General Ledger Note
e Creditor Code
e Creditor Name

e Debit
e Credit

e Total for columns Debit and Credit
e Balance of the Debits minus Credits
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5.3 Budget Query (Financial) and Budget Query (non-fin) Reports

What is The Difference between a Budget Query (Financial) and a Budget Query (non-fin) Report?

The outcome and results are the same. The only difference is in the layout.

Budget Query (Financial) Report: The symbols and layout adhere to financial settings used by the

standard system. Credit amounts are indicated by brackets “()”.
Budget Query (non-financial) Report: Colour is used to indicate expenses. Output will still be the

same as the above report.

5.3.1 Budget Query (Financial) Report

&

[
ey ety

I Personnel Web |

~ Lecturers Web

~ Personnel Web

~ Finance iEnabler

~ Requisitions

~ Coods Receiving

~ GCeneral Ledger
Budget Query (Finance]
Cost Centre Query (Finance)
Budget Query (Non-Fin User)
Cost Centre Query (Non-Fin User)
Consolidation Cost Centre Query

~ Budgeting

~ Internal Department Request

~ Asset iEnabler

~ Management Reports

~ Reguest for Infermation

~ Dashboard Charts

~ Access Control

~ OPAC

« Travel Request

~

Integrator 4.1 - DEV

Monday, 28th May 2018

Account Summary

MNote: Click on the Account Description 1o view its detail Accounl Budgel Difference does nol necassarily imply budget overspent or availability, as the budget rules will

determine these values
Click here far navigation and additianal options:

5
(313862 00) (3138562 00)
0

Budget Actual Commitments
(313362 00) 0.00 000
eral 0.00 2562 30 0.00
Account Budget (313862.00)) 2562 30| 0. U_U]

256230 2562
(311299.70) 311299.70

5.3.2 Budget Query (non-financial) Report

%E}

J—
e sy o ot

[ Personnel Web

v Lecturers Web

v Personnel Web

~ Finance [Enabler

~ Requisitions

~ Goods Receiving

~ Ceneral Ledger
Budget Query (Finance)
Cost Centre Query (Finance)
Budget Query [Non-Fin User)
Cost Centre Query (Non-Fin User)
Consolidation Cost Centre Query

~ Budgeting

~ Internal Department Request

w Asset iEnabler

~ Management Reports

v Request for Information

w Dashboard Charts

w« Access Control

~ OPAC

v Travel Request

-~

Integrator 4.1 - DEV

Monday, 28th May 2018

Account Summary

Personnel Number: 3027
[Name: MR Raymaond Schoonraad
[Department: Financial Services

Note: Click on the Account Descriplion Lo view fls detail. Account Budge! Difference does nol necessarily imply budgel overspent of availability, as the budgel rules will

determine these values
Click here for navigation and additional opions.

[rear |
From Cycle
To Cycle

Cost Centre| 0055 - ECONOMICS]

EXpense/Commilments arg renected in (red). INCOMeBuddet |5 refiected In Diack.

Account

Number Description Budget Actual Commitments Totals

(a3} 5 . it Staff (PC1) 313862.00 0.00 oo 31386200

2012 0.00 (256230} 000 (256230}
Account Budget Difference | 313862 00) (2562 30 0.00] 311206 70)
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5.4 How to Use the Cost Centre Reports.

A Integrator 4.1 - DEV Tuesday, 29th May 2018

ITS iEnabler

Welcome Raymond Schoonraad to the ITS /Enabler system for Personnel.

rsonnel Web Navigate through the menu pane on the left and click the required option in order to proceed

v Lecturers Web

v Personnel Web [The following table provides a brief description of the main processes available to you. Click on the link you require in the left
. . hand menu panel to view the available sub-processes or process steps within each of the displayed processes.
 Finance iEnabler

v ReQUiSitions lLecturers Web This facility is used to enter and view student marks.

v Goods Receiving

~ General Ledger
Budget Query (Finance) Finance iEnabler
Cost Centre Query (Finance) |Asset iEnabler
Budget Query (Non-Fin User)
Cost Centre Query (Non-Fin User)
Consolidation Cost Centre Query

Personnel Web

Management Reports
Request for Information

Dashboard Charts

v Budgeting
v Internal Department Request fAccess Control
v Asset iEnabler oPAC

+ Management Reports

v [Travel Request

The following screen will be displayed listing ONLY the cost centres that the user has access to in
restricted in option {FCSM-4}, the user may click next to view additional cost centres.

£ =]
' A Integrator 4.1 - DEV Tuesday, 29th May 2018
REJA
ig Cost Centre Query
o [Personnel Number: 95027
IName: MR Raymond Schoonraad|
[Department: Financial Services

ersonnel Web

Note: Enter the Cost Centre and press Search.
v Lecturers Web

Cost Centre
v Personnel Web

~ Finance iEnabler

v Requisitions

Cost Centre Description
v Goods Receiving 0001 COURSE MATERIAL
0002 SALARIS LECTURER
~ General Ledger 0009 RESEARGH
Budget Query (Finance)
Cost Centre Query (Finance) @

Budget Query (Non-Fin User)
Cost Centre Query (Non-Fin User
Consolidation Cost Centre Query

v Budgeting

v Internal Department Request

v Asset iEnabler

~ Management Reports
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5.4.1 Listed Cost Centres

The user may click, using the mouse, on any of the listed Cost Centre Descriptions and that will take
the user to the following screen.

= A Integrator 4.1 - DEV Tuesday, 29th May 2018

Cost Centre Year and Cycle Information

{

[

§
H

Personnel Number: 9027
IName: MR Raymond Schoonraad|

[Department: Financial Services
Personnel Web

Note: Enter the required information and press Account Information to view the detail.
v Lecturers Web

Cost Centre 0058 ECONOMICS
v Personnel Web

~ Finance iEnabler Year|2016
v Requisitions Cycle me To
v Goods Receiving Cycle 13 @ Inclusive O Exclusive

Cycle 14 @ ive O
~ General Ledger Y ® Inclusive . Exclusive

Budget Query (Finance)
Cost Centre Query (Finance)
Budget Query (Non-Fin User)
Cost Centre Query (Non-Fin User)
Consolidation Cost Centre Query

v Budgeting

v Internal Department Request

v Asset iEnabler

~ Management Reports

The screen will display the Cost Centre that was chosen on the previous screen. The User may
change the following values:

Year: The current General Ledger year will default into the field. The user may change the value to
any previous or future Year.

Cycle from: The default will be Zero. The user may change this to any value between 1 and 12, if this
value is less than or equal to the Cycle To. Using the Cycle from as Zero will ensure that the information
started at the beginning on the Cost Centre Year, else you may find that that the information can be
retrieved over the Year End on the Cost Centre.

Cycle to: The system will default the current cycle of the General Ledger. The user may change this to
any value between 1 and 12, if this value is greater than or equal to the Cycle From.

Cycle 13: Default is Inclusive and the user can change it to Exclusive. Cycle 13 is the Year End
Transaction Cycle after the operational cycle 12 was closed. If the Cycle From is not Zero then this
value will be ignored and the data will be retrieved Exclusive.

Cycle 14: Default is Inclusive and the user can change it to Exclusive. Cycle 14 is the Opening Balance
Cycle before the operational cycle 1 was stared. If the Cycle From is not Zero then this value will be
ignored and the data will be retrieved Exclusive.
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5.4.2 Account Information

When the user clicks on the Account Information button, the Account Summary Screen will display.

A Integrator 4.1- DEV Tuesday, 29th May 2018

Account Summary

Name: MR Raymond Schoonraad

Personnel Number: 9027
Department: Financial Services

Mote: Click on the Account Description to view its detail. Account Budget Difference does not necessarily imply budget
v Lecturers Web overspent or availability, as the budget rules will determine these values.
« Personnel Web Click here for navigation and additional options.
~ Finance iEnabler Year 2016
o From Cycle |0
v Requlsn:lons. ) ToCycle |13
v Goods Receiving Cycle 13 [incl
~ General Ledger |Cycle 14 |incl
. Cost Centre[0058 - ECONOMICS
Budget Query (Finance)
Cost Centre Query (Finance) Expense/Commitments are reflected in (red). Income/Budget is reflected in black.
dget Que o & Account
—_— e e Number Description Budget Actual Commitments Totals
Cost Centre Query (Non-Fin User) 0101 Salaries-Permanent Staff (PC1) 313862.00 0.00 0.00 313862.00
P lidation Cost Cent 2012 Stationery General 000  (2562.30) 0.00 (2562 30)
onsolidation Cost Centre Query Account Budget Difference | 313862.00] __(2562.30)] 0.00] __ 311209.70]
v Budgeting

v Internal Department Request
v Asset iEnabler

The user can then click on the description to view the transactions on the account.

s = A~ Integrator 4.1- DEV Tuesday, 29th May 2018
[
iy Account Summary
Unbearsn of Techmology

Name: MR Raymond Schoonraad

Personnel Number: 9027
Department: Financial Services

Note: Click on the Account Description to view its detail. Account Budget Difference does not necessarily imply budget
v Lecturers Web overspent or availability, as the budget rules will determine these values.
+ Personnel Web Click here for navigation and additional options.
~ Finance iEnabler Year 2016
v Requisitions From Cycle 10

To Cycle 13
Cycle 13 Incl
~ General Ledger Cycle14 [incl

. Cost Centre 0058 - ECONGMICS,
Budget Query (Finance)

~ Goods Receiving

Cost Centre Query (Finance Expense/Commitments are reflected in (red). Income/Budget is reflected in black.
daet Oue 5 = Account
o e Number Descri Budget Actual Commitments Totals
Cost Centre Query (Non-Fin User) 0101 alar; panent Staff (PC1) 313862.00 0.00 0.00 313862.00
. . 2012 0.00 (2562.30) 0.00 (2562.30)
Consolidation Cost Centre Query Account Budget Difference | 313862.00] _ (2562.30)] 000] _ 311299.70]
v Budgeting

v Internal Department Request
v Asset iEnabler
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5.4.3 Transactions on the Account

ersonnel Web

v Lecturers Web
v Personnel Web

~ Finance iEnabler
v Requisitions
v Goods Receiving
~ General Ledger
Budget Query (Finance)

Cost Centre Quer

v Budgeting

v Asset iEnabler
~ Management Reports

Cost Centre Query (Finance)
Budget Query (Non-Fin User)
Non-Fin User
Consolidation Cost Centre Query

v Internal Department Request

A Integrator 4.1 - DEV

Tuesday, 29th May 2018

Account Detail

[Personnel Number: 9027
IName: MR Raymond Schoonraad|
IDepartment: Financial Services

Click here for navigation and additional options.

Year/Cycle |2016 12

From Cycle |0

To Cycle 12

Cycle 13 Incl

Cycle 14 Incl

Cost Centre |0058 - ECONOMICS

Account 0101 - Salaries-Permanent Staff (PC1)

Note: Click on Document Number (where applicable) to view Budget Allocation or Detail of Summary Postings. Account Budget
Difference does not necessarily imply budget overspent or availability, as the budget rules will determine these values.

Expense/Commitments are reflected in (red). Income/Budget is reflected in black.

Tr ion Originating D
Date Type Subsystem Number GL Notes Budget Actual Commitments
28-JAN-2016 600 GL CHO1 SUM-AUTO SALBUD (ORIGINAL)  313862.00  0.00 0.00
Account Totals [313862.00] 0.00] 0.00]
Account Budget Difference 313862.00

5.5 Financial and non-financial cost centre reports

What is the difference between financial and non-financial reports?

The outcome and results are the same. The only difference is in the layout.

Cost Centre (Financial) Report: The symbols and layout adhere to financial settings used by the

standard system. Credit amounts are indicated by brackets “()”.

Cost Centre (Non- Fin) Report: Colour is used to indicate expenses. Output will still be the same as the

above report.

Personnel Web

v Lecturers Web

v Personnel Web

~ Finance iEnabler

+ Requisitions

~ GCoods Receiving

~ Ceneral Ledger
Budget Query (Finance)
Cost Centre Query (Finance)
Budget Query (Non-Fin User)
Cost Centre Query (Non-Fin User)
Consolidation Cost Centre Query

~+ Budgeting

~ Internal Department Request

v AssetiEnabler

~ Management Reports

~ Request for Information

v Dashboard Charts

v Access Control

v OPAC

~ Travel Request

~

Integrator 4.1 - DEV

Tuesday, 29th May 2018

Account Summary

Personnel Number: 9027
[Name: MR Raymond Schoonraad
Department: Financial Services

Note: Click on the Account Description to view its detail. Account Budget Difference does not necessarily imply budget overspent or availability, as the budget rules wiill determine

these values.
Click here for navigation and additional optiens.

Year 2016

From Cycle [0

To Cycle

Cycle 13__[incl

Cycle 14__[incl

Cost Centre[0058 - ECONOMICS]

Expense/Commitments are reflected in (red). Income/Budget is reflected in black,
Account

Number Description Budget Actual ‘Commitments Totals

o101 Salaries-Permanent Staff (PC1) 313862.00 0.00 0.00 313862.00

2012 Stationery General 0.00 (2562.30) 0.00 (2562 30)
Account Budget Di [ 313862.00] (2562.30)] 0.00] 311299.70)
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MODULE

6 Handling GRV’s in the iEnabler

Specific outcomes

On completion of this module, you will be able to:
e Set-up Web GRV prerequisites
e Perform the Finance iEnabler GRV process

e Perform GRV validations
e Perform GRV maintenance
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6.1 Introduction

The purpose of enabling users to process GRV’s on the iEnabler is to enable users to be able to process

GRV’s from various campuses even if they do not have access to the Finance back office.

6.2 Web GRV prerequisites

The following must be set-up to be able to process GRV’s on the Finance iEnabler.

6.2.1 Maintain System Operational Definitions

User must be linked to restriction FPDG on {FCSP-5}. Maintain System Operational Definitions on

{FCSM-1}.

BQ | [PM | [Allow GRV Quant to excesd ORD Quant |A [y |
BR | [PM | |ORD/GRV Variance amount N17.2 N [ | 100
BS | [PM | [ORD/GRV Variance % N6.3 N | | 10

Ensure that users have access to the relevant menu options, {FPMO3-10} and {FPMO3-3}

6.2.2 Override of Insufficient Funds Rule

Define Finance User access on {FCSM-5}.

{FCSM-5} Finance User Access Control

Action Edit Query Block Record Field Help Window

(BS B 2 [ By a4 R ?

o fTgapp :v04.0.01 {FCSM-5} Finance User Acc

Generate Orders for all Colleges? ™ Yes

("ND

| CENIQYELEY [ - on Default Validator

Access to Bank Details

TypeP | Number 9027
User Code [RAYMOND |R Schoonraad
Store |22 |ALL STORES
Access Level in PRS |1 - Top Management '|
Override Insufficient Funds Rule? ® Yes  T'No
Approval Privilege? ® Yes T[N
Buyer Privilege? ® Yes  C'No Y - Master Default Validator
Validator Privilege? ®Yes  C'No A - Additional Default Validator
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6.3 iEnabler GRV Process

Finance iEnabler
Requistion 2 Requestor

Back Office
{FPMO2-1} Ondor & Buying Offce
Finance iEnabler
Capture GRV 2 Requestor

Back Office
User \Validation a Finance

{FPMO3-10

GRV Validation
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Validation Passed

Validation Failed

GRV Validation

Back Office /iEnabler

Approval Approvers

GRV Approved

GRV Rejected

Once the user has processed the request, and the order has gone through all the necessary stages to

get to status normal, the user
order.

will go to the iEnabler and do a query on the outstanding requisition per

&

<

A

Integrator 4.1 - DEV

Tuesday, 29th May 2018

ITS /Enabler

Mangoins
ey o oot

Personnel Web

Welcome Raymond Schoonraad to the ITS /Enabler system for Personnel

Navigate through the menu pane on the left and click the required option in arder to proceed.

v Lecturers Web
v Personnel Web
~ Finance iEnabler
~ Requisitions
~ Goods Receiving
@ Query Outstanding
[Requisition/Order
Maintain GRV
Query GRV
Approve CRV
~ General Ledger
~ Budgeting
+ Internal Department Request
v Asset iEnabler
~ Management Reports

[The following table provides a brief description of the main processes available fo you. Click on the link you reguire in the left hand menu panel fo view the available sub-
processes or process sieps within each of the displayed processes.

Lecturers Web This facility is used to enter and view student marks.

Personnel Web
Finance iEnabler

{Asset iEnabler
IManagement Reports
Request for Information
Dashbeard Charts
|Access Control

OPAC

[Travel Request

v+ Request for Information
v Dashboard Charts

v Access Control

v OPAC

+ Travel Request

The user will be required to
When these fields were ente
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v Lecturers Web
v Personnel Web
~ Finance iEnabler
~ Requisitions
~ Goods Receiving
@ Query Outstanding
Requisition/Order
Maintain GRV
Query GRV
Approve GRV
~ General Ledger
~ Budgeting
~ Internal Department Request
~ Asset iEnabler
~ Management Reports
~ Request for Information
~ Dashboard Charts
~ Access Control
~ OPAC
~ Travel Request

Integrator 4.1 - DEV

Tuesday, 29th May 2018

Query Outstanding Requisition/Order

Personnel Number: 8027

[Name: MR Raymond Schoonraad

[Department: Financial Services

Note: Click on either the Request Number OR Order Number to view item detail

Creditor: [1] x|

|RO4705 |[ Search |

6.3.1 Outstanding Requisition/Order

If the search was successful, and the system validates that the order or request still needs a GRV, the

following information will be displayed.

% <J A

~ Lecturers Web
~ Personnel Web
~ Finance iEnabler

~ Requisitions
~ Goods Receiving
@ Query Outstanding
Reguisition/Order
Maintain GRV
Query GRV
Approve GRV
v General Ledger
~ Budgeting
~ |Internal Department Request
~ Asset iEnabler
~ Management Reports
~ Request for Information
~ Dashboard Charts
~ Access Control
~ OPAC
~ Travel Request

Integrator 4.1 - DEV

Tuesday, 29th May 2018

Query Qutstanding Requisition/Order
Personnel Number: 9027

[Name: MR Raymond Schoonraad

[Department: Financial Services

Note: Click on either the Request Number OR Order Number to visw item detail

Creditor: [1 Q
= x][ Search |
Request Order
Number Number Creditor
RY9555 RO4703 1- ABC SUPPLIERS (PTY) LTD

Document

Date
08-MAR-2015

When the user clicks on the user clicks on either the request or order number he/she will be able to

either create a GRV or to view the document detail.
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Personnel Web

v Lecturers Web
v Personnel Web
~ Finance iEnabler
~ Requisitions
~ Goods Receiving
@  Query Outstanding
Requisition/Order
Maintain GRV
Query GRV
Approve GRV
~ General Ledger
~ Budgeting
~ Internal Department Reque:
v Asset iEnabler
v~ Management Reports
~ Request for Information
v Dashboard Charts
v Access Control
~ OPAC
~ Travel Request

» Integrator 4.1 - DEV

Tuesday, 29th May 2018

Query Outstanding Requisition/Order

Personnel Number: 8027

[Name: MR Raymond Schoonraad
[Department: Financial Services

Mote: Click on either the Request Number OR Order Number to view item detail

Creditor:[1 Q

[

|[ Search |

Request
Number

Choose an option

Create GRV from Decument

View Document Detail

Creditor
1- ABC SUPPLIERS (PTY) LTD

st

Decument

Date
08-MAR-2015

6.3.2 View the Document Detail

If he should select to view the document detail, the following will be displayed. The request or the
order detail, depending which document number the user selected. The user can also print these

pages.

Process Date
Year
User

Person
Building

Campus:

Creditor:

: 08-MAR-2015
12012
+ 13 TYFORD

1 Main Campus

: Personnel 1
1 10 - ADMINISTRATION

Type of Doc: | - Web Requisition

Delivery Instructions

Total: 2500.00

#
Cycle: 3

Department: 3 - Anthropology

Name: MR VR Mortensen
Floor and Room: 0: 10

Item Information

tem Line Number: 1

Item Type: Non-Defined

Quantity: 100.000
Vat Rate: _14 Inclusive
Description: sSUGAR

Unit: KG
Local Value: 2500.00
Distribution: Quantity

Unit Price: 25.0000
Vat Included: 307.02

Quantity/Cost Cost GLA Budget Process Trans. Account
Centre Account Total Status Date Type Type
100.000 0062 2012 2500.00 Sufficient 08-MAR-2015 16:59 2811 AP
-100.000 0062 2012 -2500.00 Sufficient 08-MAR-2015 16:59 2811 AP

Should the user select to create a goods received voucher, the following page will be displayed.
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%’ = ~ Integrator 4.1 - DEV Tuesday, 29th May 2018

Query Outstanding Requisition/Order - GRV Received
Stanoomis
e [Personnel Number: 3027
[Name: MR Raymond Schoonraad

[Department: Financial Services
Personnel Web
Supplier 1_ABC SUPPLIERS (PTY) LTD
~ Lecturers Web

Order Number [RO4703
v Personnel Web
. . Note: All fields indicated with a * must be completed. Click the "Save’ button in order to submit the entered information.
~ Finance iEnabler Click here for navigation and additional options.
v Requisitions
Document Number: GV1282

. Total: 2475
~ Goods Receiving J‘/
Line Ful, Unit Cost ltem

Query L] n . 4 - o
@ . _u,er Quitstandin No. Received Quantity  Price Description Center Account Cost Total R Del.
Bequisition/Order | [ | so|zs0000susAR 0082 2012 2475.0000| | 2475.0000| [Quantity v [] Budget Alloc

Maintain GRV

Query GRV Revert Changes

Approve GRV

v General Ledger

v Budgeting

v Internal Department Request

~ Asset i[Enabler

~ Management Reports

~ Request for Information

v Dashboard Charts

~ Access Control

v OPAC M

The user should then indicate what needs to be received. He can either select to fully receive the
order, or he can indicate the quantity to be received. Should he indicate to only partially receive the
order, he will be able to create another goods received voucher at another time for this order. If the

order is fully received, the order will be fully copied, and the user will not be able to process further
goods received vouchers on this order.

The user is also able to view the budget allocation from this screen.

Should the user not wish to receive, he can choose to delete the GRV that has been created by clicking
the ‘Revert Changes’ button.

Once user is satisfied that all details were completed, he can click on the save button. The GRV will
now be in status “processing”. While the GRV is in status “processing” the user will still be able to
maintain the GRV in the web. This means that changes can still be done to the GRV. To maintain the
GRV, user should select Maintain GRV on the left-hand side.

If the user is satisfied with the GRV he can click on “here” and select to complete the GRV. The GRV
will now have a status “verify”.
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Personnel Web

~ Lecturers Web
~ Personnel Web
~ Finance iEnabler

Integrator 4.1 - DEV Tuesday, 29th May 2018

Query Outstanding Requisition/Order - GRV Received

Personnel Number: 9027

[Name: MR Raymond Schoonraad
[Department: Financial Services

Suppier T-ABC SUPPLIERS (PTYILTO

Order Number [RO4703

Note: All fields indicated with a * must be completed. Click the "Save’ button in order to submit the entered information.
Click here for navigation and additional options.

v Requisitions oose an optio

~ Goods Receiving View/Upload Delivery Note/Invoice

i Notes - Delivery Note i
@  Query Outstanding £ _ Cost
. Print Document ice Description Center Account
|Requiisition/Order 000 SUGAR 0062 2012

Complete GRV

Maintain GRV
Query GRV Save Revert Changes

Approve GRV
w General Ledger
v Budgeting
~ Internal Department Request
~ Asset iEnabler
~ Management Reports
v Request for Information
~ Dashboard Charts
v Access Control
~ OPAC

Total: 2475

Item
Cost Total Recognition Del.

2475.0000] | 2475.0000|[Quantity ~] [ Budgel Alloc

Qdaopt IT

When the GRV is completed, a Validator Selection page is displayed. The user should then click on a
validator number i.e. the user number. The GRV will now be in status “Verify”. If the GRV is in status

“verify” the GRV needs to be validated in the back office.

Validator Selection

rsonnel Number: 9027
ame: MR Raymond Schoonraad)
partment: Financial Services

GRV Number| GV1282
Type G

submit the entered information.

User User Name

Number| Code

[9100  ||[MARCHAND|Marchand Hildebrand]
[25 |[ITs2 ITs2 |
[26 |[ITS3 [ITS3 |
[155  |[RETIRE  |RRich |
[2525  ||[ELSABE  |[ELSABE |
[1 | ELSW |ls TYFORD |
[0936 [TS TS |
[47 |[STHEMBIL |[S Mdluli |
[591  |ITUMELAN |l Radingoana |
[578  ||FARAI ||IF Mukwambo |

Mote: All fields indicated with a * must be completed. Click the "Save’ button in order to
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6.4 GRV Validation

The GRV validation is done on {FPMO3-10}. All iEnabler generated GRV's (Web GRV Documents) must
pass through a validation phase. This option allows users with validation privileges to perform the
validation function and perform validation maintenance if required. All Web GRV documents are
marked for validation and allocated to a selected validator. Validator's are maintained with menu
option {FCSM-5} - Finance User Access Control.

6.4.1 Creditor Detail {FPMO3-10b1}

This block displays the Order / Request information of the GRV's displayed in the second and third
block. The block can be used to enter a query to select specific GRV's for validation using any of the
fields or any combination thereof.

{FPMO03-10} GRV Validation

Action Edit Query Block Record Field Help Window
E& B g 0D HWEE 44 r P EHedad ?
-

B B
Creditor Detail
Order Number Request Creditor Proc Date Doc Date User
RO3172 RY6096 2 PICK N PAY LTD 18-NOV-2003 | |[18-NOV-2003 | |KOBUS

Fields to emphasise:

Order Number: The order number is the main selection. Use the LOV to show all available orders with
GRVs for validation allocated to the specific validator.

Request: The requisition number that led to the order to be placed, if any.

Creditor: The creditor code that on which the order has been placed and delivered the items.

Proc Date: Date on which the order has been processed.

Doc Date: The document date of the order linked to the GRV.

User: The user that processed the order linked to the GRV

6.4.2 Validation Document Detail {FPMO3-10b2}

All Web GRV Documents in the validation phase allocated to the signed-on user will be listed here. If
the signed-on user is a default validator the user will be able to view and maintain all Web GRV
documents in the validation phase. The validator allocated by the user in the iEnabler when the user
completed the GRV and any default validators will be able to see and maintain the GRV document.
Completing a GRV is an action that the iEnabler user performs in the web application when all the
relevant goods received information has been captured and the user forwards the GRV for further
processing and finally payment. Multiple GRV's are visible for a specific order in this block. Individual
GRV's, selected GRV's or all GRVs can be selected for validation.
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Validation Decument Detail
Order Number  Doc Mumber Process Date Doc Date Fin Period User Validator Doc Status ~ Variance Status Document Total Validate
RO3172 GR20030233  |29-MAY-2018 29-MAY-2018 2016 |3 |RAYMOND |FARAI Validating 190.00 [/~

-

Select / De-Select All

Fields to emphasise:

Order Number: The order document number from which the GRV has been created and on which the
goods were received.
Doc Number: The GRV document number for validation.
Process Date: The date the GRV document has been processed in the system.
Doc Date: The document date of the GRV.
Fin: The financial year of the GRV.
Period: The financial cycle of the GRV.
User: The user that generated the GRV.
Validator: The validator allocated to the GRV when the GRV was completed.
Doc Status: The status of the GRV (should initially be Validation). If the GRV is selected for validation
in block 2 the field will change to indicate the status to which the document will change if the validator
has completed the GRV validation and user forwards the GRV for further processing and finally
payment. The document status can change to status 'Normal' or 'Approval'.
Variance Status: The variance status indicates if a line or lines on the GRV falls outside the allowable
Order / GRV variance.
Allowable variance is defined on the SOD codes:
e BR-ORD/GRV Variance amount
e BS-ORD/GRV Variance %
e BQ- Allow GRV Quant to exceed ORD Quantity.
The following values can be displayed:
e Quantity Variance
e Unit Price Amount Variance
e Unit Price % Variance
e Null (No variance rejection).
Document Detail: The GRV amount.
Validate: The 'Validate' tick box is ticked, the document is validated and the document and variance
statuses are updated accordingly.

A 'Select / De-Select All' button will mark all documents for validation.

If a variance rejection for the document is indicated, the document status will change to 'Approval'
else the status will change to normal.
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6.4.3 Item Detail {FPMO3-10b3}

This block will display the item detail per line, of a document selected in block 2. This block will allow
changes to the Unit Price, Disc%, Exchange Rate and Vat Include/Exclude indicator.

Item Detail
Line Description Fin Unit Quantity Unit Price Dsc % Exchnge VAT Paid/Receivd Cost Total Full/Rcv
7 |GREEN ROSE GREEN TO ¢/Q[U 10| 10.000000| 5.00 1.000 ®inel ©Excl |Q-Quan._. ~ 100.00 95.00ves ~

8 [Title” Normalitv in sncial wor |Q |EACH 10| 10.000000] 5.00 1.000 ®ncl cl [Q-Quan.. ~ 100.00 95.00 | Yes ~

IFTT AT T m
¢ he' L Ny

Fields to emphasise:

Line: Line number of the item. On right click a pop-up menu is available that allows changes to the
financial detail records for cost distribution purposes. Detail lines may not be added. Financial Item
Detail or Set Received/Paid Indicator. The Set Received/Paid option is only available if the line item's
Received/Paid option is set to 'Q'uantity.
Description: Line item description.
Fin: Cost distribution method.

e Q- Quantity

e P -Percentage

e (C-Cost
Unit: Describing the grouping of the item eg doz, bundles etc. It also contains the item# for stores and
library orders
Quantity: The number of order units that have been received. Unit can have up to 3 decimals. A GRV
can receive more units than the quantity ordered. If the paid received indicator is set to "Quantity"
the user must enter the total number of order units received. If the paid received indicator is set to
"Monetary" the field is a display only field and the system will calculate the quantity value using the
cost entered by the user in the cost field.
Unit Price: Unit price is copied from the order when the GRV's is created but may change by the
receiver or during the validation phase. The program will validate if the unit price entered differs from
the unit price per order. Variance are defined in {FCSM-1} code BR - "ORD/GRV Variance amount" and
BS - "ORD/GRYV Variance %". Should the variance be outside the allowable variance the variance will
be subject to approvals.
Discount: Trade discount percentage copied from the order when the GRV's was created, may
changed by the receiver or during the validation phase.
Exchange: The rate at which the foreign currency value of the receipt will be converted to local
currency. The value is copied from the Order. Exchange rate is only updateable if the currency is not
local currency and exchange is updateable on PM documents.

e If the field Exchange Rate Updateable on the Originating document is (Y)es the exchange rate

is updateable
e Else the field Exchange Rate Updateable on the Originating document is (N)o the exchange
rate is not updatable and the exchange rate cannot be changed by the user.

VAT Incl / Excl: Vat = | - Inclusive or E - Exclusive.
Paid/Received: Paid / Received indicator, indicates the method by which goods will be received. Good
can be received in quantity or in monetary value. The paid / received indicator on a GRV is updateable
until the first unit of the item has been received (first GRV) thereafter the indicators is set for the item.
On the first GRV the value is copied from the order thereafter the indicator is set to the value of the
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GRV's already received. If the line item is indicated here as 'Q'uantity, the indicator may be changed
to 'M'onetary in the line item pop-up menu. 'M'onetary will allow the line to be be received as cost
instead of 'Q'uantity.Only changes from 'Q'uantity to 'M'onetary is allowed.

Cost: If goods are received based on quantity, Paid / Received = 'Q' then cost = Quantity * VAT Inclusive
Unit Price. If goods are received based on monetary value, Paid / Received = 'M' then the user enters
the cost value and quantity is calculated quantity = unit price / cost. If the cost entered is VAT Exclusive,
VAT is added to the unit price. Cost is only updateable if the Paid/Received indicator = 'M'onetary.
Total: The local currency value of the item which includes the trade discount and exchange conversion.
Full/Rcv: Fully Received can be set up when the iEnabler GRV is created, or it can be changed at
validation, which will close the item detail as Fully Received. The result of marking a line as fully
received is like the complete function for a GRV document.

6.4.4 Financial Item Detail {FPMO3-10b4}

This block will display the financial detail per line item detail, of a line item selected in block 3.

Financial Item Detail

Cost Account
Line Centre  Account Quan GL Mote Type  Originating from Cost Total
7 0062 2012 10 GREEN ROSE GREEN TO C001 |0 |RO3172 100.00 95.00

Fields to emphasise:

Line: Line number of the item.

Cost Centre: The expense cost centre code of the GLA.

Account: The expense account code of the GLA

Quantity: The number of units for this line item.

General Ledger Notes: The note to follow the transaction to the general ledger.

Account Type: Creditor Account Type.

Originating From: The order from which the GRV was created. The Document Type of the copied
document. The Document Number of the copied document

Cost: Cost price of item.

Total: The local value of the line.

6.5 GRV Maintenance

A GRV can only be maintained if the GRV is in status “Processing”. When the user selects to “Maintain
GRV” the system will display all GRV’s which are currently in status “processing”, which he is able to
maintain.
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v Management Reports

A Integrator 4.1 - REL Wednesday, 30th May 2018
ITS iEnabler
[Pl
Urbvarsiny of Techoiony
Welcome Raymond Scheonraad to the ITS iEnabler system for Personnel
Personnel Web Navigate through the menu pane on the left and click the required option in order to proceed
v Lecturers Web
v Personnel Web [The following table provides a brief description of the main processes available to you. Click on the link you require in the
. . left hand menu panel to view the available sub-processes or process steps within each of the displayed processes.
~ Finance iEnabler
v Requisitions lLecturers Web This facility is used to enter and view student marks.
~ Goods Receiving
N IPersonnel Web
©®  Query Outstanding
Requisit’on/Order Finance iEnabler
Maintain GRV |Asset iEnabler
Query GRV IManagement Reports
Approve GRV .
IRequest for Information
~ General Ledger
v Budgeting Dashboard Charts
~ Internal Department Request fAccess Control
v Asset iEnabler OPAC
v
+ Management Reports ITravel Request
= ~ Integrator 4.1 - REL Wednesday, 30th May 2018
Approve GRV
=t o Tachnsiony
b [Personnel Number: 5027
[Mame: MR Raymond Schoonraad
——————————————— [Department: Art Studio
Personnel Web
— HNote: Click on the GRV Document Number to view approval detail
v Lecturers Web
Order Capture GRY
+ Personnel Web Supplier s S
~ Finance iEnabler a5 ROS686 TAUG-2012 100
o 3 ROSTTY 100CT-2012 7]
w Requisitions a5 ROS6E2 1T-AUG-2012 1
. 445 ROSEEE 1T-AUG-2012 3
~ Goods Receiving s RO5EBE 1T-AUG-2012 100
@  Query Outstanding
Requisition/Order
Maintain GRV
Query GRV
Approve GRV
v General Ledger
~ Budgeting
+ Internal Department Request
v Msset iEnabler
W

Once the user clicks on any of the GRV numbers, he will be taken back to the screen where the

quantities to be received are entered.
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Personnel Web |

v Lecturers Web
v Personnel Web
~ Finance iEnabler
~ Requisitions
~ Goods Receiving
@  Query Qutstanding
isition/O
Maintain GRV
Query GRV
Approve GRV
~ General Ledger
~ Budgeting
~ Internal Department Request
~ Asset iEnabler
~ Management Reports
~ Request for Informatien
«~ Dashboard Charts
« Access Control

Integrator 4.1 - DEV Wednesday, 30th May 2018

Maintain GRV - GRV Received

ligt 3 - PEN POINT STATIONERS
ber|

Note; AN fiekds indicated with a * must be completed. Click the “Save’ button in order 1o submit the entered information
Click here for navigation and addiional options..

Ling Fully unit Cost Ttem
No. Received Quantity  Price Description  Center Account Cost Total Recognition D,
Title: The
Meaning of Budget
« o 10.0000 mm’"‘ﬂm FO01 2024 | 6000.0000] [ 6000.0000][Quantty | [] 54
Aut
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Acronym

Acronym Definition

DSL Data Sheet Layout (spreadsheet format of selected applications)

DSR Document Storage and Retrieval

EP Entry Point

ES Entry Screen (menu/front end)

iComms I-Communications - New Implementation of Selected Letters, Lists and
Labels via Desktop Integration. l.e. Creating Letters with a Word Processing
Application outside the ITS Back Office System.

iGrams A Visual Representation of Complex Data for Simplification.

LoV List of Values

oID Oracle Internet Directory

PCL Printer Controlled Language

PoE Portfolio of Evidence

SMS Student Management System

SSO Single Sign On

URL Uniform Resource Locator. Usually pronounced by sounding out each letter but,
in some quarters, pronounced "Earl" - is the unique address for a file that is
accessible on the Internet.

XML Extensible Mark-up Language. A mark-up language like HTML, used in
reporting and iComms

XSL Extensible Style sheet Language. A style sheet defining the output format
of XML
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Term Definition

Block A section of screen that displays related information associated with a record.

Canvas Any ‘white space’ on a screen. Right-clicking on the canvas usually offers
additional options.

Database An electronic system of storing and retrieving information so that it can be displayed
according to many predetermined formats.

Execute The act of conveying search criteria to retrieve and display selected data.

query

Field A box on the screen that displays numeric or alphanumeric information, or permits
numeric or alphanumeric information to be entered.

List of | Alist of codes (numeric or alphanumeric) accessible through menus in certain fields.

Values Note: Is represented by an ellipsis or E at the end of the field.

Output The displayed or printed result by which information is requested from the database
through a query or entered search criteria.

Query A database term for a search carried on one or more fields on a screen.

Query Search criteria used in a query.

criteria

Record A data structure composed of one or more fields.

Report The displayed or printed output resulting from report criteria used to generate a
report.

Report Criteria used to search the database so that a report is generated.

query

Screen All that relates to data can be displayed or entered in fields in one or more blocks.

Maintain Create, Capture, Insert or Enter Records
Delete, Purge Records
Update, Change or Rectify Records

Utilise Query, View, Understand or Use Information

Verify Check, Control, Confirm or Validate Information

Analyse Interpretation
Applying of processes
Examine, Investigate, Consider, Evaluate or Scrutinise

Compile Collect, Assemble, Accumulate or Gather

Rollback Reversal

Calculate Compute

Copy Duplicate
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Academic This is the structure of all academic qualifications / study programs offered by a

structure university, linked to a faculty, then to an academic department, and then linking
all the subjects / courses / modules that form part of the curriculum to the
qualification / program. It includes all pre- and co-requisites per subject / course,
credits per subject / course / module, formats of offering and all relevant
information related to the completion of a particular qualification, i.e. degree,
diploma, etc. This structure is maintained on the university’s student information
system.

Analyze Interpretation
Apply of processes
Examine, Investigate, Consider, Evaluate or Scrutinizes

Block A section of screen that displays related information associated with a
record.

Calculate Compute

Canvas Any ‘white space’ on a screen. Right-clicking on the canvas usually offers
additional options.

Compile Collect, Assemble, Accumulate or Gather

Copy Duplicate

Database An electronic system of storing and retrieving information so that it can be
displayed according to many predetermined formats.

Dean The person who has been appointed by the university as the academic head of a
faculty.

Department A sub-section of a faculty’s organizational structure, based on an academic field
and / or main subject, whereas the department is responsible for the qualifications
or study programs that are linked to the field or main subject. An academic
department is headed up by a Head of Department (HOD).

Execute The act of conveying search criteria to retrieve and display selected data.

query

Faculty A sub-section of a university’s academic structure, based on a collective but related
number of study fields or subjects, e.g. Faculty of Medicine. A faculty is headed up
by a Dean.

Faculty The person who has been appointed to execute the administrative functions of a

Administrator | faculty that includes inter alia student administration, financial administration and
committee administration.

Faculty The person who has been appointed to manage the overall administrative

Manager functions of a faculty, and who is a member of the faculty’s executive management
team.

Field A box on the screen that displays numeric or alphanumeric information, or permits
numeric or alphanumeric information to be entered.
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Generate

Create or Delete Data
Compute Results
Adjust Results

Print or Run a Report
Print or Run a List
Print or Run a Letter
Print or Run a Label
Print or Run a Log File

HOD

The person who is appointed as the head of an academic department.

List of Values

A list of codes (numeric or alphanumeric) accessible through menus in certain
fields.

Note: Is represented by an ellipsis or E at the end of the field.

Maintain Create, Capture, Insert or Enter Records
Delete, Purge Records
Update, Change or Rectify Records

Output The displayed or printed result by which information is requested from the
database through a query or entered search criteria.

Query A database term for a search carried on one or more fields on a screen.

Query criteria

Search criteria used in a query.

Record

A data structure composed of one or more fields.

Report

The displayed or printed output resulting from report criteria used to generate a
report.

Report query

Criteria used to search the database so that a report is generated.

Rollback Reversal

Screen All that relates to data can be displayed or entered in fields in one or more blocks.
Utilize Query, View, Understand or Use Information

Verify Check, Control, Confirm or Validate Information
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Help us enhance the course

On completion of the Finance iEnabler training, we would appreciate it if you take a few moments to
give us your feedback on any aspect of this course. Your feedback might include comments on:

e Course content and structure.

e Course reading materials and resources.

e Course assighments.

e Course assessments.

e Course duration.

e Course support (assigned tutors, technical help, etc.)

Your constructive feedback will help us to improve and enhance this course.
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Need help?

You can refer to our online help manual available on the system or alternatively contact Adapt IT -
Education: Business Solutions

Physical Address
152 14th Rd
Noordwyk
Midrand, 1687
Johannesburg
South Africa

Tel: +27 (10) 494 0000

Email: EDU.consulting@adaptit.co.za

Website: www.adaptit.co.za
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