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BusinessPlus Level Il

INTRODUCTION

Congratulations on being a “Level I” user! On to “Level II”
where we will explore ways to customize your BusinessPlus
experience as well as reporting tips that may save you some
additional steps and/or time.
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Test Cognos Chart
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HREMEN Employee Master
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HRPYPA Pay Assignments
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TO and EO customization o 7
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Timecard Online
& TO Setup
Timecard Entry Status Review

Timecard Entry Audit Report by Depart...
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Go to CDD Archive
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Desc Job # Status Start

Go to Workflow Tasklist
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CUSTOMIZING YOUR DASHBOARD



Presenter Notes
Presentation Notes
A new BusinessPlus user will log into their account and this screen will be BLANK.  Consequently, the user will need to click around in the menu or use the pre-defined menu – which may or may not contain the user’s most frequently accessed tools.  Creating a customized dashboard can provide efficiencies in day-to-day tasks.
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pre-defined dashboards

MY NAME'S Personal Dashboard

MY NAME'S Personal Dashboard  Accounting Group

1

Miscellaneous e A
& Test Cognos Chart Go to Jobs Archive
& CognosLink Desc Job # Status Start End
& HREMEN Employee Master W o 2 Y o
] HRPYPA Pay Assignments Refreshed at Monday, July 24, 2023 1:53:47
& NUUPUS User Information
components - Ze A
TO and EO customization S0 A Go to Workflow Tasklist
& Timecard Online No tasks
7 & TO Setup Refreshed at Monday, July 24, 2023 1:53:47 In Office (D

Lii |

Timecard Entry Status Review

i |

Timecard Entry Audit Report by Depart...

Go to CDD Archive



Presenter Notes
Presentation Notes
In the example here, a dashboard has been created.  Some terminology of what you see added are here.
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MY NAME'S Personal Dashboard

MY NAME'S Personal Dashboard Accounting Group

1

Miscellaneous

Q
]
>
b
(]
>

. & Test Cognos Chart Go to Jobs Archive
Components: | J
& Cognos Link Desc Job # Status Start End Type -
- & HREMEN Emplg Wi 2 ) v Y »
Links _ . q | M
ssignments lefreshed at Monday, July 24, 2023 1:53:47 Your Jobs CHED
Job Monitor

NUUPUS User Information

Tasklist
CDD Folder
Active Users*

TO and EO customization Go to Workflow Tasklist

Timecard Online No tasks

TO Setup Refreshed at Monday, July 24, 2023 1:53:47 In Office (D

LINKS can include any
of the following items:

Timecard Entry Status Review

B B % %

Timecard Entry Audit Report by Depart... o‘:’

URL link
cen = Menu Mask
= CDD Report

Go to CDD Archive

QI O0«B

A A

I
Add C%mpc nent
Change|Layput

Restore Defa

it

Undo Changes

SAVE!



Presenter Notes
Presentation Notes
Further definition of these components will be useful when adding components to your dashboard.  *Active Users is only available to system administrators, but you will still see it in your list of component options.
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STEP 1: Choose Your Layout Task Center Details
Title
Change Tltle |f deSired { I MY NAME'S Personal Dashcoard
Layout @
PE®] O O
O O O
Choose Layout if desired —~
@ [ T
éé—g-ﬁ-zi@é? ----------- 3 Click OK to complete


Presenter Notes
Presentation Notes
Choosing a custom layout is OPTIONAL.  If you do not pick a specific layout, the DEFAULT one will be used.
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CUSTOMIZING YOUR DASHBOARD °
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STEP 2: Choose Your Component

Add Component

LINKS are where most of your customizing will take place. Use this area to add

@Links Component  frequently-used menu masks or reports.

©Job Monitor Component Th ts will likely be added ONCE, and th furth

(0 Tasklist Component ese components Wi ikely be adde - andthen no further Click ADD when
- activity needs to be taken.

O CDD Folder Component complete

O Active Users Component  N/A for most users. /
m


Presenter Notes
Presentation Notes
The LINKS component is the one most frequently accessed.
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STEP 2a: For LINKS component only

fas) Link(s) to Add

Settings - Miscellaneous

ADD A CDD REPORT

= > CDD Reports > Schoo

[ P ™ P T ™ O T B e T T T T

DRA
Equipment Track

Leave

Timecard Online

Web Forms

Address Label Info to Excel
Address Labels - 3 Across 10 Down

OR

ADD A WEB LINK

Athletics list fdkStephanie Settings - Miscellaneous
Beg-End Fun®&Baljnces by Location
Budget Balance Matrix by Resp-Activity-S... cDD m Link(s) to Add
Budget Balance Matrix by StProg-Act, list ... bescrinti
. . escription .
Budget to Actual by Dist Prog-Activity | My website | Www.mywebsite.com

Budget to Actual by Key, Object
Budget to Actual by Key, St Program
Budget to Actual by Location | www.mywebsite.com |
Budget to Actual by Location, Resp

Budget to Actual by Object Code
Budget to Actual by Object Code NSR2
Budget to Actual by Resp, Location

Web Address

Click ADD LINK(S)
when complete

Budget to Actual by Responsibility
Budget to Actual by School-Bud Category m

Budget to Actual by School-Bud Category-...
Budget to Actual by School-Bud Category-... v


Presenter Notes
Presentation Notes
Only two options here: CDD or URL (keep in mind that TIMECARD ONLINE and WEBFORMS are URLs)
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STEP 2b: For LINKS Component only

FO

GN

PE

PP

PR

RC

SC

10

=|PO | UP GAYLA'S Personal Dashboard
PO Format Information GAYLA'S Personal Dashboard  Accounting Grc To add a menu mask:
y————————————— 000 navigate in the main —
General Information menu, then drag and Om O« B
drop into your
Purchase Order Entry B Component.
PunchOut Web Shopping | Remember to SAVE
’ Miscellaneous + 08 x after your changes are
Purchase Requests I
i & Test Cognos Chart x complete!
Rece@lnmrmation & Cognos Link x
E] HREMEN [Employee Master s
Security Codes BTl I
N E HRPYPA [Pay Assignments | s
PR Plrthitd Rlguesgormaon ]

.


Presenter Notes
Presentation Notes
You can also rearrange items in your component box, as well as remove or rename.
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STEP 3: Arrange Your Components

MY NAME'S Personal Dashboard

CUSTOMIZING YOUR DASHBOARD

MY NAME™S Personal Dashboard

4

[Miscellaneous |+ @ o x
& Test Cognos Chart x
& Cognos Link x
& HREMEN [Employee Mazstar x
& HRPYPA [Pay Assignments i x
& NUUPUS|User Information 1 x
|TU and EO customization | oo
& Timecard Online »
& TO Setup x
i [Timecard Entry Status Review b
B [Timecard Entry Audit Report by Department | ®
| + @ & x

Go to COD Archive

CDD Folders

Ol O« B
l + @ x
Go to jobs Archive
Desc Job & Sratus Stant End Type =

.............................................................................................................................................................

4 MOVE: drag and drop your item into the layout
@ HELP: brief definition of component
2 CONFIGURE: only applicable for LINKS

x REMOVE: removes component from dashboard

11


Presenter Notes
Presentation Notes
Adding component headers is optional
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STEP 4: SAVE your dashboard

MY NAME'S Personal Dashboard

MY NAME'S Personal Dashboard ~ Accounting Group

4

Miscellaneous o

Test Cognos Chart
Cognos Link

0 % %

HREMEN Employee Master

L)

HRPYPA Pay Assignments

o]

NUUPUS User Information

TO and EO customization o

& Timecard Online
CP

TO Setup

i

Timecard Entry Status Review

i §

Timecard Entry Audit Report by Depart...

Go to CDD Archive

Go to Jobs Archive

Desc Job # Status

Iqlqlor'rl

Refreshed at Monday, July 24, 2023 1:53:4

Go to Workflow Tasklist
No tasks

Refreshed at Monday, July 24, 2023 1:53:47 In Office (D

Start

End

< e ~ Remember to
SAVE!



Presenter Notes
Presentation Notes
Bears repeating!
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RUNNING REPORTS



Presenter Notes
Presentation Notes
A rare picture of a report running wild.
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Jobs Monitor

Go to Jobs Archive

Desc

Transaction Recap: TRANS_RECAP

H""oy..{Lj

Job Details

Job:
Desc:
Type:

Attachments
Doc
E Tai
ki Report

3434334
Transaction Recap: TRANS_RECAP
CDD Report

Type
Taill Sheet

CDD Report

RUNNING REPORTS

Job #

Status

In Progress (1 Pages)

Status:
Start:
End:

Desc
Tail Sheet for Job #3434334

Transaction Recap

Status:

Start:
End:

Start

712512023 B:46:00 AM

In Progress (1 Pages)
FI25/2023 8:45:09 AM

4

Cancel Reguested
TI2572023 8:46:09 AM

End

Type

CDD Report

14


Presenter Notes
Presentation Notes
You can find your running reports in your Jobs Monitor/Jobs Archive component.  You may need to refresh the component to update the details.
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Desc

Jobs Monitor

Go to Jobs Archive

Transaction Recap: TRANS_RECAP

I-I'-l'°h-'

RUNNING REPORTS 15

Report Tailsheet for CDD 7i Qutput
Job Number: 3434351
User: 04035
CDD Report ID: TRANS_RECAP
CDD Report Description: Transaction Recap

Status Prompts

In Progress (1 Pages) _ - _

H Enter the walue r 'FUMD
Job Details f o B _:_- .....
Job: 3434334 Status: Enter the walue for
Desc: Transaction Recap: TRANS_RECAP Start: e
Type: CDD Report End: - '_ ) ) _ _
Attachments Enter the value for
Doc Type Desc
k Tail Tail Sheet Tail Sheet for Job #3434334
' I CDD Report Transaction Recap
{Lj “@ BusinessP_.. Transaction Recap (1)
SHMeOOM BB RE
Attachments Transactions by Key-Object Selection:
CL Ledeer Code:  GL 07012023 through 077312023 (GLEEY [glk_erp_partD1] LIKE "1% AND G—LKEY.EL#
Doc Type Desc Fiseal Year: 2023
ki Tail Tail Sheet Tail Sheet for Job #3434334 REVENUES
| . Report CDD Report Transaction Recap ] Account: 11-01-22-101-081000  EMES LIBRARY REVENUE EMERSON ELEMENTARY SCHOOL
Obj Poet Date Vendor/Description Receipt Imvoice Check # Debit Credit
32600 07062023 LIBRARYBOOKFIMNE MIA XA CROI-06282023 ooo 24.00
32600 FINESAND DAMAGES Totak: 000 2400 24.00

Account 11-01-22-101-081000 Totalk: oo 2400 24.00

»


Presenter Notes
Presentation Notes
Since we are here, make use of the other information available.
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m@ BusinessPlus Transaction Recap

Selection Criteria [Prompts i

Enter the Start Date: T

R, T Datesvs. Date Ranges

Do you wish to suppress payroll contributions? H Asterisk (*') = Wildcard (or ‘%)
Enter the value for 'FUND': '

Enter the value for 'LOCATION" e < Range of Values with Colon

Enter the value for TYPE CODE: '

: - Character Replacement with Underscore

Enter the value for "OBJECT™: T

10,11 < =
Enter the value for 'SUBFUND": < . .
Multiple Value Search with Comma

*
Enter the value for 'Purchase Order Number':

&
Enter the value for 'DESCRIPTION":

Add Prompt ‘ ‘ Cancel



Presenter Notes
Presentation Notes
Getting specific with your selection criteria.
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m@ BusinessPlus Transaction Recap Selection Criteria lPI'DI'T'IDIS vJ
Selection Criteria  |Prompts v| No Criteria; Select All
Prompts
) 07/01/2023 y

Enter the Start Date: Enter the N 2sk for PEID

Enter the End Date: R EIC|UC|iﬂg TYPE {]FUITI[]I
emp

N Cumbaw bl a Eamad Makas

Do you wish to suppress payroll contributions?

1*
Enter the value for 'FUND":
Enter the value for 'LOCATION™:
* =
Enter the value for 'TYPE CODE™: = N
Enter the value for 'SUBFUND"
% *
Enter the value for "OBJECT". Enter the value for 'Purchase Order Number':
* . *
Enter the value for 'SUBFUND™ = Enter the value for 'DESCRIPTION":
* hdl ﬁ
Enter the value for 'Purchase Order Number": l ]

‘ Add Prompt ‘ l Cancel

Enter the value for 'DESCRIPTION":

Any added prompt will be evaluated
[ naaprompt | [ cancer | [N as an EQUAL TO statement

O



Presenter Notes
Presentation Notes
If the prompts still don’t quite get you what you need, check these two other areas to see if more criteria is available to you.
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RUNNING REPORTS
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CDD Archive

18

m@ BusinessPlus

F Y

Archive

From Date: 07/17/2023

To Date: 07/24/2023

ALL CDD Reports I 2 BN

Go to CDD Archive

CDD Folders {Lj

CDD Reports

Aaaa
Accounting

All

ASE Reports
Budget

Capital Projects

Finance

Civnrd Acocnts


Presenter Notes
Presentation Notes
Once you generate your report, there is a toolbar option to ARCHIVE, if you want to keep copies of your report.
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S MG O M

Downloads

= CDDReport (6).xls

Open file

|

RUNNING REPORTS
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AutoSave f b 2 Search

File Home Insert Page Layout Formulas Data Review View Automate

General -

Il
il
e
o

& Calibri “11 - AT A
Eﬁ (@~ $ - % 9

Paste
B I U~
- : W 3

&
{
I=
%
i
1

e

Clipboard & Font ] Alignment ] Mumber ]

Al - 5 GL Ledger Code:

A B @ D E F G H |

h

Developer k

[ Conditional Forma
ﬁf/E Farmat as Table
[E7 Cell Styles ~

Styles

] K

GL LedgerlFiscaI YealGL

|REVENUES

|Account: 11-01-22-1EM ES LIBFEMERSON ELEMENTARY SCHOOL

Obj Post Date Vendor/D Receipt  Invoice Check# Debit Credit
32600 7/6/2023 LIBRARY B N/A..N/A CRO1-06282023 0 24
32600 FINES ANLTotals: o 24 24

|Account |11-01-22-1Tota Is: o 24 24

|Account: |11-73-27-1ART FIELD EMERSON ELEMENTARY SCHOOL

Obj Post Date Vendor/D Receipt  Invoice Check# Debit Credit

10 32100 7/6/2023 SCHACK A 29073 158313 19798 0 222,65

11 32100 TUITION & Total o 222,65 222.65

12 |Account  11-73-27-1 Total o 222.65 222.65

13 |TOTAL REVENUES 46.65 246.65

14 |Report:  User: 0403L __.....N5_REPage:

15 |GL Ledger Fiscal Yeal GL 2023

16 | TRANSFERS OUT

17 |Account: 11-79-27-1EM ES PTAEMERSON ELEMENTARY SCHOOL

18 |Obj Post Date Vendor/D Inv/Refer PO # Check # Debit Credit

10 ENNTE  HHHH#HHEH CAC T 70 TN Anas cnn n

W00 = L W |
|

1 Current DiTime: I

2023 Transactic 7/1/2023 through  ####s##8 GLKEY. [gl Selection:

8:55:48

Transactic 7/1/2023 through  #s###E GLKEY.[glk Selection:


Presenter Notes
Presentation Notes
Ugly option to Excel – but it CAN be done.
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THANK YOU

Gayla Jenner

Director, Compensation and Benefits

gjenner@everettsd.org
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