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Presenter
Presentation Notes
These notes include some notes on the Master Slide for job aides, and notes on how to start out a new Job Aid document from the template.  See the Job Aid Template standards document for more information.

Open the template and save it as your new Job Aid file.

Go to the view of the Master Slide.

Change the title on the top left - Job Aid: XXXXXXXXXXXXX – XXXX, e.g. Job Aid: Creating a Course – CRSE.

Change the footer in the bottom center similar to how you changed the title.

Change the date on the bottom left to the date you will want for the Revision Date.

When you know the total number of pages in your Job aide, come back to the Master slide and fix the bottom right – �e.g.  change “(#) of  ##” to “(#) of 25”.  Leave the (#) alone, as it is the page number function.

Click Close the Master or just click View / Norma.

COVER slide

you only need to change the center text box for your Job Aid.  Similar to title change above.

No other changes s/b needed on this page.

Go to notes on other pages for those startup tips


Job Aid: Create a New GL Account Number - GLAA SCREEN OVERVIEW

GLAA-GL Account Authanzation

Account Mumber: #H-HEEEE-HHERE

b ajor Account Compaonents

T~ 1 11 | Fund A
L2 P b IF 1% Cost. Center
3 i IF] activity

3. \ Account Mo Component Marme Component Description
—

| Authorize

GL Account Tag | !] Ledg atuz
Rebate Tax Code

MHet dezet Class Code
5 —» Activate | nactivate

Comments !]

Controller M ajor Azcount Components Walue 1/3

—
Required Field All Fields Marked in Red MUST be filled in. Field Not Used
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Presenter
Presentation Notes
These notes include some notes on the Master Slide for job aides, and notes on how to start out a new Job Aid document from the template.  See the Job Aid Template standards document for more information.

How to get started with your own Job Aid for SCREEN OVERVIEW

Use the template slide 2 as your guide to the standard.

Replace the screen shot, arrows, and numbers with your own image.

The numbers must match the numbers in the summary steps and the detail steps.

We advise you do all the detail steps first, and then create the summary steps and screen overview.

You will need to manually add the gray boxes to fields you want skipped.

Tip on the screen shot and gray boxes

We have chosen to repeat the same screen shot throughout the document.  

So we put in all the gray boxes, and then grouped the screen shot with the boxes.

When we copied this group to other slides, we kept all the boxes and dimensions intact.

For CRSE from step 3 to 99, they all use the screen image with ALL fields filled out. 


Job Aid: Create a New GL Account Number - GLAA SUMMARY STEPS AND INFORMATION

Procedure Information: Purpose:
Title: GL Account Authorization Use the GL Account Authorization (GLAA) screen to create a general ledger account number.

Mnemonic: GLAA

File Name: JA_GLAA_.ppt

Application: APPS-CF-GLAA

Primary Dept:  Finance/Accounting
Effective Date: September 12, 2006
Revision Date: September 18, 2006 Rev # 2

Summary Steps

1. Loginto Datatel. Click APP, then Click CF.
Type “GLAA", click GO.
2. Fund Account - Enter two digit Fund
Number.
If new fund number, Enter “A” for new
component. Click OK. Enter description.
Click Save. Click Update.
3. Cost Center Account - Enter five digit Cost
Center Number.
If New Cost Center Number, enter “A” for
new component. Click OK. Enter
Description. Click Save. Click Update.
4. Activity Account - Enter five digit Activity
Number.
If New Activity Number, enter “A” for new
component. Click OK. Enter Description.
Click Save. Click Update.
Activate/lnactivate — Type “A” for active
Ledger — Type current year for ledger .
Status — Type “O” for Open.
Save your work.

O N o:
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Presenter
Presentation Notes
These notes include some notes on the Master Slide for job aides, and notes on how to start out a new Job Aid document from the template.  See the Job Aid Template standards document for more information.

How to get started with your own Job Aid for SUMMARY STEPS & INFORMATION

Use the template slide 3 as your guide to the standard.

Procedure Information

change the bold values for your Job Aid.

Purpose

change the purpose to the description for your Job Aid. 

We used the Datatel Shift-F1 Process Help to get the description for the sample CRSE.

Summary Steps

This is a 3 column table.  Each column has the number bullet, but you have to manually change the starting bullet number for columns 2 and 3.

Add your summary steps, keep them short enough to fit on this one page.

The numbers must match the numbers in the summary steps and the detail steps.

We advise you do all the detail steps first, and then create the summary steps and screen overview.






Job Aid: Create a New GL Account Number - GLAA SCREEN SHORTCUTS AND GUIDE OVERVIEW

Using the Guide

Task Bar
1. Actions are Bold. Guick Access v B =H X g & E i [E @
2. Datato enteris “ltalic”.
> Notes are bulleted. Enter Mnemonic Execute Save Cancel Save Cancel Delete Menu Field
) or Select from Button All Record Tree Help
. Field Codes Dropdown
3. Field Names are underlined. |ﬁ| S |?| e
. ave t
4. Click means use the mouse. L) Cad o
5. Enter means use the keyboard.
6. Press means use the keyboard. — i —

Courze Levels | 100 Beainning L L Courze Levels | 100 Beqinning L | =
100 Beqinning Lewvel Indi L
e DROP DOWN LIST — SCROLL - Indicates more than one selection is
Click Icon, Click item EED é‘ﬂd:ﬁ:jﬁg IE'Z“'El allowed. Click Arrows to scroll up or down. This

First ~ Previous Next Last on the list. DEY Developmental example shows #1 is level 100.
Record Record Record Record

B CALENDAR - Click @ | 0 _Cl
MS::::E vIF '@ Icon. Click Arrows to %regmk
S sc.roll to month and year. nonE calculator keys. Click
DETAILS — Click Icon to open a new window s wmw s Click Date. Ortype the 2l 2]-] Enter. Orjusttype
to display or record more details for the field. 5 3%y wa=| daeMMDDYY-072106. [0 J_J-] number into field.
When done, click Save.

Original Function Keys

Process Function Window Window Window Field Element Cancel Exit Refresh Clear Screen

. Help Help Insert Page Back Back Back EOL Back
Shift > Jump ‘ x |

Field Detail Window Field Window Field Element Direct Finish Update Screen Screen

Help Jump Jump FWD FWD FWD Access Jump FWD

F1 @ F2 |!] F3 F4 F5 F6 F7 F8 F9 F10 |H‘ F11 F12
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Presenter
Presentation Notes
These notes include some notes on the Master Slide for job aides, and notes on how to start out a new Job Aid document from the template.  See the Job Aid Template standards document for more information.

The SCREEN SHORTCUTS OVERVIEW page 4 can stay the same for all Job Aids.


Job Aid: Create a New GL Account Number - GLAA STEP BY STEP INSTRUCTION

Datatel Login
E‘ e Step 1: Login to Datatel (Fig. - 1)
p— ) —
Dakakel H Datshase: | collive

1. Double Click on the Datatel Icon.
Enter your “User ID” and “Password”
EB& >  Database should be [collive]

Click OK.
At the Datatel Menu Bar, Click on Apps
Click CF
In the Quick Access area, enter “GLAA”
Click Go

N

Ouick Aeg U7

v L Bco

CORE

AP s
< BU - Budget Management
9 FX-Fixed Assets

. GL - General Ledger

—d IN -Inventaory

PP - Physzical Plant

nts Papable

et Managsment
. F¥-Fiked Assets

4 GL - General Ledger

M - Inventony
FF - Gsiaaliin

& Datatel - coltest - CF
PU - FFi

Fa -

No s

o
B T . B Y

[VRVAVRVAVRAVRVEVRY

FM - =5 AP - Accounts Payable
0 AP -Accounts Papatle 5 BU -Budast Management
ce- -9 BU - Budget Management
CFs =
=]
uT - =)
coM =
=]
o =]
=]
F|g -1 =] 9 CFS - Colleague Financials Setu
=] 5 UT - Ui
=]
=] r Qs

9/18/2006 Job Aid: Create a New GL Account Number - GLAA 5of 10


Presenter
Presentation Notes
These notes include some notes on the Master Slide for job aides, and notes on how to start out a new Job Aid document from the template.  See the Job Aid Template standards document for more information.

How to get started with your own Job Aid for STEP BY STEP

Use the template slide 5 as your guide to the standard.

For STEP 1A

Replace the image for the appropriate application

replace the X’s in the text with the right application prefix and description

CF, financial 

HR, human resource

ST, student

For STEP 1B

Replace the image with the right application and mnemonic showing

replace the XXXX in the text with your mnemonic, e.g. CRSE


Job Aid: Create a New GL Account Number - GLAA

GLAA-GL Account Authorization |

Step 2: Enter a Fund Number (Fig. - 2)
Number, - R 1 Enter a two digit number into Field #1.

» If you use a pre-existing number, you will not get
Companent Description prom pted Go to Step 3.

I ajor Account Components

Cost.Center
Activity

2. Enter “A” to add a new component.

3. Click OK.

of Return to Reenter

4. Enter the Description of new fund component. (Fig. - 3)

5. Click Save. 4|

Fig - 2 6. Click Update.
Quickﬂ\ccess’m EdGo a:'\ u“i > B ﬁ = @

GLAA-GL dccount Authorization | GLDM-GL Accolil Descriptions |

it Types FO - FUMD

: FUND
Component D escriptions | 1 items =elected /
- D -- D escription E zeflanation
04 |— Undesignated Fund E]
Lol
)
)
)
L[]
f
(D) Updat ord, Cancel recard or Fieturn to editing
Uyt

Element Component List Walue 141

Fig-3
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Job Aid: Create a New GL Account Number - GLAA

GLAA-GL Account Authorization |

Step 3: Enter a Cost Center Number (Fig. - 4)

ceeurt Humeer o4 S SRR 1. Enter a five digit number into Field #2.
Major Account Components > If you Use a pre'eX|Sting number, yOU Wi" not get
o EF?:::MEN _— iniwn prom pted. Go to Step 4.

Cost Center H

Actig

2. Enter *A” to add a new component.

3. Click OK.
Componentis] not defined - Enter (£]dd or Return to Ree 4. (Elr;te_r;):he 4LD€SC” tion of new cost center Component'
E — | 5. Click Save. 4!
— [ Cancel ] 6. Click Update.

QuickAccess Bao d h“lr\ X® g B @

GLAA-GL Account Autharization | GLDM-GL Account Descriptions |

Description E xplanation

amm s |

15 Security Systems

record, Cancel record or Return to editing

Fig—5
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Job Aid: Create a New GL Account Number - GLAA

GLAA-GL Account Authorization

Account Number: 04-04000-HH#HE

Major Account Companents
Account Mo Component Mame Component Description
1: 04 E] Fund Undesignated Fund

15 Secuity Systems Step 4: Enter an Activity Number (Fig. — 6)

1. Enter a five digit number into Field #3.

» If you use a pre-existing number, you will not get
prompted. Go to Step 5.

Cantraller Major Account Components

Enter “A” to add a new component.
Fig-6

Quick Access | GLAA v Bao El.;],\ X® 7 B @ C“Ck OK.

GLAA-GL Account Authorization | GLOM-GL Account Descriphions

4. Enter the Description for Activity component. (Fig. - 7)

5. Click Save. 4!

Component Descriptions | 3 items selected.

-0 - Crezcription E =plapation
0 Software ol
) - E] .
e Sroftrrare P ackane
[nlululus] Software License E] 6 ClICk U p d ate
a E]
]
fF]

Update recaord. Cancel o or Fieturn to editing

DElEEEHEH

Update [: /[ Cancel ] [ Return ]

Fig—7
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Job Aid: Create a New GL Account Number - GLAA

GLAA-GL Account Authorization

Step 4a: Add New Account Number (Fig. - 8)
1. Click Add.

Account Mumber: 04-04000-00000

iy Geapeis »  This adds the Account number as new.
Account Mo Cormpaonent Marme Component Description
1 04 E] Fund Undesignated Fund i~
2: 04000 @ Cost.Center 15 Security Systems
3 aoooo E] Achivity Software License
)
T
Ll

Autharize:
GL Account Tag

Rebate Tax Code

Ledger

~
Met Asset Class Code Fecord not found -- Reenter or Add
Activatenactivate
Cornments [L] l;ﬁed—J ~

Contraller M ajor Account Components Walue 3/3

Fig—8

GLAA-GL Account Authonization

Account Mumber: 04-04000-00000

Step 5: Activate New Account Number (Fig. - 9)

Major Account Components .
Accl:ountNo EompEnentName Comporent Description 1 Enter “ A” fOI’ ACtlvate
1: 04 E] Fund Undesignated Fund -~
2 04000 E] Cost.Center 15 Secunty Systems 2 Enter MOf Ledger
= % Bl Soltware License »  Note: You may enter a past, present, or future
% year. Multiple years can be entered if necessary.
3. Enter “O” for Open Status.
Mew Account Numnber
GL Account Tag || I
Febate Tax Code 2008 Open
Met Azzet Class Code v 2]
ActivatesInactivate | Activate
Comments 1] E] =

MNew Record

&7

Fig—-9
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Job Aid: Create a New GL

File Edit Fawvorites Tools Help

Account Number - GLAA

# Datatel - coltest - CF

Quick Access | GLAA v | Blco = 1=

GLAA-GL Account Authorization |

Account Murmber: 04-04000-00000

b ajor Account Components
Account Mo Component Mame Component D escription
1: 04 E] Fund Undesignated Fund
2 04000 E] LCost. Center IS 5 ecurnity Systems
3 00000 E] Activity S oftware License
]
fF]
sl

| Existing Account Mumber |
GL Account Tag || |!]

Authorize
Ledger Status

Febate Tax Code

2008 Open

Met Asset Class Code

Activatedlnactivate | Activate

Comments |

&l
FEHE

Fig — 10

9/18/2006

1.
2.
3.

Step 6: Save Your Work (Fig. - 10)

Verify your entry
Correct as needed.
Click the Save button.
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Presenter
Presentation Notes
These notes include some notes on the Master Slide for job aides, and notes on how to start out a new Job Aid document from the template.  See the Job Aid Template standards document for more information.

How to get do the last page for your own Job Aid 

Use the templates last slide as your guide to the standard.

For final step:

Be sure to tell them to save their work.

Replace the images with the right application and mnemonic showing

Replace the finale text for your transaction, e.g. “You have just added a Student”





GOOD LUCK
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