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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
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All Fields Marked in Red MUST be filled in.

2.

3.
4.

5.

6.

7.

Field Not Used
Required Field

SCREEN OVERVIEW

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

Procedure Information:

Title: GL Account Authorization
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 StepsSummary Steps
1. Login to 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.

5. Activate/Inactivate – Type “A” for active
6. Ledger – Type current year for ledger.
7. Status – Type “O” for Open.
8.     Save your work.

SUMMARY STEPS AND INFORMATION

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.
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Original Function Keys

Shift >

Process 
Help

Function 
Help

Window 
Insert

Window 
Page 
Jump

Window 
Back

Field 
Back

Element 
Back

Cancel Exit Refresh Clear 
EOL

Screen 
Back

Field 
Help

Detail Window 
Jump

Field 
Jump

Window 
FWD

Field 
FWD

Element 
FWD

Direct 
Access

Finish Update Screen 
Jump

Screen 
FWD

F1 F2 F3 F4 F5 F6 F7 F8 F9 F10 F11 F12

Using the Guide

1. Actions are Bold.
2. Data to enter is “Italic”.

Notes are bulleted.
Field Codes

3. Field Names are underlined.
4. Click means use the mouse.
5. Enter means use the keyboard.
6. Press means use the keyboard.

ExitSave

Save Cancel CancelSave 
All

Delete 
Record

Menu 
Tree

Field 
Help

Execute 
Button

Enter Mnemonic 
or Select from 

Dropdown

Task Bar

SCROLL – Indicates more than one selection is 
allowed. Click Arrows to scroll up or down.  This 
example shows #1 is level 100.

DETAILS – Click Icon to open a new window 
to display or record more details for the field.  
When done, click Save.

CALCULATOR – Click 
Icon.  Click or press 
calculator keys.  Click 
Enter.  Or just type 
number into field.

CALENDAR – Click 
Icon. Click Arrows to 
scroll to month and year.  
Click Date.  Or type the 
date MMDDYY-072106.

First 
Record

Previous 
Record

Next 
Record

Last 
Record

DROP DOWN LIST – 
Click Icon,  Click item 
on the list.

SCREEN SHORTCUTS AND GUIDE OVERVIEW

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.
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Step 1: Login to Datatel (Fig. – 1)

1. Double Click on the Datatel Icon.
2. Enter your “User ID” and “Password”

Database should be [collive]
3. Click OK.
4. At the Datatel Menu Bar, Click on Apps
5. Click CF
6. In the Quick Access area, enter “GLAA”
7. Click Go

STEP BY STEP INSTRUCTION

Fig – 1

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
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Fig – 2

Fig – 3

Step 2: Enter a Fund Number (Fig. – 2)

1. Enter a two digit number into Field #1.
If you use a pre-existing number, you will not get 
prompted. Go to Step 3.

2. Enter “A” to add a new component. 

3. Click OK.

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

5. Click Save. 

6. Click Update.
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Step 3: Enter a Cost Center Number (Fig. – 4)

1. Enter a five digit number into Field #2.
If you use a pre-existing number, you will not get 
prompted. Go to Step 4.

2. Enter “A” to add a new component. 
3. Click OK.
4. Enter the Description of new cost center component. 

(Fig. – 5)

5. Click Save. 
6. Click Update.

Fig – 4

Fig – 5
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Fig – 6

Fig – 7

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.

2. Enter “A” to add a new component. 

3. Click OK.

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

5. Click Save. 

6. Click Update.
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Fig – 8

Step 4a: Add New Account Number (Fig. – 8)

1. Click Add.
This adds the Account number as new.

Fig – 9

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

1. Enter “A” for Activate.
2. Enter year of Ledger. 

Note: You may enter a past, present, or future 
year.  Multiple years can be entered if necessary.

3. Enter “O” for Open Status. 
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Step 6: Save Your Work (Fig. – 10)

1. Verify your entry
2. Correct as needed.
3. Click the Save button.

Fig – 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 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




	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10

