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Introduction

This guide provides information about general OLE concepts and gives instructions for performing core
functionality.

This guide is organized in this manner:

The first section gives information for navigating through the OLE system. This includes OLE's tabs,
screen elements, logging on and off the system, and some sample users for the test environment.

OLE E-Doc Fundamentals provides information about the structure of OLE's e-documents. This
includes a description of the standard tabs, such as Notes and Attachments and Route Log, and an
explanation of performing basic operations and searches.

OLE Maintenance Document Fundamentals provides information abou the structure of OLE's
maintenance documents. This includes a description of the standard tabs, an explanation of performing
basic operations, aswell as some fiscal year information and extended attribute notes carried over from
KFS.

The next section gives general information about workflows within OLE and explains the Route Log
and Action List.

The final section gives information on importing accounting information for Select and Acquire and
provides links to sample data to be used in the test environment.

This guide as well as guides to other OLE modules are available for download from the OLE
Documentation Portal.
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Chapter 1. Navigating Through OLE

After you access OLE by typing or pasting the URL for it into your browser's address bar, you need to
know where to find information and how to navigate. This section covers these topics.

OLE's Menus

The OLE portal is divided into modules. When entering the portal ,you will see five menu tabs:

fauall.

open library environment LIV | pescribe | Select/Acquire = Ma

| =] action list | [’£] doc search | | docstore search

The Deliver tab displays e-docs and interfaces for circulation and patron management. The Describe
tab displays e-docs and interfaces for cataloging processes. TheSelect/Acquire tab displays the list of
transactions and functions that are associated with the financial processes and purchases as well as the
E-Resources and Licensing, the beginning feature of electronic resource management. The M aintenance
tab includes the related maintenance documents for the four other tabs. The Administration menu tab
displaysthelist of functionsthat only technical staff or super usersin the functional areaarelikely to use.

Tip

Bookmark any page within OLE. Thiswill allow you to easily navigate back to an interface or
e-doc in one click, just log in.

OLE Deliver Menu

fauali.

open library environment Deliver Describe Select/Acquire Ma

| =] action list |[’£] doc search | | docstore search

The Deliver menu listsinterfaces and electronic documents that persons with circul ation permissions may
access.
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Deliver Menu Submenus

Category Description
Circulation

Allows for the loan, return, and request of library materials as well as
viewing the bill of a particular item.

Patron

Allows for the management of patron records and patron bills.

Each of these submenus are further divided.
Note

For information on working with the Deliver functionslisted on thistab, seethe Guideto the OLE
Deliver Module. This and other OLE user guides are available from OLE Documentation Portal.

OLE Describe Menu

fauall.

open library environment

Deliver

Describe Select/Acquire

| -] action list |['£] doc search | |2 docstore search |

The Describe menu lists interfaces and electronic documents that persons with cataloging permissions
may access.

Describe M enu Submenus

Category Description
Create/Edit Titles, Holdings or Items

Allows for the management of library records: editors, bound-withs,
transfers, import.

Link Titles, Holdings or Items Allows users to link records: create boundwiths, transfer, and analytics

Singe Record Export/Import Allows user to import and export single records

Reports Under Development

Each of these submenus are further divided.
Note

For information on working with the Describe functions listed on this tab, see the Guide to the

OLE Describe Module. This and other OLE user guides are available from OLE Documentation
Portal.

OLE Select/Acquire Menu
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auali.

open library environment

Deliver Describe Select/Acquire

| =] action list ||£) doc search || E docstore search|

The Select/Acquire menu lists electronic documents and functions that departmental users are usually
allowed to initiate.

Select/Acquire Menu Submenus

Category Description

Ordering Allows for the requisitions, or ordering, of library materials. Transactions
arerecorded in e-docsthat are then posted to the General Ledger and affect
thefinancial statements of the organization.

Fund Allows the financial representation of a basic business activity.
Transactions are recorded in e-docs that are then posted to the General
Ledger and affect the financial statements of the organization. Examples
of transactions are budget adjustments and transfer of funds. Additionally,
users can review fund balances from the Fund Balances lookup.

Licensing Allows for the management of License Requests. License Requests must
be initiated through E-Resource Records.

Paying Allows for invoicing, creating credit memos and claiming library
materials. Transactions are recorded in e-docs that are then posted to the
General Ledger and affect the financial statements of the organization.

Vendor Allows access to vendor records.

Electronic Resources Allows usersto create and search E-Resource Records.

Receiving Allows for the receiving of monographs and serialsinto OLE.

Import Allows access to view various types of |oaded records. Imports are done
from the Batch Processes submenu on the Adminmenu tab.

All Acquisitions Records Acquisitions Search searches all financial documents.

Reports Allows access to review fund balances: available balances displays the

culminating account balance while cash balances displays the bottom line
snapshot of your account.

Organization Review isalso listed here. It allows usersto create additional
reviewers to watch account or departmental activities.

Others Allows access to Donor reports, General ledger and Y ear End documents

Each of these submenus are further divided.
Note

For information on working with the Select and Acquirefunctionslisted onthistab, seethe Guide
to the OLE Select and Acquire Module. Thisand other OLE user guides are available from OLE
Documentation Portal.

OLE Maintenance Menu
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auali.

open library environment Deliver  Describe = Select/Acquire

[__] action list ][C%j doc search ][uj@]dn-cstnm search

The Maintenance menu lists electronic documents that allows users to view and/or edit the maintenance
tables.

Maintenance M enu Submenus

Category Description

Cataloging Admin Allows central maintenance of documents that support Describe
documents.

Chart of Accounts Allows central maintenance of COA documents.

Circulation Admin Allows central maintenance of documents that support circulation.

Patron Admin Allows central maintenance of documents that support the patron
documents.

Vendor Admin Allows centra maintenance of documents that support the Vendor
document.

Lookup Allows users to assign delegates to accounts

E-Resource Admin Allows centrd maintenance of documents that support Electronic
Resouces, Licenses, and Agreements

Select & Acquire Admin Allows central maintenance of documents that support ordering, paying
and receiving.

System Admin Allows central maintenance of documents that support KIM System
documents on the Admin menu tab: roles, permissions, person, etc.

Pre-Disbursement Processor Allows central maintence for sending fisca documents to university
financial systems.

Each of these submenus are further divided.
Note

For information on working with these maintenance documents, see the corresponding Module
Guides available from OLE Documentation Portal.

A note on Admin Submenus/Maintenance Documents

The Admin submenu, often noted as "xxx Admin" where xxx is the name of another submenu, provides
accessto avariety of user-defined reference tablesthat are essential to OLE. These tables define attributes
the system uses to validate transactions and allow users to look up values as necessary. The tables also
control the often-complex relationship between elements for internal and external reporting. For example,
OLE relies on maintenancetablesfor basic information such asthe sub-fund groups to which new accounts
may be assigned and the calendar month that correlates to the first month of your institution's fiscal year.
Thistable-controlled flexibility is one of the features that make OLE a highly configurable application.

These important reference tables are maintained by electronic documents called maintenance documents
or e-docs. Each of the OLE reference tables is maintained by a specific maintenance e-doc that is routed
for approval before the table is updated
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Tip

All userscanlook up valuesin the OL E reference tabl esviathe lookup screens on the maintenance
menu, but only members of manager-type roles may initiate most maintenance documents.

Note

Y our ingtitution may choose to add attributes to maintenance tables for reporting purposes. For
information on adding these 'extended' attributes, see Extended Attributes.

Note

For information about initiating maintenance documents, see Performing Common Maintenance
E-Doc Operétions.

OLE Admin Menu

auali.

open library environment Deliver  Describe = Select/Acquire @ Ma

[__] action list ][C%j doc search ][uj@]dn-cstnm search

Kuali OLE enables users with proper permissions to perform a number of administrative functions that
affect the entire system. These functions, which are accessible viathe Admin menu tab, allow authorized
users to:

 Support the Kuali Identity Management (KIM) module

» Define basic types of location and reference information

Control the running of batch jobs

Support the Kuali Enterprise Workflow (KEW) module and

Enable authorized users to perform a variety of other functional and technical activities.

Note

Only members of OLE-SY S Manager and KR-SY S Technical Administrator roles may initiate
most documents in the Admin Menu. Other users may look up values from the lookup screens
but may not be able to access other options at all.

Admin Menu Submenus

Category Description

Batch Processes Allows for the creation of batch profiles, accessing and managing
maintenancetablesfor batch profiles, and batch importing of varioustypes
of OLE records.
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Allows you to view job schedules and manage key OLE FS batch
processes.

Monitoring

Allows usersto monitor messagesthat are flowing through the service bus,
view the Service Registry for it, and changethe size of itsthread pool. Also
allows users to access any document in order to perform operations on it
and generate statistics reports.

Testing

Provides access to the data dictionary configuration key aswell asthe web
service proof-of-concept request form.

Documentation

Provides links to user documentation and OL E resources.

Services & Functions

Allows access to test the RESTful API, SOLR queries, and administrate
over the OLE DocStore (check-in, check-out, delete items, etc). Also
allows users to merge patron records.

System Configuration

Provides access to a variety of functional and technical configuration
options that affect the entire OLE.

Workflow Admin

Allows users to access documents associated with KEW workflows.

KRMS Admin

Allows users to create and modify KRMS rules for OLE.

Identity Admin

Each of these submenus are further divided.

Note

Provides a means of viewing and updating OLE user identification
information; defining valid values for various types of location
information; and defining valid types of personal information collected for
the Identity module.

For information on working with the Administrative functions listed on this tab, see the Guide
to the OLE System Administration Module. This and other OLE user guides are available from

OLE Documentation Portal.

Screen Elements

Each menu tab is organized into multiple submenus that group similar types of functions. Each menu tab

also has these standard features:

» Workflow functionality is accessible from action list and doc sear ch buttons in the upper-left corner

of the screen.

* A Message of the Day can be displayed on the top of the screen.

e The current user is displayed on the upper right corner of the screen.

» A Provide Feedback link on the upper right corner of the screen allows anyone to report bugs, issues,

and suggestions.

| Zuali.

open library environment

Feedback |

D L
o : —— Provide Feedback
—  Module Link
m Describe | | Salect/Acquire | [ Maintenance | | Admin Menus icial System :: 1.5.3-r20168 :: 2014-08-20 14:26 UTC (Oracle9i)

(] action list | [ doc search | [Eisearch

Circulation Workflow
Loan Menu Buttons
Request s -
Reguest Re-order

Returm

I losin | Logout

Logged in User: ole-quickstart

~

Deliver Notices
Patron
Patron Bill

| Patron 3 Current '
7 i User
\ Sub-menu

| group |

OLE
Portal

Copyright 2005-2013 The Kuall Foundation. All rights reserved.

Portions of Kuali are copyrighted by other parties as described in the Acknowledaments screen.
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Message of the Day

All tabsinclude the M essage of the Day at the top of the screen to quickly distribute messagesto all OLE
userson-line.

Tip
Updating the M essage of the Day: If no message of theday isdefined in the system, the M essage

of the Day area is not displayed on the screen. To define the message of the day, initiate the
Message of the Day e-doc from the Admin menu tab.

For more information, see Message of the Day in the Guide to the OLE System Administration
Module.

Standard Data Entry, Selection, Action, and Navigation
Tools

Online forms within this web-based software application allow you to enter and select information and
to perform actions and navigate, both within and outside the system. The following table briefly outlines
the basic tools.

Basic OLE Tools

Element Description

Box (ak.a edit box, text box, or entry field): A rectangular box in which
you can type text. If the box aready contains text, you can select that
default text or delete it and type new text. Use a keyboard to type or
clipboard to paste text and numbers into the field.

I— Check box (ak.a selection box): A square box that is selected or cleared

to turn on or off an option. More than one check box can be selected. Use
amouse to click within the box to place a check mark symbol to indicate
the option is selected.

Option (ak.a radio button, option button): A round button used to select
t . one of agroup of mutually exclusive options. Use amouse to click within
the circle. The dot symbol indicates that the option is selected.

List (ak.a drop-down menu, combo box, or list box): A box with an arrow
| L I indicating alist that drops (expands) downward for viewing (may expand
upward to take advantage of available screen real estate). Click the down

arrow icon to list menu options, and then click the text to highlight and
select an option.

1d Button (ak.a command button, action button): A rectangular button with
ot atext label that indicates the action to be performed. Use amouse to click
the button to initiate the action.

§ : Link: An internal hyperlink to a different place on the current page, a
Litlalll ¥2 o3 different screen within the current application, or a related system. Use
your mouseto click on the underlined text to cause the desired information
to appear.

Logging On and Off OLE

When launching OLE's demo and test environment, you will be automatically logged in with the default
user id: ole-quickstart.
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| F‘ I - Provide Feedback
Uil
open library environment m Describe | | Select/Acquire | Maintenance | Admin
[ 5 action list |1 doc search | (2 docstore search| Logged in User: ole-quickstart I | Login [ Logawt
Circulation Patron

To log off from OLE, simply close the Web browser by clicking the standard browser's Close (X) button
located in the upper right corner. Clicking L ogout simply returns you to the default user, ole-quickstart.

Switching Users

In OLE's demo and test environment, you have the ability to simulate being logged in as various users
(sample users noted below). To accomplish this, type the user id you wish to login as into the text entry
box next to the Login button and click Login.

Provide Feedback

Logged in User: ole-quickstart

Theability inthisdemo environment to simulate being logged in asvarious users givesyou the permissions
required to try out each stage of specific workflows where approvals or actions are required by multiple
user types. (Since this functionality is only meant for testing purposes, it will not be included in later
releases.)

Tip
When logged in as ole-quickstart and impersonating another user, you may switch the user you

are impersonating by again entering the user id into the text entry box next to the Login button
and clicking L ogin:

Provide Feedback

Maintenance Admin

Logged in User: ole-quickstart Impersonating User: edna

Patron

Toreturn to the original state - logged in only as ole-quickstart - click the L ogout button:
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Maintenance

Patron

User IDs and Roles

Note

Logged in User: ole-quickstart Impersonating User: edna

Provide Feedback

Theseroles are set up for OLE's Test Drive and may not apply to local environments.

Module

Role Name

User ID

Description

Describe

Batch Cataloging

catbatch

Authorized to do batch imports and
exports

Describe

Cataloger 1

catl

Authorized for &l Describe
functions; permission to administer
cataloging within assigned work
unit

Describe

Cataloger 2

Authorized for al Describe
functions except batch imports
and  bound-withs,  permission
to administer cataloging within
assigned work unit

Describe

Cataloger Supervisor

catsup

Authorized for al Describe
functions; permission to administer
cataloging within assigned work
unit(s)

Describe

Cataloging Super User

admin; supercat

Authorized for al Describe
functions; permission to administer
cataloging in al work units

Describe

Describe Read only

describereadonly

Authorized only to view records in
Describe

Describe

Full Cataloging

catfull

Authorized for al Describe
functions without limitation by
ownership,work unit, bibliographic
status or any other field-level
permission restriction

Describe

OLE_Cataloging_Admin

admin; adminl

Initiate Catalogue Document

Describe

Temporary (Student)
Cataloger 1

Staff

tempcatl

Authorized to create and edit
holdings/items  within  assigned
work unit

Deliver

Operator

edna

Operator

Select/Acquire

OLE_LicenseAssignee

OLE_LicenseManager

This role will have the persons
who can assign the License Request
Document.

Select/Acquire

OLE_LicenseConfiguration

admin

This is a licensing superuser with
authority to set default system
configuration VALUES, such as
the default notification period after
inactivity.

Select/Acquire

OLE_LicenseManager

frank

Group of users who actually do the
work of license negotiation used for
routing purposes.

Select/Acquire

OLE_LicenseReviewer

edna

This role is a person with the
authority to sign alicense.

Select/Acquire

OLE_Licenses

fred

OLE Licenses are the assignees
for Requisitions requiring licenses
or license negotiations. This role
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is the ?owner? of the license
agreement, and has full edit,
attachment, routing, and status
change permissions.

Select/Acquire

OLE_LicenseViewer

<any Kuali user>

License documents and Search
on Licenses have very limited
permissons. This role can \"view
only\" Agreements, Agreement
docs, License Requests.

Select/Acquire

OLE_Licensing_Approver

supervisr

OLE_Licensing_Approver will
receive License Requestsin status ?
Complete? as finad step in
workflow.

Select/Acquire

OLE_Signatory

eric

This role is a person with the
authority to sign a license. Note:
this role may not be used within
OLE if license must be signed by an
externa party (outside of OLE).

Deliver

Circ Desk Attendant |

tester; testerl; testrole; userl

Circ Desk Attendant |

Deliver

Circ Desk Attendant 11

edna; eric

Circ Desk Attendant 11

Deliver

Circulation Supervisor

devl; dev2

Circulation Supervisor

Deliver

Deliver Admin

admin; adminl

Deliver Admin

Deliver

Full Circulation Attendant

dev1; dev2

Edit Patron Document

Deliver

Limited Circulation Attendant

testuserl; testuser 2

View Patron Document,no accessto
borrowerType

Deliver

Location Administrator

admin; adminl

Edit and View the Location Level
Document

Deliver

Operator

API; dev2; edna; eric; PALCI

Operator

Deliver

Patron Manager

admin; adminl

All the Permissions of Patron and
BorrowerType

Deliver

Shelving Location Administrator

devl; dev2

View Location Level Document

Deliver

Super Circulation Supervisor

admin; adminl

Super Circulation Supervisor

Deliver

Unit Manager

dev1; dev2

UnitManager

Select/Acquire

Accounts Payable Processor

ole-aatwood; ole-jxlinder

Accounts Payable users who can
initiate Payment Requests and
Credit Memo documents. They also
have several permissions related
to processing these document
types and receive workflow action
requests for them.

Select/Acquire

Accounting-AQ1

ole-brunelle

This Role is for View only
document(Not for edit)

Select/Acquire

Accounting-AQ2

ole-cphovis

ThisRoleisfor low-level staff with
specific needsonly. Thisroleisable
to create and edit selected functions:
payment requests, credit memos,
disbursement vouchers, invoices)

Select/Acquire

Accounting-AQ3

ole-cstan; ole durbin

This Role is for staff performing
function. This role is able to create
and edit al functions (payment
requests, purchase orders, credit
memos, disbursement vouchers,
invoices).

Select/Acquire

Accounting-AQ4

ole-earley; ole-gjacob

This Role is for when you want
to restrict deletion to high-level
staff. This role is able to create
edit or delete al functions (payment
requests, purchase orders, credit
memos, disbursement vouchers,
invoices, COA maintenance).

Select/Acquire

Acquisitions-AQ1

ole-brunelle

This Role is for View only
document(Not for edit)

Select/Acquire

Acquisitions-AQ2

ole-cphovis; ole-gjacob

This Role is for low-level staff
with specific needs only. This
role is able to create and

10
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edit selected functions (receiving,
purchase  orders,  requistions,
payment requests).

Select/Acquire

Acquisitions-AQ3

ole-cstan; ole-durbin

This Role is for staff performing
function. This role is able to create
and edit al functions (receiving,
purchase  orders, requisitions,
payment requests, vendors).

Select/Acquire

Acquisitions-AQ4

ole-cstan; ole-earley

This Role is for when you want to
restrict deletion to high-level staff.
This role is able to create edit
or delete all functions (receiving,
purchase  orders,  requisitions,
payment requests, vendors, PURAP
maintenance).

Select/Acquire

Acquisitions-AQ5

ole-gjacob; ole-fermat; ole-flaherty

Thisrole can perform functions and
assign appropriate security level to
others (receiving, purchase orders,
requisitions, payment  requests,
vendors, PURAP maintenance).

Select/Acquire

Collection Management

admin

This Role can close/cancel E-
Resource Record if it is currently
assigned to this group and Can
approve/route to Acquisitions for
purchase.

Select/Acquire

Financial-AQ1

ole-brunelle

This Role is for View only
document(Not for edit)

Select/Acquire

Financial-AQ2

ole-cphovis

This Role is for low-level staff
with specific needs only. This role
is able to create and edit selected
functions (purchase orders, payment
requests).

Select/Acquire

Financial-AQ3

ole-durbin; ole-fermat

This Role is for staff performing
function. This role is able to create
and edit al functions (purchase
orders, payment requests, invoices).

Select/Acquire

Financial-AQ4

ole-earley; ole-gjacob

This Role is for when you want
to restrict deletion to high-level
staff. This role is able to create
edit or delete al functions (budget
documents, transfer funds, deposit
documents, COA  maintenance,
purchase orders, payment requests,
edit sufficient fund checks and
restrictions).

Select/Acquire

Financial-AQ5

ole-cstan; ole-flaherty

This role can perform functions and
assign appropriate security level to
others (budget documents, transfer
funds, deposit documents, COA
maintenance, , purchase orders,
payment requests, edit sufficient
fund checks and restrictions).

Select/Acquire

OLE_Acquisitions-select

admin; adminl

This Role performs can create edit
view but not delete E-Resource
Records.

Select/Acquire

OLE_Cata oger

adminl

Thisrole can only view E-Resource
Record.

Select/Acquire

OLE_E-Resource

admin

This role Can create edit delete
E-Resource Record start any sub-
workflow link to GOKb particular
focusison Activation and using the
Access Dashboard.

Select/Acquire

OLE_E-ResourceM anager

This role manages sitewide
configurations like values for the E-
Resource status and time periods for
alerts.

Select/Acquire

OLE_Head

admin

This Role performs can create edit
view but not delete E-Resource
Records.
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Navigating Through OLE

Select/Acquire

OLE_Load

ole-gjacob; ole-jpaul

This Role is assigned to admin for
Loading

Select/Acquire

OLE_Selector

admin

This Role edits, creates and close/
cancel the E-Resourcerecordsif itis
currently assigned to this group and
also can begin the Tria

Select/Acquire

Operator

dev2

Operator for Serial Receiving

Select/Acquire

Receiving-AQ1

ole-brunelle

This Role is for View only
document(Not for edit)

Select/Acquire

Receiving-AQ2

ole-cphovis; ole-gjacob

This Roleisfor low-level staff with
specific needsonly. Thisroleisable
to create and edit selected functions
(receiving).

Select/Acquire

Receiving-AQ3

ole-durbin

This Role is for staff performing
function. This role is able to create
and edit al functions (receiving,
payment requests, purchase orders,
invoices).

Select/Acquire

Receiving-AQ4

ole-cstan; ole-earley

This Role is for when you want to
restrict deletion to high-level staff.
This role is able to create edit
or delete al functions (receiving,
payment request,purchase orders,
invoices, receiving maintenance).

Select/Acquire

Reviewer

ole-cofya; ole-eurainer; ole-jtlieb

This role receives workflow action
requests for the Vendor document.

12




Chapter 2. OLE E-Doc Fundamentals

The following sections describe the page layout, common attributes of an e-doc, and basic functions.

Note

NOTE: This information applies to E-Docs and not OLE interfaces (such as loan, transfer, or
bound-with). Each interface is described in the appropriate guide. Please refer to the OLE
Documentation Portal.

E-Doc Screen Layout

An e-doc consists of a document header and a document body. The document header in the upper right
corner of the screen contains system information about the document. The document body is organized in
astack of labeled tabs that are similar to file folders. Based on the type of document, the system displays
different sets of tabs. To facilitate the document input process, an initiated document opens with required
tabs expanded and optional tabs collapsed. Workflow action buttons appropriate to your role are displayed
at the bottom of the screen.

L I- Pravate Feedback
| Fuali.
open library erwironment Dalivar Maintenancs  Admin

[ action ket |5 doc search |5 decston warch LOgEsd In Usen ole-quickstart w

4 Document Doc M 203 Ftatus: [NITIATED
H AN PLT LT BN T § Crastads 09:21 AM 03/2%/201

X Document Headar Requisition #) Mot Avarabie Requisition Doc Statess [0 Process
J. " wpand o || collapes ai
Type Name = recaired Ty

Dooumant Overview (R

| Dalivery

| wendar B thae

[ vitian » s “ShowyHide"
| Pagmseni Tntn e Buttons
| addivianal Instinutions! Ento B haw

| Aceoun Bummary

Wiew Halaiad Doguments

Workflow

Action

s
e
| Motes snd attachments (0) e
| Al Hoe Recipiens =
e

| Routs Log Buttons

» thaw
Document S
Bady caicuists ) wubma |( savs ) | ianket spprovs | coss | [ cancel

A particular variation to noteisthat in OL E-built documents (not inherited from KFS) there are not " Show/
Hide" buttons but arrows to the left of the tab titles instead:
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OLE E-Doc Fundamentals

LlcenseRequest Document Number: 4733 Document Status: SAVED

Initiator Network Id:  fred Creation Timestamp: 02:47 P 01/02/2014
License Status: License Needed

< ngicates required el
» Document Overview

» Overview

» Event Log

» Agreement Documents

» Agreement

+ View Related Document

» Ad Hoc Recipients

* Route Log

Additionally, you will notice that several of the OLE screens, such as the Editors and the E-Resource
Record, have |eft pane navigation:

E_ Rescurce Document Document Number: 3855 Document Status: INITIATED
Initiator Network |d: ole-quickstart Creation Timestamp: 09:35 AM 03/20/2014
Collapse Navigation << * indicates required field
Instances
Purch: Orc .
Henase qreers » Overview » Workflow Status

Invoices

Licenses » Acquisitions
Event Log » Selection

» Access

¥ Note

» Ad Hoc Recipients
* Route Log

For the Editors, the left pane navigation is used to navigate between bibliographic records, Instances and
E-Instances. For the E-Resource, the left pane allows for the large amount of information to be broken
down into manageable pieces.

Note
The left pane navigation on the different Editors will allow users to delete and add as well

as navigate between records. For additiona instructions, see Editors on the Guide to the OLE
Describe and Manage Module.

Document Header

Doc Mbr: (4577 Status: FIMAL
Initiator: ole-khuntley Created: 12:36 AM 01/02/2014
Requisition #: 1024 Requisition Doc Status: | Closed

Basic infor mation in the document header
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OLE E-Doc Fundamentals

Title Description

Document Nbr (Document Number) The unique number used to identify each document. OLE assigns a

sequential number to each document when it is created, regardless of the
type of document.

Status (Document Status) A code that identifies the status of a document within the Workflow
process.

Initiator (Initiator Network 1D) The user 1D of the document initiator.

Created (Creation Time Stamp) The time and date the document was created.

Note

For information about status definitions, see Route L og.

Optional information in the document header

Title Description

Copied from Document 1D OLE allows usersto create new documents based on previous transactions

by way of a copy function. When one document is copied from another,
the document number of the copied document appears here.

Correct Document 1D OLE givesyou theoption of reversing afully approved transaction through

Expand

the use of an error correction function. When one document isa correction
of another, the document number of the document being corrected appears
here. This information is displayed only when the document was created
using the error correction feature in an existing document.

Note

Some documents have information in the header unique to that e-doc. Those are addressed in the
user documentation.

All/Collapse All Buttons

Y ou may expand or collapse al tabs in adocument by clicking expand all or collapse all.

Click to expand all of the e-doc tabs.

P

expand all | | collapse all

* required field
Document Overview \ '

Document Overview
* Description: |Library Material_kyh_0102140036

Explanation:

Organization Document Number:

Financial Document Detail

e —JFTTY Total Amount:
Requisition Detail
* Chart/Org: [UA / VFIT = Funding Source: || INSTITUTION ACCOUNT [~]
Receiving Required: [No | Payment Request Positive Approval Required: No

Order Type: |Firm, Fixed

Delivery \

* Click _cllapse all |t collapse all of the e-doc tabs.
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expand ail | | collapse ai
= requiraicld
Document Overview Y

Document Overview

* Description: |Library Material_kyh_0102140036 P
xplanation:
Organization Document Number: G

Financial Document Detail

- year 0 Total Amount:

Requisition Detail

* Chart/Org: |UA / VPIT * Funding Source: | INSTITUTION ACCOUNT

Receiving Required: [No | Payment Request Positive Approval Reguired: No
Order Type: |Firm, Fixed

) \

Show/Hide

Click | ¥shew | o | ¥ hide | o tapsto expand or collapse an individual tab.

Alternatively, click the arrows on other e-docs:

~ Document Overview

Description: LicenseNeeded-REQS_[date:2014-01-02) Explanation:

Organization Document Number:

~ Overview
Initiate Licensing Workflow: License Needed OwneriAssignee:
Current Location: Publisher License Request Type:
Agreement Method:
» Event Log

Required Fields

All required fields in an e-doc are denoted with an asterisk. Y ou cannot submit the document until al
required fields contain data.

Requisition Detail

* Chart/Org: UA / VPIT * Funding Source: ‘INSTITUTION ACCOUNTE'

Receiving Required: No Payment Request Positive Approval Required: |No

Order Type: Firm, Fixed

Date Fields

Dates must be specified in mm/dd/yyyy format. Alternatively, you may select a date by clicking the

calendar -_-'l ( o) in OLE built documents) and selecting from the cal endar that is subsequently displayed.
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OLE E-Doc Fundamentals

7 x
€. 1. Today | w.
whk [Zun Mon Tue Wed Thu Fri Zat
35 1 2 3 4 2

36 ] 7 g 9 10 11 1=z
37 13 14 15 16 17 1§ 19
Jg| 20 21 22| 23 24 25 26
391 27 28 29 30

or

Q apr 2013 0
— p IEII |Z| —
Su Mo Tu We Th Fr Sa

1 2 3 4 5 6
7 8 9| 10| 1| 12| 13

14| 15/ 18 1? 19|/ 20

21 22| 23| 24| 25 26| 27
28| 29 30

[Today |

Standard Links and Icons

Since OLE is aweb-based application, hyperlinks and icons are used for navigation. Clicking hyperlinks
and icons allows you to drill down into document detail and to obtain additional information.

Accounting Lines + hide | L

Accounting Lines 2]

Source
* Account
* -
Chart N ber fl Sub-Account

I T ) BRI

Help Icon

When you click the El icon by thetitlein the top left corner of an e-doc or other screen, the help system
will display information about and instructions for working with the screen.
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| Zuali.

open library environment

Maintenance

[ ] action list || doc search |

Requisition (7 ‘

Field Lookup

The round magnifying glass or 'lookup' icon ' allows you to look up reference table information so you
avoid dataentry errors.

sStatus Customer #
&

| N

After you click the icon, the system displays alist of valid values for you to select from or connects you
to aform that allows you to search for the value you need.

Balance Type Code: T
Balance Type Mamee:
Short Mamee: T
oOffset Generation: ves | O Nu:n-'i Both | P
Encumbrance: [0 ves| T Mo ™ Both (7

i@ ch b T T |

To look up valid valuesin this form:

1. Enter oneor more search criteriaor leave all search criteriafieldsblank toretrieve all. To specify search
criteria:

» Type datainto any combination, al, or none of the listed search fields. (Most search fields change
|etters to uppercase for the search.)

« If you know the exact words or phrase, enter the text wrapped in quotes.

» Use* only at the end of aword and only when you have entered a single word in the field
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« If desired, to enter a range of numbers or dates, use any of these range operators. >, <, >=, <=,
and ..Note that the .. operator may be used only between two date values. It may not be used with a
single date. All other operators are used before single dates.

* Specify datesin the format mm/dd/yyyy. Using logical operators & (AND) and | (OR) with multiple
search parameters.

2. Click search

OLE displaysthelist of applicable valuesthat you have requested. After thevaluelist isdisplayed, you
may take one of the following actions by clicking the hyperlinks labeled a and b below.

In KFS-inherited screens:

200 itams retrieved, displaying 1 to 100.[Fir:

[First/Prev] 1, 2 [Next/Last
- / or m Reportsto | ACIVE—3> Organization Manager
s

1781 items found. Please refine your search criteria to narrow down your search. @

Return | Chart

Value | Code | Code Hame

T . B2 DS INDIANA DAILY STUDENT 50 I3 BL QUR Yas ole-nueviclat
w%@ IMay INDLANA MEMORIAL UNION g0 fo Ba axge Yes e e
retun o, - INDLANA MOLECULAR, BIOLOGY . 5 " .

xalye = 1ne1 INSTITUTE & < = BuGs il oe-abelra
Sl ga 1My INDIANA MEMORIAL UNION &0 E Ba MuS Yes gle-bptull

In OLE-built screensa new pop-up window appears. Lookup result listsappear likethis:

Return Value License Request Type Name ] icense Request Type Description § Active Indicator ; ]
return value New e —U
t value Renawal W e
valus @ Addendum Addendum true

Showing 1 te 3 of 3 entries 1

(a) Click return value to select the code.

(b) Click the name of a column, or the arrows, to sort the retrieved values by that column.

Multiple Value Lookup

In global Chart of Account e-docs, documentsrequiring alist of values come with aspecial multiple value
lookup screen where you may select multiple values from the search list. The Look Up / Add Multiple

xxx Lines'™ (where xxx isthe name of the attributes you are updating) link is available in the applicable
section of the tab where this feature is available.

The Look Up / Add Multiple xxx Lines '™ takes you to a special search screen where you are given
an opportunity to build alist of values from which you may choose one or more values by selecting the
check boxes in the rightmost column.
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Chart Code:

Account Mumber: |

ﬁ'_

Arcount Mame:

Organidation Code:
Aicounk Type Code:

Guli-Fund Growp Code: |

Fincal OFficer Primcipal Mame:

LS jbar Pesanadl, SO0 fams refraedd, Plesis raling your sasroh orilaris 1o narros dasn

Currantly viening pege 1 af I (rews L Bs 100,

dabe pager 1 2

nimban b s L b b adi
select? & m‘_“m ArooEnt Hame
0142900 NOR-CENERAL FUND
= L | ACEOLYT
m 0211101 |=Hxds - FACZ REE -
PEYCH

0211103 |=EMEs - FAC RES -
= &L PETCH

:I 5,
LY
n
:Imir:. T ovaa e T math
pmarh | ClEar | oo (R TR T
wmarch
Account | Sul-Fund Fiagal Aigaunt
“""":;:“'" Type Grsip Hificer  |Closed? Mamages
Code | Code | ranee o
i B | @& | B (& | M@
IACOES. .
BUAL: SbCl  |EREGRICKG (w0 | RS
EERFRO,
i orees  GHERTR w  |RGHERTA
EENFROW,
EERFRO®,
PEY QERES EOBEETA G Ha E".HEEI&
{ { { -
ESY [ pEREs  CRMPRGS, oy, EOBERTA

0211107 |=¥e¥e - FAC RES -
L AL PEYCH

EORSRTA G

¢ Click aselect all option to select all valuesin thelist or on the page.

¢ Click adeselect all option to clear the check boxesfor al valuesin thelist or on the page.

Ak
Create
Bate

[TE I i

0401 155

0L 5T

D DLALFFR
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' Edit List of Accounts - hide 1
Mew Account Look Up/ Add Multiple Account Lines
* Chart Codes ¥ 5[
= Account Mumber: % [F
ACOount Mame:

[o00 ]

TN Account{BL - BLOOMINGTON-1031420-CENTER FOR ANTMAL BEHAVTOR)

Charl Code: BL - BLOOMINGTON
Account Numbser: 1031430

Account Mame: CENTER FOR ANIMAL BEHAVIOR

[Getete

-~ hide .I.l:ll:nImI:BL - BLOOMINGTON-1D3 1467 -DIST FH.D'FESE[HHIF—I"S'I’EIH
Chart Code: BL - BLOOMINGT N
Account Humber: 1031467

Account Mame: DIST PROFESSORSHIP-PSYCH
[ detene

T gersunt{BL - BLOOMING TON-1031400-PSYCHOLOGY)

Chart Code: BL - BLODMINGTON
Account Mumbser: 1031400

Acoount Name: PSYCHOLOGY
drltr

Clicking cancel . retums you to the tab you came from without populating the tab.

Export Options Links

In the KFS-inherited e-docs, to export the result of the table lookup to your local computer in CSV, Excel,
or XML format:

1. Click the export option link for the format you want.
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Balance Typs fizet
Caetn aladce Tyge Mam: ~ Sharl Naiis

A1 BALANCES - LABOR LEDGER

&3 Al BALANCES Yes

OHLY
A ACTUALS [BALANCE HEET) ACTUALS ¥es
AS ACTUAL STATISTICS ACTUAL ETATS |Mo
Bo ADRIETED BASE BUDSGET ADNBEE BUIDG Mo
B BUDGET STATISTICS BRI STATS Ma
CURRENT
B CURRENT BUDGET it Mo
E COST SHARE ENCUMARANCES C5T SHR ENCS | Yes
EX EXTERMAL ENCUMBRANCE EXTERNAL ENC |Yes
I INTERNAL ENCUHBRANCE [NTERMAL ENC | Yes
" MY | BUDG (Mo
N HUNTHLY
ME Click the export BUDG Mo
ME options Iink to MOMIMAL BAL | ¥es
FE export the table PRE-ENCUM  Wes
RE BUDG REVERT  |Mo
TH THANSFERS L]
Export apbions; CEY | spreadshent | XML
The system prompts you to click Open, Save, or Cancel.
File Download '§|

Do ywou want to open or sava this file?

Iij Mame: CAIE1IKDY =k
— Type: Mioroeodt Excel Workshest, 442 bytes
From: kualtestdrve.ong

Cipsen ] [ Seve Cancel i

[=] Akwerys msk before opening this fvpe of file

hile files from the ktemet can be wzeful, some files can potentialky harm
@ wour computer, Fyou donod tnust the sowce, do not open or seee this fils.

2. Click one of the buttons and follow the standard prompts.
Drill downs
After you perform a search in KFS-inherited, financial documents, the system displays a link or icon in

the list of retrieved data. You can 'drill down into' (that is, display) details for any of the linked items.
Standard drill down featuresin OLE include the following.
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Provide Feedbac

| Zuali.

open library environment m Maintenance | Administration Beta 0.6 (rev: )
[] action list | gl doc search Logged in User: ole-khuntley
Document Lookup 7] | detailed search || superuser search || clear saved searches |
T
|Searches =] * required field

’75\
yik
—
T —
]
—

Type:

Initiator:

Document/Notification Id:

Date Created From:

Date Created To:

Name this search (opticnal):

) clear |( cancel |

| search
10 items found. Flease refine your search criteria to narrow down your search.
10 items retrieved, displaying all items.
Document/ Notification Id Type Title Route Status Initiator Date Created | Route Loq
3664 . Credit Card Receipt Credit Card Receipt - CC8illL FINAL HUNTLEY. KEISHA Y |08/22/2012 10:40 AM ._i
3663 ( a ) Purchase Order Purchase Order - Library Material_kyh_05090901 SAVED Admin DL? b \ 08/22/2012 10:39 AM ._\l
3662 ~ Contract Manager Assignment |Contract Manager Assignment - Contract Manager Assigned | FINAL HUNTLEY, K 08/22/2012 10:37 M @
3647 Acquisition Batch Upload Acquisition Batch Upload - YBP_Firm_Ingest_kyh_082212 SAVED HUNTLEY, KEISHA Y |08/22/2012 07:35 AM ._i
3646 Requisition Requisition - 2800748636352 EXCEPTION  |HUNTLEY, KEISHA Y |08/22/2012 07:35 AM ._\l
3580 Purchase Order Amendment |Purchase Order Amendment - 9780964812406 SAVED HUNTLEY, KEISHA Y |08/20/2012 02:44 PM ._i
3573 Line Item Receiving Line Item Receiving - PO: 1038 Vendor: YBP Library Services |SAVED HUNTLEY, KEISHA Y | 08/20/2012 12:58 PM ._i
3571 Correction Recsiving Correction Recsiving - PO: 1035 Vendor: HARRASSOWITZ | SAVED HUNTLEY, KEISHA Y |08/20/2012 12:56 PM ._\l
3557 Purchase Order Close Purchase Order Close - 9781412981163 FINAL Admin, OLE 08/18/2012 11:00 PM ._i
3556 Purchase Order Close Purchase Order Close - Library Material_kyh_07070021 [N:A] |FINAL Admin, OLE 08/18/2012 11:00 PM ._\l

Export options: CSV | spreadsheet | XML

» Document ID drill down: (@) Clicking the Document ID link retrieves the specified document so you
can view or edit it.

» User drill down: (b) Clicking alinked user ID takes you to a Person Impl Inquiry report.

Person Impl Inquiry expand all | collapse all

Person Attributes - hide \

Principal Name:

Name:

First Name:

Hiddle Name:

Last Name:

Principal ID:

Entity ID:

Campus Code:

Email Address:

Phone Number:
Primary Department Code:
Employee Status Code:
Employee Type Code:
Active Indicator:

khuntley

HUNTLEY, KEISHA ¥
KEISHA

L

HUNTLEY

68162502038

3776
=18

test@email.edu

|UA-VPIT

A
4
Yes

close

Route log lookup: (c) Clicking the Route Log icon 4 takes you to the OLE Route Log for the
document in this row. The Route Log contains two tabs summarizing routing activities. The Action
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Taken tab logs prior events and the Pending Action Requests tab logs known future events, from
which you can see current Workflow action requests.

Ergpvide Feedback

" z
cuali
imancial systemsas m Maintenance | Administration

Raute Log ah
I 3909 = Fidn
Tt REquaion - Tan-Jucts-Cancal-3-U4 gh
Typa Emaumiton Craatud
Initiator HUNTLEY, KEISHAY Lt FModifesd
Stakus PROCESEL T Lt Approved
Hode{s) T Funaliz e
| actisns Taken - hida
Ackian Taken Oy Far Delegeior i, /Gube Anncintion
COMPLETED HUMTLEY. HECSHA T 05:3% FM 07/ 13/ PooR
* wbow APPROVED EENFROW, ROBERTA § 05:33 PH 87 13/ 5609
| rending Actscm Bequesks - Mg
Action Requeested OF Time, Date L ELE
1M ACTION LIST . . S . E—— .
o el fol (GERHAAT. 304 P 05:33 PH 07/ 13/ 300% KPE-SVE Accouning Raviewss 31030 5050 PRAP PSY BL
*wam L'é.mu? GERART, XOH P 0533 PR 0F/ 13 00 KFS5YS Acountng Reviews 30000 5050 MLAP FSY BL
= et (GERKAAT, XOH P 051332 PP 07 13 200 KFE-STE Arcunsng Aeiewer 30000 5000 PRAF PST BL
[y L'émnli? GERNAAT, 3O P 05:33 PH 07 13, 3005 KPE.5VS Arcmuning Raviewss 33000 3050 PRAR PSY BL
[ ruture Action Requests » g

Note

For more information, see Route L og

To augment library workflows, search results are not as standard in the OL E-build documents. However
from the search results listed there are links in blue to 'drill down into'.

License Request Lookup

E-Resource Name:

License Request Status: -la
Owner: j
Current Location: j q
License Request Type: EY
Created Date From:
Created Date To:
Last Modified Date From:
Last Modified Date To:
Create Date, Modified Date Search Combination: (=) AND
(COR
Show 10 ~| |entries osv |l || s
Actions Document Number % E-Resource Name < Owner T License Request Status Date Created < Current Location % License Request Type <
3764 test License Needed 03/21/2014 10:23 AM Publisher
a3t test License Needed 03/21/2014 10:25 AM Publisher
arra test License Needed 03/21/2014 10:25 AM Publisher
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Standard Tabs

While the tabs contained in various e-docs may vary from one document type to another, a set of standard
tabsisincluded in every e-doc. All documents contain Document Over view, Notesand Attachments, Ad

Hoc Recipients, and Route L og tabs. Additionally, financial transactions e-docs contain the Accounting
Linestab and the General Ledger Pending Entriestab.

Document Overview

The Document Overview tab identifies the document and includes fours fields—Description,
Explanation, Org. Doc # and Total Amount (total amount only exists on financial documents only).

Enplanaltion:
rg. Duc. #: =

Total Aotz

The Description field isarequired field on every e-doc because it is used to identify the transaction and

isincluded in the GL inquiry, standard reports, action list, and document search. Some documents, such
as the Requisition, will have the Description field pre-filled.

23 items retrieved, displaying all items.

Organization S I
Document I Hraanization Requisition Requisition
1d Status Document Description Document 2 Doc Status -
Number e
4577 FINAL ffJulie's test req I 1042 Closed
4449 FINAL f§j| PURAP Workflow Test 1041 Closed

The Explanation and Org Doc# fields allow you to include additional information about the document.

For those in which it applies, the Total Amount field is updated when the document is submitted
successfully.

I ® Decoment wai sutcsisfuly submised. I

ampard all | colipes ab
* reduired fiek
Oncums = Chuerviee i

* Descriphion: Cormect ohject mumtsr

Grg, Doc. #1 Explanation: year and transscton correchion
Finamcial Dascumvent Dedadl

Takal Amawsti 10700 )
| Acrounting Lines - ade
Fram
* Chart * Account Mumber Sub-Accosnt = Dbject Sub-Object Projpect COirg Red 14 = Amsounk Mctions
B 024700 orgs 100,00
o * Reterencs Qrigin Code * Rederence Mumber i Dheac ripd o
w w0
Total! 100,00
Ta
= Chan * ACOOUNE Mumbes Siih- ACComnt = DLt Sub-Object Propect Org Ret 18 = Amsnunt Actions
- L Qs 100.02
! * Rederence Owigin Cosde * Rederence Hwmber Lime Descripiion
w ]

Taotal: 165.00
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Document Overview Tab Definitions

Title Description

Description Required. Enter the short description for the document. The description
appears in the GL Inquiry (for financial documents), standard reports,
action list and document search as a primary identification of the

document.

Explanation Optional. Enter amore detailed explanation than the information supplied
in the description field.

Total Amount Display-only on financial documents. Displays the total amount of
accounting lines when the document is submitted successfully.

Org. Doc. # Optional. Enter the value that may include departmental or organizational
information. This number is not the same as the Document Number
assigned by OLE.

Note

Other datafields may be available in the document overview of specific documents.

OLE Financial Documents Accounting Lines Tab

Accounting information for afinancial transaction is entered in the Accounting Linestab. Thisiswhere
the accounting string datais entered. Therequired fieldsand theformat of thetab vary slightly by document
type. The Amt field may also look different, depending on the type of document you are creating.

Single-Sided Entry

A number of documents require you to enter information onto only one side of the transaction because the
balancing side of the transaction is automatically generated by OLE based on pre-set business rules. An
example of asingle-sided entry is the Purchase Order Accounting Lines.

> hide | Accounting Lines

Accounting Lines g hide detail
Source
a ccount Number ub-Accoun je ub-Objes rojes rg Rel ollar ercen ions
* Chart A t Numb Sub-A t * Object Sub-Object Project Org Ref Id * Doll = P t Acti
E l— a l— CY ’— a8 l_ a8 a add
T I | [ 0.00
* Chart * Account Number Sub-Account * Object Sub-Object Project Org Ref Id * Dollar § * Percent Actions
[ess7ses > S iz |3 3 [ & [ [ 23500 | 100.00 balﬂ_E'e!e
oo — ONOGR A LR inquiry
BLOOMINGTON LINGUISTICS MONOGRAPH FIRM

Double-Sided Entry

Severa types of documents function by placing accounts, object codes, and amount combinations in
separate sections of the Accounting Linestab. In adocument with From/T o sections (such asthe General
Error Correction or GEC document), the From section of the transaction represents a decrease in income,
expense, or budget to an account. For example, when an account is entered in the From section of a
GEC document and the object code is an expense type, the transaction reduces (credits) the expense and
increases (debits) cash for that account.

The To section of this same type of transaction represents an increase in income, expense, or budget to
an account. For example, when an account is entered in the To section of a GEC document and the object
code is an expense type, the transaction increases (debits) the expense and decreases (credits) cash for
this account.
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Gaeneral Error Comrection =

Doc Mbr: 3437

Onitiston Lhuntky

Statusc IHITLATED

Creabed 03143 P 026009

aepand ail_| coimpa all

* nequired Tekd

Arramsting | e = hign
Arcomsiing Lisss [
ﬁ * Chart * Kecount Mumber Suls Arcount * Object Sub Obyect Project ey el 14 * Amoun At Dnery
- A A 5 A 3 (1]
add: * Bedurance Origin Code * Reberance Humbsr Lina Description
CY add
@ -
* Chart * Account Bumbsr Sub-Account * Obijmct Sub-{hject Froject GrgAefTd | * Amount | Actioms
- LY LY LY ) L) [
add: ® Bederance Origin Code * Relerence Rymlees Line Desoriphion
T ]

Accounting Lines Tab Definitions

Title Description

Chart Required. Select the chart code from the Chart list.

Account Required. Enter the account number or search for it from the Account
lookup S .

Sub-Account Optional. Enter the sub-account number or search for it from the Sub-
Account lookup Q“.

Object Required. Enter the object code or search for it from the Object Code
lookup L .

Sub-Object Optional. Enter the sub-object code or search for it from the Sub-Object
lookup L .

Project Optional. Enter the project code or search for it from the Project lookup
a4

Object Type Required only for the Journal Voucher document. Enter the object type

code or search for it from the Object Typelookup A . Thisvalueisauto-
populated based on the object code used in the JV document when you
click add.

Organization Reference

Optional. Enter the appropriate data for the transactions.

Amount (Or Doallar in some documents)

Required. Enter the amount.

Ref Origin Code Required only for the General Error Correction document. Enter the ref
origin code or search for it from the Origination Code lookup L .

Ref Number Required only for the General Error Correction document. Enter the ref
number.

Line Desc Optional in most documents. Enter a description of the transaction line.

Note

This field is required in a few documents and is noted as required in the
help documentation for these types of documents.

Some of the above fields are not included in al documents. Specific requirements for each
document type are noted in the section for the document type.

Displaying Account Details

Descriptions for the accounting string data may be hidden or shown by clicking show detail and hide
detail.
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hide detail

Org Ref Id * pollar & * Percent Actions
| | | 0.00 add
Org Ref Id * Dollar & * Percent Actions
| | 23500 | 100.00
bal imguiey

Clicking hide detail hides the COA titlesin the Accounting Lines tab:

_

* Chart | * Account = SubAccount | * Oblect SubOblect  Profect *Ifﬂ*
add: | BA ¥ |5244840 W[ % 4700 |\ | S| Y[z

Clicking show detail displays the COA titlesin the Accounting Lines tab:

Accounting Lines i

= — : -
BA v 9744340 ¥ | VY b0 |\¥ (Ex ¥ | >

addi |0 sk LoT MATe — .

Accounting Lines Buttons

The accounting lines buttons offer the following options.

* To add an accounting line to the document, click
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hicke diizil
=t ]
Org Ref * At '
Broject Id Debit Credit | Actions
By | [
Pl il
[hebit Credit

Totals 0D Totals 0.0

The system validates the account number, expiration status and business rules specific to the document
type.

Note

If the account number isexpired, you must check the Expired Over ride box or enter adifferent
account in order to add the line.

Accounting Lines - hide |

Accounting Lines B

Errars Tound in this section:
® Account 4131410 has expired, Please overnde B0 use i anyway, oF use the recom

Chart Account Sub- | -

’ : Account | * Dbject Type
BL I |o=un |3 | Y @ B ® |

add! HIMETER w Expred Oyerride: E .

To delete the accounting line, click .

Projoct Id |  Debk Credit | Actions
&Y 000 | 0.00 —
%y ' 1000 | 0.00

delete

bad H'qunh‘

To open the balanceinguiry menu, click | 28! M3LFY | Then select one of the reports by clicking the
lookup icon '™ next to the desired report title. .
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Balance Inquiry Report Menu

Avallable Balances
Balances by Consolidation
Cash Balanoes
General Ledger Balanoe
Ganeral Ledger Emiry
General Ledger Pending Enlry
Open Fnoumbrances

LT A L

| cErvosl

Import Lines

If you have a number of accounting lines to enter, you may create a .csv file containing the transactions
and import it into the document.

Note

For information about accessing and using the import templates, see Importing Data Into OLE.

Restrictions

Each financial transaction document is governed by business rules for the document type and the
accounting line data. Rules may be derived from specific attributes associated with the account, object

code, or other accounting string data. The following is a partial list of account and object code attributes
that may cause restrictions on various documents.

Attributesthat may causerestrictionsin entering accounting lines

Attribute Cross Edit

Account Fund Group, Sub-Fund Group, Budget Recording Level, Effective/
Expiration Date, Account Sufficient Funds, Object Presence Control,
Income Stream Account

Object Code Object Type, Object Sub-Type, Object Level, Consolidated Object Code

General Ledger Pending Entries Tab

After afinancial transaction document has been submitted, the General Ledger Pending Entries tab
displaysthe actual entriesthat are to be posted to the GL when the document isfully approved and the GL
batch process has run. In addition to the entries the user created, the General Ledger Pending Entries
tab may include system-generated offset transactions. Before you submit the document, this tab contains

the message 'There are currently no General Ledger Pending Entries associated with the Transaction
Processing document'.

" General Ledger Pending Entries + hide

There are currently no General Ledger Pending Entries associated with this Transaction Processing document.
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When thedocument is submitted into routing for approval, the pending entriesare displayed in the Gener al
Ledger Pending Entries tab. After a transaction is fully approved, these entries are posted in a batch
process to the General Ledger. After the batch process has been run, the general ledger pending entries
are moved from thistab of the document.

General Ledger Pending Entries = e

Ganeral Ladger Dending Entries &Y

geo e f Chart | * Account * Subsccount | Cehpect * fubObject | * Project DG, Typs Code Balance Typs
1 &= 3744540 — A700 —- R et & 7] AL o= 200,00 o
2 oA 3244501 T |- S— AL AL 20000 |C

Obj Typs | Amount | DSC

|
aeneral Ledger Pending Entries = hide

General Ledger Pending Enkries E
Bea#  Chat  Account SubAccount Obdect Sub-Objedt Project  [Doc TypeCode  BalanceType Dbl Type  Ampamt  RAC

i LA, FIEHD S0 - A E F0.00 5
2 |ua SIZB000 000 ol AT [ 500,00 &
3 |ua [T F-rr R — 5000 - AaC Ex E00.00 C
4  |ua [T TR (— 000 e = | A e £00.00 c

Balancing Rules

Each financial e-doc isgoverned by aset of balancing rules, some of which are more complex than others.
The balancing rules within a document often enforce the basic rule that debits must equal credits. Whether
or not an accounting line generates a debit or credit relies on various factors, including which side of a
double-sided document it is in and whether the object code used represents income, expense, assets, or
lighilities, etc.

Note

The Accounting Lines total in some documents may balance to sections in the document or to
entriesin thetabs on the document. For exampl e, the Cash Recei pt document's Accounting Lines
tab balances to the Reconciliation section of the document.

Notes and Attachments Tab

Note

Size and File Type Restrictions for Attachments: The maximum size of attachments is 5
megabytes by default, but your institution may change that limit. The system imposes no
restrictions on types of files that may be attached.

The Notes and Attachmentstab displays user notes, attachments, or system-generated information about
the document. The number of notes and/or attachmentsis indicated on the tab.

Holes and Altachments (1] = Bide

bt

Posted Tmestamp Auther * mote Text Attached File Actions

:::::::

1 |o7/14/7009 09:32 AW WATSDN, TEREENGE G cepind from documens EEE] delas
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Notes and Attachments Tab Definitions

Title Description

Posted Timestamp (Posted Date/Time Stamp) Display-only. The time and date when the attachment or note was posted.

Author (Principal Name) Display-only. The full name of the user who has added the notes or
attachments.

Note Text Required. Enter comments.

Attached File Optional. Select the file to attach by clicking Browse and using the
standard Choose File dialog box. Click Cancel to clear the file name you
have selected.

Note

Other data fields may be available in the Notes and Attachments tabs of specific documents.

Click 244 _|to add a note.

Ad Hoc Recipients Tab

The Ad Hoc Recipients tab allows you to interrupt the normal workflow routing of the document and
includeindividuals or groupsin the routing path. Ad hoc routing does not supersede the normal workflow
routing of the document but is in addition to the normal routing. The Ad Hoc Recipients tab has two
sections. Person Requests and Ad Hoc Group Requests. Use one or both of the sections to route the
document to a person, group, or both.

Ad Hor Recipients - hide

Prrsnm Requnsts:
= Action Aeguested * Person Actions
APPROVE - - i
Ad Hoo Lroup Reguesis:
* Action Requested Namespace Code Hanss Ao
BFPROVE - LY i

Ad Hoc Recipients Tab Definitions

Title Description

Action Requested Required. Select the desired action from the Action Requested list. The
choices are APPROVE, ACKNOWLEDGE, and FY].

Person Required when routing the document to an individual. Enter a user ID or

select it from the lookup L .

Ad Hoc Group Requested Required when routing the document to a group. Enter a group name or

select it from the lookup Q“.
Click |_2dd_|in the Actions column to add the current line.

Click | 2B |1 the Actions column to delete the current line.

Note

For more information about ad hoc routing, see Ad Hoc Routing.
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Route Log Tab

Most financial documents require one or more approvals before they impact the General Ledger. The
process usualy begins with Workflow identifying all account numbers used on the document and
requesting the approval of the fiscal officers associated with these accounts. The applicable routing
information for each e-doc can be found in its Route L og tab.

OLE-built, library documents can be routed also. This allows for audit trail functionality.

RoulwLog TR S NN =" -
- sam
Title Cesbursement Weucher « IL-taxwithholdieg=3 [N:A:N:N]
Type gy rpement Wgucher Created 09122 AM 0FFLA3009
Initintor WATSOHN. TERRENCE G Last Hodified O%:44 AM 07/14/200%
Status EMROUTE Last Approved
Node{s) Tace Finalized
A . = hida
Action Takan By Far Delagator Timna /Date Amnofation
COMPLETED WATSORN, TERREHCE & 23 AH 077 14/ 2000
¥ s AFFROVED S9:25 AH 0714/ 2009
¥ v APPROVED TOOLE, SAVARMAH X o944 AH 0714/ 2009
| Pendesg Actson Reguests * hie
Action Regqeested OF Time/ Diate Amnotation
_ :rlﬂlnru:u LIST [Mubipls - sperd 3 see detailsl 09:44 AM 07/ 14/ 2009 HP5S-5T5 Tax Mansgar

For more information about the Route Log, see Route L og.

Basic E-Doc Operations

This section describes basic e-doc operations that you perform on many different types of documents.

Initiating a Document

1. Select the document link from the correct menu tab (Deliver, Describe, Select/Acquire).

2. Complete required tabs for the document.
Note

For information about the requirements for a particular type of e-doc, see the help
documentation for the specific document type in the OLE Document Portal.

3 Click \._S4PMIE_ I+t route the document for approval.

Copying a Document

(initiating a document based on another document)
Y ou may initiate a new document based on an existing document.

1. Retrieve the document from which you want to copy.
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Note

For information about how to retrieve adocument, see Using Doc Search to Find a Document.

Click . ““F¥ 15 route the document for approval.

The system creates a new document with a new document 1D. The document ID information for the
copied-from document is displayed in the document header and aso in the Notes and Attachments
tab of the new document.

Tip

Clicking the Copied from Document |d takes you to the document you copied from.

Doc Nbr: | 298329 Status: INITIATED Copied from Document Id: igf
Initiator: khuntley Created: 03:39 PM 06/26/2007

A note stating that the document was copied from another document is attached to the copied-from
document.

Motes and Attachments (1) -+ hiae

Posted Timestamp Author ® Hole Texi

ald:

1 6362007 15:359:12 HUNTLEY.KEISHA Y |Copied from document F5ErsE

3. Complete required tabs for the document.

4. .
Click \._S4PMIE_ I+t route the document for approval.

Note

For information about the requirements for a particular type of e-doc, see the help
documentation for the specific document type. For information about routing the document,
see Routing a Document.

Tip
L ookup and Copy Feature for Maintenance e-docs To create a Maintenance Doc table code
that issimilar to one of the existing codes, click the copy link. The system creates adocument with

the same values, except for the values in the identifying fields. This copy featureis not available
from the valid value lookup within the financial transaction documents.
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. T T I ' - Billin - ! , !
! Billing - Billing Line 1 | Billing Line 2 | Billing City | _ Billing Billing Billing | gijjing phone | Billing Email | Active
Actions | ¢ mpus Code| Eilling Name Address Address Name |State Code Postal Code SOOIV Number Address | Indicator
edilf copv L THE UNIVERSITY ‘SEYCA”B“LETS P.0. BOX 4085  |BUTTER NUT |SC 47402 us (342) 456-2398 es
PURDUE UNIV. - |ACCOUNTING |520 UNION DRIVE i i

edit copy|CO e TENEDS AT T BOSTON ™ 46202-5170 |US (862) 912-8658 Yes
ACCOUNTS 2325 CHESTER

edit copw EA unIverRsITY gas [SCEOUT Er RICHMOND  |OR 47374-1283 |US (292) 973-8382 Yes
ACCOUNTING

edit copv|IN prysicaL pant (AESOUITING 1123 Hicks WASHINGTON|TN 46202-5170 |US (317) 274-8658 Yes

Savi D t
To save the document to work on later, click - *#¥% |

2. Verify that thedocument was successfully saved. The system displaysamessagein theupper | eft corner.

s

© DoCimiE R O e T

* Description: ||Sas

General Error Comection |+

Diocument was successfully saved.

Total Amoawnt: | ©.00

3. Retrieve the document at alater time to continue working.

Note

For information about how to retrieve adocument, see Using Doc Search to Find a Document.

Canceling a Document
Note

Documents in 'INITIATED' status that are canceled are removed from the database and cannot
be retrieved or viewed.

1 cancel

" To cancel adocument, click in the array of workflow action buttons.

yes |

2 When prompted, 'Are you sure you want to cancel?' click '

Are you sure you want to cancel?
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Closing a Document

1 —
To close a document and return to the menu tab, click cioss );, the array of workflow action

buttons.

2 When prompted 'Would you like to save this document before you close it?' click - ¥*5 ' to
proceed.

Note

Closing adocument in 'INITIATED' status has the same effect as canceling the document.

Routing a Document

Thee-doc process supports both pre-established workflow routing and ad hoc routing. In workflow routing,
OLE routes the document to the proper users based on business rules established in Workflow. Ad hoc
routing allows a user to route the document to one or more individual users and/or groups for approval,
acknowledgment, or FY1I.

Unless you want to add an ad hoc routing, select one of the action buttons to route the document in the
predefined routing hierarchy.

Lapital Edil b nhre

Lemeral Lediger Fending Ewiries 1]

Using the Action List

The action list button is located in the upper left corner of the screen allows you to view and act on
documents that require your completion, acknowledgment, approval, and FY1.

fauali.

open library environment Deliver  Describe

l'l' doc search | | £ search workbench |
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Action List prafersrom | | refresh | | Al haln chmk scrioe, Bt g
”7“"53 [rrap—
Actinn List
20 itw=a retrived, disclaying 11 bn 20, [Firb/Pree] L. 2 [MextiLan]
1 Typs Tifls o Actio Lag

2055 vendar FOREIGH WEMDOR

360 Fayment Request

L0RS Vandor: FOREIGH VEMDOR

JET7 Fayment Requast

FIKAL |FYI HUBTLEY. KEISHA ¥ NOHE |

SAWVED |COMPLETE FMILEY, KELSHA T

Cebersgrment Viucher « PU-laswithhaldng S (N8 R:N) ENROUTE APPLOVE

Caghersement Youcher - PU-taowithholding-6 [WeA KoM ENRCLTE | APFROVE

R Tionia

Documents sent to your action list may request various types of actions from you. The most commonly
requested actions are:

» Approve: Verify that the transaction is acceptable. Approved financial documents continue routing to
additional approvers, or if fully approved, are included in the next update to the General Ledger.

» Acknowledge: View and acknowledge a transaction, without the need for giving formal approval. You
must open the document from your action list to clear it out. Thistype of action request is generated to
prior approvers and the initiator when a document is disapproved.

* FYI: A courtesy request allowing you to view the transaction or to clear the request from your action
list without viewing it. Y ou do not need to view the transactions sent for FY| routing.

Note

For more information about the action list, see Action List.

Searching OLE

As OLE grows to include more document types (patrons, bibliographic formats, licenses, etc.), OLE
continues to integrate Search capabilities, where the search functions provide interoperability instead of
some of the localized wildcards, limits on bibliographic fields, or other search-specific criteria below.
Library users will be included in future testing and development of OLE Search, building upon our
emerging search typesfor:

» Docstore Search / Search Workbench — full Bibliographic searching, edit and modify bibliographic,
instance and e-instance (holdings, items, and e-holdings) records

» Acquisitions Search — includes limited Bibliographic searching

 Order Holding Queue — search on requisitions: actions on individual documents, or Approve/Cancel/
Calculate return for further action, group of requisitions

» Receiving and Claiming Queue — complete receiving from search via queue, pay for the item, or claim
* Serials Search and Receive - search for serials and create or modify receiving records
» Fund Lookup — query general ledger for account balances and availabilities

» E-Resource Search and License Request Search

37



OLE E-Doc Fundamentals

KFSinherited transactional Searches (no Bibliographic fields, only transactional- vendor, dates, etc.)
* Payment Request
» Purchase Orders

* Reguisition - search on Title, Author, Publisher etc. added to eDoc transactional fields (selector, vendor,
dates, doc id, delivery info, account/fund, etc.

* Receiving

Other search functions availablein OLE

 Lookups (referenced as needed in several sections)

» Lookup icon (referenced as needed in several sections; inherited from KFS)
» Custom Document Searches (inherited from KFS)

» Doc Search button

 Saving Custom (Session) Searches (as applied in OLE)

Search Workbench

Sear ch Workbench isan OLE search interface, aportal used to locate bibliographic, holdings, eholdings
or item records in OLE. From there you can take further actions on records, e.g. viewing or modifying
them. The Search Workbench supports a variety of searches and both atitle and a call number browse.

Access Search Wor kbench by clicking on the search workbench button. This buttonislocated in the left
corner of the upper menu and isvisible at all timesin any module.

fauali.

open library environment Deliver ~ Describe = Select/Acquire

(=] action list | (g doc search{{ | °£|search workbench |

Process Overview

Once you have opened Sear ch Workbench, you can perform a search to find arecord or set of records.

Search Workbench ¢

Document Type: | Bbiograpnic & Seleot Records By:  Search -l
The following special characters @#,%,5,/,~ ()L },<.>" ;.-\, are ignored in search text.
Search For: All of these || nFew: <] @avo Oor Onwor
St h Clear New Search
Search Results Narrow Search
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Getting Started

When Search Workbench is first opened, the user will see the simple search interface that is pictured
above.

On the top portion of the search interface, on the right hand side, the user is given the option to perform
two search types: Search or Browse. These options are found in the Select Records By area.

Select Records By: | | Search

............................................................................................. -

Search
Browsea

For information on searching, go to the searching section of this document. For information on browsing,
go to either the general browsing, title browsing, or call number browsing sections of this document.

Searching

Select Sear ch in the “ Select Records by:” drop-down list in order to execute a search in OLE.

Search Workbench o

Document Type: | Bibliographic = Select Records By:  Search |
The following special characters @,4,%,5./,-!,().0}<> ;-\, are ignored In search text.
Search For: All of these =| | InField: - @anD OR (ONOT Add
Search Clear New Search
Search Results Narrow Search

1. First select aDocument Type from the drop down menu provided. Available Document Types are:
 Bibliographic: Thisisthe default setting.
» EHoldings
* Holdings
* Item

* License (Not available in this release)

Note

The Document Type selection drives the menu of available seach fieldsin the I n Field menu.
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Search Workbench ¢

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

Bibliographic

Search CieHoidings

MNote - Holdings
ltem

License

Search conditions
The following spe:

2. Theterm(s) to be searched are entered in the Search For box.

Search For:

3. Next, you can select from the drop down list with the following options:
» All of these: all terms are found in the specified field
» Any of these: any of the terms are found in the specified field

» Asaphrase: all terms must appear in the specified order

Note

You may search for hyphenated text if you choose to search "As a phrase”. As noted on the
interface, the hyphen will be ignored. By searching "Asaphrase” the order of thetext istaken
into consideration.

|
Any of these
As a phrase
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4. Using the In Field menu, you can select afield to be searched from a drop-down list. As mentioned
above, this menu is driven by the Document Type that you selected for your search. You can include
all listed fields in your search by leaving the In Field box blank or by selecting ANY from the drop-
down list.

| Author

New Sl Date of Publication
Description
Format
ISBM
ISSMN
Journal Title
Language
Local Identifier
Publisher
Subject
Title

5. You may also select a Boolean operator to apply to your search. To do this, follow these steps:

a Enter aterm in the Search For field. It aterm is not entered first, then the user will not be able
to add fields.

b

Click the = 49

button, located on the right side of the screen, to add an additional search bar.

c. Enter asearch term in the new Search For field.

d.
Click L to enter more fields, as needed.

e. Adjust the Boolean operators as needed by selecting clicking in the radio buttons next to AND, OR,
or NOT

Search Conditions
Note -

Search conditions are applied in the order they appear. e.g. (({ Gondition 1 and Condition 2 ) or Condition 3) and Condition 4)
The following scecial characters @4 9.8/ L0 <.>.' ;-\ A, are ignored In search text

Search For: | music Alof these ~| | InFieta: ~| | ®@ano Oor Onot 58 | Delete
Search For:| clarinet Al of these || nFieia: < | @avw Oor Onor o | | Dvete

Search For: Allof these ~|| InFlela: | | @0 Oor Owor EIRETS

Search Glear New Search
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Note

OLE does not currently support cross-document-type searching. Y ou cannot, for example,
search for title datain bibliographic record and location data in a holdings record.

6. There are three options at this point:

Search
Click to perform the search.
Clear
Click to clear search values and start a new search.
, New Search o
Click to perform a new search after you have performed an initial search.

7. You can also perform an “open search.” If you do not enter any search terms, all of the records matching
the document type will be included in the search results when the Search button is clicked.

_ Search _
Onceyou clicked on you will seethe search results:
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Search Workbench o

Document Type:  Bibliographic =l Select Records By:  Search |
The following special characters @ #,%,8./,~,1,().{},<,>,",.,-\,, are ignored in search text.
Search For: Al of these =] InField: - @anp OOR ONoT Add
Search Clear New Search
Search Results Narrow Search
Show 10 x| entries
Genre more
Title ¢ Author ¢ Pub Date <
2012 Arabic fiction (1)
2014 Aufsatzsammlung (2)
OLETS-1132 Slabach, Rich Christian literature, Early (1)
JQKADZHGJVIR Computer adventure games. (1)
OCQYS7S2PREY

Educational films. (1)
Doreen's test of the 007 populating with default data /

NTUIX7381E8J Format e
Doreen’s second test of populating the 007 / Book (512)
RCOIDA3OTCMS Conference/Event (3)
KTVHTOI22708 414LGIBUGA3RTX Datatile (1)
Showing 1 o 10 of 544 entries Journal/Periodical (3)

Next
Musical score (1)

Language more

Arabic (1)

Austronesian (Other) (1)

Bosnian (1)

Chiefly in Polish with some documents in Russian. (1)
Chinese (2)

Subject more

Actors -- Serbia (1)

Actors -- Serbia -- Biography. (1)
Adult education - Poland. (3)
Adult learning -- Poland. (1)

Advertising agencies -- New York (State) (1)

PublicationDate more

1870s (1)
1880s (1)
1890s (1)
1900 (2)
1910 (5)

Author more

OQOLWTIJZ3HKYS (1)
0ISDEEF82075GB (1)
2BRVSSTTW (1)
414LGIBUG4IRTX (1)
72T7DNPW29T25M (1)

All records matching your search will display in the search results. There are no maximum record limits
to constrain your searches.

Todisplay asinglerecord in the search resultsfor editing from the above example, click inthe bluetitle
entry. To open multiple records for editing, put a check in the box to the left of thetitlesfor the records
that you want to edit and click on Open Selected Recor ds below the search results — each record will
open in a separate window.

To the right of the search results, you can click on any blue facet to narrow the search results. You
can click more above any facet section for additional facet options. Note that facets are presented only
with a bibliographic search.

Thesearchresultswill providethetitleregardless of the document type sel ected. What other information
that will display for recordsin the search resultsis locally configurable and will vary from institution-
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to-ingtitution. The number of entries displayed on a screen isalso locally configurable. In the example
above you can adjust the number of records displayed on asingle screen viaadrop-down list. Note that
you can see the total number of records in the search results just below the list.

At the bottom of the list on the right, you can click on Next to go to forward one screen of results or
Previous to go back one screen.

Click on any blue facet to narrow your search results. Y ou may click mor e above any facet section to
view additional facet options.

Click L to remove afacet and expand your search:

Narrow Search

Remove filter Actions
Video Remove
Tip

At the bottom of the search results screen, thereisan “Export to XML" button that allows you
to open selected records (those with a check) in XML in awindow below the search resuilts.

Browsing

The search workbench supports browsing by title and by call number. Y ou can begin browsing by selecting
Browse in the “ Select Records By:” drop-down list.

Search Workbench ¢

Select Records By: | | Browse |
Browse by:  Title j
Title starting with:
Browse Clear

Then select either Title or Call Number from the “Browse by:” drop-down list. The search interface will
differ for title and call number browses.
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Title Browsing

A titlebrowseresultsin aview of thetitleindex at the point where the term(s) that you enter would appear
in an alphabetical index of titlesin the database. When searching, it doesn’t matter what order your search
terms are in, unless you are searching as a phrase. For title browsing, you need to enter your title terms
in the order in which they would appear on the bibliographic record. The exception is initial articles —
these should not be included in your browse terms. Do not omit non-initial articles, prepositions, etc. when
browsing, as these affect browse indexing.

Enter as much of thetitle asyou care to. If you are entering a single term, it must be the first word of the
title that is not an initial article.

After selecting Titlein the “Browse by:” drop-down list, you will see avery simple interface:

Search Workbench ¢

Browse by:  Title -]
Title starting with:
Browse Clear

Enter the beginning word(s) of the titlein the Title starting with: box.

Note

Enter only lower case letters. The title browse functionality does not currently work with upper
case |etters.

Y our browse results will display.
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Search Workbench ¢

Select Records By: ; | Browse ol

Browse by: Title M|

Title starting with: under
Browse Clear

Show 10 x| entries

Under the wolf, under the dog / 10000325 Rapp, Adam. 2004
Under the wolf, under the dog / 10000070 Rapp, Adam. 2004
United States Trustee Program : watchdog or attack 10000046 United States. 2009

dog? : hearing before the Subcommittee on
Commercial and Administrative Law of the Committee
on the Judiciary, House of Representatives, One
Hundred Tenth Congress, first session, October 2,
2007.

United States Trustee Program : watchdog or attack 10000301 United States. 2009
dog? : hearing before the Subcommittee on

Commercial and Administrative Law of the Committee

on the Judiciary, House of Representatives, One

Hundred Tenth Congress, first session, October 2,

2007.

United States Trustee Program watchdog or attack 10000045 United States. 2009
dog? : hearing before the Subcommittee on

Commercial and Administrative Law of the Committee

on the Judiciary, House of Representatives, One

Hundred Tenth Congress, first session, October 2,

2007.

United States Trustee Program watchdog or attack 10000300 United States. 2009
dog? : hearing before the Subcommittee on

Commercial and Administrative Law of the Committee

on the Judiciary, House of Representatives, One

Hundred Tenth Congress, first session, October 2,

2007.

Unowoczesnianie | poprawa Jakosci produkcji / 10000651 Werewka, Stanistaw. 1970
UOWDVCAHE 10001110 QYS2CMZMX

Uprawnienia kobiet pracujacych / 10000629 Miroriczuk, Albin, 1962
Uprawnienia pracownika w razie wypadku przy pracy 10000676 Miroficzuk, Albin, 1969

lub choroby zawodowe] /

Showing 994 to 1003 of 1091 entries
Previous = Mext

The information that appearsin addition to the title islocally configurable and will vary from institution-
to-ingtitution. To edit the bibliographic record for atitle in the above example, click on the title. With
browse results, you cannot choose multiple records for editing with a single command. However, when
you open a record for editing, it opens in a new window, so your browse results remain for selecting
additional records for editing if needed.

The number of entries displayed on a screen is also locally configurable. In the example above you can
adjust the number of records displayed on a single screen via a drop-down list. Note that you can see the
total number of recordsin the search results just below the list.

At the bottom of the list on the right, you can click on Next to go to forward one screen of results or
Previous to go back one screen.

Call Number Browsing
Call number browsing results are also an index display. Enter as much of the call humber as you want,
but be sure that no elements of the call number are omitted from the string that you enter for your call

number browse.

After selecting Call Number in the “Browse by:” drop-down list, you will seethisinterface:
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Search Workbench ¢

Select Records By: i Browse j

Browseby:  Call Number || Document Type: (=) Holdings Item

Call Number starting with: Location : | call Number Type: Library of Congress Classification ( =|

Browse Clear

» Using Document Type, the user can choose to search a Holdings or Item
» Using Location, the user can limit the search by the locations within their library.
» Using Call Number Type, theuser can sel ect which classification schemeused by their library to search.

Enter all or part of a call number in the Call Number starting with: box and click browse to produce
results.

Note

There are several glitches in sorting by Dewey Decimal Classification. For more information
about the issues discovered, please see OLE-6632.
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Search Workbench ¢

Select Records By:  Browse |

Browseby: Call Number | Document Type: (*) Holdings (_)item

Call Number starting with: D45 Location : j Call Number Type: Library of Gongress Glassification (j
Browse Clear
~ Browse Results:
Show 10 | entries
- Call Number Location Title Author
D45 .M453 B-EDUC/BED-STACKS3 EBYSBBDRN JESWB4BSY
D867.67 2001 B-EDUC/BED-STACKS JAPANESE INTELLIGENCE IN WORLD WAR  KOTANI, KEN
II; TRANS. BY CHIHARU KOTANI.
DK510.763.5498 2013 UC/JRL/Gen Freedom, repression, and private property in  Shiapentokh, Viadimir,
Russia /
DS5.E87 2014 UG/JRL/Gen Eurasian corridors of interconnection :from
the South China to the Gaspian Sea /
DT510.43.K76B43 2003 UC/JRL/Gen The bead Is constant /
DUS9.M4T 2013 UGC/JRL/Gen Pierre Bernard Milius :last commander of the  Milius, Pierre Bernard,
Baudin Expedition : the journal, 1800-1804 /
DVB 1347 UG/JRL/Gen The way to dusty death /
E78.W5 L48 1994 LEHIGH/FM/FM-1-LOBBY Neither wolf nor dog :American Indians, Lewis, David Rich.
environment, and agrarian change /
E230.W28 2014 UC/RL/Gen Poisoned by lies and hypocrisy :America's Watt, Gavin K.
first attempt to bring liberty to Canada,
1775-1776 /
EB863 .P28 B-EDUGC/BED-STACKS AUSBNIKY0 89LZE0OGU

Showing 12 to 21 of 189 entries
Previous MNext

With browse results, you cannot choose multiple records for editing with a single command. However,
when you open arecord for editing, it opensin a new window, so your browse results remain for selecting
additional records for editing.

Theinformation that appears in addition to the title is locally configurable and will vary from institution-
to-ingtitution. To edit the bibliographic record for atitle in the example above, click on thetitle.

Clicking on the call number in the example above will open either a holdings record or an item record,
depending on which one you selected for your browse.

The number of entries displayed on a screen is also locally configurable. In the example above you can
adjust the number of records displayed on a single screen via a drop-down list. Note that you can see the
total number of recordsin the search results just below the list.

At the bottom of the list on the right, you can click on Next to go to forward one screen of results or
Previous to go back one screen.

Actions Available From Search or Browse Results

1. When searching by Document Type Bibliographic, click the title to open the bibliographic record
editor.
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Note

For more information about record editors, see MARC Editor

2. When searching by Document Type EHoldings, click the title to open the record. Click edit on the E-
Instance Editor to edit the eholding.

Note
For more information about the E-Instance Editors, see the E-Instance Editor

3. When searching by Document Type Holdings or Item, click the title to open the record. Click edit on
the Instance Editor to edit the Holdings or Item.

Note

For more information about the Instance Editors, see the Instance Editor

Using Doc Search to Find a Document

The doc sear ch buttonislocated in the upper | eft corner of the screen. Using this button, you can search for
adocument you want to view or work with. Thisbutton allowsyou to quickly search for any transactional or
acquisitions document by Document type, by Selector/initiator, dates, or document identification number.
Click the search button without entering any criteriato view documents created today.

auali.

open library environme

Deliver Describe Select/Acquire

| | £l doc search | | JE search workbench |

| ] action lis

1 Click [l doc search

2. Enter search criteria
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Type:

Initiator:

Document/Notification Id:

Date Created From:

Date Created To:

Name this search {optional):

Note

Search

L P

=]

=]

clear

cancel

For explanations about search criteria fields, see Standard Data Entry, Selection, Action, and
Navigation Tools and Standard Links and Icons.

3. f
Click - search

4. Click the document ID link to open the document, the Initiator 1D link to retrieve a workflow user

report, or the Route L og icon d to view the workflow status.

Click the
Document ID link
to open the
document

- — Decument Twpe
Id
4813 OLE Batch Frocess
4812 \OLE Bistch Process Profile
2809 'OLE Batch Process
3807 'OLE Batch Process Frofile

Document Type: >
S

Initiator: |
Document Td: |
Date Created From: Ragszat: o
Date Created To: [ L9
Name this search (optional): |

woarch chnar cancel

h CrLEnin 1o narTow down wour saanch.
TOO.[FirstfFrev] 1, 2. 3 [Mext/Logt]

TLitle

OLE Batch Process - New Batch Frocess Docement2813
Edit OLEBatchProcessFrofileBo - frmfiocagain
OLE Batch Process - New Eatch Frocess Document4806

Edit QLESatchProcessProfileBa - fmiiiagain

Click the user
link for a
workflow

Click the Route
Log icon to
view workflow

user report status
Status Lnitiator Date Created | BN
SAVED l:;.H.HI&L_SﬂEH: OD:‘_-'zs_-'zzl'.: 05:02 _\l
FINAL ?HHII.EL.K.EIEH& g;.-':s\.-;:'.: 05:01 _-l
SAVED ;_I.'J_.__._.EJ.._'T"V KELSHA 0B/25/2013 05:00 | 3
FINAL ;MILELJ.ELSM 2'51.-'25-'::'.3 04:59 I

Doc Search Criteria

Field Description

Type Document type. Enter the document type or select it from the Document
Type lookup .t .

Initiator User ID of the document initiator. Enter the user 1D or select it from the

Per son lookup Q\.
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Document/Notification ID Enter the numeric document 1D assigned by the system.

Date Created From/To 3
Enter or select from the calendar | the range of document creation
dates to search. You may select the From date only, the To date only, or
both.

Name this Search (optional) To save the search criteria for future use, enter a name for the search. All
saved search are accessed viaalist at thetop of the document search screen.

Tip

Using Wildcards (*) in the Search Criteria: The use of asterisks in the search criteria alows
you to perform pattern matching. To search for documents containing a string of charactersin
alphanumeric fields such as Document Title, you may enter a character string in the search
criteria accompanied by asterisks. For example, enter *test' to search for a document title that
endswith theword 'test'. Enter 'test*' to search for adocument title that beginswith theword 'test'.
Enter "*test*' to search for a document title that has the word 'test' somewhere in the document
title.

Note

For information about advanced features of the document search, see Advanced Document
Searches.

Performing Searches on Financial Documents

OLE aso includes several forms of Search in each of the module tabs: Deliver, Describe, Select/Acquire.
Many of these are further discussed in the specific section of this Drivers Manual for each function, and
each is still under devel opment.

Common Features and Search Options (Financial Docs only)

The following example shows the document lookup screen for monograph receiving.

Document Search detalled search | [ superuser search || clear saved searches | [Searches I=]

* required field

Document Type: |[laiey  |®
mnitiator: [ %
Document®d: [
Date Created From: |[ |
Date Created To: || |2
Document Description: |
Organization Document Number: ||
vendor#:|[ %
Purchase Order #:|[

Bill OF Lading #:

Packing Slip #:

Reference #:

Search Result Type: | @ pocument Specific Data Worlkflow Data
Name this search (optional):

search clear |( cancel |

Inthe exampl e above, the user sel ected Search from the Receiving menu group onthe OLE Select/Acquire
tab. This screen includes the document type OLE_RCV pre-populated in the Document Type field. It
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also contains other fields you may want to use as search criteria in your search for one or more specific
monograph receiving documents.

Each search screen gives you options for two search results types.
» Document Specific Data: In the search results, display information specific to the document(s).

» Workflow Data: In the search results, display information specific to the workflow status of the
document(s).

Search Results Type: | ® Document Specific Data () Workflow Data

Name this search (optional): || Search for my payment request

sEart

To search for specific documents, follow these basic steps:
1. To restrict the search to documents that meet criteria of your choice, enter search data as appropriate.

2. If desired, save this set of search criteria for reuse later by entering a descriptive name in the Name
this search field. Some OLE searches include the option to name and save your searches, so they
can be repeated |ater by the same user. Named searches are available for Requisition, Purchase Order,
Receiving and Payment Request searches.

Note

For information about specific fields, see the help documentation for the particular type of
document you are searching for in the OLE Documentation Portal.

Note
For tips about data entry, see Data Entry Tips.

3. search

Click

The system retrieves a list of items that match your search criteria.

et e e [ Click on any header to sort the list. |
WL e '“ L3 Iamn :ul-#l’ u—:" Earliafiar u"ﬁ n""'"""'nm""'l I?-‘:E:’:T 'T
q._, Click allnh in this - oy v 3
column to display - -
the document you . Click to display detail -
want, w1 P about this person. J
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If you gave your search criteria a name, the system also displays the name of your saved search in the
Searcheslist at the top of the screen.

Clear Soved Searcheg ~ Searches
! Searches

Named Searches

Search for my payment réqueast

Recent Searches
[nitiator Metwork ld=khunthey; Date Created={07/18/2007 -
Initiator Metwork Id=khuntey;
Document Id=302926;
Cocument [d=302929;
Document Id=3029249;

-

L ]

4. Choose from among these options.

» To sort the list, click on the header you want to sort on. Click once to sort in ascending order and
click again to sort in descending order.

» Some cells (such as those in the Initiator column in the example above) have links to screens that
display more detail. Click the link to display detail.

» Some searches have the option of exporting the list. To export the entire list in .csv, spreadsheet,
or XML format, scroll to the bottom of the screen and click alink to choose from among these options

Export options: CS5V | spreaadshest | =ML

* After finding the document you want, click thelink for it in Document/Notification Id column. The
system displays the document.

Data Entry Tips

Keep these points in mind as you enter data:

* You may enter datain any or al fields on a custom document search screen. You may also leave all
fields blank.

 After you select a document type from the any of the Select/Acquire Sear ches, you can easily change
the search to find any other type of document without returning to the Select/Acquire tab to select a
different search option. In the Document Lookup screen, simply change the code in the Type field to
reflect the type of document you want to look for (for example, PO) and move your cursor out of the
field. The system rebuilds the screen with the proper search criteria fields for the new document type.

Dates must be specified in mm/dd/yyyy format. You may also click the calendar icon J and then
select a date from the calendar.

For many fields, the system provides a handy lookup tool ™' that can help you retrieve a value (for
example, acustomer number) you want to search on but have not memorized.
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To use the lookup tool mentioned above:

L Click the lookup icon '™ for the field you need avalue for (e.g., Customer Number).

The system displays aform to help you find the specific value you need:

Customer Lookup

* raguared hedd

Custnmer Mumber:

Custamar Type: .ﬂ 1
Customer Hame:
Fhene e
Tas b er:

Tam Mumber Types  © ey © 558 ™ mMokE

Active Indicator: & o0 7 pn 7 gen
Address Hame:
Address Iz
Address 2
Cityn
Siafe: j

Pastsl Code:
International Frowinoe:
Emall fddress

A o b el el

2. Enter identifying information (customer name, etc.) in any of the fields provided.

3. .. . . .
Click \._s=ar<h o retrieve alist of records that match your entries.

Ome ke rebrgwed .

Retuen L & tinn e F C uskdaim ey Phizme Tas - g Actiwe
Cimslamer Naias

Value Hunber Type e Mumber | Mumber T Indicator

el AMELT9ES BinkLE Y

wvialys EE— CUEF LR T L o

4. return
When you find the record you need, click the ¥2lU& |ink to copy the value (customer number in this
example) into your custom document search screen.

The following table indicates how to use special characters to expand or limit your searches.

Using special charactersin search

Character(s) Function Use With Example (Account Field Number)

! Not equal to Alphanumeric characters 11031490

1031490

Matches on all account number except
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&&

And

All types of data

1111500& & 1123400

Matches on records that contain both of
these account numbers:

1111500

1123400

Match on any character or characters

Alphanumeric characters

103*

Matches on al account numbers that
start with 103 (1030000, 1039765, etc.)

Between (inclusive range)

Alphanumeric characters, numbers, dates

1031490..1111500

Matches on account numbers equal to or
greater than 1031490 and on account
numbers less than or equal to 1111500

Lessthan

Alphanumeric characters, numbers, dates

<1031490

Matchesonall account numberslessthan
1031490

Less than or equal to

Alphanumeric characters, numbers, dates

<=1031490

Matchesonall account numberslessthan
or equal to 1031490

Greater than

Alphanumeric characters

>1031490

Matches on all account numbers greater
than 1031490

Greater than or equal to

Alphanumeric characters, numbers, dates

>=1031490

Matches on all account numbers greater
than or equal to 1031490

Match on any single character

Alphanumeric characters

1037490

Matches on all seven-digit account
numbers that start with 103 and end with
490 (1030490, 1031490, etc.)

All types of data

1111500

1123400

Matches on either of these two account
numbers:

1111500

1123400

Note

For more information about searches, see Using Doc Search to Find a Document and Advanced

Document Searches.

Lookup Help

Specifying search criteria:

» Most fields will be uppercased for search.

 Dates should be specified as MM/dd/yyyy.

» Some fields have magnifying glass button for a sub lookup on that field.

» Wildcards allowed on strings are * and % match any number of characters, while using a ? will match
any one character

* Logica operators allowed include & & (And) aswell as | (Or) to join multiple search criteria
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» Range operators allowed on numerics and dates are >,<,>=,<=, or ..
All operators except .. should be before date value. Operator .. should separate date values.
Result Table:
» Eachresult field has link on header for sorting. Click once to sort ascending,
and click again to sort descending.
» Somerow fields have links to inquiry. The inquiry will be presented in a new window.
* Click the return value link to select arow and return the key value to the previous page.
Select 'return with no value' or click the cancel button if you wish to return without returning a value.
Maintenance Links:
e The'create new' link on the upper left corner of the lookup screen will
go to a maintenance document for creating a new record for this lookup type.
» For each result row the action column displays edit and copy links. The 'edit’ link
will go to a maintenance document for editing the current record. The 'copy' link
will go to a new maintenance document but copy over attributes over the current record.
Export Functionality:
» Attheend of each result set, there are links for exporting the data to a different format.
* Click 'csv' to export the data as acomma delimited file, 'spreadsheet’ to export the data as a spreadshest,

or 'xml' to export the data as xml.
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Chapter 3. Maintenance E-Doc
Fundamentals

Many OLE electronic documents (eDocs) contain data fields that must be filled in from a controlled list,
either by choosing from a drop-down menu, or by doing alookup search to find valid values. The choices
for these fields are defined in another type of OLE eDaoc, called a maintenance document.

In OLE, maintenance documents are located on the M aintenance menu tab.

Note

For information about the structure of OLE, see Navigating through OLE

All of the maintenance eDocs are viewed and maintained in asimilar fashion. Selecting the desired table
from the Maintenance menu tab takes you to the lookup screen. From that screen you may create a
new maintenance eDaoc by clicking the create new link or search the table to view, edit, or copy atable
value. OLE maintenance eDocs have varied permissions and access. Most users can perform lookups and
selections, or view some of the data, but not all users can edit or create new maintenance tables.

Common Tabs

The typical maintenance e-doc contains the Document Overview, Notes and Attachments, Ad Hoc
Recipients, Route Log tabs, and an additional tab called Edit xxx tab, or Add/Edit xxx, where xxx is
the name of the table. For example, the Account Type document has the Edit Account Type tab below
the Document Overview tab.

Edit Tab

Each document has its own unique tab named Edit xxx, where xxx isthe name of the table valuesthat you
want to maintain. The layout and datafields within the Edit tab vary depending on the document type and
whether you are creating, editing or copying the document.

The Edit tab has one section when you are creating anew value. As shown below, the tab hastwo sections:
Old and New. This occurs when you are editing the existing code.

Doc Nbr 3238 Status: INITIATED
Account Type (= :

Initistor; khuntley| Crested: 01:45 PM 0326 2009

expand all | collapse al
* requinsd Feld

Document Owerview

* Description e .
i =planation:
Org. Do, #: ; The Edit Tab P I

| Edit Account Type = hide

@ Account Type Coder 21 @ Account Type Coder 41

Account Type Mame: A-21 ACTIVITY IDENTIFIER * Account Type Mame: '.-'u 21 ACTWITY IDENTFIER
Active Indicator: ves Active Indicatar: |+
| Hetes and Attachmants (0] ¥ show
| Ad Hoc Recipients * show

f
Route Log » whow

submit sawe | blanket appeove | close | canos
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This display allows the document to serve as an audit trail for the maintenance table update history. In the
New section, only non-identifying fields are editable.

Note

Non-Editable Documents:. There are some view-only documents which are not editable because
all fieldsin the table are key identifying fields. Some tables in this category include the Barcode
Status and Patron Note Type. When you search for adocument, you are not able to seetheedit link
in the lookup screen. These tables must be updated directly in the database by the technical staff.

Other Common Tabs

Maintenance e-docs contain additional tabs that are also common to other e-docs. They are:
» Document Overview Tab
» Notes and Attachments Tab

* AdHoc Recipients Tab

Note

For information about the these tabs, see Standard Tabs and Route L og.

Common Business Rules

 All users can look up the table values.

* Only the members of the higher level roles (OLE-SY S Manager, OLE-SELECT Financial-AQ4, AQ5,
KR-PTRN Patron Manager, KR-LIC OLE_LicenseConfiguration are some examples) can initiate a
document to create or modify the table values.

» These documents do not route for approval.

Performing Common Maintenance E-Doc
Operations

All of the maintenance documents are viewed and maintained in a similar fashion. Selecting the desired
table from the maintenance menu takes you to the lookup screen. From that screen you may create a new
document by clicking the create new link or search the table to view, edit, or copy atable value. These
common operations are explained below, using the Address Type document as an example.

Searching for a Document

(Alternatively, a user will make selections from the Lookup icons "' inside transactional documents -
the values of these Selection or Controlled Value lists are maintained via the maintenance docs in the
Maintenance menu. For more information, tips, and suggestions see Searching OLE.)

1. Select the desired maintenance e-doc from the M aintenance menu.

2. When the lookup screen appears, enter appropriate search criteria or leave blank to retrieve all. Click

search
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3. Click the code link for the value you want to view.

Address Type Lookup 5, create new

= required field

Address Type Code:

Address Type Description: |

Default Indicator:  © ves ) jo © Both
Active Indicator: @ g5 No Both

search clear | cancel

§ tems retrieved, displaying oll items.

Actions Address Tvpe Code Address Type Description Default Indicator Active Indicator
edit copy £Q FURCHASE ORDER. Yes ves
edit coov ot Click thelink to QUOTE Yes Yes
adit cooy BM viewthe REMIT Yes Yeas
adit copy BT Attribute RETURN GOODS No Yes
edit coov X TAX No Yes

Y _—
1" (@) Kuali Portal Index % V(@) KFS :: Inquiry x

C [ tstolekualiorg/kr/inquiry.do?businessObjectClassName=org.kuali.olevnd.businessobject.AddressType&methodToCall=start&vendorAddn 57 i ]

Address Type Inquiry

f \

Address Type Code: [F0
Address Type Description: |PURCHASE ORDER

Default Indicator: |Yes

Active Indicator: |Yes

(ciose )

4 Click the| create new_| pytton from the lookup screen to create anew entry to the table.

R e w

create new |

* required field

Initiating a Maintenance Document

1. Select the desired maintenance e-doc from the M aintenance menu.

2 Click the | create new | pytton located in the upper right corner or search for a document and click the
create new button from the view window.

The document appears with a new Document ID.

3. Complete the common Document tabs — Document Overview tab, Notes and Attachments tab, or
Ad Hoc Recipients tab as needed.

Note

For information about the common financial transaction tabs such as Document Overview,
Notes and Attachments, and Ad Hoc Recipients, Route L og tabs, see Standard Tabs.

4. Complete the New section in the Edit tab.
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New

* Address Type Code:

* Address Type Description: |

Default Indicator:

Active Indicator: | |/

Note

For requirements for the Edit tab or the Add/Edit tab, see the help documentation for the
appropriate document type in the guides listed in the OLE Document Portal

3. Click submit
6. Review the Route L og tab.

Note

For more information, see Route L og.

Copying a Maintenance Document

(Initiating a Document Based on Another)
1. Select the desired maintenance e-doc from the M aintenance menu.

2. When the lookup screen appears, enter appropriate search criteria or leave blank to retrieve all. Click

search

Note

For more information about lookup, see Field L ookup.

3. Click the copy link in the Actions column corresponding to the table value you want to copy from.

Actions Address Type Code Address Type Description Default Indicator Active Indicator

edit copv PO PURCHASE ORDER Yes Yes
edit copy QT QUOTE Yes Yes
edit copy RM REMIT Yes Yes
edit copv RT o es
1;$ .E -F;,E;URN GOODS mo :es
4. Complete the standard tabs — Document Overview tab, Notes and Attachments tab, or Ad Hoc
Recipientstab as needed.
Note

For information about the standard financial transaction tabs such as Document Over view,
Notes and Attachments, and Ad Hoc Recipients, Route L og tabs, see Standard Tabs.

5. Complete the New Copy section in the Edit tab.
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Original
Address Type Code: |QT * Address Type Code: ,—
Address Type Description: |QUOTE * Address Type Description: |QUD'E
Default Indicator: |Yes Default Indicator: | [V
Active Indicator: Yes Active Indicator: | [/
Note

For requirements for the Edit tab or the Add/Edit tab, see the help documentation for the
appropriate document type in the guides listed in the OLE Document Portal. Maintenance
documents are explained in their corresponding module guide.

6. Click submit
7. Review the Route L og tab.

Note

For more information, see Route L og.

Editing a Maintenance Document

1. Select the desired maintenance e-doc from the M aintenance menu.

2. When the lookup screen appears, enter appropriate search criteria or leave blank to retrieve al. Click
search

Note

For more information about lookup, see Field L ookup.

3. Click the edit link in the Actions column corresponding to the table value you want to copy from.

Actions Address Type Code Address Type Description Default Indicator Active Indicator
cdit copy PO PURCHASE ORDER Yes Yes
edit copy oT QUOTE Yes Yes
it copy RM REMIT Yes Yes
i copy RT RETURN GOODS No Yes
edit copy % TAX No Yes

The document appears with a new Document ID.

4. Complete the standard tabs — Document Overview tab, Notes and Attachments tab, or Ad Hoc
Recipientstab as needed.

Note

For information about the standard financial transaction tabs such as Document Overview,
Notes and Attachments, 