Guide to OLE Basic
Functionality and Key Concepts






Table of Contents

Fg11goTo (¥ oi [0 H PO PP PP TPPPRTTRPPPPIN Y
1. Navigating Through OLE ........coouiiiiiii et et e et 1
OLE'S IMBNUS ...ttt ettt ettt e e et e e e e et e 1
OLE DElIVEN IMBNU ...ttt ettt e et e e e e ena s 1

OLE DESCIHDE IMENU ...ttt ettt e et e e e e e eees 2

OLE SEleCt/ACHUITE IMEINU ...ttt ettt e e 2

OLE MaiNteNANCE MEMNU ......uuiiiiiiieeiiii et e et e ettt e e e et eeeebi e e eebi e eees 3

OLE AGMIN IMENU ..ttt e e e e et e et eeeaan s 5
SCrEEN ELOMENTS ...ttt ettt ettt ettt e e ettt e e ettt e e e erb e e e entaeeees 6
MESSAJE OF TNE DAY ....ueieiiiiee ittt e 7
Standard Data Entry, Selection, Action, and Navigation TOOIS ............coeveviiiiiiiiiineeenns 7
Logging On and OFff OLE .......ccoiiiiiiiiiiii ettt et 7
SWITCHING USEIS ..ottt 8
USEr IDS @ ROIES ... ettt e s 9

2. OLE E-DOC FUNABMENTAIS .....cettieeiiiie ettt ettt e e 13
E-DOC SCIEEN LaYOUL .....uuiieiiieitiiei ettt ettt et e e e eens 13
BreatCrumIDS ...... e 14
DOCUMENE HEBOEY ... 15
Expand All/Collapse All BULLONS .........uuiiiiiiiieeiiii e 16
SHOWIHIAE ... e 16
REQUITEA FTEIAS .. .ot 17

DAL FIEIAS ...t 17
Standard LinKS and [CONS ... .coouuiiiiiiiiiie et 18
SEANAAIT TADS ...t 27
DOCUMENE OVEIVIEW ...eeeetie ettt ettt ettt e ettt e ettt e e ettt e e e e et e e e eebe e aeeeeneaeeees 27

OLE Financial Documents Accounting Lines Tal ........ccoouvieiiiiiiiiiiiii e, 28
General Ledger Pending EntrieS Tabh ........ovviiiiiiiiii e 33
Notes and AttaChMENES Tab .......uuiiiiii e 34

Ad HOC RECIPIENS Ta ..ttt 34
ROULE LOG T ... ettt ettt e e e e 35
BasiC E-DOC OPEIAIIONS ... .cevvtieiiitiieeteet ettt ettt et e e et e e e et e e e enan s 36
INItiating 8 DOCUMENT ......coeutiieiiii ettt et e e s 36
CoPYiNg @ DOCUMENL ....ceeitiieiiii ettt e et e e et e e e ena e eens 36
SAVING @ DOCUMENT ...ttt ettt e et e e e 37
Canceling @ DOCUMENT ......uuiiiiiii ettt ettt e e et e e et e e e ena e eeees 38
ClOSING 8 DOCUMENT ...ttt ettt e et e e e e e e e e e ne s 38
ROULING 8 DOCUMENT ...ttt et e e e e e 39
USING the ACHION LISt coeveieiiiii e 39
SEACIING OLE ....iiiii ettt 40
Search WOrkDENCh ... e 41
Using Doc Search to Find a DOCUMENT ..........uiiiiiiiiieiiii e 52
Performing Searches on Financial DOCUMENES ..........veiiviiiiiiiiieeeiii e 54
LOOKUD HEIPD et et e e 58

3. Maintenance E-DOC FUNDAMENLAIS ..........couuuuiiiiiiie et 60
COMIMON TADS ..ttt ettt e e ettt e e et et e e et et e e e e et e e e enbanaeaees 60
o[ I |« TSP UPPPPRPIN 60
Other COmMMON TaDS ... .ceiiieeeeeit et e e 61
COomMMON BUSINESS RUIES ...ttt e e e e eeb e eees 61
Performing Common Maintenance E-DOC OPErationsS .............veveeueniereeuiineieiiineeeeniieeeennnns 61
Searching for @ DOCUMENT ........uiiiiiii et e s 61
Initiating a Maintenance DOCUMENT .........ciiiuuuieiiiii ettt e e e e een e 62




Guideto OLE Basic
Functionality and Key Concepts

Copying a Maintenance DOCUMENL .........ceuuiiiiieiiiie e e et e e eie e et e e e et e e et eennaeeens 63

Editing a Maintenance DOCUMENE ...........eiiiiiiiiiiiii e e e e e e e e 64

FISCAl YA MEKET ...ooviiiiieii e 65
EXtended ALLIDULES .......iiiiii e et 66
GENEral GUIEIINES ... e e et e et e e e e e e eenen 66

4. OLE Workflow Overview and K&y CONCEPLS .......uviiiniiiiiieiiieiiii e e e e e e s e e e e et e e e e eanes 68
KIEW OVEIVIEW «.eeiieeeeie ettt ettt e e et e et et r e e et r e e e et e e e e et s e e e eaan e eeenens 68
PEOPIEFIOW OVEIVIEW . ..ee it e e e e e e e e e e aens 68
Route Levels and WOrkflow ROULING ......ccuuiiiiiiiiiici e e e e e 69
Typical Route Levels of the OLE financial documents............ccccvuvveiiieiiiiiecieeeineen, 71

Viewing ROULE NOOES .......coiiiiiii e e s 75

Workflow ResponSIbIlIties ........ccouiii e 76

5. Importing Data into OLE ........c.uiiiiiiiiii e e e e e e e et e et e e e e aaaas 98
Data Import Templates for SEIECUACQUITE ........civriii e 98
PrOCESS OVEIVIEIW ...eiviiieeiiii et e e et e et e e et e e et e e e et e e e eaan e 98
AD_CR_CCR _DV_SB_IMPOIt.XIS . ceeviiiieiiiiieeeiiis et 102

BA _YEBA IMPOIt.XIS .oviiiiiiiii e e e e e e e e 102
DI_YEDI_IB_TF_YETF_PE _Encumbrance Only Import.XIS...........ccooeeviiiiiiinennnnn. 103

GEC _YEGEC IMPOIt.XIS .ovniiiieii e e e e e e e e e e eanes 104
PE_Disencumbrance Only Import.XIS ........cocouiiiiiiiiiiiici e 105
PURAP_ACCOUN_TMPOIE.XIS .ouiiiiciie e e e 105

S 1010 L I - PP 106
PaLION ... 106

L@ o U1 = 1o o ST 106

oo 1o SR 106

OLE GIOSSAY Of TEIMS .uuuiiiieiiiieiii e e e e e e e e e e e e e e et e et e e et e e et s e et e e et e e et e eernaaeees 107




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 Déliver 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 asthe E-
Resources and Licensing, the beginning feature of el ectronic resource management (more development is
scheduled for 2.0). The Maintenance tab includes the related maintenance documents for the four other
tabs. The Administration menu tab displays the list of functions that only technical staff or super users
in the functional area are likely to use. It also contains batch processing e-docs and interfaces.

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

‘auali.

open library environment W 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 materias 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 | | 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 for single records,
global edits of holdings, items and e-holdings.

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

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

Reports Under Devel opment

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 OL E Documentation
Portal.

OLE Select/Acquire Menu
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Navigating Through OLE

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 Admin menu 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 |[°£] doc search | |(E docstore 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 centra 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 central 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 fiscal 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 usesto validate e-documents and interfaces and allow usersto |ook up values as necessary. The
tables also control the often-complex relationship between elements for internal and external reporting.
For example, OLE relies on maintenance tablesfor basic information such asthe sub-fund groupsto which
new accounts may be assigned and the calendar month that correlatesto thefirst month of your institution's
fiscal year. This table-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 valuesinthe OLE referencetabl esviathelookup 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, alow authorized
users to:

* Import and export bibliographic, holding, item and e-holding records through batch processes
 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 OL E's user documentation.

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

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.

Each of these submenus are further divided.

Note

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:

of the screen.

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

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

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

| Zuali.

open library environment

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

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
Reguest ks -
Reguest Re-order

Beturm

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 already 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.

r 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
I . 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.

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

§ r Link: An internal hyperlink to a different place on the current page, a
Laballl d az 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 environments, 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 environments, 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. Workflow action buttons appropriate to your role are displayed at the bottom of the
screen.

| L I- Pravate Feedback
Uil
open library erwironment Duiiver  Dmscriba Maintenancs  Admin
[ action ket |5 doc search |5 decston warch LOgEsd In Usen ole-quickstart m
Doc Hbry 1036 Statuss | INITLATID
) Tnitiater: pb-iitkalad Crsatad: 09:21 AM 03/Z6/201
Document m Header Requisition 1 Not Avaratis | Requistien Doc Statuss n Process
o
Type Mame

Dooumant Overview (R

wpand o || collapes ai

| Dalivery

| wendar B thae

f 5 . . "
Titiew ¥ “Show/Hide
| Paymuent Infn e Buttons

| Addinianal Lnstmutioss! Bt B haw

Acount Summary

Wiew Halaiad Doguments

Workflow
Action
Buttons

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

| Al Hoe Recipiens

e
e

| Motes snd Attachmants (8) ¥ i
=

e

| Routs Log

OLE-built documents (not inherited from KFS) have several variations even though the e-document
concept remains the same. The tabs do not ook like file folders, the " Show/Hide" buttons do not exist but
arrows to the left of the tab titles instead, the overall design looks more modern:
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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_ Resource Document Document Number: 3855 Document Status: INITIATED

Initiator Network Id:  ole-quickstart Creation Timestamp: 09:35 AM 03/20/2014

Collapse Navigation <<

_ m

Instances

* indicates required field

Purchase Orcers » Overview » Workflow Status

Invoices
Licenses » Acquisitions
Event Log ¢ Selection

» Access

i 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 alows 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 Module..

Breadcrumbs

14


../../../webhelp/CG/content/ch01s02.html
../../../webhelp/CG/index.html
../../../webhelp/CG/index.html

OLE E-Doc Fundamentals

auali.

open library environment P Describe || Select/Acquire = Ma

| =] action list || £] doc search || £ search workbench |

Home Request Lookup -

Request Lookup e

In OLE-created documents, breadcrumbs are available to assist in navigation. Click Home to return to
the OLE menu.

Document Header

Doc Nbr: 4377 Status: FIMAL
Initiator: ole-khuntley Created: |12:35 &AM 01/02/2014
Requisition #: 1024 Requisition Doc Status: | Closed

Basic infor mation in the document header

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 ID of the document initiator.
Created (Creation Time Stamp) Thetime 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
the use of an error correction function. When one document isacorrection
of another, the document number of the document being corrected appears

15



OLE E-Doc Fundamentals

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.

Expand 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.

expand all | | collapse ail

' * required field

Document Overview

Cde] N

Document Overview

* Description: |Library Material_kyh_010214003s
Organization Document Number:

Explanation:

Financial Document Detail

- vear 0 Total Amount:

Requisition Detail

* Chart/Org: [UA / VPIT

* Funding Seurce: | INSTITUTION ACCOUNT ﬂ

Payment Request Positive Approval Required: Nc

Receiving Required: |No |

Order Type: |Firm, Fixed

Delivery

* Click _llapse all | o collapse all of the e-doc tabs.

expand all | [ collapse ail

= reuuwrwe\d

Document Overview

Cde] N

Document Overview

* Description: |Library Material_kyh_010214003s
Organization Document Number:

Explanation:

Financial Document Detail

Requisition Detail

* Chart/Org: [UA / VPIT

* Funding Seurce: | INSTITUTION ACCOUNT ﬂ

Receiving Required: [No

Payment Request Positive Approval Required: Nc

Order Type: [Firm, Fixed

Delivery

Show/Hide

Dshom]  \

Click | ¥show | or | = hide | o tahs to expand or collapse an individual tab.

Alternatively, click the arrows on other e-docs:

~ Document Overview

Description:

Organization Document Number:

~ Qverview
Initiate Licensing Workflow:
Current Location:
Agreement Method:
» Event Log

LicenseNeeded-REQS_[date.2014-01-02]

License Needed

Publisher

Explanation:

OwneriAssignee:

License Request Type:
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Required Fields

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

Requisition Detail

= Chart/Org: UA / VPIT * Funding Source: | INSTITUTION ACCOUNT [~]

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 E ( in OL E built documents) and sel ecting from the calendar that i s subsequently displayed.

H

o
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

8 9 ol 11 12| 13| 14
16 16| 17| 18| 19| 20| 21

22| 23| 24| 25| 26| 27| 28

|DGHE|
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Standard Links and Icons

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

™y

Accounting Lines + hide | .
Accounting Lines 2]
Source
* Account
* -
‘ Chart _ Number | Sub-Account
- T T

Help Icon

When you click theEl (or .9) icon by the title in 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.

| Zuali.

open library environment

Maintenance

] action list |[(gdoc search |

Requisition (7 ‘

Field Lookup

The round magnifying glass or 'lookup' icon " (or 0‘ ) dlows you to look up reference table
information so you avoid data entry errors.

HStatus | Customear &
—mnce 1
| A

18
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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 Mame: T
Short Mamee: T
Offset Generation: i Ve Mo | Both |
Encumbrance: |© Yes Mo ™ Both |7

(Y Ty o lnmar il

To look up valid valuesin this form:

1. Enter one or more search criteriaor leave all search criteriafieldsblank toretrieve al. To specify search
criteria

» Type datainto any combination, all, or none of the listed search fields. (Most search fields change
letters 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

 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 l._s=a rch

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 KES-inherited screens:

1781 items found., Please refine your search criten

etrieved, displaying 1 to 100.[First/Pre

Return | Chart

Value  Code Code
| B s INDIANA DAILY STUDENT 50 E BL Q) Yas gle-nwvislat
value £ e
ET"I@ Ma INDIANA MEMORIAL UNION g0 Q axoe Yes gla-muwamplar
mwm o e INDIANA MOLECULAR BIOLOGY " o G _—

alye = L= INSTITUTE &2 f+] = BUGS Yes gle-abolding
Eum o lgs My INDIANA MEMORIAL UNION 20 £ B iuc vam gttt

In OL E-built screensa new pop-up window appears. Lookup result lists appear likethis:
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Actions Acquisition Unit's Vendor {Vendor Info Ci #

return value 3ar7

return value 9860088

return value 62623 e

(a) Click return value to select the code.

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

Autocomplete Fields

Location:
ype * for all locations, other letters for matching locations

Q,

When the lookup O“ appears within the text box, this meansit is an autocomplete field. Begin typing

your data and a dropdown will appear to suggest data to enter. You may also type "*" (the asterisk key)
toview all options.
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Location:
Type * for all locations, other letters for matching locations

1 Q

API

ARCH/PA
ARCH/PSA
ARCH/PSAP
ARCH/PSAT
B-AAAMC/BAA-GEN
B-AAAMC/BAA-REF
B-ALF/BAL-BRAD
B-ALF/BAL-STACKS
B-ATM/BAT-STACKS
B-ATM/BAT-VARIA
B-BCC/BCC-REF
B-BUSSPEA/BSP-REF

O olecpcAaDoD DEC

Multiple Value Lookup

In global Chart of Account e-docs, documents requiring 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 thisfeature 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 Number:

Account Name:

Organization Code:

Account Type Code:

Sub-Fund Group Code:

Vendor For Deposit Account:

Fiscal Officer Principal Name:

University Account Number:

Stewardship Type:

Legacy FundCode:

Closed?: ves @ No | Bo
Restricted?: ves @ Mo | Bo
Vendor for Deposit Account: Include @ Exclud

([ search [

=

834 items found. 200 items retrieved. Please refine your search criteria to narrow dos

Currently viewing page 1 of 2 {rows 1 to 100).

Goto page: 1| 2

I: select all from all pages ;I |:-I:|E‘F-E|EE|: all from all pEIgEE;l I: select all from this page ;I |:-I:|-E5E|EE|

Account | Suk

Select? Chart | Account Account Name Organization Type G

Code | Number Code
Code C
15| 5] 5] [£] [£]

FAC RES - XXX -

ﬁ 0211305 PSYCHOLOGY PSY MNA DFRE
_ FAC RES - XXX -

BEN 10211306 |poyepoLogy = NA DFRE

) B R e b FAC RES - XXXXX - e T = T E
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 Click aselect all option to select all valuesin the list or on the page.

 Click adeselect all option to clear the check boxes for all valuesin the list or on the page.

Edit List of Accounts - hide i

Mew Account Look Up/ Add Multiple Account Lines
* Chart Code: = % [7]
= Account Mumber: ¥ [T
ACoount Mame:

ETH

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

Charl Code: BL - BLOOMINGTON
Account Numbser: 1031430

Account Mame: CENTER FOR ANTMAL BEHANTOR

| ke

= hide pocount{BL - BLOOMINGTON- 1031467 -DIST PROFESSORSHIP-PSYCH)

Chart Code: BL - BLOOMINGT N
Account Number: 1031467

Account Mame: DIST PROFESSORSHIP-PSYCH
[ detene

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

Chart Code: BL - BLODMINGTON
Account Number: 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

— Bakaice Ty Mas SliFt Naiis :.Eﬂﬁﬂ" —
a2 hal DALANCES - LABOR LELGER w31 pALANCES | Yes
A ACTUALS [BALANCE SHEET) ACTUALS Yes
= ACTUAL STATISTICS ACTUAL STATS |Mo
oo ADMISTED BASE BUDGET ADI DSE BUDG |No
BS BIUCHCET STATISTICS FRIDG STATS MNaO
CB CURRENT BUDHGET ﬂggﬂ” Mo
CE COST SHARE ENCUMBRANCES CST SHR ENCS | Wes
X EXTERMAL ENCUMBRANCE EXTERMAL ENC | ves
Ir PTERNAL ENCUMBRANCE INTERMAL ENC | Yes
" MY L BUDG  |Ne
ME Click the export ong Mo
ME options Ink to NOMINAL BAL | Wes
FE export the table PRE-EMOUH | Wes
RE BUDG REVERT |Mo
™ TRANSFERS T

Export options: L5V | sprendsheet | XML

On OL E-created documents, the same options are available above the resultslist.

Clear Values

* 3 items retrieved, displaying all items.

Show 10 j entries

Actions Barcode Status Code % Barcode Status Name

The system prompts you to click Open, Save, or Cancel.
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File Download

&)

Do ywou want to open or save this file?

Mame: CAE1LKDD =k
Type: Microsoft Excel Workshest, 442 byles
From: kualisstdrve.ong

o] |

Save

Cancel

v

[=] Akgerys msk before opening this fvpe of file

hile files from the ktemet can be useful, sorme files can potentialky harm
wour computer. fyou do not fnust 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, financia documents, the system displays alink 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.

| Zuali
uail.
open library environment m Maintenance

Administration

Beta 0.6 (rev:

Provide Feedbac

(I action list ] (8 doc search

Logged in User: ole-khuntley

Document Lookup 2]

detailed search || superuser search || clear saved searches

{Searches

=]

* required field

[

Type:

Initiator:

[

Document/ Notification Id:

—

Date Created From:

08/01/2012 3

Date Created To:

I |

—

Name this search (optional):

[ search | clear |( cancel )

10 items retrieved, displaying all items.

10 items found. Please refine your search criteria to narrow down your search.

Document/Notification Id Type Title Route Status Initiator Date Created | Route Log
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 OL? b \ 08/22/2012 10:39 AM ._i
3662 ~ Contract Manager Assignment |Contract Manager Assignment - Contract Manager Assigned | FINAL HUNTLEY, KA 08/22/2012 10:37 AM @
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 ._\l
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 - 5761412581163 FINAL Admin, OLE 08/18/2012 11:00 PM ._\l
3556 Purchase Order Close Purchase Order Close - Library Material_kyh_07070021 [N:A] |FINAL Admin, OLE 08/18/2012 11:00 PM ._i

Export options: CSV | spreadsheet | XML
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e Document ID drill down: (a) Clicking the Document ID link retrieves the specified document so you

can view or edit it.

e User drill down:; (b) Clicking alinked user 1D takes you to a Person Impl Inquiry report.

Person Impl Inquiry

Person Attributes

 Nida L.

expand all

collapse all

Principal Name:
Name:

First Name:

Middle Name:

Last Mame:

Principal ID:

Entity ID:

Campus Code:

Email Address:

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

khuntley

HUNTLEY, KEISHA Y
KEISHA

Y

HUNTLEY
6162502038

3776

BEL

test@email.edu

LA-VPIT
A

P
Yes

chose

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

ruali

imancial systemss m Maintenance | Administration

Erpvige Feedback

| dox smarch

mction st ||
Raute Log

I 3909

Tt
Typa
Initiafor
Shakus
Hode{s)

| actions Taken

Actian
COMPLETED

o nhow APFFRIVED

Pending Actson Boguests

Action

I8 ACTLOM LIST
ACHRMNLETRG T

TM ACTION LIST
ACKRWLEDGE

M ALCTDOM LIST
ACKRILEDGE

I ACTIOM LIST
ACKRPNLEDGE

| ruture Action Requesis

- hida

Fmgumiton - Tart-Justs- Cancel-3-Uadgh

Lepped in Uscr khuntiey

Emausrgr Craaftud
HURTLEY, KEISHA Y Lasd Hodifisd
PROCTSEL L Approvsd
Jain Fimabized
w hida
Takun Oy Far Delegaior Time/Dabs
HUMTLEY. MECSHA ¥ 05:2% PH 07, 13/ 3h0R
EENFROW, BOBERTS § 0533 PH O 13/ 200
- e
Requeested OF Time, Date L ELE
(GERKAAT. 30 P 05:33 PH 07/ 13/ 300% KPE-SVE Accouning Raviewss 30030 5050 FRLAP PSY BL
GERART, XOH P 0533 PR 0F/ 13 00 KFS.5YS Accounting Reviewss 30000 5050 FLAF PSY BL
GERMAAT, JOH P 05133 P 07703, Do WFS-57E Acomentng Reviewsr B000 5000 FRAF PSY BL
GERNAAT, 3O P 05:33 PH 07 13, 3005 KPE.5VS Arrmuning Raviewss 33000 3050 PRAR PSY BL
» pw

retresh
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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: j Q
Owner: -

Current Location: j O\

License Request Type: -l a

Created Date From:

Created Date To:

Last Modified Date From:

Last Modified Date To:

Create Date, Modified Date Search Combination:  (2) AND
OOoR

Show 10 ~| |entries csv | aml || s
Actions Document Number ¢ E-Resource Name < Owner ¢ License Request Status Date Created < Current Location ¢ License Request Type ¢
3764 test License Needed 03/21/2014 10:23 AM Publisher
a7 test License Needed 03/21/2014 10:25 AM Publisher
3779 test License Needed 03/21/2014 10:25 AM Publisher

Standard Tabs

While the tabs contained in various e-docs vary from one document type to another, a set of standard tabs
isincluded in every e-doc. All documents contain Document Overview, Notes and 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).

Enplanation:

Total Amouwsit:

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-popul ated.
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23 items retrieved, displaying all items.

Organization S I
Document I Hraanization Requisition Requisition
—I_d Status Document Description Document # Doc Status -
Number —
4577 FINAL ffJulie's test req 1042 Closed
4449 FINAL B PURAFP Worldflow 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 ® Document was suczessfully submitted, I aupard all | colipes ab
* reduired fiek

Dacumest Ouervine = i

Meorimment Dresrisw

Dscription: | Correct ohjsct mumbar
Org. DoC. 81
Finamcial DeCusvent [etas

Explamstion: year end transschon correction

Tokal Amowsti (0790 )

Arcounting Lines - Iide

Acrounting Lines [

i
|

* Chart * Account Mumber Sub-Accosnt = Dbject Sub-Object Projpect COirg Red 14 = Amsounk Mctions
m 1024700 o] 100.00
" * Rederences (rigin Code * Rederence Hmmbar L e riplinm
iy o
Total! 100,00
Ta
* Chart * Account Mumber Sub-Accomnt = Dject Sub-Object Propect Oirg Red 14 = Amsounk Mctions
AL AUSr 00 ores 100,00
! * Rederence Owigin Cosde * Rederence Hwmber Lime Descripiion
w ]
Total: 10000

Document Overview Tab Definitions

Title Description

Description Required. Enter the short description for the document. The description
appears in the GL Inquiry (for financia 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 data fields 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 Lines tab. Thisis where
the accounting string dataisentered. Therequired fieldsand theformat of thetab vary dightly by document
type. The Dollar or Amount field may also look different, depending on the type of document you are
creating.
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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 hide detall |
Source

* Chart * Account Number Sub-Account * Object Sub-Object Project Org Ref Id * Dollar § * Percent Actions
[ > > > Y ¥ [ \ 0.0

* Chart * Account Number Sub-Account * Object Sub-Object Project Org Ref Id * Dollar * Percent Actions

5 delete

oL [+] [poa7ass > > iz | S [ ¥ ‘ ‘ 20 J| 10000 _bav
BLOOMINGTON LINGUISTICS MONOGRAPH FIRM

Double-Sided Entry

Several 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.
" Accounting Lines L
Accounting Lines | hide detail |
Grom
* Chart * A Sub-A * Object Sub-Object | Project | OrgRef1d | * Amount | Actions
-1 & & & I [l E\|| I 0.00
add: | * Reference Origin Code | * Reference Number Line Description
A [ \
G
* Chart * A Sub-A * Object Sub-Object | Project | OrgRefld * Amount | Actions
| S & & e [l R|| I 0.00
add: | * Reference Origin Code | * Reference Number Line Description
s [ \
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 L .
Sub-Account Optional. Enter the sub-account number or search for it from the Sub-
Account lookup L .
Object Required. Enter the object code or search for it from the Object Code
lookup S .
Sub-Object Optional. Enter the sub-object code or search for it from the Sub-Object
lookup LY .
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Project Optional. Enter the project code or search for it from the Project lookup
.
Object Type Required only for the Journal Voucher document. Enter the object type

code or search for it from the Object Typelookup' D\ 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 Dollar 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 Iookup' q\

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.

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

Note

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.

| hide detail |

Org Ref Id * pollar s * Percent Actions
| | | 0.00 add

Org Ref Id * pollar & * Percent Actions

| | 23500 | 100.00

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

AL |1|1'Ir'|q Lineas

*Ghart| * Account ~SubAccount * Oblect SubOblect  Profect | yoos
add: | BA v [mema Y| ¥ oo W T - 4| TR
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Clicking show detail displays the COA titlesin the Accounting Lines tab:

Accounting Lines

Chart Sub- | *0bl. | Sub- |
_ ' T Arcount | Account | * Object Iype = Object |
BA v 9744340 ¥ | VY b0 |\¥ (Ex ¥ | >

add: | -

Accounting Lines Buttons

The accounting lines buttons offer the following options.

* To add an accounting line to the document, click

hide: distail
i par e
Org Ref * Al
Projec Id Debit Credit | Actions
By aad | 000
Lo T
Dbt Credit

Total: 000 Totals 0.040

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 Override box or enter adifferent
account in order to add the line.
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P - )
-'I.CE!:IU“““I; Limnes + hide i

Accounting Lines g

Errors Tound in this section:
® Account 4131410 has expired, PlEase overnde b0 use I anyway, oF wse the recom

* Chart = Account sub- . * obj
BL = 4131410 G | ¥(a7oo Y (Ex Y |
add: HINETER . Expered Override: F‘.{

To delete the accounting line, click .

L
Project | OOERE oo AN | Actions
o 000 || 0.00 —
N ' oo | 0.00
dehete

bad Il'quﬂ[:l‘

To open the balance inquiry menu, click bal iNguiry | Then select one of the reports by clicking the
lookup icon ™' next to the desired report title. .

Balance Inquiry Report Menu

Avallabbe Bakincss
Balances by Consolidation
Cash Balanoes
General Ledger Balance
Ganeral Ledger Eniry
General Ledger Pending Entry
Open Encumbrances

PR FIPPIPIP

Caivoeml

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.
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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 afinancia 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

General Ledoge

There are currently no General Ledger Pending Entries associated with this Transaction Processing document.,

When the document is submitted into routing for approval, the pending entriesare displayed inthe 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 this tab of the document.

General Ledger Pending Entrics = hide

General Ledger Peniding Endries (5]

Beg & Y Chat | * Account | * SubAccount | Obpect  * SubObjedt | * Project | Doc Type Code | Palandd Type | Obi Typs | Amount | DSC

1 |en 3244340 4700 LY L = 200,00 o
2 |ma 9244501 4700 LY s = 200,00 <
I General Ledger Pending Entries = hide

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

1 A SATFD — S} - A E 000 C
2 LA, FAZTZO00 A0 =] A L= SO0.00 [
3 [11-8 EQL1Z7EE - S000 - ol T EX S00.00 [
4 1L, EA12715 e ACO0 - L. | L= [=

S00.00
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Balancing Rules

Each financial e-doc isgoverned by aset of balancing rules, some of which are more complex than others.
The balancing rules within adocument 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 example, the Cash Receipt 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.

Notes and Attachments (1)\  hide .

Notes and Attachments

Posted Notification
A ;
Timestamp Author Note Text Attached File Recipient Actions
Browse... No file selected.
dd
add: ‘ ‘ =
i Y delete:
1 01972015 auickstart, | g4ing oerdue notice sent 2/3 @ OVERDUE_NOTICE_10010_Sat_Nov_22_11_25_01_EST_2014.pdf

01:41 PM ole send

(2 KB, application/x-download)

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 |_2dd_|to add anote.

Ad Hoc Recipients Tab

The Ad Hoc Recipients tab allows you to interrupt the normal workflow routing of the document and
includeindividuals or groups in the routing path. Ad hoc routing does not supersede the normal workflow
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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 - hida

FPerson Reqguests:

= Aclisn Reguested * Person Adlions

APRROVE - » [
Ad Hoo Lroup Reguesis:

= Acition Requested Mamespace Code Hanss Ao

AFPAOVE - Y 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 FYI.

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 L .

Click L_2dd_|in the Actions column to add the current line.

Click delete in the Actions column to delete the current line.

Note

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

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.

feuie Log - e
Route Log other
aar: amaw - sam
Title Cisbursement Weucher « IL-taxwithholdieg-3 [N:A:N:N]
Type Qs rpemant Woajchar Created 09122 aM 0751472003
Initiator WATSON. TERBENLE G Last MHodifind O%:44 AM 07/14/300%
Status EMROUTE Last Approved
Hpde{s} Taa Finalized
| mctsons Taken = bida
Action Taknn By For Delagator Timna/Date Amnofation
COMPLETED PWATSON, TERRENCE & 23 AM 077 14/ 2009
¥ s AFFROVED ELEIN, [EVING E S9:25 AH 0714/ 2009
¥ v AFFROVED TRORE, SAVARMAL X SR:A4 AH 07 14/ 2008
| Pendeng Actson Reqsests ® hide
Action Erguested OF Time/ Diate Amnotation
o :’:”—r“:" L [Mukipls - sxpand o ees details) D44 AM 07/ 14/ 7005 KP5-575 Tax Mansger
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Note

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 OL E Document Portal.

3. ..
Click \._S4PMIt_ 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.
Note

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

Click " =™ ¥ 110 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 also 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 Td: 29¢
L

Inmitiator: khuntley Created: 03:39 PM 0&/26/2007

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

Motes and Attachments (1)

Motes and Attachments

Posted Timestamg

1 06262007 15:35:12

+ Rl

Author

* Hote Text

HUNTLEY.KEISHA Y  |copied from document 25drod

3. Complete required tabs for the document.

4. .
Click \._S4B™It I t6 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 valuesin the identifying fields. This copy feature is not available
from the valid value lookup within the financial transaction documents.

. . . - . f— . N - Billin: S » . .

- Billing i Billing Line 1 Billing Line 2 Billing City Billing Billing Siing Billing Phone | Billing Email Active
Actions | . mpus Code|  Billing Hame Address Address Name | State Code Postal Code % Number Address | Indicator
edif copy L THE UNIVERSITY ’SE&UB%:TS P.0. BOX 4095 | BUTTER NUT |SC 47402 us (342) 456-2398 Yes

PURDUE UNIV. - [ACCOUNTING 620 UNION DRIVE
edit copv|CO coLUMEUS DESARTMENT it ads BOSTON ™ 46202-5170 |US (862) 912-8658 Yes
ACCOUNTS 2325 CHESTER
edit copv|EA UNIVERSITY EAST | FoE 0 T Er iy RICHMOND  |OR 47374-1285 |US (852) 973-8392 Yes
edit copy|IN PHYSICAL PLANT EEEE%TEETG 123 HICKS WASHINGTON| TN 46202-5170 |US (317) 274-8658 Yes

Saving a Document

1

' To save the document to work on later, click '

SRR

2. Verify that thedocument was successfully saved. The system displaysamessagein theupper | eft corner.
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General Error Comection |+

g

Document was successiuly saved.

© DoCimE R O e T

Decument Overslew
* Descriptiong | Savs

Taotal Amewnt: | 0.00

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

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

Canceling a Document

Note

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

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

2. H ] |
When prompted, 'Are you sure you want to cancel? click \._¥==

Are you sure you want to cancel?

Closing a Document

1 ) .
To close a document and return to the menu tab, click closs in 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.
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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 alows a user to route the document to one or more individual users and/or groups for approval,
acknowledgment, or FY1.

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

" View Related Documents » show
" Notes and Attachments (0} b show
r Route Log F show

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 FY|.

auali.

open library environment Deliver  Describe

"" doc search |[CE)search workbench |

Select/Acquire
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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
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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 J Select Records By:  Search j
Search Conditions

Note -

Search conditions are applied in the order they appear. e.g. ((( Condition 1 and Condition 2) er Cendition 3) and Condition 4).
The following special characters @.#,%,5./,~ 1,(){}<.>":-\", are ignored in search text.

Search For: vonnegut All of these j InField:  ANY j 0anD OR NOT oo

Search Clear New Search
Search Results Narrow Search
Show 10 j entries.
Title Author Publisher Pub Date Author more

Absurd America in the novels of Vonnegut, Pynchon, and  Hardin, Miriam.
Lehigh University. (2)

Boyle.

Silko-Vonnegut Factor: Literary strategies thatre-map  Engle, Patricia Engle, Patricla McGloskey. (1)
temporal instincts. McCloskey. Fifer, Elizabeth, Thesis advisor. (1)
Welcome to the monkey house : a collection of short Vonnegut, Kurt. New York : Dial Press Trade [2014], Hardin, Miriam. (1)

works / Paperbacks,, , ©2014,

Sumner, Gregory D. (1)

Showing 1 to 3 of 3 entries
Format

Book (3) I

Genre

Short stories. (1)

Academic dissertations (2) ‘

Language

English (3) I

PublicationDate

21st Century (3)
2000s (2)
2010s (1)

Total Time (sec): -0.196
Time Taken By Solr (sec): 0.0
Time Taken By Server (sec): 0.0

Select All Records Open Selected Records Export to Doc XML

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-
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.
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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 F Lk 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 results.

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 hd|

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.

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.
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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.

48



OLE E-Doc Fundamentals

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.

50


https://jira.kuali.org/browse/OLE-6632

OLE E-Doc Fundamentals

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 allows
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 till under development.

Common Features and Search Options (Financial Docs only)

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

Document Search detailed search || superuser search || clear saved searches ‘ Searches |z|

* required field

Document Type: |Gy | &
nitiator: [ %
Document Id: ,7
Date Created From: ’7 i
Date Created To: |[ | =
Document Description: ||
Organization Document Number: [
vendor#:|[ %
Purchase Order #: |[ |

Bill Of Lading #:

Packing Slip #:

Reference #:

Search Result Type: | @ Document Specific Data Workflow Data
Name this search (optional):

search clear |( cancel ]

Inthe example 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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Edit Address Type ~ hide \

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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" Edit Address Type ¥ hide A\
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, and Ad Hoc Recipients, Route L og tabs, see Standard Tabs.

5. Complete the New section in the Edit tab.
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Edit Address Type ~ hide \

old New
Address Type Code: QT Address Type Code: | QT
Address Type Description: QUOTE * Address Type Description: |[QUOTE

Default Indicator: Yes Default Indicator: | /|

Active Indicator: Yes Active Indicator: |V

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

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

Note

For more information, see Route L og.

Note

You are allowed to edit non-identifying fields only. In edit mode, note that certain fields are
not editable. Y ou are only alowed to change the non-identifying fields associated with OL E code
you aretrying to edit. When the active/inactive flags are available for the reference table, you can
first make the existing code inactive and then create anew code to change the identifying fields.
If the active/inactive flags are not available, the changes must be made by the technical staff.

Fiscal Year Maker

Note

Fiscal Year Rollover continues to be reviewed or modified from inherited KFS functionality.
ALL could change in future rel eases.

This batch job (OLE-SY S fiscal Y earMakerJob) copies table values that are specific to afiscal year into
another fiscal year. Generally this job is used to copy values in maintenance tables from the current
fiscal year into the next fiscal year to prepare those tables for future use. Some modules, such as Budget
Construction, may require that these tables be updated with next fiscal year's values well before the end
of the current fiscal year. Two parameters are used to control the Fiscal Y ear Maker process:

* OLE-SYS SOURCE_FISCAL_YEAR controls the fiscal year for which the Fiscal Year Maker batch
process will copy certain maintenance table data to the next sequential year.

* OLE-SYSOVERRIDE TARGET_YEAR DATA _IND hasa'Y'or 'N'indicator that controlsthe mode
in which the Fiscal Y ear Maker's batch process runs.

* 'N' copiesvaluesto the new fiscal year without overwriting any valuesthat already exist in the new year.
"Y' copiesvaluesto the new fiscal year and overwrites any values that already exist in the new year.

Fiscal Year Maker impacts the following maintenance tables.
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Chart of Accounts tables: Accounting Period Object Code Offset Definition Organization Reversion
Organization Reversion Detail Sub-Object Code

Financial tables; Fiscal Y ear Function Control

Genera Ledger tables: University Date

System tables: System Options

Extended Attributes

OLE alowsyouto add attributesto your maintenancetablesin the event your institution requires additional
attributes for reporting purposes. These attributes are called extended attributes.

Extended attributes can either be free text fields or have an associated reference table to supply valid
values. The data dictionary can be configured by your technical staff in the following manner:

» An extended attribute displays on the associated e-doc
» An extended attribute can be made required or optional

» An extended attribute can be available as search criteriaand/or in the search resultsin alookup.

General Guidelines

How to add extended attributesto OL E: The stepsin creating extended attributesinvolve your technical
staff for the most part. Additional technical documentation is available. For example, acommunity college
isrequired to track multiple additional attributes on the Account Table to meet the reporting requirements
of community colleges. Each of thesefieldshasalist of valid valuesthat must be maintained in the system.
One extension table with the multiple fields is added to the Account Table. These multiple new fields
appear on the Account document. A new reference table for each new field is created to maintain the
list of valid values for the new fields. Each of the reference tables appears as a new document on the
M aintenance menu tab of OLE.

CA_ACCOUNT T
Ca_CHART T £l FIN_COa_CD
& FIN_COA_CD g, ACCOUNT_MNBR

G SCCOINT EXT T
&, FIN_COA_CD EXTENDED ATTRIBUTE T
|EL ACCOUNT_MBR &, FIN_COA_CD
= . __ |4, EXTENDED_ATTRIBUTE
EXTENDED ATTRIBUTE
EXTENDED_ATTRIBUTE_MAKE
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Dos

» Business rules can be applied to extended attributes the same as they could be applied to any other
attribute delivered with OLE.

» Moadification to include security and encryption can be applied to extended attributes as well just asthe
other existing OLE attributes.

» The data definition language, including referential integrity for extension tables are the responsibility
of the implementing institution.

Don'ts

» Extended attributes are not intended to add additional fields to the accounting string and should not be
added to tables such as GL Balance or GL Entry tables.

» Extended attributes should not be added to the workflow tables.
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Chapter 4. OLE Workflow Overview and
Key Concepts

The Kuali Enterprise Workflow (KEW) is a general-purpose, content-based electronic routing
infrastructure or workflow engine. Its main purpose is to automate the routing of electronic documents
(e-docs) to individuals and groups for approval, yet the KEW can also be used to orchestrate complex
processes between business components and applications. Approval routing is based on institutional or
departmental business rules and policies. A new routing option called PeopleFlow is also available from
the KEW to provide a streamlined way to view and update routing actions. This section provides an
overview of KEW asit relates to the OLE.

KEW Overview

Kuali OLE uses the KEW to handle the routing of electronic documents for actions such as approvals,
acknowledgments and FY | notifications. Although much KEW functionality works behind the scenes, the
action list and doc sear ch buttonsand the W or kflow Admin submenu optionsonthe OLE Admin tabsare
part of the KEW. These workflow options allow you to access, act on, and search for many types of e-docs
from various functional areas from a single location. Additionally, the Route L og tab on OLE e-docsisa
workflow feature that allows you to follow the progress of given documents through the approval process.

Note

Many facets of Workflow (such asthe route nodes that define how a given document type routes)
are stored in workflow process definition files for the various document types. These files can be
easily modified to alter the default routing of documentsin your OL E implementation, but doing
S0 requires atechnical resource and as such is beyond the scope of this documentation.

OLE Workflow relies on Kuali Identity Management (KIM) to specify when workflow action requests are
to be generated and who should take action to fulfill them. Functional users employ the KIM interfaces
to make changes that affect the routing of documents.

Note

KFS Knowledge Transfer - KIM functions (roles permissions, responsibilities) was a video
conference about roles and workflows. It also contains avisual demonstration on responsibilities.

PeopleFlow Overview

PeopleFlow isanew Kuali Rice feature that Kuali OLE isnow using for License Requests and Electronic
Resources. PeopleFlows are a prioritized list of people to send requests to. Essentialy, it's like a mini
people-based workflow that doesn't require you to specify a KEW node in the document type for each
individual who might need to approve or be notified. You can define "Stops' in a PeopleFlow, where
everything in the same stop proceeds in parallel, but all must be done within the stop before proceeding
to the next stop.

Y ou can call/execute a PeopleFlow from within a KEW workflow node directly, or you can invoke the
Kuali Rules Management System (KRMS - acommon rules engine for defining decision logic, commonly
refereed to as business rules) engine from an application and any PeopleFlows that get selected during
rule execution, defined in a KRMS agenda, will be called. In this way, you can integrate business rules
across applications and workflows.
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The same PeopleFlow that defines arouting order among a set of persons, groups or roles can be called by
KRM S rules, with the KRM S rul es defining which type of request to pass to the PeopleFlow (for example,

an "approva" routing action or a"natification").

Note

For information about creating and managing PeopleFlowsin OLE, see PeopleFlow in the Guide
to OLE System Administration Functions.

Route Levels and Workflow Routing

Documents route by progressing through a series of route levels (also called 'route nodes). Many of
the financial e-docs on the Select/Acquire menu, and other e-docs throughout OLE, support both pre-
established workflow routing and ad hoc routing. Here is an example of the approval route nodes that a
typical financial processing document passes through:

Approval
Fiscal organiza- Special
DMEET — =141 — TR
Racord
Inigate =l — inGL
el ae
Ad Hoo

In workflow routing, adocument'stype (General Error Correction, Transfer of Funds, etc.) determinesthe
route levels it passes through. Route nodes are defined by document type within the workflow process
definition file. To view workflow process definitions in XML, use the export button on the Document

Type Inquiry.
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Document Type Inguiry

Document Type w hide

Parent Id: 320530
Parent Name: FinancalProcessingTransactionalDocument
Td: 320541
Mame: TF
Label: Transfer Of Funds
Description:

Document Handler URL: t{application.ur }/financialTransferoffunds . dovmethod ToC all=docHandler

Help Definition URL: default.htm7turl=wWordDocuments % 2Ftransfe roffundsdocument htm

org.kual.kfs.sys.document.workflow.PostProcessor (Inherrted from
Farent)

Notification From Address:
Service Mamespace: KFS (Inherited from Parent)
Active Indicator: ves

Post Processor Class:

* required field

Parform Export

Y ou may need technical assistance to understand or modify aworkflow process definition file. Given that
assistance, the file can easily be modified to change a document's routing behavior.

An easier view for functional users is located in the Routing & IDM Doc Type (Routing and Identity
Management Document Type Hierarchy) option in the Workflow Admin submenu on the Admin menu.

Workflow Admin

Document Type

People Flow

Routing and IDM Doc Type
Rule Attribute

Statistics

Workflow Attribute

XML Import

TheKEW arranges OL E document typesin ahierarchical fashion, with some document typesbeing 'parent’
to the document types below them in the hierarchy. 'Child' document types inherit attributes from their
parents. The Routing & IDM Doc Type Hierarchy screen displays documentsin their respective positions
in this hierarchy and also displays the route nodes associated with each document type. Nodes are listed
in the order in which the document progresses through them.

The following example shows route nodes associated with the Transfer of Funds document type viewed
through the Routing & IDM Doc Type Hierarchy.
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Edit Document Type Yiew Document
Transfer Of Funds (TF) Configuration
Account
AccountingDrganizationHierarchy
SubFund
Award

Typical Route Levels of the OLE financial documents

Note

Routing and roles inherited from KFS continue to exist within OLE. Many of the route nodes
remain listed but are passed over in OLE. These options remain available for institutions that
wish to implement them.

Most, but not all, Kuali financial documents are able to progress through three route levels: account level,
organization hierarchy, and specia conditions.

Account Level Routing (Fiscal Officer)

Each account in OLE isassigned adesignated approver called afiscal officer. Thisindividual isresponsible
for maintai ning thefiscal integrity of an account and isoften one of thefirst approversto review adocument
that impacts the account. Most financial processing documents are routed to the fiscal officer for each of
the accounts identified in the document. For example, Sue is the fiscal officer for account 1012300. All
financial transactions involving this account are routed to Sue for approval.

Organization Review (Review Hierarchy) Routing

Every account belongs to an organization. The organization devel ops customized routing to appropriate
roles based on criteria such as document type, dollar amount and override code. This routing may take
advantage of the Chart of Accounts organization hierarchy, meaning that approvals are set up at different
levelsin the organization hierarchy. A document proceeding through this hierarchy routing might route to
someone at the department level, then route to someone else at this department's school or college.

Organization hierarchy routing (corresponding to the AccountingOrganizationHierarchy route node) is
very flexible and may be customized to be as simple or complex as needed. For example, it can be set
up to accommodate appropriate routing when the head of acquisitions wants to approve every Transfer of
Funds document over $1,000 that involves an account reporting to his organization.

Some documents without dollar amounts (such as account maintenance documents) also use organization
hierarchy routing. While technically distinct, this type of routing functions exactly as described above
without regard to dollar amount or override code.

Special Conditions Routing

Specia condition routing is a blanket term for additional route levels that might be triggered by various
attributes of atransaction. Special conditions often represent special administrative approvals that may be
required. This routing may be based on the type of document, attributes of the accounts being used, or
other attributes of the transaction.

Examples of special conditions routing

71



OLE Workflow Overview
and Key Concepts

Routing Type Description E-Docs

Content Routing If the document's content is incomplete, routes the| Requisition
document to an appropriate individual for completion.

Separation of Duties If the amount of the document exceeds an|Requisition
institutionally-defined threshold and there have been no
approvers other than the document initiator, routes the
document to a defined central approver.

Sub-Account Routing If the document uses a sub-account and the sub-account | Purchasing related e-docs
has a routing rule established, routes the document to
the person, group or role for which the rule has been
established.

Sub-Fund Routing If a sub-fund derived from an account appearing on the | Financial transactions e-docs
document has a routing rule established, the document
routes to the person, group or role for which the rule has
been established.

Ad Hoc Routing

Ad hoc routing allows a document initiator or approver to add additional individuals or groups to the
routing of a specific document. In most cases, ad hoc approvers inserted into the routing interrupt the
regular routing process. For example, when a user initiates a financial document and ad hoc routes it to
another user for approval, the document routes to the ad hoc approver before it routes to the fiscal officer.

Tip
Ad hoc acknowledge and FY| routing do not interrupt the regular routing process.

Financial processing documentswith thesetypes of ad hoc requests still pending post to the General Ledger
as soon as all other approvals are obtained. The system does not put them on hold while waiting for the
acknowledgment to take place or for the FY| to be cleared.

The following steps describe how to add an ad hoc recipient in the Ad Hoc Recipients tab.

1. Select an action requested from the Action Requested list. To route the document to an individual,
select this option in the Person Requests section. To send the request to a group, select this option in
the Ad Hoc Group Requests section.

Ad Hoc Recipients + hide -

Ad Hoo Reciplents

Person Requests:
* Action Requested

APPROVE e
ACKNOWLEDGE

Ad Hoc

FY1
APFRJVE v

2. To ad hoc route the document to ancther person, type the principal name in the Per son box in the Ad
Hoc Recipients section or use the lookup icon

S
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to search for the appropriate user name.

I ad Hoc Recipients - hide \

Ad Hoc Recipients

Person Requests:
* Action Requested * PEFSOn Actions

[ APPROVE v eelicm CY R i
E— TOM, WESLET F

. Toad hoc route the document to agroup, in the Namespace Codefieldinthe Ad Hoc Group Requests
section, enter the group name or use the L ookup icon

Q\
to search for the appropriate group name.

:nd Hoo Group Requests:

* Action Requested Namespace Code ] Hame Actions
| 4PPROVE w [ & add

" Click . The system verifies that the person ID or group namespace code and name that you
have entered for routing is valid.

" Click ._S4“B™E | 51 the document.

After you complete the Ad Hoc Recipient section and submit the document, the system changes the
Node(s) value to '‘Adhoc' and changes the Status value to 'ENROUTE'.
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Houte Lag = hide
Route Log o
10k ATAET1 - Rk
Title Casarioution OF Inooms And Expense - et
Tyme E.:"""" lion Cf Incor Created s PH ORS00
InMiatar HUMTLEY, EE1SHE Last Modefied 0 ET PH OEADXES 000
Status EHMREOUTE Last Approved
Hade]s) AdHac Fimalized
| Actions Taken = fide L I
Rction Taken By Faor Delegator Timie f Teake Annotation
CDMPLETED HLUNTLEY, ¥E1SHS ¥ =37 P O3 F05F 2000
| Pemdiing Acbicn Reguesls = Ride LY I
Ackiom Requested OF Timie f Date Annotation
P Show :L';.:';J.:-E" st TOM, WESLEY F 9:36 PH 030572009
| Futwrs Action Requests L i I
)
The Pending Action Requests tab shows the requested action and the user ID.
Pending Action Reguests w hide L
Aclomn Requested OFf Tinve f Dk Annatation
I AL TIOMN LIST
o :
L0 APPROVE oM. WESLEY F 09: 536 PH D3 /05 72009

When a document is en route, you may send ad hoc requests without taking a workflow action on the

sl ad hoae regueast ]
document. To do this follow the steps listed above but use the - button
instead of Submit.

Note

When you review the Route Log immediately after submitting a document, you may not see the
Pending Action Requeststab. Thisis because OLE has not yet received the routing information
from Workflow. In this case, wait for a few seconds and click the Refresh button at the top of
the Route Log to refresh the screen. You may need to repeat this process a few times until the
information appears in the Pending Action Requeststab.
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Rzarte Log |—Irh- |
Route Log BLA
Faaradh
0= 3X1778 * Pk
Tivle
Typs Ad=ated DEpoEl Created DE 44 PH T2y Y
Initiabor HUKRTLEY. EECSHA 7 Lank Hodsied OE 44 PH 0228 2009

The Pending Action Requests tab shows the requested action and the user ID.

Viewing Route Nodes

To see the route nodes associated with a particular document type:

1.
Click the m menu tab.

2. Select Routing & 1DM Doc Type (Routing and | dentity Management Document Type Hierarchy) from
the Workflow Admin submenu.

Workflow Admin

Document Type

People Flow

Routing and IDM Doc Type
Rule Attribute

Statistics

Workflow Attribute

XML Import

The system displays document types in the hierarchy.
3. Locate the desired document type route levels.

For example, you might scroll down to Transfer of Funds to view the rules of the Transfer of Funds
document route levels.

Edit Document Type Yiew Document

Transfer Of Funds {(TF) Configuration
Account
AccountingDrganizationHierarchy
SubFund
Award
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Beneath the document type, you see the nodes that the document routes through. The system lists these
nodes in order from first to last. To view more detail about the KIM responsibilities associated with
these route nodes, click the View Document Configuration link.

Transfer Of Fands {TF} Edit Document Type :
Account i ]

AecountinglrganizationHierarchy
SubFund
Brard

4. Scroll down to the Workflow / Responsibilities tab.

Workflow / Responsibilities ~ hide Y

Gray lines that are stricken through represent inherited responsibilities that have been overridden by a more specific responsibilities.
Exception Routing
Action Details At

e Role Member Level

Granted to Roles Inherited

No No OLE-SYS Manager OLE
Route Node: Account
Action Details At

Required Role Member Level

Granted to Roles

I
ves No OLE-SYS Fiscal Officer LE

Route Node: AccountingOrganizationHierarchy

Action Details At

Role Member Level
No Yes

Route Node: SubFund

Required Granted to Roles

OLE-5YS Accoun ting Reviewer

Action Details At
Role Member Level

No Yes OLE-SYS Sub-Fund Reviewer OLE
Route Node: Award

Required Granted to Roles Inherited

Action Details At

Ezgred] Role Member Level

Granted to Roles

I
No No LE
Route Node: TransferFund
Action Details At

b Role Member Level

Granted to Roles Inherited

OLE-SELECT Finanial I-AQ4 N
OLE-SELECT Financial |-AQS °

No No

In the Workflow / Responsibilities tab, the system displays the name of each route node along with
the associated role(s) and other information. The first entry in the list defines the exception routing for
this document type. This entry identifies the role that receives the document if Workflow encounters
an error that preventsit from completing the document's normal routing.

Note

In some cases a document may have route nodes that the document passes through based on
certain conditions. These split or branching route nodes are indented to distinguish them from the
route nodes through which all documents of this type pass.

Workflow Responsibilities

When a document routes through a particular route level, the KEW evaluates it against the responsihilities
that reference this document type and route level. A responsibility actslikeatrigger: If the document meets
its criteria, the system sends an action request to a particular user or group of users.

Responsibilities are associated with rolesin KIM. Roles have members or assignees who are represented
in the system as persons, groups, or other roles. Users assigned to arole inherit the role's responsibilities,
meaning that they receive action requests from Workflow when specified conditions are met.

To view responsibilities, select the Responsibility option from the Identity Admin submenu on the

[ namin 8
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Identity Admin

Group
Permission

Person

Responsibility

Role

Role/Group/Permission/Responsibility Type

Each responsibility includes severa attributes (that is, values and details) that determine when it is
triggered.

Actions Template Template Responsibili Responsibility Name bility Detail Values Granted to
Namespace Name Namespace Roles
~ . _ . Route Node Name:OrganizationHierarchy, Document
edit copy|KR-WKFLW Review OLE-SY¥S Review OLE OrganizationHierarch Type Name:OLE, Action ...
0 . L . Route Node Name:&ccount, Document Type
edit copy|KR-WKFLW Review OLE-PURAP Review POA Account Name:OLE_POA, Action Details At...
. Route Node Name:Account, Document Type
n v ¥ A y '
edit copy|KR-WKFLW Review OLE-PURAP Review CM Account Name:OLE_CM, Action Details At ...
§ ¥ . Route Node Name:Management, Document Type
edit copy|KR-WKFLW Review OLE-PURAP Review EIRT Management Name:OLE_EIRT, Action Detail...
Responsibilities lookup results Definitions
Title Description
Responsibility Detail Values Display-only. Additional detail that identifies the document this

responsibility generates action requests for, when the requests are
generated and how Workflow handles them.

Route Node Name: The point in a document's workflow routing at which
this responsibility generates requests.

Document Type Name: The name of the document type this responsibility
will generate action requests for.

Action Details At Role Member Level: A 'True' or 'False' indicator that
indicates where the details of this workflow action request are defined. If
thevalueis 'True,' action details are collected when members are assigned
totherole. If the valueis'False,' the action details are collected when this
responsibility is assigned to arole.

Required: A 'True' or 'False' valuethat indicates whether this responsibility
is required to generate an action request or send the document into
exception status (‘True’) or is an optional responsibility and can be
bypassed if no action requests are generated (‘False).

Responsibility Name Display-only. The name of this responsibility. In most cases, the
responsibility name will be the same as the associated template name
(Review).

Like permission names, responsibility names are not unique. Thus most
OLE responsibilities have a Responsibility Name of 'Review'.

Responsibility Namespace Display-only. The namespace with which the responsibility is associated.
This namespace usually corresponds to the namespace of the document
type for which the responsibility generates action requests.

Template Name Display-only. The name of the template on which the responsibility is
based. The template defines, in a broad sense, what the responsibilities
based on it do. Since responsibilities usually generate action requests for
user review, most responsibilities have a Template Name of 'Review'.

Template Namespace Code Display-only. The namespace for the responsibility template. Usually,
the namespace identifies the application and module the applicable
responsibility template pertains to. Because responsibilities pertain to
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workflow, most responsibility templates are associated with the KR-
WKFLW (Kuali Rice-Workflow) namespace.

While responsihilities are created and maintained in two central locations, users may supply qualifying
values when assigning users to a role associated with these responsibilities. These qualifying values
generaly identify specific circumstances under which the responsibility is invoked. For example, if a
departmental user adds a user to arole with aresponsibility that refers to an organization hierarchy route
node, the departmental user supplies the appropriate chart and organization code. Subsequently, only
documents that contain this chart and organization code route to the specified user.

Note

For more information about roles and responsibilities, see KIM Permissions, Responsihilities,
and Roles in the Guide to OLE System Administration Functions.

Route Log

The Route L og tab displayed on all OLE e-docs shows workflow status details. The Route L og can have
up to these four subtabs---Document I D, Actions Taken, Pending Action Requests, and Future Action

Requests.
7 1D: 3721 ~tme] \
Title Payment Reguest - PO: 1026 Vendor: YBP Library Services_]
Type Payment Request Created 11:19 AM 05/16/2013
Initiator HUNTLEY, KEISHA Y Last Modified 11:19 AM 05/16/2013
Route Status ENROUTE Last Approved
Document Status Awaiting Fiscal Officer Approval Document Status Modified 11:19 AM 05/16/2013
Node(s) Account Finalized
|’ Actions Taken ~ hide .“‘k
Action Taken By For Delegator Time/Date Annotation
SAVED HUNTLEY, KEISHA Y 11:19 AM 05/16/2013
» show COMPLETED HUNTLEY, KEISHA Y 11:19 AM 05/16/2013
A Thide] \
Action Requested Of Time/Date Annotation
» show :‘NP:;J;SN LIST REMNFROW, ROBERTA G 11:19 AM 05/16/2013 OLE-S¥S5 Fiscal Officer BL 2947492
e - hide \,
Action Reguested Of Time/Date Annotation
¥ show PENDING WINKLER, MICHEL 02:26 PM 05/16/2013 OLE-SELECT OLE-Payment
APPROVE
PENDING
» show APPROVE BEAL, ALTAE 02:26 PM 05/16/2013 OLE-SELECT OLE-Payment
PENDING
» show APPROVE HUNTLEY, KEISHA Y 02:26 PM 05/16/2013 OLE-SELECT OLE-Payment
Document I D Tab Definitions
Title Description
Title A combination of the document type, description, and the organization
document number (if any).
Type The document type. The full name of the transaction used to identify this
document type in Workflow.
Initiator The name of the person who created the document.
Status The route status for the document.
For more information, see Route Status.
Node(s) The current route node of the document -- that is, the current step that the
document ison, on itsroute path. Route nodes are al so referred to as 'route
levels.
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Created The time and date that the document was created.
Last Modified Thetime and date that the document was modified last.
Last Approved The time and date that the last action was taken on this document.
Finalized The time and date that the document reached' Final,” 'Canceled,’ or
'Disapproved’ status.

Action Taken Tab

The Actions Taken tab displays the history of workflow actions on the e-doc.

" Actions Taken ~ hide .

Action Taken By For Delegator Time,/Date Annotation
SAVED HUNTLEY, KEISHA ¥ 11:19 AM 05/16/2013
» show COMPLETED HUNTLEY, KEISHA ¥ 11:19 AM 05/16/2013

This tab lists each action taken, the name of the person who took this action, and the time and date the
action wastaken. TheFor Delegator field showsthe name of adelegate that took action on someone else's
behalf. For example, for account routing the fiscal officer's name would be shown here if this person's
delegate took action on the document.

To drill down into the details of each action, click | * 5o |

" Actions Taken  hide .

Action Taken By For Delegator Time/Date Annotation
SAVED HUNTLEY, KEISHA ¥ 11:19 AM 05/16/2013
» show - COMPLETED HUNTLEY, KEISHA ¥ 11:19 AM 05/16/2013
The system displays the detail.

Severa layers of information may be available for an action request.
Pending Action Requests Tab

The Pending Action Requests tab displays the next action to be taken and shows more detailed routing
information about this request. Only action requests at the current route node are displayed.

The following example shows a document that is awaiting approval by onefiscal officers.

Pending Action Requests - hide \L

Action Requested Of Time/Date Annotation
IN ACTION LIST .
¥ show RENFROW, ROBERTA G 11:19 AM 05/16/2013 OLE-SYS Fiscal Officer BL 2947492

APPROVE

The Action field indicates whether the document is in a user or group's action list or is pending their
approval. An action of Pending Approve means Workflow hasidentified other approval actionsneeded at
thisroute node, but it has not actually sent these requests yet. Pending approval actions may be determined
by the Priority attribute on the appropriate workflow responsibilities.

The Requested Of field displays the name of the user or group responsible for the pending action. The
valueinthisfieldisbased on theresponsibility at this current route level. In cases where adocument routes
to arole with more than five members the name of the role will be displayed along with any qualifying
values pertaining to the role assignees who received the request.
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Note that the Pending Action Requests tab shows pending requests only for the document at its current
route node. The system may add new requests when the document transitions to a new route level.

Tip
To identify members of a group whose ID is displayed in the Requested Of field, click the link

for the group I1D. The system displays information about the group members.

If multiple users are identified as the recipients of a single action request, the number of actions required
is controlled by the action policy code associated with the responsibility that generated the request.

e If thiscodeissetto'ALL," all users specified must take the required action on the document before the
request will be cleared.

« If theactionpolicy codeis'FIRST,' thefirst of the specified usersto take the action will cause the system
to clear the action request for all other users with the same request.

Future Action Requests Tab

When adocument's statusis 'saved' or 'enroute,' the Futur e Action Requeststab on the Route L og shows
the action requests that Workflow will generate in the future based on the information currently on the

Future Action Requests \
Action d of Time/Date

PENDING WINKLER, MICHEL 02:26 PM 05/16/2013 OLE-SELECT OLE-Payment
APPROVE AWINKLER, MICHEL : v
PENDING

APPROVE BEAL. ALTAE 02:26 PM 05/16/2013 OLE-SELECT OLE-Payment
PENDING

APPROVE HUNTLEY, KEISHA Y 02:26 PM 05/16/2013 OLE-SELECT OLE-Payment

To open this section and view the future action requests, click the button. Future action requests
are listed in the order in which they are to occur.

As a document routes and users take action on it, the system updates the contents of the Future Action
Requests tab to show only those requests that have not yet been made by Workflow. When a document
reaches 'Final' or 'Processed' status in Workflow, this tab becomes empty because there are no future
requests to display.

The Annotation entry is a message that is generated based on the KIM responsibilities being referenced
by Workflow.

P-EIT:Hrlu Action Heguests -

[ I N s 4 Tinwa ate prs—

Routi Action ACKNOWLEDGE generated by
IH ACTION ARERAS. EVE ounng Workflow because

LIST U [FISCAL- annatation CASTELLANOS,KATHIE 1 took action
ACKNOWLE DGE FFICER) BLARKET APPROVED Responsilility 2006

Hulde Id 833%

: Action ACKNOWLEDGE generated by
IN ACTION BENIROYW, HOBERTA Qo A Waorkflow because
LIST G [FISCAL- W_.l'-:l:ﬂ.ﬂ ID0F CASTELLANDS,KATHIE J took action
ACKNOWILEDGE FFICERY BLARKET APPROVED Responsilility 2006
Hule Id 1335
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View Routing Details

To display more detailed routing information about the request, click L * 512" |,

Pending Action Requests

Action
IN ACTION LIST

» show

APPROVE

» hide S

Requested Of Time/Date Annotation
RENFROW, ROBERTA G 11:19 AM 05/16/2013 OLE-SYS Fiscal Officer BL 2947492

The resulting display contains additional information about the request.

Pending Action Requests

~ hide

> hide \

Action Requested Of Time/Date Annotation
IN ACTION LIST RENFROW, ROBERTA G 11:19 AM 05/16/2013 OLE-SYS Fiscal Officer BL 2947432
APPROVE

Node Account

Priority 1

Approval Policy | Single Approval Required

Forced Action false

Pending Action Requests Tab Definitions

Title Description

Node The route node at which this request was generated.

Priority The priority assigned to this workflow request. If multiple requests are
generated at the same workflow node, the system generates requests with
low priority numbers before requests with higher priority numbers.

Approval Policy A value indicating whether members of arole receiving this request must
each take action to fulfill the request or if only a single role member must
take action.

Forced Action A true/fase indicator specifying whether a user must take action on this

document even if he or she has acted on it previously. If True' then
the user must take another action. If 'False," then the previous action will
automatically fulfill this request.

Route Status

Route status indicates where a document is in its routing process. For any given document, the system
displays route status in both the Route L og tab and the document header.

ID: 3721

Title

Type

Initiator

Route Status
Document Status
Node(s)

“

« hide o

FPayment Request - PO: 1026 Vendor;
Favment Reguest

HUNTLEY, KEISHA Y

ENROUTE

Awaiting Fiscal Officer Approwval

Account
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Action

The following table summarizes the meaning of various route statuses in the KEW.

Route Status Definitions

Status

Description

Approved

The document has been approved. The document is now avalid business
transaction in accordance with ingtitutional needs and policies. See note
below.

Canceled

The document is denoted as void and should be disregarded. This statusis
applied to adocument when an initiator creates a document and cancelsit
before submitting it for approval.

Committed

The document has been committed to the database. See note below.

Disapproved

The document has been disapproved by an approver.

Enroute

The document has pending approval requests.

Exception

The document has been routed to an exception queue because workflow
has encountered an error when trying to process its routing.

Final

The document has been routed and has no pending approva or
acknowledgment requests. Documents in 'Fina' status are considered
approved in that documents in this status affect the General Ledger or
update Chart of Accounts values.

Initialized

The document has been created but has not yet been saved or submitted.

Processed

The document has no pending approval requests but still has one or more
pending acknowledgment requests. Processed documents are considered
approved, so they impact the General Ledger or update Chart of Accounts
values.

The document has been started but not completed or routed yet. The save
action allows theinitiator of adocument to save his or her work and close
the document. The document may be retrieved from the initiator's action
list for completion and routing at alater time.

Note

A user does not ordinarily see a Status value of 'Approved' or '‘Committed'. The system displays
these statuses to users only as aresult of a system error or performance issue.

List

In OLE, you receive action requests for e-docs through your action list. This list provides summary
information about each document that requires your attention, such as document type, title, route status,
the type of action requested of you, who initiated the document, when it was created, and whether or not

you've received this request because you are a delegate or a member of a group.

1

Click [CLaction st |

The Workflow system retrieves all documents that you have initiated and saved and any documents

that are routed to you to approve, acknowledge, or FY1.

Action List Backdoor Id rorenfro is in usa

Action List

5L items retrigved, displaying L to 10.[First/Prev] 1, Z, 3, 4, 5, & [NextLast]

Action
1d Ivpe Title Stats Regquested

Dristribution OF
1292 Income &nd
Expensa

Distribution OF Income

£ ]
and Expense - TEST EMROUTE AFPROYVE

preferences | | nefresh || filker
Group
L
Initiator Deleqator Date Created oo o.. 0 (L0D
HUNTLE™ 04:38 PM g
KEISHA 0%/28/200%
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2. Click the document Id link to open the document.

The system displays a set of buttons at the bottom of the screen. The buttons you see depend on your
role and the requested action. For example, you may see:

save reload approve disapprove close Copy

3. Click one of the workflow action buttons.

Workflow Action Buttons

When you open a document, you see various workflow action buttons at the bottom of the page. The
buttons vary depending on the document you are opening, the kind of action request you have received
for the document and the KIM role(s) to which you belong.

Note

Some additional buttons are available, depending on the e-doc you are viewing. These buttons
are described within their particular guide.

Workflow Action Button Definitions

Action Description

Signifies that you have responded to the acknowledgment action request.
acknowledge Thisbutton isavailable only to usersto whom adocument has been routed
for acknowledgment. See FY | below.

Signifies that in your judgment the document represents a valid business
transaction in accordance with institutional needs and policies. A single
document may require approval from several users, at multiple route
levels, before it moves to 'Processed’ status.

approve

Bypasses all subsequent levels of approval and immediately moves a
document to 'Processed’ or 'Final' status. Anyone who would otherwise
have received the document for approval receives an acknowledge request
instead. This action may be taken only by roles associated with blanket
approve document permission, such as the OLE-SY S Manager role.

blanket approwe

Denotes that the document is void and should be disregarded. Canceled

cancel documents cannot be modified in any way and do not route for approval.

Allows you to exit the document. The system displays a message asking
whether you want to save the document before closing. No changes to
action requests, route logs or document status occur as a result of a close
action. If you initiate adocument and close it without saving, it isthe same
as canceling that document.

[=f [=E T

Allowsyou to create anew document based on the existing document. Not
Oy all document types can be copied.

Signifies that in your judgment the document does not represent a
disapprove valid business transaction. A disapprove action from any single approver
prevents a document from posting to the GL or updating a maintenance
table.

Allowsyou to correct documents by creating anew document that reverses
the original transaction. This feature can be used only on documents that
have completed the routing process and have been fully approved. Not all
document types are eligible for error correction.

[—lgg= = gy —malalyl

Signifies that you have responded to the FY| action request. This action
FYl is available only to users to whom a document has been routed for FYI.

83



OLE Workflow Overview
and Key Concepts

The difference between acknowledgment and FY1 is that FY| requests
can be cleared directly from the action list without opening the document.
FYI requests aso have a different effect on the document status than
acknowledgments. A document with no pending approval requests but
with pending acknowledge requests is in 'Processed' status. A document
with no pending approval requests but with pending FY| requests is in
'Final’ status.

Refreshes the screen and displays the most recently saved information.
| reload Changes that are made but not saved prior to reloading a page are not
maintained.

If you are the initiator of this document, allows you to save your work
W and close the document. The document may be retrieved from your action
list for completion and routing at a later time. If your permissions allow
you to edit en route documents, you can also save changes to an en route
document in your action list.

Moves the document (through workflow) to the next level of approval.
After a document is submitted, it remains in 'Enroute’ status until all
approvals have taken place.

submit

Special attention should be paid when you select any of the workflow action buttons noted below.

Blanket Approving a Document

If you areamember of arolewith ablanket approve document permission (such asthe OLE-SY S Manager
role), you have the option to blanket approve a document routed to you for your approval.

Note that you can only blanket approve adocument you areinitiating or adocument for which you already
have an approval request.

Click | branket approve | 19 gnprove the document bypassing all other approvals.

Disapproving a Document

Click disapprowe

Enter areason for disapproval, and then click yesto confirm.

Are you sure you want to disapprove this document?

Please enter the reason below:
Insufficient explanation|

s ik

After you completethe disapproveaction, the system displaysthereasoninthe Notesand Attachment tab.
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Motes and Attachments (1) - hiid |
Motes and Attachments
Posted -
Timestamp Author Mote Tesxt Attached File AcHions
Browse.
add: ]
TAREEL
RENFROW,
DQ.T'ZB;"EEIEIQ ROBERTA |Disapproval reason - Insufficient explanation.
0d:54 PM &

Acknowledging a Document

Note

Acknowledgments do not interrupt the normal workflow routing of a document. They do not
stop adocument from routing on to other individuals, groups, or roles who need to take approva
actions.

Click \ Mcknowiedge |

FYl a Document

Note

FYlsdo not interrupt the normal workflow routing of a document.

To signify that you have responded to the FY | action, you may take either of two actions:

L]
.ol FY1 |
Click .~~~ ./ when you open the document.
* [ FPY1 | ke
or, intheaction list, select .~ in the Actions column and click -
Action List
2 memns retrisved, displaying all tems,
1d Troe Title Status | pmMRR | Infiator Deleaster| Date Created | goriel | Actions Log
321521 |Disbursembnt Vouchsr [Ul;’:‘-";“;’i"“' Voucher - test oy uer COMPLETE e 33}3%{,’;&5 d
szisss Sy OF neeme |Qismition OF fncome 48 ggocesep par. s o ﬁ:g:; 43
take acticns

Tip
Setting the default action for FY1: To clear al FY| actions in the action list simultaneously,
first set the default action from 'NONE' to 'FYI".

PRAME | apply defsult
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Next, click apply default (in the upper right corner) and then click take actions.

Correcting Errors After Approval

Infinancial e-docs, the error correction action allowsyou to correct documents by creating anew document
that reverses the original transaction that has been fully approved. A document created with the error
correction action must route and be approved in the same manner as the e-doc it corrects.

Note

The error correction action should not be confused with the financial transaction document type
General Error Correction (GEC), which is described in General Error Correction in the Guide to
the OLE Select and Acquire Module.

1 C“Ck EFTOr COrTSsChion

The system creates a new document with a new document ID. The system also displays Corrects
Document ID in both the document header and the Notes and Attachment tab of the document.

135163

Dioc Wbr: (1351938 Status: [INITIATED Corrects Document To::

Initator; WPUTMaN | Created: |01:23 PM 03/27/2006

Amounts are in negative to reverse the original transaction.

Incame
*
* Chart NTJE:::EI Sub-Account * Object Sub-Object Project H.E'f“:rl * Amount Actions
add: 0.00 add
.
* Chart st Sub-Account  * Object  Sub-Objert Praject pOr0. ¢ Ameunt  Actions
BL 1031400 Soag =100.00 Eal inguiry
1 . W RS rCHAL BLIES AH e
foy
Total: {100.00%
Expense
.
* Chart NT':.:E::! Sub-Acoount * Ohject Sub-Dbject  Project HE‘f“:d * Aot Actinns
add: 0.00 add
*
* Chart NT;::::I Sub-Account * Dbject Sub-Object PFroject ﬂ:'frglrl * Amount Actions
Bl A0Z1420 Soo0 -100.00 Bl inquiry
1 MIHETON | CENTER FOR ANLH PFLIES & et
Taotal: {100.00)

The new document has an annotation that is an error correction.
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Hotes and Attachments (1) + hide !

Notes and Attachments

Posted
Timestamp Author * Note Text

add:

09/04/2007F | HUNTLEY KEISHA

Errge-correctan for documeant 311837
O&:4.F FH )

2. C”Ckl submit I.

The header of the corrected document shows the corrected by document ID.

Doc Nbr: 311739 Status: FINAL
Initiator: |rorenfro| Created:; 02:11 PM09/04/2007 | Corrected by Document Id: | 312659

Workflow Preferences

The system allows you to change the automatic refresh rate, action list page size, email notification, and
row colorsthat indicate the status of the document. Y ou may also limit the list of documents in the action
list by setting filtersfor delegators or workflow status. To make any of these changes, click thepr eferences
button in the action list.

Mﬂﬁn Ll!t Backdoor Id rerenfro iz in uze - _“__ = Tiiter
h

Action List

50 items retrieved, displaying 1 to 10.[First/Prev] 1, 2, 3, 4, 5 [Hext/Last]

Id T Titl Stat Action Initiat Dl 1 Date C ted Group Log
Reguisition - batch 5 }
HUNTLEY, 03:25 &M
- " ! pul> s 1R
3012 | Requisiticn ;r;;l::\i;uanh.y PROCESSED ACKNOWLEDGE {E1SHA 3 09,/30/2009

The system displays the Workflow Preferences screen.
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door [d khamtley

Workllow Preferences

Automatic Refresh Rate: 15 in wholes mirutss - 0 iz no sutomatc refresh,
Action List Page Size 10
Email Motification  Immediate | [T
Recelve Primary Delegate Emails [+
Receive Secondary Delegate Emails [
Delegator Filter Secondary Delegators on Action List Page =
Figlids Displayed In Action List
Document Type [+
Title [+
ActionRequested [
Initiatar [+
Delegator [+
Date Created [+
Date Approved [
Current Route Node(s) [
WorkGroup Request [+
Document Route Status [+
Clear FY1 [+
Saved [ O - [0 @) ) L) . o o ®)
moatsd || O O WM ® (O O OO0 OO
Disapproved () - & o O - - ( o
enroute || ) O KM ® O O O 0 O OO
Aapproved | O O K ® O O O 0O 0O OO
Final | () [l = I8l o B c E
processed |0 O B ® T0O 0 O BORNECOD O DO
Eccoption | O O KM ® O © © OO0 © 0O
Canceled ) L) (] C Q0 O @ i &)
AW raant cancal
Workflow Preferences Field Definitions

Title Description

Automatic Refresh Rate Enter a number in whole minutes.

Action List Page Size Enter a number of rows to display per page in the action list.

Email Notification Select one of the desired email frequencies from the list: ‘None," 'Daily,’
‘Weekly' or ‘Immediate’.

Receive Primary Delegates Emails Check this box to receive an email when adocument arrivesin your action
list for which you are the primary delegate.

Receive Secondary Delegates Emails Check this box to receive an email when a document arrives in your
secondary delegate action list.

Delegator Filter In the list, select 'Secondary Delegators on Action List' or 'Secondary
Delegators only on Filter Page' to specify when to show the secondary
delegation entriesin your action list.

Fields Displayed in Action List Check each box to include these items on the action list.

Document Route Status Colors for Action List Entries Click one of the color options for each document route status.

save |

To save your preferences, click I

88



OLE Workflow Overview
and Key Concepts

To return to the defauilt preferences, click - "%t |

Note

Color changes do not take place until the next time you log onto the system.

A mice Uit
15 Eesrk boural, defpdaryie] 11 00 15 [EESUTRER ] 1. T |SesfLas]]
Dute Createy  SIECUEEE

-1- — Win  Homesed RO e (==
[EETEr T —— - 11:57 P

i Comburnsmant Vo Do iy v ERRSTE  APRIA 1 0 d
Trarrifer al Furehi s e

(LR Kol T T AR DUl - FUUSTIRCE - ROAMED COMPUETE | PUTHMSMOSESEE O ] AR g |
114 (AR .

s o P AEE S I e pe— E'l‘:"_-':""""- VOIRT - | pp i TE  oPEROVE | RAGELOUE ::'r".._ri'ij..b., o g |
Trowreurter of Furd [, o0 all e e i3 22 P

il (O ] L BT Tt r.h:-r;;uh' ban el 19 ERBOLUTT  S&PFRIAT " eyt A
b T T I ) D 3 P4

haiir ] o loarmah cnschmr Do oumant Dot ERBCUTE  APRRINT GOFEEY Rl O LS00 : |
TS L -

16w Foarad, diepdayineg 11 0o 15 [Ereifeey] 1, F [ecniasi]

Action List Filter

Setting afilter allows you to display a subset of the action list.

1. TogototheAction List Filter dialog box, click the Filter button.

| preferences || refresh || filter |
k

Filk=r

2. Specify filtering criteriain the Action List Filter dialog box.
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Action List Filter

Document Title: [ 7] Exclude'-‘.l_
Document Route Status: (7] | All hd Exclude”l. r
Action Requested: (7] | All b Ex:ludt?“-
Action Requested Group: [ 2] | No Filtering + Excludedl
Document Type: @ & Exr.lude"l'_
from: | 3
Date Created: (%) Ewcludc?ll_
to: | E
from: E
Date Last Assigned: ]| - Exclu de’ll_
to: Ii_“
"
filber clear reset cancel

3. ———
Click » THter |

The system displays a message in the upper left corner.

Action List

Filtered by Date Created

10 tems found, dsplaying all items. 1

CroCLanment Acion
Title Boute Status Initigtor
Transfer of
Funds
F4 tualiTransferDFundsCocument Dooument - | ERRLOUTE AFFROWE

T Cover

Action List Filter Definitions

Title Description

Document Title

Enter a partial or full character string that you are looking for in the
document description. For example, enter ‘Test' to see all documents that
contain 'Test' in the document description. This field is case sensitive.
Select the Exclude? check box to exclude documents with the specified
title from the list.

Document Route Status

Select the route status you want. The choices are 'All," 'Approved,
'Disapproved,' 'Enroute,' 'Exception,’ 'Processed and Saved'. Select the
Exclude? check box to exclude documents with the selected status from
thelist.

Action Requested

Select an action from the list. The choices are 'Acknowledge,' 'Approve,
'‘Complete; and 'FYI'. Select the Exclude? check box to exclude
documents with the selected action from the list.

Action Requested Group

Select the name of the group that is requested to take an action.

Document Type

Select adocument type from the lookup

|.r-h.||



OLE Workflow Overview
and Key Concepts

9

. Select the Exclude? check box to exclude documents with the selected
type from the list.

Date Created Enter a date range or select dates from the calendar

ﬂ

to limit the documents based on the date they were created. Select the
Exclude? check box to exclude documents that were created during this
given time range.

Date Last Assigned

Enter a date range or select dates from the calendar J to limit the
documents based on the date that this action item was generated for you.
Select the Exclude? check box to exclude documents that entered your
action list during this given time range. The acceptable format is mm/dd/
yyyy.

Clearing the Action List Filter
Note

The Clear Filter buttonisvisible only when you have previously created the filter.

To remove the filter and view the entire list, click the clear filter |y von

preferences refresh filter claar flltnr

Advanced Document Searches

In Using Doc Search to Find a Document, we introduced the basic search capabilities within the KEW.
The system also provides more advanced and sophisticated search capabilities.

Detailed Verses Basic Search

When you click the doc sear ch button, the system displays a search screen that initially defaultsto abasic

search.
[_'| action kst || 3] doc search | Lagged in User: khuntiey u
Dﬂl:l.lllﬂl'lt Lﬂﬂlup = distailed saarch Sl P TuckiET Siarth Chedi S SEanTes

| Searches 3

* papquired fiel

Type: ]
Imitiator:
Document Motification Td:
Date Created From: | £
Date Created To: £
Mame this search {optional): |

sEarch Clazar Carecael
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To switch between the basic search and detailed search, click the detailed sear ch or basic sear ch button
near thetop of the screen. The detailed search screen gives you more optionsfor specifying search criteria.

92



OLE Workflow Overview

and Key Concepts
Initiator: | '-5;'
Approver: | 'f:;r'
Document/Notification Id: |
Application Document/ Notification |
Id:
Date Modified From: | El
Date Modified To: | i
Date Finalized From: || [
Date Finalized To: | ]
Type: || (8
Viewer: || Y
Group Viewer: | %
Pending Statuses A |
- ENROUTE
- SAVED
- INITIATED
L |ll= EXCEPTION
Status: |l \ccessful Statuses
- FINAL
- PROCESSED
- APPROVED
Unsuccessful Statuses ¥

Date Created From:

Date Created To:

Date Approved From:

Date Approved To:

| E EE

Title:

Mame this search (optional):

f: search :I: clear :I: cancel :]
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Superuser Verses Non-Superuser Searches

The search screen initially defaults to a non-superuser search mode. If you are a member of arole (e.g.,
the OLE-SY SWorkflow Administrator rol€) that has the administer routing for document permission, you
may switch between non-superuser search and superuser search mode by clicking the Superuser Search
or Non-Super user Search link.
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Initiator: || £y
Approver: | q,*
Document/ Notification Id: |
Application Document/ Notification |
Id:
Date Modified From: || E
Date Modified To: || B
Date Finalized From: | B
Date Finalized To: | E
Type: || 3
Viewer: | q!r
Group Viewer: '-"Ei,,
Pending Statuses »~
- ENROUTE
- SAVED
- INITIATED 3
- EXCEPTION T
Stat
"% || successful Statuses
- FINAL 1
- PROCESSED
- APPROVED
Unsuccessful Statuses v
Date Created From: | B
Date Created To: | 5
Date Approved From: | E
Date Approved To: | El
Title: |

Mame this search (optional):

| search -;IF clear EJ:- cancel |
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The search screen initially defaults to a non-superuser search mode. If you are a member of arole (e.g.,
the OLE-SY SWorkflow Administrator rol€) that has the administer routing for document permission, you
may switch between non-superuser search and superuser search mode by clicking the Superuser Search
or Non-Super user Search link.

Note

Anyone can search for documents using superuser search, but only userswith an appropriaterole
can actually take special actions on the documents retrieved by the superuser search function.

Document Specific Searches

Document-specific searches allow you to specify additional criteria when you search specific document
types or groups of documents such as financial transactions or purchasing/accounts payable documents.
In addition to the standard search criteriaavailable in the basic and advanced searches, document-specific
searches alow you to specify fields such as dollar amounts, status, and document-specific reference
numbers.

Note

For more information about document-specific search, see the help documentation section on the
applicable document type in the appropriate guide listed in the OL E Documentation Portal.

You may also access these search options after you click the doc search button. To access document-
specific search at this point, either enter the document type name and tab out of the field or use the

Document Type lookup "' . The system displays the appropriate additional search fields.

Named Searches

When you hame a set of search criteria, the system saves your search as a named search. When you later
click search, the system displays alist of all named searches you have created in the Searches list.

M-S peruser search clear saved searches Seafcheg b
Searches
————— eld
-Named Searches

e T 2

-Racent Searchas

Decument Type=DI; Date Created=from 09/30/2009; displayType=document;
Document Type=GEC; Date Created=from 09/30/2009;

Initiator: 3

[=]

Type:

Document/ Notification 1d: |

Date Created From: (05302005

Clear Saved Searches

To clear all of your named searches, click clear saved searches. OLE clears the Searcheslist.
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Searches b

Mamed Searches

Recent Searches

Clear Searches

To clear your previous search criteria, click | chmar I.
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Chapter 5. Importing Data into OLE

OLE allows users to import multiple types of records. In Select/Acquire, financial data can be inverted
from spreadsheets (.csv files). Bibliographic records, Orders, Patrons, and Locations can be imported
with the Batch Process using Batch Process Profiles. Thefirst part of this page describes how to import
data using templated spreadsheets. The second part gives users sample data to modify and use for batch
processing.

Note

For information on importing via the batch process and the batch process profile, please refer to
the Guide to the OLE System Administration Module.

Data Import Templates for Select/Acquire

OLE import templates allow you to import any number of accounting lines, endowment transaction lines,
purchasing line items, and other types of data from acomma-delimited (.csv) file. This section contains a
table that lists types of e-docs for which templates are available in the default system and provides alink
to the corresponding template for each document type.

Following the table isaprocess overview that includes complete instructions for using templatesto import
multiple lines of data. Additional subsections contain detailed information about each template.

Dataimport templates by document type

Document Type Description

Advance Deposits (AD) AC_CR_CCR_DV_SB_Import.xls

Disbursement Voucher (DV)

Budget Adjustment (BA) If an amount is erroneously entered in the Base Budget Adjustment
Amount column, itisimported to the accounting line of thee-doc. An error

Year End Budget Adjustment (YEBA) is displayed when the data is validated via saving or submitting the e-doc.

Distribution of Income and Expense (DI) DI_YEDI_IB_TF_YETF_PE_Encumbrance_Only_Import.xls
Pre-Encumbrance (PE) - encumbrance lines only
Transfer of Funds (TF)

Y ear End Distribution of Income and Expense (Y EDI)

Year End Transfer of Funds (YETF)

Genera Error Correction (GEC) GEC_YEGEC_Import.xls

Y ear End Genera Error Correction (Y EGEC)

Pre-Encumbrance (PE) -disencumbrance lines only Disencumbrance lines only

Purchase Requisition (REQS) and Purchase Order (PO) account import | PURAP_Account_Import.xls

The REQS and PO documents have no Accounting Linestab, but clicking
setup distribution in the I tems tab opens an Accounting Lines section.
This template imports account data into the Accounting L ines section.

Process Overview

The import lines button is located in the upper right corner of the appropriate tab (for example, the
Accounting Linestab). This button allows you to import a.csv file containing multiple lines of datainto
the tab.
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Different types of e-docs use different import templates, but in some cases multiple e-docs use the same
template.

Note

The layout and format of the .csv import template files varies by document type. Using the
incorrect format for the .csv file causes the import to fail. Note that, for financia transactions,
aseparate file is needed for each Accounting Lines tab section (for example, the From and To
sections).

Creating a .csv File

OLE provides atemplate for each document type (in some cases, multiple document types use the same
template), for example:

A B C o E F [ G [ H
1 Dhededa e Test téo rows of 1exd Defore saving wour dacumsant 1o impart ;n csy format " Indicates Regquirgd fekd
2  Chart* Account” Sub-Acct Object Sub-Obj  Project Org Ref ID Amount”

3
4
]
&
T

The format of the .cvs file varies depending on the document type. The desired template
file for the document may be downloaded from Google Docs (PURAP_Account Import,
PE_Disencumbrance only Import, BA_YEBA_|mport).

1. Please find the import rules and format requirements in the Guide to the OLE Select and Acquire
Module.

2. In Google Docs, open the template file that corresponds to the type of financial transaction document
you areworking on. Y ou may "Download As" from the File menu of Google Docs to save the template
to your desktop, please do not try to edit the document within Google Docs/Drive.

File ~Edit View Inset Format Data Tools Help Last edit was made 201 days ago by kgerdink

Share... pt: | B s A M -[H. =-Bd-5 - Y
Mew . _CAN_CROSS_CHARTS_IND parameter to NO, delete the Chart column before using this template.
D E F G H
Open... Ctrl+0
Rename.._. * Indicates |
1t Object Code* Sub-Object Code Project Org RefID %*
Make a copy...
Import...
See revision history Alt+Ctrl+G
Spreadsheet settings...
Download as > Excel
Publish to the Web... OpenOffice

3. Save the template to your computer as an Excel workbook.
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Opening PURAP_Account_Import.xls @

You have chosen to open
& PURAP_Account_Import.xls
which is & Microsoft Excel 97-2003 Worksheet (5.0 KB)

from: https://docs.google.com

What should Firefox do with this file?

(") Dpenwith | Microsoft Excel (default) -

@) : Save File

[] Do this automatically for files like this from now on.

[ QK ]| Cancel |

4. Add datato thefile.
Note

Required field headings are marked with an asterisk and appear in red.

£ 2] [ 1] E F | E] H
1 |Deleta the first tea rows of text baform saving your documand o mpart in os foemial * Inilicates Raguired fiald
2 | Chart Accomnt’ Sub-Acct Sub-hj Projoct Oy Rk I Amount’
3 12345 12345 1234500

5. If thefileisto be used again in the future, save thefile as an Excel workbook (don't delete the headers
yet). If the fileis not to be used again, skip this step.

File name: |

Save as bype: |Mh:rnsnFL Excel Workbook (*,xls)

I rsave

riciel

6. Delete the header rows at the top.

.
U lindicates Heginied Taeld
L —

| 1 |Dedede the first bao rows of best before ssving your docurmend 1o impod in csv format
2 I
3

[ 12345 1 2345 1234500

7. Savethefile again, with anew name, in .csv format.

® cia [ Import lines
Click LIMpart lines . In OLE the import lines button is located in the upper right corner of the
applicable tab.
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.
Mide: el
impart boes |
=
Ak action
apg |0
=i

The system displays additional buttons such as Browse, add, and cancel import.

9.
Click | Browse... and locate the file you have created from your computer.

hide detail

ot Org Ref 1d T R

10.
From the Choose File window, select the .csv file to be imported and click

1lclje add |

The screen displays the imported data.

Dpen

ACCoUnting Lines

dnkre
1 bal nquiry
| % CY o Y 3 5% ] S
BA = 14001 B [eC
i Il Wy
Dbt Total: Tt
$25.00 e

F35.00
12.When finished, archive or delete the .csv file.
When thefile is needed again, follow these instructions:

1. Open the saved Excel workbook with the data from Step 5 above.
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2. Edit thefile as necessary.

3. Follow steps 6 - 12 above.

AD_CR_CCR_DV_SB_Import.xls

The AC_CR_CCR_DV_SB_Import Google Doc template applies to two OL E document types:

» Advance Deposits Document (AD)

 Dishursement Voucher (DV)

[y B & D E F G H 1 J K
1 [fyour institution has set the ACCOUNTS_CAN_CROSS_CHARTS_IND parameter to NO, delete the Chart column before using this template.
2 Delete the first three rows of text before saving your document to impert in csv format. * Indicates Required field
3 Chart* Account* Sub-Acct Object* Sub-0bj Project Org RefID  Line Descr. Amount*

AD_CR_CCR_DV_SB_Import template for mat

Column Field Name
A Chart Code*
Note
If your institution has set the

ACCOUNTS_CAN_CROSS CHARTS_IND parameter to
NO, delete this column before using the template

Organization Reference |d

B Account Number*

C Sub-Account Number
D Object Code*

E Sub-Object Code

F Project Code

G

H

Line Description

Amount*

BA_YEBA_ Import.xls

The BA_YEBA_Import Google Doc template applies to two document types:

e Budget Adjustment

» Year End Budget Adjustment

A B c a] E F G H | J K

1 | I your mstitution has set the ACCOUNTS_CAN_CROSS_CHARTS_IND parameter to N0, delete the Chart column before using this template
2 | Delete the first four rows of texd before saving your document to impart in csv format *Indicates Required Field
3 Cur Budget Base Budget Month 1 Manth 2
4 Chamn® Account” Sub-Acct Object” Sub-Obj Project Org Rel 1D Adj Amr” Adj At Budg Amt  Budg Amt
5
[}

L M N [V P Q R 5 T U

Month 3 Monthd Months  Month & Month /  Month 8 Month®  Month 10 Month 11 Month 12
Budg Amt Budg Amt Budg Amt Budg Amt Budg Amt Budg Amt Budg Amt Budg Amt Budg Amt Budg Amt
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BA_YEBA_Import template format

Column Field Name
A Chart Code*
Note
If your ingtitution has set the

ACCOUNTS _CAN_CROSS CHARTS_IND parameter to
NO, delete this column before using the template

Account Number*
Sub-Account Number
Object Code*
Sub-Object Code
Project Code

Organization Reference I1d

Current Budget Adjustment Amount*

Base Budget Adjustment Amount

Month 1 Budget Amount

Month 2 Budget Amount

Month 3 Budget Amount

Month 4 Budget Amount

Month 5 Budget Amount

Month 6 Budget Amount

Month 7 Budget Amount

Month 8 Budget Amount

Month 9 Budget Amount

Month 10 Budget Amount

Month 11 Budget Amount
Month 12 Budget Amount

cl|lHd|lwn|ln|Oo|D|jo|Z|Z|r| x|~ T mMmo|O|m

Note

If an amount iserroneously entered in the Base Budget Adjustment Amount column, itisimported
to the accounting line of the e-doc. An error is displayed when the data is validated via saving
or submitting the e-doc.

DI_YEDI IB_TF _YETF_PE_Encumbrance_Only Import.xls

The DI_YEDI_IB_TF_YETF_PE_Encumbrance _only_Import Google Doc template applies to several
document types.

« Distribution of Income and Expense (DI)

* Pre-Encumbrance - encumbrance lines only

» Transfer of Funds (TF)

* Year-End Distribution of Income and Expense (Y EDI)
» Year-End Transfer of Funds (YETF)

The basic format of the template is shown below.
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A B C D E F G H 1
1 If your institution has set the ACCOUNTS_CAN_CROSS_CHARTS_IND parameter to NO, delete the Chart column before using this template.
2 Delete the first three rows of text before saving your document to import in csv format. * Indicates Required field
3 Chart* Account* Sub-Acct Object* Sub-0bj Project OrgRefID  Line Descr. Amount*

DI_YEDI_IB_ TF_YETF_PE_Encumbrance Only Import template format

Column Field Name
A Chart Code*
Note
If your institution has set the

ACCOUNTS_CAN_CROSS CHARTS IND parameter to
NO, delete this column before using the template

Organization Reference Id

B Account Number*

C Sub-Account Number
D Object Code*

E Sub-Object Code

F Project Code

G

H

Line Description

| Amount*

GEC_YEGEC Import.xls

The GEC_YEGEC_Import Google Doc template applies to the General Error Correction and Year End
General Error Correction document types. The basic format of the template is shown below.

A B c D = F G H 1 J K
1 If your institution has set the ACCOUNTS_CAN_CROSS_CHARTS_IND parameter to NO, delete the Chart column before using this template.
2 Delete the first three rows of text before saving your document to import in csv format. * Indicates Required field
3 Chart* Account* Sub-Acct Object* Sub-Obj Project Org Ref ID Ref Origin Code* | Ref Number* Line Descr Amount*

GEC_YEGEC_Import template for mat

Column Field Name
A Chart Code*
Note
If your institution has set the

ACCOUNTS_CAN_CROSS CHARTS_IND parameter to
NO, delete this column before using the template

Account Number*

Sub-Account Number
Object Code*
Sub-Object Code
Project Code

Organization Reference Id

I O MmOl O|®®

Reference Origin Code*

Reference Number*

[

Line Description

K Amount*
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PE_Disencumbrance Only Import.xls

The PE_Disencumbrance only Import Google Doc template applies to the Pre-Encumbrance
(disencumbrance lines only) document type. The basic format of the template is shown below.

A B C D E E G H J K
1 B your institution has sef the ACCOUNTS_CAN_CROS3_CHARTS_IND parameter to NO, delete the Chart column before using this template
2 Dedete the first three rows of text before aaming your documeant to import in cev foma* Indicates Required field
i | Chart” Account” Sub-Acct Ohject” Sub-Ohj Project Org RefID  Ref Number® Amaunt®
4
R

PE_Disencumbrance_Only_Import template format

Column Field Name
A Chart Code*
Note
If your institution has set the

ACCOUNTS_CAN_CROSS CHARTS_IND parameter to
NO, delete this column before using the template

Account Number*

Sub-Account Number
Object Code*
Sub-Object Code
Project Code

Organization Reference Id

I MmOl O|®®

Reference Number*

Amount*

PURAP_Account_Import.xls

The PURAP_Account_Import Google Dac template appliesto both the Requisition document type and the
Purchase Order document type. It is used to import accounting lines into a requisition or purchase order.

The basic format of the template is shown below.

A B c D E f G H
1 |If your institution has set the ACCOUNTS_CAN_CROSS_CHARTS_IND parameter to NO, delate the Chan column before using this template
2 | Delets the first three rows of text bafore saang your decument to impor in csv farmat " Indicates Required field
3 | Chart* Account* Sub-Account Object Code* Sub-Object Code Froject Org Ref ID T

4
5

PURAP_Account_Import template for mat

Column Field Name
A Chart Code*
Note
If your institution has set the

ACCOUNTS_CAN_CROSS CHARTS_IND parameter to
NO, delete this column before using the template

B Account Number*

C Sub-Account Number
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Object Code*
Sub-Object Code
Project Code

Organization Reference I1d

[

I| | T{m| O

Sample Data

The Batch Process on the Admin tab, along with the Batch Process Profile, allows OLE usersto import
several types of recordsinto OLE.

Note

To learn more about Batch Process and the Profile, see the Batch Processes section of the OLE
Guide to System Administration.

Patron

Patron Sample Data - singlePatron.xml

Patron Schema - Patron v2.xsd.xml

Circulation

Circulation loan policy - deliver.xml (Not imported via Batch Process but XML Import)

Location

Location Sample Data from 1U - iu librariesSampl el ocations.xml
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OLE Glossary of Terms

Numerical Terms

3rd Party Component

A

AACR2

Acceptance Criteria

Acceptance Testing, UAT
Account

Acquire Entity

Acquisitions

Action

Action List

Action Request

areusable service, not developed or supplied by OLE that fulfils an OLE library
business process.

AACR2 stands for Anglo-American Cataloguing Rules, Second Edition.
Principles of AACR include cataloging from the "item 'in hand" rather than
inferring information from external sources and using the "item in hand" as the
preferred source of information when conflicts exist. To be superseded by RDA.

What are the conditions of satisfaction for this user story? Acceptance criteriacan
be phrased in the form of a question and answer for the testers to use as a test-
script to see if the designed system satisfactorily completes the actions specified
in the User Story.

Acceptance Testing or User Acceptance Testing - Tests that can be applied to
determine successful outcome of a process, such as User Story or Workflow.

Identifiesapool of funds assigned to aspecific university organizational entity for
a specific purpose. Global document functionality is available for this document.

an OL E component whereby an entity is selected, obtained and thelicense/registry
terms associated with the entity are documented; the entity is described and added
to the collection.

The functions, policies and processes by which a library purchases or licenses
materials for its collections; manages the the budget for this function; and
identifies purchases made with endowed funds.

In KRMS, an action is the event that is triggered within a rule when the terms of
the proposition are met..
See Also Rule, Proposition.

A list of the user's notification and workflow items. Also called the user's
Notification List. Clicking an item in the Action List displays details about that
notification, if the item is a notification, or displays that document, if it is a
workflow item. The user will usually load the document from their Action Listin
order to take the requested action against it, such as approving or acknowledging
the document.

A request to a user or Workgroup to take action on a document. It designates the
type of action that is requested, which includes:

» Approve: requests an approve or disapprove action.
» Complete: requests a completion of the contents of a document. This action

request is displayed in the Action List after the user saves an incomplete
document.
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Active Directory

Active Indicator

Address

Ad hoc Routing

Admininstrative site

Affiliation (patron)

Agenda

Agent

Agreement

Agreement Document

AJAX

» Acknowledge: requests an acknowledgment by the user that the document has
been opened - the doc will not leave the Action List until acknowledgment has
occurred; however, the document routing will not be held up and the document
will be permitted to transaction into the processed state if neccessary.

» FYI: anctification to the user regarding the document. Documents requesting
FY| can be cleared directly from the Action List. Even if a document has FY|
reguests remaining, it will still be permitted to transition into the FINAL state.

Authentication: Directory service created by Microsoft and relies on standards of
LDAP

An indicator specifying whether an object in the system is active or not. Used as
an dternative to complete removal of an object.

An address is a way to contact a patron. Addresses have dates to indicate when
they can be used and types to indicate what they are used for. A subset of the
patron's addresses are primary. Primary addresses are used to contact the patron.

A type of routing used to route a document to users or groups that are not in the
Routing path for that Document Type. When the Ad Hoc Routing is complete, the
routing returns to its normal path.

A web interface for librarians to manage various elements of the look and feel of
aplatform for their users. Data entered here include ip addresses, library contact
information, library logos, and links to the library's catalog and help service, and
sometimes the ability to customize site searching and results sorting, among other
administrativa. There may be a separate sitefor retrieving usage statistics or usage
statistics may be available from the administrative site.

Patron groups defined by alibrary, e.g., "History Dept.","Research Institute”, etc.
used primarily for statistical purposes.

In KRMS, the agendaiis a plan for the execution of rules. Agendas can be set asa
decision tree or as a sequentia list. Agendas are contained within a Context.
See Also Rule, Context.

Any individual or organization entity that is represented in Kuali OLE. An agent
could be aninstitution, astaff member, alibrary consortia, apublisher, aprovider,
or an individual working for a publisher / vendor.

An agreement or understanding between the library / institution and a publisher /
provider / donor regarding access to content. May include descriptive metadata,
such as start date, end date, and contract number, as well as information about
rights, restrictions, and business terms. An agreement will often represent either
a negotiated license or a SERU agreement, although it could conceivably also
represent other types of agreements, such asrestrictions surrounding use of digital
materials deposited in an institutional repository, use of donations made to a
special collections unit, or use of giftsto the intitution.

A file associated with an Agreement in OLE. Many types of files are utilized in
the negotiation process / provide further details about an Agreement, including a
variety of word processing files, spreadsheet files, and pdfs.

AJAX, short for Asynchronous JAvascript + XML, is a group of interrelated
Web devel opment techniques used on the client-side to create asynchronous web
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Allocations

American Library Association
(ALA)

Analytic

Analytic Holding Record

Analyzed series

Apache Lucene

Approval order

Approval Plan

Approve

applications. With AJAX, web applications can send data to, and retrieve data
from, a server asynchronously (in the background) without interfering with the
display and behavior of the existing page.

Thisisthe primary areain which the IL S accounting is more granular and specific
than at the parent organization level. A university will commonly budget operating
funds for library acquisitions in one lump sum. The library then commonly
subdividesthat money into smaller chunks, according to the perceived needs of its
users. The most common ways to subdivide the collection budget are: by school or
administrative unit -- $x for the School of Medicine, for instance, $X for the School
of Artsand Sciences, $X for the Business School, etc.; by subject -- with thelibrary
deciding how many subject funds to subdivide the money into; by material type --
dividing the budget among monographs, print serials, e-serials, other e-resources,
rare material, etc.; or by combinations of these categories.

“The object of the American Library Association shall be to promote library
service and librarianship.” The stated mission is, “To provide leadership for the
development, promotion, and improvement of library and information services
and the profession of librarianship in order to enhance learning and ensure access
to information for all.”

A bibliographic record for an individual work in a monographic series.
Alternatively, a bibliographic record for an article in ajourna or newspaper, or
for achapter in abook. Analyticsfor monographic series are common in libraries.
Analyticsfor journal articles or book chapters are much less common. Sometimes
called "analytic entry".

A holdings record for an individual work in a monographic series (distinguished
from a holdings record for the entire series.
See Also Series Holding Record.

A group of titles on related topics issued over timein which each individual work
can beidentified by two titles: the series title and the title of the individual work
(as a volume of the seris title). The series title has its own bib record and each
individual title hasitsown bib record aswell, with the two sharing item-level data.

Apache Lucene(TM) is a high-performance, full-featured text search engine
library written entirely in Java. It isatechnology suitablefor nearly any application
that requires full-text search, especially cross-platform.

A library's tentative commitment to purchase atitle.
See Also Approval Plan.

An arrangement between a supplier (e.g., a"book jobber") and alibrary whereby
the supplier automatically ships materials of certain kinds, of certain types, on
certain subjects, etc. as profiled by the library; when received, the library has the
option of keeping (and paying) or rejecting (and returning) any individua title.
Approval plan shipments are often accompanied by a file of records from the
supplier that include the bib, item/holdings, order and/or invoice datafor thetitles;
thisdataisloaded into alibrary's system using alocally-defined import profile.

A type of workflow action button. Signifies that the document represents avalid
business transaction in accordance with institutional needs and policies in the
user's judgment. A single document may require approval from several users, at
multiple route levels, before it moves to final status.
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APl

AdquaBrowser

Archive

Association College Research
Libraries (ACRL)

Authenticate

Authority

Authorize

Automated Storage Retrieval
(ASR)

B

Barcode (number)

An Application Programming Interface (API) specifies a software component in
terms of its operation, their inputs and outputs and underlying types. Its main
purpose isto define a set of functionalitiesthat are independent of their respective
implementation, allowing both definition and implementation to vary without
compromising each other.

The AquaBrowser® discovery layer providesafresh, modern interfacefor patrons
of varied backgrounds to use independently. By providing asimple interface with
asinglesearch box, patronsare ableto quickly find relevant resultswhen they need
them. A fully hosted, subscription-based solution, AquaBrowser 3 significantly
enhances service quality with minimal impact on alibrary's resources

governed by specific archival management policies, the process by which an entity
or the copy of one can be stored or transferred to data storage.

The Association of College and Research Libraries (ACRL), a division of the
American Library Association, isaprofessional association of academic librarians
and other interested individuals. It is dedicated to enhancing the ability of
academic library and information professionals to serve the information needs of
the higher education community and to improve learning, teaching, and research.

process by which asystem verifiesthe identity of auser. The user may be a person
using a computer, a computer itself, or acomputer program.

Authority records provide the authoritative display, listing, and indexing for
Subject, Name, Title, Name/Title, so that all works by an author, for example, can
be found with one unified Author Authority. Authority values can be selected and
imported or manually copied from an external sourcein multiple standard formats.
The actua "input" in the Author or Subject Heading field of the Bibliographic
record, for example, could either hold the actual textual value (copied) or a
hyperlink or UUID to the appropriate Authority record.

process by which a system validates that a known individual or entity has the
authority to perform specific actions within the system.

A computer-controlled mechanical system designed to move items efficiently
into compact storage and out again automatically, without human intervention.
In libraries with large collections, ASRSs are used to maximize storage density
and reduce labor costs by storing books and other materialsin bins mechanically
stacked in rows.

Definition retrieved 6/6/2014 from

odlis a.aspx#asrs

http://www.abc-clio.com/ODLIS/

In libraries, barcode number labels are physically attached to items as unique
identifiers and are indexed to permit retrieval of an item's record(s) when the
barcode number is scanned or typed in as a search term. Barcode numbers are
also assigned to patrons and may be printed or encoded on magnetic stripes on an
ID card. Patron barcodes are unique identifiers, indexed to permit retrieval of a
patron's record when the barcode number is scanned or typed in as a search term.
Barcodes are most frequently used toidentify and link patronsto itemswhen items
are borrowed; library staff use barcode searches for record retrieval, typicaly for
itemsin hand when record edits are required.
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Barcode validation

Batch Job

BiblioCommons

Bibliographic description

Bibliography,
data

bibliographic

Blanket Approve

Blanket Order

Book Number

Borrower

Borrower Session

Borrower Type

"Bound with"

Branding

Browse

A system feature that permits identification of a barcode as pertaining to an item
or to a borrower (either through an initial digit or number of characters, set as a
system configuration value); and/or calculation of a checksum using the barcode
number's check digit in order to determine the validity of the barcode format.

Batch jobs, or batch processing, are what update General Ledger balances, other
KFS/OLE tables, and files/jobs for exports. Batch jobs need to be run on some
scheduleto keep OLE in sync with external systems, such as University Financial.

Vendor database. See http://www.bibliocommons.com/

An OLE document that describes a bibliographic entity as published. Often
referred to by library staff as a"bibliographic record.” OLE will initially support
two kinds of bibliographic records: (1) Those in the USMARC bibliographic
formats, and (2) Dublin Core records.

Metadata describing atitle such as title, author(s), publisher, date of publication,
standard number(s), subject headings, format, physical characteristics, etc.
See Also Holdings, Item, MARC, Dublin Core.

Authority that is given to designated Reviewers who can approve adocument to a
chosen route point. A Blanket Approval bypasses approvals that would otherwise
be required in the Routing. For an authorized Reviewer, the E-document will
displaysthe Blanket Approval button along with the other options. When aBlanket
Approval is used, the Reviewers who are skipped are sent Acknowledge requests
to notify them that they were bypassed.

Generally refers to a situation where a library automatically receives any and all
publications from a publisher or other entity.
See Also Standing order.

A decimal number consisting of aletter of the alphabet followed by one or more
digitsthat is appended to a class number in order to arrange material on the same
subject in a specified order, usually aphabetically by author.

See Patron.

A singlevisit to the circulation desk by a borrower. Multiple items may be loaned
during a single borrower session.

A group of library users (e.g., "undergraduate”, "graduate”, "faculty, "alumni",
"dffiliate”, etc.) who share a primary characteristic(s) and have the same service
privileges (e.g., loan period, fine rate, access (or not) to interlibrary loan, etc.).
Borrower typeis one component in determining whether or not a user can borrow
alibrary item and if so, under what policies.

A physical object where two or more titles are joined together under one cover.
The object is represented in a system as a single item which links to more than
one bibliographic record.

Typically uploading an image of, or linking a library's logo to the main page of
aplatform.

To enter asorted index at aparticular point, and then to be able to page up or down
through the index (possibly all the way up to the beginning or all the way down to
the end). Distinguished from "search," which means to attempt to retrieve afinite
set of records based on a search term or terms. A search ordinarily produces a
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Business Analyst

Business Process Engine

Business Process Modeling

Business Rules

C

Cal number

Cancel

Cancellation

Cancelled Request Notice

Caption

Capture

CAS
Casalini libri

Cataloging

finite subset of records (which might then be sorted); a browse positions the user
at aparticular place withinan i

a liaison among stakeholders in order to understand the structure, policies,
and operations of an organization, and to recommend solutions that enable the
organization to achieve its goals.

an OLE infrastructural middleware tool, the busi ness process engine manages and
executes library business processes defined by OLE

a design approach used by OLE to document core library processes. The start
and end points, step by step descriptions of how functions are performed, and
contingencies are written down, and duplicate processes identified.

1. Describes the operations, definitions and constraints that apply to an
organization in achieving its goals.

2. A restriction to afunction for abusinessreason (such as making a specific object
code unavailable for a particular type of disbursement). Customizable business
rules are controlled by Parameters.

Anidentifier assigned to an object, usually printed on alabel attached to the object,
and used to determineits physical position in ashelving sequenceinalibrary. Call
numbers are derived from classification schemes; Dewey, Library of Congress
(LC) and Superintendent of Documents (SuDoc) are the three mgjor classification
schemes used in North American libraries.

See Also [Element] classification.

A workflow action available to document initiators on documents that have not
yet been routed for approval. Denotes that the document is void and should be
disregarded. Canceled documents cannot be modified in any way and do not route
for approval.

The process by which alibrary ends its subscription to aresource.

Notice sent to a patron when a hold has been manually cancelled by the library
staff.
See Also Notices.

In serials, a caption is a character(s) used for to label alevel of enumeration or
chronology, e.g., "v." (volume), "no." (issue number), "pt." (issue part), etc.
See Also Enumeration, Chronology.

process by which exposed data/metadata from an agency/source is harvested or
deposited into the collection

Authentication: Central Authentication Service (CAS)

Vendor--based in Italy--for the academic and research library community,
specializing in the distribution of scholarly materials from countries outside the
us

Used to label Describe-Manage library activities, and can be performed by
acquisitions, cataloging, or even licensing and circulation staff.
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Charge/Charge Out

Chart

Check digit

Checkin (circulation)

Checkin (serials)

Checkin action

Checkin condition

Checkin message

Checkin session

Checklist Template

Checkout

Chronology

Circulation

See Loan.

The Chart document is used to define the valid charts that make up the high-level
structure of the KFS Chart of Accounts. It also indicates who has management
responsibilities for each chart and which object codes are used for system-
generated accounting lines for the chart.

A check digit isaform of redundancy check used for error detection, the decimal
equivaent of abinary checksum. It consists of a single digit computed from the
other digitsin the message.With a check digit, one can detect smple errorsin the
input of aseries of digits, such asasingle mistyped digit or some permutations of
two successivedigits. Inlibraries, e.g., check digit routines can be used to validate
ISBNs, ISSN, and item and borrower barcode numbers.

See Return.
See Also Return.

The process by which alibrary records receipt of individual serial issues

A check-in action is a single identifiable block of behavior that may take place
during check-in. A check-in action will do something, then return check-in
conditions back to the check-in session where it originates.

A check-in condition indicates what the operator should do with a checked-in
item. A single check-in can generate multiple check-in conditions. Each check-in
condition can generate several interactive notifications to the user.

A Check-in message tells the user what to do with a checked-in item. A single
check-in can generate multiple Check-in messages.

A single check-in session is one sequence of item check-ins. The check-in session
is a coherent block of work in the Ul. Note that the materials in a given check-in
session do not necessarily have anything to do with each other--often they are a
mixture of materials from different placesin the same bin. For things like batched
receipt printing, it does make sense to treat the check-in session as a unit of work,
though.

A specific file (or files) that represents a university, library, or other institution's
contractual requirements; licenses negotiated by the institution usually must meet
(or attempt to meet) these specific requirements. Form of Agreement Document.

See Loan.

Descriptive information for the dating scheme of a serial, usually identified by
level, e.q., level 0 =year level 1 = month would mean that each issue of the serial
has a month and a year on each issue. Coupled with other information such as
enumeration, frequency, etc., a system can predict the dating that appears on each
issue. Chronology levels may also be assigned a descriptive caption.

See Also Caption, Enumeration, Serial.

The functions, policies and processes by which a library loans materials to its
users, tracks such transactions and charges fines and fees for policy violations,
e.g., overdue fines for late returns, lost item replacement fees, etc. Departments
in charge of circulation may also issue borrower ID cards, rent lockers, collect
copying fees, manage the interlibrary loan function, etc.
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Circulation Location

Citation Parser

Claim

Class-together Series

[Element] classification

Classification  (classification
scheme, classification
schedule)

Clone

Close

Cloud computing

Code

CodeList

The place that is considered an item's "home" when it is presented for circulation
transactions, i.e., it can be checked out without override AND, when checked-in,
does not need to berouted asit is aready "home".

See Also Location.

application that parses document citations into fielded data
You can use it as a web application or a service (see
aso Codedlib presentation 2009- https.//docs.google.com/present/view?
Skipauth=true& ncl=true& id=dc5dd3br_0df622z6t

The action (or arecord thereof) of notifying avendor that an ordered item has not
been received for whatever reason. A claim can be made for a PO line item OR
for asingleissue of aseridl title. Claims can be prompted by: non-receipt, receipt
of the wrong version of an item, receipt of adamaged copy, etc.

A monographic series which the library has chosen to give a single call number,
instead of giving different call numbers to the individual volumes. A series to
which the library has chosen to give different call numbers to the individual
volumes is said to be "classed separately” or "scattered.”

The set of data elements within the OLE Instance Schema that, taken together,
make up the "call number" and state what classification/call number system (e.g.,
Library of Congress, Superintendent of Documents, Dewey Decimal) the call
number conforms to.

A system of coding and grouping library materials (books, serials, audiovisual
materials, computer files, maps, manuscripts, realia) according to their subject and
assigning a call number to each item.

See Also Call number, LC (Library of Congress), Dewey Decimal Classification/
Call Number, SuDoc (Superintendent of Documents) Classification/Call Number.

Ability to use an existing record (bibliographic, OLE Instance, Item, Holdings,
Authority, etc.) to create anew record with some the same data val ues as contained
in the original record.

A workflow action available on documents in most statuses. Signifies that the
user wishes to exit the document. No changes to Action Requests, Route Logs or
document status occur as aresult of a Close action. If you initiate adocument and
close it without saving, it is the same as canceling that document.

Delivery of software as a service via a network, typically the Internet. "Cloud
computing provides computation, software, data access, and storage resources
without requiring cloud users to know the location and other details of the
computing infrastructure. End usersaccess cloud based applicationsthrough aweb
browser or alight weight desktop or mobile app while the business software and
data are stored on servers at a remote location. Cloud application providers strive
to give the same or better service and performance as if the software programs
wereinstalled locally on end-user computers.”

An individual Code within a Code List. A Code within atable of Codeswill have
the attribute, Display Vaue.

See Also Display Value.

A list of valid valuesfor aparticular dataelement within OLE. For example, there
will be aCode List for Locations; auser cannot assign a L ocation value within an
Item unlessit is part of the library's Location Code List (which might be shownin
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Callection (general)

Callection (shelving)

Collection

Collection Space

Commit Funds (Acquire)

Commitments

Completed

Component

Configure Metadata (Manage)

an OLE editor in theform of apull-down menu). Ideally, the user could not assign
the Code for a Location unless the user were authorized to assign that particular
Code (in which case the OLE editor should show the user a pull-down menu
of Locations that included only those Locations that the user is allowed to use).
Within OLE, a Code List is made up of code values from similar maintenance
documents.

See Also Location, Location code.

All materialsowned by alibrary areoftenreferred to asits" collection(s)". Canalso
mean the materials kept together in one area of alibrary, e.g., General Reference
Callection, Music Recordings Collection, etc. usually in one sequence (e.g., by
call number).

See Also Location (shelving), Collection (shelving).

An area of a library where a set of similar materials is physically kept, eg.,
"General Reference Callection”, "Circulating Collection", etc. where items are
typically organized in asingle sequence (most often by call number), A collection
in this senseis often identified as a"shelving location".

See Also Location (shelving).

An OLE entity, a collection is a group of managed relationships. Collections
are not necessarily formal library collections, and may be virtua collections,
hierarchical relationships, relationships across formats, or a collection of people
and services.

(http://wiki.collectionspace.org) Academic and research libraries share
similarities with museums and cultural heritage organizationsin how they operate
and manage their collections. Both types of organizations acquire, describe,
manage, and preserve physical, and increasingly virtual, objects. During the
OLE Design Project, CollectionSpace was identified as a community-source
project that had some confluence of approach of service orientation, modular
design, and functionality with the Kuali OLE project. Through conversations with
CollectionSpace, the Kuali OLE Partners have established a basis for sharing
appropriate programming code and software design parameters. These efforts
could save Kuali OLE effortswhile designing acquisition and description services,
and could result in greater integration between these two projects. In discussions
with CollectionSpace, the Kuali OLE Partners have agreed to formal interactions
of these projects by areciprocal advising between the boards of the two projects.

process allows purchase price for entity to be encumbered from the appropriate
fund; incorporates selector guidelines for assigning funds to order.

Thisisarunning total of costs expected in the future, from purchase orders that
have been placed, but not yet paid for. Commitments are an inexact science, and
their importance varies according to the types of purchases the library makes.
Many libraries only use them for some types of orders (like firm orders, or print
monographs), but do not usethem at all for other types (like serial standing orders).

The action taken by a user or group in response to a reguest in order to finish
populating a document with information, as evidenced in the Document Route
Log.

A set of functional library business processes defined by OLE

process where metadata is normalized and processed according to established
rules.
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Context

Continuation order

Copy

Copy Request

Coutts

Create Entity Relationships

Create  Metadata

Describe)

(Select,

Customer

Cutter Number

D

Data Architect

In KRMS, a context is a container for related agendas. Contexts are also used to
control what types of actions, terms, etc. are available.
See Also Agenda.

Continuation orders are commitments from alibrary to purchase titles published
over time, e.g., aseries. A continution order isan order whereit is not known what
all thetitlesin the seriesare going to be, making it atype of standing order. In fact
the only real difference between a continuation order and a standing order is that
there may be multiple series ordered on a PO and that the distribution information
is considered more than just a default. But just like standing orders, the order
does not control what title is actually received. Instead, each title comes asiit is
published and it is then that the library describes it, receives it, and pays for it.
Unless discontinued, a continuation order will be modified by year-end so that it
continues against anew fiscal year. Unlike subscriptions, continuation orders are
continued as opposed to being renewed. It is also possible that a multi-volume set,
published over time, would be ordered as a continuation; this would probably be
dictated by how payment was made--if the entire amount was paid in advance, it
would likely be created as a firm order; if paid as each volume arrived, it might
be created as a continuation order.

See Also Standing order, Firm Order.

A single specimen of an intellectual entity, e.g., alibrary can have one (or more)
copies of asingle-volume monograph; one (or more) copies of amulti-volume set;
etc. A single subscription to ajournal may also be known asa"copy". A multipart
book (or aserial subscription) is acopy with as many items as there are volumes.
See Also Holdings, Item, Title.

Theability for apatron/borrower to ask for aphotocopy or PDF of apar