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Chapter 1. Global

The Kuali Community

Kuali

Kuali

It is important that you have a general understanding of how Rice is a part of alarger Kuali community
before you begin to use this as areference.

Foundation

The Kuai Foundation employs staff to coordinate partner efforts and to manage and protect the
Foundation's intellectual property. The Kuali Foundation manages a growing portfolio of enterprise
software applications for colleges and universities. A lightweight Foundation staff coordinates the
activities of Foundation members for critical software development and coordination activities such as
source code control, rel ease engineering, packaging, documentation, project management, softwaretesting
and quality assurance, conference planning, and educating and assisting members of the Kuali Partners
program.

Rice

Kuali Riceis a higher-education, community-source software project that is merely a spoke in the wheel
of the larger Kuali Community. The Kuali Community is the hub of a whedl of a growing number of
communities, each of which are made up of people and functions. Together they form a comprehensive
suite of open, modular and distributed administrative software systems that bring the proven functionality
of legacy applicationsto the ease and universality of online services. The Kuali Foundation servesthemall,
with specific responsibilities related to keeping the wheel in motion. Each individual community shares
asimilar organizationa structure and some modular functionality while its components are able to stand
alone to perform unique functions. While all are designed for seamless integration with each other, each
project is made up of modules that offer a variety of implementation combinations to suit any Carnegie-
classinstitution’s unique business needs.

Should you want to learn more detail about how the Rice community is organized, structured and operates
you should reference the Rice Charter which is available for review in the Foundation archives.

Licensing and Intellectual Property

Software License

Kuali Rice softwareislicensed under the Educational Community License, Version 2.0. Y ou may obtaina
copy of the License here. See the License for the specific language governing permissions and limitations.

If you have any questions about Kuali Intellectual property, please contact the Kuali Foundation at
licensing@kuali.org.

Contributors

TODO: Link to Third Party Licenses Page



http://www.opensource.org/licenses/ecl2.php
mailto:licensing@kuali.org

Global

Documentation License

Thiswork is licensed under a Creative Commons Attribution-ShareAlike 2.5 License. To view a copy of
thislicense, visit http://creativecommons.org/licenses/ or send aletter to Creative Commons, 543 Howard
Street, 5th Floor, San Francisco, California, 94105, USA.

You arefree:

* to copy, distribute, display, and perform the work

* to make derivative works

 to make commercial use of the work under the following conditions:

 Attribution: You must attribute the work in the manner specified by the Kuali Foundation, author
and licensor.

 For any reuse or distribution, you must make the licensing terms of thiswork clear to others.
* Any of these conditions can be waived if you get permission from the copyright holder.

Your fair use and other rights are in no way affected by the af orementioned conditions.

How to Use This Guide

The table of contents leads you to headings and subtopic headings that provide information ranging from
simple notes to a thorough review of what to do and why, with frequent examples. Sequential tasks are
numbered, notes and action results are indented, and user interface element references are formatted to
enhance readability. Mouse pointer icons and callouts are used frequently to show you what to click on
at each process step.

User Guide Structure

Each chapter is comprised sectionsthat correspond to moduleswithin Rice. In order to reduce the required
effort for documentation maintenance, the documentation is structured so asto not repeat the same material
across various chapters.

Likewise, the chapters are designed to cross-reference appendices such as the Data Element Dictionary,
Glossary of Terms, Report Catalog and Index, to reduce redundant information within the chapter bodies
and give you one common location for information lookup.

Typographic Conventions

This document adheres to specific documentation standards and style conventions to optimize readability.
The formatting of text used to name user interface elements is typically bold to enhance visual
comprehension and improve usability.

Versioning

If you have received a printed copy of this user guide, please note that as Riceisimproved and enhanced,
corresponding updated releases of the documentation are available online. To ensure you have the latest
and most current user guide at any time, consult the links from the Documentation page on the Rice web
site and compare the versioning.
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Electronic Navigation

Cross-references, indexes, and the electronic table of contents are provided wherever possibleto allow for
efficient navigation to sections and subsections of instructional information (or external Web resources).
Each underlined topic functions as a hyperlink that causes a new section to appear.

Printed Documentation

User documentation made available for online viewing, download and printing may require the use
of Portable Document Format (PDF) reader software, such as Adobe Acrobat Reader. Refer to http://
www.adobe.com for complete instructions regarding downloading and installing this free software.

Note

A plug-in may be availableto allow you to view .pdf documentsin Web browsers as either .pdf or
HTML formats. Consult your Web browser's Help links to explore these viewing options. HTML
pages can be printed using your computer's default printer.

Common Features and Functions

Standard Buttons on Lookup Screens

Table 1.1. Standard Rice Buttons

Feature Button Description
Action List Button [ __-I action list ] Displaysthe Action List screen
Add Button add Use to add notes or attachments

Caendar Button

[

This button displays a pop-up
caendar from which you can
select a specific date. The date
you select is then automatically
entered in the field next to the
Calendar button.

Cancel Button

Returns you to the main menu

cancel
screen
Clear Button P Clear_s the content in al the fields
on this screen
Clear Save Searches Button clear saved searches Qlears al saved searches. (If you
giveasearch aname, you can save
it permanently. This button clears
all of those saved searches.)
Close Button Closes a pop-up screen and
close .
returns you to the previous screen
Create New Button Create nev Displays a screen where you can
create a new document
Collapse All Button collapse all Collapses an expanded list (in

other words, it hides the detailed
information below the main items
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Feature

Button

Description

in a list); use the Expand All
button to display the entire list

again.

Detailed Search Button

detailed search

Opensthe Detailed Search screen.
This lets you do searches for
documents using more specific
information.

Doc Search Button

| £l doc search |

Displays the Document Search
screen

Dropdown Arrow

[ 7

Click the down-arrow on the right
end of the box to display alist of
options. Click anoptioninthislist
to automatically put that item in
thefield.

Error Mark

@

Symbol displayed by Rice when it
finds an error on arequired screen
or field

Expand All Button

expand all

Expands a list (in other words,
it shows the detailed information
below each item in alist); use the
Collapse All button to hide the
detailed information again.

Field Lookup Button

Some fields have a magnifying
glass button so you can search for
information to put in that field.
Click the magnifying glass icon
to go to the Lookup screen where
you can do a search for that field.

Help Button

When you click a Help button,
a small window appears with
information about the field that
was next to the Help button.

Hide Button

- hide

Hides the contents of a tab, so
you only see the small tab itself;
use the Show button to display the
contents again.

Inquiry Button

Find the Inquiry button next to
some dropdown lists. Click it to
display more information about
the item in the dropdown field.
(Rice displays the information in
an Inquiry screen.)

Preferences Button preferences Allows you to customize the
appearance and features of your
screen

Search Button R Begins a Search using the

information you entered in the
search fields
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Feature Button Description
Show Button

Shows the contents of a tab;
use the Hide button to hide the
contents again.

Click this button to send this
screen’s information to Rice for
processing

F SNOW

Submit Button subrmit

Superuser Search Button Click this button to search and
then use Superuser functions with

the search results.

superuser search

Useful Screens Are Where You Need Them

One of the beauties of Rice isthat it shows you just the screens and fields that are useful for your Rice
Role and the function you need. For example, if your Role in Rice lets you create new Rice documents,
then you can see a create new button on appropriate screens. If you click this button, you go directly to
the screen for creating new documents. People whose Role doesn't create new documents aren’t bothered
with this button on their screens.

Screens with information or functions that can be used in many places in Rice are very conveniently
linked to those places, so useful screensare always at your fingertips. For example, screensthat use Person
information display a link to the Person Lookup screen. This lets you search for the exact Person you
need and enter that Person’s information automatically on those screens. (In Rice, a Person is a set of
information about area person or something that stands for real people, like ajob title.)

Not only will you find links to a useful screen like Person Lookup on many other screens, but what you
see on that useful screen may depend on how you get to it. For example, if you go to the Person Lookup
screen from an Administration menu and search for a Person, the search results list has Actionsin the | eft
column, and the link for each Person in the Actions column takes you to the edit screen for that Person.

Onthe other hand, if you go to aPerson L ookup screen from other locations, the left column of your search
results list has areturn value link. Y ou can click this link on the row for the Person you need to close the
Person Lookup screen and automatically enter the information for that Person on the original screen (the
screen where you clicked the magnifying glass icon).

Common Functions

Entering Search Information

 Dates should be entered as mm/dd/yyyy.

» Wildcardsin searches: Y ou may usetheasterisk (*) and the percent symbol (%) aswildcardsin searches.
If you need more information about using wildcards in searches, do a search in your favorite Internet
search engine to find one of many explanations of wildcards.

» Range operators alowed on numbers and dates in searches: >, <, >=, <=, or *..". All operators except
*.." should be before a date. Use operators to separate dates. If you need more information about using
range operators in searches, do a search in your favorite Internet search engine to find one of many
explanations of range operators in searches.
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Search Results

» Each columnin your list of search results has alink on the header (the title of the column) for sorting.
Click the column title once to sort the search results list in ascending order by that column and click
again to sort it in descending order.

» Some fields have links to the Inquiry screen for that field. If you click the link, the inquiry appearsin
anew window with information about that field.

* Click the return value link on arow to enter information from that row in your previous page. Select
return with no value or click the cancel button if you wish to go back to your previous page without
entering anything from your search list.

Maintenance Links

» The create new link in the upper left corner of the lookup screen displays a maintenance screen where
you can create anew record for thislookup type. For example, the create new button on a Person Lookup
screen takes you to the screen to create a new Person in Rice.

» On each row in your search results list, the Actions column displays edit and copy links:
¢ The edit link takes you to a maintenance screen for editing that record.

» The copy link takes you to a new document screen with information from that item already entered
in the fields for the new document.

Exporting Your Data

Below the list of search results, there are links for exporting the search results list to a different format.
Click:

» CSV to export the data as a comma-delimited file
» Spreadsheet to export the data as a spreadsheet

» Xml to export the data as xml

Lookup Wildcards

Rice allows you to use wildcards in the Lookup process. The available wildcards and their functions:

Table 1.2. Lookup Wildcards

Operator Name Compatible Data|Precedence Notes
Types
| Or All Always
&& And All Always
! Not Equal to String 1 If used repeatedly,
eg. 11031490!

1031491, an &&
is assumed, leading
to 11031490&&!
1031491

?,* Like String 7 ? will match any
one character and
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Operator Name Compatible Data|Precedence Notes
Types
* o will match
any number of
characters. These
will still be used if !
has been used, but
not if any of the
range criteria below
have been used.
> Greater Than String,  Number, |3
Date
< Less Than String,  Number, |4
Date
>= Greater Than or|String,  Number, |5
Equal To Date
<= Less Than or Equal | String, ~ Number, |6
To Date
Greater Than or|String,  Number,|2

Equal to and Less
Than or Equal to

Date

Examples of how some of the wildcards operate:

Table 1.3. Account Number (String) Example of Wildcard Use

Wildcard Action

>=1031490 Accounts with an account number greater than or
equal to 1031490

>1031490& & <1111500 Accounts with an account number greater than

1031490 and less than 1111500

>=1031490& & <=1111500

Accounts with an account number greater or equal
to 1031490 and less than or equal to 1111500

1031490..1111500

Accounts with an account number greater than or
equal to 1031490 and less than or equal to 1111500

103*

Accounts with an account number starting with 103

1037490

Accounts with an account number 1031490,
1032490, 1033490... The ? will match any one
character with 103 before it and 490 after it

1031490..1111500& & 1123400

Accounts with an account number greater than or
equal to 1031490 and less than or equal to 1111500
and accounts with account number like 1123400

103149*|105167*

Accounts with an account number that starts with
103149 or 105167

103149|105167 Accounts with an account number that starts with
103149 or 105167
*1111* Accounts with an account number with 1111

somewherein it
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Wildcard Action

11031490& & 11031491 Accounts except those with account numbers
1031490 and 1031491

11031490!1031491 Accounts except those with account numbers
1031490 and 1031491

Table 1.4. Proposal Number (String) Example of Wildcard Use

Wildcard Action

>1031490& & <1111500 Proposal swith aproposal number between 1031490
and 111500

103* Will not parse asanumber, so it will not beincluded
in criteria

Table 1.5. Create Date (Date) Example of Wildcard Use

Wildcard Action

10/07/1976..10/07/1983 Accounts with a create date greater than or equal to
10/07/1976 and less than or equal to 10/07/1983

10* Will not parse as a date, so will not be included in
criteria

Result Set Limits

Some lookups for certain business entities in Rice return different numbers of results than the system
default; as a result, system administrators may need to be able to limit this set of returned results on an
entity-by-entity basis.

Frequently Used Tabs

Tomakeit easier to do your work, Rice often provides accessto the sameinformation from several screens.
Some of the most frequently used are described here:

Ad Hoc Recipients Tab

The Ad Hoc Recipientstab allows you to interrupt the normal workflow routing of adocument and include
other individuals or groups in its routing path. Ad Hoc Routing does not replace the normal workflow
routing of the document; it adds people or groups 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 an additional person, group, or both.

Figure 1.1. Ad Hoc Recipients Tab

' Ad Hoc Recipients [~ hide

Person Requests:

* Action Requested * Person Actions
[apPrOVE - - il
Ad Hoc Group Requests:
* Action Requested Namespace Code Name Actions
| apPROVE v [ oY add
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Figure 1.2. Ad Hoc Recipients Tab: Person Requests

El’emn Requests:
* Action Requested * Person Actions

APPROVE - add

Table 1.6. Ad Hoc Recipients: Person Requests attributes

Field
Action Requested Required field. Select the desired action from the

Action Requested list. The choices are APPROVE,
ACKNOWLEDGE, and FY1.

Person Required when you want to route the document to
an individual. Enter a user ID or select it using the
UserID lookup button.

When you click the Add button, Rice adds this person to the routing path for this document.

Figure 1.3. Ad Hoc Recipients Tab: Group Requests Section

|Ad Hoc Group Requests:
* Action Requested Namespace Code Name Actions

| APPROVE - Ly add

Follow the same guidelines as the Person Requests Section of the Ad Hoc Recipients Tab, using a group
instead of a person.

Table 1.7. Ad Hoc Recipients: Group Requests attributes

Field ‘Deﬂ:ription
Namespace Code Optional field. The Rice code for the Namespace
being acted upon.

Document Overview Tab

The Document Overview tab contains the short description for a document and two other optiona fields.
Thistab is used for many documents.

Figure 1.4. Document Overview Tab

[ Document Overview * hide

* Description: [
Ora, Doc, #;
Table 1.8. Document Overview Tab: Attributes
Field ‘Deﬂ:ription

Description Required field. Enter the short description for
the document. The description appears in Inquiry




Global

Field Description
screens, standard reports, Action Lists, and
Document Searches asthe primary identification for
a document.

Org Doc # Optional field. Enter the Org Doc # assigned by your
ingtitution. This number may provide departmental
or organizational information for the document.
This number is not the same as the Document
Number, which is assigned by Rice.

Explanation Optiona field. Enter a more detailed explanation
than the information supplied in the description
field.

Note and Attachments Tab
The Notesand Attachmentstab hasfieldsfor user notes, attachments, and system-generated remarks about

the document. The number of notes and/or attachments for the current document is displayed on the tab,
in parentheses next to the tab title.

Figure 1.5. Notes and Attachments Tab

MNotes and Attachments (0) |'_v'_ﬁl51

Notes and Attachments

Posted Timestamp Author * Note Text Attached File Actions
add: Browse.. | add

LTI

Table 1.9. Notes and Attachments Tab: Attributes

Field Description

Posted Timestamp Display-only field. The time and date when the
attachment or note was posted

Author Display-only field. The full name of the user who
added the notes or attachments

Note Text Required field. Enter comments about the
document.

Attached File Optional field. Select the file to attach by clicking

Browse and using Window's standard Choose File
dialog box. Click CANCEL if you want to clear the
file name that you select.

Actions Y ou have only one Action availableif you are going
to add anote or attachment, whichisto Addit. Click
the add button to add the note or attachment.

Route Log Tab

The Route Log tab displays details of the workflow status.

10
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Figure 1.6. RouteLog Tab

Route Log w hide
fresh
Route Log =

1D: 3059 + hide A

Title

Type Person Document Created 12:47 PM 07/09/2009

Initiator admin, admin Last Modified 12:47 PM 07/09/2009

Status INITIATED Last Approved

Node(s) PreRoute Finalized
Future Action Requests « hide

Action Requested OFf Time/Date Annotation

Figure 1.7. Route Log Tab: ID Section

(" 1D: 2994 ~ Tide
Title
Type Person ument Created 07:45 AM 08/13/2009
Initiator admin, admin Last Modified 07:45 AM 08/13/2009
Status INITIATED Last Approved
Node(s) PreRoute Finalized

Table 1.10. Route Log Tab: 1D Section Attributes

Field Description

Title A combination of the Document Type, Description,
and the Organization Document Number

Type Type of transaction. The full name of the
transaction, used to identify this Document Typein
Workflow

Initiator TheUser ID of the person who created the document

Status Workflow document status

Node(s) The steps that a document takes through the

different levels of routing are also referred to as
Route Nodes. This field shows the current Route
Node of the document.

Created Time and date that the document was created

Last Modified Time and date that the document was last modified

Last Approved Time and date that the last action was taken on this
document

Finalized Time and date that the document reaches Final,

Canceled, or Disapproved status

Figure 1.8. Route Log Tab: Future Action Requests Section

Future Action Requests - hide

Action Requested Of Time/Date Annotation
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Once a document is Saved or ENROUTE, this section shows the action requests that Workflow will
generate in the future, based on the information currently on the document.

Future requests appear in the order in which they are to occur.

Reporting an Issue with Kuali Rice

Anissueisaproblem or error that you see in Kuali Rice. When you report an issue, you help usimprove
Rice and make it work better for everyone.

Thank you for taking the time to report this issuel

Step 1. Search for a Similar Issue

Kuali Rice keegps an online list of issues (bugs and suggested improvements and new features) using an
issue tracking application called Jira. Your first step isto find out if the issue you have has aready been
reported by someone.

1. Go to the Jira Issue Navigator page to search through the issues that have aready been reported
for Kuali Rice, looking for an issue like yours: https.//test.kuali.org/jira/secure/lssueNavigator.jspa?
mode=show& requestid=11791.

2. Find the Text Search section at the top of the of the Issue Navigator page.
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Figure 1.9. Jira Search: Query options

fuut!allun
Dashboards: ~ Projects ~ QEENES -r

Issue Navigator

4 . L
Summary Edit  New Manage Displaying issu
Switch to advanced searching T Key
You are currently using a new, > KULRICE-1
unsaved search. Save it as a A KULRICE2
filter
KULRICE-2
( search
@ KULRICE-2
Cluery
@ KULRICE-2
| [@ KULRICE-2
M Summary M Description
[ Comments ] Environment [A] KULRICE-2
E’l KULRICE-2

Proisrdt

3. Inthe Query field of the Text Search section, enter some text that describesyour issue. Try to use words
that other people would also use to describe thisissue.

4. After you enter sometext in the Query field, press the Enter key to begin the search.
5. Inamoment or two, Issue Navigator displaysall the existing issues that contain your Query text. These
are displayed in the main body of the page. Look through these to see if there is one that is similar

to your issue.

6. If you don’t find an issue sim