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Participant’s Manual

General Overview

Introduction This class includes explanations and activities designed to teach
important introductory IFAS topics. Please feel free to ask questions
at any time.

Goals The following are the goals for today:

e To log on to IFAS
e To use basic navigation methods
e To navigate through modules of IFAS

Use this manual for reference and completing exercises.

4
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Structure of the Participant’s Manual

Introduction Each part of the manual contains objectives that explain what you
should be able to do at the completion of the section.

Contents There are procedures, diagrams, tables or graphics, and review
questions in this manual. Please feel free to write notes or highlight
important sections on the copy you printed at your office.

A Glossary is provided. Refer to the words during the class and at
your desk, as needed.

5
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Part 1. Introductions and Logging On

Overview
Obijectives The following objectives are covered in this section:
e Define IFAS and its function.
e Describe Insight and how it relates to IFAS.
e Complete Insight logon procedures.
e Describe procedures used for changing an IFAS password and tell
why it would be necessary to do so.
Contents of This part of the manual contains the following topics.
Part 1
Topic See Page
The Function and Components of IFAS 7
Insight 8
IFAS Logon 9
Changing Your Password 15
Navigation in Insight 17
IFAS 101: Review 1 21
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The Function and Components of IFAS

Introduction

Modules

Tasks/
Functions

IFAS is the software Harris County uses for its financial and
administrative functions. The acronym stands for Integrated Financial
Administrative Solution.

IFAS is software that has been divided into large modules, similar to
sections, to address the financial and human resource functions of the
County. These modules include Purchasing, Budget, Payroll, Human
Resources, and others. Proper security clearance is required to access
each of these functions and should be obtained prior to your use of the
IFAS system.

The information that you enter into the system can be used to generate
reports for your department. This information ranges from adding
new employees to recording tax receipts.

Your work in an IFAS module is broken into masks and screens/tasks.

You may need to enter data into several screens in order to complete a
particular IFAS process.
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Insight

Introduction

Point and Click

To carry out your responsibilities, you need to know the IFAS system
and how to navigate it. The first part of this navigation is Insight.

The Insight Explorer View is the first screen you see after logging into
the system. Insight allows you to use the Windows® standard method
of navigating; that is, clicking on icons and/or typing in names. These
actions will take you into the system functions.
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IFAS Logon

Introduction You will use a regular logon procedure unless you want to go into a
different database or you have to change your password.

Logging on Follow these steps for a regular logon.

Step Action

1 Click on the Start menu at the bottom left of your screen.

2 Click on Insight on the Start Menu. You may also double-
click on the icon on the desktop, if it is present.

Whipkey, Linda (ITC)

- Internet ,] My Documents
l Internet Explorer

| My Recent Documents »
&y 5
¥ Pictures
¢ = Microsoft Officé Excel

|L'-I- 2007 ,’?{ My Music

W= Microsoft Office Word (™1 My Computer
L = zoo7 5'!

i;g My Network Places

B? Control Panel

— L Microsoft OFfice Dutlook
L= 2007 (2)

1 5 Microsoft Office

PowerPoint 2007 @ Set Program Access and
DieFaults
'E Microsoft Office
=E publisher 2007 eJ Eelnntein =

¢ £ 1©%) Printers and Faxes
L Printers and Faxes =
=

@ Help and Support
ﬂi Adobe Captivate 3 =

o search
a onTime 2009 Windows 7= Rrun...

Peoplewars Pro

“‘g Paint
Microsoft OFfice Wisio 2003

—
:;J Calculatar

All Programs D

[ oo o [@] shue povn

Continued on next page
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IFAS Logon, Continued

Logging on
(continued)

Step

Action

Choose the Production connection (prod) by highlighting it
in the Bi-Tech System Catalog Connection dialog box.
Click Select.

Bi-Tech System Catalog Connection

Pick an ODBC Source for the Systemn Catalog S elact

Auditors_Payrall ~
Auditars_Payroll_ DEY Lancel
DB2CON
dBASE Files Hew
DevTest
Exrcel Files tadify...
HFS —
LOOPBALCK

M5 Access Databaze
PCOM DB2/WS-32 bit
Prod

[NE

| zc reEolt odbc

ayzcat_train
UPDRS
“Wizio D atabasze Samoles

A el

Note: For training purposes, the “train” database is used.

Ensure that your user name displays correctly in the Login
ID field of the OpenLink ODBC Login dialog box and
prod is the data source.

Openlink ODBC Login : |

£

[

[ata Source: syzcat_prod
Login D airight
Password: enssnnse [ Optians > ]

Continued on next page
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IFAS Logon, Continued

Logging on

(continued) Step Action

5 a. If the user name is correct, tab to the IFAS
Password field.

b. If the user name is not correct, type the correct one
in the field. Tab to the password field.

6 Type your current IFAS Password in the password field.

e Passwords must be at least six characters in
length but not longer than eight characters total.

e Passwords must have at least two non-alpha
characters.

e Passwords can only have a maximum of three
characters that repeat.

Note: Passwords are case sensitive.
7 Press Enter or click the OK button.

Continued on next page
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IFAS Logon, Continued

Logging on

(continued) Step

Action

8 Choose the Production icon by double-clicking it in the Bi-
Tech Connection Manager dialog box.

“ Bi-Tech Connection Manager,

File Edit Help

-

FROD

9 Ensure that the User name is correct in the Connect to
PROD dialog box.

Connect to PROD

Telnet Host:
IFAS Uszer: | zwiright
IFAS Password: | e 4
Connect ] [ Pick Other. .. ] [ Cancel

Continued on next page
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IFAS Logon, Continued

Logging on
(continued)

Step

Action

10

a. If the user name is correct, tab to the IFAS
Password field.

b. If the user name is not correct, type the correct one
in the field. Tab to the password field.

11

Type your current IFAS Password in the password field.
e Passwords must be at least six characters in length
but not longer than eight characters total.
e Passwords must have at least two non-alpha
characters.
e Passwords can only have a maximum of three
characters that repeat.

Note: Passwords are case sensitive.

12

Click Connect.

Continued on next page
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IFAS Logon, Continued

Logging on
(continued) Step Action
13 | The Explorer view displays with the IFAS menu tree. If it
does not appear and the screen is blank, click the “house”
button in the menu bar and the Explorer view will display.
House Icon € Insight - Harris County Training - [Explorer]
i Fie Edt View Window Help
Sleco| ®le| 3 | 3|
o[ =
Insight

# ([ BOD: Budget Ikem Detal
[l C5: Chent Specfic
# EN: Encumbrances
1 FA: Froed Assets
= gl GL: Generdl Ledger
1 ([ GM: Grants Management
(MU NUCLELS
1 PE: ParsonfEntity Data Base
Bl PO Purchasing
Pz Payroll System
TO: TRIAD Modules
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Changing Your Password

Introduction The following section gives you information about your password.

Changing your  You are required to change your IFAS password once every 60 days.

password If you fail to change your password at least once within this period,
your password will expire and you will be prompted to change it
before you can log back into the IFAS system.

“Change IFAS Do not share your password. Any work done under your password is your

Password” responsibility. The procedure for changing a password follows.
Procedure

Step Action
1 E!

Changs IFAS
Pazoword

Double-click the “Change IFAS Password” icon
your desktop.

The following screen displays:

L Telnet ]

A1 Version 5
iCopyright IBM Corporation. 1982, 2018.
login:

Note: If you do not have the icon, e-mail the Harris County Help Desk
ITCHelpDesk@hctx.net to obtain it.

Continued on next page
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Changing Your Password, Continued

“Change IFAS Step Action
Password” 2 | Type your user ID after “login.”
Procedure 3| Type your old password when prompted.

(continued) 4 When prompted, “Do you want to change your password,”

type y and press Enter.

All passwords must conform to the IFAS password
guidelines listed on page 11.

5 Type in the old password at the password prompt. Press
Enter.

6 Type in the new password at the new password prompt.
Press Enter.

7 Confirm the new password by typing it again. Press Enter.
8 A question will ask you, “Do you want to change your
password?” This time type n for no. Press Enter.

9 A message displays saying “Host Lost.”

10 | Exit by clicking on X in the upper right corner.

Disabled Your IFAS User account can be disabled or locked out if you attempt
ﬂgzléeg out) three or more logons using an incorrect or expired password. In the
ser

event your User account is locked, contact the Harris County Help
Desk at ITCHelpdesk@hctx.net and request to have your User
account unlocked.

System Prompt  When the system prompts you to change your password, the change

for Password you make will affect only your current session. If you receive a

Change system prompt, use the “Change IFAS Password” icon to change your
password for all new sessions.

16
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Navigation in Insight

Introduction The following section defines how to navigate in Insight in order to
get to the IFAS process you wish to perform. There are two views in
IFAS: Explorer and Output.

Explorer View  The Explorer view displays a Menu Tree from which you select a
module, process and screen. In the Explorer view, open or expand the
tree by clicking the plus sign (+) that precedes modules and processes.
Then, navigate to the screen or tasks you wish to perform by selecting
with the mouse.

TypeAhead/History Box

= =1B1x]
=18l x]

[l & insight - Harris County Training - [Explorer]
| A Fle Edt Wiew Window Help

& WOl ®le| =l Gl
&= =
Insight

= I ras
+ {H AP: Accounts Payable
#( AR: Accounts Receivable
([ BD: Budget e Detad
+{H C5: Chent Specific
®{f EN: Encumbeances

There are three ways to get to the screen you need:

1) through the Menu tree by clicking on the plus sign (+) that
precedes the module names and double clicking on the
screen/task name

2) by entering a mask in the TypeAhead/History Box, and pressing
Enter. A mask is a grouping of letters in sets of two that precede
the tree items. A mask will have a minimum of four characters.

3) by clicking on the arrow within the TypeAhead/History Box and
selecting from the listing of previously used masks

Note: Clicking on a minus sign (-) will close or “collapse” a level in
the directory tree.

Continued on next page

17

Participant’s Manual IFAS 101



Navigation in Insight, continued

Output View There is a second view called the Output view, seen below. Go to it

by clicking the View Output icon E[ in the menu bar. The Output
view gives general information and a recent “history” of activity in the
system; for example, how long a module has been opened or if a
report has successfully been created. The figure below shows that the

View process/task was completed.

Output Icon

& At £ g =
2|
[nTx Verikon 5
Copyright IBM Corporation, 1282, 2010.
login: traina
traina's Password:

Welcome to AIX YVersion 5.3!

Please see the README file in /fusr/lpp/bos for information pertinent to
this release of the AIX Operating System.

* % ¥ F F X ¥ ¥ ¥
* & F * * F * ¥ ¥

Last unsuccessful login: Wed Apr 25 08:14:15 2007 on /dev/pts/é
Last login: Thu Dec 30 14:53:49 2010 on /dev/pts/1 from 10.8 .54 .13

03:22:07 PM Dec 30 (Julian 364)

Begin NUO10 <3.6 > THU, DEC 30, 2010, 3:22 PM IFAS 7 /1760
FPeriod has not been calculated.

Period has not been paid.

#741 [06694145]
FROM/#J41 CSDTER, TRAINA.ADMIN/Traina, Job 41, CSDTER, has completed.

Continued on next page
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Navigation in Insight, Continued

Navigating with  To get to a task by using the Menu tree, simply click on the plus sign

The Menu Tree

(+) that precedes the name of a module. Then, select the process/task

- Explorer View by double-clicking on it. In the figure below, the PO Purchasing

module is opened, CS Client Specific is opened, and two functions are
available, AD:Harris PO Addendum Screen and HR:Harris Co

PR/PO Entry. Double-clicking on a function takes you directly to the
IFAS screen to begin work.

_ﬁh

AP Accounts Payable
AR Accounts Feceiyable

Fa: Fied Assets

&L General Ledger

i3: Grants Management
MU NUCLELS

PE: PersonfEntity Data Base

I (55 s e AR

PO Purchasing

[ 5 Chent-Specific
P8/ AD: Harris PO Addendum Screen
5! HR: Harris Co PRIPO Entry

FAS
ED: Budget Them Detal
5 Chent Specific
EN: Encurnbr ances

10 Tnkeractive Inquiry
@ p RE: Reports
P& 57: PO Status Inguiry
O :] LiF: Update Data Base
¥ % PY: Payroll System
&) TO: TRIAD Modhles
+ W Work Flows
= 3 (DD Reparts

The above tree leads to the masks, POCSAD and POCSHR.

Continued on the next page
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Navigation in Insight, continued

Masks If you wanted to type a mask for the previous process, enter POCSAD
for the Addendum screen or POCSHR for the PR/PO Entry screen in
the TypeAhead/History Box.

€ Insight - Harris County Training - [Explorer] B

i Fils Edit View Window Help
IFAS lcon |—» 3 E_I !I at || =] [FocskR =

o) szl N

To v oo dos th et et —! Enter Masks here.
1& IFFE
= ap: Accounts Payable 17 LI
# , AR Accounts Recerable o Aot
#-@ B0: Budget Ihem Detad Pavable Receivat
# U CS: Chant Spedific
@[ EN: Encumbrances @ @
#={f Fa: Fioed Assets
#-{f GL: Gareral Ledger (zerer al Grants
# [ GM: Granks Management: Ledger Managem
BAE WU NUCLEUS
#{f PE: PersonfErty Dats Base @ @
T 5 g :‘;f:h::qw TRIAD wirk Fic

.ﬁ.l:l Harris PO Addendum Soreen
= g HR: Harris Co PRPO Entry

Arrow To choose from a list of previously used masks, click on the arrow
within the TypeAhead/History Box and click the mask you need.
& Insight - Harris Coamty Training - [Explorer] Arrow within the
A Al Ed Vew Window el I TypeAhead/History
& F_DI_IELI L - | Box
&l sl {TopuFe
which Part of Budgat Tbsn Detad Weuld You Like to Lipdste? %Essf.nn
rFASﬁP RECOUNES Py b
AR Acoounts Recsabls
m B'udget It Detad
IFAS Icon Just as Mlcrosoft has an hourglass that appears while it is busy, in

IFAS, a spinning icon _E_ displays while it is working. The icon is
an abacus. It spins when the system is busy retrieving or storing data.
Find it in the upper left corner, below the menu bar.
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IFAS 101: REVIEW 1

Introduction

Passwords

Write the answer to these review questions in the space provided.

1. When you enter your password, why is it important to make sure
that your CAPS LOCK is disabled?

2. What is the minimum and maximum character length for an IFAS
password?

3. Why should you never share your password?

4. When do you have to change your password?

Participant’s Manual IFAS 101
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IFAS 101: REVIEW 1, continued

Insight
Navigation

5. What are the three ways to access the desired IFAS screen?

6. What is a mask?

7. What happens when you click the plus sign (+) that appears to the

left of a module icon? The minus sign (-)?

8. What does it mean when the IFAS logo spins?

9. Give the mask of the following:

= 1§ IFAS
AP: Accounks Payable
AR Accounts Recenable
BD: Budget Thedmn Debail
5 Chent Speciic

[ [+ & (&

10. Give the mask of the following:

| ER: Print 132 ERROR Report
) GO: Group Definitions
[5| GP: Group Time Pasting
C——> & 40: 132 report Hours Orly
| HR: Employes Hour Balanoes:

| AC: Account Code Conversion Tables
= AP: AP Feeder Systenms
w ([ DR: Department Reports
=l DT: Daly Time Entry System
| AD: Add New Hire Time Card Records
) AL: Time Card Authceization
[/ ED: Equipment Definktions
E‘ EM: Emplayee Time Posting
3

= e Fas
B AP: Accounts Payable
= AR: Accounts Recery able
w-(@ BT: Batch Processing
—— > F&) €C: Control Center
= 1Q: Interactive Inquiry
RE: Reparts
[# SP: Special Functions
#(f BD: Budget Ttem Detai

+

Continued on the next page
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IFAS 101: REVIEW 1, continued

Answers

Answers:
Passwords

Answers:
Insight
Navigation

1. The Caps Lock must be disabled because both the password and
the user ID are case sensitive.

2. The password must be between six and eight characters in length; it
must have at least two non-alpha characters; and, it has a maximum of

three characters that repeat.

3. Never share your password because anything done using your 1D

and password will be your responsibility.
4. You change your password before 60 days has passed.

5. The three ways to access the IFAS screen are:
a. choose the module by using the Explorer view menu tree.
b. type the mask in the TypeAhead/History Box.
c. choose the mask from the previously used listing from the
arrow within the TypeAhead/History Box.
6. A mask is a grouping of letters in sets of two. The sets precede
tree items. A mask will have a minimum of four characters.
Note: A mask can also be used to invoke a Standard Report.
7. When you click the plus sign (+) before a module or sub-
module/process, the item is expanded to expose additional sub-
modules or tasks/screens.
8. When the IFAS logo spins, the system is busy.
9. CSDTHO
10. ARCC

Participant’s Manual IFAS 101
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Part 2: Using IFAS

Overview

Introduction There are three different IFAS screen platforms that you may use in
the IFAS system; these are 7i, Triad and Classic. You enter data for
each type of screen.

Objectives The following are objectives covered in this section:

e Identify the functions of account coding.

e Describe the layout of the typical 7i screen.

e Follow procedures to create a record in a 7i screen.

e Follow procedures to update a record in a 7i screen.

e Describe the use of the navigation bar for the Triad screen.
e Follow procedures to create a record in a Triad screen.

e Follow procedures to update a record in a Triad screen.

e Describe the use of the navigation bar in the Classic screen.
e Follow procedures to create a record in the Classic screen.
e Follow procedures to update a record in the Classic screen.
e Describe how to set a default ledger.

Contents of This part contains the following topics.
Part 2
Topic See Page

Account Coding 25
The 7i Screen 26
Creating a Record in the 7i screen 29
Updating a Record in the 7i screen 34
The Triad Screen 37
Creating a Record in the Triad screen 39
Updating a Record in the Triad screen 44
The Classic screen 48
Creating a Record in the Classic screen 50
Updating a Record in the Classic screen 51
Settings 55
IFAS Review 2 56

24
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Account Coding

Using Account
Codes: GL

Using Account

Codes: JL

In creating records, you will often need to enter Account coding. This
is composed of GL and JL identifications. It is important that these
codes are entered correctly. Refer to your internal departmental
documentation or your supervisor for these numbers.

The following figure gives you the criteria for a GL Org Key and an
Object Code.

GL Org GL Object
Key Code

Indicates “Who" Indicates “What"
by providing: by providing:
Fund Account name
Department 2
Division
8 digits 6 digits
Ex. 10061001 Ex. 610100

The following figure gives you criteria for the JL Key and the JL
Object Code.

JL Key JL Object Code
Indicates “Why” Indicates “Where”
by providing: by providing:
Activities Location
Projects
Work Order
Tasks
Grant sub-recipient 43
10 characters S
Ex. A710540000 B, POLIE000

Participant’s Manual IFAS 101
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The 7i Screen

Introduction

Definition of
the 7i screen

Example 7i
screen

This section of the manual outlines features of the 7i screens.

In IFAS, for a number of modules, the appearance of the software on
the screen has been updated to look more like a Web application and it
is called 7i.

With 7i, you can tab and “mouse” over fields; 7i is arranged to be
more informative and easier to navigate.

Sidebar

In the future, 7i will be expanded to all IFAS modules. Presently, 7i
has been incorporated into a number of IFAS modules. Examine the
figure below. It is from the Purchasing module. Note the following:

o Sidebar
e Menu bar
e Tabs

e Data fields Menu Bar

SecCd: |301 . Apry. I" RV Next: I |

Data Fields

Date:[05/07/2007 |

wienaipoType [ 8]
PRNUMEER PO NUMEER  VENI PO Totat $38.00
R180285 T426°
R189287 426"
R189289 7426 Notes
R189201 T425° =
R189292 Ta26° RemNumber Quantty, Unis = Amoun = Extended Amount Descrigtion KEY-DBJECT
R189203 P094438  7426°
R180204 7426" )1 12.00item 1 10031201-610100 / RA330000000-831A000:
R188285 P094430 7426 J¢ 26.00helle 10030101-610100 / RI10000000-850B000
R189342 P0S4431 7426 =g
R189344 74267 |° i
R189345 3z
R189346 FEOD
R180379 7426
R189408 P094432  7426°
R189410 74260
R189411 T426°

R183413 T426°

Note: Check www.justifas.net for browser compatibility settings

Continued on next page
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The 71 Screen, Continued

Characteristics

Navigation
Guide

On the 7i screen, you will see a number of common characteristics.

e Drop down arrows and ellipses (three dots ). These are next to
data fields and they open up options.

e Tabs. These group information. Information can include details
about the transaction, free form notes about the transaction and
recorded data.

e Sidebar. This contains links to special areas.

e Menu bar. There are two menu bars. One is at the top of the screen
and one is at the bottom of the screen. Arrows on the menu bar
allow you to page through records. You can start a new record by
using the blank page icon. There is also a binoculars icon that is
used for searches. Other options are available with the Options icon.

R R
The function keys (F#) are not used in the 7i screen. Navigation is
mouse-driven.

The navigation in a 7i screen is documented for your reference in
www.justifas.net. To find this document, follow these procedures.

Step Action
1 Open your web browser.
2 Type www.justifas.net in the address field.
3 Press Enter.

Continued on next page
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The 71 Screen, Continued

Navigation
Guide
(continued)

Step

Action

Select IFAS Documentation under the General Information
heading.

About [TC-FHRA
about [FAS
CoD4y @D
COD Beports
East Track
EAD'S
I::> [EAS Documentation
IEAS Forms
IEAS Traimng
[TC Haelp Dask 713-755-6624
EHRA Road M
Ji Deployme M =

Select 7i IFAS Navigation. The file opens.

: Home : IFAS Documentation

I
flLAP rtmen G
AP T Department Work Flow Ohvgnvigw
7i AP Gatting Started for Dapartments
A FE (147 )
7 AP FAQ' r r

[ >  ZiIFAS Navigation

1~
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Creating a Record in the 7i Screen

Practice 7i Follow these procedures to create a requisition.

Step Action

1 Select POCSHR in the Insight Explorer view. Or, type
this mask in the TypeAhead/History box. Press Enter.
2 | Click the Add icon "5 in the toolbar.
A new screen displays.

Links.

s

Workflow

e —
Affachments. i
Toals ‘ By: |'ruun A ‘
“Reports | oue[ro/oe/zo0 | | Contract £
1y Enfy List
| ntenal PO Type: [ B
PRNUVSER PONUUEER _ VEMI PO Totat s000

R189285
R189287
R189289
R189291
R189292
R139293  P034438
R189294 7
R189205 P094430
R189342  POD4431
R189344
R189345
R189346
R189370 74
R189408 P094432
R183410 74:

Click the ellipsis l next to the PR field to have the
system assign a requisition number. In the drop-down list,
choose Auto (PR seed).

7 POCSHR - SunGard Bi-Tech - train - Windows Internet Explorer pri

File Edt Wew Favortes Took Help

_;H_..__J, 3 5 = [ ooz 168.111 60/ as7iscresnsiPurchasingPOCSHR..
I‘ﬁ' 8 POCSHR - SunGard Bi-Tech - Lrain

'U'lﬂd _{lulu [PR.SEED]  CirbT

Continued on next page
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Creating a Record in the 7i Screen, Continued

Practice 7i
(continued)

Step

Action

Complete the Vendor number by clicking the ellipsis.
Select Lookup from the drop-down box.

I POCSHRA - SunGard Bi-Tech - train - Windows Internet Explorer

Fie Edt View Favortes Took Help

#

e = [E tpinsz 18111 e0fasiscreensiPurchasingPOCSH

W @PocsR - SunGand ik Tech - rain

On the Data Lookup dialog box, enter a search term to
complete the filter statement. It could be a name or a PEID
(a number that identifies a vendor.)

2 Data Lookup - Webpage Dislog

2 Pitpf{192,166.111.60]Fas7fLockup(PeidLookuphem
ok | cencer | aga |

Search ) Sowrce: | All 'I
Fitter: [Name =] [like =l [seninarer Apply |

[0 e [omers [osese]

Addresses:
| coos | Aomess ne 1 | AooressLme2 | AcoressLine 3 | Acoressune 4 | oy | stmrov.

Press Apply or press Enter to get a listing.

Continued on next page
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Creating a Record in the 7i Screen, Continued

Practice 7i
(continued)

Step Action
8 Highlight and choose the vendor with PO as the Owner 1D
and click OK.
| 3 vata Lookup - Webpage Dialog x|
(|2 hetpeffioz. 168,111 60/fas7LcokupiPeidlookup. him
i ok | cancet | asa |
Search ID Source I-"""Ji "l
Filter: IName :I Illke :Il.‘.‘rch:::d.lcr | Apply |
T ren Naus OwneR D | PeDa Cooe
0OTEE5TO0 |SCHNDLER ELEVATOR CORP PO P
3412700564 SCHINDLER ELEVATOR CORP PO P
KO0TISST00 | SCHNDLER ELEVATOR CORP AP P
FEODET002 |SCHMNDLER ELEVATOR CORPORATIONIFO P
FEQO27923 |SCHMNDLER JR. MARVIN E FO P
FEQRD1TST |SCHNDLER. GABREL FQ P
FEQD11257 |SCHIMNDLER. GUY FQ P
FEQDZTESS [SCHMNDLER, RAY FQ 2]
DETT49400 [SCHMNDLER, VICTOR R FOQ P
Addresses:
CODE | ADDRESS LIMNE 1 | ADDRESS LINE 2 | ADDRESE LINE 3 | ADDRESS LINE 4 cmy ST/PROV.
tae] P. 0. BOX 52050 CHICAGO|L
9 | Click the Ship to Il tab,
10 | Click the ellipsis.
11 | Complete a lookup as was done for the Vendor

identification.

Continued on next page
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Creating a Record in the 7i Screen, Continued

Practice 7i

(continued) Step Action

12 | Go to the Items section of the screen. Enter account
coding. Complete the following fields as directed.

¢ Quantity

e Units

e Amount (price)

e Description of the item

¢ Org Key and Obiject code (account coding)

| tems

tem Number  Quaniity Unis Amount | Extended Amount KEY-DBJECT

0.00 =

loopa l Fi -
Note: If the JL coding is not shown, click the ellipsis to

display a menu.
ey Ellipsis

|1n::u::-3c-1c|1 |51c-1cncn l

Click “Show JL Side.” This item will appear with a
checkmark, indicating that the JL coding field is displayed.

rain - Windows Internet Explorer provided by Harris County

o Hep
11.60/F a7 {Screens Purchasing/POCSHR. aspiinsight=1connectstraindGL=HCBIL=1L

Hi-Tech - train |

i W T

|71zszsaos I Addr. [F.] Brlmi PO Type: EI
ﬂﬁ%ﬁm oate: 0570772007 f| comracte: [

miemairo Type: [ B
AUSTIN ™ TETIA PO Totat £3800

JL Side field —
Wi” dISpIay |;noa:zn1 610100 =

imount | B

after selection w: e ChaEY O S T
_Meauex oo
SMWL#V

o

13 Press Enter.

Continued on next page
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Creating a Record in the 7i Screen, Continued

Practice 7i
(continued)

Step

Action

14

If there are yellow dots with precautionary messages that
appear in the toolbar at the top of the screen, read the
message and take appropriate action. These precautionary
messages may contain valuable information about your
transaction.

] & Account information has been maodified per Default Account Mapping (GLUPDF).

Press Enter again if you wish to continue. Observe the
Record Accepted checkmark in the toolbar, indicating that
the record has been saved.

15

If errors occur, one or more red X’s appear in the toolbar at
the top of the screen. Correct these errors as directed in the
error message. When correct, press Enter again to save the
record. If you cannot correct an error, press the Escape
key to clear the screen. The transaction with the error will
not be saved. Observe the example error below.

¥ Undefined OBJ CODE 6000 in ledger HC.
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Updating a Record in the 7i Screen

Introduction This section of the manual outlines updating a 7i screen.

Updating a To update a record in a 7i screen, follow these instructions.
Record:

Practice Step Action

POCSHR

1 Double-click POCSHR in the Insight Explorer view. Or,
type the mask in the TypeAhead/History box and press
Enter.

2 Select a record from the Entity list in the sidebar by
clicking the mouse. The record displays.

Place the mouse cursor in the field that you will be editing.
4 Type the correct data.

w

w0 swue: [rr ] seccafero ] | | wes|

& ardlo
T — Cre—

e g I patype: 8]

Purchase Document ﬁﬁxﬁm Date:[04/03/2010 I Contract &

Usen I

TRAINA ® nemaipoTyse: [

TRAINA x | | HOUSTON ™ 77001 PO Total____3500.00

TRAINA v X % o

TBA |

Diract Task kems Awalillll Joome—Jpf 20/en 50.00 500.00me 10030101-§10100 / A910000000-8503000

PR PO | §oooz o 0.00 0.00 = / =

R1924%6 7

R192500 i |l

R192558 PO11934C 74

R192569 il

R192604 ool B

R192615 POSMIE 74 g

5 Press Enter to save.

Continued on next page
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Updating a Record in the 7i Screen, Continued

Updating a
Record:
Practice
POCSHR
(continued)

Step

Action

For updating a record, enter the data in the appropriate
fields. Press Enter. If there are yellow dots with
precautionary messages that appear in the toolbar at the top
of the screen, read the message and take appropriate action
by pressing the Esc key to return to the work area. These
precautionary messages may contain valuable information
about your transaction.

& JL Key A330000000 COUNTY HCTX over 2008 REQUEST budget by $12869880.92.

Press Enter again if you wish to continue.

Observe the Record Accepted checkmark in the toolbar,
indicating that the record has been saved.

" Record Accepted

If errors occur, one or more red X’s appear in the toolbar.
Correct these errors as directed in the error message. See
an example message below.

¥ Undefined OBJ CODE 6000 in ledger HC.

When complete, press Enter again to save the record. If
you cannot correct an error, press the Escape key to clear
the screen. You will lose your work.

Continued on next page
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Updating a Record in the 7i Screen, Continued

Searching

Use the Binoculars icon to search the 7i screens. In the drop-down
menu, select Find/Search and you will be in the Find mode. This is
indicated at the far right corner.

Step Action

! Click the Binoculars icon in the toolbar. E

2 Select Find/Search from the drop-down menu. Find
mode displays in the right corner.

3 Place the cursor in the field to search. Enter the criterion
(use the lookup function where possible to find your item).

4 Press Enter.

5 The result displays. When there is more than one record

for the searched criterion, click the forward and back
arrows to “page” through the results.

Back Forward

Note: Multiple criteria can be used to limit the number of
records that display. Complete the desired fields and then
press Enter to display the record(s).
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The Triad Screen

Introduction

Characteristics
of the TRIAD
screen

This section gives you information about the Triad Screen and its use.

The Triad screen contains the navigation bar at the bottom of the
screen.

There are three modes of operation for the Triad screen. The middle
rectangle in the navigation bar denotes the mode you are currently in.
The Triad modes are:

e Add allows you to enter new records jnto the database.

Help | | Dptions1 Screen I Rdd Frev I Next I Browse Exit I

¢ Browse allows you to:
e Update records
e Maintain or change a record
¢ View a record
e Delete a record

Help | Delete | options| Screen || Browse| ©Prev|  mext| add |  Enit

e Select allows search (query) options and a refresh of the screen.

‘ Help I Count | Cincall All Select Glohi].l Sumliryl I Exit |

Continued on next page
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The Triad Screen, Continued

Function keys
for TRIAD

screens

Searching

Help

The following diagram gives you a description of the controls for the
Triad Screen.

ElEIE E
7 |
/ ‘ | \
Browse
Prior || Next
Choose |
Online Select a EXIT v
HELP Delete Options| Screen Add
:h ! Prior || Next || .\ 00 Browse |
Record Record Record||.ro 51
T o

When you search for an item in the Browse Mode, use the * (asterisk)
symbol as a wildcard for the IFAS TRIAD screens. This symbol will
yield anything that contains the letters that precede or follow it; for
example,

e *son retrieves all records that end with “son”

e son* retrieves records that have “son” as the beginning of the
word.

e *son* retrieves all records with “son” in them.

In the Select mode, you enter search criteria in selected fields and
press Enter. A record will be displayed matching the criteria.

Pressing F1 on any field will provide helpful instructions, or a pick
list, if available.

38
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Creating a Record in the Triad Screen

Practice Triad  Follow this procedure to create a record using the Triad screen. You
screen must be in the ADD mode to create a record. Use Tab, arrow keys or
mouse to navigate to the desired field.

Step Action
1 Type the mask GMUPGM in the TypeAhead/History box.
Press Enter. Or, select the plus signs for GM and UP.

Then, double-click GMUPGM in the Insight menu tree.
: El @ GM: Grants Managernent
- ﬂ IJP: Update Grant InFarmation
------ ] GM: Grant Data Entry

The followmg screen displays.

Grant Definition GHMNAME Train C

GRANT MANAGEMENT SYSTEMNM

status: [ cash Match Grant (¥/m): [

Department: I_ Division: |

Proposal Number: Press F-1 for Help

Froject Identifier (FI): Press F-1 for Help

Project Title: |

Award Number: {For New Award Number Type 'NEW')

Help ] | Opt.i.ensl Screen | Add Prev | Next | Browse Exit
Grant Status

2 Your cursor displays in the Status field. Press F1.

3 The Help screen displays a pick list. Move the cursor with
the arrow keys or by tabbing.

ENTER to select; F1 for text help, F5 to reselect

GMNAME . PROJSTATUS MATCHES [& order/select: K
Match Count | 8 Filter:

R PWARDED

£ FLOSED

p PROPOSAL DENIED

PR PROFOSED

R1 EEJ TO SEEK COMM CT

R2 RET BY GRANT AGENCY

R3 REJ BY COMM COURT

RT REJECTED BY COUNTY

Continued on next page
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Creating a Record in the Triad Screen, Continued

Practice Triad
screen
(continued)

Step

Action

Press Enter.

Tab to the next field. Place Y or N to indicate if this is a
cash match grant. The cursor moves to Department.

Grant Definition GIMNAME Train A

GRANT MANAGEMENT SYSTEM

Status: ﬁ EROEOS:D cash Match Grant (Y/N): l

Department: r_— Division: |
ke

Proposal Number: | Press F-1 for Help

Broject Identifier (PI): | Press F-1 for Help

Project Title: |

Award Number: | (For New Award Number Type 'NEW')

Help I | Dptianxl Screen I Add Erev I Next | Browse I Exitl
Cash Match Grant Indicator "Y', 6 'N'

Enter your department. The division number is optional.
You may tab, arrow or mouse click to navigate to the
desired field.

Place your cursor in the Proposal Number field and press
F1 for Help. Help gives you instructions for entering data
in the field. After reading the text, press any key to return
to the original screen.

FIELD DESCRIETION

Cluster: GMNAME Attribute: PROPOSALNO
Help Text:
Enter the current fiscal year, ie. 01, 02, 03, etc., followed by the

word "new”. Example '02new’ The system will then generate your
proposal number. If you are adding a project to an existing proposal
type in the proposal number (including the -) and increase the last
two digits incrementally.

Press Any Key []

[

To enter the Proposal Number, as directed by the Help
screen, place the last two digits of the current fiscal year
with “new” following it in the Proposal Number field.
Press any key to return to the GMNAME screen.

Continued on next page
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Creating a Record in the Triad Screen, Continued

Practice Triad

screen Step Action
(continued) 8 | With your cursor in the Project Identifier field, enter the
GL or JL key
FIELD DESCRIPTION
Cluster: GMNAME Attribute: FPROJECTNO
Help Tent:

rI'.'HE GLKEY OR JLKEY ASSIGNED TO THIS SEECIFIC GRANT SHOULD BE USED AS
[THE PROJECT ID. DO NOT TYPE IN "NEW".

Press Any Key I

Remember, you can press F1, if you need Help. After
reading the Help text, press any key to return to the original
screen. Enter either the GL or JL key for this field. The
cursor moves to the Title field.

9 To find guidelings for the Project Title field, press F1 press
any key to return to the input screen. Type the Project
Title.

Grant Definition GHNAME Train A

GEANT MANAGEMENT SYSTEM

Status: PR PROPOSED cash Match Grant (¥/N): j
Department: m EDNST. ECT. 1 Division:

Froposal Number: (11-002-01 Fress F-1 for Help

Froject Identifier(FI): E0030101 Press F-1 for Help

I Project Title: REFORESTATION 2011f] I

Award Number: (For New Award Number Type 'NEW')

Help | | options| Screen | Add Prev | Next | Browse [ Exit
Froject Title

Continued on next page
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Creating a Record in the Triad Screen, Continued

Practice Triad
screen
(continued)

Step Action
10 | Tab to the next field, Award Number. As directed on
screen, type “New” for a new award number.
11 | Press Enter.
12 | Anaward number displays. The system will warn you to

verify the data and to press any other key to cancel the
transaction.

Grant Definition GMNAME Train A

GRANT MANAGEMENT SYSTEMNM

Status: PR PROPOSED Cash Match Grant (Y/H): N
Department: B01 [ONST. PCT. 1 Division:

Eroposal Number: [11-002-01 Press F-1 for Help

Project Identifier(EI): fL0030101 Press F-1 for Help

Project Title: REFORESTATION 2011

Award Number: E029 (For New Award Number Type 'NEW')

Help l | optionsl Screen | Add Prev | Next | Browse | Exit

Verify and press enter to save (any other to cancel)

You must press Enter again to save the record.

Always read your messages at the bottom of the screen.
Refresh your record to confirm that is saved.

Note: Your security will limit the tasks that you can
complete. Refresh the screen by pressing F3. Move the
cursor to Select Refresh and press Enter.
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Creating a Record in the Triad Screen, Continued

Practice Triad
screen
(continued)

Step Action
13 | Another screen displays that defaults with a proposal
number, project identifier and award number. You must
change the proposal number and award number for the next
record you add.
Grant Definition GMNAME Train A
GREANT MANAGEMENT SYSTEHM
Status: I_ Cash Match Grant (¥/N): r
Department: |_ Division: |_
Froposal Number: 11-005-01 Press F-1 for Help
Project Identifier(PI): m Press F-1 for Help
Project Title: |
Award Number: R031 (For New Award Number Type 'NEW')
Help | | Dptionsl Screen | Add Prev | Next | Browse | Exit
Grant Status
14 | For this module, press F4 to get a list of the remaining

screens to be completed. See below.

Eelect :linired scresen
Screan Name I
AME rant Definition
MEROF roposal Information
MDESC k‘rapased Project Description
OTES Project Administrative Desc.
GMBUDG Proposed Budget Entry
GMAWARD Award Information
EMAWRDNT Rward Notes
WARDM pward Amount Modifications
ATHR Project General Ledger Data
GMRE TSHMY Report Summary
GMEP TTRE Report Tracking
FMEEPTNOT P.epnrting Notes
GMCLOSED Project Closure Information
EMPREPTEL Proposal Purpose Codes
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Updating a Record in the TRIAD Screen

Introduction

General
Procedures

Updating a
Record:
Practice
CSDTTM

This section covers how to update a record in a TRIAD screen.

In the TRIAD screen, the Tab key and arrow keys are for navigating

and the Enter key is for saving the record.

Step Action

§ Fi= Edt View Harsha Window Help

1 Type CSDTTM in the TypeAhead/History Box and press
Enter or click the plus sign for CS and DT. Then, double-
click CSDTTM in the directory tree of the Explorer view.

€ Insight - Harris County Training - [Explorer]

& [@Clo| %8| [ =i

) I

EI [+ 2 TypeAhead/History Box
Which Dy Timne Entry Systam function do you

= ﬁ IFAS

= AF: Aecounts Paysble
3 AR: Accounts Recervabls

*

*

BO: Budgst Ttem Detal
C5: Thert Specific
[& AC: Account Code Conversion Tables
| AP: AP Faadar Swibemms
# DR: Departrment Reports
- DT: Dady Time Entry System
P&/ AD: Add New Hire Time Card Records
B3, a: Time Card dutharization
5. ED: Equipment Defirdisns
E: EM: Emgployes Time Posting

) |#

ca ER: Print 132 ERROR Report
o GD: Group Defindions
GP: Group Tene Posting
I, HO: 132 repert Hours Only
E_ HR:: Employes Hour Balances
L RE: Caloulate 132'5{Prink Repart
P&/ RP: Repeint 132 Report
. RS: Reset DTE (Train System Only)
| 5D Sedurity Definitions
) 5P Supplemental Pay Listing
o Sz Time Card Summary

e TM: Pay Pesiod Time Pasting

]

Continued on next page
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Updating a Record in the TRIAD Screen, Continued

Updating a
Record:
Practice
CSDTTM
(continued)

Step

Action

2

The instructor will direct you as to which record to update.

If you are currently in the Add mode, display the Browse
mode by pressing F7.

In the Browse mode, “page” through the records by
pressing F5 and F6 until the desired record is found. The
following is an example of a CSDTTM screen.

Pay Period Time Posting Screen DTTHEOST Train A
2008

Name EMITH, ROBERTA MARIE 10 floo1s1 Hire flo/03/2007 [ 0 RKE

Period 0801040 Pos F116068013 Dept P11l Div [0000 cal 0-8-5  Pay 00 Bal? [

Oovr Day Date Schd CV Hrs Tp Hrs Tp Hrs TP Hrs Tp Ttl
[ EaT p2/02/2008 [ [ [ [ [ [ [
[ Fuw p2/0372008 [ [ [ [ [ I I I I I I
* [Jon p2/0a/2008 [8.0 [  [7.5 F [os5 B [ [ [ [ [s.0o
[ [ve p2/os5/2008 [8.0 [  [s0 W/ [ [ [ [ [ [ [s-o
[\ fmEp p2/oe/2008 [8.0 [ [B80 B [ [ [ [ [ [ [s.0
| v p2/07/2008 [8.0 [ [0 B [ [ [ [ [ | [s.0
[\ FrT p2/os/z008 [8.0 [ [80o B [ [ [ [ [ [ [s=-0
[\ EaT p27os/ze08 [ [ [ [ [ [ [ [ [ [
[ puw bz/072008 [ [ [ [ T I T I I I
[ Jow p2/1172008 [8.0 [ (B0 F [ [ [ [ [ [ [s.o
[ e p2/12/2008 [8.0 [ [s.0 W [ [ [ [ [ [ [s.0
[ REp pz/i3/zo08 [8.0 [ [B0 F [ ([ [ [ [ [ [so
| [mv p2/1a/2008 [8.0 [ [0 B [ [ [ [ [ | [Js.o
[ Frz pz/is/z008 [8.0 [ [s.0 B [ [ [ [ [ | [&s»

Funeral Code [ | Status Intermediate Total Hrs | §0.0
Help | Delete | options| screen | Browse prev| Next| Add | Exit |

Fay Period

Select

New

Another way to find the record is to press F3. With your
cursor on Select New, press Enter.

Pay Period Time Posting Screen DTTMFOST Train &
2008

Name m, ROBERTA MARIE Ip floo1sl Hire 10/03/2007 [ 0 QE
Beriod P801040 Pos B116068013 Dept B1l Div 000  cal f0-8-5  Pay B00 Bal? [
Oovr Day Date Tp Hrs TE Hrs Tp Tl
[ ﬁ m Select desired option [ [ [ |
[ Euw p2/03/20§ Select New T T T
[ jox /200 | Select Refresh BT [ [ g9
| [ 7= p2/05/200| Browse order - I 1 [&0
T = — — — — — —
WED [P2/06/200| utility 8.0
[ U p2/07/200| view Image [ [ [ [ [s.0
[ FRI p2/08/200| About Medule [ [ [ [ [s.0
[ EAT p2z/03/200 T ' r (rir
[ Euw p2/10/200 +r [t tr-r |
[ mow p2/11/2008 [8.0 [  [s0 w [ [ [ [ [ [ &g
[\ e p2/12/2008 [8.0 [ [s0 B [ [ [ [T [ 1 [ [s.0
[ keop pz/13/2008 [8.0 [ [eo w [ [ [ [ I [ &
[ mau pz/iajz008 [80 [ [so F [ [ [ [ [ [ [s0
[ FrRr p2/15/2008 [80 [ [so fF [ [ [ [ [ [ &0
Funeral code [ | Status Posted Total Hrs [ 80.0

Help | count | cancel All | option Globall summary| Exit

Continued on next page
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Updating a Record in the TRIAD Screen, Continued

Updating a
Record:
Practice
CSDTTM
(continued)

Action

Name
Field

An empty record displays. Type search terms in as many
fields as you can to limit the search. Tab between fields.

Pay Period Time Posting Screen DTTHMEOST Train A
Name ID Hire
Period Pos Dept Div cal Pay Bal?
Ovr Day Date Schd CV¥ Hrs Tp Hrs Tp Hrs TE Hrs Tp Ttl
Funeral Code Status Total Hrs

Help | Count | cancel all | select Globall Summary| | Exit |
4 Digit Year

Enter search criteria on form then hit Enter

Type search terms in as many fields as possible to limit the
search. Press Enter and the result of the search displays.

For example, you must update Wallace Brown’s record.
Enter Brown* in the name field to find anyone with the last
name of Brown. Press Enter.

The results of your search display. Update the record with
data as needed.

Press Enter to save the record.

Continued on next page
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Updating a Record in the TRIAD Screen, Continued

Updating a
Record:
Practice
CSDTTM
(continued)

Step

Action

Press F3 to go to the Select mode. Move the cursor down
to Select Refresh and press Enter. This will allow you to
refresh the screen’s data and return to the updated record.

= = =101
i Fie Ed View Hosha Window Heb =181 %

& 400 X8| [ L] &
L]

Pay Period Time Posting Screen DTTMPOST Train R
2008
Name SMITH, ROBERTA MARIE D floo1s1 Hire [10/03/2007 0 pE

Select
Refresh

eriod DE01040 Pos F116068013 Dept F11 Div 0000 cal fi0-8-5 | Pay fio0 Bal? |
jovr Day Date Tp Hrs TP Hrs Tp Ttl
[ pz/02/200|5elect desired option [
2/03/200| Select New

pz/0 0| Belect Refresh
p2/05/200| Browse Order
2/06/200| Utility

-

|
o

@
-}

p2/07/200| view Image

p2/06/200| About Module
pz/09/200
pz/10/200
2/11/2008
pz/1z/2008
p2/15/2008
p2/1s/2008
pz/15/2008

|
o

HEEHEHEHEEHEHE

I

|
o

RRNARNARARRN

AN
[

NRRRRRRNARR

o

[
|

ERREF
===
{111
T O

RRRRE
N

|
o

3

Funeral Code [ | Status Posted Total Hrs
Help | count | canecel Rll | option Global| Summary |

]
=
B
-+

|

Fisady R 4

Note: If the updated record is not returned with Select
Refresh, you need to conduct a search for it. Be aware of
reference numbers or other unique characteristics the record
possesses to use as search criteria. For the example above,
you can use the name or an ID number to narrow the
search.

10

After finding your record, update as needed. For the
DTTMPOST screen, you can change hours and hour types.
Tab to the Hrs field that corresponds to the correct date.
Make the change.

11

Tab to the (Tp) column and change as needed.

12

Press Enter to save.

13

Press F3. Press Select Refresh. The modified record
displays.

Note: If the record does not display, you will need to
conduct a search. Press F3 and Select New. Enter unique
search terms,when possible, and press Enter.
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IFAS Classic Screen

Introduction

Characteristics
of the IFAS
Classic screen

This section gives information about the Classic Screen and its use.

You can determine which type of screen you are viewing by the
navigation tool that is displayed. The IFAS Classic screen uses the
following toolbar to navigate.

Wn|EM| «|»|Se B
Anytime you see this toolbar at the top of the screen, you know that
you are on an IFAS Classic screen. These individual buttons are
linked to function keys that you may use while in this screen.

In addition, there are two modes of actions in this screen.

=
e Collect mode allows you to enter new records into the
database.

e Browse ! J mode allows you to:
e Update a record
e Maintain or change a record
e View a record (by “paging” through)
e Delete a record

You can also use the function keys that correspond to the buttons,
instead of the toolbar, as shown on the next page.

Continued on next page
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IFAS Classic Screen, Continued

Function keys
for IFAS Data
Entry screens

The following diagram gives you the controls (F keys and buttons) for
the operations in Classic Screens.

LA EIL

L

&

e @]

LN NS

HEEH HEHEE]
First
EBrowse
Screen prior || Next
L X Screen || Screen 'Jé‘l:;ge Collect
Series Print
the HELF EXIT
FIIst 1| Delete || Screen Z A
M L Eton || Next Mode Browse
o Eecord || Record
File Record Toggle
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Creating a Record in the Classic Screen

Practice —
Classic screen

Follow this procedure to create a record in the Classic screen:

the placement of the toolbar, in the upper right of the
screen. Complete the required fields (see below).

Step Action
1 In the Insight Explorer view, open the mask, ARCC by
following the tree, or type ARCC in the
TypeAhead/History box.
3 Fl= Edt Wiew Window Help
£ (@ Olo ®le| 3] e |
[ gl 4
Which Harris County, Cherk Specific Function vould you Bke to perform?
T B ]FAE-QP:AJ:«:-.H;D&_%H@ E @
= AR AOCOUNTS Reosesbles Bccourt Code AP Fesd
i % :TB:: :'3‘::’*‘ Comversion,..  System:
2 | Click the CRBATCH bution.
othEr | ansatce | cRsatc | summarel LonEsome] i
3 Enter a name in the C/R Batch File field.
Enter the name of your C/R Batch File or 'F8 '_: [
4 Press Enter. Note the message in the bottom left hand
corner. You will create a new record by pressing Enter.
File does nok exist; press EMTER to create,
5 Press Enter to display the new record to complete. Note

Fg]gg]w-t = -] Ko@) 4| |=e| 3
Units Amt EPrice #Prod In_cct. In General Ledger Account Description
T
B Disct [ Amt: [ |
Ref.# ——F Ref. Amount T Znd Refs Deposit ——
Bay Tp:| an: ’:I_pos
DT ue Dt. Bill Dt. o nv: TR
[ [ | Hit Ar: [ | po: [
Taxes — Extra Charges C_Auth
cdi; I_ Amt: ]— Fbell:|_ Chg: [ Ame:
cdz: [ amt: relz:[ | |pty:[  Amt:f Exp:|
Personal Details Account Details
Nm Key:
Lhes Obj:
of: Job:
Bh i ) - Addr: [ sep: [ | | Enmct:
Term Misc Fin Code BC PE Tf Prep oOrig.Recpt Total:
[ . NN e | sys Tel:
piv: [ Tape Ttl:
Batch ID: [LINDA
File LINDA Dbl ENTER? [v Find [ | Undelete [ | ‘skip [
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Updating a Record in a Classic Screen

Introduction This section covers how to update a record in a Classic screen.

General Here are some things to remember when working in a Classic IFAS
Procedures screen.

e To move between fields, use the Tab key and the four arrow keys.

e To save your record, press Enter.

e Watch the bottom left-hand corner of the IFAS screen for messages.

Updating a The mask ARCC allows you to post cash receipts.
Record:

1 Type ARCC in the Type Ahead/History box and press
Enter or double-click ARCC in the directory tree. This
will open an Accounts Receivable Control Center, a
Classic Screen.

€ Insight - Harris County Training - [Explorer]

imgﬂ_wvmmb

| &E.ﬂ;ﬂﬁﬂﬂl =] [ * E
S |

Which Accounts Recevable Function would you ke to perform?
= 1% Fas

I AP Aooounts Payable
= AR Accounts Recervable
\1@ BT: Batch Processing
i CC: Control Canter
E 1Q: Inkeractive Ingquiry
- RE: Reports
| B 5P: Special Functions

Continued on next page
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Updating a Record in a Classic Screen, Continued

Updating a
Record:
Practice ARCC
(continued)

Step

Action

Find the record to update as directed by the instructor. The

following is an example of an ARCC record.

O nwgz-umk:nmnmnrm. LANSACTIONS] ..J.EI.ILI

A FicSEd ve dow el =18x|
& aloe| Fe|| = e = | M|m|SN| «[»[D|@]
Units Amt @Price #Prod Acct. ID General Ledger Account / Description
1200 \ 100512015202 00/A33000000085053 4%
Ex: 1.00] Discs Amt: | [FEES-ID EHOTO
Ref .4 Ref. Amount — Codes 2nd Refs —Deposit —
Jcrooo103 [ 1.00 pay Tp:[c5 |pay: #:f'p_
Ref.Dt. Due Dt. Bill Dt. Bank: E Inv: Date:
[p7/16/2010 | | Hit AR: [ | poO: [
Taxes — Extra Charges C_Auth
ca1: [ | ame: [ Rell:[ |cha:[”  amt:
cdz: [ | ant: relz:[  |[pty:[  aAmt: Bxpi[
Personal Details - Account Details

Nm : [FFF Key: ADMINISTRATIVE DIVISION
st : ©bj: FEES-ID PHOTO
CSZ: Job: JE COURTS OPERATIONS
Ph :{ o = Addr: J_ Sep: l_ Fnet: JUSTICE OF THE PEACE 1-2
Tern Misc Fin Code BC PE Tf Prep ©Orig.Recpt Total: 1.00
[ [ s [ el Sys Ttl: 1.00
Div: J_ Tape Ttl: I 1.00
Batch ID: |BAT\CH111
File BATCH111 Dbl ENTER? [¢  Find [ Undelete [ | Skip [ooo1
1l |
Ready REC: 1 OVR BRs 4

Data in IFAS is recorded in fields. Some fields are

mandatory. If the field is not completed correctly, an error
shown at the bottom of the screen will prevent the record

from being saved.

Follow the directions given by the instructor to update a
field. Save the update by pressing Enter.

Continued on next page
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Updating a Record in a Classic Screen, Continued

Searching Step

Action

1

If you want to look for a record, on the Control Center
screen, click the following buttons near the top: Other,
Newcr, Prior, and CRBATCH. On the new screen (Get
File), you may enter the C/R Batch file name and press
Enter to display it.

& Insight - Harris County Training - [CONTROL CENTER]
4 Fle Edt View Haecha Window Help

& #0e F8| [ K| 0| MsjEpe] «ritie] @
o

otHER | amsatcH | chearce | summany| Lonesomel |

31 Name :

Date: 01/20/2011 Time: 15:47

CRBATCH button

Action: l

A/R Batch:
C/R Batch:

History

==3> MAIN
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Updating a Record in a Classic Screen, Continued

Searching
(continued) Step Action
2 You also can use the Fileset field at the bottom of the Get

File screen to enter the selection criteria using @ as a
wildcard.

&N =1 Mm|Swe| «»|=le| |

o

Enter the name of your C/R Batch File or 'F8 '

Select Filename Group Created Num Of Records

P -

e

Search Fileset Group
Fileset field for searching '

RecLen: 640
‘ FileCode: 112

Note: The wildcard yields anything that contains the letters
that precede or follow it. For example:

e (@son retrieves all records that end with “son”
e sS0N@ retrieves records that have “son” as the
beginning of the word

e @son@ retrieves all records with “son” in them.
Press Enter after typing your search criteria.
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Settings

Introduction This section of the manual refers to default ledgers and Favorites.

Checking your  This procedure identifies the default ledger being used for work in
default ledger IFAS.

Step Action

1 Click Edit in the menu bar.
Choose Options.
Find the Ledger tab. Click the tab.
Select the ledger to use as the default.
Click OK.

Options x|

Teminal | Connect I Report I IFAS Fi
General/y Ledger | Host Printers I Fant I Colar
GL Ledger: JL Ledger:
C5 Comm. Supervision JL JOB LEDGER
ED Corp of Econ Dayelop

FC Fland Cantral
GL General Ledger

gl (winN

HD Harriz Co Hogpital D
HO Houzing Hlth,CEF .DET
Jif Juvenile Board

kH FHMBnd Dey Corp
P Port Authority. 311

Favorites Favorites or commonly used tasks can be set in IFAS. See
www.justifas.net under General Information, IFAS Documentation for
instructions.
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IFAS 101: REVIEW 2

Introduction

Insight

TRIAD

Write the answer to these review questions in the space provided.

1. What important information is found in the title bar of Insight?

2. Where is the Type Ahead/History Box located?

3. What is the function of the Type Ahead/History Box?

4. How can you switch between the Explorer and Output views?

5. Explain how to open a function (task) by using the Insight Menu
Tree.

6. How can you quickly access a previously used mask?

7. How do you know if you are in a Triad screen?

8. How do you know which mode you are in on a Triad screen?

9. Which keys should be used to move between fields?

10. Which key is used to save information?

Continued on next page
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IFAS 101: REVIEW 2, Continued

TRIAD
(continued)

Function Keys

The following figure is a diagram of Triad screens function keys.

IEFz

F3

F4

mlajaja

ENTER

Online
HELP

Delete
the
Record

Select

Options

T

Choose

Screen

Prior
Screen

Mext
Screen

Browse
Mode

Toggle

Prior
Record

Mext
Record

Add
Mode

Toggle

Browse ‘
|

12.

13.

14.

15.

. What is F7 used for in the Triad screen?

What does F4 do in a Triad screen?

How should one navigate in the Triad mode?

What does F6 do in Add mode? In the Browse mode?

What does F5 do in Add mode? In the Browse mode?

16. What mode(s) can you use to save information in the data fields?
What key do you use to save?

17. What function key(s) allows you to use a pick list?

Continued on next page
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IFAS 101:

Answers

AnNsSwers:
Insight

Answers:
TRIAD

Answers:
Function keys

REVIEW 2, continued

1. The name of the database you are working in.

2. Above the directory tree, over to the right.

3. The function of this box is to bring up the mask that you enter.

4. Press the “View Output” button. E[

5. Press the + on each directory until you get to the name of the
task you want to complete.

6. Use the arrow within the TypeAhead/History Box to select
from a list of previously used masks.

7. The Triad menu bar appears at the bottom of the screen.

8. The center button on the Triad menu bar tells you the mode
you are in.

9. The arrow keys and the tab key should be used to move to
fields.

10. The Enter key saves the record.

11. The F7 toggles between the Browse mode and the Add mode.

12. F6 in the Add mode brings up the next screen. In Browse, it
brings up the next record.

13. F5 takes you to the previous screen in both the Add mode and
the Browse mode.

14. Brings up a screen pick list.

15. Use the arrow keys and tab.

16. Save information in the Add mode for new records and
Browse mode for updates. Enter saves.

17. The F1 and F4 keys take you to a pick list.
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Glossary

Explorer View

Functions

IFAS

IFAS Screens

Insight

Modes

Similar to Windows® Explorer; it is used to access the functions of
IFAS through the Insight Menu Tree and masks

Various data entry screens, interactive inquiries and reports found
within the Modules

Integrated Financial Administrative Solutions software program

IFAS data entry screens that are used for updating the selected
database; interactive inquiry screens are used for getting information
from the database; CDD report screens are used for viewing
information in report form.

The graphical user interface (GUI) for IFAS

The means of determining what you can do with data while in a
particular Triad or IFAS Classic screen

In the Triad screen, there are three modes:

e Add - used to enter new data into the system

e Browse - used to edit what was entered in the ADD mode
e Select - used to search for a particular record or data entry

There are two modes available in the Classic data entry screens:
e Collect - used for entering new data into the system
e Browse - used to edit what was entered in the Collect mode

There are two modes in the 7i screen:
e Find mode — used to search records
e Add — used to create records
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Glossary, Continued

Modules

Output View

Pick List

Selection
Criteria

Wildcard
symbol

The major components of IFAS found on the Insight Menu Tree

A limited record of activity performed in IFAS for your current
session. All records of activity are lost when you log off.

A listing of all data that can be entered into a particular field

Names or descriptions that are entered in a Prompts box for a CDD
report. They limit the results of a search of the database by retrieving
only the specified descriptions.

In the Triad screen, the wildcard symbol is *. The system will search
the database for the data part that you entered. For the IFAS Classic
screens, the symbol is @. The wild card for the 7i search is % or *.
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