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Navigating eUMB Financials (02/04/08)

	1.  
	The myUMB Campus Portal -- https://myumb.umaryland.edu -- is your gateway to eUMB Financials, other Enterprise applications and other information as well. 

NOTE: The first time you log in to the Campus Portal, you will need to create your password. Click the First Time User, Setup Your Password link to create your first password and secret question. For additional assistance please contact the Campus Help Desk at 410-706-4357 (6-HELP).

To log in you will enter your myUMBID (EmplID or Affiliate ID), and your Portal password on the login page you see displayed here, then click Sign In to open the Portal.

	2.  
	Once you become an authorized user of eUMB Financials your Portal page will display a link to eUMB Financials inside the Enterprise Menu pagelet. That link will take you directly into the eUMB Financials system, without the need to logon again.

	3.  
	Pictured here is the Home Page of eUMB Financials. (Your Home Page will have far fewer menu options! ) The Menu Pane - on the left side of the page - lists the groups of pages that you are authorized to use. 

We will discuss more about the Menu Pane shortly, but for now let's start the "tour" in the upper right-hand corner of the page.

	4.  
	Notice that in the top right corner of the border of the page you see the name of the database, and the Empl ID and name of the person who is logged on. 

Here you see that user Brook Botvin is using FNPROD the Financials production database. You will see appropriate information for yourself when you work in the live eUMB Financials system. 

	5.  
	The series of links that appears just below this database and user information on every page of eUMB Financials is known as the Universal Navigation Header. The links that you will see here are: Home, Worklist, and Add to Favorites. 

	6.  
	You click on Home to return to the Home Page of eUMB Financials from anywhere else in the application. 

HINT: Always use eUMB's navigation features to move throughout the application. Using the browser back button to return to a previously-visited page can result in losing data that you just entered. 

Continued use of the browser back button will cause your session to end abruptly as eUMB Financials loses track of your navigation.

	7.  
	The Worklist link will display the Worklist Page, your personal, automated To-Do list containing summary information about all workflow items awaiting your attention. 

Examples of worklist items include:

-- requisitions awaiting approval

-- requisitions returned by the Dept Approver to the Requisitioner for re-work

The next three frames show an example of how the Worklist looks and operates.

	8.  
	For example, If I were a Departmental Requisition Approver, this is what my Worklist might look like.

I would select the particular Requisition I want to work on by clicking on the blue link in the right-hand column.

	9.  
	That would display a page on which I can review all aspects of the Requisition--who entered it (the Requisitioner), on whose behalf (the Requester), the details of the requisition itself, any comments that the Requisitioner might have attached to it, etc.

	10.  
	Based on my review, I would Approve or Deny it. If denied, it goes back to the Requisitioner's Worklist. If Approved, it goes on to the Worklist of the Quality Assurance group...and so forth.

	11.  
	Add to Favorites is your link for storing and editing Favorites inside eUMB, which are much like favorites or bookmarks in a Web browser. (See the topic entitled Saving and Editing Favorites for details.) 

	12.  
	eUMB Financials uses what is called a Menu Pane to display a hierarchy of folders and content references that you can use to navigate from page to page throughout the system. 

The Menu Pane works very similarly to the way Windows Explorer displays a list of folders and enables you to "drill down" from the folders to the subfolders and files on your PC or network drive. Expanding and collapsing the Menu folders then clicking on the name of the page or function you need is one way of getting around in eUMB Financials.

NOTE: The menu list that you will see when you actually work with the system will be much shorter than the one that appears here. 

	13.  
	As an example, we are going to navigate to the page where we would update a Requisition. 

Click the Purchasing link.
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	14.  
	Click the Requisitions link.
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	15.  
	Notice that in addition to the Navigation Menu, eUMB Financials often displays a set of more graphic navigation pages like the one you see here for Requisitions. This one is called the Requisitions Center. Similarly, as you work with the system you will see navigation "Centers" similar to this for Pro Card, Journal Entry, etc. 

When you work with eUMB Financials, it is totally your choice as to whether you navigate using the Menu Pane on the left or the icons and links from the appropriate "Center." You may also choose to work with both.

In these UPK lessons we have chosen to always work from the Menu Pane. 

	16.  
	Click the Add/Update Requisitions link.

[image: image3.png]— add/Undate Requisitions]





	17.  
	The real work in eUMB is performed at the component level. Components consist of several pages within the same window. Usually these pages are related and need to be completed in succession. 

To move from page to page, you can select the folder tabs, press the corresponding access key combination, or click the links provided towards the bottom of each page.

	18.  
	Once you have reached the page you need to work on, you can, if you choose, collapse the menu pane so you can see more of the component page without scrolling.

Click the Collapse (Ctrl+Y) button.
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	19.  
	At any time you can maximize the menu pane once again by clicking on the little Expand icon that remains in the upper left corner of the page. 

Click the Expand (Ctrl+Y) button.
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	20.  
	Links--short for "hyperlinks"--to other pages in the component appear below the row for buttons. (The present page has only one button-- Add--in this "row.")

Notice that these links at the bottom of a page (sometimes referred to as "bottom links") take you to the same places as the Tabs at the top.

	21.  
	Occasionally you will see pages that, in addition to having links to other pages within the component, have links to related pages or components. The related links appear above the row of buttons. You can click any one of the links to access that page or component. This convenience enables you to move easily to related transactions to enter data without going through the search process again.

	22.  
	Just below the Universal Navigation Header is the area known as the pagebar, which is a series of links and buttons. All options may not be available for each component.

	23.  
	You can use the New Window link to open a new browser window. (In technical documentation you may see the new window referred to as a "child" window to the "parent" window from which you started.) 

In this case the new window is an exact copy of the component page you were on. (If you had been in the middle of entering a Requisition it would have opened at the page where you start that process, to keep from having the same requisition open twice.) This new window represents a whole new work session, in which you can, for example, navigate to a different part of the system and view or enter data without disturbing where you are in your original window. 

HINTS for using New Windows successfully:

   -- Open only 4 or FEWER 'New Windows' at one time.
   -- Open new windows ONLY with the New Window link. (Opening new windows using a web browser "new window" feature will not work successfully. (It simply opens a snapshot of the parent window, instead of actually starting an additional eUMB Financials work session in a new window.) 

Click the New Window link.
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	24.  
	Notice that you now have a new window overlaying the original one. The new window starts out as an exact copy of the original one you were working in, but once open it functions as an independent session of eUMB. You might want to use this new window to...

   -- conduct a Search
   -- open one of your Favorites
   -- find a particular piece of information (e.g., a code or value to fill in a chartfield), Copy it, then Paste it back into a field on the parent window where you were originally working

A good rule of thumb for New Windows is: When you are finished using the new window, close it. Having multiple windows open for extended periods can become confusing. And if more than 4 New Windows are open at once it becomes difficult for eUMB Financials to track what you are doing.

Click the Close button.
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	25.  
	The Help link is context-sensitive to the specific transaction page that you are working on when you click Help. (It does not bring back context-sensitive results for search pages.) 

Clicking the Help link activates the UPK Player which displays topics related to the transaction page. Topics can then be reviewed in any mode including "Do It!" mode. 

Running a UPK topic in "Do It!" mode opens a small window which floats over the lower right-hand corner of the page where you are working in eUMB Financials. "Do It!" mode remains open as you work in eUMB Financials, guiding you through the steps needed to complete the transaction.

	26.  
	Clicking on the http icon captures the complete Web address (URL) of the page where you are working to the clipboard so that it is available for pasting into emails or other applications. The copied URL includes information about the path you took to get to where you are. This could be useful, for example, if you are trying to troubleshoot or get technical help with a problem you are having.

	27.  
	After making any changes to a page, you must click the Save button in order for the system to commit your changes to the database. 

Pages in a component are treated as a single entity when you try to save data. If you have not completed all required fields, the system prompts you to enter the additional required data.

	28.  
	If you have entered data on one or more pages of a component, and try to leave it without saving your work, you will get an error message like the one displayed here. 

Read the message carefully in order to know whether you really want to click OK or Cancel. 
Click OK to return to the page and save your work.

Click Cancel to move on to the next frame as you would to exit the page/component where you are working in eUMB Financials.
[image: image8.png]




	29.  
	When you are ready to leave eUMB Financials, you simply click on the "X" in the upper right-hand corner of the page, the way you would normally close any Web browser window. 

Click the Close button.
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	30.  
	Even though you close the eUMB Financials window, you may still have your myUMB Portal page open, which means that eUMB Financials can still be accessed just by clicking the link in the Enterprise Menu pagelet. 

Click the Sign Out link on the Portal page when you are finished working with eUMB and other applications that you may access via the Portal.

Click Sign out to exit completely.
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	31.  
	You have successfully completed the topic on Navigating in eUMB Financials.
End of Procedure.
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