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SABHRS Fundamentals 

Managers’ Reference Guide
This intention of this guide is to be used as a reference for those infrequent SABHRS users such as managers or approvers. Contained in this guide are the navigational paths for many of the most common tasks performed by the occasional user. Prior to attempting to navigate via any of the paths in this guide, the user must be within the SABHRS system. To do this, navigate to the Montana Information Network for Employees (MINE) page in your Internet browser (Internet Explorer, for example), enter your user ID (e.g., CA2000, CL4235) and Outlook password into the appropriate fields, and click the Login button. To enter the SABHRS system, click the Financials link. 
From this point, you can navigate any of the paths referenced in the subsequent pages of this guide. 

Vouchers

Approve a Voucher 

Accounts Payable > Vouchers > Approve > Approve Voucher


*After reviewing charge information for accuracy, click the Approve radio button and save. 

Inquire on a Voucher 

Accounts Payable > Review Accounts Payable Info > Vouchers > Voucher
Inquire on a Payment 

Accounts Payable > Review Accounts Payable Info > Payments > Payment
Journal Drill Down

Accounts Payable > Review Accounts Payable Info > Vouchers > Journal Drill Down

Voucher Document Status

Accounts Payable > Review Accounts Payable Info > Vouchers > Document Status

Payment Document Status

Accounts Payable > Review Accounts Payable Info > Payments > Document Status

Reporting Functions

	
	Reports
	Queries

	Navigation
	Accounts Payable > Reports > Vouchers
	Reporting Tools > Query > Query Viewer

	Name
	Voucher Status

Posted Voucher

Voucher Register
	MTAP_VCHR_JOURNAL_INFO

MTAP_PAYMENT_DETAIL_REPORT
MTAP_INSUFFICIENT_APPROP


Deposits

Approve a Deposit 

Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries


*Click the “Complete” select box for each sequence and save.

Inquire on Payments (View all payments and deposit accounting entries)
Accounts Receivable > Payments > Review Payments >
Inquire on Direct Journal Deposits (View direct journal deposits)
Incomplete Payments:

Accounts Receivable > Payments > Direct Journal Payments > Create Accounting Entries 

~ OR ~

Complete Payments:

Accounts Receivable > Payments > Direct Journal Payments > Modify Accounting Entries 

Inquire on Pending Items (View customer pending items singly or in a list)
Accounts Receivable > Pending Items > Online Items > Group Entry


*Approve items by selecting Batch Standard from the Action drop down list on the Group Action page, and then click the OK button.
Reporting Functions

	
	Reports
	Queries

	Navigation
	Accounts Receivable > Payments > Reports
	Reporting Tools > Query > Query Viewer

	Name
	Deposit Control by Entry Date
Payment Summary
Payment Detail
	MTAR_DEPOSIT_ID_BU 
MTAR_DIRJRNL_UNPOST
MTAR_ITEMS_BAL


Journals

Approve a Journal 


General Ledger > Journals > Journal Entry > Create/Update Journal Entries 


*Select Submit or Post Journal from the Process drop down list and click Process button.

Inquire on a Journal (View journals in various stages of processing)
	Navigate via one of these paths:

	General Ledger > Review Financial Information > Journals OR Ledger
* Note: Does not include controlled budget journals
	General Ledger > Journals > Journal Entry > Create/Update Journal Entries (Go to the Find an Existing Value page)


Inquire on a Ledger (View by specific business unit, fiscal year, & accounting periods)
General Ledger > Review Financial Information > Ledger 

* Note: Does not include controlled budget ledgers
Inquire on Budgets (View controlled budgets and expenditure or revenue activity)
	Navigate via one these paths:

	Commitment Control > Review Budget Activities > Budget Details
	Commitment Control > Review Budget Activities > Budgets Overview


Journal/Transaction Drill Down

In any inquiry screen, click the following icons to drill down to the journal or transaction: 
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Download to Excel
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View related links (transaction data)
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Budget Details

Link
Click any blue link to drill down to the document
Reporting Functions

	
	Reports
	Queries

	Navigation


OR
	General Ledger >General Reports
	Reporting Tools > Query > Query Viewer

	
	Manager Reports
	

	Name
	Trial Balance – Fund

Trial Balance

General Ledger Activity
Budget Status
	MTGL_TRIALBALANCE_ACCRUAL

MTGL_OPEN_ITEM

MT_ACCOUNT_FUND_SUM

MTGL_BCM_ERRORS_JRNL

MTGL_IU_JRNL_BU


Journal Quick Facts

Approval of Journals

· The Approval History displays only the last submitter and approver.  It will not retain the entire history of the journal

Interunit Journals

· IU - Users who want a list of their pending IU journal can run the Interunit Journals Crystal report or run the MTGL1101 query.

· IU – If 1st BU enters cash lines, then 2nd BU must also.  If 1st BU doesn’t enter cash lines, then 2nd must not either.  Cash lines will automatically be created for both BU’s when 2nd BU edit/budget checks. 2nd BU must NOT use SpeedCharts.

· IU - 2nd BU drives the approval process.  The 1st BU’s approval process is through the Interunit Tab.

· IU – An IU journal can be saved without the receiving BU populated.  The IU approval boxes are grayed out until the receiving BU is populated, however.

Printing Journals

· Click the Print Journal process.  A new window opens with the journal displayed. Click the Print icon to print the journal. 
Budget Analysis Tools

Managers Reporting Tool (View Budgets vs. Expenditures)
MBARS/Citrix/Doc Dir/Mgr Rpts > Manager Reports 8
Inquire on Budgets (View controlled budgets and expenditure or revenue activity)

Commitment Control > Review Budget Activities > Budget Details


Commitment Control > Review Budget Activities > Budgets Overview

SABHRS Data Mine (View and analyze high-level budget information) 

Through the Enterprise Menu: (1 hour time window)

SABHRS Data Mine

~ OR ~

From within SABHRS: (4 hour time window)

Financials > General Ledger > SABHRS Data Mine > SABHRS Data Mine

Archived Reports

Report Distribution System (RDS) (View interface files and month-end reports)
Through the Enterprise Menu:

MBARS/Citrix/Doc Dir/Mgr Rpts > Document Direct

~ OR ~

From the Citrix Pagelet on the MINE page:

Document Direct

Additional Resources

User Guides (Step by step instructions to accomplish tasks within the system)
Financials Documentation > User Guides > 

SABHRS Financials Training
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