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For more information and specific user guides, navigate to:


SABHRS Documentation > Financials > User Guides > Navigation

Navigation

The SABHRS system is an integrated accounting system provided in a web-based environment. All navigation is accomplished through menu and web page links or buttons. Buttons are squares, ovals, or boxes; links are blue and underlined. Each component can be reached either through the menu or through links on each module’s center. Because SABHRS is truly an online system, it functions the same way you would navigate through any other web page. Click navigational links only one time to go to the desired page; clicking twice (“double clicking”) actually tells the system to go to the page two times, and will result in slower response and navigation speeds. 

Even though SABHRS is in a web environment, it is recommended that you do not use the web browser features such as the Home and Favorite links, nor the Back or Next arrows. These buttons are associated with the web browser, and are not tied to the SABHRS system. 

If the Browser Back or Next arrows are utilized, the system can and will lose track of where in the SABHRS system you currently are or should be. The Home and Favorites icons in the web browser will take you to your web browser home page or establish navigational favorites within the web browser, but not within the SABHRS system, as is recommended.  Please note that while any favorites established using the Web Browser icon will take you to the established page within SABHRS, they will only be of use from that desktop, but no other(s).

Login to the SABHRS system is through the web portal located on the Montana Information Network for Employees (MINE) site. To get to the MINE site, type MINE into your web browser address field. Generally, you will use your agency user ID and Outlook (e-mail) password to log into the portal.
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A single login provides users with access to all SABHRS HR and Financials applications for which you have security permissions.

Enter the SABHRS Financials application by logging into the mine page and clicking the Financials link.
The navigation bar in the upper right hand corner of the page allows you to sign out of the MINE page completely or to navigate “home” to the Enterprise Menu.
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The first page you see after logging into SABHRS and clicking Main Menu contains a list of links to various modules within the system. The options available in your navigational menu may vary from this screen, based upon the security access you have been granted and the tasks you are required to perform as part of your job duties.
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Clicking the Home link within the SABHRS environment will close any open items within the navigational menu and take you to the SABHRS home page. Using the Add to Favorites web link in the SABHRS environment will relate your most-used navigations to your user ID and will make these shortcuts available for use, regardless of where you log in to the system. Clicking the Sign out link on this screen logs you out of the SABHRS system entirely. Clicking the MINE Home link on this screen takes you to the MINE home page.
Menu

Navigation to a page is accomplished through selecting choices in the Main Menu. If a Menu selection has additional choices associated with it, you will see an arrow pointing sideways.  A blue icon next to the menu option indicates you have reached the last choice within that path, and clicking the link will take you directly to the page. 
When you hover over a menu option, pop-up menus appear. Continue to hover until you get to the desired page. Clicking the menu option will take you to that page. Once a page has been selected the breadcrumbs will display.
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Remember: A single click does the trick!
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The Main Menu is sort able and scrollable by selecting the sort icon or the scroll icon.
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My Personalizations

SABHRS allows you to define and personalize various elements of the system, including system messages, tabbing, links, and navigation bars while in a page. To view or change your personalizations, click the My Personalizations link at the bottom of the menu.
System & Application Messages

The system will display a confirmation message upon saving a page, and a warning message when you attempt to navigate away from a page on which you have unsaved changes. You may opt to disable these messages, if desired.
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To change whether the system displays confirmation or warning messages, click the System & Application Messages Personalize Option button.
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The Default Value column indicates whether the messages are set to display. You may override the default setting and disable the display of these messages by selecting the desired option from the Override Value drop down list. Click the OK button to save your changes. 

[image: image69.wmf]If you disable the Save Warning message and navigate away from a page without saving your changes, your changes WILL be lost. No further warnings will be displayed! 
Navigation Personalizations
Click the Personalize Options button next to the Navigation Personalizations description to view or change the navigational options.
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The Default Values column displays the default values. You may override the default values by selecting the desired option from the Override Value drop down list.
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Click the Explain link to view a picture and a brief description of each option. For example, the Explain link for Tab over Calendar Button will show a picture of the calendar icon and explain what happens when you tab over it. 

Click the OK button to save your changes. Click the Return button on the Save Confirm page to return to the previous page. 

One advantage of navigating through the menu is that the system “remembers” the document on which you were previously working and carries it over into other components, should you need to navigate away from the current page. For example, if you just entered a deposit and navigate to create the accounting entries, the system automatically populates the Deposit ID field with the information from the deposit you just entered. 
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If you do not wish to retain the information populated by the system, you can clear the field by clicking the Clear button.

Menu Search

The SABHRS system also provides the use of a search within the navigational menu. Type a word or part of a word for the component for which you are looking, and click the [image: image12.bmp] button. The search results will be displayed as links, with a brief description of each location. Click the link for the appropriate selection, and the system will access the page for that selection.

Favorites

A menu option titled Favorites allows speedy navigation to the pages most often accessed by the user. Use of Favorites provides a link directly to the desired page, reducing the need for lengthy navigation through the system. While use of Favorites is convenient and fast, keep in mind that unlike navigation through the menu, use of these shortcuts will not always“remember” or retain information from the last document on which you worked.  
The Recently Used portion of the Favorites menu will display the 5 most recently visited pages. The pages displayed under the My Favorites portion must be manually added.
To set up a Favorite in the SABHRS system, navigate to the desired page and click the Add to Favorites link at the upper right hand side of the screen. A confirmation message appears with a suggested name for the link. You may re-name the link if desired by simply entering the desired name. Click the OK button to establish the shortcut or click cancel to return to the previous page. After saving the page to your favorites, the system automatically takes you to the page just added.
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To use established Favorites, simply click My Favorites in the menu, then click the link that corresponds with the page to which you wish to navigate. To remove or rename a Favorite link, click the Edit Favorites link. To rename the shortcut, simply overtype the existing name with the desired name. To delete the link, click the Delete button. 

[image: image70.wmf]
Please note that the SABHRS Favorites are separate from the Favorites in your browser, so be sure to click the link contained in the SABHRS page, rather than the icon on your web browser.

Component Navigation

Components consist of several pages contained within the same window, and allow the entry or inquiry of data. To move from one page to the next, click the name of the page tab associated with the desired page. For your convenience, all page tabs are listed as links at the bottom of the page, as well.  
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Add a New Value

Navigate to the Add a New Value page in the desired component to create new transactions or add data. 
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To add a new document, complete the edit boxes and click the Add button (at the bottom of the page) or press the Enter key. The information initially entered is automatically populated on the header page, and you may continue to enter additional information. Before navigating away from the page, be sure to save your work!

Find an Existing Value

Use the Find an Existing Value page to find a previously entered document. Each component will contain a search specific to the information or module within which you are navigating. You can limit your search by entering criteria in the various edit boxes. 

Select the desired criteria by clicking the drop down arrow and selecting a value from the list. 
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Enter the specific search values in the column on the right, or select a value from a list of valid values. You may view a list of valid values by clicking the lookup icon [image: image17.bmp] or clicking the drop down arrow [image: image18.bmp]. To remove the criteria in all fields, click the Clear button. 

Conduct a Search

The SABHRS system allows two types of searches for information when retrieving an existing value: Basic and Advanced. The Basic Search provides one criterion upon which the retrieved data is based. 
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Advanced Search allows the user to define multiple criteria to narrow the scope of search results. 
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The system will retrieve data based upon the criteria of your search. Click any link in the row associated with the selection you wish to review to view that document. To return to the original list of results, click the Return to Search button or view the next or previous documents in the list by clicking the Next in List or Previous in List button. 
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Sort Search Results

In many components, the list of search results is generally sorted by document ID (e.g., voucher ID, journal ID, etc.), but you can sort by any of the other column headers listed by clicking the column heading in the blue title bar. Click the heading again to sort in descending order. 
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Return to Search Criteria

SABHRS offers several ways to navigate back to the component or inquiry search criteria pages. While in a document page, you can navigate back to the Find an Existing Value page or the Add a New Value page by clicking the Update/Display button or the Add button, respectively. The Update/Display button returns you to the Find an Existing Value page, while the Add button returns you to the Add a New Value page. You can always navigate through the menu, your favorites, or the Return to Search link/button, as well. 
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Save Search Criteria

If you frequently perform the same search in a component, you may save yourself time by retaining the search criteria. To save search criteria, navigate to the Find an Existing Value page in the component and enter the search criteria in the edit fields. Click the Save Search Criteria link. 
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Enter a name for the search and click the Save button. Click the Return to Advanced Search link on the confirmation page to return to the search page. 

The next time you go to the Find an Existing Value page for that component, you will have the option of using the saved search by selecting it from the drop down box in the Use Saved Search field. Saved searches are unique to each component, and therefore can only be used/viewed while in that component. 

If you later need to delete the search, you may do so by clicking the Delete Saved Search link. Select the search to delete and click the Delete button.
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Lookup Buttons
Lookup buttons [image: image26.bmp] are used to find valid values for specific chartfields or edit boxes and are found to the right of a chartfield. 
In the case of journals, because chartfield values must be valid in order to pass edit and budget checking, the lookup buttons provide a list of all values that are valid or acceptable for that field and eliminate the need for users to memorize vast amounts of chartfield information. 
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Click the lookup button to view a list of valid values for the chartfield. Users have the option to limit the lookup search by entering criteria into one or more edit boxes. Similar to using the advanced or basic search functions, some lookup pages provide multiple edit box selections while others are limited to only one edit box. These options are dependent upon the default chartfield or edit box value requirements. 

Single Criterion Lookup

Click the Basic Lookup link to limit searches to just one parameter field Click the Clear button to clear values from all fields, or cancel the action altogether by clicking the Cancel button.
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Enter the search criterion value, if desired, and click the lookup button to view a list of valid values for that chartfield. Select a value by clicking the link in the desired row. 

Multiple Criteria Lookup

Click the Advanced Lookup link to search by multiple criteria. You may enter a partial value or use wild cards (%) to assist in your search. Click the Clear button to clear values from all fields, or cancel the action altogether by clicking the Cancel button. Click the Lookup button to retrieve a list of valid values for that chartfield. 
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Select a value by clicking the link on the desired row. Once a value has been selected, the system returns you to the previous page and populates the appropriate field with the selected value.
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Note: The system will typically only return a certain number of results when retrieving data in searches and lookups. If your search parameters were so broad that more than 300 rows match the criteria, the system will return only the first 300 rows and display an error stating that more rows exist. It is recommended that you narrow your search criteria, to make searches more efficient and productive. 

The Type Ahead function can be a useful tool when searching for valid values in a prompt box. If you begin to type a value in a prompt box, a popup window appears with any values that match what you have entered. You may then select the appropriate value. The settings for this feature are maintained in My Personalizations.
Customize Views

Users may customize how various component transaction lines are displayed within the system by freezing, hiding, and re-ordering the chartfields. Customization is unique to each user, therefore documents will always display according to the user’s preferences, regardless of how the creator of the document displayed the lines of the document. There may be more than one place in a single document where you can modify the view. 

Journal:
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To customize the way the transaction lines are displayed, click the Customize link.
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Any chartfields except those that are frozen (designated in parentheses behind the chartfield) can be hidden from view by selecting the chartfield and clicking the Hidden select box. 
To change the sequence, or the order in which those fields appear from left to right on your display, highlight the field and click the up or down arrows next to the Column Order box. 

To preview how your changes will look on your screen, click the Preview button. The bottom portion of your screen displays how the changes will look. 

To cancel any changes you have made, click the Cancel button. To un-do all personalization changes that have ever been made, click the Delete Settings link, then click the OK button. 

The order in which the lines are sorted can also be changed through customization. To sort by a chartfield, highlight the field and click the right arrow [image: image32.bmp] to move the field into the Sort column. 
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Customize the sort order sequence in the same way you customized the column order. The default sort is in ascending order, but you may sort in descending order by clicking the Descending select box. 

To delete fields from the sort order, or to remove all fields from the sort order field, highlight the desired field(s) to remove and click the Remove From Sort button [image: image34.bmp]. When you are satisfied with your customizations, click the OK button to save the changes and return to the previous page.
Find

SABHRS provides a search feature that allows the user to find a specific value within the current document. This feature allows you to more quickly and easily find a specified chartfield value, especially in large documents. 
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Click the Find link and enter the value for which you wish to search in the dialogue box that appears:
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After you click the OK button, the system will position your cursor in the first field in which that value was found. You may change or replace the value in that field by entering the correct value or deleting the value and entering the new value. Continue searching for that value by clicking the Find link, entering the desired value, and clicking the OK button again. 
Change Values 

While the Find function allows one-by-one review and/or replacement of a value, the system also provides a tool for mass replacement of chartfield values. To effect a replacement of every incidence of a particular value, click the Change Values link:
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On the Change ChartField Values page, enter the value you wish to replace in the Field Value field, and the replacement value in the Change to field of the desired ChartField. 
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Click the select box in the Selected column in the row of the desired ChartField, and click the OK button to find and replace all instances of the entered value. 
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Spreadsheet Download

To download data from the SABHRS system into an Excel spreadsheet, simply click the Download icon [image: image40.bmp]. 
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When you click the download button, the Excel program will open (if not open already) and display the information just exported.  Be aware that the 300 maximum rows retrieved rule still applies when downloading to Excel – only the first 300 lines of the document will be retrieved. Similarly, if only the first 100 rows are displayed and your document has more than 100 lines, you need to download the first 100 rows, then display and download the next group(s) of rows in order to see the entire document in the spreadsheet.

Keyboard Commands

Many people prefer to use keyboard commands or “hot keys” instead of moving back and forth between the keyboard and mouse. These hot keys aid in navigation, and are especially helpful for users who enter substantial quantities of data, since they do not need to move to the mouse from the keyboard. A list of valid keyboard commands is attached to this document for reference. 

	Navigation Hot Keys

	Hot keys perform immediate actions. When pressed, the designated actions occur. Notice that several hot keys perform different functions, depending on the page you are in, such as a transaction or search page. 

	Key Combination
	Function

	ALT+1
	Executes different buttons depending on the page type: 

· Save page in a transaction.

· Search or Add button on a Search or Lookup page.

· OK button on a secondary page.

	ALT+2
	Returns to the search page from the transaction page.

	ALT +3
	Executes the Next in List button.

	ALT+4
	Executes the Previous in List button.

	ALT+5
	Displays valid Lookup values.

Displays the calendar prompt.

	ALT+6
	Displays related links.

	ALT+7
	Inserts one or more rows in a grid or scroll area.

	ALT+8
	Deletes row in a grid or scroll area.

	ALT+0
	Refreshes the page and validates the data entered on the page.

	ALT+. 
	View next set of rows in grid or scroll area.

	ALT+,
	View previous set of rows in grid or scroll area.

	ALT+/
	Finds data in grid or scroll area.

	ALT+ ’
	View all rows of data in grid, scroll area, or search page results list.

	ALT+\
	Toggles between Add a New Value and Find an Existing Value in a Search page.

	CTRL+J
	Displays system information.

	CTRL+K
	When in a search page or transaction page, opens a page with a list of keyboard navigation shortcuts using hot keys and access keys.

	CTRL+Y
	Toggles menu between collapse and expand.

	CTRL+TAB
	Toggles focus through the frame set.

	ENTER
	Invokes the following buttons, when present: OK, Search, or Lookup.

	ESC
	Activates the Cancel button, where appropriate.

	Access Keys

	· Access keys move the focus of your cursor to a particular button on a page. Pressing Enter executes the command – the equivalent of clicking the appropriate button. 

· The following table outlines the shortcuts you may use in place of clicking the equivalent action button with your mouse. After pressing the desired key combination, you must then press the Enter key to execute the action. For example, to save a page press Alt+1 followed by Enter. Note that some access keys have multiple actions assigned to them, and the usage depends on the currently active page. 

· You can also use access keys for page tabs to help you move between pages in a component. Identify these access keys by noting the letter in the page tab name that is underlined. To open a page, press Alt and the underlined letter, and then press Enter to execute the action. 

	Key Combination
	Function

	ALT+9
	Accesses the Help line.

	ALT+\
	Toggles between Update/Display, Include History, and Correct History action modes on the toolbar in a transaction page.

	CTRL+Z
	Accesses the search box of the menu.

	Menu Navigation Access Keys

	Navigate between menus using Ctrl+Z. This will move the focus of your cursor to the menu. From the menu, use your tab key (or shift-tab for reverse direction) to navigate through the menu.


Glossary of Terms

	Field Name
	Description

	 Business Unit
	The major organizational identifier required to achieve effective control over the State’s financial activities. In some instances, additional general ledger business units are recorded to facilitate more efficient accounting practices. Agencies may establish multiple business units in the accounts payable (AP) and accounts receivable (AR) modules to facilitate their internal business processes.

	Fund Code
	An independent fiscal or accounting entity with a self-balancing set of accounts provided to record assets and other resources, together with all related liabilities, obligations, reserves, and equities, and changes therein. Funds are segregated for the purpose of carrying on specific governmental activities or attaining certain objectives in accordance with regulations, restrictions, or limitations. The Department of Administration maintains this field.

	Account
	Alphanumeric code used to designate resources and expenditures (e.g., expense, asset, revenue, liability, fund balance, etc.) to a clearly defined purpose.  The Department of Administration maintains this field. 

	Organization (Org)
	Value used to establish agency reporting structure and capture revenue and expenditure activity for a designated area, function, or organizational grouping within the agency. Each agency is responsible for maintaining the organization chartfield for their agency. 

	Program Code
	Designates a year; used to determine if the budget, and thus expenditures/revenues, are associated with the current fiscal year or the previous (also known as prior or reverted) fiscal year. The Department of Administration maintains this field.

	Sub-Classification
(Sub-Class)
	Along with a given fund and year, identifies the source of appropriate authority. The first three characters indicate the agency program, the fourth indicates the source of authority, and the fifth character is assigned by the agency. This field is used for budgeted expenses and non-budgeted transfers, but is not required on revenues, except for non-budgeted transfers.  The Office of Budget and Program Planning (OBPP) maintains this field. 

	Project ID
	Optional field that further defines expenditures down to units and sub-units within a program. Each agency maintains this field, if it is being utilized by the agency. 

	ChartField 1/2/3
	Optional chartfields for use as specified by an individual agency. No reports are delivered upon these fields, but a user can include them in reports.




Financials 8.9 Navigation and Features

Effective 11/13/2006

	Navigation Essentials

	Feature
	Location
	Description
	Activity

	Log in thru the Portal
	State of Montana’s portal page.  
	Type MINE in your internet browser.  Most users will use their Outlook login ID and password.  Remember, both are case sensitive.  
	Logging In

	View History
	Checkbox on the search page
	Click the “Include History” checkbox on the search page before entering a component.
	Viewing data

	New Window

[image: image42.png]Mew Window




	Upper right hand corner of the page
	Click the New Window link to open a new page within your current Financials 8.9 session.   Do NOT use the File New Window within the Internet browser.)
	Getting Around 

Viewing Data

	Navigation Helpers

	Feature
	Location
	Description
	Activity

	Favorites

[image: image43.png]Add to Favorites




[image: image44.png][> My Favorites




	Upper right corner of the page
	Establish Favorites for fast and easy navigation.  Simply navigate to the page you want to establish as your Favorite and click [image: image45.png]Add to Favorites



.  (Do NOT use Favorites within the Internet browser).  

To use your Favorites, click [image: image46.png][> My Favorites



 from the menu and select the desired shortcut.  

You can customize your Favorites by clicking [image: image47.png]dit Favorites




 at the bottom of the My Favorites list.  You can name your Favorites whatever you want and choose the order you want them displayed.  
	Getting Around

	Home Key [image: image48.bmp]
	Upper right corner of the page
	Clears your screen and takes you back to the menu list.
	Getting Around

	Home Pages

[image: image49.png]— General Ledger Center




	Available within GL, AP, AR, and AM
	A navigation guide that uses icons to group similar activities.  Click the module name from the menu list (i.e. General Ledger) and then click the Center link.  Click the appropriate icon to navigate to the component you wish to access.
	Getting Around

	Menu Search
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	At the top of the menu list on the left hand side
	In the search box, type in they key word(s) of the menu you’re looking for and click the double chevron button [image: image51.bmp].  A list of navigations and descriptions will appear.  Click the desired menu navigation to transfer to that menu. 
	Getting Around

	Advanced Searches
	On most search pages
	Use operators such as Contains, Begins With, Between, < or >, or Not Equal To so you can retrieve user specific data.
	Retrieving data

	Saved Searches
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	On most search pages
	Use saved searches for fast and easy data retrieval as the system completes fields automatically.  Once you’ve input search criteria, click the save icon [image: image53.bmp] or the Save Search Criteria link to name and save the search.  When you’ve saved the search, a drop down list will appear at the top of the search page. You can re-run a different search by selecting the name of another search from the drop down list.
	Retrieving Data

	Sort Retrieved Data after a Search
	On all search pages
	Once data is retrieved, you can view the data in any column order.  Just click the column heading!!  (NOTE:  Next/Previous in List applies only to the original sort of the retrieved data.)
	Retrieving Data

	Copy Down Fields for New Rows in a GL or Budget Journal
	On the Journal Entry or Budget Journal Entry lines pages
	Click the [image: image54.png]Template List



(for Journals) or [image: image55.png]Journal Line Copy Down



 (for Budget Journals) link to change which fields are copied down when a new journal row is inserted.  Check or uncheck boxes as desired.  
	Updating Data

	Menu Collapse
	Upper left hand corner above the menu list
	Click [image: image56.bmp] to view the menu when it’s collapsed or click [image: image57.bmp] to collapse the menu.  Collapsing the menu allows you to see more on your screen.  Click [image: image58.png]— My Personalizations



 at the bottom of your menu list to change the menu auto collapse option.  (All users will be originally set with Auto Collapse turned ON.)
	Viewing Data


	Other Really Cool Stuff

	Feature
	Location
	Description
	Activity

	Download to Excel

[image: image59.bmp]
	On most pages where rows of data are displayed
	Click the Download to Excel icon to view and manipulate or save the data in Excel, if necessary.
	Exporting Data

	Tabbing over Icons
	All throughout Financials
	Click [image: image60.png]— My Personalizations



 at the bottom of your menu list and then click the Navigation Personalize Option button to change which icons your cursor will stop on and skip over when navigating throughout Financials.  (All user defaults will be set to tab over/past all icons).
	Getting Around

	Disable Confirmation or Warning Messages
	All throughout Financials
	Click [image: image61.png]— My Personalizations



 at the bottom of your menu list and then click the System & Application Messages Personalize Option button to disable Save Confirmation or Warning Messages.
	Save Messages

	Change Values (Search and Replace)
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	On the Journal Lines page
	Click the Change Values link on the Journal Lines page.  Next to the chartfield name, enter the existing Chartfield value and the new Chartfield value.  Then click the box in the Select column on the right.

· Rows must be retrieved to change the values

· Once the values are changed, you must click the SAVE button
	Updating Data

	Display Order of Fields (Fields Left to Right)
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	On most pages where rows of data are displayed
	Click the Customize link to choose the in which order the columns are displayed.  Changes made are specific to the user and will be in effect until they are changed or deleted.
	Viewing Data

	Display Order of Rows

(Rows Top to Bottom)
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	On most pages where rows of data are displayed
	Click the Customize link to choose how the rows of data are displayed for that page.  For example, you may opt to sort Journal Rows by Fund, Account, Org, or Subclass, etc. Changes made are specific to each user and will be in effect until they are changed or deleted.
	Viewing Data

	Hide Fields and Tabs
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	On most pages where rows of data are displayed
	Click the Customize link to Hide Fields or Tabs.  For example, if you’re not using the Project chartfield or the Exchange Rate and Statistics tabs in Accounts Payable, you can hide them.  Changes made are specific to the user and will be in effect until they are changed or deleted.
	Viewing Data

	Find

[image: image66.bmp]
	On most pages where rows of data are displayed
	You may search for data in editable and retrieved rows. For example, in a 200-line journal with only the first 100 lines retrieved, nothing in the second 100 lines can be found until the lines are retrieved.
	Viewing Data

	Search Criteria
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	On the Journal Lines page
	Enables you to view rows of data that meet specific criteria.  For example, you can view journal rows only for General Fund.  Click the Search Criteria link to input the desired criteria.
	Viewing Data

	Reports Pagelet [image: image68.png]Personalize Content | Layout





	On the Financials Home Page
	View the 5 most recent reports/processes to which you have access.  You may click the Content link to remove the pagelet from your Home Page or click the Layout link to move the pagelet around on your Home Page.  The default location for the pagelet is on the left side of your screen below your menu.  (You can still get to ALL of your reports through Report Manager.)
	Viewing Data
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