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Using KFS UPK Online Tutorials

Procedure

The User Productivity Kit, also known as UPK, is a training tool that allows campus users to learn how to use
the Kuali Financial System. UPK tutorials are available 24/7 and allow you to customize your learning by
providing easy to use online tutorials.

All of the information covered in KFS classes are also covered in the online the tutorials. The online tutorials can
be useful before or after training in case you want to get a head start on training or need a quick refresher.

Note: While these UPK tutorials are helpful training resources these should not be used as a replacement for
instructor-led training. UPK tutorials were designed to be used as supplements to KFS training. We encourage
everyone that uses KFS to attend instructor-led training.

Step Action

1. You will need to access the online tutorials using Firefox or Safari. Firefox is the recommended
browser for the Kuali Financial System.

To access the KFS UPK Online tutorials please visit kualifinancial.umd.edu.
Note: The UPK tutorials have been optimized to run on Android and Mac handheld devices.

(‘S) UNIV E%ﬁAN(])DF

4100 Chesapeake Building
College Park, Maryland 20742

. Office of the Comptroller

4,
R @ financial system

kfs@umd.edu  (301)405-3020

About KFS ~ Reference v Communications Contacts ~

KFS UPK Online Tutorials

I

Training Registration
Do | need KFS training?

* Severn Building Directions

“« < November 2013 »o»

Sun Mon Tue Web Thu Fri Sat

.. Training Curriculum Map

Welcome to the University of Maryland, College Park KFS Project Website FS G°4L'Ve

January 6, 201

Park: the implementation of the Kuali Financial System (KFS). The replacement of our well serviced FRS system
represents a significant step forward that moves us to the next generation of Enterprise Resource Planning (ERP)
systems geared specifically for higher education. Our KFS suite of modules includes: General Ledger and Chart

of Accounts, Purchasing/Accounts Payable, Capital Asset Management, Labor Distribution, electronic documents

workflow and Financial Reporting. 08 24 48

In January, the University of Maryland, College Park along with our sister institutions UMES, UMCES and USM will HOURS MINUTES  SECONDS
move to KFS. The imnlementation will provide many benefits, both short and long term. In addition to
kualifinancial.umd.edu/KFS/# (paper) processing of requisitions, we will gain additional functionality in all modules

On January 6, 2014, a new era in Financial and Accounting systems begins for the University of Maryland, College 5 8 DAYS

Step Action

2. Click the KFS UPK Online Tutorials link.
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& MARYTAND

Central Authentication Service (CAS)

Enter your Directory ID and
Password

Friday, November 8, 2013 3:35 PM

For security reasons, please Log Out and Exit your web browser when you are done accessing
services that require authentication

The Division IT will never ask you to put your password into an email message, but
scammers will.
Do not share your password with others!

To find out your Directory ID, go to the Identity Verification page
To set your Directo, sword, use the Password Change page.

Step Action
3. The CAS login screen will ask you for two pieces of information your Directory ID and
Password.

Enter "kfstrain01" in the Directory ID: field.

In this example, you will be signing into KFS using a Training ID and Password.

4, Enter "tstpwd01" in the Password: field.

If you have forgotten your Directory ID, you can click on the Identification Verification page or
Password Change page if you have forgotten your password.

Version 1.0
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@) UNIVERSITY OF
Y MARYLAND
Central Authentication Service (CAS)

Enter your Directory ID and For security reasons,
services that require authentication

Password

ry 1D

Friday, November 8, 20

please Log Out and Exit your web browser when you are done accessing

The Division IT will never ask you to put your password into an email message, but
scammers will.

Do not share your password with others!

To find out youl
To set your Dir

ectory ID, go to the Identity Verification page
v password, use the Password Change page.

Step Action

6. Click the LOGIN button.
LOGIN

ORACLE
USER PRODUCTIVITY KIT

search o x| {Share
My Roles

S SKFS Online Training Prerequisites}

= @ KFS Basics

o Q Commonly Used Functions in KFS

+ Q Document Approver

@ Chartof Accounts

@ Financial Processing

G

*

*

+

*

G

@ Purchasing Requisition
@ Vendor Basics

@ Purchase Order

@ Capital Asset Management
@ Labor

@ Central Admin Functions

ey
(Y

Step Action

7. The UPK Player will open in your browser.

Note: KFS UPK Online Tutorials are outlined by Modules and Topics.
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Step

Action

8.

blockers.

If you have a pop-up blocker installed on your computer, it will prevent some windows or tabs
from opening in UPK.

Note: Please contact your local IT department for directions on disabling your pop-up blockers.
You may also try using a preferred search engine to search for directions on disabling your pop-up

Click the "+"sign to expand the Module.

ORACLE
USER PRODUCTIVITY KIT

search

My Roles

[{WRKFS Online Training Prerequisites| (

&) Logging In and Out of KFS

@ KFS Basic Navigation Overview
\’E Understanding the Action List
&) Configuring the Action List

@ Acting on Items in the Action List
Q Conducting a Basic Document Search

] Using the Magnifying Glass and Wildcard's to Conduct
\'g] Document Header Overview

@ Understanding the Document Overview Tab

) Reviewing the Notes and Tab

(’g Reviewing Ad- Hoc Recipients Tab

) Reviewing the Route Log Tab

Lookup

@ Submitting an eDoc in KFS
KFS Online Training Assessmenh
@ KFS Basics
@ Commonly Used Functions in KFS
Q Document Approver
@ Chartof Accounts
@ Financial Processing
@ Purchasing Requisition
@ Vendor Basics
@ Purchase Order
@ Capital Asset Management
@ Labor

@ Central Admin Functions

% 9

Step

Action

10.

Click the KFS Online Training Prerequisites module.

KFS Online Training Prerequisites|

You may view any tutorial by clicking on the name of the tutorial you would like to view.

11.

Once you click the KFS Online Training Prerequisite the folder will open to display the 13
topics and one training assessment that need to be taken prior to class.
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Amazon.com At a Glance: AZ Offroad &

ORACLE Performance, Inc.

USER PRODUCTIVITY KIT

search
(] My Roles

&
el

B-E-E-E-E

CR A

Us] KFS Online Training Prerequisites
§=)Logging In and Outof KFS]
g] KFS Basic Navigation Overview
] Understanding the Action List
] Configuring the Action List
] Acting on Items in the Action List
] Conducting a Basic Document Search
@ Using the Magnifying Glass and Wildcard's to Conduct a Lookup
@J Document Header Overview
QJ Understanding the Document Overview Tab
%] Reviewing the Notes and Attachments Tab
g] Reviewing Ad- Hoc Recipients Tab
g] Reviewing the Route Log Tab
] Submitiing an eDoc in KFS
KFS Online Training Assessment
@ KFS Basics
@ Commonly Used Functions in KFS
@ Document Approver
@ Chartof Accounts
@ Financial Processing
Q Purchasing Requisition
@ Vendor Basics
Q Purchase Order
@ Capital Asset Management
@ Labor

@ Central Admin Functions

o x| {Share

Seeltt ¥ Tyn v FCLoom v
3

% 9

This tutorial walks you through logging into and out of the University of Maryland's Kuali Financial System also known as

KFs.

Step

Action

12.

Enter "Basic Navigation" in the field.

The UPK Player has a built in search engine. This allows you to search for words that are found
within the different tutorials not just the topics names.

Note: The Search function in the Outline pane is only available if the Player was launched from a
Player package or from an in application help link.

13.

(2]

Click the search magnifying glass.

14.

Any topics that contain the word(s) entered into the search field are now displayed.
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ORACLE’

USER PRODUCTIVITY KIT

search

My Roles

o | x| &iShare (e X?)

Print It!

-\ KFS Online Training Prerequisites

L S S R e e S Re )

&) Logging In and Out of KFS

BTIKFS Basic Navigation Overview

@ Understanding the Action List

\Zj Configuring the Action List

&) Acting on ltems in the Action List

(] Conducting a Basic Document Search

@ Using the Magnifying Glass and Wildcard's to Conduct a Lookup
@ Document Header Overview

\Zj Understanding the Document Overview Tab
&) Reviewing the Notes and Attachments Tab
) Reviewing Ad- Hoc Recipients Tab

@ Reviewing the Route Log Tab

@ Submitting an eDoc in KFS

KFS Online Training Assessment

@ KFS Basics

@ Commonly Used Functions in KFS
@ Document Approver

@ Chartof Accounts

@ Financial Processing

Q Purchasing Requisition

@ Vendor Basics

@ Purchase Order

@ Capital Asset Management

@ Labor

@ Central Admin Functions

The Kuali Financial System (KFS) is a web-based ication that can be from any with an Internet

connection.

In this tutorial, you will learn how to navigate the basic features of the KFS Main Menu, Maintenance, and Administration
tabs.

Step

Action

15.

outline.

Click on the "[X]" field.

[x]

Click the [X] to clear the search results as well as the search text you entered and return to the

ORACLE’

USER PRODUCTIVITY KIT

search
() My Roles

=\ KFS Online Training Prerequisites

L S e e SRE )

@ Logging In and Out of KFS

3T |KFS Basic Navigation Overviewt

& Understanding the Action List

&) Configuring the Action List

) Acting on ltems in the Action List

@ Conducting a Basic Document Search

@ Using the Magnifying Glass and Wildcard's to Conduct a Lookup
\Zj Document Header Overview

] Understanding the Document Overview Tab
(| Reviewing the Notes and Attachments Tab
@ Reviewing Ad- Hoc Recipients Tab

@ Reviewing the Route Log Tab

\Zj Submitting an eDoc in KFS

KFS Online Training Assessment

@ KFS Basics

@ Commonly Used Functions in KFS
Q Document Approver

@ Chartof Accounts

@ Financial Processing

@ Purchasing Requisition

@ Vendor Basics

@ Purchase Order

@ Capital Asset Management

@ Labor

@ Central Admin Functions

» x| i Share i 9
The Kuali Financial System (KFS) is a web-based ication that can be d from any p with an Internet
connection.

In this tutorial, you will learn how to navigate the basic features of the KFS Main Menu, Maintenance, and Administration
tabs.

Version 1.0
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Step Action

16.

To collapse a Module, click the "-" sign.

(-]

17.

A word that is highlighted and underlined in a tutorial means you can drill down and find out
more information about that term or link.

variety of useful webpages.

Click the Kuali link.

ORACLE
USER PRODUCTIVITY KIT
search o x| {Share EY5)

(Pseerr v Myw ~ [Doow v

(CJ My Roles
=) KFS Online Training Prerequisites
) Logging In and Out of KFS

STIKFS Basic Navigation Overview 006 Glossary- Kuali

@ Understanding the Action List

" lﬁ ;ation that can be accessed from any computer with an Internet

& . S, Kuali is pronounced 'k h-lee’. A i ization that

?] Cor\ﬁgunng the Action L'?‘ ) produces a suite of community-source, modular administrative features of the KFS Main Menu, and A
g]Actmg nr‘| Items in the Action List software for Camegie-class higher ion instituti ee

] Conducting a Basic Document Search also Kuali Foundation. (2) (n.) A humble kitchen wok that plays

@ Using the Magnifying Glass and Wildcard's to Conduct a Lookup| an important role in a successful kitchen.
) Document Header Overview
@ Understanding the Document Overview Tab
@ Reviewing the Notes and Attachments Tab
?] Reviewing Ad- Hoc Recipients Tab
%] Reviewing the Route Log Tab
] Submitiing an eDoc in KFS
KFS Online Training Assessment

@@ KFS Basics

i+ Q Commonly Used Functions in KFS

i+ Q Document Approver

@ Chartof Accounts

@ Financial Processing

@ Purchasing Requisition

@@ Vendor Basics

@@ Purchase Order

@ Capital Asset Management

- @ Labor

@ Central Admin Functions

Step

Action

18.

In this example, you clicked on the highlighted and underlined word Kuali. This displays the
Glossary window with the definition of the term you clicked on.

19.

Click the Close button.

|

Version 1.0 Page 8 of 14 3/21/2014 1:58 PM
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search A X {.Share H Q9

() My Roles

ORACLE’
USER PRODUCTIVITY KIT
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®
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L KFS Online Training Prerequisites
&) Logging In and Out of KFS
3T |KFS Basic Navigation Overview
@] Understanding the Action List
@_] Configuring the Action List
&) Acting on ltems in the Action List
(] Conducting a Basic Document Search
QJ Using the Magnifying Glass and Wildcard's to Conduct a Lookup
@] Document Header Overview
Q_] Understanding the Document Overview Tab
&) Reviewing the Notes and Attachments Tab
) Reviewing Ad- Hoc Recipients Tab
@ Reviewing the Route Log Tab
k‘g Submitting an eDoc in KFS
KFS Online Training Assessment
@ KFS Basics
@ Commonly Used Functions in KFS
@ Document Approver
@ Chartof Accounts
@ Financial Processing
@ Purchasing Requisition
@ Vendor Basics
@ Purchase Order
@ Capital Asset Management
@ Labor

@ Central Admin Functions

The Kuali Financial System (KFS) is a web-based application that can be accessed from any computer with an Internet
connection.

In this tutorial, you will learn how to navigate the basic features of the KFS Main Menu, Maintenance, and Administration
tabs.

Step

Action

20.

The UPK Player has a central area from which you can view the selected tutorial in three different
modes: See It!, Try It!, and Do It!.

21. The See It! Mode - automatically takes the user through the topic showing bubble explanations of
the actions.
Note: The See It! Mode in UPK will automatically advance the slides for you.

22. The Try It! Mode - allows the user to work through a simulation of the software with instructions

and detailed information at each step.

Note: The Try It! Mode in UPK provides users with a more hands-on experience.

Version 1.0 Page 9 of 14 3/21/2014 1:58 PM
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ORACLE’
USER PRODUCTIVITY KIT

search o x| {Share B o
() My Roles
=\ KFS Online Training Prerequisites
% The KualiFinancial System (KFS) is aweb-based application that can be d from any with an Internet
& Understanding the Action List T
\?] Configuring the Action List
&) Acting on ltems in the Action List
(] Conducting a Basic Document Search
@ Using the Magnifying Glass and Wildcard's to Conduct a Lookup
@ Document Header Overview
\Ej Understanding the Document Overview Tab
&) Reviewing the Notes and Attachments Tab
) Reviewing Ad- Hoc Recipients Tab
@ Reviewing the Route Log Tab
@ Submitting an eDoc in KFS
KFS Online Training Assessment
@ KFS Basics
@ Commonly Used Functions in KFS
@ Document Approver
@ Chartof Accounts
@ Financial Processing
Q Purchasing Requisition
@ Vendor Basics
@ Purchase Order
@ Capital Asset Management
@ Labor

@ Central Admin Functions

In this tutorial, you will learn how to navigate the basic features of the KFS Main Menu, Maintenance, and Administration
tabs.

L S S R e e S Re )

Step Action

23. The Do It! Mode: allows for a popup window to open on top of the application and helps walk
you through the process step-by-step.

Note: The Do It! Mode in UPK is very useful if you want a little extra guidance as you are
working through the system.

ORACLE’
USER PRODUCTIVITY KIT

search A X {.Share H 9
() My Roles

=\ KFS Online Training Prerequisites
] Logging In and Out of KFS

[SIKFS Basic Navigation Overvie The Keuc:!l Financial System (KFS) is a web-based that can be from any with an Internet
& Understanding the Action List connection.

\Ej Configuring the Action List
&) Acting on ltems in the Action List
] Conducting a Basic Document Search
@ Using the Magnifying Glass and Wildcard's to Conduct a Lookup
@ Document Header Overview
\Ej Understanding the Document Overview Tab
&) Reviewing the Notes and Attachments Tab
& Reviewing Ad- Hoc Recipients Tab
| Reviewing the Route Log Tab
@ Submitting an eDoc in KFS
KFS Online Training Assessment
@ KFS Basics
@ Commonly Used Functions in KFS
@ Document Approver
@ Chartof Accounts
@ Financial Processing
Q Purchasing Requisition
@ Vendor Basics
@ Purchase Order
@ Capital Asset Management
@ Labor

@ Central Admin Functions

In this tutorial, you will learn how to navigate the basic features of the KFS Main Menu, Maintenance, and Administration
tabs.

L S R e e e S Re )

Version 1.0 Page 10 of 14 3/21/2014 1:58 PM
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Step

Action

24.

The Print It! function allows you to print useful Job Aids with step-by-step directions.

Note: Job Aids do not include screens shots.

25.

Now, you will access the KFS Basic Navigation Overview tutorial in Try It Mode.

Click the “Try It” button.

@ KFS Basic Navigation Overview - Moszilla Firefox

— s

ualifinancial.umd.edu/UMD_UPK/data/tp -09b4-437d-bbb5-a615ffff35d6/topic.htmI?Mode=T&SpecMode=Y&prin

financial systemse m‘ [ S

Zuali

KFS 5.0.1-SR1-M41 10/08/2013 08:19 AM (Oracledi)

__] action list doc search | (£ KFS Web Logged in User: dgarcia6 Login Logout ‘

Message Of The Day
v of vi data [. data loaded 09-04-2013 01:36 AM] [vendor data loaded 06-07-2013 07:37 PM] [asset data
loaded 09-16-2013 04:51 PM]
| [ custom Document Searches | [ Balance inquiries
Budget Construction Ledger
* Budget Construction Selection KFS Basic Na\/lgatlon o\/er\/iew bele 5a|‘a_naes
Financial Processing hSmnces
- bl Ledger Balance =
* Advance Deposit The Kuali Financial System (KFS) is a web-based application that r
s <wﬁ O can be accessed from any computer with an Internet connection bl Ledger Pending Entry.
+ Cash Receipt
: i In this tutorial, you will learn how to navigate the basic features
s - of the KFS Main Menu, Maintenance, and Administration tabs. S [ herans Fundie L
S T lLedger View
o gen 2 7
e e ment Press [Enter] to start. lLedger Pending Entry
o Transfer of Funds + Burchase Orders
Labor Distribution ¢ Bsctivin Reports
= e Vendor Credit Memos
* Benefit Expense Transfer - Effort Certification
< Sal nse Transfer
. —
/: v * Effort Certification Extract Build
- Bui - Lookup and Mai + Outstanding Certifications by Chart/Ora/Report
* Contract Manager Assignment .o Centifications By Report
« Payment Request Capital Asset Builder
+ Receiving Bre- I
ivi « Pre-Asset Tagaing
* Reguisition
= log Capital Asset Management Year End Transactions
* Vendor Credit Memo
o Asset - Capital Asset Management
< Asset ea -
* Asset Global (Add) | * Year End Depreciation ~
- @ @Y Secure Search o)) @mcafee = R4
v
< i »
Step Action
: 13 9 1; : :
26. Click the “Start” link to begin the tutorial.
: 13 . 2 1: R T
27. Click the “Actions” link within the context bubble.
Version 1.0 Page 11 of 14 3/21/2014 1:58 PM
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@ KFS Basic Navigation Overview - Mozilla Firefox

] kualifinancial.umd.edu/UMD_UPK/data/tpc/d0060e08

09b4-437d-bbb5-a615ffff35d6/topic.html?Mode=T&SpecMode=Y&printitname= d006008

09b4-437d-bbb5

a615ff

| Zunaali

financial systemse

Erovide Feedback

KFS 5.0.1-SR1-M41 10/08/2013 08:19 AM (Oraclesi)

] action list ] (5] doc search | (% KFS Web |

Message Of The Day

Logged in User: dgarciaé

—T—

y of v/ data [
loaded 09-16-2013 04:51 PM]

data loaded 09-04-2013 01:36 AM] [vendor data loaded 06-07-2013 07:37 PM] [asset data

il

Budget Construction
+ Budget Construction Selection

Adiustment
Cash Receipt

Disbursement Voucher
ribution of Income and Expense
=

i justment

| Custom Document Searches

ions T3

In this tutorial, you will learn how to navigate the basic features
of the KFS Main Menu, Maintenance, and Administration tabs.

Press [Enter] to start.

Ledger
ble Balances

KFS Basic Navigation Overvi{ ¢ o« sieo by C
Financial Processing ® Erint it palances
_ bl Ledger Balance
Advance Deposit The Kuali Financial System (KFS) is a web-base | Freference: bl Ledger Entry
F can be accessed from any computer with an e bl Ledger Pending Entry

® Close Topic

t Status (Current Funds)

jedger View
ledger Pending Entry.

I

Pre-Encumbrance
« Transfer of Funds
Labor Distribution

« Benefi nse Transfer
« Salary Expense Transfer
/.

Contract Manager Assignment

Reports

Effort Certification

Lookup and

.

Duplicate Certifications Report
- Eff: ification Extr: il
* OQutstanding Certifications by Chart/Org/Report
- O ing Certifications By Report

Capital Asset Builder

* Pre-Asset Tagging
Capital Asset Management
* Asset

* Asset Fal
« Asset Global (Add)

Year End

Capital Asset Management

* Year End Depreciation

. B Qs ) ©meatee > e
Step Action
28. A few options are displayed. These options are controlled based on the mode you have selected.
The most common options found in the UPK Player are listed below.
* Next Step: Will advance the tutorial for you (You may also press the [Enter] button on
your keyboard).
* Previous Step: Returns to the previous step.
* Resume: Closes the Action Menu and resumes the topic playback (This option is available
in the See It! Mode).
* Print It: Displays another window or tab with the steps that are contained in the tutorial.
This mode allows you to print without screen shots.
* Help: Displays the Player help function.
* Close Topic: Closes the topic in the current play mode and returns to the topic launch
page.
29. To begin the tutorial, click the “start” link.
Version 1.0 Page 12 of 14 3/21/2014 1:58 PM
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o
Q

@ KFS Basic Navigation Overview - Mozilla Firefox

| Bl ) & kualifinancial.umd.edu/UMD_UPK/data/tpc/d0060e08-09b4-437d-bbb5-a615ffff3 intitname
= -
“uali
financial systemss [ [ ) KFS 5.0.1-SR1-M41 10/08/2013 08:19 AM (Oracle9i)
(G astion et (o seereh) (£ KFS web conned in vner: dnarcins. —
Message Of The Day
data [: data loaded 09-04-2013 01:36 AM] [vendor data loaded 06-07-2013 07:37 PM] [asset data

of v
loaded 09-16-2013 04:51 PM]

]

| custom

Budget Construction
. . .

KFS Basic Navigation Overvi fes by Consolidation

Financial Processing 9 e
* Advance Deposit The Kuali Financial System (KFS) is a web-basq ® Ersferences Bl Ledger Entry
* Auxiliary Voucher = ! 4

‘ s e can be accessed from any computer withan | § 522 bl Ledger Pending Entry
* Cash Receipt

i 3 In this tutorial, you will learn how to navigate the basic features

* Disbursement Voucher " » = 5
e T L e renae of the KFS Main Menu, Maintenance, and Administration tabs. ¢ Status (Current Funds)
« Indirect Cost Adjustment Press [Enter] to start. Ledger Pending Entry
« Internal Silling I
* Pre-Encumbrance
* Transfer of Funds + Purchase Orders

| Labor Distribution e Reports
* Benefit Expense Transfer - e Effort Certification
e Salary Expense Transfer 5

/ v o ification Extr: il
 Bulk Receiving Lookup and Mail - Qutstand: ification: b =Y
« Contract Manager Assignment * o
« Pavment Request Capital Asset Builder
* Receiving i
« Reauisition + Bre-Asset Tagaing
+ Shop Catalogs Capital Asset Management Year End
- ndor it Mem:
Capital Asset Management
 Year End Depreciation
(L I @ mcatee ©
|
< i »
Step Action
. . . . .
30. Click the Actions button and select the close topic link to return to the topic launch page.

Click the “close topic” link.

ORACLE’
USER PRODUCTIVITY KIT

search P
() My Roles

= U‘] KFS Online Training Prerequisites

@] Logging In and Out of KFS . . L B
ERJKFS Basic Navigation Overview The Kuali Financial System (KFS) is a web-based application that can be accessed from any computer with an Internet

connection.

&) Understanding the Action List
&) Configuring the Action List
@Acnng on Items in the Action List
@] Conducting a Basic Document Search
%] Using the Magnifying Glass and Wildcard's to Conduct a Lookup
& Document Header Overview
] Understanding the Document Overview Tab
@ Reviewing the Notes and Attachments Tab
(‘Q Reviewing Ad- Hoc Recipients Tab
@] Reviewing the Route Log Tab
Q Submitting an eDoc in KFS
KFS Online Training Assessment
@ KFS Basics
+ Q Commonly Used Functions in KFS
+ Q Document Approver
@ Chartof Accounts
=@ Financial Processing
@ Purchasing Requisition
- @ Vendor Basics
@ Purchase Order
@ Capital Asset Management
@ Lavor

@@ Central Admin Functions

In this tutorial, you will learn how to navigate the basic features of the KFS Main Menu, Maintenance, and Administration
tabs.

=

-

Version 1.0 Page 13 of 14 3/21/2014 1:58 PM
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Action

Click the Actions button and select the close topic link to return to the topic launch page.

Click the “close topic” link.

ORACLE’
USER PRODUCTIVITY KIT

search o x| {iShare B 9
[JJ My Roles
s . (Mseerr ~ Pymyn -

=\ KFS Online Training Prerequisites

QJ Logging In and Out of KFS _— . . L B

ERJKFS Basic Navigation Overvie: The KI::!I Financial System (KFS) is a web-based application that can be accessed from any computer with an Internet

& Understanding the Action List connection.

& Configuring the Action List

2 guring ! In this tutorial, you will learn how to navigate the basic features of the KFS Main Menu, Maintenance, and Administration

(] Acting on Items in the Action List
Q Conducting a Basic Document Search
@ Using the Magnifying Glass and Wildcard's to Conduct a Lookup
@] Document Header Overview
@_] Understanding the Document Overview Tab
&) Reviewing the Notes and Attachments Tab
) Reviewing Ad- Hoc Recipients Tab
@ Reviewing the Route Log Tab
@] Submitting an eDoc in KFS
KFS Online Training Assessment
@ KFS Basics
- @ Commonly Used Functions in KFS
@ Document Approver
@ Chartof Accounts
@ Financial Processing
Q Purchasing Requisition
@ Vendor Basics
@ Purchase Order
@ Capital Asset Management
@ Labor

@ Central Admin Functions

tabs.

IS

[ ) ) () () () )

Step

Action

32.

You have successfully completed the tutorial on Using KFS UPK Online Tutorials.
End of Procedure
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