Budget Entry Documents - Supporting Attachments
Work Instructions

1.2

1.3

Work with Attachments in the FMBB, FMEDD, or FMEDDW Transactions

Select or enter the t-code FMBB, complete the required fields, and post the budget entry.

(Please note that the budget entry performed in FMBB has to be pre-posted first before attaching the
supporting documents). Transactions FMEDD or FMEDDW follow the same procedures below:

Navigate to a budget entry document
Select Create->Create Attachment in OpenText from the Services for Object options

& afdH €@ SHE OO0 A
@ |8 Budgeting Workbench - Display Document
Do Create... G o Te
| Affachment list —
Docu
b
(
[ Send v Create Attachment in OpenText
(
Workflow v ENTR Enter g
My Objects r
Help for object services egory  9F Payment E
OpenText Document Access type GM GM (Grant (Spons.. Bl
Fiscal Year 2014

Create Attachment
Select the document type to be attached by clicking the icon to the left of the document type
description

Drag and drop one or more files of the correct type into the empty field to the right of the document
type descriptions
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fromn Frontend

SCenario: Azzign then Store Drag & Drop: Drag your
¥ flles into the empty field ¥

Document Type
~ 3 Budgeting Entry Document Funds Managers
o Budget Supporting Docurments (DOCK)

o @ Budget Supporting Documents (POF) |

Ty

» ¥ Budget Supporting Documents (XLSX)

|

OR
Double-click the icon the left of the document type description to browse for the file
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Header }fﬁdditional Data |

Docurment TEOD
Process
BCS Walue Scenario: Assign then Store Drag & Drop: Drag your
| H |
Budget Cz ¥ files inta the empty field ¥ | moa

Document Type

- Budgeting Entry Docurment Funds Managern:
U @ Budget Supporting Docurnents (DOCK)
U @ Budget Supporting Documents (POF)
o @ Budget Supporting Documents (XLSX)

Diocurment

Staring Files in Docurments

Line Look in: . | TestFiles - IEJ
Egggg; o MName Diate modified
-ij =L 807001081005 TTM 243 - Barrhart Buiding Separate 247 and... 3/1/2013 1:55 PM
RecentPlaces | | "X 2013030113344767 1.pdf 3/1/2013 1:44 PM
| = 20130301133519017 pdf 37172013 1:44 PM
- X Bid Pack 6 - var locations classrooms.pdf 3/1/2013 1.30 PM
Deskiop X Explanation of Test Files - Andrew Emalpdf 3/1/2013 338 PM
- Spec Classrooms UK. FDF 3/1/2013 1.30 PM
| = i1z i
ufl il B Libraries
Type: Adobe Acrobat Document
1 -.k Size: 12,3 KB
s Date modified: 3/1/2013 11:32 AM
Cormputer
1) |
l
) Metwork
0P 0P
File name: [Test Attachment pdf - | Dpen
Files oftype: | All Files (= -
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Optional: You may enter a description of the document you are attaching to the budget entry. Select the
green checkmark when finished.
R

Scenario: R3sign then Store Drag & Drop: Drag your

¥ files into the empty field +

Document Type

=~ 2] Budgeting Entry Document Funds Managem
@ Budget Supporting Documents (DOCK) [=]
T Budget Supporting Documents (PDF) =]

Budget Supporting Documents (¥L5X) ﬂmm

Filename Change of Address and Name Form.pdf —

|
v % |

Description

LDl AL«¥]

Wf A Hold || Prepost Save Changes Long Text Messages log || Messages per Ling

Document 1700040178 Sftatus Posted Document Year 2014

Header Data k Additional Data |

CMTR Entar i Cormmm Aiirae £0 L& AN
Scenario: Assign then Store Drag & Drop: Drag your
¥ fies into the empty field +
Docurmnent Type
=~ ‘3] Budgeting Entry Document Funds Managem
#] Budget Supporting Documents (DOCX) _
{4 Budget Supporting Documents (PDF) |
Budget Supporting Documents (XLSX) BIEIE
[«Iv]l o[ K] I[«][*]
o | 15D | ¥
prerercey 300 Pl r3gas | INS =5
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1.4

1.5

View Attachment List

Click the green check in the bottom right to close the Archive from Front end screen
Click the Attachment List menu option from the Services for Object button

(@ . Entry Document
Create... »
Attachment list

4 Business References

Private note

Cioc Send » Latus Posted
Prog Relationships otal 29,198.00
BCS otk o 3

Bud My Ohjects » Ersion i]

Doc Help for object services ocurment Date 07/01/2011

CpenText Document, Access

A vear | Periods

Document Year
3D

Fiscal Year

2014| FM Area

2014

g [&FEEF)(EL)EE ) (BE & ==L [

Lire .. Grant Fund Funds Center Crarnt It... F.Ar Fund... Type
000001 2042810 0226000010 1222000701 510000 0320 4R GRNT
000002 304810 0226000010 1222000701 415000 0320 MR GRNT

Open an Attachment
Double-click anywhere in the row of the attachment to open
OR

Select the attachment and click the Display button
chirnent list

Amount TC |LC
14,599.00 LSD
14,399.00 LISD

[Orew Jis-[@l[7 @] 2] QS [&] )6 [P

2@ .

ol .

AttachmentFor1700040179

Icon | Title File Iarme

@ Budget Supporting Documents (PDF)  Test Attachrment, pdf
(8 Budget Supporting Documents (POF) Application Form,pdf
@ Test R30Q, Take 1... Test Attachment.pof

Creatar Mame
Marcus B Bradley
Marcus Bradley
Marcus B Bradley

Createn
0813/
07f29/

DK
1
1

Text
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1.6 Add Attachment from Attachment List
Click New->Create Attachment in OpenText

[= Service: Attachrment list

[Onew J¢@]2] @2 () &)= &) (8@ =

Create Docurnent in S&P DB

Create note ile Marme Creatar Mame Creata
Test Attachment.pof Marcus B Bradley 02/13/
Application Form, pof Marcus Bradley 07f29/
Test Attachment.pof Marcus B Bradley

Create external docurnent (URL)
Create Attachrment in OpenTesxt

1) 1)

v

Select the document type to be attached by clicking the icon to the right of the document type

description
(See step 1.3 for screenshots)

Drag and drop one or more files of the correct type into the empty field to the right of the document

type descriptions
OR
Double-click the icon the left of the document type description to browse for the file

1.7 Check Attachment List
Click the green check in the bottom right to close the Archive from Frontend screen

1.9 Delete from Attachment List
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Select an attachment and click the Delete icon
[= 2 Attachment list

[Onew s [@[2][T]2) (@) (&) =)0 E(FL) (26 =)

AttachmentFor1 700040179

Icon | Title File Iarme Creator Mame Create
@ Budget Supporting Documents (PDF)  Test Attachrment, pdf Marcus B Bradley 02/13/
[@ ]Budget Supporting Documents (PDOF)  Application Form, pdf Marcus Bradley 07f29f

@ Test R30Q, Take 1... Test Attachment.pof Marcus B Bradley

OR

Right-click and choose the Delete menu option
i chrment list

[Orew Jel@[2]T]2] Q] [&]F]EH] 2. (8@ =

AttachmentFor1700040179

Creatar Mame Createn
Marcus B Bradley 02/13/
Marcus Bradley 07f29f
Marcus B Bradley

Icon | Title File Marme
@ Budget Supporting Documents (PDF)  Test Attachrment, pdf
g ] [Eludge+ Sumnnetinn Mncumants (OOEY j.&pplicatiun Form. polf
B Testk  Copy Text Test Attachrent. pdf
Optimize width
Unfreeze Colurmns
Firud
Fird Mext
Set Filter...
Spreadsheet, .,
Display
Expart
Change
i Delete i
Attributes

%
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Click Yes when prompted to Delete link
[ESAP Archivelink

e Delete link?Caution: Last link!

I Yies H Mo "3? Cancel J
The attachment will open.

Click Yes when prompted to Delete Archived Document
[ESAP Archivelink

e Delete Archived Document?

[

[& Information

es H Mo "3? Cancel

=
0 I_Number of deleted documents and links: 1

@

Work with Attachments in the Budget Entry Document Attachments View
Access the Budget Entry Document ZECM_BUDGETDOCS
Select or enter the ZECM_BUDGETDOCS t-code

|_| FMELLY - LASNAY ETILY LOCUTmene
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2.2

2.3

Enter selection criteria in the available fields (single, multiple, and range)
Selection Budget Entry Documents

P& EOTE RO

Fiscal Year to
FM Document Nurmber to
Financial Managemeant Area to
Budget Category to
Department Code to
User Who Created or Updated to
Date Created or Updated to
Document Type to
Document Status to
Budget Version to
Grant to
Fund to
Funds Center to
Commitment Item to
Functional Area to
Funded Program to
GM Document Mumber to

nk-Help  System
a8
Budget Entry Supporting Documents
FiHea2deEEL2E & %

RS AL

Budget Entry Supporting Documents

Help

oM

4

Expand the view or highlight Company Code and click the Expand All button %
Budget Entry Supporting Documents

gafasFeRed & %
EALRE

|Eludget Entry Supporting Documents

=~ 1 Dept: 8H400 - ELECTRICAL ENGINEERING, Fund Center#: 1222001292
= {33 Status: 1 - Posted
= &1 Doc# 1700040146
@ Budget Supporting Documents (PDF) (07/29/2013)

Open an Attachment
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2.4

Double-click an attachment
PDF files will open in WebViewer
Other files will open in the appropriate local application

Delete from the Budget Entry Supporting Documents ZECM_BUDGETDOCS

Select an attachment and click the Delete Data icon (Ctrl-F7) O or right-click and choose Delete from

the menu options
\.l = U T B X =R N RIS [N A R G T S S Tl [ sl RN - P = |

Budget Entry Supporting Documents
Goles7FeEEZE & @

EAEE

Budget Entry Supporting Documents

= &4 Company Code: UKDO
~ {1 Dept: 8H400 - ELECTRICAL ENGINEERING, Fund Center#: 1222001292
= Y Status: 1 - Posted
= 2 Doc# 1700040146

Delete

Display Original
Download document
Send document as E-Mail
Print document

Hide

More hits

Click Yes when prompted to Delete Item(s)
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nk-Help  System Help

10 @@ DHE HDOD
Budget Entry Supporting Documents
T HeadYdEREEE & %

AL

Budget Entry Supporting Docurmnents
=~ &1 Company Code: UKOO
| Dept: 84400 - ELECTRICAL ENGINEERING, Fund Center#: 1222001292
=~ 33 Status: 1 - Posted
= & Doc# 1700040146
%) Budget Supporting Documents (PDF) (07/29/2013)

One tem selected.
@ Do you want to delete it?

3 Integration
3.1 Drill into FMEDD from the ZECM_BUDGETDOCS
Double-click the Doc # in the ZECM_BUDGETDOCS
|Budget Entry Supporting Docurments
=~ &3 Company Code: UKOO
| Dept: 8H400 - ELECTRICAL ENGINEERING, Fund Centers: 1222001292
= {3 Status: 1 - Posted

@ Budget Supporting Documents (PDF) (07/29/2013)
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<1|@

Help

@ DG DNoD|

FE @

78 |2 Fntry Document

Header E Additional Data |

Document 1700040146 Status Poated Documeant Year 2014 FM Area UEDQ
Process Enter Total 10,000.00 UsD
BCS Value Type Budget
Budget Category Payment Wersion 1} Fiscal Year 2014
Document type GM Document Date 09/01/2013
Year k Periods |
ElIBRENEEEE-EERIE R R ERE
Line .| Grant Fund Funds Center Cmmit It...| F.Ar Fun... | Type Armount TC| LC DK | Text
Qooa. 30481 [ 0226000060) 1222001292 510000 0320 MR GR, . 3,333.00 |USD |1
Qooa. 30481 [ 0226000060) 1222001292 530010 0320 MR GR, . 667.00 |USD |1
Qooa. 30481 [ 0226000060) 1222001292 390020 0320 MR GR, . 1,000.00 (USD |1
aooo. 30481 [0226000060) 1222001292 415000 0320 MR GR, . 4,000.00 |USD |1
0000 | [30481  |0226000060( 1222001292 475000 | 0320 |NR | GR_ 1,000.00 [USD |1
L[] L[]
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3.2 Drill into the ZECM_BUDGETDOCS from FMEDD or FMEDDW
Click the drop-down arrow on the Services for Object button

Jocument  Edit  Gote nvironment System Help
& B dHICEe BHE Dnon BE @
@ Entry Document
Create... k
T Aftachment list
Dod  send v jatus Posted Document Year 2014 FM Area LUz}
Pro R ofal 139,336.00 UsD
BCE  wWorkflow v
Buc &r Objects v fersion 0 Fiscal Year 2014
Do¢  Help for object services iocument Date 07/20/2013
OpenText Document Access

Year E Periods |
EliBREEEERIERER IR EREFR ERIE
Line ..| Grant Fund Funds Center Cmmt It...| F.Ar Fun... | Type Amount TC|LC DK | Text
00oa_, 30490 | 0226000000|1222001611 510000 | 0220 |NR GR, . 8,003.00 |[USD |1
0000 30490 | 0226000000|1222001611 513100 | 0220 |NR GR, . 5,558.00 |USD |1
oooa_ 30490 | 0226000000|1222001611 530010 | 0220 |MNR GR, . 25,506.00 [USD |1
oooa_, 30490 | 0226000000|1222001611 530000 | 0220 |NR GR, . 18,000.00 [USD |1
oooa_, 30490 | 0226000000|1222001611 590020 | 0220 |NR GR, . 11,611.00 [USD |1
0ooa_ 30490 | 0226000000|1222001611 415000 |0220 |MR GR . 58,057.00 [USD |1
00oa_ 30490 | 0226000000|1222001611 475000 |0220 |MR GR, . 11,611.00 [USD |1
E1jD| LAl

|Budget Entry Supporting Docurments
=~ &3 Company Code: UKOO
= {1 Dept: 8H400 - ELECTRICAL ENGINEERING, Fund Center#: 1222001292
= {3 Status: 1 - Posted

@ Budget Supporting Documents (PDF) (07/29/2013)
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4 WebViewer

4.1 Open Document from the ZECM_BUDGETDOCS or Attachment List

4.2 Create a Note:
Select Edit, Notes, Add Note

OPENTEXT \ Imaging Web Viewer Budget Supporting Documents (P...

File Wi view Favorites Help

Search shift+Ctrl+F || = o rt—
'z & 7 KWEd
Edit annotations Shift+Ctrl+£
Select Ctrl+E
1 —
Select Page Ctrl+alt+G
Notes 3 |':||}' |

Note Panel Opens Up at the Right of the Document

Input within both Title and Text boxes then click on the Add Button

+ | Add note

Title:

<Enter title>
Text:

<Enter text>

m

m
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4.3 Display the Notes Panel
Click on Toggle Notes Panel Icon

—J
=

OR Select Notes from the View menu

OPENTEXT | Imaging Web Viewe

File  Edit : Favorites  Help
H (L) Thumbnail panel F&
[] -r| |
- 5 t+F12
v Smooth image Shift+1
Zoom »
Rotate Page »
GoTo »
OR press F9
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T-ECMO18
Friday, March 1, 2

OPENTEXT | Imaging Web Viewer Work Order Notes/Forms (PDF) -...

File Edit View Favorites Help

FéeQaBBA a? Ly alfdEarm~8lY ¢ C

== |

v
0§ Jo Ldna v pusg
#1110 dded & armay

‘T NOSHAL

R

AWYN LNISTH

[P3S WIT 'SAOMOIAN 01 mu
90 g Loy
0S 40 SLIDIA F 1SV

AWYN SN0IATNG

| (pdurn) suq amwy )

Lo |}
g B |1 |
1
' & Print notes + Add note ,_!J Codepage
g Title | User | Date = | Text
z Test Mote T-ECMO18 Mar 01, 2013 13:47:12 This is a note!

T E—vra—

4.4 Display the Thumbnails Panel
Click on Toggle Thumbnails Panel Icon
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og
og
OR Select Notes from the View menu

OPENTEXT | Imaging Web Views

File  Edit Favorites  Help
=

== "1 Notes F3
Annotations F1
m F12
everse sides Shift+F12
Signature Shift+
Cowver sheet Shift+C
v Smooth image Shift+1
Zoom »
Rotate Page »
Go To »
OR press F8
Work Order Notes/Forms (PDF) -... | = d;:f:;:g?iazl

OPENTEXT | Imaging Web Viewer

File Edit View Favorites Help
5 |... @ I !% '
: { __._,‘ Dj 100.0% : 3 C C

: Q|88|8 a 7

W

S
8 =]
o
<
. S o
g1 8
Liid i i i
M Ii
N ® N % o
: g §E B 7 g
b 5 cF 2 = = :
w i ) - E o 3 $h 2§ E
= i gf £ H iy § B
i 3] H i ._'rg -
{ g i i8 oo
_""r F i i w
If_.‘t.-‘-:.'._J_ = £ S
H i ig & =]
E ?s s = E]D 5
2 o - = e
5 5[ > B b
i E 4 3 -
B ] e 3 Erﬁ = E @A
o= § - Z Z B Z
= =« = = = @« z
z it g B g
E E E s O a ; =)
P £ if z ES
| = = EY < T L
5 B = , g g =
Py [ E L |
I = 1f2 .‘ ’I v
| »

1
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4.5 Create Annotations
Select Edit Annotations button below to create a new annotation on the document

OPENTEXT | Imaging Web Viewer Budget Supporting Documents (P...

File Edit Wew Favorites Help
L oo = . = l I |
F—.‘I R === v L
/ Edit annotations l

®

Options to Add Annotations appear on the left side of the document
Select the type of annotations from the menu toolbar below and click on the document itself to begin.
After you finish your annotations, please select the save button at the top of the annotations toolbar.

OPENTEXT |

@@ |&] [1]>]o]s [\ [N]]7]| |&#]x]

4.5 Display Annotations
The Toggle Annotations button will be enabled if annotations exist for this document

Page 18 of 24



a

clicking this button will display or hide annotations
| T-ECMO17

Work Order Notes/Forms (PDF) -... Friday, March 1, 2

OPENTEXT | Imaging Web Viewer

FeQBBERR?7 & o 2 - BOBAMms |9 ¢ C

il

i
i

4 GEE

b B

i EE i §§§§ |g
fé\i !JE E = :
e 1RZEAR T
E|§ Ii , E_gg-»

4.4 Select Annotations
Click on Select Annotations Panel Icon to activate Annotations Panel to the right of the document

)
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T-ECMO17
Friday, March 1, 2

OPENTEXT ! Imaging Web Viewer Work Order Notes/Forms (PDF) -...

File Edit View Favorites Help
& QBEB% %% LB I E A &Y ¢ C

W

Annotations

User
¥ T-ecMo17

. ¥ T-Ecmois
sff

... Select all | Deselact all
2

14

2

£2

4 [suemit |

i L e

Ex Eﬁ g -

cF q ES £ g

4 = e = .

EF S = <

3 Pz Z ]

i EE =

g s> M

3 is I |

=

=

NJYAES TVIDO0S 40 SLIDIA # 1SV

(P02 eauw Suspnpur) saquany auogg

(%08 'O 10 o0 slesmmwn poass) PPN 10138 S0y

. =]
- leé
AN x
8 - - -
ils . o £ E§ ®
o o] = = i
Els H E"’ E = =
EF’; 2 5= ,_;:nj
P |z it 2lg =
= -: e & ; =
8 < T8 = 9
A E £Z E A5
s |z g = 2 =
4| | »
1/2 E *I !
| »

<
Users can choose to display or hide annotations created by different users by checking/unchecking the

checkboxes and clicking the Submit button
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4.5

4.6

4.7

OPENTEXT | Imaging Web Viewer

Work Order Notes/Forms (PDF) -...

T-ECMOD17
Friday, March 1, 2

File Edit View Favorites Help
= A ( === 1N o D- = @\ ® | '
H& Al B8R %7 B [0 B & Loos] & ¢
| Annotations
User
¥ T-ecMo17
. ™ T-EcMo18
sff
e Select all | Deselact all
22
it e
.-.E o N e
z £ 85 & &
. ¥ = 5 v X
st 7 2 IS 8 2 8
5% | | | ‘8 5 8 2
Ne z 8 En 28 1
= g ’ ] i & N F
¥ £ oy Fe = @
s = o - =
z = ‘ E 1M 2 -
F z i . 2
. E 5 g
! & - =
r
e X =
gl |2 s 0 =
= - 2 | g > <
= ) z z & B
s (8 ol 3 FE = E £z
B|= g = - = E A
e £ = - z bl =
E|= s < = = n & Jd
ilz E 15 = 28 &
|2 8 = g z 3 =
S R = 8 z 3
Al i< £ | a A
= = @ l = =
z |= C w =5 =
4| | B
1/2 E L]
»

«

Rotate Document
Click on Rotate Left, Rotate Right, or Flip buttons as needed for the document

S ¢ G

Document Fit to Screen
Click the Fit to Screen, Fit to Height, or Fit to Width buttons as needed for a document

XRERS

Menu options — Save As
Click on File menu in the top left of the window.

OPENTEXT

[

Edit Wiew Favorites Help

Save as Ctri+5
[54) Send by E-mail Ctrl+M
Print Ctri+D

=

Imaging W
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4.7

A panel is displayed to the right of the document that allows the user to specify options such as color,

pager range, whether or not to include any annotations and notes, etc.

Click the Save as button when ready

— General

Output format: ITagged Image File Format (TIF) ;l
@ Color: ITrur—;l Color (24 Bit) ;I

r Original size

[v Original orientation

— Page range
I

C Current page

C Pages from |1 to |2

— Advanced

= Quality: | 100 % =

I_ Annotations
I_ Form
I_ Reverse sides

= Watermark

I_ Motes

Save as

Menu options — Send by E-mail
Click on File menu in the top left of the window.

A panel is displayed to the right of the document that allows the user to specify options such as color,

pager range, whether or not to include any annotations and notes, etc.

Click the Send via Mail Client button when ready
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4.7

— General

Output format: ITagged Image File Format (TIF) ;l
@ Color: ITrue Color {24 Bit) ;I

= Quality:  [100 % =]

— Page range

®

' current page

C Pages from |1 to |2

— Advanced

I_ Annotations
I_ Farm

™ Reverse sides
™ watermark

I_ Motes

| Send via Mail Client I

Menu options — Send by E-mail
Click on File menu in the top left of the window.

A panel is displayed to the right of the document that allows the user to specify options such as color,

pager range, whether or not to include any annotations and notes, etc.

Click the Print button when ready
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— General

9 Color: ITrue Color (24 Bit}Ll
Print
format:

[ a4 (210 x 207 mm) margins 10,10,10,10 ~|

— Page format

|7 Automatic Orientation

@ portrait
Al

c Landscape

— Page range

® 4

' current page

C Pages from |1 to |2

— Advanced

= Quality: |1un % vl
I_ Annotations

I_ Form

= Reverse sides

I_ Watermark

I_ Motes
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