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Requesting Access ahdging in to ONEfution
To request access to the ONESolution system, a supervisor or the DCC for your department should fill
2dzi GKS 2yt AyS NBIldzSad F2N¥Y 2y (KS /2dzyieQa AyidNI

http://countyintranet/FormsData/requestfamisaccess.htm

- O X
e @ hittpe/f countyintranet/FormsDatafrequestfarmisaccess him pP~c (& Request OneSalution Access s
File Edit ‘“iew Faworites Tools  Help
X %Cnnvert - @Select
~
Please fill out the fields below to request access:
Required .
Access: [] ONESalution [JEZ-ONE
Employee | |
Name:
Employee | ~
Title-

¢CKS FdzZRAG2NDE 2FFAOS gAaftf NBO2NR GKS aSOdaNniGe asi
GKS ySg¢ dzaSNNRa hbo{2fdziazy | 00Saa IyR aSOdaNARiGe& D

Once a user has been granted access to tN&ESolution system the user can log on as follows:

1. Double click. the ONESolution Production icon on your computer desktop

PEEOMCODE: -'—‘ ckm

uploadB.csx'f

)

Sl

ONE%Jutfon MNetwork of Test
(Production) ¥ Ch_AM

2. Enter your Wer Namebeginning with cband password. Your password is the same that you
use to log on to your workstation computenless you are part of an outside district and ISD has

specifically assigned you a password.
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ONESolution

Server Name: st

Environment: Production

User Name: co\aud045

Last Logon: 11/14/2017 10:44:44 AM

Change Password |

© SunGard 2006-2017

SunGard and the SunGard logo are trademarks or registered trademarks of SunGard Data Systems Inc. or its subsidiaries in the U.S.
and other countries. All other trade names are trademarks or registered trademarks of their respective holders.

3. Click Logon

ser Name: cohaud045

sssword:

W Remember Me

ast Logon: 1171472017 10:44:44 AM

4. The ONESolution home screen will load after several moments

ONESolution Home Screen

The ONESolution Home screen is the initial point of navigathen you log in to the ONESolution
system.

ONESolution " eom—

il '—_ e e e G —)
Contracts |  Budget Item Detail |  GL Journal and Budget = PO and AP | GL Chart of Accounts
OPEN WINDOWS

)
RECENT ITEMS
MANAGE DESKTOP PENDING TASKS

Create/Update Open Hold Invoice Set

M STA X 18
i 1717 B

@ 11/14/2017 10:16:52 AM' Record syn... 'Collection...  Test Envionment | G ==4»

Purchase Requests

Contract Management Information

4

4 Description Suite®
@  Load Delimited Data File L)
[£1  Open Hold Invoice Entry <
[ Browse ENDB Accumulators & & Suite Description Module Action a
[0 Check Encumbrance Original Fiscal Year L] » &y onHpasior ap_workrLov EED
[[]  Check Encumbrance Totals & €3 OH2451%9
[l PO Status Report <& S8 o25501
) ) € OH249308 AP_WORKFLOV
Lirect Update of Encumbrance Iransactions "
[C]  Direct Update of Encumbrance Transactions & € AR038061 AR_APPROVAL n
[[]  Organization Key Info. & € 1740005 cvsares B
[[]  Select OH Invoice Entries for Payment Y & avswus GBS
- 4

0 ]
0 L]
| L ]

-

>
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1. The search field

| ..Budget Item Detail ' GL Journal and Budget. "POand AP | | GL Chart of Accounts |

This is one of the most common points of access to the various ONESolution modules. Each
module has a screen mask which can be entered directly into the search field. The example
below & the invoice entry screen where the screen mask is APOHININ.

apohinin

In addition to entering the screen mask, you can enter the description of the screen. As you
type, the list of screens will modify itself

Invoice entr

2. Module tabs
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3. Open Windows

OPEN WINDOWS

x.. APOHININ - Invoice r.. POUPPR - Purchase

RECENT ITEMS

- N ila . I\ NDHINC

As you complete work in ONESolution you will likely have multiple screens and modules open at
once. You can see the screens you currently have open in the Open windows area. If you would
like to accessne of the screens, just click the image of the screen located in the Open Windows

area.

OPEN WINDOWS

r.. APOHININ - Invoice

Entry

RECENT ITEMS—

- . ifa . ' PENDIINC

If you would like to close one of the windows you have open, you can click the Close button

OPEN WINDOWS

. APOHINIM - Imnvoice #_ POLUPPR - Purchase
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4. Recent Items

RECENT ITEMS
Description Suite
o =

Load Delimited Data File

Purchase uests

Cpen Hold Invoice Entry

Pay Selected Open Hold Invoice Entries

Update Check/Deposit |nfo

Select OH Imvoice Entnes for Payment

Browse EMDE Accumulators

OO0OCOOOO =
o off off o FF F F F

Check Encumbrance Original Fiscal Year

This is a list of the screens and utilities you asda ONESolution on a regular basis.

If there is a specific screen that you would like to always see on this list, you can click the check
YIEN] dzyRSNJ GKS LAY A02y (2 aLAYEé GKS AGSY (2 @

RECENT ITEMS
4- Description Suite®

Loall Delimited Data File
rchase Requests

Open Hold Invoice Entry

Pay Selected Open Hold Invoice Entries

Update Check/Deposit [nfo

Select OH Imvoice Entries for Payment

Browse EMDEB Accumulators

OO0OOOOO
o o off o F oF F F

Check Encumbrance Original Fiscal Year

Please note that if there is a system upgragich happens several times each year, you will
loseyour recent items. You may want to take a screen shot of your recent items and save it
somewhere so you can quickly restore your recent items with your desired list.

Also, these settings depend on th@mkstation you use. If you get a new computer, or use
computers at several different work stations, you wik see the same settings.
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5. Pending Tasks Tab

PENDING TASKS JOBS JOB QUTPUT T

() | M)’Work A, Multiselect | Options @
Suite  Description Module Action =
p
» &5 OH245197 ap_ workrov EESES
&y 0H245199 ap_workrLov B ESES
€y OH245501 ap_workrLov B ESES
- R — P ——— |

The Pending Tasks tab is where you can see workflow items that are waiting for your approval or
the approval from someone in a group which you are a part of. The specifics of this tab will be
covered in a separate Workflow section.

6. Jobs tab

PENDING TASKS JOBS JOB OUTPUT

( ) Options @

@@ Auto Refresh | @il Show All User Jobs | Show Completed

B Suite Description Job Number Status lob Type Start Date Acknowl
& &y Classic Job: APOHPPPA 1170920 Completed Classic Job  11/14/2017 11:54 AM
&) &y Classic Job: APOHPPPA 1170919 Failed Classic lob 117142017 11:51 AM
&) &8 Classic Job: APOHINVP 1170817 Completed Classic lob ~ 11/14/2017 11:45 AM

If you run a job in ONESolution you will see the status of your job and access the resulting
reports fromthe job in the Jobs tab.

The recommended setting for the jobs tab are shown here:

PENDING TASKS JOBS JOB OUTPUT

LY :
( 7z Options (@
@IEid Auto Refresh | @Kl Show All User Jobs | Show Completed
£ Suite Description Job Number |, StETIS—r—iob mEN Start Date Acknowl
=2} &5 Classic Job: APOHPPPA 1170920 Completed Classic Job  11/14/2017 11:54 AM
[+ ‘: Classic Job: APOHPPPA 1170919 Failed Classic Job  11/14/2017 11:51 AM

=2} ‘: Classic Job: APOHINWVP 1170917 Completed Classic Job  11/14/2017 11:45 AM
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LT &2dz R2y Qi &aSS (KS I NBI ¢6KSNBE (GKS 22060a (I o

PENDING TASKS JOBS JOB OUTPUT

() Options (D)

@I Suto Refresh | @EISEE Show All User Jobs | Show Completed

B Suite Description Job Number Status lob Type Start Date Acknowl
= &8 Classic Job: APOHPPPA 1170920 Completed Classic leb  11/14/2017 11:54 AM
& &y Classic Job: APOHPPPA 1170919 Failed Classic Job  11/14/2017 11:51 AM
= &4 Classic Job: APOHINVP 1170217 Completed Classic Jeb  11/14/2017 11:45 AM

When you run a job such as a batch proof listing you will receive a Job Numbg@rb Tiuenber
gAtf FLIISEFENIAY (GKS w206a (lFlod® hyOS GKS adl Gdza
and access the report

PENDING TASKS JOBS JOB OUTPUT M

Options @

@& Auto Refresh | @@ Show All User Jobs | Show Completed

Suite Description Job Number Status lob Type Start Date Acknowl
( = ‘: Classic Job: APOHPPPA 1170920 Completed Classic Jeb  11/14/2017 11:34 AM

* €3  Classic Job: APOHPPPA 1170919 Failed Classic Jeb 117142017 11:51 AM
= =, Classic Job: APOHINVP 1170917 Completed Classic Jeb  11/14/2017 11:45 AM

EH | surte Llescniption Job Number atatus
= &4 Classic Job: APOHPPPA 1170920 Completed C

Details
B Description Doc Id

Open Hold Pay Selecti®12147
Pay Selected Open Hol912148
Bank Recon Register 912149
OH Distnbution Repor@12150
Pay Selected Open Hol812151
OH Postings to GL 912152
Tail Sheet 912153

&2 "': Classic Job: APOHPPPA 1170919 Failed C

Janary 9, 2018 Pages



52y Qi Of AO] UGUKS o0fdzS 2206 ydzYoSNY» ¢KAA Aa | Lk
likely not be ustul to you unless your job failed and you are trying to determine why.

EH | suite U, Descrniption iy | Job Number 7, | Status
= ﬁ Classic Job: APOHPPPA 1170920 Completed C

Details

B Description iy | Docld T

Open Hold Pay Selectic@12147
Pay Selected Open Hol12148
Bank Recon Register 912149
OH Distribution Report912150
Pay Selected Open Hol912151
OH Postingsto GL 912152
Tail Sheet 912153

&8  Classic Job: APOHPPPA 1170919 Failed C

7. Job Output tab
Note: The functionality that was available on the Job Output tab is now available from screen
maskSYUTFO

I SYUTFC m

a * Finance (1/1/0/0)

Santa Cruz County ONESolution Login

Sign in to continue

User Name
User Name
Password

Password

Help

This is how you can access the archive of any job run in ONESolution. You use the same log in
credentials you used to log into ONESolutibhe SYUTFO screen does not require a log on.
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If you know the dateange when the transaction happened you can enter the correct range of
dates and click Refresh

5l hitn/fsczasidfinance/documents/ifasoutput.asp

Finance Job Server Output

From: |10/14/2017 |
To: [11/14/2017 |
Refresh

POHBTEP-Set Proof Listing

gE

There will be a list of all the different types of jobs that happened during that date range.

Hemesn

POHBTBP-Set Proof Listing

POHBTDS-Dist Set to OH and GL

POHCSPB-APOHCS
POHCSTU-APOHCS
POHINBP-Set Proof
POHINVP-Validate and Post
POHPPPA-Pay Selected Open Hold Entries
POHPPRP-Report of Entries for Payment

JtA0] GKS abé G2 SELI yaconiped lifingdeeach jperudurihgy R & 2 dz
the date range. The list is sorted by date and time, and shows the user ID of the person who ran
the job and Set ID for the transaction it was related to

=3|APOHBTBP-Set Proof Listing

- [={[E]1111412017 1:07 PM (1235255) AUD091 (OH263423)

[& 1111412017 12:28 PM (1235151) AUD091 (OH263413)
[&3]11/1412017 12:19 PM (1235119) AUD091 (OH263411)

[& 1111412017 9:08 AM (1234400) AUD091 (RVBATCH267768)
[&a 1111412017 8:36 AM (1234316) AUD117 (@T111417)
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2 KSYy @&2dz FAYR G(GKS &aLJSOA T AdoificdoB, loSee @lfthle @portditfalS a b €
were generated with the job.

Refresh

‘|AP OHBTBP-Set Proof Listing

ENfE]11/14/2017 1:07 PM (1235255) AUD091 (OH263423)

L

- EOpen AP Batch Proof
----- T Tail Sheet

& {[2]11/14/2017 12:28 PM (1235151) AUD091 (OH63413)
—
=l

mddrd]r"n’\dﬂ' AT AN MAE FATAdAnNS A1 IMGAd Sl PR dd 4%

Clicking the reportink will open a .PDF version of the report

You can use Ctrl+F to search for specific set IDs or user IDs. As you type, the matching results will
be highlighted

PENDING TASKS JOBS JOB OUTPUT \

Find

From: [10/14/2017 | Eind: AL |
To- |11’:14’r201? | [ Match whole waord anly [ Match case

Refresh Highlight all matches

APOHBTBP-Set Proof Listing Previcus

- @11!144’2017 1:07 PM (1235255) (0091 (OH263423)

- fR]Open AP Batch Proof

----- T Tail Sheet

- @11!14!’201? 12:28 PM (1235151) AUD091 (OH263413)

- @11!14!201? 12:19 PM (1235119) AUD091 {OH263411)

i Elﬁﬁdﬁﬂﬂ 9:08 AM (1234400) AUDD91 (RVBATCH267768)

¢ ledRh1nap017 836 AM (1234316 ALURT CW11417Y

8. Finance icon
[ Ubject Lode Intormation

] Person/Entity Iinformation
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Clicking the finance icon is another way to navigate to different screens in ONESolution. It can
also be an indicator if there is a system issue.

Click the icon

> FINANCE NAVIGATION POINTS @

Open Hold A/P %Accounts Receivable Inquiry (ARIQ)
P-Card Processing Reports

I
>

Repetitive Invoices Set Processing

Void, Typed and Reversed Checks Special Functions
Update Database
I Utilities
%List Item Definition File (RXLD) _| 1042 Process
List Report Definition File (RXLR _ 1099 Process
_ Print an Ad Hoc Report %Bank Recon Distribution of Cash in Bank (BKDS)
ﬂTabke of Reports Function (RXTR) | Client Specific for Santa Cruz County
. Utilities _ Reconciliation Processing
_ Update Database
| Utilities
BID/QUOTE MANAGEMENT = BUDGET ITEM DETAIL =
_ Bid Online _ GLInterface
_ Interactive Update _ Update Budget Item Details
- 'Utillit‘ies | Utilities
. Web Pages

CLIENT SPECIFIC WEB FORMS CONTRACT MANAGEMENT

An alphabetical list will appear with all the different areas in ONEBaluYou will likely see
a2YS AGSYa GKIFG FINB INBed ¢KAa AYRAOFGSA GKI G

If there is a system issue of some kind, the finance icon may appear dull and may have the
g2NRa a/ 2yySOGAy3Ié hpldverhei®m KAy I AAYAE NI aK2gA

5 — A
Connecting  Connecting  Connecting

= O [ B /A § Administrative Co..

Janary 9, 2018 Pagel2



9. Navigating Back to the Homec8en

While you are using ONESolution you may need to navigate back to the home screen. You can
do this by clicking the item on your computer open window taskbar that says ONESolution and

shows the round hie icon

g.xlsx ... # ONESolution Product... . |ii] 44.BIDD01J.CISSEND....

Or, if you are using one of the ONESolution screens, you can click the round blue icon in the top
right corner of the screen next to the search bar

&3 APOHIMNIN - Inwaice Entry

Search Aftachments Pending Approvals

[T] Pending Approvals @ (¥ Previous Q) Add O Copy Q) Undo @ Export e chow Grid
6 Reselect ) Next € Delete @recordinfe (D View Last Changes
5 h Previous aste - Rest
=are @ Select Al K:aglcgu !:I Mext Page Q Save Feste ﬂ Threaded Notes IB Repeat Last Changes 9 HEsinie el Layo?Jr:
| el P— o

10. Resizing-ields on the Home Screen
Hover you cursor over any of the dividing lines on the El@ereen and when you see the cursor

with two parallel lines and arrows point in opposite directions, you can drag the line in either
direction to change the size of the field.

PENDIMNG TASKS JOBS

v isczasa3d/finance/docur

Finance Job Server Output
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Default Settings

When you begin using ONESolution there are several defitilhg that should be changed
immediately.

1. Jobs Tab on ONESolution Home Screen

PENDING TASKS JOBS JOB OUTPUT

Q

@i Autc Refresh | @G Show All User Jobs | Show Completed

B Suite Description lob Number
= 3 Classic Job: APOHPPPA 1170920

The screen shot shows the suggested settings for the Jobs tab. The most important setting to
change is the Show Completed setting. If this is off, every job that you rutisa@ipbpear as soon

Fda A0 A& O2YLX SGS yR @2dz 62yQié o6S lotS (G2
setting, you will be able to see the jobs you ran.

O
O

PENDING TASKS JOBS JOB OUTPUT

Q

@Iid Auto Refresh | @ISl Show All User Jobs | @ Show Completed
B Suite Description Job Mumber
= ‘: Classic Job: APOHPERA 1170920

[ fA01 GKS hLiAazya tAy]l G2 aSS (kKSasS aSdday3aa A

- X

2. Show Attachnents

When you access a module in ONESolution and enter a transaction, you will likely need to attach
backup documentation to the transaction. You will have to make a change to your settings in
order to do this.

Click the Globe icon in the top left corn&rthe screen
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Select Settings

& CMUPCM - Contract Man

Data Dictionary

In the Preferences tab, change Show Attachments to Enable
U Settings x |

Click Apply Settings

You will now see the Attachments tab at the top of your screen for adding new attachments

&y APOHININ - Invoice Entry

Search Attachments Pending Approvals

€ Delete © record info
@ 0 Paste
Save @ Threaded Note

Previous Previous Next Next
Page Page

Search Options Record 1 of 1 - Add Mode
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And an Attachments tab on the lefds of your screen for viewing attached documents

Eg APOHININ - Invoice Entry

Home

Pending Approvals —@—
€ Reselect

Search Previous
@) select Al Page

Search Options

Attachments

|

3. Pending Approvals

Click the Globe icon in the top left corner of the screen

Select Settings

& CMUPCM - Contract Man
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Click Apply Settings

Apply Settings

You will now se a Pending Approvals tab at the top of your screen where you can approve
transactions and see where transactions are in the Workflow process

&5 APOHININ - Invoice Entry

Search Attachments Pending Approvals

@ User Group Action Date Comments

| 1 P ——————
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Workflow

Most transactions entered into ONESolution are connected to an electronic Workflow approeassr
so that transactions can be thoroughly reviewed prior to posting the transaction.

Transaction Originator

When you enter a transaction in ONESolution you will initiate the Workflow process by doing the first
approval of a transaction. This approvalitates that you are completely finished with the data entry
portion or the transaction and you have attached all the required documentation.

There are two options for completing the initial approval of a transaction

1. Pending Approvals Tab
Click the Pendingpprovals tab in the module. The buttons shown below will be available for

you to use. If you are the transaction originator you will likely not use the Reject option. Do not
use the Forward option. This does not work correctly.

= POUPPR - Purchase Requests

Search Attachments Pending Approvals

@ i User Group Action Date
OApprove QReJect
ONESOLADMIN 0 3/25/2015 7:55:06 AM
‘ Refreshpd | (@ Forward Hold PR_SUP_PROBATI (&) 3/25/2015 7:55:07 AM
(Al
B
S
o PR (000001 PO Status PR
£/ 000001 V129086 ShipTo BillTo Aprv'd | Printed
E |
E RemitTo |
S p \ By OneSoladmin One
.Click this box to give your approval
I g -l
n Click this box to reject the item
g -

-

.Click this box to forward the item to
another person. A pop up will display list of
users for you to choose to receive this item.

After yougive your approval, a Comments box will appear. You do not need to enter a comment, but
you may. The comment witke visible in the Pending Approvals tab and will be associated with the
transaction forever
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Transaction Approver

Pending Tasks Tab
1. Toviews K G A& 6FAGAY3I F2NJ @2dzNJ | LILINR G f 3 Of A0 2)

2./ ftA01 2y ahlLXiAzyada G2 RAALX L @ I-VI?AGAF)/I-{ 2 LJG A2
Turn
Group | |
Taskdgo
ahba
vou want TurnOutof Officel 2 ahbda AF R?2

waiting for your approval. Instead, it will route the
item to the backuo abrover

——— 3. To view the details of the item before giving your approval, click on the item on the list and it
will take you to thescreen and display the data.

4, . 2dz Oy Ot A01 2y aa@ 2 2NJ dtingif@ yoatd appravé: OSNI I Ay
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