Quick Guide to Changes between
Spectrum 8.9 and 9.2
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Introduction

The differences between Spectrum 8.9 and 9.2 are about adding ease and convenience to the system. The functionality
is the same, but additional features have been added to make it easier to find and use information.

This quick guide is an overview of the changes from Spectrum 8.9 to 9.2. For additional help, please see the training
videos on the Spectrum website or email the Spectrum office at: spectrum_team@gsu.edu



Navigation

Navigation in Spectrum 9.2 is the same as in 8.9, but additional features have been added to make navigation easier.

1. Navigation:

In 9.2, the Main Menu is located on top of page. Select Main Menu for drop down options.

Navigation in 8.9 (Menu on Left)

Menu [~ X]

Search:

© ORACLS

> My Favorites
> GSU
> Grants Projects
=4GSU Reports
— Actuals Drilldown Repo
— Budget Progess Report
— Project Budget Proaress Report
— Revenue Budget Progress Report
— PO Surplus Analysis
— Surplus/Deficit Report
— Workflow Approval History
— Workflow Report
— Budget Recon of Org to Approp
— Budqget Free Balance Report
— Project Information

1 0 1 1 1 1 1

o

I

2. Breadcrumbs:

Navigation in 9.2 (Menu on Top)

Favorites + lect Main Menu

Search Menu:

@ » | Advanced Search
a
s
GSU
™ »
Purchasing 3 Grants Projects
eProcurement mesU Renony
I~ A
y " ( |=]  Actuals Drilldown Report )
Grants |=]  GSU Workcenter ‘
\] Budget Progress Report
Real Estate Management » =
nanag |=]  Project Budget Progress Report
Accounts Receivable 4 -
' |=]  Revenue Budget Progress Report
Accounts Payable y
. |Z] PO Surplus Analysis
Asset Management 4

Surplus/Deficit Report

[

Breadcrumb navigation shows your current target page along with each intermediate menu selection in a

convenient, one-line format. Some advantages are:

* Return to an intermediate menu without having to start navigation from the beginning.

* Removes menus from target pages, providing more screen space

e Easier identification of current location

Example: While on the Actuals Drilldown Report, return to GSU Reports and select another report.

Favorites~ | Main Menu -( > GSU ~ > GSU Reports ~ > Actuals Drilldown Report )

ORACLE All  ~| Search

Actuals Drilldown Report

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

3. Search:

Advanced Search

Find menu options, purchase orders, and requisitions without having to navigate through the system. There are two

options for searching: All and Menu.

A. Menu search: Access menu choices without having to navigate. Select Menu and enter search term.

Example: To reach the Actuals Drilldown Report, select Menu and enter “actuals” in the search box. Select the

link to be taken directly to the report.

Favorites ~ > "actuals”

Cr.’lenu | actuals

Search Results for "actuals™

Main Menu -

ORACLE

Enter Search

3 results matched your search criteria

Actuals Drilldown Report

ast Upaated Date: 20T5-0U5-06 13:28:47
< Actuals Drilldown Report (Projects and Speedtypes)
SelectLink  ;ication: pS FSCM - Fin, Supply Chain

Filter by

Menu Folder
GSU (2)
Commitment Control (1)

) Advanced Search

B. All: Search the system for purchase
orders, journals, and vouchers using name of




requestor, vendor or entering PO#. Select All and enter search term.

Example: Selecting All and entering an employee’s name will bring up all records in Spectrum associated with

the person.

Favorites ~ Main Menu ~ > "Christina Stark" ORACLE All ~| Christina Stark > | Advanced Search
. Search Results for "Christina Stark™
ORACLE CAII ~| Christina Stark DAdvanced Search
k Purchase Orders[X] | Clear Al Filters
Search Results for "Christina Stark” Enter Search Fifter by
11 results matched your search criteria

Filter by

Categol
11 results matched your search criteria @
elect Purchase
Category urchase Order - GSUFS | PM00100318) Business Unit Orders for Filters
Purchase Orders (11) Las ated Date: 2015-04-25 22 GSUFS (1)

. Supplier: Stark,Christina | Date: 2012-05-30 | Status: Complete
Selef:t Link f?l' | PO Reference: IREID | Hold From Processing: N
more information

Purchase Order Date
2014 (5)
2013 (4)

C. Filters: Filters are available on the left side of the page to limit search results.

Purchase Order - GSUFS | PM00100318

Last Updated Date: 2015-04-25 18:58:22

Supplier: Stark,Christina | Date: 2012-05-30 | Status: Complete |
| PO Reference: IREID | Hold From Processing: N

Purchase Order - GSUFS | PM00123445

Last Updated Date: 2015-04-25 18:58:22

Supplier: Stark,Christina | Date: 2012-11-07 | Status: Complete |
Buyer | PO Reference: IREID | Hold From Processing: N

Example: In the picture above, selecting Purchase Orders on the left will expand to additional filters on search

results.

4. Favorites:

Favorites provides two easy ways to return to a desired location.

A. Add to Favorites: While on the desired page, select Favorites (top left) and then Add to Favorites.

Main Menu~ > GSU ~ > GSU Reports ~ > Actuals Drilldown Report

( Recently Used ristina Stark
|=]  Actuals Drilldown Report
=] Edit Favorites
| [E Cchristina Stark purchase order
£ [2] Actuals Drilldown Report e fields blank for a list of all values
=] GSU Workcenter
My Favorites

& Qaddto Favorites

I Edit Favorites

Search by: Run Control ID begins with

B. Recently Used- Automatically saves the last 5 pages to easily return to previous work.
Select Favorites (top left) and then Recently Used.

Favorites ~ Main Menu~ > GSU ~ > GSU Reports ~ > Actuals Drilldown Report

Recently Used ristina Stark

Actuals Drilldown Report

Edit Favorites

Christina Stark purchase order

Actuals Drilldown Report e fields blank for a list of all values.
GSU Workcenter

0 [ 6 6

My Favorites
[#  addtoFavorites

& EditFavorites

Search by: Run Control ID begins with

5. My Personalization:

Provides customizable options for viewing and navigating.
Select Main Menu > My Personalization > Navigation Personalization

Example: To view Menu in alphabetical order, select Main Menu > My Personalization > Navigation Personalization>
Drop Down Menu Sort Order and choose Ascending or Descending for drop down menu sort order.

Workcenter




Workcenter is a new feature in Spectrum 9.2 that provides access to some of the mostly commonly used features in one
place. Workcenter will be delivered with queries, reports and links that are commonly used but can be easily customized
to fit individual needs.

GSU Workcenter 0 «

Q Links c ov

< Links

t1 1t

1t T

Budgets Overview

Ledager Inquiry

Review PO Information
Review Voucher Information
Panthermart

GSU Dashboard

B8 Queries s ov

< Queries

h bbb hh

Speedtype Lookup

PO’s by Speedtype

Vouchers's by Speedtype

Dept Balances (by Speedtype)

Dept Balances (by Chartfields)

Proj Balances (by Speedtype)

Proj Balances (by Chartfields)

Requisition Summary (by
peedtype)

GSU Dashboard

Dept Balances (by Speedtype)

Year Fund Dept Class Program Account Descr

2015 10500 798720000 11000 16300  NSPO0O Oper Supplies & Ex-BudgetOnly 215000 4183422 15806385 1420193

Recent Requisition Summary

ReqID Supplier

61073832 STAPLES CONTRACT & COMMERCIAL, INC.
59746661 STAPLES CONTRACT & COMMERCIAL, INC.
58130368 STAPLES CONTRACT & COMMERCIAL, INC.
57899034 RIDECELL Inc

57891737 RIDECELL Inc

57679860 CONTEMPORARY SERVICES CORPORATION
57679455 CONTEMPORARY SERVICES CORPORATION
56365651 STAPLES CONTRACT & COMMERCIAL, INC.
56023860 Dell Marketing Corporation

55191553 STAPLES CONTRACT & COMMERCIAL, INC.
Full Query Results

C ov | Free Balances Chart (Dept)

Budget Encumbrances Expenditures Free Balance 1,200€

1000k | A P =
c ov
Sum Amount Sub Date Time 800K
71.04 2015-04-16-10.33.44.000000
6248 2015-03-09-16.11.58.000000| | gook
14374 2015-01-21-15.07.52.000000 ‘
11800 2015-01-21-11.25.03.000000 400K |
11800 2015-01-14-12.38.16.000000 ‘
100000 2015-01-08-15.46.22.000000 200€
100000 2015-01-08-09.28.17.000000 ‘
5549 2014-11-17-16.34.02.000000 oK 1
57.84 2014-11-06-15.14.29.000000 NEQO00 NSP00O NTRO0O PLG00O PLMO0O PSS000
117.05 2014-10-14-10.01.06.000000 [ Budget [ Free Balance

Full Query Results
Report List

Database Name ALL v Report Manager

Report Name Report Description Folder Name Creation Date And Time

GSUGAC11 Actuals Drildown Report GENERAL 07/01/2015 12:23PM EDT

- How to access and navigate Workcenter
* Access: Select Main Menu > GSU > GSU Workcenter

Favorites vJyvmin Menu ~
Step Search Menu:

ORACL ® >
-
GSU
Step 27 —— 3 Grants Projects
8 eProcurement B GSURepots
& Grants U GSU Workcenter
(3 Real Estate Management ’ Step 3

* Layout: The left side of the Workcenter has links to queries, reports, and other information. The right side
will open the selected page.
In the example below, Budgets Overview link was selected and opened on the right side of the page.

* Customize: Additional links to websites, queries, and reports can be added to

ORACLE" All ~| Search » | Advanced Search
GSU Workcenter o«
Budgets Overview
@y Links s ov 9
Enter any information you have and click Search. Leave fields blank for a list of all values.
< Links
T Budgets Overview‘ Find an Existing Value || Add aNew Value
D Ledger Inquiry Select
=] Rev!ew PO Information . link Search Criteria
5 Review Voucher Information
o Panthermart
5 GSU Dashboard

Inquiry Name: pegins with ~ |

Search Clear |Basic Search [@¥ Save Search Criteria )
Q Links o] @

< Links

the GSU Workcenter, by selecting the drop down on the top right of each box. = sudgets oveniew A4 Links
For more information, please see the customize Workcenter training guide on P Letdger auey
the Spectrum website.

0 Review PO Information

Dashboard




The Dashboard is a summary page inside the Workcenter that can provide quick information about speedtypes, budgets,

and purchases. The desired speedtype and budget will need to be set up.

GSU Dashboard

Dept Balances (by Speedtype)

Year Fund Dept Class Program Account Descr
2015 10500 798720000 11000 16300

Recent Requisition Summary

Req D Supplier

61073832 STAPLES CONTRACT & COMMERCIAL, INC.
59746661 STAPLES CONTRACT & COMMERCIAL, INC.
58130368 STAPLES CONTRACT & COMMERCIAL, INC.
57899034 RIDECELL Inc

57891737 RIDECELL Inc

57679860 CONTEMPORARY SERVICES CORPORATION
57679455 CONTEMPORARY SERVICES CORPORATION
56355651 STAPLES CONTRACT & COMMERCIAL, INC.
56023860 Dell Marketing Corporation

55191553 STAPLES CONTRACT & COMMERCIAL, INC.

Full Query Results

NSP000 Oper Supplies & Ex-Budget Only

~
<

ov

Budget Encumbrances Expenditures Free Balance

215000 4183422  158963.85 14201.93
c ov
Sum Amount Sub Date Time
71.04 2015-04-16-10.33.44.000000
6248 2015-03-09-16.11.58.000000
14374 2015-01-21-15.07.52.000000
11800 2015-01-21-11.25.03.000000
11800 2015-01-14-12.38.16.000000
100000 2015-01-08-15.46.22.000000
100000 2015-01-08-09.28.17.000000
565.49 2014-11-17-16.34.02.000000
57.84 2014-11-06-15.14.29.000000
117.05 2014-10-14-10.01.06.000000

Free Balances Chart (Dept)

1,200K
1,000K
800K
600K
400K

200K

NEQOO0O NSP000 NTRO0O PLGO0O PLMO000 PSS000

W Budget W Free Balance

Full Query Results

Report List
Database Name ALL v Report Manager
Report Name Report Description Folder Name Creation Date And Time
GSUGAC11 Actuals Drildown Report GENERAL 07/0172015 12:23PM EDT

Description of each section

speedtype.
provides links to more

How to set up dashboard

information about each requisition.

Report List- Provides a list of recently run reports.

Department Balances- Provides an overview of the expenditures and available balance of a selected

Free Balances Chart- Provides a graphical view of a department’s available funds for each budget account.
Recent Requisition Summary- Provides a brief list of recent requisitions for a chosen speedtype. It also

In order to use the dashboard, there is a onetime set up of the Department Balance, Free Balances Chart,
and Recent Requisition Summary sections with the desired speedtype.

Step 1: Select the dropdown at the top right corner of the section and select Personalize.

Free Balances Chart (Dept)

1,200

1,000k

800K

600K

400K

200K

oK
NEQO0O

Step 2: Enter desired speedtype an

NSP00O NTRO0O PLG00O PLM00O PS5000

d year and select Save.

Step 1521

Minimize

Remove

Personalize Free Balances Chart (Dept)

Select from the available option(s) to personalize the display of this pagelet

*SpeedType VPFAT
Year 2015

Reset to Defaults

Save Return to Home

——




New Queries in Workcenter

1. Speedtype Lookup: Search for speedtype and associated information.
GSU_PER_SPEEDTYPE - Speedtype Lookup

SpeedType Key:

Account: @
Department: 612% @,
Fund Code: @,
Class Field: Q
Program Code: @,
Project ID:

[

Description:

View Results

Download results in : Excel SpreadSheet CSV TextFile XMLFile (7 kb)

View All

SpeedType Description Account Department Fund Code Class Field Program Code
1 ALMD Allocation Management Dept 612100000 10000 11000 16200
2 ALMDT Allocation Man Dept - Tuition 612100000 10500 11000 16200

2. POs by Speedtype: Search for purchase orders associated with a speedtype.

GSU_PER_PO_SUMMARY - PO's by Speedtype

SpeedType: PANTHERBUL
Budget Reference:

Display Open Only (Y/N)?2:

View Results

Download results in : Excel SpreadShest CSVTextFile XMLFile (20 kb)

. Select link for more
viewal information about PO
SpeedType PO No. Total for Speedtype Status PO Date PO Ref PO Type
1 PANTHERBUD 32920 C 08/14/2012 SWC90814-01/CSTARK1 Dell Marketing Corporation
2 PANTHERBUD PM00108704 2760 C 0812412012 99999-SPD-SPD0000065-0002/CSTA

OFFICE MAX CONTRACT

Note: Select the purchase order link to view information associated with the Purchase Order.

3. Vouchers by Speedtype: Search for vouchers associated with a speedtype

GSU_PER_VOUCHER_SUMMARY - Vouchers's by Speedtype

SpeedType: PANTHERBUL
Budget Reference:

View Results

Download results in : Excel SpreadSheet CSV TextFile XMLFile (22 Kb)

View All Select link for more
information about Voucher
SpeedType Voucher Total for Speedtype Date
1 PANTHERBUD 32.920 08/14/2012 Dell Marketing Corporation
2 PANTHERBUD P0008190 2760 08/27/2012 OFFICE MAX CONTRACT
3 PANTHERBUD P0009046 15.550 08/31/2012 WW GRAINGER INC.

Note: Select voucher link to view additional information associated with voucher.

4. Dept Balances (by Speedtype) & Project Balances (by Speedtype): Use these two queries to view budget
information for a department or project speedtype.
GSU_PER_FB_DEPTS_ST - Dept Balances (by Speedtype)

SpeedType: |PANTHERBUI
Year.

View Results

Download results in :  Excel SpreadSheet CSVTextFile XHLFile (1 kb)

View All First §) 1-30f3 ) Last
Year Fund Dept Class Program Account Descr Budget Encumbrances Expenditures Free Balance
1 2013 10500 798720000 11000 16300 NSP000 Oper Supplies & Ex-Budget Only 200000.000 12050.600 174754.190 13195.210




Dept Balances (by Chartfield) & Proj Balances (by Chartfield): Use these two queries to view budget

information for a department or project using chartfield information.
GSU_PER_FB_DEPTS_CF - Dept Balances (by Chartfields)

Year: 2013
Fund: 10500
Dept: 798720000
Class: 11000
Program: [16300

View Results

Download results in : Excel SpreadSheet CSVTextFile XMLFile (1Kkb)

View All First g, 1-10f 1)) Las
Year Fund Dept Class Program Account Descr Budget Encumbrances Expenditures Free Balance
1 2013 10500 798720000 11000 16300 NSP000 Oper Supplies & Ex-Budget Only 200000.000 12050.600 174754190 13195210

Requisition Summary (by Speedtype): Find requisitions for a designated speedtype.

GSU_REQUISITIONS

SpeedType: [PANTHERBUL

View Results

Download results in :  Excel SpreadSheet CSV TextFile XMLFile (12 kb)
view A1 Select requistion link for more

information
Req D Supplier Requisition Total ]
1 61073832 STAPLES CONTRACT & COMMERCIAL, INC. 71.04 04/16/2015 10:33:44AM
2 59746661 STAPLES CONTRACT & COMMERCIAL, INC. 62.48 03/09/2015 4:11:58PM

Note: Select requisition link to be taken to Panthermart to view more information about requisition.




Workflow

The creation and approval process for Journals, POs, and Vouchers in Spectrum has not changed, but additional features
have been added to make processing and checking document status easier.

Similarities Vouchers, POs and Journals:

1. Vouchers, purchase orders, and journals will be created the same way they were in 8.9. Once one is created an
email will be sent to the approver. The approver accesses the approval page and selects approve, deny, or hold.

2. The workflow levels will be the same (Example Journal created > Department approver 1 > Department
approver 2).

3. Worklist is still available as it was in version 8.9.
Changes for Vouchers, POs and Journals:

1. Email- Once the voucher, purchase order or journal has been created an email will be sent to the approver. The
email now provides more information about what has been created and a link that will take the approver
directly to the document after log in.

Thu 7/23/2015 11:03 AM
mbell@gsu.edu
Approval is Requested for Journal ID "1000592639" Business Unit "GSUFS”

To Christy Stark

A journal has been entered that requires your attention.

Business Unit: GSUFS
Journal ID: 1000592639
Journal Date: 2015-07-23

Line Business Unit: GSUFS
You can navigate directly to the journal entry page by clicking the link below.

https://www.f92ga.spectrum.gsu.edu/psp/F92QA/EMPLOYEE/ERP/c/PROCESS JOURNALS.JOURNAL APPROVAL.GBL?
Page=JOURNAL APPROVAL&Action=U&BUSINESS UNIT=GSUFS&OURNAL ID=10005526398& OURNAL DATE=2015-07-23&BUSINESS UNIT LN=GSUFS

2. Approval page- More information about the voucher, purchase order, or journal is on the approval page.
3. Status of PO- The approval history stays with the voucher, purchase order, or journal. The visual picture of the
approval is now vertical instead of horizontal.
GL Journal Approval

Business Unit GSUFS

Journal ID 1000592639 Aliactiments:0)
Journal Date 07/23/2015 Goto Journal Entry Page
Line Unit GSUFS Status Pending
Ledger Group ACTUALS Debits $10.00
Adjusting Entry N Credits $10.00
Fiscal Year 2016 Description Test for Christy email approva
Period 1 Requester MBELL

Department or Project Approval

~ A . - G i
Unit GSUF'S, ID 1000592639, Date 2015-07-23, Line Unit GSUFS:Pending gg;;y,g'fwepg‘;,?mems
Department Approval
Pending Not Routed Skipped Not Routed
Stark,Christina . Stark,Christina Y o1 No approvers found | _ [ =. Multiple Approvers |
C GSU GL Dept Approver 1 > & GSU GL Dept Approver 2 7| = GSUGLAS Post > @ Error Step #
Comments

To add comments to the journal’s approval process, enter them below and click any one of the four approval action buttons underneath the comments.
Then the comments can be viewed from the Approval Flow Graphic Display above

&
&

Approve Deny Hold S Add Comments

——

]
0 |



