What is Advantage Financial 3.87?

The Advantage Financial 3.8 system went live on TUESDAY, NOVEMBER 13, 2012 in Westchester
County government.

AMS Advantage Financial is a complete financial management system specifically designed to
support the functions performed by local governments, state governments, school districts, and
higher education institutions.

In addition to the standard accounting functions of accounts payable, accounts receivable, and
general ledger, AMS Advantage Financial also performs the specialized functions of encumbrance
control, fund accounting, grants and project management.

Using data provided by users, AMS Advantage Financial maintains a financial database that canbe
used to produce a variety of detail and summary level information reports.

AMS Advantage Financial uses an approach to financial management that lets users control
financial resources while being responsive to the challenges of modern public finance.

AMS Advantage Financial incorporates a variety of business functions , such as budgeting, general
and cost accounting, accounts payable, and accounts receivable, resulting in a single, integrated
system that addresses the key financial management processes that an entity needs.

Business Areas and Business Functions

Business Areas

The business areas available with AMS Advantage® Financial are:

« Chart of Accounts - Identifies and classifies all financial data stored in AMS Advantage Financial,
ensuring that all types of financial transactions (for example, budgeting, accounting, and those
for optional products such as fixed assets) use the same set of valid codes

 Budgeting - Allows for the tracking and control of budgeted expenditures and revenues using
flexible budget structures and controls to support a wide range of public sector budgetary
business requirements.

« General Accounting - Enables the entering of accounting documents into AMS Advantage
Financial, processing those documents to update the journals and ledgers, customizing ledger
inquiries to meet informational needs, and setting account and fund balance controls.

« Cost Accounting - Tracks accounting events that areassociated with a special purpose, such as
a project or grant

< Accounts Payable - Records and disburses payment for purchases of goods or services

« Accounts Receivable - Handles the billing and collection of money owed to an entity

 Travel Accounting - Records travel-related expenses and disburses payments to employees
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AMS Advantage® Financial — Getting Started User Guide

This document contains information proprietary to CGI Technologies and Solutions Inc.
Unauthorized reproduction or disclosure of this information in whole or in part is prohibited.

The AMS Advantage® Financial suite of products (AMS Advantage® Financial, AMS
Advantage® Procurement, AMS Advantage® Fixed Assets, AMS Advantage® Inventory, and
AMS Advantage® Treasury Accounting), AMS Advantage® Administration, and AMS
Advantage® HR are trademarks of CGI Technologies and Solutions Inc.

Due to the nature of this material, numerous hardware and software products are mentioned by
name. In most, if not all, cases, the companies that manufacture the products claim these
product names as trademarks. It is not our intention to claim these names or trademarks as our
own.

Copyright © 2001, 2009, CGI Technologies and Solutions Inc. All Rights Reserved.
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Overview

AMS Advantage Financial is a complete financial management system specifically designed to
support the functions performed by local governments, state governments, school districts, and
higher education institutions. In addition to the standard accounting functions of accounts
payable, accounts receivable, and general ledger, AMS Advantage Financial also performs the
specialized functions of encumbrance control, fund accounting, grants and project management.
Using data provided by users, AMS Advantage Financial maintains a financial database that can
be used to produce a variety of detail and summary level information.

AMS Advantage Financial uses an approach to financial management that lets users control
financial resources while being responsive to the challenges of modern public finance.

AMS Advantage Financial incorporates a variety of business functions, such as budgeting,
general and cost accounting, accounts payable, and accounts receivable, resulting in a single,
integrated system that addresses the key financial management processes that an entity needs.

AMS Advantage uses a Web interface to display the following different types of application
pages:

o Documents — Used to record financial events (for example, a Journal Voucher).
Documents are viewed and maintained through the Document Catalog, which displays
recent activity for documents and provides access to all documents in the system. Please
refer to the Documents User Guide for more information.

¢ Inquiries — Used to display summary and detailed information from system-maintained
tables. These pages are for viewing and generally cannot be used to modify data (for
example, Receivable by Status inquiry). Please refer to the Page/Table User Guide for
more information.

o Reference Tables — User-maintained tables that can be updated by users who have
appropriate security authorization, and system-maintained tables that are updated by the
system through document updates or offline processes. Please refer to the Page/Table
User Guide for more information.

Understanding the above distinctions is important because it makes it easier for you to search for
a particular type of page.

The Getting Started User Guide provides information on the features of AMS Advantage that are
not specific to documents, tables, or inquiries.

3.8 Release CGI Technologies and Solutions Inc. Proprietary and Confidential Page 1



AMS Advantage® Financial — Getting Started User Guide

Home Page Navigation

The AMS Advantage Home Page is the first page you see after you log on to the system. Below
is the default Home Page, but you can personalize this page so that you view your own Home
Page instead. Refer to the "Define Your Home Page" section for instructions You can return to
this page from any other page in the system by selecting the Home icon.

The Home Page illustrates the two major navigation areas available with AMS Advantage: 1) the
Primary Navigation Panel and 2) the Secondary Navigation Panel. Both of these panels are
described below.

m“NM &DVANTAGE ﬁ.ﬂ @ Home: &1‘? Personalize @ Accessibility lg App Help f’ About @

Procurement Budgeting Accounts R e Accournts Payable

af38d1 (lindb13) DB2

Message Center

Search

[ igati - —
i { Secondary Navigation Panel Primary Navigation Panel

Favorites

Administration

Advantage ADM

3.8 Fin DB2

Primary Navigation Panel
This panel contains icons and links that enable you to:

e Jump to - Allows you to quickly navigate to most pages in AMS Advantage by entering
the Page Code. If you enter the Page Code for a table or inquiry, then you are taken
directly to that table or inquiry. If you enter the Page Code for a document, then you are
taken to the Document Catalog. Refer to the "Jump to Action" section for more
information.

e Home - This link returns you to your Home Page. Refer to the "Home Page Windows"
section for modifying your Home Page.

e Personalize - This link opens the Personalization window. From the Personalization
window you can modify your Workspaces, Home Page, and your Favorites.

e Accessibility - This link opens the online help system in a format that is 508 and W3C
Compliant. Refer to the "Accessibility" section under "About this Help" for more
information on Accessibility features in AMS Advantage.

e App Help - This link opens the online help system. Refer to the "Help Overview" section
under "About this Help" for information on the online help system.

e About - Provides version information about the AMS Advantage software.

e Logout - This link logs you out of AMS Advantage. You are returned to the AMS
Advantage Login page. Refer to the "Log In and Log Out" section for more information.

e Access the Workspaces - Workspace links allow you to navigate to the Workspaces
that have been established for your user id. Refer to the "Workspace Pages" section for
more information.

Secondary Navigation Panel

3.8 Release CGI Technologies and Solutions Inc. Proprietary and Confidential Page 2



AMS Advantage® Financial — Getting Started User Guide

Unlike the primary navigation panel's icons and links, which remain static, the menus that appear
in the secondary navigation panel change, depending on what type of page you are on. For most
pages (for example, the Home Page, table pages, inquiry pages, and search pages), you see
menus in this panel that enable you to access the following:

Message Center - Allows you to check your email, view system messages, access your
worklist, and view Forms. Refer to the following sections for more information: AMS
Advantage Email, Alerts, Broadcasts, Worklist, and Forms.

Search - Allows you to access various search pages:

Page Search - Allows you to search for documents, tables, and inquiries. Refer to the
Page/Table User Guide for more information.

Document Catalog - Allows you to search for and create documents. Refer to the
Documents User Guide for more information.

Report Search - Allows you to search for and open any Report in AMS Advantage
Financial.

History - Allows you to return to previously accessed pages within an AMS Advantage
session. Refer to the "History" section for more information.

Favorites - Allows you to quickly access pages that you have added to your Favorites
list. Refer to the "Favorites" section for more information.

Administration - Based on site implementation, allows you to change your password
and password hint. Refer to the "Change Password Page" and "Change Password Hint
Page" sections for more information.

For most document pages, the Secondary Navigation Panel changes to a Document Navigator
that allows you to navigate through the document. For multi-table pages, the Secondary
Navigation Panel allows you to navigate within the multi-table page. For the pages used to
personalize AMS Advantage Financial, the Secondary Navigation Panel allows you to maintain
your workspaces, home page, favorites listing, and/or a list of links to items that you can
personalize.

3.8 Release CGI Technologies and Solutions Inc. Proprietary and Confidential Page 3



AMS Advantage® Financial — Getting Started User Guide

Jump to Action

The Jump to action in the Primary Navigation Panel enables you to navigate between pages
within the AMS Advantage application, while retaining relevant information on the previously
viewed pages. This navigation tool allows you to perform searches, make updates, or add new
entries to a page. Click back or close to return to previously viewed pages, while retaining the
original data on the page.

To navigate to a specific page within the system, locate the Jump to action, which is accessible
from all pages within the application. (Note: You cannot use the Jump to action from within a
Pick List window. You will have to close the Pick List window and then use the Jump to action to
go to the desired page.) Enter the Page Code and select Go. By selecting the Pick icon as
opposed to entering a Page Code, you may search by page description as well as by Page Code.
When the user selects a page from the Page Search pick list page, that window closes and the
selected page code is populated in the Jump to field.

To navigate or “leaf” through multiple pages in the application, enter in the new page code in the
Jump to field. There is no limit on the number of pages that can be ‘leafed to’; however, the
system retains only the number of pages indicated in the ADV30Params.ini file as set up by your
System Administrator. An example is provided below.

ADV30Params.ini file settings:
e MaxDpndTranAlwdBeforeLRUExp=5
e StartupShowGlobalNav=true

(Note: The first one sets the number of pages in memory at a time. The second one switches the
Jump to functionality on and off.)

If the above settings exist for your ADV30Params.ini file, then the system will store the past four
pages, plus the current page in memory (for a total of 5 pages). Once you navigate to a sixth
page, the first page you visited will be dropped.

If you have ‘leafed’ to a Document, select Close from the secondary navigation panel to return to
the prior page. If you have ‘leafed’ to a Reference page, select Back to return to the prior page.

Related Topic(s):

¢ Home Page Navigation
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Home Page Windows

Use the Home Page Windows page to create or modify the listing of pages that you want to
appear on your Home Page. Home Page Windows is accessed by selecting Personalize from
the Primary Navigation Panel. Once the Personalization window appears, select Home Page
from the Secondary Navigation Panel.

Workspaces Home Page Windows

Home Page

Favorites

HemeDcsertion LRE Click to select an Advantage

page as your Home Page.

+ WHLDB My Woarkload

Click to select an external
web site as your Home Page.

Delete  Copy Paste  Top Up Dowwn Bottom

Enter the URL for

the efdernal web URL: [ 5[ (AMS ADVANTAGE assumes no respensisiity for the behavior of
site here A | external web sites)

ADVANTAGE Page :

You can add one Advantage page as your Home Page (as shown in the above screen shot). Or
you can add multiple external web sites. Note: If you have selected an Advantage page for your
Home Page, then no other page (internal or external) can be added.

Refer to the following Common Business Task for detailed instructions on defining your home
page:

e Define Your Home Page
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Workspace Pages

Within AMS Advantage there are two series of pages related to workspaces: The first set of
pages enables you to define your workspaces, business areas, business functions, and business
function items. The second set is the series of pages you or your site has set up for you to access
within your workspace(s). The pages illustrated below are for customized, personal workspaces;
however the concepts are the same for the workspaces that sites create for users.

To access the pages below, select Personalize from the Primary Navigation Panel. Once the
Personalization window appears, select Workspaces from the Secondary Navigation Panel.

Defining a Workspace Page

Using the page illustrated below, you can rearrange, remove, and insert the shortcuts
(workspaces) you use. If your site has not already set up workspaces for you, you must add your
workspace(s) before you can use this functionality. Note that changes you make to your
workspaces do not take effect until you have logged out and then logged back on. For detailed
instructions on managing workspaces, please refer to the “Manage Workspaces” section in this
user guide.

[ Workspaces In-Use Workspaces
E Procurement

B Workload Management

B Workload Inguities Hame Description Default Hame Default Description
by VWiorkload
« Procuremert Procurement
Procurements |
Manage
‘Workload Setup Budgeting Budgeting
Bludgeting
Accournts Receivahls Accourts Receivable Accourts Receivable
Accounts Payable
Home Page
q Accounts Payable Accounts Payable
Favorites

Copy Paszte Inzert Delete Remove  Top Up Dowwn Bottom

‘fﬁ___ Active workspaces that appear in
your Primary Navigation Panel

b System Workspaces

P Workgroup Workspaces

e Unused Workspaces - The workspaces listed here are currently inactive (that is, they do
not appear in the primary navigation bar); however, they are available for use through this
page and you can add them to the In-Use area at any time.

e System Workspaces and Workgroup Workspaces - These two areas hold site specific
workspaces, one for the workspaces defined for the System Workgroup and one for the
workspaces defined for the workgroup(s) of which you are a member.

e Workspace Hierarchy - The Workspace hierarchy is provided below. The examples
provided are taken from the above screen shot as shown in the Secondary Navigation
Panel.

3.8 Release CGI Technologies and Solutions Inc. Proprietary and Confidential Page 6



AMS Advantage® Financial — Getting Started User Guide

Workspace (Procurement)
Business Area (Workload Management)

Business Function (Workload Inquiries)

A w0 dp PR

Business Function Items (My Workload and Procurements | Manage)

Once you have added workspaces, you must log out and then log on again to view the
workspaces you have added. You can access them from the Primary Navigation Panel (for
example, "Procurement" is a workspace in the page below). Once you access the workspace
page (illustrated below), you need to navigate the workspace hierarchy to reach the individual
page (called Business Function Item).

! Procurement © Budgeting | Accounts Receivable Accourts Payable
Procurement Workload Management
Save All
Close This workspace is for pages within YWorkload Management.

¥ Workload Inguiries
Workload Management .

Thiz Buziness Function is for inguiries used within Workload Management.

My Wiorkload
Workload Setup Frocuremerts | Manage

Worklosd Inguiries

b Workload Setup

| Tables used to set up worklosd.

Use either the Secondary Navigation Panel or the Expand and Collapse icons on the Workspace
page to navigate through the workspace hierarchy.

Refer to the following Common Business Tasks for detailed instructions:

e Add an Existing Workspace

e Add a Custom Workspace

e Create a Business Area

e Create a Business Function

e Create a Business Function Item
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Favorites

The Favorites List enables you to navigate to specific AMS Advantage pages that you have
selected. (This function is similar to the favorites or bookmark functions in your Web browser.)

Open the page that you want added to your Favorites list. Right click on the page, or click on the
Menu link to bring up the pop-up menu shown in the below screen shot.

Commodity
Pop-Up Menu Marn: Back
Commodity Hame Active
Showy Dezcription
~ 295 Office Supplies - Paper Yes
FPage Help
5550101 Office Supplies - Computer Paper Yes
Print Page
55501 010000001 Computer Paper - Regular Yes
Multi Sort
55501 010000002 Computer Paper - 3-Hole Punch  Yes
First Prev Next Last Add To Pavorites

Save Undo Delete Inzedt Copy Paste  Search &b

b General Information

b General Options

b Specificationsinstructions

b Assignments

Top
+ Commodity Ohiject F Commodity Fixed Aszet Threshaold

Click Add to Favorites. This displays the following pop-up window, which allows you to enter the
name for the page that you are adding to your Favorites list. After selecting OK, an information
message is displayed indicating that the page has been added to your Favorites list.

The page at http:/ /winadys13 says: il

| %» . Enter a name for this Favorite:

Ik Cancel

The name entered in the above window displays under Favorites, which is accessed from the
Secondary Navigation Panel (shown in the following screen shot).
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af3&d1 (lindb13) DE2

#

Message Center

Search

B #H

History

[=] Favorites

Commodity (COM) table

Administration
Advantage ADM

3.8 Fin DB2

You can modify your Favorites list from within Personalization. Select Personalize from the
Primary Navigation Panel. Once the Personalization window appears, select Favorites from the
Secondary Navigation Panel. You can remove Favorites by selecting Delete. You can modify the

name of a Favorite that you have added.

Workspaces Favorites

Home Page

= Favorites

Commadity (COMM) table Hame

»  Commodity (COk) table
Commodity Setup Tables

Commodity Setup Tables

Folder

-
2

Copy Pacs‘lelhseri Folder &l&ie

Top Up Down Bottom

Note: You can add folders to your Favorites listing; however, you cannot organize your favorites

into folders at this time.

Refer to the following Common Business Tasks for detailed instructions:

e Add a page to Favorites

e Modify a Favorites Name

e Delete a page from Favorites
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AMS Advantage Email

The email function in AMS Advantage is used as a standard email messaging system, but also as
part of the workflow system. You can communicate with outside entities, such as external
vendors or agencies using the email function. In addition, you can send an email to notify other
users and groups of certain workflow tasks, or to manually route specific AMS Advantage
documents and tables around to other users and groups.

The Email functionality within AMS Advantage is accessed through the Message Center on the
Secondary Navigation Panel. Under Inbox two options are provided:

e Compose - Allows you to compose and send new email messages.

af38d1 (lindb13) DB2 Compose Email Message
= Message Center
= Inkox < It
Compose To: L
Inbox ee
Subject :
Alerts
Message :
Broadcasts
Wiorklist
Faorms
Search
History
Favorites i

Administration

H

Advantage ADM

3.8 Fin DB2

e To - Avalid email address must be entered in the To field. Select the pick list to search
for an email address.

e cc - You can optionally indicate an email address in the cc field.
e Subject - This field allows you to enter a brief description about the email.
e Message - enter the text to be sent in the email in the Message field.

Select Send Message to send the message to the indicated email address(es).

e Inbox - Allows you to view a list of all emails, read the emails, reply to the emails and
delete the emails.
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Alerts

Alerts are messages targeted at specific users or groups. Users are notified of new Alerts via a
pop-up window when they log into the application and at preset intervals while actively online.
The Active Alert Interval (ACTIVE_ALERT_INTERVAL) parameter on the Application
Parameters (APPCTRL) table, set up by System Administrators, indicates the number of minutes
that should elapse before an Active Alert check looks for new messages.

o If only new Alerts are found for the user, then the following message appears: “You have
new alert message(s)! Click OK to view the message(s) or Cancel to return to current

page.”

¢ If new Alerts and new Broadcast messages are found for the user, then the following
message appears: “You have new alert and broadcast message(s)! Click OK to view the
messages or Cancel to return to current page.”

The default action for both pop-up windows is OK. If you manually close the window, then Cancel
is assumed. You will need to manually check the new messages later by navigating to Message
Center > Alerts from the Secondary Navigation Panel. If the listing of Alerts is too long to be
displayed in its entirety, use the navigational links (that is, First, Prev, Next, and Last) to move
through the listing. To delete an alert, select the Delete link.

If you select the OK button from the “new message” pop-up window, then you are taken to the
New Alert Broadcast (ACTVALRT) page. The New Alert Broadcast page displays new
alerts/broadcasts that are available to the user in their Advantage Message Center. An
alert/broadcast message is considered new if the user has not viewed the alert or broadcast
message through the Message Center, or was not previously notified via the “new message” pop-
up window. The New Alert Broadcast page displays the new alerts/broadcast messages in a grid
format, sorted by date and time with the most recent message first. The Message Type indicates
whether the line being displayed is for an Alert or for a Broadcast message. You can click on the
Back link to return to the previous page that you were viewing in the application. If the listing of
Alerts/Broadcast messages is too long to be displayed in its entirety, use the navigational links
(that is, First, Prev, Next, and Last) to move through the listing. The New Alert Broadcast
(ACTVALRT) page is only available via the pop-up window, you cannot use page search or the
Jump to action to access this page directly.

Special Notes on the “new message” pop-up window:

e |f the same user has multiple sessions open at the same time (for example, a user logs
into the application at different workstations at the same time), and the user receives a
new alert/broadcast — the user will only get the pop-up once by one of the sessions.

e |f a user has multiple sessions open at the same time it is possible that they will receive a
new alert/broadcast pop-up in one application while navigating to the Message Center in
another instance of the application. In this case they may be presented with an
alert/broadcast in the first application that they have just viewed in the second
application.

e The Active Alert Interval (ACTIVE_ALERT_INTERVAL) parameter on the Application
Parameter Control (APPCTRL) table defines the interval in minutes that is used to
determine how often to trigger the Active Alert check. The Active Alert Interval parameter
represents the number of minutes that should elapse before an Active Alert check should
look for new messages.

e The parameter value for this entry must have a positive integer value and is delivered
with a value of 1.
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o If this parameter entry is missing or contains invalid data the Active Alerts process will
assume a value of 1.

e |f a site decides that it does not want to take advantage of this enhancement they can set
the Active Alert Interval parameter value to 99999. The Active Alert Process will still be
triggered upon login to the system but will not be periodically triggered during the online
session.

e |tis important to note that the Active Alert check will not be automatically triggered as
soon as the interval has been satisfied. The process is instead triggered only when there
is a server request. Each time there is a server request and the interval has been
satisfied the Active Alert check is triggered. With that in mind this parameter actually
represents the minimum time in minutes between Active Alert checks for new
alert/broadcast message(s).

¢ Please note that updates to this parameter will not take effect until the application is
bounced.
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Broadcasts

Broadcast messages notify all users of system broadcast messages. You are notified by a “New
Broadcast” if there is a system broadcast message that needs to be viewed (for example, “AMS
Advantage Financial will be coming down for maintenance at 6:00pm. All users must log out of
the system by 6:00pm.”) You are notified of new Broadcasts via a pop-up window at login and at
preset intervals during an active online session. The Active Alert Interval
(ACTIVE_ALERT_INTERVAL) parameter on the Application Parameters (APPCTRL) table, set
up by System Administrators, indicates the number of minutes that should elapse before an
Active Alert check looks for new messages.

o If only new Broadcasts are found, then the following message appears: “You have new
broadcast message(s)! Click OK to view the message(s) or Cancel to return to current

page.”

o If new Alerts and new Broadcast messages are found for the user, then the following
message appears: “You have new alert and broadcast message(s)! Click OK to view the
messages or Cancel to return to current page.”

The default action for both pop-up windows is OK. If you manually close the window, then
Cancel is assumed. You will need to manually check the new messages later by navigating to
Message Center > Broadcasts from the Secondary Navigation Panel. If the listing of Broadcast
messages is too long to be displayed in its entirety, use the navigational links (that is, First, Prev,
Next, and Last) to move through the listing. To delete a broadcast, select the Delete link.

If you select the OK button from the “new message” pop-up window, then you are taken to the
New Alert Broadcast (ACTVALRT) page. The New Alert Broadcast page displays new
alerts/broadcasts that are available to the user in their Advantage Message Center. An
alert/broadcast message is considered new if the user has not viewed the alert or broadcast
message through the Message Center, or was not previously notified via the “new message” pop-
up window. The New Alert Broadcast page displays the new alerts/broadcast messages in a grid
format, sorted by date and time with the most recent message first. The Message Type indicates
whether the line being displayed is for an Alert or for a Broadcast message. You can click on the
Back link to return to the previous page that you were viewing in the application. If the listing of
Alert/Broadcast messages is too long to be displayed in its entirety, use the navigational links
(that is, First, Prev, Next, and Last) to move through the listing. The New Alert Broadcast
(ACTVALRT) page is only available via the pop-up window, you cannot use page search or the
Jump to action to access this page directly.

Special Notes on the “new message” pop-up window:

e |f the same user has multiple sessions open at the same time (for example, a user logs
into the application at different workstations at the same time), and the user receives a
new alert/broadcast — the user will only get the popup once by one of the sessions.

¢ If a user has multiple sessions open at the same time it is possible that they will receive a
new alert/broadcast pop-up in one application while navigating to the Message Center in
another instance of the application. In this case they may be presented with an
alert/broadcast in the first application that they have just viewed in the second
application.

e The Active Alert Interval (ACTIVE_ALERT_INTERVAL) parameter on the Application
Parameter Control (APPCTRL) table defines the interval in minutes that is used to
determine how often to trigger the Active Alert check. The Active Alert Interval parameter
represents the number of minutes that should elapse before an Active Alert check should
look for new messages.
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e The parameter value for this entry must have a positive integer value and is delivered
with a value of 1.

e |f this parameter entry is missing or contains invalid data the Active Alerts process will
assume a value of 1.

e |f a site decides that it does not want to take advantage of this enhancement they can set
the Active Alert Interval parameter value to 99999. The Active Alert Process will still be
triggered upon login to the system but will not be periodically triggered during the online
session.

e |tis important to note that the Active Alert check will not be automatically triggered as
soon as the interval has been satisfied. The process is instead triggered only when there
is a server request. Each time there is a server request and the interval has been
satisfied the Active Alert check is triggered. With that in mind this parameter actually
represents the minimum time in minutes between Active Alert checks for new
alert/broadcast message(s).

e Please note that updates to this parameter will not take effect until the application is
bounced.
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Worklist

Worklist

A worklist is a listing of all documents assigned to you to work on or to any of the workflow roles
to which you belong. If document approval processing has been set up for your site, then you will
see documents in your user and approval role worklists. Documents requiring your approval will
be routed to your user worklist. In addition to your personal worklist, you will also be able to view
worklists for each approval role granted to you.

(‘- http:/fwinadvs13.ams.com/ - AMS Advantage - Windows Internet Explorer

M&DVANTAGE Jump to ﬁﬂ @ Home 6@ Personalize @Accesswmlrty E;—-\pp Help T About

Procurement Budgeting Accounts Receivable Accounts Payable

af38d1 (lindb13) DB2 Worklist
[} Message Center Action Meny |
B Inb:
D i Select Worklist:| wr 15 v
o Level :|WF 15
BOSTON1
Broadcasts Code : &
&
Worklist Dept:
Forms Dz
E=n Submitter ID =
History Browse Clear
Favorites
& Adi trati i
| ministration L« | Code Dept 1] Comments Cn?;tor Submilien Date Reason Message
Advantage ADM
4 D 4 GAX 010 WF-85 No =a sa B8M9/2008 2:21:44 AN Apply approval Document department code requires approval. Pleas
3.8 Fin DB2
" First Prev Next Last  Approve Reject Take Task Return Task  Refresh
Wenu Recall
< I b >
(3 € rtermet oo -

The worklist page, by default, opens displaying the work items for you. Your full name is
displayed in the Select Worklist field. If you are a member of any workflow roles, they are
displayed in the Select Worklist drop-down field values. Selecting a workflow role in the Select
Worklist field displays a role worklist, that is, all of the work units that have been assigned to the
role are displayed.

Topics available in this section:

e Searching the Worklist

e Valid Actions for Worklist

e Workflow Role Manager Worklist

Searching the Worklist

The worklist page allows for searching. You may search by:
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e Level — Search the worklist by approval levels. Approval levels may range from 0 to 15.

e Code — Search the worklist by Document Code. For example, you may search for PO
documents.

e Dept - Search the worklist by Department. All work units belonging to the entered
Department are displayed.

e ID — Search by Document Identifier.

e Submitted ID - Search by the User ID of the person that submitted the document.

Valid Actions for Worklist

You may select the Action Menu to display all possible actions that can be applied to the
documents. If an action is not valid for the selected document, then selecting that action results
in an error.

& hitp:/fwinadvs13.ams.com/ - AMS Advantage - Windows Internet Explorer |._HE\[Z|
- =
\ N A A = A
A MADVANTAGE G #[.60] | P tome P rersonalize § Accessbilty [ AppHelp . About
Procurement Budgeting Accounts Receivable Accounts Payable
af38d1 (lindb13) DB2 Worklist
E Message Center Approve "_‘J
E Inb
) s Select Worklist:| wr 15 v Unapprove
Alerts Level: - Reject
Broadcasts Code: ﬂ Reject Al
&
Worklist Dept: Reassign
. Take Task
Forms. ID:
. Return Task
Search Submitter ID =
g a Manual Route
. rowse Clear
Histary Bypass Approvale
Favorites Track VR[\k In Progress
E Administrati i L
C ministration Level Code Dept 1D Comments Cni;ior —Suhulvl;lt‘ler Date Reason Track Work In Progress
Advantage ADM —
4 [14 GAX 010 WF-85 No =a =a 8M9/2008 2:21:44 AN Apply approval Document department code reguires approval. Pleas
3.8 Fin DB2
" First Prev Mext Last  Approve Reject Take Task Return Task  Refresh
Menu Recall
< | >
http:f fwinadvs13, ams .comfwebappiaf 380wzfadvantage/Advantagejavascript % 7B 70 EE @ Internet Ho100% v

e Approve — This action applies your approval to the selected document(s). The approval
is applied to the currently assigned approval level. After the approval action has been
applied successfully, the document(s) will be removed from your worklist, and routed to
the next user or role worklist, if required. Approve action can be applied from inside the
document or from the worklist.

e Unapprove — This action will remove a previously applied approval from the selected
document. It allows you to “take back” your applied approvals. This action is applied to

3.8 Release CGI Technologies and Solutions Inc. Proprietary and Confidential Page 16




AMS Advantage® Financial — Getting Started User Guide

the currently assigned approval level. Unapprove action can be applied from inside the
document or from the worklist. You may apply an Unapprove action only on a document
on which a Reject action has occurred, as opposed to Reject, which can be applied on a
document at any approval level. Furthermore, Unapprove can only be applied on a
document when the routing Reason is to “Confirm or remove approval”.

e Reject — This action is used to indicate that you do not want to approve the currently
assigned approval level on the selected document. The document will then be routed
back to the approver that previously approved the document. The document could also
be routed back to the Draft phase if this is the first approval routing. A Reject action can
be applied at any approval level and by any approver, as opposed to Unapprove, which
can only be applied on a document on which a Reject action has been applied.

e Reject All — This action is used to indicate that you do not want to approve the currently
assigned approval level on the selected document and want to remove the document
from approval processing. This action may be applicable when, for example, the
submitter is trying to purchase more items then allowed. Applying this action will reject
your and all other approval levels and will route the document back to the submitter for
corrections. Reject All action can be applied from inside the document or from the
worklist.

e Reassign — This action allows you to assign the work unit to another user. Selecting
Action Menu > Reassign will display the User Information page. You may select a user
by selecting a row from the grid followed by selecting the Select hyperlink. This will
remove the work unit from your worklist and add the work unit to the selected user’s
worklist as opposed to Manual Route, which will keep the work unit in your worklist while
also adding it to the selected user’s worklist.

e Take Task — This action allows you to “take” a work unit from the role worklist. The
document will be added to your worklist for you to work on. Take Task action will be
enabled only for a workflow role worklist.

e Return Task — This action allows you to “return” a work unit from your worklist to the
approval role worklist from where it may be taken by another user. Return Task action
will be enabled only for a user worklist. Note: Return Task is only possible when the task
at the current Approval Level was earlier taken up by the user from the assigned group
(Approval role worklist) with Take Task action. Return Task is not possible if the current
task is in user’s worklist as result of any of the following actions: Reassign, Manual
Route, Reject, Unapprove, Recall.

e Manual Route — This action allows you to route the work unit to another user’s worklist.
The work unit will be added to the routed user’s worklist. However, the routed work unit
will continue to exist in your worklist also, as opposed to Reassign, which will route the
work unit to another user’s worklist and remove the work unit from your worklist.

e Bypass Approvals — This action allows the document to be processed to final without
needing to go through the approval process. Bypass Approvals action can be applied
from inside the document or from the worklist.

e Track Work in Progress — This action allows you to view the workflow status of a
document. The TWIP page displays all past, current, and future routings for the selected
document. You will also be able to view the approval log for the selected document from
the TWIP page. The TWIP page may be accessed from within the document or from the
worklist.

The following actions are provided as links on the Worklist page, and are not provided in the
Action Menu.
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e Refresh — You may refresh the worklist at any time by selecting the Refresh link.

o Recall — Selecting the Recall link allows you to re-review any documents that you have
approved on your worklist provided those documents are still in a Pending status, and
your approval is the highest one that has been applied to the document. At this point,
you may re-approve the document or perform a Reject action. The document must be
submitted in order to move into Final status.

/ http:/fwinadvs13.ams.com/ - AMS Advantage - Windows Internet Explorer

MS\DVANTAGE Jump to ﬁlﬂ @ Home ﬁ Personalize @Accesswmlny E,App Help T’ About @
Procurement Budgeting Accounts Receivable Accounts Payable
Approval Recall
B Message Center Menu Back
Inkox Browse Clear
Alerts Doc Code :
Broadcasts Doc Dept :
Worklist T
Forms

Doc Code DocDept DoclD Date Submitted SubmitteriD Current Approval

ETIED First Prev Next Last Recal
History
Favorites
Administration
Advantage ADM

3.8 Fin DB2 1

Done EB @ Internet H100% -

Workflow Role Manager Worklist

The workflow role manager worklist page is similar to the worklist page. If you are a manager of
a role, then you will see a Manager Worklist link at the bottom of the worklist page for that role.
This link will allow you to access the manager worklist for that workflow role  All worklist actions
are supported on the Workflow Role Manager Worklist page. The role manager worklist page
displays all work items for a single role only.

Searching the Manager Worklist

If you are a workflow role manager, you can use the workflow role manager worklist page to
manage work items assigned to your approval role. The Manager Worklist allows you to view all
work items currently assigned to the role, even those that have been taken by role members. All
users who are currently working on any work item are visible and searchable. You can search for
work items locked by a specific user by entering appropriate values in the searchable fields.
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Approval Rule ID — Search for documents by Approval Rule ID.
Lock User ID — Search for documents locked by a particular user.

Assignee — Search for document by the name of the person it has been assigned to
through workflow.

Code — Search for documents by Document Code.

Level — Search for documents with a specific approval level.

Releasing Work Items

Work items originally assigned to a workflow role and then taken by a user may become dormant
in that user’s worklist. For example, if a user takes a task but does not complete it before going
on vacation, then that work item though assigned to a user is not being worked on. No other
users can work on it as it has been taken by the absent user to work on. A worklist manager may
return the work item by:

1.

Select Action Item > Return Task. Result: The task will be returned to the role worklist
for reassignment.

Directly apply approval actions to a work item in a user’s worklist. For example, as the
manager of an approval role, you may select Action Item > Approve which will apply the
approval action to the work item resulting in its release.

Returning to the Worklist

Select the Back to Role Worklist link on the manager worklist page. This link return you to the
original worklist page for the role.
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Forms

The View Forms page allows you to easily access system-generated Adobe Central Pro PDF
forms from within AMS Advantage. This is a good means to preview a print or to create a
duplicate print. Forms may be printed to the View Forms page from either online or batch printing.

Forms appear on this page only if both of the following are true:
e The form was printed using a PDF output, and

e The user selected the View Forms check box before printing.

Printed forms will stay on this page until the Online Forms Cleanup process purges them. The
process retains forms for the number of days specified in the Online Forms Retention
parameter, located on the Application Parameters (APPCTRL) page.

afisd1 (lindb13) DB2 View Forms
E Message Center Menu Back
S Browse Clear A Refresh
Cixpase Doc Code :
Inbio Doc Dept : ooz
Alerts Document 1D :
Description :
Broadcasts
Wiarklist - Doc Doc  Document .
Status  Description Code  Dept o File Hame
Forms
v Completed buyer1710 PO ooz SO sa_S550_PO_002_SMWw0_2 “iew POF
Search
Completed  =ellsr1 710 PO 0oz ShAMD =a_5551_PO_002_SMW10_2 “iew PDF
Hitstony | First Prev Mest Last
Favorites 1
Administration i
Advantage ADM
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History

AMS Advantage Financial keeps track of the pages you have accessed in the course of your
session. To return to a previous page, select History and then the page name from the
Secondary Navigation Panel. (NOTE: Under the History option, the pages are listed in the order
in which you accessed them, with the most recent page listed first.)

The History option on the Secondary Navigation Panel stays open once you have selected it. To
refresh the listing of pages in the History folder, click on the expand/collapse icon twice. Clicking

the icon the first time collapses the History folder. Clicking the icon a second time refreshes the

list of items in the History folder.
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Change Password Page

Based on site implementation, you can change your AMS Advantage user password and your
AMS Advantage e-mail password from within AMS Advantage. The Change Password page is
accessed by selecting Administration > Change Password from the Secondary Navigation
Panel.

ar3géd1 (lindb13) DB2 Change Password

|

Message Center
enu

Search
w=User Password
History
Favorites Old Password :
Hew Password :
[ Administration

Verify Hew Password :

Change Pessword Change User Password | Cancel |

Change Pazsword Hint

Adwantage ADM 0Old E-Mail Password :

3.8 Fin DB2 Hew E-Mail Password :
Verify Hew E-Mail Password :

1 Change E-Mail Paszswoard | Cancel |

Refer to the following Common Business Task for detailed instructions on changing your
password:

e Change User Password

If you have forgotten your password and are unable to log into the AMS Advantage application,
then you can reset your password from the log in page. Refer to the following Common Business
Task for detailed instructions on resetting your password:

e Reset Your Password
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Change Password Hint Page

Based on site implementation, you can change your AMS Advantage Password Hint from within
AMS Advantage. The Change Password Hint page is accessed by selecting Administration >
Change Password Hint from the Secondary Navigation Panel.

To be able to reset your password, you must enter your password hint information. This
information is then used to validate you during the password reset process. The password hint
feature consists of a password hint question and a reply. You will select the password hint
guestion from a predefined set of questions. You may set the reply to be anything that you want
it to be.

NOTE: The password hint question and reply are used for validation and therefore must be
treated like passwords.

afdtd1 (lindb13) DB2 Change Password Hint

Me=szage Center

Search Password Hint :I ;I
Password :
History
Reply:
Favorites Verity Roply:
Sl oottt Change Password Hint Cancel

Change Password

Change Password Hint

Advantage ADM

3.8 Fin DB2

Refer to the following Common Business Task for detailed instructions on changing your
Password Hint:

e Change Password Hint

If you have forgotten your password and are unable to log into the AMS Advantage application,
then you can reset your password from the log in page. Refer to the following Common Business
Task for detailed instructions on resetting your password:

e Reset Your Password
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Common Business Tasks
This section addresses step by step instruction for the common business tasks to:

e LogInand Log Out

e Define Your Home Page

¢ Manage Workspaces

¢ Manage Favorites

e Manage Passwords

Log In and Log Out

Refer to the "Home Page Navigation" section for additional information on navigating the
home page.

To log in to an AMS Advantage application, perform these steps:

1. Open an Internet browser window.

N

Type in your site's specific URL for AMS Advantage Financial in the Web Site Address
field and press Enter. Result: The AMS Advantage Financial login window appears.

Enter your User Id in the User Id field.

3

4. Enter your password in the Password field.

5. Note: Some sites may also have a field for entering a server name.
6

Select Login. Result: The AMS Advantage Financial home page appears.

Note: The login page can be bypassed when accessing AMS Advantage through a third-
party portal.

To log out of an AMS Advantage application, perform the following step:

1. Select the Logout icon, @ located in the Primary Navigation Panel.

To add an AMS Advantage application as a Favorite using Microsoft Internet Explorer, perform
these steps:

1. Navigate to the AMS Advantage Login page.
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2. Click the Add AMS Advantage to your Favorites link.
3. The Name field will default for you, or you can change it.

4. You can add it to the main level of your Favorites, or place it within a folder that you
have created.

5. Select OK to add the AMS Advantage Login page to your Favorites.

To add an AMS Advantage application as a Bookmark using Mozilla Firefox, perform these steps

Navigate to the AMS Advantage Login page.
Press the CTRL key and the D key at the same time.

The Name field will default for you, or you can change it.

A

You can add it to the main level of your Bookmarks, or place it within a folder that you
have created.

5. Select OK to add the AMS Advantage Login page to your Bookmarks.

Change Password after Password Reset

After you have reset your password using the instructions in the "Reset Your Password" section,
you will receive a randomly generated password by the system in your email. After you log into
AMS Advantage Financial using that password you will be asked to change your password.

To change your password after it has been reset, perform these steps:

1. Use the password you received in your email to login to the Advantage application after
a password reset. Result: The Password Expired page appears. NOTE: Your old
password will no longer be valid.

2. Enter your user name in the User Name field.

3. Enter your password, the password you received in the email after resetting your
password, in the Old Password field.

4. Enter a new password in both the New Password field and the Confirm New
Password field.

5. Select the Login button. Result: The AMS Advantage Financial home page appears.

Define Your Home Page

Refer to the "Home Page Windows" section for additional information.

To define an internal AMS Advantage page as your Home Page, perform these steps:
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1. Select Personalize from the Primary Navigation Panel. Result: You are taken to the
Personalize AMS Advantage window.

2. Select Home Page from the Secondary Navigation Panel.
3. Select the Add link next to ADVANTAGE Page.

4. Click the Select link next to the Advantage page that you want as your Home Page.
You can enter search criteria to narrow the listing of pages. Result: You are taken back
to Home Page Windows, and the page you selected is indicated in the grid.

5. Close the Personalize AMS Advantage window.

6. To view the newly added page as your Home Page, you must log out and then log back
in. Refer to the "Log In and Log Out" section for more information.

Note: You can only select ONE Advantage page for your Home Page. If an Advantage page
is selected, then you cannot select external pages either.

To define an external website as your Home Page, perform these steps:

1. Select Personalize from the Primary Navigation Panel. Result: You are taken to the
Personalize AMS Advantage window.

Select Home Page from the Secondary Navigation Panel.
Enter the web address for the external site in the URL: field.
Select the Add link next to URL field to add the URL to your Home Page list in the grid.

Repeat the steps to add additional external websites to your home page.

o o M w DN

To view the newly website as your Home Page, you must log out and then log back in.
Refer to the "Log In and Log Out" section for more information.

Note: If an Advantage page is selected, then you cannot select external pages.

Manage Workspaces
The following tasks are provided for managing your Workspaces in AMS Advantage:

e Add an Existing Workspace

e Add a Custom Workspace

e Create a Business Area

e Create a Business Function

e Create a Business Function Item

Add an Existing Workspace
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Refer to the "Workspace Pages" section for additional information.

To add an existing workspace, perform these steps:

1. Select Personalize from the Primary Navigation Panel. Result: You are taken to the
Personalize AMS Advantage window.

2. Select Workspaces from the Secondary Navigation Panel.

3. Move to one of the listings of workspaces (that is, Unused Workspaces, System
Workspaces, or Workgroup Workspaces), and select the workspace you want to add.

4. Select the Copy link below the listing.
5. Move to the In-Use Workspace area.

6. Select the Paste link below the In-Use Workspace grid. Result: The workspace now
appears in the In-Use Workspace grid.

7. To view the newly added workspace, you must log out and then log back in. Refer to
the "Log In and Log Out" section for more information.

Note: To view the newly added workspace, you must log out and then log back in. Refer to
the "Log In and Log Out" section for more information.

Add a Custom Workspace

Refer to the "Workspace Pages" section for additional information.

In addition to the workspaces your site has created for you, you can create your own custom

workspaces. When you create your own workspace, you need to create the following items in the

workspace hierarchy: Workspace, Business Area, Business Function, and Business Function

Item. Each of these steps are detailed in separate tasks. This task covers the first step, creating

the Workspace.

To create a custom workspace, perform these steps:

1. Select Personalize from the Primary Navigation Panel. Result: You are taken to the
Personalize AMS Advantage window.

2. Select Workspaces from the Secondary Navigation Panel.
3. Move to the In-Use Workspaces area.

4. Add a new workspace by selecting the Insert link below the grid. Result: A new
workspace is added to the grid with the default name of "New Workspace."

5. Inthe Secondary Navigation Panel click on the plus (+) sign next to Workspaces.
Result: A new workspace listing (with the default name of "New Workspace") appears
in the secondary navigation panel.

6. Select New Workspace in the Secondary Navigation Panel. Result: The properties
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page for that workspace appears on the right.

7. Enter a new name for the workspace in the Name field. If needed, enter a description
in the Description field as well.

8. Select Save.

9. In the Secondary Navigation Panel, click on the minus (-) sign next to Workspaces.
Result: The Workspaces listing is collapsed.

10. In the Secondary Navigation Panel click on the plus (+) sign next to Workspaces.
Result: The new workspace that you added appears with the new name you entered
in Step 7.

11. Refer to the "Create a Business Area" task to continue creating your custom
workspace.

Note: To view the newly added workspace, you must log out and then log back in. Refer to
the "Log In and Log Out" section for more information.

Create a Business Area

Refer to the "Workspace Pages" section for additional information.

This task assumes that you have already added a workspace using the steps in the "Add an
Existing Workspace" or "Add a Custom Workspace" sections.

To create a Business Area for a Workspace, perform these steps:

1. Select Personalize from the Primary Navigation Panel. Result: You are taken to the
Personalize AMS Advantage window.

2. Inthe Secondary Navigation Panel click on the plus (+) sign next to Workspaces.
Result: The Workspaces listing is expanded.

3. Select the workspace from the Secondary Navigation Panel that you want to contain the
new Business Area. Result: The properties page for that workspace appears on the
right.

4. Add a new Business Area by selecting Insert under the Business Areas grid. Result: A
new business area is added to the grid with the default name of "New Business Area."

5. In the Secondary Navigation Panel click on the plus (+) sign next to the workspace that
contains the new business area. Result: A new business area listing (with the default
name of "New Business Area") appears in the Secondary Navigation Panel.

6. Select New Business Area in the Secondary Navigation Panel. Result: The properties
page for that business area appears on the right.

7. Enter a new name for the business area in the Name field. If needed, enter a
description in the Description field as well.

8. Select Save.

9. Inthe Secondary Navigation Panel, click on the minus (-) sign next to the workspace
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that contains the new business area. Result: The listing for that workspace is collapsed.

10. In the Secondary Navigation Panel click on the plus (+) sign next to the workspace that
contains the new business area. Result: The new business area that you added
appears with the new name you entered in Step 7.

11. Refer to the "Create a Business Function" task to continue creating your custom
workspace.

Note: To view the newly added business area, you must log out and then log back in. Refer
to the "Log In and Log Out" section for more information.

Create a Business Function

Refer to the "Workspace Pages" section for additional information.

This task assumes that you have already added a business area using the "Create a Business
Area" task .

To create a Business Function within a Business Area, perform these steps:

1. Select Personalize from the Primary Navigation Panel. Result: You are taken to the
Personalize AMS Advantage window.

2. Inthe Secondary Navigation Panel click on the plus (+) sign next to Workspaces.
Result: The Workspaces listing is expanded.

3. Inthe Secondary Navigation Panel click on the plus (+) sign next to the workspace that
you want to contain the new Business Function. Result: The selected workspace listing
is expanded showing all available business areas.

4. Select the business area from the Secondary Navigation Panel that you want to contain
the new Business Function. Result: The properties page for that business area appears
on the right.

5. Add a new Business Function by selecting Insert under the Business Functions grid.
Result: A new business function is added to the grid with the default name of "New
Business Function."

6. Inthe Secondary Navigation Panel click on the plus (+) sign next to the business area
that contains the new business function. Result: A new business function listing (with
the default name of "New Business Function”) appears in the Secondary Navigation
Panel.

7. Select New Business Function in the Secondary Navigation Panel. Result: The
properties page for that business function appears on the right.

8. Enter a new name for the business function in the Name field. If needed, enter a
description in the Description field as well.

9. Select Save.

10. In the Secondary Navigation Panel, click on the minus (-) sign next to the business
area that contains the new business function. Result: The listing for that business area
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is collapsed.

11. In the Secondary Navigation Panel click on the plus (+) sign next to the business area
that contains the new business function. Result: The new business function that you
added appears with the new name you entered in Step 8.

12. Refer to the "Create a Business Function Item" task to continue creating your custom
workspace.

Note: To view the newly added business function, you must log out and then log back in.
Refer to the "Log In and Log Out" section for more information.

Create a Business Function ltem

Refer to the "Workspace Pages" section for additional information.

This task assumes that you have already added a business function using the "Create a Business
Function" task.

To create a Business Function Item within a Business Function, perform these steps:

1. Select Personalize from the Primary Navigation Panel. Result: You are taken to the
Personalize AMS Advantage window.

2. Inthe Secondary Navigation Panel click on the plus (+) sign next to Workspaces.
Result: The Workspaces listing is expanded.

3. Inthe Secondary Navigation Panel click on the plus (+) sign next to the workspace that
you want to contain the new Business Function Item. Result: The selected workspace
listing is expanded showing all available business areas.

4. Inthe Secondary Navigation Panel click on the plus (+) sign next to the business area
that you want to contain the new Business Function Item. Result: The selected
business area listing is expanded showing all available business functions.

5. Select the business function from the Secondary Navigation Panel that you want to
contain the new Business Function Item. Result: The properties page for that business
function appears on the right.

6. Add a new Business Function Item by selecting Insert under the Business Function
Items grid. Result: You are taken to a new page to choose an Advantage page.

7. Click the Select link next to the page that you want added as the new business function
item. Result: A new business function item is added to the grid with the default name of
"New Page." The Page Type and Page Code are populated based on your selection.

8. In the Secondary Navigation Panel click on the plus (+) sign next to the business
function that contains the new business function item. Result: A new business function
item listing (with the default name of "New Page") appears in the Secondary Navigation
Panel.

9. Select New Page in the Secondary Navigation Panel. Result: The properties page for
that business function item appears on the right.
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10. Enter a new name for the business function item in the Name field.
11. Select Save.

12. In the Secondary Navigation Panel, click on the minus (-) sign next to the business
function that contains the new business function item. Result: The listing for that
business function is collapsed.

13. In the Secondary Navigation Panel click on the plus (+) sign next to the business
function that contains the new business function item. Result: The new business
function item that you added appears with the new name you entered in Step 10.

Note: To view the newly added business function item, you must log out and then log back
in. Refer to the "Log In and Log Out" section for more information.

Manage Favorites
The following tasks are provided for managing your Favorites list in AMS Advantage:

e Add a Page to Favorites

e Modify a Favorites Name

e Delete a Page from Favorites

Refer to the "Favorites" section in this user guide for more information.

Add a Page to Favorites

Refer to the "Favorites" section for additional information.

To add a page to your Favorites listing, perform these steps:

Navigate to the page that you want added to your Favorites listing.

Click your right mouse button on the page. Result: A pop-up menu appears.
Click Add to Favorites from the pop-up menu.

Enter the name that you want displayed under Favorites for this page.
Select OK.

A message appears indicating that the favorite was successfully added.
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In the Secondary Navigation Panel click on the plus (+) sign next to Favorites. Result:
The Favorites listing is expanded. The page you added to Favorites listing appears.

Modify a Favorites Name

Refer to the "Favorites" section for additional information.
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To modify the name for one of your Favorites, perform these steps:

1. Select Personalize from the Primary Navigation Panel. Result: You are taken to the
Personalize AMS Advantage window.

2. Inthe Secondary Navigation Panel click on the plus (+) sign next to Favorites. Result:
The Favorites listing is expanded.

In the Secondary Navigation Panel, select the Favorites listing that you want to modify.
Enter the new name for the Favorites listing in the Name field.

Close out of the Personalize AMS Advantage window.

o 0o k~ w

In the Secondary Navigation Panel click the plus (+) sign next to Favorites. The new
name you entered will appear for your Favorites listing that you modified. Note: If the
Favorites listing was already expanded, then you must click the minus (-) sign to
collapse the Favorites listing and then click the plus (+) sign. This will refresh the
listing.

Delete a Page from Favorites

Refer to the "Favorites" section for additional information.

To delete a page from your Favorites listing, perform these steps:

1. Select Personalize from the Primary Navigation Panel. Result: You are taken to the
Personalize AMS Advantage window.

2. Inthe Secondary Navigation Panel click Favorites. Result: The Favorites page appears
on the right listing all pages that appear under your Favorites listing in Advantage.

3. Select the row in the grid that contains the page that you want removed from your
Favorites listing.

4. Click Delete. Result: The page is removed from the grid.
5. Close out of the Personalize AMS Advantage window.

6. Inthe Secondary Navigation Panel click the plus (+) sign next to Favorites. The page
that you deleted no longer appears under Favorites. Note: If the Favorites listing was
already expanded, then you must click the minus (-) sign to collapse the Favorites
listing and then click the plus (+) sign. This will refresh the listing.

Manage Passwords
The following tasks are provided for managing your passwords in AMS Advantage:

e Change User Password

e Change Password Hint

e Reset Your Password
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e Change Password after Password Reset

Refer to the "Change Password Page" section and the "Change Password Hint Page" section in
this user guide for more information.

Change User Password

If you are logged into an AMS Advantage application, you can change your password by
performing these steps:

1. Select Administration > Change Password from the Secondary Navigation Panel.
Result: The Change Password page appears.

2. Inthe User Password section, enter your existing password in the Old Password field.

3. Inthe User Password section, enter a new password in the New Password and Verify
New Password fields.

4. Select the Change User Password button. Result: If the password is changed
successfully, then an informational message appears indicating that your user
password was successfully changed.

Note: If you are not logged into an AMS Advantage application, and you need to reset your
password, then refer to the "Reset Your Password" section.

Change Password Hint

The Change Password Hint page will only be available if your site permits password resetting.

To change your password hint, perform these steps:

1. Select Administration > Change Password Hint from the Secondary Navigation
Panel. Result: The Change Password Hint page appears.

Select a Password Hint from the existing list of password hints.
Enter your current password in the Password field.

Enter your reply in both the Reply field and the Verify Reply field.
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Select the Change Password Hint button.

Reset Your Password

If your site permits password reset, then you will see a Forgot Your Password? link on the AMS
Advantage Login page.

To reset your password, perform these steps:

1. Select the Forgot Your Password? link on the login page. Result: The Password
Reset User Verification page appears.

2. Enter your user name in the User Name field. The user name should match the user

3.8 Release CGI Technologies and Solutions Inc. Proprietary and Confidential Page 33



AMS Advantage® Financial — Getting Started User Guide

name you use when logging in to AMS Advantage. NOTE: You will not be able to reset
your password if the user name information is incorrect.

3. Select the Continue button. Result: The Password Reset page appears.

4. The password hint question you selected during the Change Password Hint process will
be visible on the page. Enter your reply in the Password Hint Reply field. The reply
entered must match the reply you entered as part of the password hint information on
the Change Password Hint page.

5. Select the Reset Password button. Result: A message indicating that your password
has been emailed to you will be displayed. NOTE: You will see an error message if
either the reply entered by you was incorrect, that is it did not match the reply you had
entered as part of the password hint information, or you do not have an email address
on record.

6. Select Exit from the Primary Navigation Panel to exit the password reset process.

Refer to the "Change Password after Password Reset" section for further instructions.
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Advantage Search Functionality

The Search functionality is provided on many pages throughout Advantage. The Search
functionality supports the following:

Text can be typed in upper or lower case. All text will automatically be converted to
upper case.

Wildcard characters can be used to assist with searching. The applicable wildcard
characters are: asterisk (*), colon (), greater than sign (>), greater than or equal to sign
(>=), less than sign (<), and less than or equal to sign (<=).

Commas can be used to provide multiple search criteria. For example, type PO, DO in
the Code field on the Document Catalog to view all documents that have a Document
Code of PO or DO.

When searching for data then contains commas, enclose the search criteria with single
guotes. For example, type 'Construction, Inc.’, in the Vendor Legal Name search field to
view the Construction, Inc. vendor record.

Wildcard Search Examples

Provided below are the applicable wildcard characters that can be used to search within
Advantage.

asterisk (*) - For example, you can type *budget* in the Description field on Page Search
and all pages that have Budget in their Description will be returned.

Colon (:) - For example, type 1/1/2004 : 1/15/2004 in the Create Date field on the
Document Catalog to view all documents created on or after 1/1/2004 and on or before
1/15/2004.

greater than sign (>) - For example, type >1/14/2002 in the Create Date field on the
Document Catalog to view all documents created after January 14, 2002.

greater than or equal to sign (>=) - For example, type >=1/14/2002 in the Create Date
field on the Document Catalog to view all documents created on or after January 14,
2002.

less than sign (<) - For example, type <200 in the Fund field on the Fund table to view
all funds that are less than 200. Everyone whose cash balance less than

less than or equal to sign (<=) - For example, type <=1000 in the Available Cash
Balance search field on the Cash Balance table to view all funds that have an available
cash balance less than $1000.00.
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Pop-up Blockers

There are Browsers and Browser helper programs/toolbars that have a function to block Pop-Up
ads. However, some pop-up blocking programs cannot distinguish between a pop-up ad and a
useful new window. Please be aware that the AMS Advantage application uses “new browser
windows” to display the following types of information: online documentation, error messages,
Personalize window, and Job Manager. If the user is using a pop-up ad blocker program and
these AMS Advantage windows do not display, then the User’s pop-up blocker program will need
to be disabled while using the AMS Advantage application.
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Frequently Asked Questions
This section contains a list of frequently asked questions and answers.

¢ How do | add the AMS Advantage application to my Favorites in Internet Explorer?

Refer to the "Log In and Log Out" Common Business Task for instructions.

e How do | add the AMS Advantage application to my Bookmarks in Firefox?

Refer to the "Log In and Log Out" Common Business Task for instructions.
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