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FM Useful Practices and Handy Tips

Some methods for getting the most out of the system, 
yielding –

• Time savings
• Greater efficiency
• Standardization of practices 
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    What Tools are Available on my Homepage?



We’ll examine the use 
of 
- 1) Global Search

- 2) Quick Navigate 
Tool

- 3) Show Me button



   What is Global Search?

It is a  convenient way of searching the system, across all modules for a 
specific topic.

It is a search function that makes use of sub-filters to quickly narrow 
down the results of your search.



Here, we are simply 
searching the term  
invoice.



Search results will be 
displayed across 
filters on the left.

Default filters can be 
set using the settings 
icon next to the 
filters.

Individual results can 
be accessed by 
clicking the eyball 
icon to the right.



   Quick Navigate Tool 

The advanced 
search icon allows 
you to quickly 
locate specific 
pages within the 
system.



   How Do I Use the Quick Navigate Tool?

Simply enter the 
search term for the 
page you want to find.

Result is displayed in a 
clickable shortcut link. 



Clicking the top result 
brought me to the 
Change Accounts 
Payable Invoice List 
page.

This is an alternative to 
saving shortcuts for 
different pages.



    What is the Show Me Button?

The Show Me button is a 
powerful tool that will 
help you navigate to and 
walk through different 
processes.



      How Do I Use It?

Simply click the button 
to activate it, then enter 
your topic.

The results list will 
populate dynamically as 
you enter your query.

Select the process or 
process details by 
clicking.



Clicking Advance 
Budget Levels gives a 
pop-up preview 
window.

Click <Go There>



The system will navigate 
to the page and, 
through a series of pop-
up prompts, walk you 
through the process.

Follow the prompt for 
selecting the current 
budget level.



Next, follow the 
prompt for the 
organization(s) you 
want to advance.



Click the <Advance> 
button to complete 
the process.



Finish



The page will display 
that the activity has 
been completed.



Reconciling Subledger Reports to the General Ledger

Purchase Order Encumbrances

Accounts Payable

Accounts Receivable



Balance Open Purchase Orders to GL Encumbrances. 

Reports to run:

q Purchase Order Encumbrance Reconciliation Report

q Open Purchase Order Report





Balance Open Purchase Orders to GL Encumbrances. 

Selection Criteria:

v Report Detail = Detail
v Only Return Differences - Yes
v Prior Year Purchase Orders = Include
v Include Soft Close Transactions - Yes





Total Encumbrance for each g/l account number is detailed by the open POs.



Purchase Order numbers are clickable for access to Purchase Order Inquiry



The Open Purchase Orders should balance to the G/L encumbered 
amounts by G/L accounts.



Balancing Accounts Payable to General Ledger

Reports to Run
  Accounts Payable Sub-Ledger Reports
• Accounts Payable Invoice Aging Report
• Accounts Payable Invoice Report (Open Invoices)

   General Ledger Reports
• Crossfund G/L Reports
• Other Balance Sheet Reports



Accounts Payable Invoice Aging Report:

 1- Report through the period end date
 2- Report By:  A/P Account – Invoice
 3- Include Voided Invoices

The total for all open invoices 
should match the cross-fund 

report for the default accounts 
payable account accrual 

balance.



The invoice numbers on the Invoice Aging Report and Open Invoice Report will 
access the Inquiry page for each.



Balancing Open A/R Invoices to General Ledger

Reports to Run:

 Miscellaneous Billing

Ø  Open Invoice Report 
Ø    G/L Distribution Report

General Ledger

Ø Cross Fund Report
Ø Other balance Sheet Reports – e.g.- Detail General Ledger Report



Miscellaneous Billing Open Invoice Report
Select the Report through date
Select relevant criteria from tabs.

Balancing Open A/R Invoices to General Ledger



Note that this will show 
totals by account by fund.
If different A/R accounts 
are used, consider running 
this report by Invoice type 
if the Invoice Type 
correlates to a default A/R 
account
  or
Run the Miscellaneous 
Billing by G/L Distribution 
Report.

Balancing Open A/R Invoices to General Ledger



Balancing Open A/R Invoices to General Ledger

Balance the Accounts Receivable balance to the general ledger using the Cross Fund 
Report or the Detail General Ledger Report.

The Accounts Receivable balance should balance by period by account.



             Creating Report Templates



Saving Report Templates

When is this useful?

• When recreating reports with specific search criteria.  This allows the 
standardization of the report’s results and saves time.

• When an upper-level manager would like others to use a standardized format.  They 
can share the template with all other users.
• For example – Budget worksheet report during annual budget process.



Saving Report Templates

How do I save a 
template for 
later use?



Saving Report Templates

Set up the report  
criteria and click 
<Save As>.
This will add the 
report’s layout to the 
Load Saved Report 
field.



Saving Report Templates

• Name the report.  
• If sharing out the template to all users, click the Share with All Users.



Saving Report Templates

Note that if you plan to distribute the report using the Distribution Group field, add an 
Override Report Title that will stand out in My Reports.

*As an aside:  Any time you want to create a distribution group for secure notes in the 
system, you will need to come to a report page like this and create it.*



Saving Report Templates

<Print> – Generates the report
<Schedule> – If present, allows the report to be scheduled for automatic 
creation.
<Reset> – Wipes out changes since last <Save>
<Save> – Saves changes made to the template.
<Save As> – Creates a new template under Load Saved Report.
<Delete> – Removes the template from the list of saved templates.



              Deleting Inactive Templates.

**



Templates can be 
selectively removed 
when no longer 
needed.  



This just in…..

Shared Report Templates left over from inactive users can now be removed by going to 
Maintenance > new world ERP Suite > System > System Settings and checking the box 
“Hide Inactive User Shared Reports”



   Adding pages to favorites



Adding Pages to MyFavorites

? – Why use the MyFavorites shortcut?

• Adding pages to MyFavorites eliminates search time when navigating to pages not 
frequently used.

• Allows you to create a list of pages most often accessed.

• It is editable to update a page’s title and the order it is displayed.



Adding Pages to MyFavorites

Under the 9-dot at the top right, locate the Add Favorite icon. 

The page you are on will be saved under My Favorites.  Navigate to the home page 
to update this list.



To Edit:  Go to My Settings under your 
username avatar.

Scroll down to My Favorites.

Here you will be able to view, edit and delete 
your shortcuts.

Adding Pages to MyFavorites



Let’s leverage MyFavorites  to save time and keystrokes when using 
a saved report layout:

• Add the desired report page to Favorites using the Add 
Favorites icon.

• Also add MyReports to MyFavorites with the 
• Add Favorites icon..

• This will allow you to shortcut to the report page, select the 
desired template and print it.

• To print the report, you can simply go to My Favorites to access 
MyReports.

Adding Pages to MyFavorites



PRO TIP:

Preface the MyReports shortcut 
with Z (under My Settings) to 
ensure it is always at the bottom of 
the list, and easily accessible.

Adding Pages to MyFavorites



Notification manager





Allows users to be notified of activity in any of these 
processes.



Step 1 – click on 
the process you 
want to create an 
event for.

Step 2 – select 
The priority 
assigned to the 
notification.  
(val set 307)



Step 3 – Select the Event(s) that will trigger 
the notification.

Step 4 – Select the Criteria that will be 
associated with the Event.

Click <Save>, then <Close>



Next, add a rule by 
clicking <Add Rule>



In the popup window, type the 
Rule Name and the Description

Lastly, select the Event(s), Users 
to be notified, Employees or 
create an email distribution.

Click <Save>



Contract was completed and the notification was immediately routed to my homepage 
Notifications tile.



Don’t forget to set your notifications options under My Settings. 



Most often used for Vendor Change Request and Request for Action.
Should also be used when when users enter Receipt of Goods for 
centralized accounts payable invoice entry.

Who else would benefit?
Anyone who routes a secure note or email to notify another user that 
one of these processes has been completed.

These are configurable and expandable.



Search Grid Headers











Column Chooser allows you to select the 
columns to hide/show.





The X to the right will remove the sort for that 
column.

Clicking Sort by will allow that field to be sorted.





The column sorting tool 
can be removed easily 
with the Sort on Multiple
Feature.







Alternatively, you can select the filter icon in the filter 
row to create a filter.





Allows you to group items on the page by a column.



This Purchase Order List page has been sorted by originating department.



Can export all or the current page 
to Excel.



Once a page has been configured, it can be saved with Save 
Settings.
Conversely, the changes can be removed with Reset to 
Defaults.



And Lastly



 Housekeeping tips for Inactivating Users

Why do we inactivate Users?

Why can’t we just delete them?

What should we do after inactivating the user?



   How do I inactivate a User?

Navigate here and click on the Login ID.



Uncheck 
   the 
     Active
        box



 Now that they are inactive, what else should I do?

• Whereas they will be removed from Process Manager and User-Based Security 
reporting, they will still show when updating Security Templates.

• Remove the Security Templates from the user to save time when updating 
templates in the future.



QUESTIONS
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