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elLedgers Fundamentals
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The Electronic Ledgers Project (eLedgers) is the Financial Services application used to store and
distribute The University's Financial Accounting System (FAS) ledgers of record in a secure, easy to view,
electronic environment. The eLedgers are available to all authorized University FAS administrators with
valid CNetIDs.

The University of Chicago eLedger Project is part of a comprehensive effort at the University to automate
current manual processes. The reports will be available to approved users as soon as they are produced by
FAS, usually the 5th business day of the month.

For this manual, unless otherwise noted, screen shots are of eLedgers accessed through Safari on a Mac.
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eLedgers Fundamentals

Logging into eLedgers

Login to eLedgers using Safari or Firefox

1. Point your browser
https://ariadne.uchicago.edu/JavaClient.

2. Type in your CnetID and password.

3. Click Login.

NOTE: For hospital staff without a CNetID, change the
domain name from adlocal to uchad.uchospitals.edu

Image 1: Login Screen for Safari and Firefox

THE UNIVERSITY OF

CHICAGO

Domain adlocal

User name janephoenix

Password eeessssss

Login
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https://ariadne.uchicago.edu/JavaClient

eLedgers Fundamentals

The eLedgers Workspace

|| OnBase Java Client =+

Annotations
Toolbar

Navigation ~ File View Help I E]|High|\ght H’
Panel [Document Type Groups
- 2 || [ B 5% 19 | = [100% SIEIEIREG R
|EIectron|cLedgers |V| == T ¥ = (BB | ¥
Document Types el
COMPUTER [DATE 04/04/00 THE UNIVERSITY OF CHICAGO--FINANCIAL| ACCOUNTING SYS
EL-Transactions Detail “| |TIME oF DY  z0:41:17 FAS JANTUARY MONTHEND CLOSE| - FISCLL YEAR
EL-Transactions Detail Archive E P GHM=AM09 1 @ REPORT OF TRANSACTICNS FOR 03/31/00
EL-Transactions Summary — |
EL Tr fione € ru Archi v |accT: 4-;13002 SAMPLE LEDGER 4] ACCOUNT =
DEPT: DE 5 OFFICE
Dates
Dpcument DEPT NO: POt
Retrieval Panel FromDate | / / | Topate | / | COMPTROLIER OFFICE CONTACT: CONTACT $ NAME & TEL #
Keywords ACCT FO/ENCHM TRANSTN CONTROL J.E. OFFSET PREVIOUS
monthend Date | = || / a|  |cTL  DESTJRIPTION DATE EC NUMBER NUMEER NUMEBER ACCOUNT BALANCE
Account Number H 4-440*
Acct Name H j
FAS DentNo | = and |7 1700 CLERICAL - UNION
| || | | | BIVEHKLY FP/R 01/05 01714 49
Clear Keywords Clear All Search BIVEEKLY PB/R 01/22 01/28 49
S Result 1700 TOTRL CLERICAL - UNION 0.00
02/29/2000EL Transactions Detail - 02/20/2000 - 444001 |1503 FRINGE BENEFITS LVL3
03/31/2000EL-Transactions Detail - 03/31/2000 - 4-4400 BIVERKLY FB- 01/08 01/14 49
Document Search |[03/31/2000EL Transactions Detail - 03/31/2000 - 4-4400 BIWEEKLY FB- 01/22 01/28 49
Results List ™ 02/29/2000EL-Transactions Detail - 02/20/2000 - 444001 |1503  TOTRL FRINGE BENEFITS LVL3 0.00| |
EL-Transactions Detail - 03/31/2000 - 4-44002 - 001 - 00 hd
EL-Transactions Detail - 02/20/2000 - 444001 - 001 -00 | | ] ] [*]
EL-Transactions Detail - 01/31/2000 - 4-44000 - 001 - 00 0 Notes E nnotations
Done 3
Page Toolbar Document Viewer Viewer Control
Toolbar

Table 1: Workspace Description

Navigation Panel: In View it allows you to switch between Custom Query, Document Retrieval, and New Form.

search for eledgers base on specific fields like: account n

Document Retrieval Panel: Displays several dropdown options for types of searching. Contains Keywords, which allow you to

umber, CNetID, vendor name etc.

Document Search Results List: Displays the list of eledgers that met the criteria of a search. Double click on an eledger to view it
in the Document Viewer. When using Custom Queries, you can sort by the headers in the Document Search Results List. If you
right over this hit list you get a menu that you can open the document in New Window.

Viewer Control Toolbars: Gives you easy access to the most frequently used commands in eLedgers.

in this tool bar.

Annotation Toolbar: Groups all the annotation commands together. Highlight and make notes on your eledger with the commands

Document Viewer: This is the workspace for viewing and working with eledgers.

documents on your hitlist.

Pages Toolbar: Lets you flip through pages of your document. You also have Next Document which switches between the
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eLedgers Fundamentals

Basic Search using Custom

Queries and Keywords Image 2: Custom Query
File | View | Help J
Ther'e are many ways to search for your eledgers, custom Dot '1} ST : E:ds;?\rze?vu&?nu
queries using keywords offers you an easy way to search = )
by one or more prescribed keywords. To start, let’s do a ood Document Retrieval |-
keyword search using an account number. |E Hew Form L

1. Select View then click on Custom Queries Image 3: Select Query Type

File View Help

Custom Queries Select type of eledger

2. Confirm that the Document Retrieval Panel shows Detail Transactions
Custom Queries Summary & Detail Transactions

Summary Transactions

3. Click on the name to select the type of eledger you
are searching for:
e Detail Transaction LOSEESOnS Enter keyword criteria

e Summary & Detail Transactions Keywords
e  Summary Transactions — ;

MonthEnd Date | = Ho/ And |
Account Number | = 4-44001 And | ©

4. Type the account number that you are looking for Acct Name | = And
under Account Number. NOTE: the account number 5 [t And ||*

Fxer | avel And | L

includes the dash should be #-##### (1-12345).

Search Results

5. Click the Search button.

6. The results of the search will be displayed in the
Document Search Result List.

7. Double click on an eledger in the list to view it in the
Document Viewer.

When doing a basic search using keywords you can
search by more than one keyword. In the example (_Seagch ) (_ClearKeywords ) (_ Clear All )
only one keyword, the account number was used.
For example, to search by the account number and
the month end date, add the month end date and the
account number before clicking the Search Button.

Search button

Financial Services 5
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eLedgers Fundamentals

Advanced Keywords Search
Options

After you have searched for eledgers using the basic
search features you may want to search with more
options. eLedgers offers you many ways to search that
can help you find the exact eledgers you are looking for.

To use advanced keyword search options:

1. Follow the basic search steps: Confirm the
Navigation Panel shows Document and the
Document Retrieval Panel shows Custom Queries.
Select the type of eledger to search for and select the
Keywords.

2. Change the Numeric Operator: Click the equal
sign to change the equal sign to other option or
numeric operators. Options vary depending on the
field. Options include:

e  Less/Greater < , >

e Less/Greater than or equal to <=,>=
e Notequal <>

e Quotes or exactly “*

3. Add multiples of a Keyword field: Press Function
(fn) + F6 on your keyboard while your cursor is in a
text box to create multiple fields. This is especially
useful if you want to search for several account
numbers.

4. Change And to Or: Click on the word AND to toggle
between AND and OR. This is useful when you have
multiple instances of the same field.

5. Once you have your search criteria set, click the
Search button to complete your search.

7. The results of the search will be displayed in the
Document Search Result List.

8. Double click on an eledger in the list to view it in the
Document Viewer.

NOTE: If you have several accounts that start with the
same number (for example, 1-12345, 1-12346, 1-12347,
& 1-12348) you can use the wildcard symbol, the asterisk
(*) to search for all of those at once. Type 1-1234* in the
account number.

Image 4: Advanced Keyword Search

Keywords Numeric operator
MonthEnd Date | = And
Account Number | <> | 4-24001 || Or |~
Account Number | = 4-44003 And
AcctName | " | | [ And|/*
ASDentNo| = | A/\
Keyword ANDIOR toggle
Field Name Note: And/Or only works with

multiple fields. For multiple fields,
click fn + F6 on your keyboard with
cursor in text box.
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eLedgers Fundamentals

Printing eledgers

You can print eledgers. Follow the instructions below to
print one eledger at a time. Java Client cannot print
multiple eledgers.

Image 5: Print Icon on Toolbar

' Highlight

IS [E]« <[> [»[O]

Print on toolbar

Printing one eledger

1. Open the eledger you want to print so that it is in the
document viewer.

2. Click on the Print icon on the toolbar. |mage 6: Firefox File Menu

® Firefox Edit View History

3. The Print dialog box will appear. Choose your print

options. lan w Window 2N
File on Firefox toolbar sy Tah ®T g
4. When you are ready to print, click OK ‘ Open Location... 3L !
. Open File... #8O
Close Window 0 38W I
Change Layout to Landscape in Firefox Close Tab 3 W
\
1. Open the eledger you want to print so that it is in the  Save Page As... 385
document viewer. Send Link...

2. Click File on the Firefox menu bar.

Page Setup...

Print... P
3. Select Page Setup from the dropdown menu. Page Setup menu item

Import...
4. In. the Page Setup window click the landscape icon, " Work Offline

click OK.
NOTE 1: To save landscape printing as the default in
FireFox, click the dropdown arrow next to Settings and . _
select Set as Default before clicking OK. Image 7: Firefox Page Setup Window
Page Setup

Settings: | Page Attributes

e

NOTE2: To print landscape in Safari, be sure the eledger
you want to print is selected. Click File on the menu bar
and select Print Current Frame. In the print window, if
options are not available click the blue Options Toggle

r

Format For: | Any Printer

. . H - | A
arrow next to printer to reveal them. Click the landscape depenize: E' Landscape icon
icon in the orientation section and click Print. G L7 D T

Orientation: Ii IEI

Scale: 100 %

Image 8: Image 8: Safari Print Window (from Note 2)
Printer: | No Printer Selected v
Presets: (Standar @ ( Cancal ) (oK )

Copies: |1

Pages: @ All
OFrom: 1

Paper Size: [ US Letter 1% &.50 by 11.00 inches

(e <) 1of1 (> oo

@) (_PoFv Cancel Print

Financial Services
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eLedgers Fundamentals

Save an eledger to file (or your
computer)

You can save eledgers to file in several ways. Follow the
instructions below to save one eledger:

1.

Open the eledger you want to save to file in the
document viewer.

Click on Save to file icon in the toolbar.

The Save to File options window will appear. Choose
you’re Save options. You can choose between:

e PDF

o Tiff

e Native Format (or Plain Text)

When you are ready to Save, click OK.
Another Save As Window will appear. Select where

you want to save your ledger and change the name if
you want. When ready, click SAVE

Image 9: Save As Icon on Toolbar

HLJ "Highlight
Ie[Bl (@« <] I»[>]

Save on toolbar

Image 10: Save to File Window
< NON® Save to File

Content Type

image/tiff

Page Range
@ Al

() Current Page

Dropdown for PDF,
Tiff or Native Format

G‘Pages 1 | Te |1
( OK ) ( Cancel )

Image 11: Save As Window

Save

Save As: 2000-4-44001-001-00-DEMAND M/

| [] eLedgersAccount

Name 4| Date Modified

File Format: | All Files

~New Folder—3 (E—r—
(_ New Folder ) ( Cancel ) ( Save )

— Pt
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eLedgers Fundamentals

Using the Viewer Control
Toolbar

You have many options for viewing your eledgers. Using
the controls on the Viewer Control toolbar is the easiest
way to change your view options for eledgers. To get a
screen tip with the name of a button, hover your mouse
over the button in the tool bar.

Image 12: Viewer Control Toolbar

=] EIREE B |[d]=1100% JETAEER

Table 2: Explanation of Commands in Viewer Control Toolbar

Icon Command | How to use it...
B Save to File Click here to save an eledger to your computer..
s Print Click here to print the currently viewed eledger.
8T Add Note Click here to add a note to the currently viewed eledger.
@ Change Page | Click the double arrows (or page with green arrow) to go to the first and last page. Click the
= single arrows to go to the next page or the previous page. .
";_:" = Zoom In/ Click the plus sign to zoom in or make the eledger larger. Click the minus sign to zoom out or
Zoom Out make the eledger smaller.
100 View Options | Click the dropdown arrow for many viewing options, including 25%, 50%, 75%, 100%, 200%,
1100% Drop Down Fit Width, Fit in Window, and True Size.
= Actual Size Click here to view eledger in actual size.
[ Fit Width Click here to have the eledger fit the width of your browser. This may stretch your image.
k" Fit in Click here to fit the eledger to the window. This will fit the current page into the Document
= Window Viewer and may make your eledger text look very small.
== Rotate Image | Click here Rotate an Image to the Left or Right. This is not used often in eLedgers.
R L

Financial Services
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eLedgers Fundamentals

Using the Annotations Toolbar

The

commands in the Annotation Tool bar make it easy

for you to mark up your eledger. You can highlight and
make notes with the commands in the annotations tool

bar.

This is great for reconciling accounts.

To Highlight and Create Highlight Notes:

1.

Click the highlight toggle |—J . Your cursor will

change to a Cursor.
Click and Drag over the area you wish to highlight.

When you release your mouse, a highlight note will
appear.

Type annotations in the highlight note.

Click on the highlight note border to
minimize/maximize highlight note.

When finished highlighting the eledger, click the
toggle annotations button to turn highlight off.

Note: You can delete notes by right clicking (or Option

Click on a Mac) on the highlight note border and selecting

delete.

Note: If you cannot see a note, look at the bottom of the
screen and see if you have Annotations. If you do double
click on it and highlight view window will open.

Image 14: Annotations Toolbar

Image 13: eLedgers workspace with Highlight Note

| 2] | 2| Highlight

FFICE

MNTACT

DATE EC NUMEER

Highlight - 12/13/2010 =

1

=k
=2 | |

¥

-

THE UNIVERSITY OF CHICAGO--FINANCILL ACC

FA3 JANUARY MONTHEND CLOZE - F

REFORT OF TRAMNSACTIONS FOR

SAMPLE LEDGER 4 ACC

3 MAME £ TEL #

NUMEER NUMEER

AKALLO 12/13/2010 02:13:

This is a HighLight Note...

Highlight note border

3 LVL3

4 60
160
VINTING

3000 EBUSINESS MELLS
I [E& CAPRI 01431 60
3001 DTAL EUSINEZS MEALZ

3300 MAINTENANCE/REPAIR
230 XRY MATNT 01/04 60
230 XRX MAINT 01410 60
3300 TOTAL MAINTENANCE/REPLIR

4200 TELEPH/ TELEGRM/TELEX
TELECOMMUNTCATICHS 01728 49
4200 TOTAL TELEPH/ TELEGRM/ TELEX

5500 OFFC &£ EDUC 3UPPLIES
CORPORATE EXPRESS IN 01/26 48 Z195358

CONMANATE EYONESE TN 4431 08 TE3aTTR

[T

0 Notes |3 Annotations

Annotations in current eledger

JV28043
JV27932

JVE2Y963

DPZ06A90
DPz06390

3304586 E230446

237ERS _Tacacon

PO/ENCM TRANSTN CCWTROL J.E. OFF3ET

ACCOUNT

4-p0125-8829
4-60152-2300

4-60201-8910

Z-z0011-08z20
2-z20011-08z20

Highlight

Table 3: Explanation of Commands in the Annotation Toolbar

Icon Command

How to use it...

LJ Toggle

Click here to change cursor to highlight with in eledger. Click again to turn
Annotation highlight cursor off.

(Highlight 7] | Highlight

Yellow highlight is the only option available. You do not have to do anything
Dropdown with this dropdown.

tank
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eLedgers Fundamentals

Setting up Proxy Access

A Proxy is a person who has access to your FAS
eLedgers. You can request Proxy access for any FAS
account that you have access to. There are several levels
of proxy access. For example, if you have exec level
access, you can have a proxy for your exec level access.
If you are an administrator on one account, you can have
a proxy for the account that you administer. Please note
that you will need access to all account numbers to give
exec level proxy access. For help with setting up proxy
access, please email genaccounts@lists.uchicago.edu.

To Request Proxy Access:
1. Create an OnBase Account for the Proxy.

e  Confirm that the Navigation Panel shows
Documents

e Select View from the document retrieval, select
New Forms from the drop down menu

e  Click on the icon next to: Create an OnBase
account access (Eforms)

e  Fill out the form

e  Click submit

e  Wait 2 business days or until you receive an
email stating that a new OnBase Account has
been created before completing step 2.

Image 15: New Form for Proxy Access

% Custom Query
=

LT N ]

= Document Retrieval

New Forms in

L™

£ Mew Form

J Document Retrieval

[\<|.\| Panel under View

Image 16
IJ OnBase Java Client

File View Help

New OnBase Account Access (EForm)

Request: Proxy Access to Ledgers (EForm)

Form Titles

New OnBase Account Access

Requested By:
Requestor's Phone#:

Information for the New OnBase User
CNetID:

Name:

Email:

Phones#:

Subirnit Form ] [ Cancel Submission 10/20/2009

THE UNIVERSITY OF

CHICAGO
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eLedgers Fundamentals

Setting up Proxy Access
(continued)

2. Request Proxy Access

e Navigation Panel select Views, then select New
Forms from drop down menu.

e  C(Click on the icon next to: Requests: Proxy
access to Ledgers (EForms)

e In the Select Type of Update Section, select the
correct radio button. Note the form will change
depending on selection.

e  Fill out the CNetID and Account number
information

e  Click submit

e  You will receive an email stating the access has
been approved (or denied), usually within 1
business day.

Image 17: Proxy Access to eLedgers Form

Select this radio
button for
Hierarchical
Proxy Access

N

]

Select this radio
button for
Departmental
Proxy Access

Proxy Access to FAS Ledgers

te
™ Add a Proxy CNetID to a part of the hierarchy
One CNetID and all elements of the hierarchy leading to the lowest are specified.

) Delete a Proxy CNetID from a part of the hierarchy

9 Add a Proxy CNetID to an Account
One CNetID and one Account needed.

Delete a Proxy CNetID from an Account
One CNetID and one Account needed.

The following updates are for Financial Services Only
_) Copy a Proxy CNetID to all documents visible to an earlier Proxy CNetID
Two CNETIDs are needed.
Note: The earlier CNetID MUST exist in the system as a Proxy.
Z) Replace a current Proxy CNetID with a Proxy CNetID

Two CNetIDs are needed. The carrent CNetID will be replaced by the CNetID on all the documents everywhere.

Note: The current Proxy CNetID MUST exist in the system as a Proxy.
) Remove a Proxy CNetID
One CNetID is needed. This CNetID will be removed from all documents.

CNetID: Fill out the Proxy’s
CNetID Earlier/Current: CNetID and the
Account Nambor- requested account
information
Exec Level:
Dept Number:
Sub Dept Number:
Sub Sub Dept Number:
Submit Form ] | Cancel Submission 112072000

One CNetID and all elements of the hierarchy leading to the lowest are specified.

Financial Services
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eLedgers Fundamentals

Get Further Assistance

If you need assistance with eLedgers, visit the Financial
Services Website or email the following:

The University of Chicago Financial Services Website:
This will link you to training opportunities, a quick
reference guide, FAQ’s and other resources.

Point your browser to the following URL:
http://finserv.uchicago.edu/accounting/ceikonledgers/

Email genaccounts@lists.uchicago.edu or
ceikon-support@lists.uchicago.edu for technical support
if you cannot find the information you are looking for.

THE UNIVERSITY OF CHICAGO

Financial Services

Image 15: The University of Chicago Financial Services eLedger Page

ABOUT US  ACCOUNTING  PAYROLL SPONSORED AWARD ACCOUNTING  PURCHASING & PAYMENT  FINANCIAL & TAX REPORTING  SERVICE DELIVERY

Accounting Services f Ceikon Ledgers

ELedgers

Capital & Agency Funds

The Electronic Ledgers Project (eLedgers) is the Financial

Endowments & Gifts

General Accounting

Home

Services application used to store and distribute The University's Financial
Acoounting Systemn (FAS) ledgers of record in a secure, easy to view,

FAS adrinistrators with valid GNET 1Ds. The reparts will be available to

e electronic emvironment. The eledgers are available to all autharized University
Look here eledgers Approved Users as sooh as they are produced by FAS, usually the Sth
for more business day af the manth.
1y
eLedger Training
resources

Frequently Asked Questions

Policies and Rules
Sth business day of the month

Definitions and Acronyms

The University of Chicago elLedger Project is part of & comprehensive effort at
the University to automate current manual processes. The reports will be
available to approved users as soon as they ae poduced by FAS, usually the

Please NOTE: Paper ledgers will continue to he produced and distributed

Documentation

through June 2010. Beginning in July 2010 only eLedgers will be

produced. Please make sure all staff can access the eLedger system prior

How to get access to June 2010.

=t https:ffariadne. uchicago edu
Helpful Tools

eledier users can link to the application from PCs through [nternet Explorer

How Do 1.7 eledger users can link to the application from WMacs o through Mozillz 2t

Functional Directary

Einantial systamis hitps:#farimdne. uchicago.edufJavaClisnt

Financial Statements

Contact Info:
Forms
Policies If wou have any questions, please contact Financial Services at:
Contact Us

genaccounts @lists, uchicago.edu
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