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Goal & Objectives 

Goal: After taking this class, students will know the 
highlights of changes from PB 3.8. 
 
Objectives: 
• Show students the new layout presentation 
• Show students navigation options 
• Show students updates to budget forms 
• Show students the use of queries to access budget and 

SBFS data 
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New Layout Presentation 
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Navigation Options 
 
• Access from Preferences / Usability Settings 
 
• Expert User Option 

• Defines which fields will be included in the tabbing order 
 

• If selected, tab from field to field will only include editable 
fields 

 

• If not selected, tab from field to field will include each and 
every element on a page (e.g. links, images, icons, read-
only fields) 
 

 
Page 4 of 18 PB 3.11 



Navigation Options 

 
• Access from Preferences / Usability Settings 
 

• StartPage Reset 
 

• Click “StartPage Reset” at bottom of Usability Settings 
 

• When on the screen you want as your new Start Page click on 
the House icon located on right side of screen  
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Enter Key Used as Hot Key 
• Searching for budget forms, click Enter on keyboard or 

click Search button in application 
 

• Searching for queries, click Enter on keyboard or click 
Search button in application 
 
 

Cache Refresh 
 • Centrally located option with administrator 

 
• Still available to all users independent of administrator 

located under Utilities 
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Capital Project Template 
• Ward locations no longer free-form text field entry 
 
• Ward locations for each capital project now selected from 

new dropdown options 
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Save Budget Forms as Draft 
• If user begins a request but does not have all the required 

information, he or she can choose to input fields as desired 
and choose the Save As Draft option. 

 
• The form is in draft so it does not post the data to the 

database. 
 
• Requests in draft mode will not be available in other 

functional areas of the application (e.g. Workflow Inbox, 
Advance Budget Request Stage, Budget Request Filter View.) 

 
• Cannot Submit, Approve or Reject form while in draft mode. 
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Budget Forms 
 
• Sort feature up to three categories/columns on forms 
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Budget Queries 
• Queries are now actually called “Queries”…no longer titled 

FSQs 
• Ability to set default Consolidation Tables for each dimension 

in Query Maintenance 
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Budget Queries  
• In query maintenance the listed dimensions must now be 

separated by commas rather than spaces 
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Budget Queries 
• Manually adjust query column width while in results 

using double arrow similar to Excel 
 

• Manually move a column by dragging it (must first 
Unfreeze Panes by right clicking in Query Results header) 
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Queries - Accessing Budget 
and SBFS Data 

• Access budget data as in 3.8 
 
• Now can also access SBFS pay projection data in the query 

similar to an infoAdvantage report 
 
• Select Budget Data or Salary & Benefit when creating the 

Query 
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Queries for Budget or SBFS data 

• Determine Query Type: Budget Data or Salary and 
Benefit Data 

 
• Budget Data = Row Groups    
 
• Salary and Benefit = Information from specific salary 

projection (projection code, COA, pcn, employee id, 
base salary, benefits, etc..) 

 
 

 

 
Page 14 of 18 PB 3.11 



Queries for SBFS data 
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Queries for SBFS data 
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Queries for SBFS data 
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