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Note for New Users

If there are any queries regarding any aspects in this guide, please contact
FinanceSystemSupport@acu.edu.au in the first instance.
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Part1: Logonto T1
Open an internet browser such as Firefox, Edge or Chrome.

Enter the URL address in the space provided or click on the link below
https://acuservice.tlcloud.com/T1Default/CiAnywhere/Web/ACUSERVICE/LogOn/SS1 STAFF

Click on “Log on using ACU Single Sign On” and use your ACU network credentials to log in.

€ C QO B &2 hitpsi/facuservice.t1doud.com/T 1 Default/ClAnywhere/\Web/ACUSERVICE/LogOn/551_STAFE e

Ci ANYWHERE

ANY DEVICE. ANY WHERE. ANY TIME.

:\q Log on using ACU Single Sign On

Log on using your details

AUSTRALIAN CATHOLIC UNIVERSITY

El Keep me logged on D Accessibility Mode @

For example, if your name is Joe Bloggs and your ACU network ID is jobloggs, the SSO
login name is jobloggs@acu.edu.au and password will be your ACU network password.

Once logged in, you will be in the Ci Anywhere platform. Click on ACU Purchasing Officer to
create purchase requisitions, or ACU AR Requisitioner CiA to create debtor invoices.

User guides regarding purchasing and debtor invoicing are available on Sharepoint.

CiAnywhere @ @ @

“This workplace will be retired in the next release. Switch to the new workplace!

o

My Reports Giin the Cloud
N
€l LINKS

Q fr Core Enterprise Suite
o

TechnologyOne AN CATHOLIC UNIVERSITY

University

4447
i tome  (DACUNM e ACUPurchasingOfficer . & CIGLOfficer NP ) Acu ARRequisitioner CiA

s (Trynewworkpiace! (RS

Alternatively, click on “Core Enterprise Suite” to open a Ci platform session
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The “GL Officer” role is required to access the reports and the detailed transaction enquires

(General and payroll).
Click on the “GL officer” icon to open the session.
iy TechnologyOne

Pleass choose a Workplacs o star

L f r#

ACL AR Requisitioner ACU Purchasing Officer
Ci GL Officer NP CiA CiA
CES

CES CES

technologyone

"

ACU-My
CES

Treneforming busness, rmaking iife aimoe

If you need to use any other roles, click on the “My Workplaces” on the top blue ribbon and

click on the relevant workplace.

1 Ci GL Officer NP - TechnologyOne’Eﬁ'térprise Suite - ACUSERVICE-CES ntier =T x

Actions Window Help

&7 W Reponszearies Y derounsemens  [ES Remigers [T Preferances

Berorm " Chart of Accounts  Transaction Entry . GL Enquiry " EIE Enquiry . Detailed T

- ci GLjoffic gL‘N_PE
(G " Reports Do- - &) Au;graliallCatholicUniv\ersity-Limited

.8:) Home Portall | @)vep | [Theiose | [2] e

Centralised Alerts Portlet

Workplaces

My Workplaces -1 CEX)

| @ retresn | &8 configure | Seach ||

place

‘ 01 GL Officer NP - Cumert
AR Requistioner

ACU Purshasing Officer Cis

ACU My

| SRR S | SBARy pus eI 3] |

There are no Aleris to be displayed

| Defaut Workplace | instalition
' ces

ces

ces

ces

ijUss

‘ AN \Put’ﬂlﬂﬂ.‘wmi {pieag’ ]

< m

(@) ALERTS Configureyowalers % 0Warkfiow

[T Orly keep the selected warkplace open

& workplace name to change the default start-up workplace.

>

JOEERT XTI

To view reports, you require the “GL Officer” role.
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Part 2: GL Enquiry
Click on the “GL Enquiry” tab

File Edt View Tools Actions Window Help
5 1y Wortplsces | 5] vS Empoyesworepisce @7 by Repons
| Home ' Tasks | Perform | Chart of Accounts T

Arange by |Most Recert

No lizms

There are no Alerts 10 be dispinyed

T N Pl A L

|

. FEEsuse=BeEE 4

Click on the search icon and select the required ledger (e.g. 2018 Actual GL)

File Edit View Tools Actions Window Help
© riyworpises (58] 81y Y & [ Preerences
| Home " Tasks | Perform  Chart of Accounts Entry | GL Enquiry " EIE Enquiry " Reports '/ Detailed

vs Enauiry (GL) " Detailed

General Ledger Balances,
Ledger Name:” Ledgers
Enter search criteria and click retrieve @ Search: PBeirieve 1Saved Search

@sens [ | ¥Eaiec || [ I+ [ [¥] [petve

n header hese to group by that column

File Edit View Tools Actions Window Help
G MyWottices i3] Ve EmpioyeatWortpice 47 MyRepoms sodries 13 <} B
Enry | GLEnquiry ' EIEEnquiry ' Reports ' Detsiled Transactions Enauiry (GL) | Detailed Transaciions Enquiry (Payroll

= ’ retricve. |

General Ledger Balances

Ledger Name:™ 1BGLACT 2018 Actual GL

Enter search critenia and click retneve
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The results can be exported to Excel by clicking the “Excel” icon. Alternatively, click on the
“Account Number” to drill down to Period Balances.

File Edit View Tools Actions Window Help
© vy Wortpces L] 7y Y Breminsers [ praserences

Ty -
| Home | Tasks | Perform ' Chartof Accounts * Trans | GLEnquiry ' EIEEnauiy  Reports | Detsiled Transz (%) - U It

General Ledger Balances

Ledger Name ™ 2018 Actual GL

Enter search eritena and click retrieve
(&) Search: | §Betieve MiSovedSearch [ Only show acoounts/commitments with a balance
= [ e -] s & %
ey o] fe ¥ fi Al %

[
e . FedwuseseEe 4

From the Period Balances, click on the “Period” to drill down to Transactions

1 O . - savone Efted
File Edit View Tools Actions Window Help

5 My Workpsces L.')]vs&mwm 7 MySspons sndFies 3/ Arcourcements Eﬁmm Pelgm

| Home | Tasks | Perform ' Chart of Accounts  Transaction Entry | GLEnquiry * EIE Enquiry * Reports ' Deteiled Trans=~ (%)
B

Period Balances

Ledger Hame:™ | TBGLACT E 2018 Actual GL

Accaunt Number” |10:840530-111-9999-37301 [&] wic Metboume Financial Opesa OpTrack  Financial Dpera.

For the selectad Account:

ARG UHOE ©

:

From the Transaction Listing, you can see attachments by clicking on the icon. Click on the
Date to see further details regarding the transaction.

File Edit View Toels Actions Window Help
> pyWodpiezss 2] v & My .7 (B remrees [ prtemnces
Entry | GL Enquiry ' EIE Enquiry ' Reports ' Detailed Trans= (%)

Transaction Listing

Ledger Name " [ioact [Q] 2018 ActualGL

= Account Numbet* E1wmm-ssm3‘m1 E WIC Melbourne: Financial Dpera OpTrack Financial O

A4 consolidated account can also be entered eg 1-0-2@&

| ¥Betrieve s (A v| [lMIPenods Perot [1|
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Part 3: Transaction Listing
Click on the “GL Enquiry” tab. Select “Transaction Listing’

1
File Edit View Tools Actions Window Help

O My Workpizces ] Ve EmpoyesWonpiaze g7 My Repons 2ed Fis
| Home ! Tasks | Perform { Chart of Accounts T

General Ledger Balances

Ledger Name:" heciacr — [@)] 20184chalGL

Enter search criteria and click reinieve

() seach | | §Berieve MSsvedSearch [ Only show accounls/commiments wih 2 balence

= L Regwnse=woEe A

Select a “Ledger Name”. Enter the account string, then click “Retrieve”. Note:

e There are 20 digits in the account string
e If there are any digits you don’t know, use the “@” as a wildcard as per sample below

File Edit View Tools Actions Window Help
© MyWossiess ] vsEmpoyeetonpize &7 MyRepsnszedries  f) Arvursemens [ Reminsers [T Preterences ) m\; \r
—r . 3 2 - = " g
| Home * Tasks | Perform {Qﬂ'll)fm " Transaction Entry | GL Enquiry * EIE Enquiry  Reports _ Detailec . 81GIo

) = —
o quire ) neip | Qg back | 7 ynome | —Delose, | 7Y clead

R EGLACT ] 2018 Actual GL
(s eeeeeeeraee: G2

A consolidated account can also be entered eg 1-0-82@&

K%} Search: ‘ | ¥ Estrieve Status:” NI ]v| [ All Periods  Pesiod: D

IOE%o

The results can be exported to Excel by clicking the “Excel” icon. Alternatively, click on the
date in the transaction listing to see further details.

7 Transaction Listing

Ledger Name:* [1eGLACT ] 2018 Actual 6L

Account Mumber:" = EI
A consolideted account can also be entered &g 1-0-2@E
(¥} Seach | | FBeiee st (A [v| M APerods Pesod [ |

Reference iTm ‘ Pumdi Amourt Bﬁ'lceﬁﬂ't‘“m‘!ﬂm Account Mumber  Description

(311272017 1215 APINV 1 250,00 250,00 Cash Colleciion Serv... 10-840530-1119... Securty (=
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Part 4: EIE Enquiry
Click on the “EIE Enquiry” tab.

Click on the search button to select the Enquiry Definition. Select “Period Balances”

File Edit View Tocls Actions Window Help
© my ﬂ"’ péoy gl &~ My Repons and Flies ymm
[ Home ! Tasks | Perform | Chartof Accounts T S i

Executive Information Enquiry
Enquiry Definition ®
Choose an Enquiry Definition 2 seach | | 4§
Epiy Do :@ P
-
%
@
Lo
&
=
]
e L N ReEwEsesEeEE

Choose the criteria for your query then “Perform Enquiry” (do not select “Retrieve”)

File Edit View Tools Actions Window Help

5 by Woriptoss L] apace g7 My 4] (@ Reminders [ Prefermress "y Il‘ i i-f’fj-(?ér

Enguiry (BL) * Deile ~ (&

Enty  GLEnquiry | EIEEnquiy ' Reports  Detailed T

Executive Information Enquiry

Enquiry Definition

Chogse an Enquiry Definition

Enauiy Defitions Pedod Baknoes

Parameters for this O
Please select alLdfger |18GLACT
N =

i you wish te enguire upon in order of drilldown.
le cansalidation withot drilldown, select anly one

Default Drilldown Path

Entity
I
Move Down
1o the selecied entities
@
[Froeet [¥] [ke [v] [peee0 ‘%
[Ersty [+] [onect [v] [10.4050 al
fdd Critetia  Clear Criteria  Clear Values -
3 Pertorm Enauiey
FREsxERe~BRER 4
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Results will be displayed by Period. Click on the blue link to drilldown to the next level.

File Edit View Tools Actions Window Help
© ywonpizes 3] I
| Home  Tasks | Perform * Chart of Accounts | Transaciic - iry  Detailed Transactions Enquiry (GL) ' Detaile ()

»
o
©
=
8
o]
#

2 o»

TeEwhae~weEe 4

The results can be exported to Excel by clicking the “Excel” icon. Alternatively, click on the
blue links to see further details.

File Edit View Tools Actions Window Help
B My Wospizoss  b| VEEmpiyesWoniphice g MyBepsrszeafies ) Arrourcemars (5 Remndes [ Frefeences
 Home | Tasks | Perform | ChartoFAccounts  Transaction Entry  GL Enquiry | EIEEnquiry | Reports | Dtsiled

[9) help Qg back ose.

Period Balances
Entity Listing

where Project like Financial Operations Prj (840530) and Entity ons of (10.40,60)
and Project = Financial Operstions P (840530)

o]

 FedwEse=BrEe 4
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Part 5: Detailed Transactions Enquiry (GL)
Click on the “Detailed Transactions Enquiry (GL)” tab.

Use the filters provided to enter your search criteria. Then click “Refresh”

a
File Edit View Tools Actions Window Help

nquiry (GL)
v Faculty/Directorate: | v

Cost cente: | v Project; 240530 - Financial Opera [v Activiy:

[+]
Nahral Accourk 97301 -Securty Servie| v|  Enty: | [v]  FundngSouce: |
Beriod From:  [Jaruary [+]

gt Trae | Add Other Criteria

Period Tor | December [v]  selectledger 2018 ACTUAL

“wonnone ] . | askeuy pus Beig 3]

1 |
o
§ Amount | Transaction Date  Reference Namation 1 | Wamation 2 MNamation 3 i;
t: 1 10-840530-111-9999-37301 250.00 3111272017 1215 Cash Colleclion Services East Melboume Campus Commander
A 1 4D-B40530-111-9939-37301 130.00 311272017 1215 Cash Collecion Services Esst Melboume Campus Commander &=
g 1 60:840530-111-9999-37301 170.00 31122017 1215 Cash Collegion Services East Melboume Campus Commanier g
: #
g | 550,00 5;3
0 [<]I " »|™
o T T TegsEhe=game 4

The results can be exported to Excel by clicking the “Excel” icon.

Part 6: Detailed Transactions Enquiry (Payroll)
Click on the “Detailed Transactions Enquiry (Payroll)” tab.

Use the filters provided to enter your search criteria. Then click “Refresh”

L
File Edit View Tools Actions Window Help
T My Woskplaces - 3] £ My Repes 47 & rem

form  Chartof Accourts | Transaction Eniry " GL Encuiry / EIE Enauig

2ilgaeiwes o Clions Enquiry (Payroll)
Porfalio: V| Drectorstertsculy | v|  Depament [ v Costeente |

Proect | Entiy | [v Funding Souice: | [v] vy |
Natural Account | Payrol Persors &)  PerodFiom [SELECTPERIODFROM |v|  Paind T [SELECT PERIOD TO
Transaction Categary: | Salery With Orico] v

Organisation AccourT S NEERggEe L 3 Other Criteria

quick search || |
Perod ;z:' :wmwmlﬂnmm‘mmm) m‘ Mormal Pay omm‘ m“{_‘immmi ‘r"o
| . )

G
i’

Lo}

49

00 o0 | 60 o0 a0 |2

<] [ Y Rl
(@) ALERTS  Configure yow skns g 0 Workfio h ?ﬂj‘ﬁl“@’%mﬁﬁf

The results can be exported to Excel by clicking the “Excel” icon.
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Part 7: Management Reports
Click on the “Report” tab. Click on the report that you wish to run.

File Edit View Tools Actions Window Help

e p ;ﬁ]' picy place e 1 » b ?’*
’.-‘:r : & My i _ . 5L .f.r-!cer

BAC Financial Snapshot
BAC Owerheads Report

Actuzls by Management Reporting (Natura)
Detailed Transactions Report {P/L)
Natural Account by Project {Actuals)
Salaries Bregkdown Report

Actual YTD (Multiple Project Tabs)
Crganisation Unit Hierarchy
Projects by Natural Account (Achuals
srrent Year Forward Estimate

T N ReEREserBAEE £

There are drop down boxes to select your reporting criteria. Enter the criteria for your report
and click “Submit Request to Server”.

1
File Edit View Tools Actions Window Help

© MyWoskpizces 5] VS Emp ezt & My Rzpoas 2nd Fiiss »

| Display a natfication when my report s ready for [v]
| [v]
Facully / Dectorate: | @
Department | El
Cost Contre [ I .
Froject 840530
Account Giroup:* |Income & Expenses [v]
Nistural Account [37mm [EN|
Eritity: |
Source of Funds: ) E
om Period ™ |Ju1ua]r | vl
== o
[2018 vl
)
There are currently no extended criteria for this report,
Click here to modify extended criteria
Advanced Opbons ) k4
FRExune=BrEe

Last updated 26/08/2022 Page 11 of 13



Technology One User Guide v3.2 a A‘ U

AUSTRALIAN CATHOLIC UNIVERSITY

The Progress bar will show the job status.

File Edit View Tools Actions Window Help
5 My Wompees | VG Empioyes Workpiaze g7 My Repons an Fles > E !sfﬁeer
3 Cl

31 Perform * Chart of Accounts

54-4587-adis-
942bef73eBb1S\cusiom|CESits|Excel\ACU DETAILED TRANSACTIONS REPORT

o Definition file=\410b5fa2-d134-4582-a4fa-542bef7 3e8b 14 10b5a2-d1.
w (GL).XLSX . Sheet=SHEET 1

You will receive an -} Announcement when the job finishes
This window shows the progress of your job. As your jobis running on the server, you can now cick
elsewhere to do other work.

If you close this window then your job will continus o be processed by the server. You can check the
job's progress by clicking on the {% My Server Jobs icon in the nofification tray =

File Edit View Tools Actions Window Help
5 My Wospizens ] VS EmpoyesWorkpizes g My Repons snd Fiss

-
% The job has completed successfully.

You will receive an '} Announcement \hen the job firishes

This window shows the progress of your job. As your job is running on the server. you can now click
elsewhere 1o do other work.

1 you close this window then your job will continue 1o ba processed by the server. You can check the
job's progress by clicking on the {* My Server Jobs icon in the notification tray.

/| Ciose this window when the job completes

There are currently nc extended criteria for this report,
Click here to modify extended criteria

‘Advanced Options

T segxusc=weme 4

Alternatively, click on “Announcements”. This will show the reports available for viewing.

i GL
File Edit View Tools Actions Window Help
> MyWorkpleess [i] VS EmplyseWorplace 7 by Riepons snd i

File Edit View Tools Actions Window Help

Sy [l aplace 7 My = L »
isks | Perform | Chart of Accounts | Transaction Entry | GL Enquiry ' EIE Enquiry | Reports ' Detailed Tr- @G

23/01/2018 122703 PN
ACU Test User 01 23/01/2018 12.26:08 PM
ACU Test User 01 16/01/20185:1419PM |
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Select the report you want, click “Save”, then “Open”

O
File Edit View Tools

Actions Window Help

O My Worplozes | ) Ve Empoyes Workpizes g MyRepomsmFims J) Anncuncamess »

Home  Tasks | Perform  Chartof Accounts T on Entry | GL Enquiry | BIE Enquiry | Reparis  (2)(%) 1}
: e,

o Gt Toreacions Repon /0 . T R U B BAVATE REPR
Your Detaied Transactions Report (P/L) is ready to be viewsd. ACU Test User 01 23/01/2018 12:26:08 PM
Your Actuals by Management (Natural Account) is ready to be viewed. ACU Test User 01 16/01/2018 5:14:19FM

» o

SentDale/Tms: (230172018 122703PM |

[Your Detafed Transactions Report {P/L}is ready to be viewed.

" Woimonn icsin g Ay B8y | piees T setmoned S | ewdjeuy pus 06 3]

What do you want to do with ACUTEST0120180123123442Report ACU DETAILED TRANSACTIONS REPORT (GL)2.xlsx (46.6
KE)? x
From: services-syd0104.cis.t1cloud.com

‘Save as =
'?.I' Cancel ﬁ
____________________________§
ACUTEST0120180123123442Report_ACU DETAILED v |
TRANSACTIONS REPORT (GL)2.xlsx finished downloading. b
The report will open in Excel.
6 AC U Detailed Transactions Report (P/L)
For the period January to December 2018
selection Criteria:
ot
aculty / Directorate
bepins
o e
ject Oper
eom G 2395 neome & s
ntity
extended crtri:
Ledger Amount $|
Name _| period | _Date |Narration 1 |Narration 2 Narration 3 |Entity Project
Commander Security Services Pty
18GLACT. 1 31/12/2017: 250.00:1215 Cash Colleclion Services Ltd 10-840530-111-9999-37301 10- 840530 - Financial Operatic
Commander ety services Pty
18GLACT 1 i 31/12/2017; 130001215 cash Colleclion Services campus ud '40-840530-111-9999-37301 140 - NSW North Sydney 840530 Financial Operatic
Commander Security Services Pty
18GLACT 1.} 311202017 170.00:1215 Cash Collecl ices, Campus Ltd. 60-840530-111-9999-37301 160 - VIC Ballarat. /840530 - Financial Operatic
om0
Resrt by ACTESTOL 252018 122701 . Dt Trsocons eport 1)
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