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General Information 
The existing “Legacy” Financial Portal has been updated with new features and functionality. 

New Features 
• Scale-to-fit Screen Responsiveness 
• Help Widget 
• Enhanced search functionality in Search PO Documents, Search Payments, Search Travel 

Documents, and Search Vendors 
• Preview PDF Files 
• Drag and Drop File Attachments  
• Entering a Zip Code will autofill City and State 
• Entering a Date 

Scale-to-Fit Screen Responsiveness 
To provide a better user experience, displays will auto-adjust to fit the size of the device screen.  

 

 
 
 
 
 
 
 

 

 

 

 

 

 

 

 

 

Example of the Main Menu dashboard view on a desktop computer. Example of the Main Menu 
dashboard view on a tablet 
device. 
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Example of a Purchase Requisition form on a desktop computer. Example of a Purchase 
Requisition form on a 
tablet device. 

Help Widget 
Use our new Help Widget to search the knowledge base or to submit Help Desk tickets.  To access the 
Help widget, click on the ? Help icon on the bottom right of any page once you are logged in. 
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Search the knowledge base by entering a key word in the Got Questions? Search bar 

     

To submit a Help Desk ticket, click on Contact us and complete all applicable fields with as much detail 
as possible and include screen shots so that our Help Desk agents can best assist you. 
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Help Desk ticket fields to complete: 

• Subject:  Brief description of the issue 
• Your Name and Email Address 
• RCUH User Type: Use the drop-down list to choose the user type you are logged in as. 
• Do you have an issue with a transaction? 

o Choose Yes or No  
o If Yes, enter information into the corresponding fields that dynamically appear. 

 Transaction Type 
 Document Number OR Vendor Name and $ amount 

• Do you have an issue with a report? 
o Choose Yes or No 
o If Yes, enter information into the corresponding fields that dynamically appear. 

 Report Type 
 Project Account Number 

• Describe your question or issue in detail:  Enter a detailed description of your issue. 
• Take screenshot: Use the screenshot feature to include an image of your issue. 
• Upload files: Use the upload feature to include files of your issue if applicable. 
• Click on Send 
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Search PO Documents, Search Payments, Search Travel Documents, Search 
Vendors 
Search PO Documents, Search Payments, Search Travel Documents and Search Vendors have been 
enhanced with additional search functionality which are covered in their respective sections in these 
Release Notes. The Search listing screens will default to display all transaction documents or vendors 
prior to inputting any search criteria. 

 
Example of the Search Payments listing screen. 

Preview PDF Files 
Users may now preview PDF files in the Financial Portal before downloading the file.  In the Approved 
listing screens, when you click View in the PDF column, a pop up of the PDF file will be displayed. You 
can then use the icons on the upper border of the PDF preview tool, to navigate the pages, zoom in 
and out, rotate, or download the file. This functionality also exists with PDF files in the File Attachment 
section. 

 
Example of preview PDF functionality in the Financial Portal. 
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Drag and Drop File Attachments 
The File Attachments section has been enhanced with the ability to drag and drop file attachments 
onto the transaction form.  Only one file at a time can be dragged and dropped into this section.  After 
dropping the file, click on the Upload button to attach the file. 

 
 
A description for the file attachment can be entered after the file has been dropped or uploaded 
into the File Attachment section. 

 

Entering a Zip Code Will Autofill City and State 
When entering an address on a Vendor Registration or on the User Profile (for default Purchase 
Requisition/Payment Information/Default Ship To), as you input the Zip Code, the City and State fields 
will autofill according to the Zip Code entered. Please make sure to check the City and State fields after 
you have input the Zip Code to confirm the values are correct.  You are able to change and manually 
update the City, State values if needed. 
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Entering a Date 
When entering a date value into a transaction form, you can use the Calendar tool to select a date 
or manually enter a date in a MM/DD/YYYY format.  
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Edit My Profile 

New Features 
• Updating Your Password 
• Resetting Your Password 

Updating Your Password 
When updating your password, you will now be asked to enter your current password and new 
password. When inputting your new password, you’ll be prompted to follow the password 
requirements. 

  

Resetting Your Password 
If you have forgotten your password or need to reset your password, click on the Forgot Password? 
link on the login screen.  Enter your username and click on Send Reset Link. 
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You will receive an email from the RCUH Financial Portal Administrator with a link to reset your 
password. 

 

Purchase Requisitions, PO Payments, and PO Changes 
The Purchasing menu allows users to create, submit, and approve Purchase Orders, PO changes, and 
PO Payments. The transaction forms will look similar to the existing Legacy Financial Portal with a few 
new features. 

New Features 
• Enhanced search functionality with additional search options 
• Validation messages appear as user is filling out forms 
• Terms and Conditions included on the PO Vendor Copy 
• PO Change – Original Order section will default to be collapsed 
• PO Payment - Equipment Inventory section has been expanded to 20 items 

Search PO Documents 
Search PO Documents has been enhanced with additional search functionality. On any of the PO listing 
screens, click on Search to display the search options. Users now have the ability to search for specific 
values in the column heading, including PO Number, Project #, Vendor Name, FA Staff, PI Name, or 
Modified Date. Users also have the ability to filter by Document Type and/or Status.  In the Approved 
PO Documents listing screen, users have the ability to search by Check Date or Check Number, or filter 
by Payment Type. 
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Validation Messages 
The Financial Portal will flag fields that are required as the user is filling out the form instead of after 
the user clicks Save or Submit. When the user clicks within a field and does not input the required 
information, a validation message will display as soon as the user clicks out of the field. 
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Terms and Conditions Included on the PO Vendor Copy 
The following RCUH Terms and Conditions will now be included on the Purchase Order Vendor Copy. 

•  Attachment 31, General Terms and Conditions Applicable to All Purchase Orders 
• Attachment 32a, Terms and Conditions Applicable to Contract/Subcontracts/Purchase Orders 

(Under Federal Grants) 
• Attachment 32b, Federal Provisions Government Subcontract Provisions Incorporated in all 

Subcontracts/Purchase Orders (Under Federal Prime Contracts) 
• Attachment 32c, Federal Provisions Applicable When Subcontractor (Commercial Entity) is in 

Possession of Government Property Government Subcontract Provisions Incorporated in All 
Subcontracts/Purchase Orders (Under Cost-Type Prime Cost Reimbursable Contracts) 

• Attachment 32d, Federal Provisions Applicable When Subcontractor (Education or 
Nonprofit) is in Possession of Government Property Government Subcontract Provisions 
Incorporated in All Subcontracts/Purchase Orders (Under Cost-Type Prime Cost 
Reimbursable Contracts) 

 
Example of a Purchase Order Vendor Copy with General Terms and Conditions 
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PO Change – Original Order Section Default to Collapsed 
When viewing a Purchase Order Change Form, the Original Order section will be collapsed by default.  
Click on the Original Order header to expand the section. 

 
 

Equipment Inventory Section 
For PO Payments, the Equipment Inventory section has been enhanced to allow the input of up to 
20 items. Select the desired number of items in the drop-down list. 
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Non-PO Payments 
The Non-PO Payments menu allows users to create, submit, and approve Authorization for Payment 
Forms, Non-Employee Expense Payment Forms, Personal Auto Mileage Vouchers, and Petty Cash 
Summary Sheets. The transaction forms will look similar to the existing Legacy Financial Portal with a 
few new features. 

New Features 
• Enhanced search functionality with additional search options 
• Validation messages appear as user is filling out forms 
• Authorization for Payment Form - Equipment Inventory section has been expanded to 20 items 

Search Payment Documents 
Search Payment Documents has been enhanced with additional search functionality. On any of the 
Non-PO Payments listing screens, click on Search to display the search options. Users now have the 
ability to search for specific values in the column heading, including Request Number, Document 
Number, Vendor Name, Project Number, FA Staff, PI Name, or Modified Date.  Users also have the 
ability to filter by Document Type and/or Status. In the Approved Payments listing screen, users have 
the ability to search by Check Number, Check Date, or filter by Payment Method.  
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Validation Messages 
The Financial Portal will flag fields that are required as the user is filling out the form instead of after 
the user clicks Save or Submit. When the user clicks within a field and does not input the required 
information, a validation message will display as soon as the user clicks out of the field. 

 

Equipment Inventory Section 
For Authorization for Payment Forms, the Equipment Inventory section has been enhanced to 
allow the input of up to 20 items.  Select the desired number of items in the drop-down list. 
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Travel Request and Travel Completion 
The Travel menu allows users to create, submit, and approve Travel Requests, Travel Completions 
without Travel Requests, and Travel Completions with Travel Requests. The transaction forms will look 
similar to the existing Legacy Financial Portal with a few new features. 

New Features 
• Enhanced search functionality with additional search options. 
• Validation messages appear as user is filling out forms 
• Entering Departure and Arrival Dates and Times 

Search Travel Documents 
Search Travel Documents has been enhanced with additional search functionality. On any of the Travel 
document listing screens, click on Search to display the search options. Users now have the ability to 
search for specific values in the column heading, including Req/Doc No, Document Number, Project #, 
Traveler Name, Departure Date, Return Date, FA Staff, PI Name, or Modified Date. Users also have the 
ability to filter by Document Type and/or Status.  In the Approved Travel Documents listing screen, 
users have the ability to search by Check Number, Check Date, or filter by Payment Type. 
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Validation Messages 
The Financial Portal will flag fields that are required as the user is filling out the form instead of after 
the user clicks Save or Submit. When the user clicks within a field and does not input the required 
information, a validation message will display as soon as the user clicks out of the field. 

 

Departure and Arrival Time Options 

In the Trip Itinerary section, users can use the Calendar tool to select Departure and Arrival dates and 
times, or manually enter a date and time.  Dates must be entered in a MM/DD/YYYY format. Presently, 
the calendar tool offers time periods in 10-minute intervals. Users have the flexibility to enter the 
precise time and disregard the time options available on the right side of the calendar. 

 

Search Vendors 
The Search Vendors feature in the Miscellaneous menu provides users the ability to search RCUH 
vendor records.  Search vendors will look similar to the existing Legacy Financial Portal with a few 
new features. 
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New Features 
• Enhanced search functionality with additional search options 
• Refresh button 

Search Vendors 
On the Search Vendor listing screen, click on  Search to display the search options. In addition to 
searching by Vendor Name or Code, you can now search by Additional Info, Address, ST, T/C or filter by 
Payment Type.  

 

Refresh Button 
There is now a Refresh button on the vendor listing screen to easily refresh the listing with newly 
added vendors.  
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