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General Information

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

New Features

e Scale-to-fit Screen Responsiveness

e Help Widget

e Enhanced search functionality in Search PO Documents, Search Payments, Search Travel
Documents, and Search Vendors

e Preview PDF Files

e Dragand Drop File Attachments

e Entering a Zip Code will autofill City and State

e 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.

e

[ Reuh < sA  Boafisimsrcuhcom & (T +

RCUH | Research Corporation

of the University of Hawai'i

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.

4 Travel

Create Travel Reguest

B Non-PO Payments

Create Non-PQO Payment

Pending Payments

= Purchasing (POs & PO Payments)
Create PO

Create PO Change Form Create Travel Completion Without Travel Request

Create PO Payment Approved Payments Create Travel Completion With Travel Request

Pending PO Document Search Payments Pending Travel Documents

Approved PO Documents Approved Travel Documents

Search PO Documents Search Travel Documents

G Reporting M Miscellaneous

UH Project Fiscal Reports Search All Documents

RCUH Reports Search Vendors

(7] Help

RCUH Policies and Procedures

Modemized Financial Portal User Guide

Financial Forecast Reports Register for ePayments
HR and Payroll Application

RCUH Staff Listing

GENERAL INQUIRIES rcuh@rcuh com

MAILING ADDRESS 1601 East-West Road, Burns Hall 4th Floor, Makai Wing, Honolulu, HI 96848

Executive Office
(808) 956-0503
rcuhed@rcuh.com

Finance Human Resources
(808) 956-0500 (808) 956-3100
rcuhfinance@rcuh.com rcuhhr@rcuh.com

If you require assistance in accessing content on this website, please contact rcuh@rcuh.com

© 2024 Research Corporation of the University of Hawaili  v2.0.0
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Search the knowledge base by entering a key word in the Got Questions? Search bar

Welcome to RCUH FIS

Support

address a

Got questions? 6 articles found
address a [0 How do | update a vendor address?
Suggested articles [ How do | update my home mailing address?

[0 View all RCUH FIS Knowledge Base Articles ) ) o
[0 Zip Code Will Autofill City/State

[0 RCUH Financial Portal - Known lssues and

Future Enhancements [0 Search Vendors

[0 Why are frequent system errors occurring [ Using the Help Widget

with RCUH's end-of-day business

processing? [I] RCUH Financial Portal - Known Issues and
Future Enhancements

Contact us >

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.

Welcome to RCUH FIS

SuPport - | get the following error message when | =
Contact us attempt to submit a PO
Got questions? Subject *
Search for help a Error message when submitting a PO

g Your name X
Suggested articles g o

Mele Menehune A Prcie Roqutn
[ View all RCUH FIS Knowledge Base Articles et

Email * e o =
[0 RCUH Financial Portal - Known Issues and

Future Enhancements mele.menehune@hawaii.edu

I Why are frequent system errors occurring RCUH User Type you are logged in a5 @
with RCUH's end-of-day business

: Secondary User v
processing?

Upload files (max 5
Do you have an issue with a transaction? P ( )
Click to add or drag & drop files.

yes v

I Contact us b3

e n “
 \

Purchase Requisition/Purchase Order

e
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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

Last revised: 07/05/2024 Page 7
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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.

RCUH

Research C: n
of the University of Hawai'i

i For P gz ARV BAK BANKCARD CEVTER 576085 i OuZSaRA 140N Crateoluk S
o uraw  NenEmpBo ewwes  swon ssn rna oo N Thong
o - P — Go PO AN uounnoiior e ves R—

oo - AmFabn e casTiso uacen w0 et s ovisaisszs e Lok T
oosrs AmFabm s casTuso e 0o ventmarasmont  tozsamnissRn Thong Lo s
Showing 1102012567 dcumers Rovsparpage (D7) < 12 3 4 s L

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.

The Research Corporation of the University of Hawaii

Created on (Date) OUR PURCHASE ORDER NUMBER MUST APPEAR PURCHASE ORDER
05/05/2024 IMPORTANT

ON ALL INVOICES AND PACKAGES Z1 (!257.1 30

VENDOR: SHIP ITEMS TO:
21,123 John
'WINDWARD COMMUNITY COLLEGE 13n

HONOLULU, HI 96822 245H

Los AP 12345 US

Project Title Ship Via Discount Terms: Quotation: Direct Inquiries On This Order To:
PDC P/R CLRG ACCT/ || Local Delivery - ATT. Thuong
DISCRETIONARY FND || Delivery Required By: PH. 634563546

Line || Sub Proj. BIC Sub BIC Description Qty. Unit Unit Extension
Price

1. 0004 test 1 $100.00| $100.00|

This order is subject o the terms and conditions attached. Subtotal $100.00)
- Attachment 31, General Terms and Conditions Applicable to Al Purchase Orders

- Attachment 32a, Terms and Conditions Applicable to Contracts/Subcontracts/Purchase Orders (Under Federal
Grants)

Tax Rate

Tax $0.00|

ACCRRLENGE Of this Purenase Order by Vendor, Whether By witten CONfirmaton. SNPEng of CENETwiSe NLaNNG 31 SCL0N 16 FIOvIcE
goods or services ordered, is an acknowledgement and acceptance by Vendcr that the 3iiached terms 3nd coNBONS S timated Shippin:

controfing wer this Purchase order. Any and ail other ferms and congitions o Vendor shall nct apply 1o s Purchase Order. Estimated Shipping 50.00)
Unless the terms and conartions are agreed 1o by both RCUH 3nd ender in writng. price 1o \enders soceptance of this Purchase
Orger. TOTAL $100.00f

Example of preview PDF functionality in the Financial Portal.

Last revised: 07/05/2024 Page 8
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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.

»  File Attachments Click here to Collapse

@ files t Browse

Please click Upload to save your document.

File Attachments Name Description Upload Date Size

Test Document - Demo.docx 05/28/2024 10:38 AM 13 KB

A description for the file attachment can be entered after the file has been dropped or uploaded

into the File Attachment section.

~ File Attachments Click here to Collapse

€D Drop files to attach or Browse

Please click Upload to save your document.

File Attachments Name Description Upload Date Size

Enter description text here after dropping or
test_document___demo.docx loading file 06/19/2024 10:53 AM 12 KB

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.

Default Ship To Information
Name Department FA Email

Address (number, street, and apt. or suite no.)

City State Zipcode Country

Honolulu Q Hi X |v 96822 .

Last revised: 07/05/2024 Page 9
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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.

06/30/2024 )

£ June 2024 >
June v 2024 ~

Su Mo Tu We Th Fr Sa
26 27 28 29 30 31 1
2 3 4 5 6 7 8
9 10 1 12 13 14 15
16 17 18 [f] 20 21 22
23 24 25 26 27 28 29

B+ 2 3 4 5 6
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Edit My Profile

New Features
e Updating Your Password
e 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.

Main Menu / Edit My Profile

Edit My Profile

First Name * Last Name * M @
Username * Email * Default User Type * @

Central User X |
Current Password New Password Password Changed

s

our password must have at least one upper and lower case letfer
Must have at least 8 characters

Must have at least 1 lowercase

Must have at least 1 uppercase

Must have at least 1 number

Must have at least 1 special characters |, @, #,

$, %, " & or”

03/25/2024 07-52 AM

Last Login

05/06/2024 10:19 PM

® O KL

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.

Research Corporation of the University of Hawai'i

Financial Portal Login

Enter your Username and we’ll send you instructions to
reset your password.

Username *

Demo_User

Send Reset Link

Return to Login Page

Don't have an account? Learn more

Last revised: 07/05/2024 Page 11



RCUH Financial Portal 2.0 Release Notes 2024

You will receive an email from the RCUH Financial Portal Administrator with a link to reset your
password.

Research Corporation
of the University of Hawai'i

Aloha Test,

We received a request to reset your password for your account.
To reset your password, click on the link below,

Reset Password

The link above is valid for 60 minutes after you receive this email.
IT you believe you received this email in error, please notify rcuh_accounting@rcuh.com.

Sincerely,
RCUH Financial Portal Administrator

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

e Enhanced search functionality with additional search options
e Validation messages appear as user is filling out forms

e Terms and Conditions included on the PO Vendor Copy

e PO Change — Original Order section will default to be collapsed

e 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, Pl 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.

Last revised: 07/05/2024 Page 12
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Main Menu [ Purchasing (POs & PO Payments) / PO Documents

Workflow View

All PO Documents ~
Q, Search
Search
Search by PO Number Search by Project # Search by Vendor Name
Search by FA Staff Search by Pl Name Modified Date
Search g p—— Fraom - T: a
Document Type
FO PO Change Form PO Payment
Status
Pending Pl Submittal Pending FA Approval Pending RCUH Approval Disapproved
Pending - Additional Info Pending - Additional Info Final
Requested Requested by RCUH

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.

Main Menu / Purchasing (POs & PO Payments) / Create PO

RCUH Purchase Requisition

** = required to Save * = required to Submit/Approve RCUH Policy 2.201

Created by (Login Name) Created on (Date) Purchase Order No.
Juna_Smith 05/06/2024 =1 To be assignad
Project Title ** Project # **
Search | | Search
Use “Various" if you want to use multiple projects. This field i required

This field is required

Fl Mame Froject Period SuperQUOTE Mo.

+ Import from SuperQUOTE

Vendor Name ** Vendor Code ™

Search | | Search

+ Create New Vendor This field is required
This field is required
Vendor Address, Street/PO Box, City. State, Zip Code * Ship Te Information (Name, Address) *

HI

Last revised: 07/05/2024 Page 13
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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

e Attachment 32a, Terms and Conditions Applicable to Contract/Subcontracts/Purchase Orders
(Under Federal Grants)

e Attachment 32b, Federal Provisions Government Subcontract Provisions Incorporated in all
Subcontracts/Purchase Orders (Under Federal Prime Contracts)

e 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)

e 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)

Maile Brooks ~

Research Corporation
RCUH | ;¢ he University of Hawai'

m Research Corporation of the University of Hawaii

oate OUR PURCHASE ORDER NUMBER MUST APPEAR PURCHASE ORDER NO.
05/21/2024 IMEGRIANTY 210267321
. 'ONALL INVOICES AND PACKAGES
Venoor e s 10
TSATONOTVE LG i
768 LONER NAN ST n
ARG, 87 2
Leanp 123455

P Tie s va Oscount e Gustaion; | Dt nautieson T ordr o
Sonurern Locavewery A Thng
UWRRC  |oelwery Redured By oh ssseinis
oo

] [ oo | = 1 S0 S0
s oo st 0 o ad condons tached oo 10000
Atathment 31 Geneal T and Codtons Appeal oAl Putchase Orors
Atachmnt 320 Teme ad Condtons ApICab s Confacs Sobcontacs utcase Orders (UndrFedera rais) Tox e
Accoptancof s Putctase Ordr by Vendr, wheter by witn confmaon,siopg o ovrws fang o acton o - o
brovds Gonds o svces e - an sckowledgeent ad ascepiancs o Vodor ot v atacned cam and condon
are controlling over this purchase. Any and all other terms and conditions of Vendor shall not apply to this Purchase order, Estimated Shipping 50.00
s o d coniton e 8166 10 boh RN Vol n ik, it o Venrs accepiance o
Purchase Ordor ToTAL $100.00 @ Help

SPECIAL INSTRUCTIONS:
SEND INVOICE DUPLICATE TO
A

Dn2
a@gmail.com
29 HD.
LAAK 12345
FISCAL AUTHORIZED SIGNATURE
TO AVOID LATE PAYMENT
Indicate Purchase Order No. and your Federal TAX ID NO.
(SSN/EIN) on invoice.
Project No 4505995
PO. Intiated by ly_nguyen

ORIGINAL PURCHASE ORDER
CUH COPY
ATTACHMENT 31
EET General Terms and Conditions Applicable to All Purchase Orders

1. INVOICES must be rendered in duplicate not later than the day following shipment. In endanger performance, and does not cure such failure within a reasonable period of time, or fails to
accordance with Sections 1.6047-1.6050 of the IRS Code, Vendor shall provide the Research make deliveries of the items o services or perform the services within the time specified or any.
Corporation of the Universiy of Hawail (RCUH) with ts Federal Taxpayer Identfication Number and writien extension thereof. In such event, the RCUH may purchase or othenwise secure items or

its (&) Hawai ExciselUse Identiication Number, or (b) s Socil Security Number on the o
invoice ost incurred by

2. EXTRA CHARGES. No addtional charges of any kind, including charges for boxing, packing, that Vendor was not in defautor that the failure to perform this order is due fo causes beyond the

cartage, or other extras wil be allowed unless specifcally agreed to n wriing, n advance by control and without th fauitor negligence of Vendor (including, but not restrcted f, acts of God o

RCUH he public enemy, acts of the RCUH, acls of Goverment, ires, floods, epidemics, quarantine

3. PAYMENT. C.0.D. shipments will not be accepied. Draits il not be honored. In accordance wih restrictions, sirikes,freight embeargoes, unusually severe weaiher, and delays of subconiracior or

Section 103-10, Hawail Revised Statues, payment to vendors shall be made no laer than fhirty  suppiir due o such causes and without the fault or negigence of the subcontractor or supplier)

(30) calendar days fllowing receipt of invoice or satisfactory receipt o goods and sen ermination shall be deemed for the convenience of the RCUH, unless the RCUH shall delermine
whichever s later ha the floms or services covered by tis order were obtanable from offer sources i suffcient

4.PRICE. If price is not stated n this order. it s agreed that goods shall be billed at the price last  time to meet the required delivery schedule. I the RCUH dstermines that Vendor has been delayed
quoted, or billed at the prevailing market price, whichever is lower. This order must not be filed at a  in the work due to causes beyond the control, and without the fault or negligence, of Vendor, the

higher price than last quoted or charged without RCUH's specific authorization RCUH may extend the time for completion of the work called for by this order, when promptly

5 APPLICABLE LAWS, Vendor represents that the merchandise covered by this order was not  applied for in writing by Vendor, and if such delay is due to failure of the RCUH, not caused o
manufactured, and is not being sold or priced, in violation of any contributed to by Vendor, o perform services or deliver propery in accordance with the terms of the
6 FAIR LABOR STANDARDS AC ordor, the tim e subject to change under the Changes article. Sole
will be produced in compliance with the Fair Labor Standards Act remedy of Vendor in event of delay by failure of the RCUH to perform shal, however, be limited to
7. WARRANTY SPECIFICATIONS. Vendor expressly warrants that all materials and articles any money actually and necessarly expended in the work during the period of delay, solely by
covered by this order or ofher description or specification furnished by RCUH will be in exact reason of delay. No allowance will be made for anticipated profits. The rights and remedes of the.
accordance with such order, description, or specification, free from defects in material and/or RCUH provided in this article shall not be exclusive and are in addition to any other rights andior
workmanship, and merchantable. remedies provided by law or under this order As used in this arlcle, the word ‘Vendor®includes

8. CANCELLATION. RCUH reserves the right to cancel al or any part of the undelivered portion of - Vendor and Vendor's subsuppliers at any tier
this order if Vendor does not make deliveries as specified, time being of the essence for this order,  19. LIABILITY FOR RCUH FURNISHED PROPERTY. Vendor assumes complste liabily for any
or if Vendor breaches any of the terms hereof including, without limitation, the warranties of Vendor. tools, artcles or material furished by the RCUH to Vendor in connection with this order, and

9. ACCEPTANCE. The items or services covered by this order shall be furnished by Vendor subject Vendor agrees to pay for all such toos, articles, or materials spoiled by Vendor, or not othenwise
to allthe terms and conditions set forth in tis order. Vendor,in accepting this order, agress to be  accounted for to the RCUH's satisfaction. The furnishing to Vendor of any tools, articles, or
bound by and to comply with all particulars and no othef erials in connection with this order ess olhenwise expressly provided, be construed
the parties unless hereafter accepted by them in writing. Writen acceptance or shipment of allor 1o vest fitle with Vendor

any portion of the items or services covered by this order shal consiitute unqualified acceptance of -20. EQUAL OPPORTUNITY AND AFFIRMATIVE ACTION CERTIFICATION. Vendor agrees that

orms or conditions

be binding upon

al s terms and conditions. The terms of any proposal referred to n this order are included and  the equal opportunity clause, which prohibits discrimination on the basis of race, color,religion, sex,
made part of the order only to the extent of specifying tems, the nature of the ftems, the services  or national origin, and the affimatve action requirements of Executive Order 11246, as amended,
ordered, the price thereof and delivery date, and then only to the extent tha such terms are. and implementing reguiations at 41 CFR 60, are incorporated by reference in each non-exempt

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.

Main Menu / Purchasing (POs & PO Payments) / Create PO Change Form

RCUH Purchase Order Change Form(Increase/Decrease Balance)
** = required to Save * = required to Submit/Approve RCUH Policy 2.201

Created on (Date} Purchase Order No. (Original} Purchase Order No. (New)

02/25/2024

Project Title ** Project #**

Pl Name Project Period SuperQUOTE No

04/01/2020 - 02/28/2025
Vendor Name ™* Vender Code ™"

CHEESEBURGER IN PARADISE WAIKIKI LP MBCSA

Vendor Address, Street/PO Box, City, State, Zip Code * Ship To Information (Name, Address) *

73875 HWY 70 d

PORTOLA, CA 96122

Ship Via Ship Via Instructions

Local Delivery v

Delivery Required By Discount Terms Quotation No

Direct Inquiries on This Request To ™ Contact Information (Email/Phone Number) FA Staff to Review *

dd dd

[ ~  Original Order Click here to Expand ]

Change Order to Read

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.

~  Equipment Inventory: Click here to Collapse

Number of ltems

‘ s [v ‘
5 Item #2 Item #3 Item #4 Item #5
10
20

2. BRAND NAME &
MODEL NUMBER - If
none, state NONE

3. SERIAL NUMBER -
If none, state NONE
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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

e Enhanced search functionality with additional search options
e Validation messages appear as user is filling out forms
e 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, Pl 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.

Main Menu |/ Non-PC Payments

Workflow View

Pending Payments

Q, Search

Search

Search by Request Mumber Search by Document Number Search by Vendor Name

Search by Project Number Search by FA Staff Search by Pl Name Maodified Date

Document Type

MNon Emp Expense Auth For Payment Pers Auto Petty Cash
Status

Pending Pl Submittal Pending FA Approval Pending RCUH Approval Disapproved

Pending - Additional Info Pending - Additional Info Final

Regquested Requested by RCUH
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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.

Main Menu / MNon-PO Payments / Create Non-PO Payments
Research Corporation of the University of Hawaii

Authorization for Payment Form

** = reguired to Save * = required to Submit

Created by (Login Name) Created on (Date) Fayment Req. No.
June_Smith 05/06/2024 =] To be assigned

Payee's Name ** Vendor Code **
Search ‘ | Search

+ Create New Vendor This field is required

This field is required

Payee's Permanent Address, Streel/PO Box, City, State, Zip Document Number

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.

~ Equipment Inventory: Click here to Collapse

Number of ltems

‘ [15 |~ ‘
5 Item #2 Item #3 Item #4 Item #5
10
20

2. BRAND NAME &
MODEL NUMBER - If
none, state NONE

3. SERIAL NUMBER -
If none, state NONE
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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

e Enhanced search functionality with additional search options.
e Validation messages appear as user is filling out forms
e 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, Pl 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.

Main Menu / Travel

Worldlow View

Pending Travel Documents

Q, Search
Search
Search by Req/Doc No Search by Document Number Search by Project Number Search by Traveler Name
Search by FA Staff Search by Pl Name Departure Date Return Date
[=] [
Modified Date
=]

Document Type

Comp Feq
Status

Pending Pl Submittal Pending FA Approval Pending RCUH Approval Disapproved

Pending - Additional Info Pending - Additional Info Final

Requested Requested by RCUH
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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.

Main Menu / Travel / Create Travel Request and Advance Form

Research Corporation of the University of Hawaii

Travel Request and Advance Form
** = required to Save * = required to Submit RCUH Policy 2.601

Created by (Login Name) Created on (Date) Document Number
Juna_Smith 05/06/2024 = To be assigned

Employee Mame ** Vendor Code **
Search | | Search

+ Create New Vendor This figld is required

This field is required

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.

PROPOSED TRIP ITINERARY

Leg Destination “ Arrival/Departure Calc Minus  Bus Days Fed. Allow Rate Estimated Rate Excess Amount Days Cost
Date and Time ™ .
Days Days Claim
Start Honolulu, HI Dep 06/30/2024 12:00 AM [<]
1 Hilo, HI Ar o <& June 2024 > Time M&IE
June ~ 2024 ~
2:40 PM .
DeP| sy Mo Tu We Th Fr Sa Lodging
2:50 PM
End ' Honolulu, HI Arr TOTALS $0.00
) 26 27 28 29 30 31 1 3:00 PM
2 3 4 5 6 7 8 310 PM

[{e]
—-
o

v Per Diem Partial Da 1 12 13 14 15 3590pMm

16 17 18 [f] 20 21 22 330pmM
24 25 26 27 28 29  3:40 PM

23
_ m 1 2 3 4 5 6 3:50 PM ys Description/PO Number Estimated Amount Advance Amount

XPENDITURES

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
e Enhanced search functionality with additional search options
e 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.

Main Menu / Miscellaneous / Vendors

Q, Search
Search
Search by Code Search by Vendor Name Search by Additional Info Search by Address
Search by ST Search by T/IC
Select Select
Payment Type
Check ACH Card TED

o | I

Refresh Button

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

RCUH Research Corporation

of the University of Hawal'i

Main Menu / Miscellaneous | Vendors

Q, Search (& Refresh

Code Vendor Name Additional Info Address 5T TiC Pmt Type
M74YG \WORKSTAR INJURY RECOVERY PO BOX 30460 HONOLULU, HI 96820 0460 w9 R TEP
CENTER
M74YF KILA, JOSIAHK 45-1116 MAKAMAE ST KANEQHE, HI 96744 u TBD
M74YE YUNU, INC 1605 MONTVALE GRANT WAY CARY, NC 27519 [ TEP
M74YD ANITEMA, KALESITAT 405 ANI ST Apt 9 KAHULUI, HI 96732 w9 S TEP
M74YC ALOHA BACKFLOW SERVICES LLC P.O. BOX 1295 PUUNENE, HI 96784 C TBD
M74YB MCPHERSON, LIAH L 108 POLOKE PLACE HONOLULU, HI 96822 o] TED
M74YA JUDD, LAAKEA 2487 Kinoole Ave HILO, HI 96720 U TED
M74Y9 INDIVIDUAL aaaa LOS ANGELES, CA 90002 TED
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