SJSU BUSINESS SERVICES Fluid Interface: NavBar
Application: CFS
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Overview

This guide will demonstrate how to use the Fluid Interface NavBar feature to navigate to modules and panels
within CFS.

CFS access is granted to employees who have completed the required Finance training and completed the
Finance Systems Access Request form. Please refer to Finance Training and Tutorials for more information.

If there are any questions, please contact Finance Support at financeconnect@sjsu.edu or at 408-924-1558.

Log into CFS

1. Go to One.SJSU SAN JOSE STATE UNIVERSITY
https://one.sjsu.edu/
(http ) ) #N one.SJSU
‘ Spartan App Portal Browse Categories + Staff +
2. Enter CFS in the search field » JesEme BT s
and click the magmfymg GSUllearn System Downtime! x
g |ass ) ;s:nizra;n\mw‘ur ::::r:];”‘;a‘n’:f&:ﬁ and an upgrade over the next two weekends. We recommend completing courses in progress prior to these downtimes.
Partial System Downtime: November 6-8
view all
3. Results display. Click on the
Common Finance System

Common Finance System CFS Data Warehouse Finance Systems Access
c F S t I (CFS) o FOW Request Form
le. oFs m v Request Forn
i O i O i ©

The CSU The California State
University page displays.

The GCalifornia
State University

4. In the Campus field, select
San Jose State University
from the drop down menu. o IR

Tip: Hit the s key ﬁve times Select your campus from the dropdown, then click the Login button.

to get to San Jose State.

5. Click Login button.
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https://www.sjsu.edu/finance/financeconnect/training/
https://one.sjsu.edu/
https://one.sjsu.edu/

The SJSUOne login page
displays.

6. Enter your SUSUOnNe ID and

Password. SJSUOne

7. Click Log In button. SJSUOne ID
000033

Password

Forgot password?

Forgot SISUOne ID?

Need more help?

SJSU

CSYou page displays. .*’WUU 3

8. Click the CFS Production EMPLOYEE ~ STOUESH RS PROJECTSE  rq)\ \RORATE  POLICIES ~ FORMS

. RESOURCES  SERVICES ORGANIZATIONS  INITIATIVES I':IEFVI‘J':I:ATIDN
Login button.

HOME  TOOLS & SERVICES  FINANCIAL TOOLS ~ COMMON FINANCIAL SYSTEM (CFS)

Common Financial System R R
(CFS) Common Financial System (CFS) CFS PRODUCTION LOGIN

CFS Nen-Producti inandi
en-Froduction The Commaon Financial System, referred to systemwide as the CFs,

Financial Information replaced the California State University PeopleSoft Finance 2.0
Systems (FIS) environment in July 2011. CFS was instituted in an effort to achieve
database consolidation across all campuses. Systemwide Technical
CFS Login Please utilize the CFS 9.2 and Data Warehouse 11G Training Support
materials available in the links provided below.
Finance Data Warehouse Requests for assistance beqin
Login by contacting the ITSupport
. Center by email or by
Finance DW Home Page CFS System Outages telephone (562) 951-8500.
CPO Request Requests are routed to
Title Distribution Date technology service providers
24 hours a day, 7 days a
Scheduled Maintenance: CO Monthly 4/3/2018 12:52 PM

week, 365 days a year.
Maintenance Annlication Servers

The CFS 9.2 Oracle
Homepage displays.

General Ledger Purchasing
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NavBar Menu

The NavBar menu offers various ways users can navigate to modules they have access to in CFS.

1. Click the NavBar icon

at the top right in
the homepage to begin
your navigation.

NavBar tiles display in the
menu. The ones that are
frequently used to navigate in
CFS are:

e Navigator
e Recent Places
e My Favorites

v CFS 92

Asset Management

K=

NavBar

| |

MNavigator
Hggll

O

Recent Places

My Favorites
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I. Navigator

The Navigator tile will display the CFS modules the user has access to. Click on a
E module to begin navigation.

Navigator

Figure 1: In this example, we are going to navigate within the CSU ProCard module to Use & Inquiry to
ProCard Adjustments.

4= | NavBar: Navigator* 23 4=  NavBar: Navigator X 4= NavBar: Navigator

Accounts Payable > & | csU ProCard Fy 42 Use & Inquiry

»|

CSU ProCard 3 é Use & Inquiry . é ProCard Adjustment

Purchasing > ProCard Completed Inquiry

&

Figure 2: To return to the previous level in the module, click the Back button for the current level. In this
example, user is moving from Use & Inquiry, back to CSU ProCard and back to NavBar: Navigator

<=  NavBar: Navigator X <=  NavBar: Navigator x <= | NavBar: Navigator h

4= | Use & Inquiry * € CsUProCard & Accounts Payable

ProCard Adjustment é Use & Inquiry > é
CSU ProCard

ProCard Completed Inquiry

Purchasing
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Figure 3: Another option for users is to click the Main Navigator button to return to the main
Navigator menu.

NavBar: Navigator \ O NavBar: Navigator O

E 47 | Use & Inquiry — E Accounts Payable >
Navigator ProCard Adjustment 9 Navigator Accounts Receivable >

»

alily
L L ProCard Completed Inquiry :@ Asset Management 5
u | ]
Recent Places
Recent Places ‘ Billing >
ll. Recent Places
Bl The Recent Places tile presents a list of the last five modules/panels visited. Select a
E@ module/panel to navigate to location.
Recent Places
- ProCard Adjustment
NavBar: Recent Places . O
 J— Enter any information you have and click Search. Leave fields blank for a list of all valur
Process Monitor Find an Existing Value ‘
E ¥ Search Criteria
Navigator
Report Manager Business Unit = ~ |IS.JOOO Q |
iy Origin | begins with + Q

1Y) Pay Cycle Manager 9
u -
Invoice Date | = v

Recent Places

Payment Selection Criteria Last Name | begins with
First Name | begins with ~
ProCard Adjustment
) Invoice Number | begins with
My Favorites
D Case Sensitive
Search Clear Basic Search & Save Search Criteria
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lll. My Favorites

The My Favorites tile stores modules/panels that the user has marked as a favorite.

My Favorites

a. Add My Favorites

Panels can be added to your Favorites menu.

1. Navigate to desired panel

using from the NavBar: NavBar: Navigator 4
Navigation.
E Accounts Payable >
Navigator Accounts Receivable 5
P
= Asset Management
:© ¢ >
Recent Places
Billing >
General Ledger >

My Favorites

2. Once you reach the Purchase Order Inquiry A Q @ @
desired panel, click on 3- New Window/| Help
Dot icon. /
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3. Select Add To Favorites.

Add To Favorites window
displays.

4. The system assigned name
for panel displays. User
can rename it to make it
more informative.

5. Click Add to complete
addition.

Confirmation that panel has
been saved to My Favorites
displays.

6. Click OK.

Add To Homepage

Add To NavBar

Add To Favarites

My Preferences

Sign Out

*Favorite Label

Purchase Orders

Add To Favorites

The favorite has been saved.
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b. Edit Favorites

Iltems in My Favorites can be renamed or deleted.

1. From NavBar, go to My

Favorites. NavBar: My Favorites #
2. In My Favorites, click on % Edit Favorites
Edit Favorites. E

Namiuaion AP_Voucher Document Status

1. |
- ProCard Adjustment
J

Recent Places

Purchase Orders

My Favorites

Select the Save button after editing or deleting favorites to apply your changes. ‘ Save ‘
3. User can rename a favorite ) R
. . Favorites 3 rows
by entering new name in
the field for favorite. Delete Selected
[ *Favorite Sequence number
or
[J | AP_Voucher Document Status 0
To delete a favorite, check the
box to the left of the favorite L ProCard Adjustment 0
and then click on the Delete
Selected button. [ |Purchase Orders 0
4. Click Save to complete the
edit.
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c. View/Use Favorites

To view or navigate to a panel
using My Favorites, return to
NavBar.

1. Click the My Favorites tile.

My Favorites menu displays
with list of saved panels.

2. Select a favorite from list to
quickly navigate to the
panel.

= @

NavBar ﬁ

-

Navigator

:O

Recent Places

My Favorites

NavBar: My Favorites

E [ Edit Favorites

Navigator ChartFields ID
Bl
:@ PO Activity Summary
n
Recent Places
ProCard Adjustment

Purchase Orders
My Favorites

Requisition Activity

o

My Preferences Voucher Activity
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