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CHARTFIELD PERSONALIZATION QuUICK GUIDE
____—— J

Employees may find that they are frequently changing the value of certain ChartFields
more than others when editing accounting information. This task can be made easier by
personalizing the order individual ChartFields appear in Default Accounting ChartField
strings.

Customizing ChartField Order

The order of ChartFields can be personalized anywhere in the Financials system where
GL ChartFields are used. For example, the default ChartField order for Travel
Authorizations looks like the following:

Click Set
Personalizations.

Accounting Summary Set Perconalizations | Find | First (09 of 1 L% Last
J( GL ChartFields 1 ' GL ChariFields 2

ol *GL Unit Oper Unit Fund Program

DeptiD
oo juwsos o | Q[ Ja o Ja [ Ja B

This loads the Personalize Column and Sort Order page, where ChartField order can be

customized:
‘ 2
J Click on the

ChartField header
Accounting Summary you wish to move.

Personalize Column and Sort Order

To order columns ar add fields to sart order, highlight L then press the appropriate button.
Frozen columns display under ewery tab.

D )

Tab GL ChartFields 1

% =
Oper Unit
Fund [IHidden

DeptlD ClFrozen
Program

Tab GL ChartFields 2
Class

Bud Ref

Praject

Affiliate

Fund Affil

Using the (=] and =/
buttons, move the
ChartField header to the
desired location in the
list.

Ol Cancel Freview | Copy Settings
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To prevent a ChartField from being displayed, select the ChartField header from the list
and check the Hidden box:

Column Order
Tab GL CharFields 1 (frozen) =
% (frozen)

5L Unit -
DeptlD
Fund Hidden

Project lk rozen
Program

Class
Cper Unit

Tab GL ChanFields 2 ihiddeni

Affiliate (hidden)
Fund Affil (hidden)

L]

To prevent a ChartField header from being moved in a ChartField string, select the
ChartField header from the list and check the Frozen box:

Column Order

Tah GL ChartFields 1 {frozen) @
% (frozen)
*GL Unit =
DeptlD
Fund [ Hidden

Project Frozen
Prograrm

Class

Accounting Summary

Personalize Column and Sort Order

To order columns or add fields to sort order, highlight calumn name, then press the appropriate button.
Frozen calumns display under every tah.

Column Order

Tab GL ChartFields 1 (frozen) [ =
% (frozen) = = x|
*GL Unit

DeptlD

E'jgjdect LI The Preview button R
Program Frozen displays a sample

Class i H H

Oper Unit ChartField string using

the current Column
Order.

Tab GL ChanFields 2 (hidden)
Bud Ref (hidden)

Affiliate (hidden)

Fund Affil (hidden)

Ok | Cancel| Preview

Accounting Sl:;;lma-? Set Personalizations | Find | B8
GL ChartFields 1
%  GL Unit DeptiD ;
100.00 UMS08 8000001 il

First [ 1af 1 [ Last

W Class Oper Unit

Click OK to save changes to
the ChartField order.
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A personalized ChartField order for the Financials Travel and Expenses: Travel
Authorization module looks like the following:

&
Request a Travel Autherization @
Default Accounting For This Travel Authorization
Johnny B. Good Travel AuthID:  MEXT
Accounting Sumimany Set Personalizations | Find | i First [ 1af 1 [ Last
i 6L ChartFields 1
% AGL Unit DeptiD Fund Project Program Class Oper Unit

[100.00/UMsD8 | [sooooot | oo | | I o, | | | I =

add | Refresn |

oK

Sharing and Copying Settings

Once ChartField personalizations have been set by clicking Ll, they can be
shared with other users.

Click on the Share
Settings link.

Fund Affil (hidden)

<

W

ok | cancel | Preview | copySetiings Share Settitog’Delete Setiings

The Share Settings page has two options: Private and Public. If you choose to make
the customization settings Public, all customization settings for all pages in that
component will be public:

rChoose whether you'd

like the settings to be
Private (default) or

Public.

Share Settings

O private

(* public Name: TA_DEFAULT_CHARTFIELDS |

{Mame applied to all customization zetting

or thiz component)

Ok Cancel Enter a Name for
the settings if you
chose the Public

option.
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The settings are now available for other employees to use. This is done via the Copy

Settings link:

Click on the Copy

T UL AT [ TITLLETT]

W

oK Cancel Preview | Copy Settin

Share Settings Delete Settings

Settings link.

Copy Settings

Ok Cancel

Settings to Copy: | TA_DEFAULT_CHARTFI

2
O Enter the name of the

custom settings, or
search for available
settings by clicking .

Your custom settings then match the copied settings:

Yy

N

Tab GL Charfields 1 {frozen)

(T ——\

HED

% (frozen)

*GL Unit

DeptD

Fund

Project

Program

Class

Oper Unit

Tab GL ChartFields 2 (hidden)
Bud Ref (hidden)
Affiliate (hidden)
Fund Affil (hidden)

\

[
=

Hidden
Frozen

\(I

Sort Order

.Y

<

=
=

B

Descending

N

Sort Order

The Sort Order box determines how entire ChartField strings are sorted when displayed
on a page. For instance, the following sort order will sort Chartfield strings in ascending
order first by DeptlID, then by Class, followed by Program:
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Sort Order
DeptD
Class
Program

Y
~E
x
- X
O Descending
v

The ml option sorts ChartField strings using the current sort order:

Accounting Summary

First (4] 1-3 of 3 [+ Last

% GL Unit DeptlD

50.00 UMs02 8000001
25.00 LIM308 8000001
2500 UMs08 8000010

Project

Program | | Class Oper Unit
20051 nz
80074 17
aa101 06

Move individual ChartFields to the Sort Order box using the [* button:

Tab GL ChartFields 1 {frozen)
% (frozen)

*GL Unit

Fund

Project

Program

Class

Oper Unit

Tab GL ChartFields 2 (hidden)
Bud Ref (hidden)

Affiliate (hidden)

Fund Affil (hidden)

s

< |

=
=}
[ Hidden
Ol Frozen

Program

Remove ChartFields
from the Sort Order
box by clicking *..

By default, sorting is done in ascending order — smallest to largest. Check the
[ bescending box to sort a ChartField value in descending order instead:
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DeptlD (desc) Al &
Class = X
Program
Descending
v

ChartField strings are now sorted first by DeptID in descending order:

Accounting Summary Set Personalizations | Find | 8 First (4] 43 0r3 [H Last
{m\,

%  GL Unit DeptiD Fund Project Program  Class Oper Unit

2500 UMs08 2000010 0o 29101 06

50.00 UMS08 8000001 0o 20051 0z

2500 UM=308 2000001 0o a00v4 17
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