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Job Aid: Single Account Maintenance - GLMT SCREEN OVERVIEW
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GLMT-Account Maintenance

GL Account: 04-04000-00000

|5 Security Svstems : Software License

GL Account Tag
MNet Aszet Clazs \\\\\\\\\\\\\\\\\\\\\‘ Account Stabusz

Prior Account Mo \\\\\\\\\\\\\\\\\“ Statuz F
Mis=7 AR . Open  [fE] 2008
Misc.2 N [
Misc. 3 [
Pisc.d b (4] |E]
Misc.5 N [

Rebate Tax Code [N

|| —pichivatednactivate | Activate Budget Officer EI!]
3. — Comments (S

Fund Balance D efinition |

—
Required Field All Fields Marked in Red MUST be filled in. Field Not Used
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Job Aid: Single Account Maintenance - GLMT SUMMARY STEPS AND INFORMATION

Procedure Information: Purpose:

Title: Single Account Maintenance Use the Accounts Maintenanc_e (GLMT) screen to acti_vate or inactivate a single GL account.
Mnemonic: GLMT numbgr, to open or freeze a smglg GL account for a given fiscal year, change the budget officer
File Name: JA_GLMT_Single Account Main.ppt for a single GL account, or to designate the yearend closing account (Fund Balance account).

Application: APPS-CF-GLMT

Primary Dept:  Finance/Accounting
Effective Date: September 18, 2006
Revision Date: September 18, 2006 Rev # 1

Summary Steps

1. Loginto Datatel. Click APP, then Click CF.
Type “GLMT”, click GO.

2. Enter GL Account Number.

“HH - HHEHEE - $HEHEE T e 04-04000-00000
Click OK.

Enter A(ctive) or I(nactive). Click Save.

4. If an Alert pops up about Budget Officer,
Click OK.

5. Click Update.

w
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Job Aid: Single Account Maintenance - GLMT

SCREEN SHORTCUTS AND GUIDE OVERVIEW

Using the Guide Task Bar
1. Actions are Bold. Guick Access v B =H X g | 3 i [E @
2. Datato enteris “Italic”.
> Notes are bulleted. Enter Mnemonic Execute Save Cancel Save Cancel Delete Menu Field
) or Select from Button All Record Tree Help
. Field Codes Dropdown
3. Field Names are underlined. |ﬁ| S |?|
. ave Exit
4. Click means use the mouse. Lt L)
5. Enter means use the keyboard.
6. Press means use the keyboard. — i —
Courze Levels | 100 Beainning L L Courze Levels | 100 Beqinning L ¥ | =
100 Beqinning Lewvel _Indi h lection i
b DROP DOWN LIST — SCROLL - Indicates more than one selection is
Click Icon, Click item %EU é‘ﬂd:ﬁﬁjﬁg IE';““El allowed. Click Arrows to scroll up or down. This
First  Previous Next Last on the list. DEY Developmental example shows #1 s level 100.
Record Record Record Record

B CALENDAR - Click | i CALCULATOR — Click
Stak = CALCULATOKR IC
s Icon. Click Arrows to lcon. Click or press
|,|':‘|| Achive w |!] S b T wed T F s I h d EI . -
.+ 4+ ., .| scrolitomonthand year. nEoE calculator keys. Click
DETAILS — Click Icon to open a new window s wlwe s x| Click Date. Ortype the 2l 2]-] Enter. Orjusttype
to display or record more details for the field. 2% xxaaal date MMDDYY-072106. [ o | J-] number into field.
When done, click Save.
Original Function Keys
Process Function Window Window Window Field Element Cancel Exit Refresh Clear Screen
. Help Help Insert Page Back Back Back o | EOL Back
Shift > Jump ‘£|
Field Detail Window Field Window Field Element Direct Finish Update Screen Screen
Help Jump Jump FWD FWD FWD Access Jump FWD
F1 @ F2 |!] F3 F4 F5 F6 F7 F8 F9 F10 |W‘ F11 F12
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Job Aid: Single Account Maintenance - GLMT STEP BY STEP INSTRUCTION

g Step 1: Login to Datatel (Fig. - 1)

UserID
Dakakel
Dalabase

. 1. Double Click on the Datatel Icon.

Enter your “User ID” and “Password”
iy e »  Database should be [collive]

N

3. Click OK.
= 4.  Atthe Datatel Menu Bar, Click on Apps
S o 5. Click CF
> , 6. Inthe Quick Access area, enter GLMT
Tt T = 7. Click Go

w

B oa

—4 Pa-Projects Accounting
ZJ FM - Fixed sssets Import

R

&

g
P VR VAL VI VL VI VR VR VI VIR VR VR VR VK] | 1

Fig—-1

—J CCMA - Cost Center Manager Query

I
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Job Aid: Single Account Maintenance - GLMT

GLMT-Account Maintenance

Step 2: GL Account Lookup (Fig. - 2)

1. Inthe GL Account Lookup popup window,
enter GL Account number “##-HHHH#H-HHHHHH"

GL Account Tag

Met Azzet Clags w Accont Statusg |e_ “04_04000_00000”

Frior Account No Status

------ _— 2. Click OK.
Mise.2 a3 3. If you do not know the GL Account Number, type 3

Misc. 1 1L

periods “...".
| — | > The“...” lists all codes in a lookup.

Act
5| “ oo

Fund B alance Definition

Step 2a: GL Account Lookup Window (Fig. - 3)

Fig -2 1. Look for the General Ledger Account Number in the list.

BLMT Acoount Manienance | SLMTAccount Mantensnce 2. Click in the Box next to the ID

General Ledger Account Number Besolution

using 1 ACCTS, View: 1 ACCTS 3. Click the SAVE button
S B dccoms Humhex — »  Use the right scroll bar or sort features to help
1l3e2l: 03-£E0Z0-110z20 FLINT LAEOR MUSEUM : TORE REVENUES R find desired COdeS-

13682: 03-&5020-20250 FLINT LAEOR MIISE . COGE-Z0FT GOODSE

1l23e23: 02-6E0Z0-Z0Z20 FLINT SEUM : COGE-MIZSC COST

1l3e24: 02-£E0Z0-zZ0Z20 ABOR MUSEUM :@ COGE-SALES TaAX

19685: 03-550Z0-235Z20 LABOR MUSEUM : SUPPLIES/MATERIALS-NON
FLINT LAEOPR MUSEUM : Do Not Use

FLINT LAEBOR MUSEUM : INSTRUCTIONAL EQUIP (M
FLINT LAEOR MIISETTM - CHANGE FIUTND - AITHILIAR

laege: 02-gE0Z0-27230

—-&E0Z0-2EE20 FLINT LAEOPR MUSEUM : INVENTODRY - LAEOR MUZE

: 03-550Z0-50000 FLINT LAEOR MUSEUM : FUND BALANCE

12631: 04-04000-00000 I8 Security Systems - Software License

R SE2E: 11-00000-13333 GENERAL : (DO NOT USE)

13e32: 11-00000-z3333 GENERAL : (DO NOT USE)

l3e54: 11-00000-3221E0 ZENERAL : AR - TRUE AGENCIES

13e3E: 11-00000-3232160 GENERAL : A/R - AGENCY SCHOLARSHIDE

12626: 11-00000-33161 GENERAL : Agency Receiwvables not billed o

oooooEpooooooooo o

Controller LookUp Resolution Py 1231/2E41
Seq Number, (F)lag, (S)ortsSelect:

Fig—-3
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Job Aid: Single Account Maintenance - GLMT

Quick Access|GLMT v| B @l KR 7 @ @
Save

GLMT-Account Maintenance |

Step 3: Make GL Account Active/lnactive (Fig. - 4)

GL Account: 04-04000-00000

1. Enter either A(ctive) or I(nactive).
2. Click Save.

| 15 Security Syatems : Software License ‘

GL Account Tag —|
Net dset Class v | Account Status

Prior Account No Status Fr
Misc. 1 Open ] [2006—
Misc.2 2
Misc.3 3 I
Misc.4 E
Mise 5 5 ]

Rebate Tax Code

Aclivatedlnactivate | Activate | | Budget Officer El!]

Comments 1_T ]

Fund Balance Definition

Step 4: Update GL Account

Fig—4

If you receive a Alert popup for a Budget Officer, click
OK. (Fig. - 5)
2. Click Update. This will update your record. (Fig. - 6)

There are Ledagers that need to be aszociated with a Budaget Officer,

Fig—5

Update recordCancel record or Return to editing

¥

Fig—-6
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