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Finance Upload

Documentation

Manage Finance Reports through

an Intranet-based Web Application

Pace MIS Department

Internet & Database Administration

First Edition Jan. 2006

John Rosengarten

Requirements:

Adobe PDF Reader

Internet Explorer

Network Rights to Pace Intranet

Pace Intranet Application Account

The Pace Intranet contains a link to the current and previous Finance Report, which displays in the user’s web browser in an Adobe PDF Reader window.  Once a month, the current version is copied over the previous version, and a new version is uploaded as the new current version.  This document describes the procedure to upload these two files.

You should receive an e-mail containing the report.
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Go to File, Save Attachments, or right click the attachment icon and select Save As.

[image: image3.jpg][ Temporary Work Avea E

@@ X 0 - Took

Favorites

My Network.
Places

Nare
ElNen Bl o0
Elhen Focerpg
Bseve.mwivo

! m

]

Fiename:  [Dec 05 Financal Statement.pdf.

Save as type: [al Fies (=)

Cancel





Note the attachment name is not “CUR.pdf” so we have to change it at this step.
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Note the jpg files you see in the example were created to document this process and will not be present in your work area.

Save the current version to a Temporary Work space.

Start Internet Explorer and find the Finance Report link.
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Go to the Finance section by clicking the Finance Icon.

[image: image6.jpg]He it Uew Favories Dok Heb 3
Qo - O HNEG Psar & 7
agdress ] o192, 160.295.21/ V] s » & -

Booce | Easy Navigaton: (vGo] | Searcn

(.) pace Finance Pages

Financial Cash Report Statement

@ Cash Report Previous Month

@ Cash Report Current Month

Intranet Home

Back One Page

& © Trusted sites




Open the CURRENT report. Verify the date on the front cover from the Heading.
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Use Adobe reader’s “Save to disk” button, a blue diskette image in the upper left corner.  Click this to save the CUR.pdf file which will shortly become the PRE.pdf file.

[image: image8.jpg]‘ A Pace Suburban Bus Intranet - Microsoft Internet Explorer

Fie Edt Vew Favortes Took Heb
Qud - © HNE G PLsrch & B
agdress ] o 192.160.295.21/

| Easy Navigation: | v

A& Ee 89

Financial Statement
for the month ending
November, 2005

[ comeis “Q_Atachments

Department of
Internal Services January, 2006

Reporicoverai (1o 3] b Bl | @ © | U[H]H o

© Trusted sites





On clicking the blue diskette icon, a Save As box opens.
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The default filename is CUR.pdf, you must edit this to be PRE.pdf.
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Notice we are saving to a folder named “Temporary Work Area” you can choose any name for this that you like, the point is that you remember the location where you are saving the files. 

Note that if you do this every month, you will be overwriting the old version.  At that time you will be prompted “Do you wish to overwrite CUR.pdf?”  Select Yes and continue.  Click Save to complete this step.

If you saved the two files correctly, you should now have two files in your temporary work area, last month’s file named PRE.pdf and the new one named CUR.pdf.

Login to Web-based Application

Open the Intranet Applications login screen by clicking on the quicklink drop-down box and select Administration.
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After selecting Administration, click the “GO” button.
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Enter your Web Applications User name.  When you type your password, the letters you type are concealed so no one can read your password on the screen.
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When the user name and password are correct, either press enter or click the Logon button.

[image: image15.jpg]He it Uew Favories Dok Heb 3
Qud - O B@G P &8
Address ] htp://192.1658.245.21/ V] s ” @&~

F)oace | Administration [ [[Gol] | Search

PACE ADMINISTRATOR UTILITY - LOGON SUCCESSFUL

You have successfully logged into the PACE Administrator Utility Website. Press the ENTER button below to
continue.

Enter

Enire contents Copyright € 1998-2005 PACE Suburban Bus Service. Al Rights Reserved.

& © Trusted sites




If you receive the successful login screen, you must click the Enter button to continue.

If you are not logged in at this point, call the help desk and report the error.  The system will lockout a user name on three bad password attempts, again, call the help desk for assistance.

Finance Upload Main Menu

This brings up the Finance Upload Main Menu page.
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Click the top button to Upload Finance Reports.
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There are few options here. Note the buttons at upper left can be used to return to the previous menu or logout.  In most cases, you will want to upload the files now.  You begin by clicking Upload Monthly Finance File(s).
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Because it would be easy to mix up the files, a reminder specifies the file names to be uploaded.  If you followed the instructions so far, you should have two files named CUR.pdf and PRE.pdf ready in some temporary work area.

Click the Browse button and locate the first file (PRE.pdf is recommended as first file to upload.)
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You may either double click the file icon, or click it once then click OK button.
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If an error occurs, please note the error text. A screen print  is best way to insure that an error is reported accurately.  Call the Help desk and report any errors.

If you get the 1 file uploaded message, click Main Menu button above and go to upload page again, this time select the other file (recommended that CUR.pdf be the last file.)  Upload the second file, again note any messages other than “1 file uploaded” and call the help desk.

If you like, you may verify the upload. This takes you to the same display page available on the Pace Intranet as we got the previous file from earlier.  Check both files.  The Previous file is usually 2 months old and the Current is usually a month old
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You are automatically logged out of the Administration function when you close this window.  You do not have to click the log out button.

If you wish to change your Finance Upload Application password, login to the system and select the Change Your Password button.
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Changing the password requires you to type the old password once, and the new password twice. Then click enter.
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If you have any questions, please call the Help desk.

