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Viewing Related Content

UCF Financials has been updated with a Related Content feature that allows you to easily view
additional vendor, purchase order, journal, and report information from select pages, including
the following:

Review PO Information

Review Vendor

Review Journal Entries

Various PCard Reconcile Statement Pages
View Budget Details on Valid Journals.

The Related Content feature helps buyers, Accounts Payable (AP) personnel, and departmental
requesters and approvers view multiple layers of information on one page. Examples of uses for
the Related Content feature including the following:

e While buyers are reviewing purchase orders, they can also review information about the
requestors.

e Departmental approvers viewing vendor information can determine if the vendors have
any pending payments.

e View additional Journal Entry information such as Journal Editor and budget error
descriptions.

e When reviewing a travel PO with multiple lines that need to be associated with a PCard
transaction, an approver can use Related Content to identify the appropriate line and to
key information about the PO such as PO and PO line status prior to tying the line to the
transaction.

Note: When a page displays a Related Content link at the top, it means that related content has
been defined for that page. Look for this link on other pages as more related content becomes
available.

Note: The Related Content topics in this example are specific to Supplier Information. Other
UCF Financials processes such as journal creation or purchase order review will display topics
that are relevant to that particular process in the dropdown list under Related Content. Those
topics may be accessed in the same manner as described in this Addy Note.
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Navigate to: Main Menu > Suppliers > Suppliers Information > Add/Update >

Supplier

Enter criteria in the appropriate field(s) to help you locate the supplier.

Supplier Information

Find an Existing Value

Search Criteria

Keyword Search

Enter any information you have and click Search. Leave fields blank for a list of all values.

Persistencg | =

Seti| = v

Supplier || begins with v

v

Short Supplier Nanjg | begins with v
Cur Customer Numbd | begins with v

Supplier Nar begins with v

UCFO1

Case Sensitive

. ] -
Search Clear Basic Search = Save Search Criteria

Click the Search button.

Note: If there is more than one supplier, select a supplier from the search results.

Select the Related Content link (or the dropdown arrow next to it).

New Window | Personalize Page
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S.

Related Contentw | New Window|

Credit Viouchers

Pending Payments

“endor Loc WiHold

informaiton on the supplier lo

&S_"ﬂ UCF Financials

Suppliers > Supplier Information

Select Vendor Loc Address from the dropdown list.

Note: As shown next, a horizontal panel will display at the bottom of the page with

cation address.

myCF | Home | Workst | AddtoFavorics | Signout

- > AddUpdatev >  Suppiier

Related Contentv | New Window | Persanaiize Fage

Favorites » | Main Menu v >
summary || Identiyying Information | Adaress || Contacts
setiD UCFO1
Supplier ID 0000052921
Supplier Short Name 10100 INTE 10100 INTE-001

Supplier Name 10100 International Drive Owner LLC

Order 10100 INTE-0D1
Doubletree by Hilton Oriando at SeaWorld

Criando, FL 32821-8019

Status Inactive
Persistence Regular
Classification Cutside Party
HCM Class
Open for Ordering Yes
Withholding No

[& Returnto Search | (=] Notify

Summary | Identifying Information | Address | Contacts

RemitTo 10100 INTE-DD1
Doublefree by Hiltan Orlando at SeaWorid

Orlando, FL 32821-8019

Last Modified By Icrouch
Lastmodified date 04/18/2016 2:21PM
Created By mandersn
Created Dateltime 09/22/2008 2:45PM
Last Activity Date 04/18/22016

Related Content Vendor Loc Address

r address

FXPO_RC_VENDOR_LOC_ADDR- For Rel Cont - Vendo
D dresultsin:  Excel SpreadSheet CSV TextFile XML File (1kb
First 1-1 0f 1 Last
ot ot o e Loc Loc Loc yu
Supplier Status Remit Inv Order 4‘;0 WH LastActiv  Modified Addr EffDate g0 Email 1D Address 1 Address 2 City Postal Location Dispatch Remit Order Inv -~ .
Addr Addr Addr — Addr Addr Addr
1 0000052921 Inactive N 0 1 09/22/2008 Active Dorann@ucf.edu

data.

Use the right and left arrows on your keyboard to horizontally scroll and view more

Addy Note_Viewing Related Content
07/01/2022

Page 3 of 4



Y ADDY NOTE

= ATTENTION:

el This Addy Note is a procedural resource for the UCF Financials

Reference Database, which only contains data prior to July 1, 2022.

&

UCF

FINANCIALS
REFERENCE
DATABASE

Step | Action

7. | Click the other tabs to view more related content.

top of the page.

Note: You can also access this data from the Related Content dropdown list at the

Related Content vendli Loc Address endor Loc Status endor Loc WHold || Pending Payments = Credit Vouchers I g [o~x
FXPO_RC_VENDOR_LOC_ADDR|
Download resultsin:  Excel SpreadSheet CSVTextFile XML File (1 kb
View All First 1-1 of 1 Last
Dfit Dfit Dfit Open Addr Loc Loc Loc WiH
Supplier  Status Remit Inv Order 7PS0 WH LastActv Modified Addr EffDate oot EmailID Address1  Address2  City  Postal Location Dispatch Remit Order Inv Y
Addr Addr Addr Addr Addr Addr
International ;.00
= 041872015 . Plaza : 32821-
1 2021 nactive. 1 1 1Y 18RO 1 00/22/2008 Active ed 4
0000052921 Inactive N 041182016 5515500 Active D 9 posoris  em Ortando 33221 00
i ve

8. | Click the Collapse (V) arrow to hide the Related Content panel.

0 Vendor Loc Address

PO_RC_VENDOR_LOC_ADDR- For Rel Cont -

lated Content

Download results in . Excel SpreadSheet CSWV TextFile X

9. | Click the Expand (») arrow to show the Related Content panel.

elated Content

Vendor Loc Address Vendor Loc Status

a Microsoft Excel spreadsheet.

10. | If you need to view the Related Content in a separate spreadsheet, click the Excel
SpreadSheet link. This will allow you to open or save the currently displayed data as

Related Content Vendor Loc Address Vendor Loc WiHold || Pending Payments || CreditVouchers
FXPO_RC_VENDOR_LOC_ADDR- For Rel Cont - Ve
Download resufffit- Excel SpreadSheet WSV TextFile XML File (1 kb)
View All First 1-1071 Last
oAt Dfit Fo Loc Loc Loc g
Supplier  Status Remit Inv Order Q"0 WiH LastActiv  Modified Addr EffDate &90°  EmailiD Address1  Address?  City Postal Location Dispatch Remit Order fnv Y0,
Addr Addr Addr Addr Addr Addr
International 10100
10000052921 Inactive. 1 1 1Y N 04182016 SH1E2018 4 gap3r008 Active Dorann@uciedu D22 Infenational Griando 22521 gg1
el et 182099 5 21:48PM HEE) e CUELet Resorts, | [1E %0 8019
o ve
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