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Course Learning Objectives }%]RIS
* Obtain a foundational understanding of IRIS

* Become familiar with the access and security issues

* Be able to execute basic navigational functions

* Understand key, system-wide concepts

Learn the training process and how to obtain help

IRIS Awareness and Navigation

. ()
Training Sandbox Access éélRlS
j If you haven’t already, request access to the Training
0 Sandbox icon on your myUK-IRIS Launch Pad screen.

Refer to the instructions listed on the myTraining page for
this course.

IRIS Launch Pad

From here you can select a system to launch.

0 Training Sandbox

* Clicking on this icon will open the IRIS Training System,
which is used for several of the IRIS web-based training
courses (WBTs) and is a great place to practice
transactions.

* The IRIS Training System is a copy of the IRIS Production
System with fictional data.
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Check for Understanding RIRIS

firsdmerim

* The Check for Understanding is a series of questions
(quiz) which will be presented at the end of each unit.

* You must successfully pass a unit’s Check for
Understanding before proceeding to the next unit.

)

D

IRIS Awareness and Navigation

Introduction

IRIS Awareness and Navigation




UK_100 - LSO V5

0
Enterprise Applications Group }éIR'S

* The Enterprise Applications Group (EAG) is a UK
department charged with supporting the key
administrative computing systems for the University of
Kentucky.

* Its primary focus is the integrated Enterprise Resource
Planning (ERP) software from SAP.

* The EAG is assigned the responsibility of enhancing,
maintaining, and supporting the functional operations of
the ERP software to support and further the goals and
objectives of the various operational units across campus.

* The EAG office may be reached at (859) 257-3514.

IRIS Awareness and Navigation

SAP & IRIS EIRIS

* SAP (Systems, Applications, and Products) is: W
the technical name of the ERP software used to =
manage the business and service processes of the University

of Kentucky; and

the name of the German-based company that produces the
software.

* The SAP software has been configured to meet UK’s
specific administrative and
academic business needs and

given the name IRIS, . I R I S
Integrated Resource Information

Integrated Resource

§y5te m. Information Systems

IRIS Awareness and Navigation
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IRIS Modules FIRIS

* These are the main modules in the IRIS database that are
highly integrated with each other in managing the
University’s resources.

(SLCM) Student
Lifecycle
Management

(GM) Grants
Management

(MM) Materials
Management

UK universiry oF kenTucky]
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IRIS Integration

* IRIS integration allows for:
data to flow immediately throughout the various modules;
users to have real-time access to common information;

better planning and decision-making through access to
comprehensive and consistent business information; and

fewer phone calls to other departments due to more
information being available on-line.

* Example integration points:
Employee ID (HR) is integrated with Student ID (SLCM).
Purchased materials (MM) are charged to cost objects (FI/GM).
Payroll expenses (HR) are charged to cost objects (FI/GM).
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0
IRIS Access Requirements IRIS

* |RIS employs role-based security, which controls a user’s
access. Access is granted based on the user’s role and
job responsibilities.

* |RIS access requirements are as follows:

The user must have an Active Directory (Link Blue) User ID
and Password.

If unknown, contact either the departmental IT personnel or the
IT Customer Service Center (CSC) at (859) 218-HELP (4357).

{The user must sign the Statement of Responsibility (SOR).

« See www.uky.edu/IRIS/train/SOR_Information.html for
information and instructions.

WK UnivERsITY OF KENTUCKY]
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IRIS Access Requirements (continued) RIS

Y‘The user must have a current, approved IRIS Training Plan,
which indicates the mandatory courses the user must
successful complete in order to carry out their job
responsibilities in IRIS.

The user must successfully complete the mandatory
training, as well as demonstrate competency through an
assessment at the conclusion of each Level 300, role-based
course.
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IRIS ACCGSS ReqUirementS (Continued) i by

The SAP GUI (Graphical User Interface) software must
be installed on the user’s PC.

= |t is installed if the myUK University of Kentucky icon is seen on
the PC’s Desktop. If not, check with your area’s IT personnel or
contact the appropriate IT Help Desk: Campus users contact the
IT CSC at (859) 218-HELP (4357); HealthCare users contact the
UKHC Help Desk at (859) 323-8586.

LIk

niversity of
Kenkucky

= The GuiXT software must also be installed for Plant Maintenance
(PM) users. Contact the departmental PM Power User in your
area for assistance.
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IRIS Access Changes/Removal o

j Business Officers should notify the appropriate Area
0 Security Officer (ASO) when users change roles, positions,
or leave the University so that IRIS access can be modified
or removed!
All access/Training Plan changes are made using the IRIS
Training Plan Request Form and must be ASO approved.
= http://myhelp.uky.edu/rwd/HTML/Training_Plan_Request.html

Requests to completely remove access must be e-mailed to
the IT Customer Service Center at accounts@Isv.uky.edu.
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y
Other IRIS Access Information }é]RIS

* IRIS may be accessed from any PC on campus as long as
the SAP GUI software is installed on the machine.

* |IRIS may also be accessed remotely from a home PC.

Both the SAP GUI and Cisco VPN software must be installed.
This software can be obtained by one of the following
methods:

= The UK Download website: https://download.uky.edu
= Take a writable CD to the IT CSC in room 111 McVey Hall
Call the IT CSC for assistance at (859) 218-HELP (4357).

* Visit the IRIS website (www.uky.edu/IRIS) Quick Links
and click on Desktop Information in the el e A
Quick Links box for browser and other Mgatoment of Responsioigf
software recommendations and ST
information. T

IRIS Awareness and Navigation

y
myUK Portal éélRlS

* IRIS is accessed via the myUK portal (website).
1. Access the myUK sign on screen by one of the following:

Double-click on the myUK icon on the Desktop @
(which overrides the current browser location!)

University of
Kentucksy

Account Manager

Click on the myUK link on UK’s main “link | exctiange

blue” website (www.uky.edu/UKHome/ Blackboard
subpages/linkblue.html) )
Training

Click on the myUK link on the main IRIS —

website (www.uky.edu/IRIS)

K UNIVERSITY OF KENTUCKY] IRIS Awareness and Navigation
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myU K PO rtal (Continued)

2. Enter your link blue User ID and Password

Welcome to myUK

Uze your link blue ID to Sign On to this portal.

User ID |jdsmith
Password

3. Click on the Sign On button (or press the Enter key)

* The myUK portal will open (see next slide).

IRIS Awareness and Navigation

myU K Portal (Continued)

IRIS Systems
L1 [7 B "
| Retstea vinks = IRIS Launch Pad
+ Acztve Drectory Accouts | wWelcome to the University of Kentucky myUK Portall
* RIS Tramng
. 1
. S et " |
- Dusress Warehouss [ulms :e EW Wab Reporing
= Camgus Manapemant | |
+| oy Ent st 1 ; 1
+ Humas RessureesTayenl l Ummm; Zanabos ‘ c W BEx Reporing
* Uaherials Wansgement ]
Fant Uetenssce . |
- ‘e W Divooer
Click on any of the lc BPS BusGH Prep
Related Links to display
further information. ‘ =
; | w Financial Aid - ProSaml
‘ . FESCHent

| History ,

IRISISAP Systam
All U Portal fanchons are availabde
as of T am Maonday, December 1

The first tima you 159 80 you may e
the SAP Logo copynght. Regd mog

Upgrade Corner . A5G Website

The A5G website has 2 new Uipgrada
Comer section 1o peovide infimatson to
the University faculty, students, and
s1aff about the upcoming SAP softwars
upgrade in Novernber 2008. Upgrads

Employee Sell Service Tab Missing
If you are an employes without access

UK News - Compus News

University of Kentucky News

Ga o resource .
Wiedne-sday, Dec 03, 2008 l
Panbeliens: Has It Al Wrspped Up

Note: Based on your access, the available tabs and the “beach ball” icons on the

IRIS Launch Pad may be different than what is seen here!
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myUK Portal - IRIS Launch Pad FIRIS

* The “beach ball” icons on the IRIS Launch Pad are used to
access various systems. Click on an icon to “launch” the
system.

IRIS Launch Pad
Used to accgss | Welcome to the University of Kentucky myUK Portall
IRIS Production

SyStem J %\ms BW Web Reporting
Training Sandbox c B BEx Reporting
Used to access
the IRIS Used to access cmmme,
Training the Business
System - Copy Warehouse (BW) caps Budget Prep
of the IRIS for reporting
Production ;
System with B ) Financial Aid - ProSAM
¥ Used to access the w

fictional data ey B

System to process
Faculty Distribution
of Effort (DOE) data

FESClient

UK universiry oF kenTucky]
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myUK Portal - Other Web-based Services RIS

* The myUK portal also provides a gateway or single point of
entry to other UK web-based services for students, faculty,
and staff. For example:

IRIS Systems

The Student Services tab is used by UK students.
The Student Administration tab is used by staff & faculty.
The Enterprise Services tab is for UKY Web Procurement.

The Employee Self-Service tab is used by all
employees/students who receive pay from the University.

More information will be provided in associated courses.

K UNIVERSITY OF KENTUCKY]
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Security P

* Your User ID and password must not be shared with
others, which is also a part of the Statement of
Responsibility!

* When leaving the PC, keep access secure by either:
Locking the computer (Ctrl+Alt+Delete keys - Lock
Computer); or

Closing all IRIS sessions, signing off of
the myUK portal, and completely closing
the internet browser.

* If prompted, do not allow the PC to
remember any IDs and/or passwords.

IRIS Awareness and Navigation

21

Security Audit Log il

* IRIS tracks and logs events as they occur so that a series of
events can be reconstructed at a later date in an audit
analysis report.

* Only select users have access to the audit analysis report.
* Some example information the audit log contains:
Audit event
User’s SAP ID
Transaction code

Time and date when
event occurred

Session number
Old/New information

K UNIVERSITY OF KENTUCKY]
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Authorization Issues i

* An authorization issue exists when either of the following
messages are seen:

From the Status Bar (lower-left corner of screen):

“@ You are not authorized to use transacti0n|

Eemwe ————— 4
In a pop-up window: | &\ Fissssmses s

v @

* To report authorization issues:

Go to the IRIS website: www.uky.edu/IRIS Quick Links
Click on the Authorization Issues link in s Rusdn S
the Quick Links box (lower-left corner of iﬁtm“ ot Responsibit
the window)

Desktop Information

-

Authorization Issues

Follow all of the instructions listed

K vniveRsITY OF KENTUCKY] IRIS Awareness and Navigation
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Unit 1 FIRIS

SAP Easy Access
Screen

IRIS Awareness and Navigation
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!
SAP Easy Access Screen IRIS

b bt

* The SAP Easy Access screen will appear when either the
IRIS or Training Sandbox “beach ball” icon is clicked in the
IRIS Launch Pad area of the myUK portal.

* The screens are identical except for the wording under the
IRIS logo.

” RIS
“@mg Sandbox

IRIS Awareness and Navigation
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0
Plant Maintenance SAP £asy Access Screen %IRI;S

sfoH Caon BHRE DDOD BRI D6
SAP Easy Access
Mo @7 v

List Wk Drders

) Human Fesources

) Student Lfacycla Uanagement
) informatiza Syatems
) Tesls

| MRl

Plant Maintenance users will see six buttons on the left side of
the SAP Easy Access screen, which are shortcuts for accessing
various frequently used PM transactions.

IRIS Awareness and Navigation
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0
IRIS Transactions é{élRlS

* A transaction is an executable business process in IRIS, for
example:

Adding a new hire

Entering an employee’s attendance and absence time
Displaying an Organizational Unit’s budget for reconciliation
Maintaining a student’s financial records

Creating a job order for Physical Plant to fix a door handle

* Each transaction in IRIS has a title and a transaction code
(t-code), which is a combination of alphanumeric
characters that identifies the transaction.

As you take your required training courses, you will learn
which t-code(s) you need in order to execute the business
process(es) you will use in your job.

K UNIVERSITY OF KENTUCKY]
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Accessing IRIS Transactions

SIRIS
[y e

* Access a transaction by any of the following methods:

Enter the t-code in the —_|
Command Field, then press

the Enter key

Add frequently used
t-codes to the Favorites
folder, then double-click on
the transaction to ope

n
Click through the SAP /
menu tree structure, then
double-click on the
transaction to open

For Plant Maintenance/ i

users, click on one of the
PM Easy Access Buttons

aldd Caa DHR B

SAP Easy Access

| S| | & Othermenu | B B 2 | v & | (5 Create role

( ListWork Orders

\

Change Waork Cuder

Tirme Enfry

List Nalificalions

\ Create Work Order

B ] BAF menu
b [ Ofce
I [ Cross-Application Components
¥ an Crdr I [ Logistics
b T Accounting

F Favonites)
=] Student File
[ Cesplay Student Master Data

B [ Human Resources
= 3 Student Lifecycle Management
2 Stugent File
172 SAF Husiness Workplace
[ Staent Agministtion
© [ Shadent Accounting
b [ Academic Strucure (Curmiculum)
& [ Event Planming
% [ Teaching and Examination
| Cormespandsncs
| Extended Maintenance Dialogs
| Country-Specific Funcions

¥ [ Emdronment
I L Infarmation Systems
P Tools

IRIS Awareness and Navigation 29
4

SAP Menu é{élRlS

* All SAP-delivered transactions are located in the SAP menu
folders. Double-click on a transaction to open.

> Cross-Application Components
No triangle indicates < 3 Logistics
the folder is empty. D e
b [ Logistics Execution
E EE:ESEE:IE:VPWCESS TransaCtions
=z aPalantMaimenance without the t-code
e Management of Technical Objects .
= : chona ation l dlSpIayed.
1 Create
P Change
2 Display
s —

* Custom-built transactions (starting with the letter “Z”) are
not in the SAP menu folders. The t-code can either be
entered in the Command Field or added as a shortcut in
the Favorites folder.

K vvivess Ty oF kexTucky] IRIS Awareness and Navigation 30
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: . . 0
Displaying Transaction Codes %‘RIS

* To display transaction codes on the screen:

Select Extras = Settings from the Menu Bar
Click in the checkbox next to Display technical names
Click on the green Continue icon or press Enter

This is used to specify settings

[] Digplay favorites at end of list

[] Do not display menu, only digplay favarites i a Flant Maintenance
(0o notdisplay scrsen 52 3 Management of Technical Objects
Disp\ay’techmca\ names | : 7 G Functional Laocation

| — 2 IL01- Create

(é// 2 1L02 - Change
2 IL03 - Display

®

.d) JIEUE [» [C1 List Editing

2 HO1 - Structural Display
B 711 akal

* Note: This is just a one-time process.

UK ovivessiny o KeNTUCKY]
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!
Favorites Folder ééIRIS

K UNIVERSITY OF KENTUCKY]

The Favorites folder on the SAP Easy Access screen can
contain shortcuts to frequently accessed transactions.

Everything in this folder is created and organized as
desired by the user.

Sub folders may also be created and transaction shortcuts
inserted in them for further grouping and organizational
options.

Favorites inserted in one system (Production or Training)
will not copy into the other.

S
s

o

They must be inserted separately in
each system.

Favorites are stored with a user’s profile,
thus making them available wherever the
user logs into IRIS.

IRIS Awareness and Navigation 32
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4
Inserting Favorites %‘RIS

* In the Menu Bar select Favorites = Insert transaction (or
right-click on the Favorites folder and select Insert
transaction); enter the Transaction Code; then click on the
green Continue icon.

Manual entry of & transaction

Transaction Code

If desired after inserting, change the displayed name of a
favorite by right-clicking on the transaction and choosing
Change favorite from the drop-down menu; edit the Text;
then click on the green Continue icon to accept the change.

Execute: Display Functional Location Change a favorite

Esxecute in new window

= Text I Display Employes mformatlan| I
Display documentation |

Change favorite /_/—

Delete favorite

Insertfolder
Inserttransaction
Add other ohjects

Create shortcut on the desktop

UK ovivessiny o KeNTUCKY]
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Inserting Favorites (continued) %‘RIS

* To insert a sub folder, click once on the Favorites folder to
select; choose Favorites = Insert folder in the Menu Bar (or
right-click on the Favorites folder and select Insert folder);
enter a desired Folder name; then click on the green
Continue icon. TR FElEer Rl

Folder name HR Transactions|

x

* NOTE: Favorites do not automatically display in alphabetic
or numeric order when inserted. However, they can be
manually rearranged by using the “drag-and-drop”
method: Click once on the item and hold down on the left
mouse button; drag to the desired location; then release
the mouse button.

K UNIVERSITY OF KENTUCKY]
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0
Deleting a Favorite :Bz‘lé

* Any favorite may be deleted by choosing Delete favorite
from the same drop-down menus available when inserting
a favorite.

* This deletes only the “shortcut” to the transaction, not the
actual IRIS transaction in the SAP menu.

K vnivessiry o KexTucky] IRIS Awareness and Navigation 35

Other Screen Elements e

Window FTTy Standard

Control Icon 300 0@ SNk BN0D OE BF — Toolbar

i[ Display HR Master Dat3 Title Bar

Command Field

Application
Toolbar

7ushbutton

L

Status Bar

WK uNiveERsITY OF KENTUCKY] IRIS Awareness and Navigation 36
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¢
Screen Element - Window Control Icon }é]RIS

* The Window Control icon in the top-left corner provides a
menu of various options related to the current window.

* Two key options which may be most helpful:
Create Session opens another IRIS SAP Easy Access window.

Stop Transaction is used to stop/cancel a transaction that
may be taking a long time to execute/process.

(=

Program Edit Goto  System

Help

Restore a4
Minimize

Close Al+F4

Create Session

Stop Transaction [\

UK ovivessiny o KeNTUCKY]
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Screen Element - Menu Bar ;‘é]RIS
* The Menu Bar contains different menu categories and
options, each with their own drop-down menu(s),
depending on the current transaction.
PM Motification  Edit Goto  Exras  Envitonment  Systern Help
€ Other notification 3 A @@aE@ O HE SO EE o
zieate * btification: PPD - Problem Report
Change
Bl FPartner =] TF ® Exitwithout Saving
List Editing v
Erint 3 Motification
Save Cirl+ Itern selection...
Eunctions ¢
Order
Exit Shift+F3
Shortcut combinations are also
available for some functions.
K UNIVERSITY OF KENTUCKY] IRIS Awareness and Navigation 38
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y
Screen Element - Standard Toolbar }é]RIS

* The Standard Toolbar contains icons used for standard,
system-wide functions.

* The items in this toolbar will remain in place, regardless of

the transaction.

* Grayed-out icons represent functions that are not
available on the current screen/transaction.

al alg | Q\IE@I@@@@IEI@

* Crey fficaty/n: P, \e
Enter Save 7 >

Back Exit

UK ovivessiny o KeNTUCKY]
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Screen Element - Command Field ;‘é]RIS

* The Command Field is also in the Standard Toolbar.

* A transaction code can be entered directly in this field to

“‘command” the system to access the corresponding
transaction.

* Click on the drop-down icon on the right side of the field

to obtain a listing of the most recently manually-entered
transaction codes.

P Motification  Edit  Goto Extras  Environment  System Help

_. %e@e@[mm@@ﬁ@m@@l

; Wm Report

NOTE: Clicking on this triangle will
show/hide the Command Field.

K UNIVERSITY OF KENTUCKY]
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. U
Screen Element - Title Bar }é]RIS
* The Title Bar lists the name of the current transaction.

* It will quite often begin with a word, such as Create,
Change, Display, List, Maintain, Schedule, etc., that
indicates the current mode.

FPM Motification Edit Goio  Exras Systern Help
290 IC@aQ BEBE f0La0 BE @
[®iz]| - create PM Notification: PPD - Problem Report |

& | &5 N & Patner =] T % Exitwithout Saving

Enyironment

* The title will also be displayed on the IRIS program button
in the Windows Taskbar for easy identification.

|ﬂ'-5un Inbor - Merosaft Cutiook. | @ Launch Pad - 549 Metwe...| o st IEE‘L!:M!PMN‘RI\(II_I AP0 B amm |

UK ovivessiny o KeNTUCKY]
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0
Screen Element - Application Toolbar ;‘é]RIS

* The Application Toolbar contains icons and pushbuttons
for functions directly related to the current transaction

(application).

* These items will change with each screen/transaction,
unlike the Standard Toolbar.

PM Motification Edit Goto Exras Systern Help
& B e@e BHEE ODO0 EHE @
[@3] * Create PM Notification: PPD - Problem Report
| & | 8 & Parner | Z] T ® ExitwithuutSaving\L

Icon Pushbutton

* lcons and pushbuttons can also be seen on other parts of
the screen, not just in the toolbars.

Enyironment

K UNIVERSITY OF KENTUCKY]
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Screen Element - Status Bar - Left Side %lle;f

* The Status Bar displays system messages in the lower-left
corner of the screen.

Informational Messages indicate successful processing.

“@ Mofification 10000511 saved |

Warning Messages provide important information and/or
prompt users to stop and check certain data before
proceeding. Always read, then press Enter to acknowledge
and continue.

|(D) Attendance/absence 05/28/2007 - 05/28/2007 during nan-working period (att/abs e 1005) |

Error Messages must be addressed before the system will
allow the user to continue.

IF@ Make an entry in all required fields |

* Double-click on a message to view further details.

UNIVERSITY OF KENTUCKY]

IRIS Awareness and Navigation 43

0
Screen Element - Status Bar - Right Side ;‘é]RIS

* The right side of the Status Bar displays mostly technical
system information.

* Click on the List icon to obtain a menu of items to display.

* Transaction is the recommended option. With this
selected, the current transaction code will be displayed for
easy reference.

System RAT (13 (5900
Client 5490
User KREAGER
Frogram SAPLCATS

¥ Transaction CATZ
Responsze Tim 591 ms
Interpretation Time 521 ms

Round TripsiFlushes

il
| y—
NOTE: Clicking on this triangle will %B ICATEll ratrm @ OWR e
[

show/hide the data in this area.

K UNIVERSITY OF KENTUCKY]
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¢
Screen Element - Tabs %‘RIS

* Tabs on a transaction screen indicate individual screens
that contain related data grouped together.

* Click on any tab to display the data on that screen.

Persan ID 10081766 PerS.Assgn oooonz24 4

Marne Jonsey T. Smith Empl. % Scroll Tab List
EE group L ctaff Pers area 1000 maiy Left/Right icon*
EE subgroup 05 Mon-Exernpt 40.. Pers. subarea aeEt REQM

UK Personal Data | UK Payrall Data | UK Benefits | UK Organizational Data h@!ﬂ
[l

Infatype text [E.] | [Period
Actions (0000) VH ® Period ‘ Indicates additional tabs
N v

Persanal Data (000%) Fr. To [ ]

* The Tab List icon will display a drop-down menu listing
all of the tabs. Click on the desired tab name, and the
system will automatically display that screen.

UK ovivessiny o KeNTUCKY]
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Screen Element - Tabs in Search Window %IRIS
* Tabs can also be seen and used in search windows.
* Each screen contains various criteria fields used to assist
in narrowing down the search results.
" Uppemost FunctLosslions by location | Llocabonlst | eddess | Te= ||, El\ﬂ
Location poos [2] J:if:[”m
Maintenance plant Uppermost FunctLocs by Structindicater
Uppermo# FuntiLocs by cabegory
Functional Location Upparmost FunctLocalions by company s1es
taximum Mo. of Hits 500 .L;.:he:l: "
Tesd {= Description)
Funchonal locabon list (service)
" @, B Real Estate Object
* Maximum No. of Hits determines how many search results
will initially display. Default is 500, but may be changed
to any number not to exceed 9999.
UK vivERsITY OF KENTUCKY] IRIS Awareness and Navigation 46
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SIRIS
Lf kst Sy

Screen Element - Tabs - Show/Hide Icon

* Once the results from a search are displayed, the

Show/Hide icon (triangle in the middle of the screen under
the tabs) can be used to open/close the search window
again, should the search criteria need to be revised to
obtain different results.

Functional Location (1) 2 Eniries found

7 Leedlionlst ! Addiess | Tewtl-Deserption) |, Fund S8 _— r—————v—————%gpo%
() ; |
REEEERIEY el
m[mme |Pos1| Codelcity |Street :Mhm B o]
L+-0564-01-107 IRIS Project Building 40506 Lexington South Bros| _ -
| LX-6-0 IRIS Project Building 40506 Lexingtan South Brog| ::mm
e
Haamum Mo of Hia 500
vl
v | =[50 I :
% 1R Projact Bullding 0508 {?ﬁnm&(:"-’:«[\f&ﬁwaw’.;—w
| Le-8-0 RIS Project Buliding 40508 Leningion South Broadway 830
WK vavesiry or kentucky] IRIS Awareness and Navigation 47

Screen Elements - Selection Opti RIRIS

ptions [pne=

* Radio buttons and checkboxes are used to choose various
selection options.

* To change radio button selections, click on another radio
button. Clicking on the current, selected radio button will
not un-select the option.

* Multiple clicks in a checkbox will toggle the checkmark
on/off.

Radio
Period Button
~—= Checkbox

Fr. To StariEnd Dates
() Today ) Currweek Required start 1200702006 1637 Priority
Al O Current month Required End 12/08/2006 17:00:00 Breakdown
) From curr.date O Lastweek
) Up to Today () Last manth
) Current Period ) Current Year
48
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y
Screen Element - Input Field }éIR'S

* Data can be entered in any white/yellow Input Field.
A yellow input field indicates the location of the cursor.
* Some Input Fields may contain free form text.

MNotification

CP | Problern with the heating - too hot

Grayed-out fields
are for display
purposes only.

Longer Text icon: Used
to enter more text than
what will fit in the field.

Free form field: Any
text may be entered.

Reference ohject

Funct. Location LY-0A26-02-236) ‘@ STUDEMT CTR ADDITION - Roorm 230
Equiprment \

* Input Fields with the Possible Entries icon must contain a
pre-established, system value. The icon allows a user to
search for the value, if unknown. (Further information on
the Possible Entries icon will be given later in this course.)

UK ovivessiny o KeNTUCKY]
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0
Screen Element - Required Field Indicator %IRIS

* Any field containing a checked box on the left side

indicates a required field. The system will not proceed
until completed. [mm

Title: &
Lastname

First name

Middle name

Suffix =]

KName

HR data
38N
Birth date

* An error message will appear in the Status Bar if a user
tries to proceed without completing the field.

@ Make an entry in all reguired fields
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¢
Screen Element - Drop-Down Menu Icon %]RIS

* Click on the Drop-Down Menu icon on the right side of a
field to display a list of pre-established values.

Marme

Title

Last name
First name
Middle name

Suffix
Marme

* Click on the desired value to select.

* Only a value from the drop-down menu is accepted.

IRIS Awareness and Navigation

Unit 1
Check for Understanding
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Unit 2 FIRIS

System-Wid
Concepts

UK universiry oF kenTucky]
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Changing Transactions %‘-BLS
* To change from one transaction to another, either:

¢ Click on the Back icon in the Standard Toolbar until you
return to the SAP Easy Access screen. Then either enter the
next t-code in the Command Field, select it from your
Favorites folder or the SAP menu, or click on one of the PM
Easy Access Buttons; OR

* From the current transaction’s screen, enter the new t-code
in the Command Field preceded by “/N” (for New).

= There is no space between “/N” and the t-code.

= For example: You are in t-code ILO3, but you want to switch to
IE03. Enter the following in the Command Field:

) ]

= NOTE: The “/N” is not needed if you are on the SAP Fasy Access
screen.
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Opening Additional IRIS Sessions }%]RIS

* Up to six (6) IRIS sessions (screens) may be open
simultaneously.

* Open additional sessions by one of the following methods:

Select System - Create Session in the Menu Bar
Click on the Create New Session icon in the Standard Toolbar

* The sessions can be easily identified by the IRIS program
buttons in the Windows Taskbar.

| w Startl J @ Launch Pad - myLK - Mic. .. | _=] Synactive GuixT I * AP Easy Access * Display Functional Loca. .. |

IRIS Awareness and Navigation

Ending Additional IRIS Sessions ;%]RIS

* End additional sessions by one of the following methods:

Click on System - End Session in the Menu Bar
Click on the “x-box” in the upper-right corner of the screen

* Important: Be sure any unsaved data is either saved or the
transaction is cancelled prior to the system ending a
session! The system may not prompt you to save if
unsaved data exists, unless you are ending the last
session open!

Unsaved data will be lost.
@ Do you want to log off?

| ves | o
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Field-Level Help - F1 Key }%IRIS

* This function provides SAP-delivered information on any
field. The window will provide the full name of the field,
along with a definition of and/or the purpose for the field.

* Place cursor in the desired field, then press the F1 key.

* Change Corrective (Repair) 60000160: Central Header

.ﬁw I ‘Tm] ‘3‘% ﬁ | H? r|:|“7 5 @ |'f| 3 Exitwithout Saving = Save and Exit = Customer

CRP1  GOOOO16E

Order

Performance tant
R AEMIE
Short tex Field Name
Short description ofthe order (language-independent). /
You can enter longer language-dependent texts, using the "Long texd” 3 ] m
functian.
o &
|
WK vavesiry or kentucky] IRIS Awareness and Navigation 57
IRIS
Possible Entries Icon P

* Input fields with the Possible Entries icon must contain a
value that is already pre-established in the system.

Data Entry

Crata Entry Prafile |

* The correct field value may be manually entered if known.

* If the value is unknown, either click on the Possible Entries
icon or press the F4 key to initiate a search.

* If the list of possible entries is relatively short, the list will
immediately be displayed. Double-click on the desired
value to select. The system will automatically populate the
input field with the selected value.

=

Prof. [Text
BIWEEKCA UK BiWeskly Time with Gost Allocation Data Entry

BIWEEKLY |UK Biweekly Time f— BIVEEKLY [&)
MONTHCA UK Maonthly Time with Cost Allocation
MONTHLY UK Manthiy Time

K UNIVERSITY OF KENTUCKY]
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- - '
Possible Entries Icon (continued) AélRIS

* Fields with an extensive list of possible entries will first
display a search window so various criteria may be entered
in order to narrow down the displayed results.

* A wildcard search uses the asterisk (*) in place of any
string of characters.

In this example, the system would return a list of all vendors
who are in a City that begins with the letters Le.

Ve unt Murmber (1)
" Wendor by Real Estate Corlract | UKWVendor Search
Mame 1 |Nam92|\lendur |Slreel City “IRg ‘Pnslal(:n
Bl GEOKON INC 100086 48 Spencer 5t LEBANON  |NH 03766
Name 2 THE HITCHCOCK FOUNDATION 100074 1 Medical Center Dr LEBANON  [NH 03755
CRESTLINE GO INC 100045 70 Mt Hope Ave LEWISTON [WE 04241
Vet BRAD CURRY 100131 6583 LEXINGTORN ficv 40503
Strest BROWN DOG MEDICAL SUEE, 5 1234 5. Broadway St LEXINGTON [k 40508

100111 100 Ave. of Champions i 40508
| ”

Fegion

UK ovivessiny o KeNTUCKY]
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- - QR
POSSlble Entries Icon (Continued) &ri:::t';i'_??:s
In this example, the system would return a list of all vendors
with the letters man in their Name.
wendorAccount Mumber (1)
// Vendor by Real Estate Contract ) UK Vendar Search
Name 1 “
Hame KENTUCKY SPORTS TURF MANA
ame 2 MANULIFE FIMANGCIAL
SHERMAM CARTER BARNMHART-F
515 HUMAN FACTOR TECHNOLO
WS MAMEY & SOM LTD
K UNIVERSITY OF KENTUCKY] IRIS Awareness and Navigation 60
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Master Data

K vniveRsITY OF KENTUCKY] IRIS Awareness and Navigation
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Master Data

* Master data is key, “master” information entered and
maintained at different organizational levels in IRIS.

Typically remains unchanged over an extended period of time
Contains information that is always used in the same way
Can be used across modules/applications

Reduces data redundancy and data input

* Master data is presented in Display mode for users, based
on their security access.

* Those responsible for maintenance of the information will
have full editing rights.

K UNIVERSITY OF KENTUCKY]
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0
HR Master Data - Employee Example %]RIS

Display HR Master Data Transaction PA20 contains personnel
Sl 2 information on an individual.
Person 1D {t DEE1 766 [3)Pers.Assgn | 00000245 50126808 00000245 . &
Name Jonsey T. Smith Empl. % 100,08
EE group A Staff Fers.area 1000 Main Campus
EE subgroup 05 MNon-Exempt 40.. Pers. subarea 0081 RegFT
Uk Personal Data k Lk Payrall Data k LIk Benefits k UK Organizational Data h. Em
Infotype text |5.] Petiod
Actions (0000} 1Y @ Pariod
Personal Data (0002} o From Ta
Organizational Assignment (00013 o i Today ) Currweek
_Addresses (0006) "4 CIAll ) Current month
| |Basic Pay (@008 14 () From curr.data () Last waek
Cost Distribution (0027} To Current Date
Date Specifications (0041} 1Y Current Periad
| |Residence Status (0084) VE‘
Additional Personal Data (007 7Y o E|
Direct selection
Infotype STy
WK vavesiry oF kext IRIS Awareness and Navigation 63
FI Master Data - Cost Object Example e
@z| Display Cost Center: Basic Screen . :
pay Transaction KSO3 contains
& | & Drilldown information associated with a Cost
Gostoener 012062470 [SIMCIS EOMPLTER SY8 k Center (account number).
Controlling Area uKoo Univarsity of Kentucky
walid Fram 01/01/1800 to 1243149989
Basic dala | Contral | Templates | Address | Communication | Histary
Mames
Mame MCIS COMPUTER 55
Dascription MCIS COMPUTER SYS %]
Basic data
User Responsible
Person Responsible GINA LYSELL
Depattment 3F220
Cost Center Category '} UK Cost Center
Hierarchy area AIF220 Univ Computing Enterprise Systems
Company Code uKoe University of Kentucky
Business Area o1 UK wio componhent units
Functional Area
Currency usn
Frofit Center
IRIS Awareness and Navigation 64

32



UK_T100 - LSO V5

0
SLCM Master Data - Student Example :B;I:.?

Dispiay Student Masler Data
% @ AccountBalance | Account Data | TP

Transaction PIQSTOO contains information
related to a UK student.

Fitt, Derk, *04115/1987; Male
College 0T Engineering
Student; &thlete; Honors Prg; ROTC; Resident

David A Bryant

" Personal Data | & Standard Address o Address Overview |« Additional Data EthnicityRace
Gender ®Male CiFemale O TED
Title ] Walid On  O1/B86/2011
Last name Pitt @ Mo periods
Fitst name Detk Initials
Middle nhame Henry Name prefix (]
Known as Otherfitle =]
Marne at Birth Title gl
1D number 6a7879514 Birthplace
Birth date 04/15¢1987 Birth ctryfreg. g
Died on Enird Mat at Birth =
Mationality USAmericanUs &) Other ity & &
Comm lang EM English El Marital Stat 2
LT OF KENTUCKY] IRIS Awareness and Navigation 65
MM Master Data - Vendor Example IRIS
frsdmnimmi
Dispiay Vendor: Initial Screen
Transaction XK03 contains
information related to a vendor
fomtes | A :
-ﬂm © contracted to do business with UK.
-UKBD
Display Vendor: Address
Address
[w] Contral
[v] Payment transactions
[v] Contact Persaons
Praview | |50
[¥] Accounting infa T ]
[v] Payment transactions LL
[ es e Mame Lexington Home Supply
[v] withhalding tax
¥l Furchasing data Search term 112 LEXINGTON
Parner functions
. Sireet address
EaCh Of the CheCked items House nofstreet 240 Main
above represents a separate City/StatelZIP Code Lexington KY 48508
screen, accessed by pressing Country us United States Kentucky
the Enter key Time zone EST
IRIS Awareness and Navigation 66

33



UK_T100 - LSO V5

0
PM Master Data - Equipment Example IRIS

General  Location h Organization h Structure h Other |
I RO
) e = T s Location data
(EMIGHEACIEEES - 1369 (&) ooy 1 wacmngs Maintelant uk1e UK Facilities
| ICE CREAMMACHING (3 iotermnote |
m Location
s . _ o
| Bzhgizeer 1203109909 S Room 303
Y cunar NS Do ; 7 it cactin, :
General i Lacation Organization i Structure i Other \
| Gimnamal data
Class PH_REDCTR_ALL Modical Conter Equipment Account assignment
Obloci b 1006 Ica Croam Wiathing CormpanyCode  UKBA  University of Kentucky Lexingta
AmonzGroup MPRD  Momical Cenler PPD B A Bl UK wi Ui
Waigh o0ee P — usiness Area Wi COMponent units
Inventony ro. arae53 Startup data Asset #
Cost Center ! UKen
Rafarence data WWBS Element
AL QUSRS 0.0 Acquistion date StandgOrder
M SettlermentOrder
Manutsiurer TAYLOR ManuiCountry
Model number 15012 Constryumin i Responsibilities
ManuParhio Planning plant UK18 UK Facilities
ManuSerialhio. HOBS372E
Planner group
T ]| mainwarkc WMARTIN / MPPD  MARTIN, WILLIAM
Degin guarantss ‘Warranty end Catalog profile
LA o ke General h Location h Organization " Structure h Other
3 ; a Structuring
Transaction IEO3 contains technical Functonal e IR
information on equipment. Descrigtion NURSING - Floor 03
Superord Equip.

IRIS Awareness and Navigation 67
R t .
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Business Warehouse Reporting

* The majority of the system reporting will be done in the
Business Warehouse (BW) using a web-based user
interface called Business Explorer (BEx).

* Although highly integrated with IRIS, BW and BEx reporting

are accessed via the corresponding “beach balls” on the
myUK IRIS Launch Pad.

UK universiry oF kenTucky]
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Business Warehouse Example R RIRIS
usiness Warehouse Example Report Jud
* Once a report is displayed, further options and layout
changes may be made using the pushbuttons across the
top and the icons in the left section of the screen.
Wiakdty Of Date OGCER000 2353 0
[Save Wiew] [Varistas Screen] [Eiceptions and Conatons | [Metes| [Cpon o Bxcel] [Expon o Cov] [Prine (Portrat] [Prict (Landscaps)| [Show Repested Tests|
= Rows Furds Center GA Account Posting date  Doc number  Entry Dete
Do rumber (][5 Funds Center OO0S120M1 Executive - Reguisr  O7ENZ007  OSO000M096 00200007 ::‘mms 11,7059
- POSINGS ¥ (305 )
Lot 5 % g NUmBANAMAHAIN (551017 Esciovs iyocicns 072000 GEDo0Di0sS 0700007 [ned Pstrga | 3577 04
GIL Accourt =B F Cradk postings ufuu
o s E e COO0S1 2081 el Regr OTANZT | BKIOGZSTSS SBAUNT DetaPastrgs | 3000
Cret postngs 3 (599.35)
SR B OTATA007 | BSODOO401S 071172007 Detd Postigs | 31,1542
¥ Caumas Credtpostigs| 30.00
~ Free Chaacteriatics 07212007  BSODOO1EY 07262007 Detd Postrgs | 3 1,376.69
Acc doc header text 0 B v Crell postings 3000
Assigraend iumber |_"d (45T OOO0S1 2052 Clerical - Mywodcty  OTO10007  B40000TO3 DEZAMNOT Debd Poslings 3000
Budget Frmsy on funds Cret postngs | § (149 54)
canter H m @ 077007 BS00004015 OTANZ007 Debd Postirgs $ 37052
Pl poarbrner snd 1 {2l K] Credl pustngs 3000
[p— HEw (7212007 BSO0O0H1BS OT/2GA00T Detd Postrgs | 317451
Butress mes R Frmdt pontrge 1000
Calenciar Yoar ﬂ m W DOO0S1 20T Rogds 0702007 OF 20OL007 i 32508037
Comndnr vearmren [ FEL Credi poskings 3000
[e—e—— B 5 i RG07, BA5%HE
£ e % B Crecit postings $0.00
"mm o EEL & DOO0SHM03 EMCEvecManagerisl 0710007  ASICOG4006 (700007 Deb Postegs | § 83200
Crecit postings $000
Dweimbeh BBV Q000520115 ENE-Clerical OTRTE007  BE0MOMHNIS OTN1R007 Dotk Postrgs | §237.00
Crestpostngs 4000
Lo - E % l\;} - G707 | DSONOON1GH DTRGE0NT Dotk Postngs | $22700
Fiscal yuat ﬂ m kT3 =) Row 1T I:I::-I
K UNIVERSITY OF KENTUCKY] IRIS Awareness and Navigation 70
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IRIS Reporting

* There are several reporting transaction codes available
directly in IRIS.

* A transaction begins with a selection screen where various
selection criteria may be entered to obtain the desired
information.

* The entered selection criteria for frequently run reports
may be saved and easily retrieved each time the report is
needed.

WK vavesiry or kentucky] IRIS Awareness and Navigation 71

. 0
IRIS Reporting Example Report ;‘,‘ilRIS

* Various icons in the Application Toolbar allow for further
manipulation of the data seen in a report.

Su btotal

Dlsplay Change
Sum Layout

E R B order B Operatlons\ﬁ = S\thntal

Filter

View
Details

v&7aBE

* Display PM orders: List of Orders
VES AR LAT T o D [ conson BB s &

= [ |Funchonatiocasen | Total sum (achual) = Total achusl costs
yaet ABsE L4004 1] (0]
(] [1]]
5184 | FED
3| EEE])
Ta | 101
i 1 [TORTO00 [t B e i Lo bR
(I L0004 i) . nan
1 i [irterated Teal Orow-HEVE T [12] (1]
i '-ma-wnmomrwl | FT0] a0
I 3183 4
T uear a . 1)
(I 7| VHRRIT000 | Test varioss beow soanans I ICZES AE] FIRL)
|| [50S0024T [MRFY |1TR008 | Ths work oner i & st oy ] [10]
(1 w030 o . T
i B000T00  [NRPT (16000 [FPAR wORK Ty Ty 500
i Legsk a 3 )
|28 o011
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()
Integration Visibility %IRIS
* Integration visibility is the ability to drill down on certain
values (names, numbers, etc.) seen on an IRIS screen or
report and have the source information automatically
displayed by the system for easy access.

* Display Renovation{Charged Out) 60000199: Central Header

Double-click on ’

7| % B 2 & @ X Sitwihout Saving | Save and Exit | Customer Information

Order 60000199. iorder CRN1 60000199 Test /v "Setilement' =
Sys.Status | TECD PCNF GHPS PRC GETC [iE]oon
Bsc start Short text
.. [10/04r2006  |Test v *Settlement’ HeaderData | Operalions | Components | Coste | Objects | UKFields |
. [11/07/2006 [test
4 vy MNatifetn
PlannerGrp ¢ UK1e
Mnwketr  UNASSIGN ! CPFD  Unassignad Work
* Display ONder: Initial Screen Bscstat  18/84/2006 Priarity Renovations = izt
Basicfin  10/05/2006
Header data = OpRrations || Components Func.Loc.  L¥-0005 FD.PETERGON SERVIGE \,ﬁ;
E t . S
y'( The entire Order is displayed.
| "] First aperation
ard 0886199 . .
rder B g\ Operation  Test.JV"Settlement
M/ CPPD Clikey PME1 ActyType  LABORL
System opens transaction and populates the Ho bumber 1 ®comn.
: ; Bruce Ml E
Order field. Press Enter to display. B
WK vnives iy oF KexTuCcK | IRIS Awareness and Navigation 73
U ] t 2
Check for UllderStalldillg
74
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U n it 3 —

IRIS Training

IRIS Awareness and Navigation

75

[RIS Training Plan Iade
* IRIS training begins with the development of an IRIS
Training Plan, which indicates the mandatory courses a
user must successfully complete in order to obtain the
necessary access in IRIS in order to perform their job
responsibilities.
An IRIS Training Plan is established using the IRIS Training
Plan Request Form.
http://myhelp.uky.edu/rwd/HTML/Training_Plan_Request.htm

3 All new Training Plans and Training Plan changes must be
submitted using only this form.

For Fl, HR and MM roles, the IRIS Training Plan Request Form
is completed by the unit’s Business Officer and submitted to
the appropriate Area Security Officer (ASO) for approval.

The ASO will submit the Training Plan to IRIS Training upon
approval.

K UNIVERSITY OF KENTUCKY] IRIS Awareness and Navigation
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0
IRIS Training Plan (continued) /lRlS

For SLCM roles, the IRIS Training Plan Request Form is
submitted directly to IRIS Training by designated contacts in
the colleges and academic/student support units.

= http://www.uky.edu/IRIS/news/designatedcontacts.html

For Faculty members and Teaching Assistants who need
access only for grading, class rolls, advisor holds, and
overrides, the designated contacts only need to send a
regular e-mail directly to the SLCM Team at
slcmaccess@lsv.uky.edu requesting the appropriate access.

A Training Plan is valid for one (1) year from the time it is
approved. Any Training Plan that has not been completed
within one (1) year is no longer valid (for the uncompleted
courses) and must be resubmitted if access is needed.

UK universiry oF kenTucky]

IRIS Awareness and Navigation

77

4
IRIS Training Plan continuea PRIS

A user needing additional training, due to a position change
or new job responsibilities, should work with his/her
Business Officer/designated contact to get Training Plan
modifications processed.

Once the approved IRIS Training Plan Request Form is
submitted to IRIS Training, the required courses should
appear in the Mandatory Courses section of the myTraining
website (discussed momentarily) within the next few business
days.

j Even though a user’s required courses may not be showing
5 Yet in the Mandatory Courses section, the user can still begin
taking the courses.

K UNIVERSITY OF KENTUCKY]
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IRIS Training Delivery Formats AR

* IRIS courses are presented in two different formats:
Web-Based Training (WBT)

Instructor-Led (Classroom)

IRIS Awareness and Navigation

79

. ) ¢
IRIS Training Curriculum 3?5”“5
* |RIS courses are divided into three levels and must be
taken in the proper sequence:

) | Level 100
! f IRIS Awareness & Navigation

Level 200
Overviews &
Role-Based WBTs

5 Level 300
! ! Role-Based Courses

* |RIS WBT and Instructor-Led courses are open to all
employees. However, only the courses on your Training
Plan and the successful completion of the Level 300
course assessments will give you the access needed for
your job responsibilities.

K UNIVERSITY OF KENTUCKY] IRIS Awareness and Navigation
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. . \
IRIS Training Curriculum ccontinuea) %IRIS
* Level 100 - IRIS Awareness & Navigation

This WBT is an introductory overview of IRIS, focusing
primarily on basic navigational functions and general system
information.

* Level 200 - Overviews & Role-Based WBTs

These WBTs are more focused overviews of the processes and
functionality of the FI, HR, and SLCM modules.

There are also other overview and role-based WBTs available
in this level.

* Level 300 - Role-Based Courses

These courses provide specific information and step-by-step
instructions for processing each transaction required to
perform a user’s job.

Each course concludes with an assessment.

Some courses are WBTs, and some are Instructor-Led.

UK universiry oF kenTucky]
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!
myTraining Website é{é]Rl

* The myTraining website contains all of the IRIS WBT and
Instructor-Led courses.

* To access this website:
Sign on to myUK
Click on the Employee Self-Service tab
Click on the Training sub-tab

myUK

Launch Pad  Studert Services  Studert Administration  Financial Ald View of Studsrt | Enterprise Services i

S —
7y Employee Self-Service ) i [0

efits mert | Enrolment | Personal information | Training | . wig nme | UK Alert

Note: Based on your access, the tabs on your myUK screen may be different
than what is seen here!

K UNIVERSITY OF KENTUCKY]
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0
myTraining Website (continued) %‘RIS

* The Training Home link displays a user’s Mandatory
Courses that are yet to be completed and, under My

Training Activities, the course(s) in which s/he is currently

participating or for which s/he is booked.

myTraining EFE
e mm——
. Information The following courses are mandatory for you. You can display more
- information about & course, register or make a prebooking far one by clicking
on the title
Find Mandatory Courses
s s . Course Delivery Method
sarchTerm [ N
HR Th 300 Time hManag it Cl
e ST ime hanagermen Az Er00m
HR 200 Hurnan Resources Overview WWET
My Learner Account
= Training Activities My Training Act = I
= Course Prebookings Al
* Favorites
= Qualifications Profile Your current training activities in summarized format.
* Profile Matchup Course % Delivery Method 5 Schedule % Room
* Settings The table does not contain any entries
Course Catalog Refresh Prrint

UK oviversiny oF KenT
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myTraining Website (continued) s
L
* The Training Activities link displays the course(s) in which
a user is currently participating or for which s/he is
booked, and it will also list all of the Completed Courses.
myTraining B
Navigation [F] ¢ My Training Activities =
Training Home
- Information This is a list of all the training act_\wt\es inwhich you are currently participating or for which you are booked
- Click on a course to display details of the course, to cancel your booking, or to set the course to 'completed’
Your current training activities in summarized format.
Find Course = Delivery Method < Schedule < Room
Search Term [ | The table does not contain any entries
My Learner Account Completed Courses
lasstoom Training (24) | Web-Based Training (8) , Online Tests (1)
= CoursEPrEnokings P . A
. Faverites You already participated in these courses in the past.
- Qualifications Profile User Mame Course = Deli.. 5 GSchedule =
= Profile Matchug Star[5/31/2003 At 0254
. Sellings BEX_ 300 BEx-Weh Reporting (Lab) - CONY. Classroom End DR/1/2009 ALID 55
BEX_SLCM_300 BEx-WWeb Reporting - CONY Classroom :T%::% .
Course Catalog — ——
Start A
- Facilities Management FI_FES 300 FES Client Data Process Classroom E:u %m%
IRIS Awareness and Navigation 84

42



UK_100 - LSO V5

¢,
myTraining Website (continued) }éIRIS

* The IRIS Training link will display various Subject Areas
(primarily IRIS modules).

* Click on any Subject Area, and the Assigned Courses for
that area will be displayed.

SearchTerm [ ] Assigned Subject Areas
Extended Search

The following subject areas are assig Assigned Courses

Subject Area . .
My Learner Account B - Business Warehouse The following courses are assigned

+ Training Actiities FAC DE - Faculty Datahase (CauEe
* Course Prebookings FES - Faculty Effort Swstem HR_200 Hurnan Resources Cverview
* Favorites El Finance HR_Ohi_320 Position Creation
* Gualifications Profile HR_PA_300 Personnel Administration
= Profile Matchy Ftd - Funds Managernent -

Saiti oM - Grants M . HR_PA_310 PA Actions
= Seftings - -

oA Yanageman L~ n s 340 Faculy bstions

HR - Hurnan Resources and Payroll -
It - haterials Managernent

PEC - Position Budget Contral

Pk - Plant Maintenance

HR_Thd_300 Time Management
HR_Th_310 Thi: CATS Time Entr:
HR_Th_320 Th. “Variants & Reports

Course Catalog
- Eacilities Managernent

- LUKHealthCare HR_Th_330 TM: Abzence Quotas
Supervision SLCMW - Student Lifecycle hManagement

- HR Employment
« HR Training and
Development

= .

IRIS Training
i

IRIS Wednesdays

Assigned Courses

Tha followd : 11
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Training C Inf : RIRIS
my lraining Center Intformation [y mmiten
* Visit the IRIS Training website (www.uky.edu/IRIS/train/)
and click on the various myTraining Center Information
links to view further instructions for searching, booking,
and taking IRIS WBT and Instructor-Led courses.
Training Home IRIS Training News Class Information
Course Descriptions myTraining Center Information Course Diescriptions
Web-hased Courses myTraining Center FAQ ryHelp
::::j:;:::: : mgrdt;tsfa(r:cglufgssremsterfura IRIS Training Course Training Team
Training Plan Request : ;:aucrlnllsmtcelrtlpg gg:t;:w‘:??;;\i;gg;ﬁﬁt (SOR] Employees who recd
Form » Transcripts - How to display and print ?ﬁ;lﬁzmﬁ;?ggﬁ ;ﬁntact
Training Calendar IRISTraining@email.uky.edu
* Send an e-mail to IRISTraining@email.uky.edu with any
training-related issues, questions, etc.
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¢
Course Abbreviations %‘RIS

* Following are a few examples of how to read the IRIS
course abbreviations:

FI_200 is a Level 200 Finance course.

HR_TM_310 is a Level 300 Human Resources course covering
Time Management.

HR_PA_300 is a prerequisite for HR_PA_310, since 300 comes
before 310.

SLCM_AD_310 is an Administrative, Level 300 Student
Lifecycle Management course covering student records.

IRIS Awareness and Navigation
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0
Course Prerequisites %IRIS

j Before booking a course, be sure you have completed all
0 of the prerequisites. For example, the three prerequisite
qualifications/courses for the Personnel Administration

Actions course (HR_PA_310) are:

Prerequisites

The prerequisite qualifications for this course are:
= HR Overview
= Uk 100

The prerequisite courses for participating in this course are:
= HRE_PA_300 Personnel Administration (Classroom Training)

* The Prerequisites section will be seen on the myTraining
website for the course, along with other important
information and the ability to book the course.

Even though the prerequisite courses may not be listed in
order by level, they must still be taken in order by level:
Starting with UK_100 - then the Level 200 Overview
WBT(s) = then the Level 300 course(s).

K UNIVERSITY OF KENTUCKY]
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Access Timeframe L

* Except for HR access, once you complete a level 300
course and IRIS Training confirms that you have completed
all of the prerequisites and signed the Statement of
Responsibility (SOR), you should have access within 1-2
business days.

For HR access, you must complete all of the mandatory
courses listed in the HR Role on your Training Plan first
(along with completing all prerequisites and signing the SOR),
then access should be available within 1-2 business days.
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IRIS Training Locations Ll
* The Instructor-Led courses are held in McVey Hall:

Room 72 in the basement by the elevator
Rooms 203/204 on the 2" floor

AN S S G

K UNIVERSITY OF KENTUCKY] IRIS Awareness and Navigation 90

45



Unit 3

0
Unit 4 IRIS

Help Resources

UK_T100 - LSO V5



UK_T100 - LSO V5

0
IRIS Websites ,]RIS

* Visit the following IRIS websites for more information and
helpful documentation.

IRIS Home - http://www.uky.edu/IRIS

IRIS Training - http://www.uky.edu/IRIS/train

IRIS myHelp - http://myhelp.uky.edu/rwd/html/index.html

http:/
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UK-Specific Documentation s

* Process and procedural documentation will be distributed
in each of the Instructor-Led training courses.

* Documentation is also available on-line on the IRIS myHelp
website.

Printable versions of all IRIS courses (PowerPoint and Adobe
Acrobat Reader PDF formats available)

Quick Reference Cards (QRCs)

= These are printable documents which provide brief but specific,
step-by-step instructions for processing transactions.

Frequently Asked Questions (FAQs)

K UNIVERSITY OF KENTUCKY]
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!
Technical Support SIRIS

* Contact the IT Customer Service Center, (859) 218-HELP
(4357), or your departmental IT personnel for any of the
following reasons:

You need an Active Directory (link blue) ID and/or password
You go to the myUK Portal, and it is not responding

Your current IRIS session is suddenly terminated, and you
cannot regain access

You need assistance with either the SAP GUI
or Cisco VPN software installations

UK universiry oF kenTucky]
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g
Course Completion IRIS

* To complete this WBT, click on the yellow Log off button
in the lower corner of this window.

Note: This window will close, and you should be returned to
the main, myTraining page for this WBT. The main page will
refresh (usually within 30 seconds, depending on network
traffic), and you should receive a green, system message
confirming your participation. For example:

Web-Based Training : Statement of Responsibility :

Course Catalog > |RIS Training > Statement of Responsibility

@our participation in this course has been completecD

You may then safely navigate away from the main page.
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