Oracle R12 Login and Navigation Guide
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This document outlines the basic login and navigation procedures for the RFMH R12 instances. The
step by step instructions can be used for the upgraded PRODMH, TESTMH or DEVMH, however
TESTMH is the instance used in the examples shown in this documentation. At the time this was
written, the upgraded PRODMH was not available yet.

When logging in to the new production instance on or after June 18, 2014, use the same PRODMH link
that you used previously in 11i.




Login

Start at the corporate webpage: http://corporate.rfmh.org/
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Click on Information Technology>Oracle Access.
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Under the Testing & Development menu, click on Oracle Instances >STESTMH R12.

Note: This is a good page to save as a favorite or as a shortcut to your desktop, or you may choose to

save the actual login page for the instances you use. See the end of this document for instructions on
how to save as a favorite or shortcut.
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Enter your User Name and Password. Click on Login.

Note: If you forget your password, you can use the Login Assistance link to have it reset and a new one
emailed to you. This feature is available to any employee who does not have access to HR
responsibilities.
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If you have favorites that transferred in from Oracle 11i, they may or may not work in R12. If the menu
paths as the same, they will work, but if they are not, the favorite will need to be deleted and re-
created. Click the Personalize button in the Favorites window to add/delete/re-organize your favorites.
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Worklist

Full List
Switch User
From |T\rpe |Subject |Sentv |Due
Holub, Kathleen Concurrent Manager Message Request 43862762 (RF OTL Transfer and Validation Processes(Report Set)) has completed with ststus Error 21-Mar-2014

¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

If you have items to act on in your Worklist, you will now see them on the Oracle Applications Home
Page. You can act on them from here or access your Worklist from within a responsibility.
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Click on a link in the left pane of the Oracle Applications Home Page to choose a responsibility.
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The available options will open in a tree format. Click the successive links until you open the form or
webpage you are looking for.

Note: As these underlined options are links, you only need to left click once on them. There is no need
to double click.

20O Purchasing Specialist
Motifications Summary
Sunnlier Itemn Catzalog

When viewing options in the Oracle Applications Home Page, the icon indicates that a webpage will

be opened in your browser if that link is clicked. The icon indicates that a form will be opened.
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The first time you login, you should see a warning indicating that the website wants to add a Java add-
on. Click the message to allow this to initiate. Then click on Install this Add-on for all users on this

computer.

Once you do this the first time, you will not have to do it again.
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Now you can have a full-featured office suite that’s
compatible with Microsoft Office for free!

+ Powerful, integrated set of word processing, spreadsheet, presentation, drawing
and database applications

* Reads, edits and saves Microsoft Office files

* Supports over 70 languages and Solaris, Windows, Linux and Mac operating systems
* Uses industry-standard, open file format (OpenDocument) as its default file format

* Builtin, one<lick PDF export
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You will see this progress page as the Java software loads.
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Internet Explorer Security @

A website wants to open web content using this
program on your computer

This program does not have a valid digital signature that verifies its
publisher, This program will open outside of Protected mode, putting your
computer at risk. You should only run programs from publishers you trust.

Mame: —0)\Java\jrel.6.0_07\bin\ssvagent.exe
— Publisher:  Sum Microsystems, Inc.

[ Do not show me the warning for this program again

(=) Details [ Allowe ] [ Don't allow

Click on the checkbox circled above and then click on Allow.
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The first time you launch a form in R12, you will see the dialog box above. Click the checkbox for Always
trust content from this publisher and click the Run box. By clicking the checkbox, you will bypass this
dialog box in future logins.
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Oracle will start to launch the form.

This can take several minutes the first time you log in to the R12 instance.

Just be patient and your form will launch.

You will notice that some forms from 11i are now webpages in R12. The majority of the functionality is
the same, but the look and feel may be different for the user.
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The requested purchase order form is viewed above.
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Navigation

Folier Tools Inguire Window Help
LSS GPIRDDE [ HSE1D 2 5 |

The same toolbar that you are familiar with in 11i, is available in R12.
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ORACLG Payables

Close Window Preferences Help Diagnostics

Suppliers To Do List
New Supplier Requests(0
Creste Suppier Prospactive Supplier Registrations(0
Supplier Address Requests (@
Search Supplier Contact Requests (0]
§ Supplier Business Classification Requests (0
At least one search criteria is required. Including part of supplier's name or number will improve the search performance. Fields are case insensitive. I e e e
Supplier Name Tax Registration Number Supplier Bank Account Requests(0/0)
Supplier Number D-U-N-8 Number
Taxpayer D Employee Number
[H Show More Options
[ eor |
Search Results
Supplier Name Supplier Number  Parent Supplier Name Taxpayer I Tax Registration Number D-U-N-S Number  Employee Number Update

No search conducted.

About this Page  Privacy Statement Copyr

8. Oradle. Al rights reserved

On Oracle R12 webpages, use the navigation options at the top (and sometimes bottom center) of the
web page to navigate to other webpages or back to the Oracle Applications Home Page. The Close
Window link takes you back to the Oracle Applications Home Page.

Note: Unless specifically instructed to do so, do not use the Back button on your browser when
navigating through the Oracle R12 webpages.
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To return to the Oracle Applications Home Page in R12 from any form or webpage, you can always click
on the browser icon on your taskbar and then choose the Oracle Applications Home Page.
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Ua Oracle Applications Home Page - Windows Internet i
14 Explorer 3
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If you close out of an Oracle form (not a webpage) by using the X in the upper right hand corner, you will
be brought to the Navigator page that you are familiar with in Oracle 11i.

Functions Documents
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&
=
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Project Summary Inguiry

RFEASI Hierarchy

RF Payroll Enc by Award
FF Pawrnll Far by Proiect

Users should become comfortable using both the Oracle Applications Home Page as well as the older
Navigator page.
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11i to R12 Differences

The majority of the changes between Oracle 11i and Oracle R12 are behind the scenes. However, other
than the more web based look and feel of R12, you will notice some changes as you use the familiar

forms.

For instance, on the Purchase Order Summary form and a few others, you will notice a field for
Operating Unit that did not exist in 11i. This field will default in “Research Foundation for Mental
Hygiene Inc” and you do not need to change it or enter the information in at any time.

File Edit * Foldzr Tools Inguire Window Help

ﬁ%@l@+++d@iﬁl>€.ﬁ5@' A5 D
(© Find Pur o Rt
Operating Unit

Muyrnber

Ship-Ta Org
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Line
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Results

Category

Description

Supplier ltem
W

Consigned
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Other forms, such as the Project Expenditure Inquiry form in Grants have an updated look with tabs to
facilitate use.

11i version:

=.| Oracle Applications -
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Expend Typ Class Expenditure Category

Resource Org WP Resource

I
I
I
I
I
I
I
Expenditure Type | Inventory lterm
I
I
I
I
I
I
I
I

Mon-Labor Resource Trans ld
lterm Dates -1 Billing Status -|
Expnd Ending Dates - |
Expenditure Batch Billable | v|
Transaction Source Billing Hold | 'l
Assignment Billed | v|
Waork Type
Set of Books Currency  |[USD
[ Exclude Met Fero tems ( Mass Adjust | [ Clear | I Find )

R12 version:

=] Oracie Apphcatons OR
File Edit
2w @ [ &7

[©Fina P

N\ ” 7 -
Expenditure Cross Chargel F'mviderfReceiver

Expenditure Other
Expenditure Category | Transaction Source |
Expnd Ending Dates | - Wyark Type |
Expenditure Batch | Costed Processing | -

Status

M Exclude Met Zero ltems Mass Adjust

Once you use these forms a few times, you will notice that the content is largely the same, and it is just
the format is different.
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Save a Shortcut to your Desktop

Start by minimizing all other open programs so that only the webpage you want to save as a shortcut is
visible.

[@ Desktop
REVEIOTES

Aeesss ks

~

RFMH Oracle 4 inks - Windows Internet Explorer

- “ p:// corporate.rfmh.org, RF%200racle_Access.asp

A

File Edit Vig Favorites Tools Help
5. Favorites ’7,5

‘%8 | | @ How to repair your Outloo... 1 (€ RFMH Oracle Access Li... X } ‘

Production: ~ r'[|

PRODMH

'S‘elzf Service

Ko AN 1 w V

—

i Research Foundation for Mental . Inc,
' "ORACLE
o "<

Make the page webpage smaller so you can see part of the desktop behind it. You can do this by simply
left clicking on the header bar (see the red star above) and dragging the window down a bit to expose
the desktop area behind it.

which can be found between the Minimize and Close

icons on the top right corner of some webpages, you can use that to show the desktop as well. (The
Oracle pages do not have this option, but these instructions can be used for other websites as well.)

On pages that have a Restore Down icon,

Then, left click on the small icon in the Address Bar for the webpage and drag it to your desktop and let
go. The new shortcut is saved to your desktop and ready for use. When you view your entire desktop,
you can drag and drop the new icon to any location you desire on your desktop.

17



Save a Webpage as a Favorite

& RFMH Oracle Access Links - Windows Internet Explorer

ﬁ ’ | € | http://corporate.rfrmh.org/RF%200racle_Access.asp

| File  Edit View Favorites Tools  Help

| o Favorites || 95 RFMH Oracle Access@ — Favorites Bar

1,5. Add to Favorites... E]

Add to Favorites Bar I -
Produ

& Import and Export...

Organize Favorites...

£ | RFMH Oracle Access Links

From your browser, access the page you want to save as a favorite and click on Favorites and then the
Add to Favorites... button. You can then rename the Favorite, choose the folder to save it to and then
click Add. To open the page again, open your browser, click on Favorites and then choose RFMH Oracle
Access Links (or the desired webpage) from the list below.

Note: You can use the Organize Favorites button seen above to move the favorites you use the most to
the top of your list.

Alternatively, you can click on the Add to Favorites Bar button = to add the webpage to your
Favorites Bar, as seen circled in purple above. (This can also be done by clicking on Favorites and then
click on the arrow to the right of the Add to Favorites... button to show the drop down box and then
choose Add to Favorites Bar.) To open the page again, open your browser and click on RFMH Oracle
Access Links from the Favorites Bar.

Questions/Support

Please send any R12 questions or issues to the RFMH Helpdesk at: RFMHHelpDesk @RFMH.ORG

Please be sure to include the instance that your issue relates to TESTMH, DEVMH, etc., so that
we can differentiate them from PRODMH (production) tickets.
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Frequently Asked Questions (FAQs)

Why did RFMH Upgrade from Oracle 11i to Oracle R12?

As with any computer software, there are constant updates to improve processes, allow for new
mandatory regulatory issues/updates and to fix issues. As such, Oracle periodically de-supports older
versions and requires users to move to the newer versions to continue to receive the most up to date
patching and support. This allows them to focus on the newer versions without having to continually
write code for older ones. RFMH was required to move to R12 in order to continue to receive the
mandatory year end HR patching and other updates/support that are required in order to be in
compliance with regulatory authorities and conduct our day to day business.

Can | still view all the transactions from prior years in R12?

Yes, all transactional data was brought forward from 11i to R12. You can see all the awards,
projects, AP, PO, Payroll data etc. that was there before the conversion.

Can I still reset my password from the Login page?

Yes, look for the Login Assistance link under the Login button. Once you click the Login
Assistance button, you will be brought to a page where you can request assistance for either a forgotten
password or username.

*User Name |

(exxample: michael.james.smith)
*Password

(example: 4uSSv23)

@ Cancel

= Indicates required field

Login Assistance

Forgot Password
Enter your user name; instructions for how to reset your password will be ermailed to you. If the emailed link does not work, please email RFEMH_Security@rfmh.org for assistance

[ Forgot
User Name e

Forgot User Name

Enter the email address associated with your account, your user name wil be emailed to you.

[ Forgot
Errail User
Hame

Privacy Statement Copyright (c) 2006, Oracle. All rights resened
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Once you submit the required information, you will receive a confirmation that your request was

processed.

ORACLE" xmLPublisher Administrator

M Navigator v B Favorites ¥ Diagnostics

[ Confirmation
Your password-reset request has been submitted. An email with instructions will be sent
shortly. Please contact the System Administrator if you do not receive an email within
the next 10-15 minutes.

Diagnostics
Privacy Statement Copyright (c) 2006, Oracle. All rights reserved.

About this Page

If you need further assistance, please send an email to: RFMH_Security@rfmh.org

When on an R12 webpage, how do I get back to the menu to go to another webpage or form?

Your options vary depending on the webpage you are in. Look at the top right corner of the
page, your options may include:

e Home — Which will take you back to the Oracle Applications Home Page

e (Close Window - Which will take you back to the Oracle Applications Home Page

e Logout — Which will log you out of your Oracle R12 session

e Navigator — Use the drop down to see your responsibilities and choose one from the list

e Favorites — If you have Favorites set up, use the drop down to choose one from your list
o You can also Manage your Favorites and Add Favorites from here
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Error Message

The error message below is usually seen when the user has clicked to perform an action in
Oracle and then clicks again before the system has time to complete the first action.
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@ Error: Cannot Display Page
‘You cannot complete this task because you accessed this page using the browser's
navigation buttons (the browser Back button, for example).

To proceed, please select the Close Window link at the top of the application page to return to the
main menu. Then, access this page again using the application's navigation contrals (men, links,
and so on) instead of using the browser's navigation controls like Back and Forward.
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If you receive this message, use the Close Window option on the top right of the page to return to the
Home Page and retry your request. Then, be sure to allow the system to complete an action before
clicking to request another. This is normal behavior when working in webpages.
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