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ASCENDER Business Overview

The ASCENDER Business System is a group of web-based applications that allow you to interact
with the database using an Internet browser such as Firefox, Google Chrome, or Safari (Mac only).
As the ASCENDER System evolves, the browser versions are updated.

Here are a few tips:

» For adequate viewing, be sure to check your screen resolution settings. The recommended
screen resolution setting is 1280x1024.

It is recommended that you clear your Internet browser’s cache each time a release is
installed or updated.

Be sure to access the ASCENDER Browser Settings document for the most current system
browser settings information. This document can be found in the online Help.

If you experience any issues or have questions, please contact your regional Education
Service Center.

About Release Notes & Known Issues:

As the ASCENDER software programs are modified, release notes are posted in the corresponding
Release Announcement at wiki.ascendertx.com. An ESC consultant login is required to access the
Announcements page.

If known issues are identified for a particular release or update, a Known Issues document is also
posted.

System Requirements and Browser Settings:

Periodically ensure that your system and browser settings meet the minimum requirements.

For information about system requirements and recommended browser settings, see ASCENDER
Recommended Browser Settings.

ASCENDER Software Terminology:

System - The group of applications supporting a broad area of LEA or campus management, or a
specific group of applications (e.g., Business, Student, State Reporting, OCR, District Administration,
System Administration).
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Application - A particular application within a system (e.g., Accounts Receivable, Payroll).

AASCENDER.

Accounts Receivable

Aszest Managemant

Attendanca

Page - Selected from a menu or submenu, a page may have multiple tabs, or it may stand alone. A
page can have fields, buttons, grids, report parameters, and other features allowing you to
accomplish one or more tasks.
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Tab - Some pages have multiple tabs allowing you to accomplish tasks that can be logically grouped
together.

Employee: | ] [ Retrieve ] [ Diractary ]

PAY INFO JOB INFO DISTRIBUTIONS DEDUCTIONS LEAVE BALANCE

Field - A mechanism for inputting data, such as a text entry box, drop-down list, check box, or radio
button. Each field has a label, such as the Employee Status field. Note that in ASCENDER online
Help and other documentation, field names are displayed in bold font.

Employes Status: [1 Active professional |
Highest Degree:

Percent Day Employed:

Eligible for Re-hire: D

Exctract ID: ( ]
W-2 Elec Consant

1095 Elec Consent

Report Parameters - Fields that allow you to input criteria for running reports. You will notice some
report parameters are heavily bolded, which means that data input is required for that parameter.

Parameter Description Value

Sort by Alpha |A), Pay Campus [C), Primary Campus (F)

Print Address Primary [F). Alternate (&)

Select Restriction Local (L), Public (P). or Mo restrictions [N)

Include Primary Job Code? /M)

Pay Status Active (A), Inactive |I]. or blank for ALL

Pay Type 1-4, Exclude Subs (E)., or blank for ALL

Select Pay Campus(es). or blank for ALL

LN

alect Primary Campus|es), or blamk for ALL

Select Bxtract ID{s), or blank for ALL

Select Employee(s). or blank for ALL

— —— — e —

Select Frequency
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Grid - A group of records displayed in columns and rows, or empty columns and rows in which to add
new records, such as a table maintenance page.

PAY INFO JOB INFO

DISTRIBUTIONS DEDUCTIOMS LEAVE BALAMNCE

Delete  Details

o

Job Code Extra Duty Account Type Account Code Amount Percent
1107 - PEIMS/DIR FED PGMS/FS G 199-41-612901-750-899000 46,059.00 100.000%
Total: 46,058.00 100.000%

0 Upon initial log on to ASCENDER Enterprise, the End User License Agreement (EULA) for
ASCENDER is displayed. Users must accept the agreement in order to proceed.

Login

e Login Page:

Login

"4 ASCENDER

System alert box

CC Accessibility
Statement &

Field Description
User Name Type your user ID or name provided by your local education agency
(LEA).
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Field

Description

Password

Type your password. The text is displayed as black dots for privacy.
Requirements:

* 8-46 alphanumeric characters

* Three of the following: uppercase, lowercase, numeric, and special
characters

* Case-sensitive

Other password requirements such as the number of invalid
password attempts, lockout period, and the number of password
expiration days are set by your district administrator.

County/District Number

Type your six-digit county-district number.

Browser Requirements

The currently supported browsers are listed.

Social Media Icons

Click to access various social media sites for ASCENDER.

Click Login or press ENTER to complete the login process. The ASCENDER Homepage is
displayed.

Approval Summary

# Pending IDVFreq Approval Type

a e Finance » Approve Budget Amendment
7 Finance > Approve Budget Amendment
ci4 Payroll » Approve CIP Transaction
s Payroll » Approve CIP Transaction
[ 2] Payroll > Approve CIP Transaction

Pa Self-Service Payroll Approval

Personnel = Self-Service Demographic Approval
Crd Position Management > PMIS Payroll Rejections
cs Paosition Management > PMIS Payroll Rejections
Cie Position Management = PMIS Payroll Rejections

Purchasing » Approve Bundle Requisitions

Purchasing = Approve Requisitions

Purchasing = Mext Year Approve Requisitions

1 ‘Warehouse > Approve

ck Requisitions

ory Re:

L = I e e R e = R e Y e [ Y e e Y e R o Y e |

2 Warehouse > Approwve Warehouse Requisitions

e Change Password:

Change Password

To change your password, from the ASCENDER Homepage, click . next to your user name and
then click Change Password.
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The Change Password page is displayed.

"A ASCENDER

Change Password

User ID: UsEr

Old Passward:

Mew passwond:

Confirm Passwond:

User ID Displays your LEA-issued user ID.
Old Password Type your old (current) password.
New Password Type a new password.

Requirements:

* 8-46 alphanumeric characters

* Three of the following: uppercase, lowercase, numeric, and special
characters

* Case-sensitive

Confirm Password|Retype your new password to confirm.

Click Save to save your new password.

Click Cancel to cancel the request and return to the ASCENDER Homepage.
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If your password expires, the following Change Password page is displayed.

A ASCENDER

Change Password

Your password has expired. Please set a new
password below

Mew password:

You will be prevented from reusing a previous password.

A ASCENDER

Change Password

Your password has expired. Please set a new
password below:

Mew password:

Confirm new password:

C )
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The following page is displayed upon successfully changing your password:

‘A ASCENDER

Change Password

Your password has bean successfully

changed.

—

e Exit & Logout:

It is important to exit and log out correctly to ensure that the software functions
properly.

Exit Application

To exit any open application, in the top-right corner of each application next to your user name,
click .

An exit application page is displayed with a message indicating that you have logged out
successfully and you may close the browser tab.

A ASCENDER Security Administration

Yo have successhully exrbed the spplication and may dose the browser tab

Logout
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From the ASCENDER homepage, in the top-right corner of the page next to your user name,
click . and then click Logout.

The Logout page is displayed confirming that you have logged out of ASCENDER successfully.

4 ASCENDER

“fou hawve successfully logged out of ASCENDER.

For security reasons, exit your browser.

Click Back to Login to return to the ASCENDER Login page.

Incorrect Logout Method

It is important to remember that if you click X on your browser to exit an application or log out
of ASCENDER, various issues including table locks in the system can occur. You must contact
your technical department for further assistance, which may include disconnecting the
connection in Sybase to clear the table locks.

Navigation

e Dashboard:

ASCENDER Homepage & Quick View Dashboard

Depending on your user profile, ASCENDER offers a Quick View dashboard that is used to
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display important information from multiple sources in one, easy-to-access place.
Currently, the following dashboard elements are available for Business users:

ASCENDER News Approval Summary

Annual Student Data Rollover Survey ASCENDER welcomes you to provide feedback on our revamped ASDR process by A... # Pending IDAFreq Approval Type
Finance August Fiscal Year Close steps.  Now is a great time to review that process we do only once a year - Fiscal ... No pending approvals

Payroll Deduction Import Did you know wa have an import to update deductions for your employees?

Summer Payroll Processing Many annual processes are going on in Payroll departments this time of year...

LEA News

Grirat News The first pep rally is this Friday!

Finance at a Glance
AS of 08-16-2023 1000 AM <40 ==100 =100 Excciption
"Account has actuals with no budget O O D O

Account % Rizd | Exp Exception
197-8.00.57XX-000 0.00

o ASCENDER News - (All users) Displays important announcements or upcoming
events. The ASCENDER News is managed by the Texas Computer Cooperative
(TCC).

= Each news entry displays a topic and a description. An ellipsis (...) is displayed
at the end of the description indicating that additional details are associated
with the entry.

= You can click anywhere on the news entry to open the corresponding pop-up

window, which displays the full contents of the news entry. Click Close or
to close the pop-up window.

= If there are no news entries to display, a message is displayed prompting you
to stay tuned for upcoming news.

o LEA News - (All users) Displays important announcements or upcoming events
directly from the LEA. The LEA News is managed by the local education agency
(LEA) in District Administration.

= Each news entry displays a topic and a description. An ellipsis (...) is displayed
at the end of the description indicating that additional details are associated
with the entry.

* You can click anywhere on the news entry to open the corresponding pop-up

window, which displays the full contents of the news entry. Click Close or
to close the pop-up window.

= |f there are no news entries to display for the current date range or if you do
not have permission to the application or breadcrumb (menu item) associated
with the entry, the following message is displayed: “No news is good news”.

o Finance at a Glance - (Business users with permission to Finance, Purchasing, or
Warehouse) Displays a personalized summary of accounts based on your user
profile in District Administration. The Finance at a Glance will display a percentage
of received/spent monies based on your user profile. This percentage can be filtered
for expenditures less than 80 percent, between 80 percent and 100 percent,
greater than 100 percent, and those accounts that have spent money with no
budget. Accounts are summarized by fund/year, function, major object (first 2
digits), and organization. The table displays the Account, % Rlzd / Exp, and
Exception columns.
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ina
5040 <80 <=100(_] #1800 Exception[ )
L0
Account % Rizd | Exp Exception

1S7-2-00-570(-000 000

187-8-216000-041 000

1978416300750 a.nd

195-7-D0-5900(-000 0.00

15280057 XKX.000 23T

189-5-00-58XX.000 %M

199-2-00-590X-000 59.97

159-3.00-7900(.000 0.00

158-8.00-8900(.000 .00

199-8-11-51X2-001 MEH

199-8-11-81XX-041 4275

18881151 KX- 101 4318

199-8-11.61XX-699 0.00

199-8-11-81XX-999 5133

o This data is retrieved from the general ledger balances in Finance file ID C and is
sorted by account code.

o Only account classes 5XXX, 6XXX, 7XXX, and 8XXX are included.

o The table is updated on an hourly basis (at the top of the hour).

o The following filters are available to view selected accounts and are highlighted
with a corresponding color. Select the filter checkboxes as needed to narrow the
display of accounts in the table.

= >80 (green)

= < =100 (yellow)

= >100 (red)

= Exception (purple)

o Approval Summary - (Business users) Displays a list of pending approval items
based on your user's profile. If there are no approvals, a message is displayed
indicating there are no pending approvals.

All ASCENDER users created in Security Administration are automatically granted
permission to view all dashboard elements. However, the content within the dashboard
element is driven by your user profile (Profile Name) in Security Administration with the
exception of ASCENDER News, which is available to all users. The LEA News may be
limited to certain users based on the LEA's preferences when adding the news entry in
District Administration.

Each dashboard element tile is enabled with the drag-and-drop feature along with row x
column layout options to allow you to customize the layout of your dashboard elements.
Your selected layout preferences are automatically saved upon logging out of the
software.

Drag-and-Drop Feature
Use the drag-and-drop feature to define the placement of the dashboard element tiles.

o Press and hold down the left mouse button on the desired element tile to “Grab”

it.
o “Drag” the element tile to the desired location.
o “Drop” the element tile by releasing the mouse button.

Column x Row Layout Options

Use the following layout options located at the top of each dashboard element tile to

2024/06/02 18:38 11 ASCENDER Business Overview


https://help.ascendertx.com/business/lib/exe/detail.php/general/finance_at_a_glance_qv.png?id=academy%3Abusiness_overview_guide

Business

adjust the size (column = width and row = height) of the element tile. To view these
options, use your mouse to hover over the top-right corner of the element.

ASCENDER News * - B
Annual Student Data Rollover Survey ASCENDER welcomes you to provide feedback on our revamped ASDR process by A...
Finance August Fiscal Year Close steps Now is a great time to review that process we do only once a year - Fiscal ...
Payroll Deduction Import Did you know we have an import to update deductions for your employees?
Summer Payroll Processing Many annual processes are going on in Payroll departments this time of year...
o 1x1 =1 columnx 1 row

[¢]

1x2 =1 column x 2 row
1x3 =1 column x 3 row
2x1 =2 column x 1 row
2x2 = 2 column x 2 row
2x3 = 2 column x 3 row
3x1 = 3 column x 1 row
3x2 = 3 column x 2 row
3x3 = 3 column x 3 row

o

[¢]

[¢]

[¢]

[¢]

o

[¢]

Below is just one example of the many dashboard formats available using the drag-and-
drop feature and the column x row layout options:

o ASCENDER News - 2x1

o Approval Summary - 1x1
o LEA News - 2x1

o Finance at a Glance - 2x1

ASCENDER News Approval Summary

Annual Student Data Rellover Survey ASCENDER welcomes you to provide feedback on our revamped ASDR process by A... # Pending ID/Freq Approval Type
Finance August Fiscal Year Close steps Now is a great time to review that process we do only once a year - Fiscal ... No pending approvals
Payroll Deduction Import Did you know we have an import to update deductions for your employees?

Summer Payroll Processing Many annual processes are going on in Payroll departments this time of year...

LEA News

Great News The first pep rally is this Friday!

Finance at a Glance
As of 08-16-2023 10:00 AM =80 ==100 =100 Exceplion
*Account has actuals with no D.C; et D D D D

Account % Rlzd | Exp Exception
197-8.00-57XX-000 0.00

Delete an element:

If you do not want an element displayed on your dashboard, you have the ability to move
it out of view to the Quick View or QV column, which is the gray column located along
the right side of the page.

o On any dashboard element, click Il to remove the element tile from the main
dashboard view. The element is moved to the Quick View.

o By default, the QV column is collapsed. Click = at the top of the page to expand
the column and view the contents. Click = again to collapse the QV column.
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Collapsed Quick View

ASCENDER News

Approval Summar ¥
Annual Student Data Rollover Survey ASCENDER welcomes you to provide feedback on our revamped ASDR process by A.. # Pending IDiFreq Approval Type
Finance August Fiscal Year Close steps  Now is a great time to review that process we do only once a year - Fiscal ... No pending approvals
Payroll Deduction Import Did you know we have an import to update deductions for your employees?
Summer Payroll Processing Many annual processes are going on in Payrodl departments this time of year...

Expanded Quick View

Below is an example of the Approval Summary element tile being deleted from the
main dashboard view and moved to the Quick View.

" Quick View
ASCENDER News

Annual Student Data Rollover Survey ASCEMDER welcomes you 1o provide feedback on our revamped ASDR process by A...
Finance August Fiscal Year Close steps Mow is a great time to review that process we do only once a year - Fiscal ...

Payroll Deduction Import Did you know we have an import to update deductions for your employees?

Summar Payroll Processing Many annual processes are going on in Payroll depanments this time of year...

LEA News

Greal News The firsi pep rally is this Friday!

Note: At any point, you can use the drag-and-drop feature to move elements from
the Quick View back to the main dashboard view.

Approval Summary

All users are granted permission to the Approval Summary dashboard element, which
provides a list of pending approval items based on the user's profile. If there are no
approvals, a message is displayed indicating there are no pending approvals.

Click here for a complete list of approval types that are included in the Approval Summary
(based on your user profile).

# Pending Displays the number of pending approval items for the corresponding
approval type.
ID/Freq Displays the ID or pay frequency tied to the pending item, if applicable.
Approval Type|Displays a link to the page where you have pending approval items.
Approval Summary
# Pending ID/Freg Approval Type
1 Cl4 Payroll > Approve CIP Transaction

In this example, the user has a pending approval for a CIP transaction.

O Click the link. The selected application page opens in a separate browser window.
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O Perform the necessary action to satisfy the pending item(s).

O Log out of ASCENDER and then log back in to refresh the homepage.

If there are no other pending approvals, a message is displayed indicating there are no
pending approvals.

e Applications:

The ASCENDER homepage serves as a personalized dashboard and displays links to all
ASCENDER applications that are tied to your user profile.

The main menu is located on the left side of the page. In the upper-left corner, click -

to collapse the main menu or expand the main menu. This functionality is available on all
pages in all applications. And, on some pages must be used for a more favorable view of
the actual page.

Collapsed view - The main menu is hidden.

County/District: 001904 © 2020 Texas Computer Cooperative | Heis (B

Expanded view - The main menu is open.

2024/06/02 18:38 14 ASCENDER Business Overview
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Depending on your view, click or My Applications to view a list of applications to
which you have rights.

Accounts Receivable

Asset Management

All other applications are listed under Other Applications. Click to view a list of other
applications to which you do not have rights.

Access rights for each application must be set in Security Administration by a user with
access to that system.

If you attempt to open an application you do not have rights to, the following page is
displayed:
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AAS{:E NDER Discipline

You are not authorized to access Discipline
Faor information about ASCEMDER Discipline visit ascendert:.com

Exit

Click Exit to return to the ASCENDER homepage.

e Menu & Tabs:
Menu and Tabs

After you select an application from the ASCENDER homepage, the application homepage
is displayed. In the below example, the Payroll application is selected.

/AASCENDER -
[ Tables
,I'rt’ Maintenance
{5 Payroll Processing
O Inquiry
@ Mext Year
3] Self-Service
[ sow |
County/District: 001904 Session Timer: 58 min and 52 sec © 2020 Texas Computer Cooperative | Help (3)

Select a main menu item (e.g., Tables, Maintenance, Inquiry, etc.). The available submenu
options are displayed. Use the gray scroll bar to scroll up and down and view any
additional submenu options.
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Year: € Frequency: 5 Change

Staff JobfPay Data

Summer School Contracts.

Leave Account Transaction

Hours/Pay Transmittals

Approve CIP Transaction

Calendar YTD Data

School ¥TD Data

TREYTD Data

Actual Hours Worked

Payroll Processing

Inquiry

Mext Year

Self-Service

County/District: 001904 Session Timer: 54 min and 49 sec © 2020 Texas Computer Cooperative | Help (3]

Select the menu or submenu options for the page you want to display.

Many pages consist of multiple tabs. Click the tab to be displayed. You will notice a
difference in font color. The tab that is currently open on the page displays in green font
and is underlined. All other tab names are black with no underline. Click another tab
name to view data on a different tab.

Employes: [ ] [ Retrieve ] [ Directory

I PAY INFO JOB INFO DISTRIBUTIONS DEDUCTIONS LEAVE BALANCE I

If a tab is disabled (grayed out), you may not have security permission to access the tab,
the tab may not be available in the setting (year or pay frequency) to which you are
logged on, or a process on another tab may need to be performed before the tab is
enabled.

For example, the Leave Balance tab is disabled when a user is logged on to the next year
pay frequency.

Employes: [-JDE'ESE. ] [ Retriewe ] [ Directory ] ’ Documents

PAY INFO JOB INFO DISTRIBUTIONS DEDUCTIONS LEAVE BALANCE

2024/06/02 18:38 17 ASCENDER Business Overview


https://help.ascendertx.com/business/lib/exe/detail.php/general/payroll_home_page.jpg?id=academy%3Abusiness_overview_guide
https://help.ascendertx.com/business/lib/exe/detail.php/general/overview_guide_tabs.jpg?id=academy%3Abusiness_overview_guide
https://help.ascendertx.com/business/lib/exe/detail.php/general/tab_without_rights.jpg?id=academy%3Abusiness_overview_guide

Business

Change Application

From any application page, you can open a new application. At the top of the page next to
the open application name (in this case Payroll), click . A list of all ASCENDER
applications is displayed in alphabetical order. Select the application you want to open. A
separate browser tab opens with the newly selected application homepage.

ASCENDER Home

Save

Accounts Receivable

Employee: (00068 - |

Asset Management

PAY INFO JOB INFO DISTRIBUTIONS DEDUCTIONS LEAVE BALANCE Bank Recondliation

Budget

District Administration

Tax Exempt:
Pay Status. (2 nactive | Sl O &l Finance

Unemployment Elig:

Pay Campus: [ ] Grants And Projects

Fay Dept: E] FICA Eligibility- [M Subject to medicare V] T
ayrol

\ . .

Dock Rate: 0.000 W4 Marital Status:  Single

Mbr of Exemptions: g Personnel

Position Management

Purchasing

Security Administration

State Reporting

TRS FSP Staff Salary Data Totals Warehousa
o ——

Application Tabs

Open applications are set up to display as separate browser tabs so you can easily
navigate from one application to another.

%] ASCENDER Applic X | %4 ASCENDER Payrol X %4 ASCENDER Accou X

- - - - — -
ASCENMDER ASCENDER ASCENDER
Home page Payroll Accounts Receivable

If you have multiple applications open, you can navigate to an open application without
exiting from any one application by selecting the associated browser tab located at the
top of the page.

Note: The session timer operates separately for each application, which may cause
you to receive a session timeout message from one application while you are in
another application.

Review the Session Timers section for more information about setting up session
timers.

Multiple pages (i.e., menu items) cannot be displayed within an application. When a new
menu selection is made, the current page is no longer displayed. If data modifications are
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made on the page and the changes are not saved, an unsaved data warning message is
displayed. You can select to leave the page without saving the changes or remain on the
page to continue making changes or save the changes on the page.

* Change File ID, Accounting Period, or Payroll Frequency.
Change Feature

In the top-right corner of the page, the Change feature allows you to change the file ID,
year, accounting period, payroll frequency, and warehouse ID. This feature is only
available if you are logged on to the following applications:

o Asset Management (file ID)

Budget (file ID)

Finance (year and accounting period)
Payroll (year and frequency)

Position Management (year and frequency)
Warehouse (warehouse ID)

[¢]

o

[¢]

[¢]

[¢]

Depending on the application to which you are logged on, click Change to enable the
applicable change fields.

- T

Depending on the application, the drop-down field(s) are enabled. Click ™ to view a list of
the applicable years, file IDs, accounting periods, or payroll frequencies. Select the
applicable option(s) and click Apply. The application data changes to match your
selection.

fear: Frequency: [ 5 - Semimonthly CYR W | [ Apply ] [ Cancel

Current Year

Click Cancel to cancel the changes.

e Software Version:
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Software Version

The following information is displayed at the lower-left corner of the page under the main
menu.

Version: & Build: 04055
Host X00000000(5 Browser: GC97.0

Version |Displays the ASCENDER software version.

Build Displays the ASCENDER software build number.
Host Displays the software server host information.
Browser|Displays the browser and version details (e.g., Google Chrome Version 85.0).

e County District:
County District

The following information is displayed in the lower-left corner of the page under the
software version details.

County/District: 101905

County/District Displays the county district number to which you are logged on. To
change this number, log out and log back in with a different number.

e System Alerts & Feedback:
System Alerts

At the bottom of each page, there is an orange message line that displays any system
alerts.

Click Hide to hide the message line. The message line will remain hidden as you navigate
to other tabs within the same page. The message line will show again if you navigate to a
new menu item or when a record is saved.

Session Timer: 44 min and 44 sec © 2020 Texas Computer Cooperative | Help (3

Click Show to show the message line.

Session Timer: 40 min and 51 sec © 2020 Texas Computer Cooperative Help (D)
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e Online Help:
Online Help

Access the ASCENDER online Help by clicking the Help button in the lower-right corner of
the page.

© 2020 Texas Computer Cooperative | Help ®

The Help topic is specific to the application page. You can browse other Help topics from
the Help window. Online Help is available for all applications and is page sensitive.
Additionally, you can access a variety of process-specific guides and checklists in the
Online Help.

Review the ASCENDER Online Help page for more information.

e Homepage Timer:
Homepage Timer
The ASCENDER Homepage has a 300-minute session timer. This timer redirects the user
to the ASCENDER Login page and requires them to log on again if they attempt to launch

an application after 300 minutes of inactivity on the homepage. This timer cannot be
modified.

Note: This timer is separate from the individual application session timers that are
set up in District Administration.

e Session Timers:
Session Timers

Across the bottom of each application page, a session timer is displayed. As each page is
displayed, the timer resets.

Session Timer: 188 min and 43 sec

Review the Session Timers Help page in District Administration for more information
about session timers.
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Retrieve & Maintain Data

From each page or tab, data can be retrieved, viewed, added, deleted, and modified using the
following tools:

e Auto features:

Autotab

The autotab feature eliminates the need to manually click in or tab to the next field.
Instead, the next defined text field automatically receives the cursor focus when the
maximum number of characters in the current text field is reached.

In the example below, as you type a 20-digit account code number in nine separate
boxes, you do not need to tab to each box. If you type a three-digit fund number in the
Fund field, the cursor focus automatically tabs to the next field and so on.

[® Summary O Totals D Exclude Objects 61X
pecoonecoce (o J ()t (ot o) () ) B (0 (20
Fund Func Obj Sobyj Org B i - R

When the cursor moves to a new field, all of the characters in that field will be
highlighted.

If you are replacing the data, on your first keystroke of the new data, all of the old data
will be deleted, and you can type the new data.

You may also use your arrow keys to move to any specific part of the data in the field to
update or replace the data, such as spelling or changing numbers in a sequence.

Autosuggest

The autosuggest feature allows you to type in specific data, as you type the data, a drop-
down list of corresponding data is displayed. You can make a selection from the drop-
down list, scroll through the drop-down list, or type new data in the field.

Vendor: [3g| ] [ Retricve l [ Add l [
30222 : BEST COMPUTER SUPPLIES / BEST COMPUTER SUPPLIES : R &
Alamo City, TX

VENDOR

39221 : BEST QUEST TEACHING SYST,LLC / BEST QUEST TEACHING SYST,LLC: R
Please ret{ Alamo City, TX

39220 : BEST WESTERM PALM AIR / BEST WESTERN PALM AIR: R

Depending on the field and page, press the SPACEBAR to view a list (in some cases
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limited) of available options for the field.

e Add and delete rows:
Add a Row

In a table or grid, click +Add to add a new data entry row. A new row is added to the
bottom of the grid or list.

.. U] —

CREDIT CARD CODES.  DUETO FUND

Lk, B Epeg
- @ aw m m x e s e @
) D ED@EOE - BOE o
I EEDE0E - B0E e
a1 43 X E]
I O0OOo0o0:000e

Delete a Row

Click T to delete a row. This icon is displayed next to any row that can be deleted. The
row is shaded red to indicate that it will be deleted when the record is saved.

If you do not want to delete the selected row, click [ again to unselect the row for

deletion.
I NI
| .
- S— J1
ritlel o B B .
el Code Dascrigion Yarngior Miw Sort Egv [ Venger Home _ﬂ B !‘m Sl !‘.h Yoo Pom Sean Deisd ﬁéﬂ
) s |[ o I ] i EI[ZI-[Z]E- EJIIIIIJE!
= DRl b | |ojalmiaol olajo]-
WELLS . p— 0 vEa ) a1 @
S e 2

If restrictions exist, a message is displayed indicating the reason.

e Column sort:
Column Sort

When a column heading is underlined, the column can be sorted. Click the column to sort
the data in ascending order, and then click the column again to sort the data in
descending order.
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iy

FUND FUMNCTION OBIECT SUB OBIECT

ORGANZATION PROGRAM

EDUCATIOMNAL SPAN

PROJECT DETAIL

[ Retrieve _] [ Frint
AFund/ Budget Fund Actual Fund
Delete Fund T Fund Deserigtion
o Fecl year e u s Balance Obj.Sobj Balance Obj.Sobj
i o [ - General cperating w | [CREDIT CARD CLEARING [3700.00 ] [s00.00
[180/e ] [G-Ceneraloperating  w] [CREDIT CARD CLEARING [7o000 ] [soono

A - indicates that the column is sorted in ascending order

¥ - indicates that the column is sorted in descending order

e Pagination:

Pagination

Depending on the page, approximately 30 rows of data is displayed or can be viewed with
the use of the scroll bar. If the data exceeds the number of rows that can be displayed on
the page, the page numbers are displayed on the bottom-left side of the page.

You can view and select which pages to display from the drop down. Or, you can click the
arrow icons on either side of the page numbers to move between pages.

The pagination feature on some pages includes the range of data per page. In the below
image, the page is sorted by Fund so each page displays the fund range listed on that
page so you can find funds 180-240 on page 1 and so on.
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[1:180/8-240¢9 w (5[ p

:180/8-240/9
}: 242/ 8- 699/ 8

3:863/B-302/B

You can navigate between pages by using the below buttons:

Click == to go to the first page.
Click 4 to go back one page.

Click » to go forward one page.
Click = to go to the last page.

e Ellipsis icon:
Ellipsis Icon

The ellipsis icon is displayed next to a field and remains on the page at all times. You do
not have to tab into the field for it to be displayed.

Click ¥ to display a pop-up window with data that corresponds to the field.

Click the link of the option to be populated in the field.
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Role IDs
Searcht |] ]
0o Otivay
oo Art Therapist
003 Agsistant Principal
004 asstidssecDeputy Superintndnt
0% Hawehological Assodiale
0de Audmlogest
oas Corrective [herapist
a8 Counzelor
011 Educational Diagnostician
012 mstrect Py DipExec Din
013 Lilborarian
015 Music Therapist
016 Oooupational Therapist
o1/ Certil Qrient & Mobil Spclst
018 Phiysical Therapist
oLg Physican
Q20 Principal
021 Hecreation | herapist
22 School Murss
-
(173 a1l SEP Paurhnlosia

Otherwise, click Cancel or X to close the pop-up window without making a selection.

e Spyglass icon:
Spyglass Icon

The spyglass icon is used on several pages to view additional details for a record.

Click © to view additional details. The details are displayed in various ways depending on
the application page. On some pages, a pop-up window opens with the corresponding
details, and on other pages, additional details might be displayed in a different grid as
seen in the below example.

ition Information

FReg Nbr PO Nbr  Reguestor Date Requested Campus/Dept Wendor Nbe  Vendor Mame Bid Category Amount Status Req Per Priority Reason Ori
013964 181964 09-14-2020 003 - 003 School 95000 123 EZ TEES INC 10000 Approved 04 Regular G
o 013970 181968 04-13-2021 001 - 001 School 950040 173 EZ TEES INC 1000 Approved 0d Regulas o

5
‘ Requisition Nbr: 013964 ’

Note Accounts  Item  [ltermn Apprvl Stat  Itemn Recv Stat Catalog Nbr  Description Unit of lssue  Unit Price  Quantity Sub Total Discouwnt % Discount Amount Freight E
Aocounts 001 Approved Partial shipment recvd  ABC School boxes 1M - Count 10.00000 10.00 100.00 0.00%: 0.00 e

Approval Path

Sequence Approval User Title Alternate User Print name
1 UNDEFINED i
z UMDEFINED M
9 UDEFINED M
10 UMDEFINED k.
11 UKDEFINED A
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e Save changes:
Save Changes

To save changes on a page, click the Save button. You can also press ENTER on your
keyboard to retrieve or save, depending where you are on the page.

If you are in a search area of the page, the retrieve feature is the default setting when
you press ENTER.

If you are in the body of the page, the save feature is the default setting when you press
ENTER.

Reports

Numerous reports are available in ASCENDER. Most applications also offer a Create Report page
allowing you to create customized reports.

e Generate a Report:

Generate a Report
Select a report:

All available report names are displayed on the left side of the page. The list of available
reports remains displayed on the page even after you select a report name. This allows
you to select another report within the selected reports menu without exiting the report

page.

O Click a report to select it. The parameters for the selected report are displayed on the
right side of the page.

O Type or select the report options. Parameters in bold are required.

O Use the buttons located at the top of the page to generate the report.

If the button feature does not apply to the selected report, it is disabled. For example,
a certain report may not be available in the CSV format, so the CSV button will be
disabled when that report is selected.

o Preview - Click to generate the HTML view of the report.

o PDF - Click to generate a PDF file of the report.

o CSV - Click to generate a CSV file of the report.

o Clear Options - Click to clear data from all parameter fields.
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Review, save and/or print the report:

Review the report using the following buttons:

Click =/ to go to the first page of the report.
Click 4 to go back one page.

Click » to go forward one page.

Click =t to go to the last page of the report.

The report can be viewed and saved in various file formats.

Click =B to save and print the report in PDF format.

Click ] to save and print the report in CSV format. (This option is not available for all
reports.) When a report is exported to the CSV format, the report headers may not be

included.

Click X to close the report window. Some reports may have a Close Report, Exit, or

Cancel button instead.

Sort and filter:

Some reports may or may not provide the sort and/or filter option.

Sort |Sort report data:

You can sort data to make it easier to review or find records in the reports. Not all
reports allow this option.

From the report window, click Sort/Filter to open the Sort/Filter window. By
default, the Sort Criteria section is expanded. If not, click Sort Criteria.

(Left grid)
Columns
Available for
Sorting

Select the columns by which you want to sort, the columns
are highlighted blue. Click * to move the selected columns
to the right side of under Sort Columns. Continue moving
columns to the right grid as needed.

(Right grid) Sort
Columns

You can rearrange the columns to indicate the order in
which you want the sort applied. Click a column name, and
drag it up or down to a new location.

In the right grid, for each column, click to indicate if you
want that data sorted in ascending (e.g., A-Z, 0-9) or
descending (e.g., Z-A, 9-0) order.

To remove a column from the sort, select the column, and
then click to move it back to the left grid.

Click OK to apply the selected sort criteria to the report.
Click Cancel to close the window without re-sorting.
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Filter

Filter report data:

When you want to view only certain data, you may find it useful to filter the report
data. You can use specific criteria to retrieve only the data that you want. Not all
reports allow this option.

From the report window, click Sort/Filter to open the Sort/Filter window. By
default, the Sort Criteria section is expanded. Click Filter Criteria to expand
the Filter Criteria section.

If the report does not allow sorting, the Filter button is displayed instead of the
Sort/Filter button, and sort criterion fields are not available.

Click Add Criterion to add new filter criteria. A blank row is displayed in the grid.

Field Description

Column |Select a column by which to filter the data. The drop down lists the
columns that appear on the report.

Operator|Select an operator.

= Equals

# Not equals

< Less than

< Less than or equal to

> Greater than

> Greater than or equal to

Value Type the value by which you want to filter. For example, if you
selected a date in the Column field, type a date to view only data for
a specific date.

Other functions and features:

Add Criterion |Add another row.

Select the logical connector (AND or OR) in the Logical field.
Continue adding rows as needed.

Using the AND operator limits search results, because the
program looks only for records that contain both criterion. Using
the OR operator expands search results, because the program
looks for records that contain either one criterion or the other, or

both.
Delete Delete selected row.
Selected Select the row, and then click the Delete Selected button. The

row is deleted from the filter criteria.
Click OK to apply the selected filter criteria to the report.
Click Cancel to close the dialog box without applying a filter.

Reset Reset report data.
Click to restore the report to the original view, removing all sorting and
filtering that has been applied.

Reset

Reset report data:
Click to restore the report to the original view, removing all sorting and filtering
that has been applied.

e User Created Report:

Create a Report

Run a report from a saved template:
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Report Begin typing all or part of the name of an existing report template, or
Template press the space bar to view all the templates. As you begin to type, a
drop-down list displays report templates with titles that match the letters
you have typed. From the drop-down list you can select the template. Only
templates you created are listed in the drop-down list.

If you do not know the name of the report template, click Directory to
select a report template from the directory. From the directory, you can
select templates you created as well as public templates.

Create a new template:

Report Type the name of a new report template. Only alphanumeric characters

Template are allowed. If you type a name that is already used, it will overwrite the
previous template.

Public Select to make the report accessible to other users. All users in the
district who have access to this page will be able to use the template.

o After entering the title and selecting the columns to include, click Save.

Create a new report:

|Report TitIe|Type a title for the report, up to 35 characters.

o The fields are grouped by business table. Select the fields for which you want to
print information. You can select an entire group of fields by selecting the group
name (e.g., PMIS Position Distribution).

o Click Create Report to generate the report.
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