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SYSTEMWARE CONTENT CLOUD FOR HELP DESKS

Systemware Content Cloud is a secure cloud-based content delivery system that provides agencies access to
reports. Systemware is replacing XNET/XTND. The purpose of this document is to explain how to login and access
content within Content Cloud. Further training and project resources can be found at:
https://it.nc.gov/services/mainframe-hosting/systemware-content-cloud-migration-project
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Systemware Content Cloud

Logging In

Content Cloud does not require any extra software; however, users must be on a state network or on a VPN into

the state network. It is accessed through a web browser. Content Cloud Test Portal can be found at

https://test.sysware.nc.gov. Once the production portal is available it can be accessed through the URL:
https://sysware.nc.gov. Log in using your RACF ID and password to the Systemware Content Cloud in either the

Production or Testing portal.

. My user name is: |

« Password:

[ Loain [mEREEE

| need to change my password

Navigating the Content Cloud

Once logged on to the Content Cloud home screen you may be greeted with a Help and Tips window. This window
introduces you to the Systemware interface. Navigating through this menu introduces you to different icons that
are used within the Home Page. You can close the Help and Tips window by clicking the X in the top right corner of

the menu.

) Logout TS65599 Settings Help

WELCOME TO SYSTEMWARE
S CONTENT CLOUD
o 565599, you were last here 12/06/2019 10:42:10.

Content Extraction

-t
A TS65599.-.0) \
Content View N
Help and Tips a *J

¥ Scheduled Tasks

Welcome to Systemware. You can turn off these tips by

Scripts clicking the X in the corner of any help balloon. If you would
like to turn them back on, you can do so through the Show
ADMINISTRATION Tips and Hints option on the Help menu. Click the Next
— MY PAGES button below to see the next tip.
* Import & Export
S 3 =3
e =4 |l 4

B

= Link to This Page me Add to My Pages

2/10/2020 NORTH CAROLINA DEPARTMENT OF INFORMATION TECHNOLOGY

PAGE 2 OF 22


https://test.sysware.nc.gov/
https://sysware.nc.gov/

Systemware Content Cloud

Help

The Help menu is in the top right corner of the Home Page. Hovering over the Help icon allows you four
options: Welcome Page Help, General Help, About Systemware, and Show Tips and Hints.
e Welcome Page Help icon - reviews each section and icon on the Home Page.

e  General Help — provides instruction for using the Document Portal.
e About Systemware — provides information on Content Cloud User Interface.
e Show Tips and Hints — Opens up the Help and Tips Window
The first option within the Help menu changes depending on what page the user is on. This provides the

users with specialized support on each page of Content Cloud.

soofe ) Logout Ts65599 Settings| Help

\
Welcome Page Help k‘

General Help
About Systemware

Show Tips and Hints

Add To My Pages

In order to save a page to the My Pages area, navigate to the page you wish to save. Then hover over the
Open New Tab Icon, located in the top right corner, and click Add To My Pages.

) | A | © Logout Ts65599 Settings Help)

€@ 4 Navigation/LOCALCS/0SC Add To My Pages

Content Server — LOCALCS Set As First Page Open in new tab 4+
search.908.a swesrecentverview debug Reset bsthage
Link
Titte: O AltName: O Name: O o: O Al @
Content Extraction Title: Alt Name:
Content View Folder- /OSC Name:
¥ Scheduled Tasks
Show ONLY Favorites: [ ] Show ALL Versions: [ ] ID:
Scripts
ADMINISTRATION Dty Freinet
* Import & Export Source:
v System
| search | cancer | ciearrorm [ ciear ResuLts
Showing 1 - 20 0f 133 Results Per Page: 20 - vewstye: B B B
2.

Once the user selects Add To My Pages, a window will appear asking for a Name and Category. The user
can create a category for the user to organize their favorite pages. Users add a category by clicking in the
category field and typing in a new category.

Add To My Pages

» Name: |[Content Navigator

Category: General
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Systemware Content Cloud

After the user has completed the requested information and clicked Save, the page will be saved, and a
direct link will be posted on the user’s Home Page.

WELCOME TO SYSTEMWARE CONTENT CLOUD
&\

Ts65599 - (Externally defined user Ts65599) g>
»

MY PAGES

GENERAL

LOCALCS/0SC W

Toggle Left Panel

The first icon on the top left corner of the Home Page is Toggle Left Panel. Clicking on this icon expands or
collapses the left side bar navigation panel.

Content Navigator

Favorites Navigator

Content Extraction
Content View

1Y PAGES
* Scheduled Tasks MY PAGES

Scripts
ADMINISTRATION

* Import & Export

* System

Home

The second tab to the right in the top left corner is Home. Clicking the Home icon will return the session
to the user’s home screen. A user’s homepage is customizable. The user can organize categories where
saved pages are stored and if a user has saved pages, they will display in the My Pages area.

Content Navigator

Favorites Navigator

Content Extraction

Content View

M AGES
» Scheduled Tasks MY PAGES

Scripts
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Systemware Content Cloud

Find

The Find Icon is used to search for reports. This Find provides you with the options Content Navigator and
Favorites Navigator. These options are also available under Find in the Left Navigation Panel. Both

options will allow the user to find reports.

@, k A 6
Content Navigator

Favorites Navigator

Content Ni

—

Favorites Navigator

TOOLS

Content Navigator

Content Navigator gives the user access to all reports that they can view. Once the Content Navigator is selected,
the user then will expand the Navigation folder. This will display the high-level directory. Expanding the directory

will display the Agency high-level directories.

Content Navigator u « t,

Favorites Navigator . " Content Navicat
el igator

o .
Favorites Navigator . Favorites
+ T Script Results

+ {E Document Metadata
Content Extraction %Q Navigation
Content View + {5} TEST XPTR (SYSW)

¥ Scheduled Tasks

Scripts

These directories will populate only with directories a user has access to view. Some users will have access to
more directories and/or reports than other users. Expanding Agency level directories will display subdirectories,
and in turn expanding subdirectories displays reports. NCAS reports that the Office of the State Controller

promotes are available under the Agency level directory OSC.
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Systemware Content Cloud

The following are a few examples of subdirectories within the OSC Agency high-level directory.
e AKA - CMCS Users

e  OPC- Production Region Users in CICSSCCP
e  OPF - Production Region Users in CICSNC23
e  OPU - University Users

Content Navigator B8
+ @ NMH A
+ T OAH

Content Extraction
Content View
Scheduled Tasks

Scripts

ADMINISTRATION

Import & Export

e s

s g on
OQAKA 4] cmCcs |

+ § BND

+ g ccc
+ g cco

+ 9 DPE

System
+ P FAA

+ B MFS
NE

LOCALCS/0SC + ¥ NC236L

+ § OPC CICSSCCP

+ ¢ OPF “CICSNC23
l + B OPU] #=—— Universities |

+ g ot

+ @ PHR

+ P PxA

NOTE: It is important to remember that all users will not have access to all directories.

Report names utilized within an expanded region directory should appear the same as they were within X/TND or
X/NET.

-t
Content Navigator o
-

+ B AKA

+ 9 BND

Content Extraction
+ P ccc

s P
Scheduled Tasks o
Scripts 2P bre
+ P FAA
<P MES

Content View

ADMINISTRATION
.

Import & Export
+ B NC236L

System
+ 9 orc

+ 9 oPF
+ 9 orU

K B: >

+ P CHECK

+ @ TEST
< @ TEXT

[ 0SCOTC 1099-1 FINAL RPTS
|5 0SCOTC 1099-G FORM
[ 0SCOTC 1099-MISC FORM

_J 0SCOTC AP DHR DDS CHECKS

| OSCOTC APSPA-1 NO SPA RECORDS
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Systemware Content Cloud

Favorites Navigator

The Favorites Navigator displays a navigation tree of reports marked as favorites.

Favorites Navigator

+ c Shared For Import

'+ T My Favorites

Users can mark a report as a favorite by navigating to the report, clicking on the Report Options, and selecting Add
Report to Favorites.

€@ R /Navigation/LOCALCS/OSC/AKA/OSCAK AK302-02 GEN FUND REVENUE

Content Navigato( B ~ Content Server Version - LOCALCS
P
~
+ Q BOA SEARCH CLEAR FORM CLEAR RESULTS
+ B com
Content Extraction + @ COR
Content View o Q pcc
Scheduled Tasks
+ T DHR
Scripts
- ¥ osc
ADMINISTRATION S Wk
v Import & Export + B oMes
Yesysem [} oscAK AK16- ON-LINE REPORTS

OSCAK AK302-02 GEN FUND REVENUE Show Report Versions

GENERAL [} oscak AK302-03 GEN FUND APPRO View

LOCALCS/0OSC E] OSCAK AK302-04 GENERAL FUND View in New Window

[} oscak Ak302-06 CAP IMPROVEMENT Download

Add Report to Favorites General

E} OSCAK AK302-06B CAP IMPROVEMENT

@ OSCAK AK302-17 APPRO, EXP, BAL
m
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Systemware Content Cloud

Once a report is marked as a favorite it will appear in the Favorites Navigation Tree.

Favorites Navigator

+ . Shared For Import
=1 ¥ My Favorites

- f& General [] "z
% Content .
Content Extraction 1 - OSCOTC SYSWARE Favorite
Content View 1- OSCOTC TEST AKA REPORTS ﬂ Reports s

Scheduled Tasks

Scripts
ADMINISTRATION

Import & Export

v System

Searching for Reports

Report searches are conducted through the Content Navigation Server. In order to perform a search, the user will
go to the Content Navigator and click on the high-level directory. Clicking on the directory will populate the
Content Server and will provide users with the fields to perform a report search.

@ ) Navigation/TEST XPTR (SYSW)

Content Navigator 2 * Content Server — TEST XPTR (SYSW)

A search.908.a swesrecentverview

O
O

+ T Favorites
+ T\ Script Results

[}, Document Metadata

Favorites Navigator

debug:

Title: AltName: O Name: O o: O Al @

@ Navigation

= {§} TesT xPTR§SW)

+  aom

Content Extraction
Content View Title:
Scheduled Tasks
Alt Name:
Scripts

ADMINISTRATION

Import & Export

+ @ aoc
Folder:
+ Pz

+ ® BoA Name:

* System

+ B com Show ONLY Favorites: [] Show ALL Versions: []

+ B cor ID:
+ B occ o

a
+ T DHR
Format.
+ ¥ por
+ B HFA
+ B INs

Source:

< @irs
+ B s
+ B us

[Goesscr [ omces J cuean rorm J cuean esuurs |

Showing 1- 20 of 439 Results Per Page: 20 ||~

H2345678910>

viewsyle B B B

Content Cloud offers several fields to search for reports:

e Title
e Alternate name
e Name

e FormID
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Systemware Content Cloud

Example: GL820 Report Search

This example will explain how to perform a simple search for the General Ledger Batch Proof Report

(GL820).

1. Inthe Title Field enter GL820.

Content Server ~ TEST XPTR (SYSW)
search.908.a.swcsrecentverview

Name: O 1D: O

Titte: O Alt Name: O

Folder:

Show ONLY Favorites: [] Show ALL Versions: []

2. Click Search.

Show ONLY Favorites: D
Date:

Source:

debug

Al @

Alt Name:
Name:

1D:

Show ALL Versions: D

@ CANCEL CLEAR FORM CLEAR RESULTS

Format:

3. This search will return results for the latest version of reports GL820, or General Ledger Batch Proof

Report.

Titte: O Name: O

Title: GL820

Alt Name: O

Folder:
Show ONLY Favorites: [ ]
Date:

Source:

b: O

Show ALL Versions: D

SEARCH CANCEL CLEAR FORM CLEAR RESULTS

Showing 1-4of 4 Results Per Page: |20 v

| ] Title Date/Time

OSCOPCELEI0 T 11/15/2019
GL/FICS REPORTS 082500
0SCOTC GL820-1  12/10/2019
GLFICS RPTS 111300
0SCOTC GL820-2  12/10/2019
SEMAUDITRPT 111300
0SCOTC GL820 -
MANTENANCE 100372975
ERROR :

2242 TXT

1173 IXT

4 TXT

3 TXT

Pages Format Name

oPa

oTa

OTHM

OTHV

Al @

Alt Name:

Name:

ID:

Format:

Folder

/OSC/OPC

/0SC/OTC

/OSC/OTC

/0SC/OTC

Source (&3 D

OTCXPTRM gf;,:m opal
0OTCGL820 '[\'SEVS;;’;(;;‘TR ota
OTCGL820 :;f;;:;mk OTHM
oTCLMs20 (T:YSST\J()"T" oTHY

vewsyle: B B B
Alt Name DSIC
opal D.
ota D.

D.
D..
>

NOTE: All versions of the report will not appear unless the user checks the toggle box Show ALL Versions

and click SEARCH.

Title: GL820
Folder:

Show ONLY Favorites: [ ]

Show ALL Versions: k
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Systemware Content Cloud

Certification Report Search

Certification reports, like BD701, BD702, BD725, and BD80O are all grouped under the fiscal year. These
reports are placed into versions; therefore, the report version corresponds to a certification period. For

instance, Version 1 contains certification reports for period 1, July. Version 2 contains certification reports

for period 2, August, etc. The following steps explain how to search for a certification report and save a

report search.

1. Enter the report title FY2020 BD701 REPORT in the Title Field, click search.

@ L Mavigation/sysw

I o Content Server - SYSW +
+ B\ Favorites A search.908.a.swcsrecentverview debug: []
+ B Script Results
W8 Scrpt Tite: O AtNeme: O Name: O I: O Al @
+ |} Document Metadata
- (@ Navigation Title: [FY2020 BD701 REPORT Alt Name:
= Folder: Name:
+ ) ADM
Show ONLY Favarites: [] Show ALL Versions: [] D:
+ 9 AoC
. g8 Date: Format:
+ ¥ BOA Source:
+ ) CoM
canceL | cLear FORM J§ CLEAR RESULTS
+ @ COR —
+ ¥ Dcc Showing 1 - 20 o 1,617 | Results Per Page: [70 Viewshie B B B
+ [ DHR H2345678910>
~
& ¥ boT ] Title Date/Time  Pages Format Name Folder IS D AltName osil
+ ) HFA
v B © J8 msouwponTHEwp 020 288 TXT  1CA0001 /COM/ICA IMASBTPL SYSW  ICA001 fa
+ B INS
v B DY usse e 1TXT  CORMZBIC /CORMZB HZBISLG2 SYSW  CORMZBIC HZBISLG2 .

2. Once results are returned, click the action menu for the report. This menu then provides you with

the option to Show Versions.

Content Server — SYSW

search.908.a.swcsrecentverview debug: []
Titte: O Alt Name: O Name: O D: O Al: @
Title: FY2020 BD701 REPORT Alt Name:
Folder: Name:
Show ONLY Favorites: [] Show ALL Versions: [] ID:
Date: = Format:
Source:
Showing 1-10f 1. Results Per Page: (20
B Title Date/Time Pages Format Name Folder Source (&) D

10/23/2019

View 130600 L O

/0SC/0TC TS65P55  SYSW OTEN
View in New Window

Show Versions

Add Report to Favorites

Notes
Download

Select

B B
viewsyle: & B B8
Alt Name DsIC
B
>

3. Click Show Versions.
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Systemware Content Cloud

4. All Versions of the FY2020 BD701 Report Results will populate in the window.

Show Versions

Content Server Version —

SYsw

search.902.a.swcsversion

Title: OSCOTC FY2020 BD701 REPORTS

Folder: /OSC/OTC

Date:

Source:

| searcH J§ cancer W ciear ForM ' CLEAR RESULTS

Showing 1-12 of 12 Results Per Page: 20

Date/Time
10/23/2019
13:06:00
10/23/2019
13:06:00
10/23/2019
13:06:00
10/23/2019
13:05:00
10/23/2019
13:05:00
10/23/2019
13:05:00
10/23/2019
13:05:00
10/23/2019
1305:00
10/23/2019

L BN IO N I BN N AN I
068 656 6068 68 6 68

& & & & & & & & &

Version

'Capture
Date/Time
10/23/2019}

13:06:00}
10/23/2019]
13:06:00}
10/23/2019]
13:06:00}
10/23/2019)
13:05:00}
10/23/2019]
13:05:00}
10/23/2019,
13:05:00}
10/23/2019,
13:05:00}
10/23/2019,
13:05:00}
10/23/2019]

RIN Format

12 ™XT

1 ™XT

10 ™XT

9 TXT

8 TXT

7IXT

6 TXT

5 TXT

4 TXT

Pages

1

1

1

2792

debug: []

Alt Name:

Name: OTEN

Format:

Size (KB) Source

1 TS65P55

1 TS65P55

1 TS65P55

1 TS65P55

1 TS65P55

1 TS65P55

1 TS65P55

1 TS65P55

4678 TS65P55

13:05:00 130500!

Hold  DSID

E3E2F6F5D7F5F5400119296F0047F52C0067

E3E2F6F5D7F5F5400119296F0047F3E60067

E3E2F6F5D7F5F5400119296F0047F2A00067

E3E2F6F5D7F5F5400119296F0047F1380067

E3E2F6F5D7F5F5400119296F0047EF550067

E3E2F6F5D7F5F5400119296F0047ECB70067

E3E2F6F5D7F5F5400119296F0047EADO0067

E3E2F6F5D7F5F5400119296F0047E85B0067

E3E2F6F5D7F5F5400119296F0047E2650067

5. The next steps will explain how to save the report search so all versions will appear when it is
recalled. Once a search is saved it will appear in the left navigation panel. Saving searches allows the
individual to have quick access to a report and all versions of that report that they generate often.
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Systemware Content Cloud

6. Click the Save Search Icon in the top right corner of the Content Server.

v
Show Versions
» Content Server Version - SYSW
search.902.a.swcsversion debug: []
Title: OSCOTC FY2020 BD701 REPORTS Alt Name:
Folder: /OSC/OTC Name: OTEN
Date: Z Format:

Source:

SEARCH CANCEL CLEAR FORM CLEAR RESULTS

Showing 1-120f 12 Results Per Page: 20 | = ViewStyle: B B B
Version  Capture . ) Upload "
=] Date/Time _ Date/Time RIN Format  Pages Size(KB) Source  Filename Flag Hold  DSID
LR
oV R uw o e

7. Create a name for the saved search and place it within a category. Then click SAVE.

s B z
Show Versions —
+ Content Server Version - SYSW Save Search
search.902.a.swcsversion » Name: 'BD701 all versions
Category: |General v
Title: OSCOTC FY2020 BD701 REPORTS . o
CANCEL
Folder: /OSC/OTC
Date: : Format: i
Source:
SEARCH CANCEL CLEAR FORM CLEAR RESULTS
Showing 1-120f 12 Results Per Page: 20 v ViewStyle: B B H
Version  Capture i . Upload
@] Date/Time ~ Date/Time RIN Format Pages  Size (KB) Source Filename Flag Hold DSID
L i =)
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Systemware Content Cloud

8. Once the Search has been saved it is shown in the left navigation panel under Saved Searches.

Certification Report

BD701 Example
General

BD701 all versions

9. Clicking on the Saved Search in the left navigation panel will open the saved report search and display
all versions of the report.

* Content Server Version - SYSW Bz
search.902.a.swcsversion debug: []
Title: OSCOTC FY2020 BD701 REPORTS Alt Name:
Folder: /OSC/OTC Name: OTEN
Date: I Format:
source: |

[ searcH | cLear ForM | CLEAR RESULTS

Showing 1-120f 12 Results Per Page: [20 4 ViewStyle: B B B
Version Capture 2 , Upload 2
(] Date/Time | Date/Time RIN Format  Pages Size(KB) Source  Filename Flag Hold DSID
BB | i ax 12 ™XT 1 1 TS65P55 E3E2F¢
B oy RO aw o mew
TR 10/23/2019 10/23/2019 10 TXT 1 1 TS65P55 E3E2F¢

1306200  13:06:00
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Systemware Content Cloud

Opening a Report

After locating a report, the user can open and view the report to see their agency’s data. Users also will be able to

view.

1.

perform Queries. It is important to remember that users will be able to see only the reports they have security to

For this training document, search for the report FY2020 BD702 REPORTS All Versions, then select

version 3.

I Title: FY2020 BD702 REPORTS ] Alt Name:

Folder: Name:

Show ALL Versions: [X D

Format:

Show ONLY Favorites: D
Date

Source:

W CANCEL CLEAR FORM CLEAR RESULTS

Showing 1-1of 1 Results Per Page: 20 -

[ ] Title Date/Time Pages Format Name

Folder

Source

)

viewsyle B 5 B

D AltName DSID

0SCoT
C
FY2020
BD702
REPOR
s

10/23/2019

123100 1170 TXT

OTEQ

/OSC/0
TC

OTCDSXPT

TEST XPTR

(SYSW)

OTEQ D

2. Click the Show Menu Icon located next to the report title.
Showing 1-1of 1 Results Per Page: 20 -
[ ] Title Date/Time
0SCoT
C
= L2 FY2020 10/23/2019
L BD702 12:31:00
REPOR
TS
3.  From the menu options, click view. This will open the report and allow the user to view the data.
Showing 1-1of 1 Results Per Page: 20 v
[ ] Title Date/Time Pages Format Name Folder Source
1170 TXT OTEQ 4_(25(:/0 OTCDSXPT
View in ivew Window
Show Versions
Add Report to Favorites
Notes
Download
Select
2/10/2020
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Systemware Content Cloud

Content Navigator

Favorites Navigator

Content Extraction
Content View

* Scheduled Tasks
Scripts

ADMINISTRATION

~ Import & Export

* System

Title:0SCOTC FY2020 BD702 REPORTS Date:10/23/2019 12:31:00

@  Zoom100% o % L

00 D0 0P /164 Lines1-410f41 Find Text

RMDSID19
BD702-01

190 DEPARTMENT OF PUBLIC SAFETY
BUDGET CODE: 04553

CERTIFIED ON 08/16/2019 STATE OF NORTH CAROLINA .
HLY REPORT ON APPROPR

FOR THE PERIOD ENDING

MONT!

BUDGET UNAL

The report FY2020 BD702 Report will display to the right of the left navigation panel.

To close the report, navigate to the top right corner to the CLOSE icon.

) Logout ts65599 Settings Help

LLOTTED ALLOT

EXPENDITURES .00

REVENUES
EXCESS OF EXPENDITURES

.00

.00

.00

OVER (UNDER) REVENUES PER BD701 .00

.00

Viewing a Report

Once a report is opened the user is provided with a menu bar of Document Navigation Tools.

Title:0SCOTCFY202C 2 )2 REPORTS Date:10/23/2019 1.2:2'»1:,,4~ 6
B Zoom:100% —f\-’ % sl T = &= 00 0 0rgel /164 Lines1-410f41  Find Text
1 3 5
1. The firsticon on the far left of the menu is the Action Menu. Clicking this Icon allows you to view all

the actions that can be performed on this document. The actions available in the menu are listed

below.

Content

Analyze

EXPENDITURES

REVENUES

ANALYSIS OF CASH

EXCESS OF EXPENDITURES
OVER (UNDER) REVENUES PER BD701

ON 08/16/2019

C SAFETY
Apply Content Analyze
Create Content Extraction

Update Content Extraction

Query: a sub menu allows you to search for s
Content Query or perform batch queries on t

pecific content in the document using the
he document using the Batch Query action.

Transform: this action allows you to transform the document into a PDF or to open the

Apply Content View.

Deliver: gives the user the ability to email or deliver the content in CS Drivers.

Download: allows the content to be downloaded in its native format, TXT format, or

PDF format.
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Systemware Content Cloud

2.

3.

4,

o

Analyze: opens the Content Analyze drop-down panel, providing the option to create a
content extraction based on the document or update an existing extraction template.

The second tool is a Zoom Slider. This tool allows users to slide the button to the left to zoom out of
the document or slide to the right to zoom in the document.

Zoom
Out

Zoom: 100%

Zoom

In
E———

—

3

The third set of tools on the Document Navigation Toolbar is the Notes. These tools allow you to
attach “Sticky Notes” onto any document or image.

¥ =

= |

= 8

o
Expand All Notes is the first tool in within the notes. This command expands all
sticky notes within the document.

Minimize All Notes s the second tool within the notes and provides the user with
the command to minimize all sticky notes in the document.

Show/Hide All Notes * toggles all sticky notes in the document to be shown or
hidden.

B .
Add Note to Document —~ command adds a new sticky note to the current document.

The fourth set of tools within the Document Navigation Toolbar are Viewer Tools. These tools are
available only within the Document Viewer.

Viewer
Tools

'l

g

it
—

Ruler Toggle " The Ruler Toggle provides the user with an information box below the
Ruler Toggle icon that displays the row number and column number the user is hovering
above.

’ﬁ t‘ lI_J = g 0 80 D [ Pagel /164  Lines 1-41 of 41

Row: 1, Column: 103
)1‘_E STATE OF NORTH CAROLINA GENERAL LEDGER SYSTEBH
MONTHLY REPORT ON APPROPRIATIONS AND ALLOTMEN

FOR THE PERIOD ENDING JULY 31, 2019

2/10/2020
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Systemware Content Cloud

o Select Text I transitions the cursor to a cross hair allowing the user to left click and
drag an orange box around text, releasing the left mouse button will create a popup text
box. This text box can be printed using the print icon on the bottom left corner of the
text area or closed by left clicking the ‘click to close’ in the bottom right corner of the
popup.

UvER (UNUER) REVENUED FER BU/UL DU

ANALYSIS OF CASH

INCREASE/DECREASE IN ASSETS/LIABILITIES/EQUITY:

ADMINISTRATIONi | REVENUES

EXCESS OF EXPENDITURES
OVER_(LINDER) REVENIIES PER_BD701

* Import & Export

JANALYSIS OF CASH

CODE

"""""""""""""""""""" LIABILITIES

ENDING CASH IN BUDGET CODE 1
o Green Bar = icon toggles the row backgrounds within the document as all white or
alternating green and white. This feature can enhance the visibility and legibility of a

document.

itle:0SCOTC FY2020 BD701 REPORTS Date:10/23/2019 13:05:00

@ Zoom:100% @ s 00 D0 0 rPae? /2854 Lines1-600f60  Find Text Q
RMDSID48 NOT CERTIFIED STATE OF NORTH CAROLINA GENERAL LEDGER SYSTEM
BD701-01

AGENCY MANAGEMENT BUDGET REPORT
A FOR THE PERIOD ENDING SEPTEMBER 30, 2019
Alternating Green

and White Rows

480 UNC-HOSPITAL#
06095 UNC HOSPITALS

BUDGET CODE RECAP

KARERRAR Buxf T E D *#&&%#%% *xAsasisss A C T U A L ####%#sasx x4x4% UNEXPENDED / UNREAL
ACCOUNT DESCRIPTION CERTIFIED AUTHORIZED CURRENT-MONTH YEAR-TO-DATE CERTIFIED AU

l INCREASE/ (DECREASE)
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Systemware Content Cloud

. = . - . .
o Print Current Page = icon opens the current view in a new document viewer window.
This window provides users the option to download or print the document page.

Automatic Zoom

CERTIFIZD ON 10/1€/201%

— R— auzosees consmvz wewzs quszss o sz | PN ke |Download

EXPENDITURES -oo -00 .00 2,775, 864.3€ 2,438,412.70 £,433,412.70 2,453,422.70-

REVENTES .00 -00 .00 2,775, 864.36 8,455,412.70 2,433,412.70 8.453,422.70-
EXCESS OF EXPENDITURES
OVER (UNDER) REVENUES FER 30701 .00 .00 .00 .00 .oo -00 -0

5. The fifth set of tools is the Page Navigation Tools. These tools allow the user to access different
pages of the report.

Page Navigation
Tools

0 80 D [) Pagel /184 Lmesl—uofn.

o Go To First Page 0 button takes the user back to the first page of the document they
are viewing.

o Go To Previous Page a button takes the user to the previous page of the document.
o Go To Next Page > button takes the user to the next page of the document.

0
o Go To Last Page button takes the user to the very last page of the document.

Page 1 /188
o Page o icon shows the current page out of all the pages of the
document.
. Lines 1-41 of 41 | .
o Lines icon displays the number of rows that are on that page of the
report.
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6. The sixth tool available on the document navigation toolbar is Find Text
Find Text C
. This field allows a user to search for specific text within a document.
For instance, if a user is searching for the text BD701-03, then they click the search icon within the
field the document will return results that match the text. The example below shows the pop up
listing the number of times the text was found and allows the user to use the next and previous
arrows to navigate through all instances of the text. The text within the document is highlighted in

green. The user can close the find text search by left clicking the close button beside of the next and
previous arrows.

Previous

Title:0SCOTC FY2020 BD701 REPORTS Date:10/23/2019 13:05:00

P -
@ zoom100% o % L@ rHEe 00 0 0ree? /2854 Lines1-600fffo  BD701-03 X |+l
Found bd701-03 1 time on this page. .
AMBETE4S f Found STATE OF NORTH CAROLINA GENERAL LEBe
BD701-03 Text AGENCY MANAGEMENT BUDGET REPORT
68 HOSPITALS FOR THE PERIOD ENDING SEPTEMBER 30, 2019

06095 UNC HOSPITALS-INSTITUTIONAL
SUMMARY BY ACCOUNT

wEkEEEEE B U D G E T E D ®F#&&&ss Sxssssssss A C T U A L FE&F%&x&5% #%5%% UNEXPENDED / UNREAL
ACCOUNT DESCRIPTION CERTIFIED AUTHORIZED CURRENT-MONTH YEAR-TO-DATE CERTIFIED AU

REMEALIEC COITMATED AMD ACTUAL

Downloading a Report

Reports can be downloaded in three different formats: XLS, TXT, and PDF. XLS will download to EXCEL, TXT will

download the file as a text file, and PDF will download in Adobe ACROBAT Reader. All these options are available
in the Action Menu of the report.

TXT -- Viewer

PDF -- Generic

+ Add a new query.

T S

RMDSID14 CERTIFIED ON 10/08/2019 STATE OF NORTH CAROLINA GENE
BD701-01 AGENCY MANAGEMENT BUI
140 OFFICE OF THE STATE CONTROLLER FOR THE PERIOD ENDING S|

The following steps will explain how to Download a report in the XLS format.

1. Select and open a report. This example uses report BD702 Version 3 report with the following
queries applied Fund <= 2250 and Fund >=2231.

2. Click on the Action menu from the Document Navigation Toolbar. Then select Download and click
XLS.
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Systemware Content Cloud

Transform

_'l- Add a new gquery.

OFFICE OF THE STATE CONTROLLER FOR THE PERIOD ENDING SEH

%A T E = O QO O 0Pt /18

TXT - \ﬂk_wer

PDF -- Generic

CERTIFIED ON 10/08/2019 STATE OF NORTH CAROLINA GENER
AGENCY MANAGEMENT BUDC

2/10/2020
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Systemware Content Cloud

3. The Download Range pop up window will appear. This window allows the user to select the pages
they wish to download. The user sets the starting page with the first field. In the second field the
user sets the number of pages to download from the starting page. For instance, if the user sets the
Start page at 1 and then sets the max page at 2, only pages 1 and 2 of the report will download. Once
the user sets the range, they must hit Download.

Download Range
Start Page: 1 S
This is the first page to be downloaded.
Max Pages: 3 %
This is the maximum number of pages to be
It must be Oand 3.Ifitis O,
the server's max pages is used.
DOWNLOAD kCANCEL
4. Another pop-up window will appear, prompting the user to choose to open the file with a specific
program or Save the File. Once the option is selected, the user can click OK. For this scenario, we will
open the file with Microsoft Excel.
J Opening 1 - VER_4 - 20191023T123100.000-0400 - DSID_D6E3C3C4E2E7D7... X L
You have chosen to open:
@ ...-0400 - DSID_D6E3C3CAE2E7D7E30119296F0044C94F0090.xls
which is: Microsoft Excel 97-2003 Worksheet
from: https://test.sysware.nc.gov |
‘What should Firefox do with this file?
@Qpen with | Microsoft Excel (default) v
(O Save File E_
A []Do this automatically for files like this from now on. |
‘ Cancel
2/10/2020 NORTH CAROLINA DEPARTMENT OF INFORMATION TECHNOLOGY PAGE 21 OF 22
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5.  When Microsoft Excel opens the XLS file, it places all data in column A.

AutoSave bl Lee, Laurak %

Fle ~ Home Insert  Pagelayout  Formulas  Data  Review  View  Help  ACROBAT 1 Share i Comments

A Courier New Yo VA == &  BwWepTe Text - & X z - A p
r[‘:szDe ¥ ol . Cor?final Fo?é/:as ?{ % ;%e!e Fﬁz &~ SZoIL Find &

B 4 BIU-[H-| &4 == ElMegeacenter ~ | § ~ % 9|53 Formatting ~ Table Styles~ - - * Filter~ Select ~
Clipboard 1% Font =1 Alignment ~ Number ) Styles Cells Editing ~
A1l fe || RevenuEs .00 .00 .00 .00 .00 .00 O | v

A B c D E F G H | J |~

1 [RMDSID1Y NOT CERTIFIED STATE OF NORTH CAROLINA GENERAL LEDGER SYSTEM PAGE: 2
2 [8D702-02 MONTHLY REPORT ON APPROPRIATIONS AND ALLOTMENTS C-GL-BD702-REEO|
3 190 DEPARTMENT OF PUBLIC SAFETY FOR THE PERIOD ENDING OCTOBER 31, 2019 RUN DATE: 10/22
4 [BUDGET CODE: 24550
5 |FuND : 2231
6 BUDGET UNALLOTTED ALLOTTED CURRENT MONTH  QUARTER TO DATE YEAR TO DATE UNEX
74
8
9 |EXPENDITURES 00 90 00 1,113.33 1,113.33 12,532.84 12
10
11 [rEVENUES .00 .00 l .00 .00 .00 .00
12 [EXCESS OF EXPENDITURES
13[OVER (UNDER) REVENUES PER BD701 .00 .00 .00 1,113.33 1,113.33 12,532.84 12
14
15
16 |ANALYSIS OF CASH
L it
18
19 BEGINNING CASH IN BUDGET CODE 41,333.21 41,333.21 52,752.72
20 [aDD:
21—
22 |LESS
L —
24 EXCESS PER BD701 1,113.33 1,113.33 12,532.84
25
26 | INCREASE/DECREASE IN ASSETS/LIABILITIES/EQUITY:

Page 1 (C] < >

iif = 1 + 1009

Common Problems

Below are some common issues and problems you may encounter with customers.

Q/A Session:

User can’t Login: verify the user’s login credentials to access the system as the Content
Cloud requires a user RACF id and password.

Password Revoked: check the user’s password first to see if it's been revoked and reset
if necessary.

Report Access: users don’t always have access to certain reports, so check with your
agency security administrator to see if user has been granted access to the report first.
User can’t get to cloud website: if the user is outside the state network like from a
county, city or university the user may need to be whitelisted or VPN connected to get
to the cloud login screen.

Additional Training Materials

e Training Video Session 1 (April 10, 2019)
e Training Video Session 2 (Nov. 20, 2019)
e Training Video Session 3 (Jan. 21, 2020)
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https://youtu.be/GPzFzSN_Wj4
https://youtu.be/pP4EQIjSo-4
https://youtu.be/foO6MfZKdC0

