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Default Index and Activity
Code Pick Lists

FINANCIAL ADMINISTRATION
COMMUNITY TRAINING & SOLUTIONS

This how-to sheet outlines the steps required to:
e Check which index/es you have access to.
e Set up a funding default. Thisisan OPTIONAL step.
e Create an activity code picklist. This is an OPTIONAL step.

What is an index?

An index is a short code for the Fund, Organization, and Program elements of the FOAPAL accounting string. In
plain English, the index identifies the source of funding for an expenditure.

How do I figure out what the index is for a given funding source?

your funding source is ...

[How to figure out what the index for]
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THESE INSTRUCTIONS ASSUME YOU ARE WORKING FROM A DESKTOP COMPUTER/ LAPTOP

1.  Once logged into eShop, click on w me  swmEs) a ooca W Qg A 8
the person icon in the upper & Shop * Shopping Dashboard +
right-hand corner of the landing : R

page.




2. From the drop-down menu, click Search (Alt+Q) qQ 0.00CAD W QO |w 4 2

on ‘View My Profile’.
Shopper One .
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3. The menu on the left-hand side -
Of the screen a”ows you to flnd Shopper One User's Name, Phone Number, Email, etc.
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focus of this how-to sheet is ; ; =
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Click on ‘Default User Settings’.
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4.  Click on ‘Funding Defaults’.

User Profile and Preferences

User's Name, Phone Number, Email, etc.

Language, Time Zone and Display Settings

Tip: In the previous how-to sheet,
we reviewed default addresses.

Early Access Participation

Guided Tour Instructions

Default User Settings

Funding Defaults

Default Addresses

Cart Assignees
User Roles and Access
Ordering and Approval Settings
Permission Settings
Notification Preferences
User History

Administrative Tasks




Click on the ‘Funding Codes’ tab.

Funding Defaults

Admin U ==*: Funding Codes | Funding Favorites Admin Use Only

N .n Fizld Name Default Value Description Edit Values
Begin by checking which index/es Funding Defaults
you have access to.
Admin Use Only | Funding Codes Funding Favorites  Admin Use Only
Click on the red ‘Edit’ button on
. B . Muysndrrn Cinld Klaenn AT R DR T AN TN Nunrnrindiam [ EA T ZN PPN
the ‘FOAPAL Index’ line.
FOAPAL Index Mo Default Value m
Account Mo Letault Value m
Activity No Default Value m
The index/es that you have access .
) / y Funding Defaults
to will be listed.
Admin Use Only Funding Codes | Funding Favorites  Admin Use Only
Tip: If you have multiple indexes, ?
you may have to scro” down to Custom Field Name Default Value Description Edit Values
view them all. FOAPAL Index No Default Value
/ Edit Values m
Note: Your index/es is/are
. . . Create New Value
populated by Financial Services. If
you require access to an index, 266051 |Buttertly Show A

email eshop@carleton.ca directly.

315022 Computational and
Experimental Demo

813006 Virtual Ventures
A621  Recreation & Athletics
D498  Finance Office w

* Custom Field Values marked with an
asterisk are role-based values. Users can
only modify the Default status of these
Customn Field Values.




8a.

Setting a default index ...

If you only have access to one
index OR use one index most of
the time, setting up a funding
default will save you time.

What is a funding default?

A funding default is an index (i.e.
source of funding) that is
automatically applied to a cart. It
saves you time, because you do
not have to identify the index each
time you check out.

What if | choose one index most
of the time, but also choose other
indexes?

While the default is applied
automatically, you always have
the option to choose another
index when you check out.

To set up a funding default, click
on an index.

Funding Defaults

Admin Use Only | Funding Codes Funding Favorites | Admin Use Only

Custom Field Name
FOAPAL Index

/ Edit Values

Create New Value

266051 Butterfly Show

315022 Computational and
Experimental Demo

813006 Virtual Ventures

T Mo 2ime 0 AEblodioo

D498  Finance Office

* Customn Field Values marked with an
asterisk are role-based values. Users can
only modify the Default status of these

Custom Field Values.

8b.

Setting a default index ...
Click on the box beside ‘Default’.

Click on the red ‘Save’ button.

The default index will be bolded.

Funding Defaults

Admin Use Only Funding Codes Funding Favorites  Admin Use Only

Custom Field Name
FOAPAL Index

/ Edit Values

Create New Value

Value  Description

186048 General
Research Fund

266051 Butterfly Show

315022 Computational
and

* Custom Field Values

marked with an asterisk are

role-based values. Users can

only modify the Default

status of these Custom Field

Values.

Default value Description Edit Values
No Default Value
~
Default Value Description Edit Values
Mo Default Value
| Edit Existing Value 2
Value D498
Description  |Financy’ fice
Default
| Status active
Experimental ”
Demo

813006 |Virtual Ventures

ABZ1 Recreation &
Athletics

D498 Finance Office

b




8c.

Setting a default index ...

a«
My Profile » Funding Defaults
To choose a different default = Shopper One Funding Defaults
index, C|ICk on the I’ed ’Edlt’ ro User Name  shopper1 Admin Use Only ' Funding Codes  Funding Favorites Admin’
button.
o I Custom Field Name Default Value Descriptio dit Values
rProfile and Preferences FOAPAL Index Dags Finance Office E
Repeat steps 8a and 8b. i Account No Defauit Value [ Eait |
Default Addresses Activity No Default Value E3
Administrative Tasks
9a. Creating an activity code pick list Funding Defaults
Admin Use Only | Funding Codes Funding Favorites  Admin Use Only
?
Activity codes are an OPTIONAL
. . Custom Field Name Default Value Description Edit Values
tool to group like expenditures.
FOAPAL Index No Default value  Edit |
If you use activity codes, you can Account No Default Value iy
create a pick list of the activity Activity No Default Value E
codes you use.
To do this, click on the red ‘Edit’
button.
9b. Creating an activity code pick list ]
Funding Defaults
Admin Use Only Funding Codes | Funding Favorites  Admin Use Only
To populate your pick list, click on ?
the red ‘Create New Value’ Custom Field Name Default Value Description Edit Values
button. Activity No Default Value
/ EditValues m
Value Description A

* Custom Field Values marked with an
asterisk are role-based values. Users can
only modify the Default status of these

Custom Field values.




9c.

Creating an activity code pick list

Search by the index (i.e. a

Funding Defaults

Admin Use Only = Funding Codes  Funding Favorites Admin Use Only

number) in the ‘Value’ field or part Custom Field Name Default Value Description Edit Values
. . Activit No Default Val
of the index name (e.g. Sprott) in Y o Petaut Tale
the ‘Description’ field. / Edit Values =3
Tip: Reach out to your department | | scarch For Value B
or Faculty’s departmental Value Description Field Name Activity
administrator to inquire about Value
existing activity codes. Description
Results Per |5 ~
b Page
Click on the red ‘Search’ button.  Search |
* Customn Field Values
marked with an
asterisk are role-based
values. Users can only
maodify the Default
status of these
Custom Field Values.
. reating an activi ick li .
9d. Creating an activity code pick list Funding Defaults
Admin Use Only Funding Codes  Funding Favorites Admin Use Only
To choose an activity code to add ?
to the pICk |iSt, click on the box Custom Field Name Default Value Description Edit Values
. .. . Activit No Default Value
beside the activity code and click /
on the red ‘Add Values’ button. / Edit Values =3
Results
Value Description a Per Values

5

Selec

Page Fowd |+ Page 1 « |of10|*| ?

4 Description

09110  Sprott Student
Networking Fund

* Custom Field Values marked with an
asterisk are role-based values. Users
can only modify the Default status of
these Custom Field Values.

091100

091118 to Sprott

Sprott Competes - JDCC

China-Cohort 7 -Transfers

China-Cohort 8-Transfers

091126 to Sprott

China-Cohort 9-Transfers

091134 to Sprott

Add Values J Back to Search
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9e. Creating an activity code pick list .
& y P Funding Defaults
Admin Use Only H.lﬁ'lgﬂﬂdﬂ;" Funding Favorites " Admin Use Only |
The activity code that | chose in g
step 9d now appears in the grey Custom Field Name Default Value Description Edit Values
table. Activity No Default Value Edit
/ Edit values
Continue to add activity codes
until you’ve completed your pick Results o1 oo
. . . _ Value Description Per
list (i.e. steps 9b to e of this how 09110 Sprott Student Networking Pa Fc:;ﬂ [«|Page{1 v]of10[>] 2
to sheet). Fund
Select  Value Description
O
Sprott Competes - JDCC
091100
* Custom Field Values marked with an "
asterisk are role-based values. Users o 091118 t;;ls‘lln;—t(t:ol‘nrl 7 -Transfers
can only modify the Default status of P
these Custom Field Values. O China-Cohort 8-Transfers
091126 to Sprott
O China-Cohort 9-Transfers
091134 to Sprott
O Sprott Competes -
091152 Haskayne 24 Hour
Results Per Page |4 pag of 10[x]
9f.  Creating an activity code pick list

Once you've created a pick list,
you can ‘Select from profile value
when you check out.

’

Note: This is a screen capture
from checking out a cart. We'll
review the steps to get here in
another how-to sheet.

2%
Account Activity 204 spii

Select from all vaiues. Select from profile values.
Setect from i values.

e

What next?
Visit carleton.ca/facts/eshop to find more how-to sheets.
Questions about the system? Email eshop@carleton.ca or call 613-520-2600 ext.3311.
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