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User's Quick Navigation Guide 

BusinessPlus versions have been redesigned for cross-browser compatibility. All screens are responsive 

w here the content will scale when the screen size is adjusted. Each new page opens in a new browser 
w indow. 

Log in and Log out of BusinessPlus 

Log in to access the BusinessPlus Dashboard using your user name and password. Add the URL to your 

internet browser's Favorites or Bookmarks bar for easy access. 

Welcome to 

~ BusinessPlus 

Log in 

~ PowerSchool 

/l!lv4dun.u-t;,; !Ire ett,>«o.u,edorl9'fflie3 byPe-.~~cllc~ GroupLLC or 
e,,fo'!'-;e. 

To log out of BusinessPlus, cl ick your init ials in the upper r ight corner and select Sign Out 

• 8S1 Adm1n1stracor 
BS: 

( .. Sign Out 

Dashboards 

Public Dashboards are configured by each District and are assigned to employees based on user security. 
Standard dashboards can be set up by functional areas like Accounting, Finance, Human Resources, 
Payroll, e.g. 

I 
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Each user will also have a Personal Dashboard that can be customized. Choose from 6 layouts to 

customize the page by adding links components comprised of the Task List, Job Monitor, Weblink, Menu 
Masks, and Reports. The Personal Dashboard can be renamed. 
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Navigate to screens from any dashboard using type-ahead functionality of the Menu Search, the All 
Menu, or a Dashboard Component. 

• Menu Search - Use the magnifying glass in the upper right-hand corner. Type ahead searching by 

mask name. 

• All Menu - Hide and Expand the menu. Click through modules to select the mask name. 

• Component - Navigate to masks using components organized by function or process 

Menu Search 

To1.al 2 ltems f01.1nd 

Al l M enu 
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:Menu 

= I NU I UP 

AU Aud1r Information 

CA Cluster /At tribute Des en pt... 

CD Common Codes 

DF Default Rules 

Link Component 

oe o 

851 Administrator 's Personal Dashboard 

Goto jol>s At<hiw 
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All three methods of accessing menu masks result in the screen opening in a new browser window. You 
can still return to the Dashboard or return to any other mask you were using by selecting that mask 
from the top header of the browser window. 

Menu Masks 

Each screen opens in Search mode. You can search within each field to narrow down search results. As 
you add items to search, the search filters can be seen at the left side of the page. Use the filter icon to 
select from different search options. 
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r, Busl nessPlus Common Codes (NUUPCO) ______ 0._ 0 BA 
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Resulting records will be init ially returned in Grid mode. Select the blue box with t he pencil at the left to 
place t he records into edit mode. 

Grid Mode 

PE ID ${o!JS 

~ V000022 CHEYNA PQOOUCTS INC - coooc~ Chrs AC - (00004 chnstina IN - 000006 chnstina AC - 000005 Christi na M IN - E00002 CHUQCHILL, CLAQK R. AC - CS0002 CONTRACT. AJUSTME NT AC - CSOOOl CONTRACT, VICKIE AC 
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Edit Mode 

ii!! < > + i!.ll ~ E'Clit 1 of 1 
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Click the plus sign to change to Add mode for data entry. Once in Add mode, the word Add appears in 
the upper right-hand corner. 
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To close a mask, click on the X in the browser tab to exit the screen. 

Each screen has a Page Menu on the left side. Click on the two lines at the top to expand or minimize 
the page menu. A complete list of the Page Menu icons are at the end of this document. 

To Find Version 

Select the i in the black circle to see system information. 

About 

ercwstJ vl!'N.iml: 88.0.a32.d. tOJ 

connection Nam, us,r 
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Sys.I.em Mid~ 
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To Open Field Help 

Select the book to turn on or off Field Help. Field help can be minimized and expanded. 
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cm Export to Excel 
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To Use Screen Links 

If a screen has related pages that can be linked to, the square with the arrow icon will be 

ava ilable and linked screens will be available to select. 

~ BusinessPlus 

Screen Links 

0. 
imp,ey.Edrualnc:w'I Md s11:,u1. 
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tmp-off,ePayMt:1ai:~dAs.1g,_ 

Resizing Pages 

Content on screens will resize as the size and shape of the screens are moved. The following 

two screen examples are the same screen but have been dragged smaller or larger. Notice that 

the fields are relocated on the screen to accommodate the new orientation. 

I 

n , 
l'~"'•tyl11t~:uro ('lV 11 + 

C O ~ 

W~ BusinessPlus Person/En11tylnformat1on(PEUPPE) _____ Q_ €) BA 

!!i < > + Iii Edit 2of85 G!I-
a. 

PfOO' '°C~l :), c.ni,Cd P POF-C'E\ . '-11,0.- II , .. ,. "" El 
N.1 ... ,. ,Ae.CS111$ihJ 

• 
f".tl:A N111M ... ,,_. Sl:IKl1 

e 
,..011$~~ Afll•tJ«i . $Ollld.Z 

I! 
.... , ..... """''"" . ,.,,.._ 

t' 
M'~~anr, 

~ 
Wlll:-URL 

C 
Y10 N10 l1D AR Balance 

';) 

PowerSchool.com 



~ PowerSch I 
Powering Brighter Futures 

[l < 
~MJ'lyln!o,..,.1.cw1(Pfl! )( + 

C O :, ' 

p BusinessPlus ewe"" Q Q BA 

i.i < > + m Edit 2of85 G:I· 
a. 

PEiD" ,000002 Stl:!IIIYt:o Pl<Of'OEV 

GI 
e,p.e0;i1,f ll:ll Sti1t..'J. Al'. 

ii 
NMnll~ 1'BC'S.l.ppb~ 

0 
Fllilf,IMe ss,; Show•• 

• ·-· PO ,\.IJ,(kletti mft. 

; 
.., .. ,.. . Select 2: 

~ 

0 
l111:NIJIY: Sl"t.!lttCO-

Sullt. . l,n:Maflle 

0 

Ii!,. 
1fieb0Rt 

ll!l 
\'TD Fl'lD LTD 

PO ,,. . 
AP 

Column Selection 

You can add or reduce t he number of columns displayed o n t he grid. Select t he checkbox and 

click to add or remove items. Use the Restore button to return the columns to their default 

setting. 

You can also grab and reorder columns in your display. 
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Using Copy / Paste to add a new record 

In many pages, you can take advantage of a copy/past functionality to copy information forward to new 
records. In Edit mode, you will see the Copy icon, where available. 

items Pi0t"1 

Once selected, you will see the Record Copied message. 
Click the plus sign to add a new record . 
Select the Paste icon and the information from the previously copied record is available for editing as 
your new record. 

uems Nor,s I 
!!! ~~ 

Page Help Cat alog 

Page help can be selected on each screen by selecting the question mark in the upper right-hand corner. 

When the page help comes up there is a search option at the top right. You can search in the document 
for any topic and it w ill return matching records. You can select additional help topics by using the 
navigation at the left side of any active help screen. 

You can also enter the help section at the main dashboard page. Using this method, search for your 
content by drill ing down on documents by the subsystem. 

Help from the Purchase Request Screen 
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1

1~ UnlHed H1mlnlstratjon 

U'' BP Purchasing 

Ocl{Ufl)entdt!On Homt: 

• Bid Qoote Manas~nL 

~ cowactMaoageme~t 

• W ho,:,IMall 

• AxedAs-5ets 

• PunchOi:t 

.., P.umhd51~ 

• Dtfintu:ms 

• Pfc,c,ed1.res 

• Pn:~~ 

• Pages 

General tntornanon oc, 

"""""' Setup O(Ml P\Jn 
P:int J:orrrat - PO-UP~ 

General klformallon P• 
PIJr(Jl~nr~ f'P:flJllY 1 

Purc'tiMt Requesc - POL ..... """" 

Purchase Request - POUPPR 

""'1"he PO Pur,ha~ ReqtJ-est (POOPPR] page is used foi 
purchase orderlPO). Purchasing may begin w1ththt 
occur dunng ooe of two times: e1ther dunng the ere. 
bmlr\g Of encumbermg1ssysn.'ffl-~ e and will not d 
blantet PO type B 

Pre-eocumb(ance occurs ~t !he PR le•,el alter all req 
le-dJ!r .K<Otn1 numbm i\nd c1U r eciwriNJ data entry 
roouesl ,s used a,; the pm,ary re~rence in the Encu 
requ!1t l.s p,tinteddf\d a PO numbtr asste,ntd Topn 
Requ1s1oons• on the GL Gr!1leral IOl()(maliOn {GLUPC 
lrom the-saved record on the PC Purchase Reques1 
tlliE.' NU CotM'lon Cod~ widi., c.odt c&t~ory/valu~ o 
eno.ml>e-r, the PRn~nber ,s rel1eved orthef?OOJfflb 
pr,nlllS utJ111y. 

ltie second type of ericum~1ng tS .at the PO levEC. a 
fund~ art:er all required f1etds are erie1·ed th:? order 
(POPO) W.1bty. Rept1ra Ill• PO"''~ the PO O!fllber' 

de1ete a hnt Item, 01 Chang€ the vendo1 1() Th£-1orn 

fllCl..irOl>ered oroers can be ,•ie1Ned by PR nomber or 

numb~rs. search ~~l~• PO."';''."t>e<_,~a,,,UPTR's. 

Help from the main Dashboard 

nw Unified Administration 
1u BusinessPlus Documentation 

• Getting Sl.x1ed 

• user Oocurrentiltlon 

Doc ey SUl)$y$tem 

ReJe-s dnd UP<late, 
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Page Menu Options 

Doc By Subsystem 

Recrt11tl"6 & Profe5$1<>nal Development 

lludget & Preparat,on 

General Ledger 

Payroll 

Accounts Payable 

Pur<hasing 

Sy,tem & Nucle~ 
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Page Menu Options 

Symbol Name 

r;--J ~~pand/ 
~ntm ize 

Q Search 

,C Ad11anced 
Search 

18 Records 

eJ Field Help 

@ About 

• Threaded 
~otes 

i---- ----J 

DescriptiOn 

Expand or minimize the page menu. 

Enable Search mode. Entered selection criteria appear under "Search Criteria." listing the 
page or tab name. Click the X to remove. 

Save entered selection criteria. Must be in Search mode 10 display this option. 

Dtsplay selected record(s) In Grid or Single Record view. 

Display field-related database Information in lower right corner of the page. custom Field 
Help can be managed by selecting the pencil Icon on the field help window. 

Displays release, user, server. connection and Web brov,rser information. 

Displays saved threaded notes. Selecting a saved note or the "Add New Thread" button 
opens the Update Generic Text {SYUTTXUP) page. fli tered based on the screen the user 
came from to manage threaded notes. User must have required security to view all 
Information. 

(? soreen links I Displays llnl<-s to relal ed screens. 1f available. 

§ Attachments Displays Documents Online anachments. if any. Valid user permissions and at le<1st one 
attachment definition need to be In place for this functionality to work. If more than one 
attach definition exists for a given page, select the correct auach destination from che drop­
down before attaching the file. To attach a file. select' Add New Attachment.• Use the search 
field to search for a specific attachment (type). 

,.. 
Reload ..., 
Record 

Revert 
Changes 

:,ave 
Changes 

Export lo 
Excel 

Tools 

Reloads the current record . 

Reverts all changes since the record was last saved. If no changes were made, the option is 
grayed out. 

save changes. If no changes were made. the option is grayed out. 

Opens the Export to Excel window from which users can select what data to export to Excel. 

Screen-specific tools appear m bold. 
Standard screen tools.: 
Ledger Settings - Change ledger preferences. GL Ledger reads from GLUPGN. 
View last Changes - Displays most recent set of changes. 
Data Dictionary - Formerly called "Consolidated Field Help." Dlsplays database information 
for all page fields. Option to export data to .csv file. 
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Page Header 

Symbol Description 

Search by BusinessPlus mask. 

Displays page-related documentation. 

UN Displays user information and sign out option. 

Selecting the Account Info button displays the user4 s n<itme and title. 

Sign out of BuslnessPlus. 

Single Record View Controls 

Symbol Destripdon 

= 7 switch to Gnd view. 

< Go to previous record. If there are no previous records. this button 1s blocked, 

> Go to next record. If there are no additional records. this button is blocked. 

+ Add a new record. 

(} sack to gnd from .Add mode. 

S Oelete current record. 

~ Copy current record. 

II':, Pasr,e record. 

rn, Select page sort opt1on. Business rules (NUUPDF) can be applied to screens and sort options. 
use the Record Info link to view record data and log history. 

Use Copy Record to copy the current record. 

l!I Switch to Added Records. 
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Grid View Cont rols 

Symbol 

El 
PJ 

· • • ll • S • M 

10 T 

l • 10 of 239 Records 

Description 

Switch to Single Record v,ew. 

Select wtuch columns to display 1n search results. 

Switch to Added Records. 

Edit the seleaed record In Edit mode. 

use the arrows or page numbers to view additional search results. 

Select the number of rows to display In the search results window. Options are 5. 1 o and 20. 

Informs the user which subset of records out of the total number of records is currently displayed. 
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