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MYTREASUR-E BASICS

Module: MyTreasur-e Basics

Audience: All Users

System: MyTreasur-e

System o MyTreasur-e allows you to quickly navigate through relevant pages using the
Process: Search Bar.

o The web-based system allows users to create multiple tabs and web browsers,
export data into various file types and create specific filters.

Scenario: e This module will guide new users through the various functionalities in
MyTreasur-e. These include using the Search bar, Data display, Filters,
Exporting Data and Navigation.

¢ RECOMMENDED BROWSER: CHROME or MICROSOFT EDGE
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POWERFULLY SIMPLE

Cash Forecasting Solution

Step 1: Navigation

a) The top menu bar is used to access the different features of MyTreasur-e. If you select a Menu
item and perform a Mouse button left click (1), the selected screen will open in the same web
page (2) you are currently in.

Dashtoards  Adminstration [EECHIVR ol Biotiers  Reporiing  Scheduler

@ Cashflows Cashllow Search
Cashilow Sheet ®

b) You also have the option to do a Mouse button right click (1) in which case you will be able to
open the selected screen into another web page tab or another web page window (2).

MyTreasur-e R - ey 2 ][ 2 ][ 3]

Dasnocards  Adminisiration. [ReSiIVRSIl Blotters  Reportng  Scheduler
Cashriows Cashfiow Search

Cosizawat

Open link in new tab

@ Open ik in new vindow

Open link in incognito window

Save link as.

Copy link address
Adobe Acrobat

nspect

1 untitied dashbcard X ) Coshfiow Shest x| + @ o - o x
<« C Y & nswtreasury.auftest mytreasur-e.com/MyTreasur-e.com/#/Dashboard/155 a w - 0 » ° i
HoApps @ CAANZLlogn Q) OKTA  £Y Objecive @ DistrictLookup @ Budget PaperFolde.. (@) NSWLGAs-Interac.. @ Indexof GACOMM... @ Banking and Financ.. #% Documents Library » Other bookmarks | [E] Reading list

MyTreasur-e
Dastouares anmnsiaion Qe Y Sloters  Reporing  Senecuer

Casnfions

e Opening multiple tabs is useful if you need to perform multiple actions, e.g. you
can open a Cashflow screen to display a list of cashflows and also open the
Cashflow Sheet in another window
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Step 2: Understanding the Screen

a) Many screens of MyTreasur-e will also have an information icon that can be clicked to access
the documentation related to that specific page.

MyTreasur-e

Dashboards  Administration  Cash Management  Bictters  Reporing  Scheduler
Cashflow Sheet @
ﬂﬂw Bank Account Name Business Unit Name: Entity Name Bank Name Our Bi Acct Group Name

Cashfiow Scenario 1 Name Scenariof @pening Balance Date Edriable Flag Baseline Flag

Cashflow Scenario 2 Name Scenarioz Opening Balance Date Edriable Flag

Start Date Days Weeks Monins
| 412021 =] B [ 0

-

Step 3: Search Bar

a) MyTreasur-e provides a general search function available from the Search bar located in the
upper part of the screen

Dashboards  Adn CashManagemen!  Bioflers  Repofing  Scheduler

b) To use the Search bar, you need to start writing at least part of the information you are looking
for and then click Enter on your keyboard. If you search the term “Cashflow”, you will be offered
options to navigate to screens such as the Cashflow Sheet

MyTreasur-e cashfiow

Dashboards  Adminstiation  CashMamagement Biofiers Reporing  Scheduler

The search is case-sensitive. If you are looking for a Third Party such as CBA in
the Search Bar, you will need to type in CBA in upper case and not lower case.

The Search bar allows you to search for various data types, including:

Cashflow ID (Unique number allocated to each cashflow)
Message ID (Unique number allocated to each confirmation)
Third Party Codes and Names

Cashflow amounts

Dates

O 0 O O O

Reports that have been created or configured in MyTreasur-e can also be
searched using the Search bar.
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Step 4: Data display

a) When using a filter or performing an ad-hoc search, data will be displayed on the screen. You
will have access to several controls in relation to navigating across the data and/or controlling
how the data is displayed. These include:

- Rows per Page (Refer to Step 2b)

- Page Bar (Refer to Step 2c¢)

b) The value within the “Rows Per Page” defines the maximum number of records that can be
displayed in one page. The minimum value is 10 and the maximum value if 999. The default
value is 20.

You should be able to enter a new value between 10 to 999 and hit Enter on your keyboard.
The system will automatically update the records.

MyTreasur-e

e gy )1 5]

Reporting ~ Scheduler

BN oo | coromes | v navec e | Eontsn- Desaon | rom v | o rere 7

Dashboards
Cashflow

e The Rows per Page display is ideal for when you need to search long lists, such
as the Cashflow Search (Cash Management —» Cashflows —» Cashflow
Search)

c) The Page Bar is available on the upper right corner of the grid when the number of records
exceeds the page limit. This bar allows you to navigate between record pages. It is also present
in the Cashflow Sheet.

- Clicking on any page will direct you to records in that page or alternatively you can use the
Prev or Next buttons.

- The current page displayed will be highlighted in blue.

MyTreasur-e XTI -~~~ 3 1

Dashboards  Administration

CashManagement  Bioflers  Reporting  Scheduler

Cashflow Search

Filler Mame Yesteraay Cashfiows vaQ n Ll e ———
Page: 1 of 5. Toialno o recoris: 90

-nm Business Ut Name * Casntow Scenario Name:* | Cashitow Type Name * Value Date.* Currency Name *
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MyTreasur-e

Dasnboars  ADMIMISIEION  C3sh Management  EIONE§S  Reponing  Scheduler

Cashflow Sheet
©0ur Bank Account Nam Business Unit Name Entity Narne Bank Name Our Bk Acct Group Name.
NSV Exucaton Standards Autharity Unissticiod
Cashflow Scenario 1 Name Scenariot Opening Belance Date Edianie Flag Basetine Flag Curteney Name unie Decimais
[ submisson Docomber 2021 sz o) [ Bustatan doer [ 100 | 0
Cashflow Scenario 2 Name Scanario? Opening Balance Date Edrablo Flag Bassline Flag Wiarket Data St Name Quats Type
=] | ootsut Markat Dt 3ot | e
start Dato Days Wosks Montns, Excluios Woekand Approval Status Intor Entity Gashflow Flag
01-12-2021 = 62 " [ Avproved [ Caturod &2 Reiocied

eipt | (D) 01-122

Gpening Balance.
Restert & Rebuld Grant Funding D Receit
Crown Racoups AuD Recapt
Lang Sarvice Leave {Transier) AD Racapt
Sub Total: NSW Treasury Funding @ 0 ] [] 0 ] o [ 0 ] [ [
Commonuealtn Funding (Directly Recewee)  AUD Recip!
un Sourca Revenue D

Transier recened fam Agency winm Custer  AUD
Ottt AuD
Grants Recelved om Fiinclpal Degariment  AUD
Irternal Transter n (ina-Agency) AuD

Receits from NSV Apences outside Cluster  AUD

68T Retuno AUD
Sub Totat: Ot Inflows ) 0 0 0 0 o [ v 0 a 0
Totat: Ifiows ) o o o a o o o . 3 a o
Parmens io Commonveain ) Faymen:
Net Cashfiow o o o 0 o o 0 o o 0 o
Closing Balance o o L] o o o o 0 o 0 o

Filters

Step 5: Access an existing filter

a) Open the screen containing the underlying data you require (e.g. Cashflow Search)

MyTreasur-e
Dashboards  Administratior] Blotters  Reporting  Scheduler
Cashflow Sheet Cashfiows Cashiiow Search

B our gank aceount Name Busme{  Casnfiow Sneet Eniy Name Bank Name Qur Bk At Group Name Submission Status a-
Clear

Cashfiow Scenarlo 1 Kame. Scenariot Opening Balance Date Editable Flag Bassiine Flag Currency Name nit Decimais

L7}

Cashfiow Sconaria 2 Kame Scenario2 Opening Balance Date Editable Flag Bassline Flag Market Data Sot N Guote Type
> Y -] | | o
Start Date Days Weeks Months Excludes Weekend Approval Status Intar Entity Cashflow Flag
16112021 Appraved

Opening Balance
Festar & Rabusd Grant Funding Recsiot
Crewn Recaups Receipt
Long Senvos Leavs (Transter) Recaipt
Sub Tolal: NSW Treasury Funding & o 0 o 0 ] [) a o o ) [ a ) o a
‘Commonweath Fundng (Drectl Recenen) Recent
Gwm Source Revenue Recert
Transfor racaivest fiom Agency wilhin Cluster Roceiol
omer inflows Recaipt
‘Granis Reseved from Principel Depark Recelot
Intsmal Transfer i (rtra-Aoancy) Recaiot
Recsipts from NSV Agencies autsida Chister Receiot
687 Refund Recsiot
Sub Total: Omer inflaws ] 0 0 0 v 0 0 ] 0 o 0 0 a 0 0
Total: Inflows a o o o o ] ) ] o o [ o a ) o a
Fayments 10 Commonweattn Payment
Net Cashfiow o 0 Ll 0 0 o 0 o 0 o ) L] o 0 0
Closing Balance ° ] [ 0 0 o 0 ] ] o ) L] o [ 0
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b) You can also access the Cashflow Search by right clicking on a forecast in the Cashflow Sheet.
Using the drop-down menu in Our Bank Account Name select your relevant Agency
and Account category for each bank provider you use, or filter by typing the name
of your Agency.

MyTreasur-e I e Em D

Be

¢ The naming convention in Our Bank Account Name is standardised to ensure
easier selection of accounts. All Bank Account Names commence with the
Agency Name, followed by the Account Category (Restricted, Unrestricted,
Crown Trust and Crown Revenue). This is then followed by the Bank Account
provider (Westpac or ANZ) and the Prime ID code.

e You will have a maximum of four Bank Account Names

Wik
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¢) Using the drop-down menu in Cashflow Scenario 1 Name select the relevant submission
month or alternatively type the name of the scenario.

MyTreasur-e

Dashboards  Administration ~ Cash Management  Blotters ~ Reporting  Scheduler

e 3 3

Cashflow Sheet (2]
Bour sank accoun Hame Business Unit Name Entity Kame. Bank Name Our B Acet Group Name submision Status
NS Education Standards Aubordy Unresiricied ﬂ

Casnfiow Scenaria 1 Name Scenariot Opening Batance Date Edtavie Fiag Baseling Flag Currency Name unit Decimals

[ oot - =] | |

Scenario2 Opening Bakance Date Editable Flag Baseline Flag Mariet Data Set Name: Quote Type

202111 Sul - Subission November 2021 =] [uo

P Horemae 2021 Days Weeks Months Excludes Weekend Approval Status Inter Entity Cashflow Flag

E 0 0 Approved Captured Reiected

=T

Opening Balance
Recurrant Conftun Apprapriation Reecelpt
Capial Condund Appropration Receipt
Sub Total: Confund Appropristion @ 0 0 0 0 0 0 0 0 0 0 v 0 0 0 0
Restart & Rebuid Orant Funding Receipt
Grown Recoups Receipt
Long Service Leave (Transter) Recelpt
Sub Total: NSW Treasury Funding (8 0 0 ] 0 0 0 o 0 0 o 0 [ 0 0 0
Commonwsalih Funding (Direcily Received) Receipt
Own Source Revenue Receipt
Cenlral Adjusiments Infions Receipt
Connd Crown ReveNde (Swesp) Receipt
Gaming Revene Receipt
Invesiment Infows Receipt
Land Tar Revenue Receipt
NIFF Redempfions Receipt
MNet Cashflow 0 0 o 0 L} L] o 0 0 o 0 0 o 0 o
Closing Balance 0 o ] ) ] 0 ] 0 [ ] ] 0 0 0 0

The relevant submission month will depend on the month you are submitting
forecasts for. You will need to pick Submission December 2021 if you are
submitting for the 12-month period ending November 2022 (includes 2 months of
daily forecasts for Dec 2021 and Jan 2022).

d) Click on Go and you should be able to see any forecasts that have been entered in the
Cashflow Sheet.

MyTreasur-e

Dashboards  Administration  Cash Management  Blotters  Reporting  Seheduler
Cashflow Sheet 8o
Our Bank Account Name Business Unit Name Entity Name Bank Name Our Bk Acct Group Name Submission Status
NSV Educalion Standards Aulhority Unrest E Clear
Cashfiow Scenario 1 Name Scenario! Opening Balance Date Editable Fiag Basaline Flag Currency Name urit Decimals
| somssion Novermoer z021 01112021 [ Austratan dorar [ 100 | 0
Cashfiow Scenario 2 Name Scenarioz Opening Balance Date Editable Flag Baseline Flag Market Data Set Name Quote Type
Y =] | Detout et Data set [0
start Date Days. WaeKs Months Exciudes Weskend  Approval Status Inter Entity Cashfiow Flag
01112021 =] 61 0 Approved Captured Rejected

Cashfiow Type Name

Opening Balance 1] 0 0 ] 0 [} 0 0 ] 0 0 ] 0
AT unsR BTG GG TG -
OWN SoUre REVENUS RECEpl
Gaming Revenue Receipt
Land Tax Revenue Receip!
Payrol Tax Revenuz Receipt
Retalined Taxes Fees 8 Fines. Receipt
Stamp Duties Revenue Receipt
“Transter feceived from AQEncy Winin Cluster Receipt
Other Inflaws Receipt
Grants Recewved from Principal Depariment Receipt
Intemal Transfer in Intra-Agency) Receipt
RECEIPES frOM NSW AQENCIES oUsIde Cluster Recept
Net Cashflow ] 0 L] ] 0 L} [} L] ] [ 0 [ 0
Closing Balance 0 0 0 ] 0 [} 0 0 0 0 0 0 0
Swmission
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e) Right click (1) on the forecast in the Cashflow Sheet. This opens a Dialog box. At the top of the
Dialog box, you can click on Cashflows View (2) which allows you to drill down into that
particular Cashflow and will direct you to the Cashflow Search screen.

MyTreasur-e
s ™ O ™ A AT

Cashflow Sheet Qe
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Cashflows on 08-11-2021
mher 2021

Submission Naves
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f) To access an existing filter in MyTreasur-e, Click on Filters/Ad-hoc Search. A pop-up window
will appear.

MyTreasur-e

Dashboards ~ Administraticn  Cash Management  Blotters  Reporting  Scheculer
Cashflow Search

Fillors / Ad-hac Search | Eit Mado - Disaties

[ Value Dalo™*

Cumancy Name *

Cashiow Scanario Nama * | Cashilow Type

g) The Filters dropdown allows you to select from existing filters in order to display the search
criteria associated with the selected filter. Once you have selected an existing filter (1), click on
Ad-hoc Search (2) to generate the results.

Cashflow Search - Filters / Ad-hoc Search

Please seiect a iler

W Fiters.
Public Fiters

A1l Rejected Casntiows

Agpropraton Casmows FY22

Appropstion Casniows Frem Totay

Agpropristion DAF Cashous Al

Cammants

DAF Castows Al

DAF Casrions for Appraval

Inlermsi Cash Flews

Intrs Stats Gasn Flows

Lact Monih Cashflons

Lest vieex Casnllows

st 14 Days Casntiows

Hext 30 Days Cashillows

et 6D Days Casows

Mext 7 Dings Castlnws

l&.“!}' Page 10
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Step 6: Create a new filter

a) To create a new filter that may not be configured in MyTreasur-e, Click on Filters/Ad hoc
Search. A pop-up window will appear.

MyTreasur-e

Dashboards ~ Administraticn  Cash Management  Blotters  Reporting  Scheculer
Cashflow Search 8.6
v g Q G Properties

Filler Name

Pls:

Page: 1 of 1. Total

b) The Filters dropdown allows you to select from existing filters in order to display the search
criteria associated with the selected filter. You will need to select an existing filter to create a
new filter.

Cashflow Search - Filters / Ad-hoc Search

I Plaase seiect a a1

W7 FIErS.
Dublc Filters

A1l Rejected Casntiows

Intrs Stats Gasn Flows

Lact Monih Cashllons

Lest vieex Casnllows

Mt 14 Days Cashllows

Hext 30 Days Cashillows

Ha 5D Days Gasmos

Mext 7 Dings Castlnws

l&.“!}' Page 11
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MyTreasur-e

POWERFULLY SIMPLE

Cashflow Search - Filters / Ad-hoc Search

Fiters

5o

Public Filtars

il Cashliow Typo Name
i vaueome
i Aporapration Cashflows FY22

Il Rejecied Costtaws

Aparopriation Cashigws From Today

Aparopration DAF Cashiows All

Comments

DAF Cesnious A1

DAF Casnfios for Approvel

sort e Cash Flows
wner Hame: ciristaph schutz @
ks Stata Cash Flovs:

Last Morih Cashilows

Last Wak Cashlows

Naxt 14 Days Casiilows

Maxt 30 Days Casious

c) The Selected Filter Name is a field that allows you to display the name of the selected filter
based on the dropdown selected in Step 6b. In this field, you can change the name of the
existing filter to the new filter name you wish to create.

Cashflow Search - Filters / Ad-hoc Search

Filtrs BAF Casniows Al - S Q

setectea riterame ™ Grani; Recaived rom Prnopa Deosriments

W coshrow Scenaria Code: oaF
A comtowType name saus rams Racenaa o privcps) Dapanmants

| |

apture Daie: 2021-10-18 18.38:27 By: makcalm cameron@myiressur-e.com

T T 9 B
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d) Underneath these filter drop-downs, a grid is displayed that can be used to populate the search
criteria. Search criteria are based on Column Names, Operators and Column Criteria.

Column Names can be selected using the drop down or alternatively typed.This is the column
you wish to apply the criteria to.

Operators are the selected criteria you wish to apply. These include equals, does not equals or
contains.

Column Criteria is the output you require.

For example, if you would like to search for a particular Cashflow type (e.g. Grants Received
from Principal Department). You must change the filter column accordingly:

- Column Name: Cashflow Type Name
- Operator: Equals

- Column Criteria: Grants Received from Principal Departments

Cashflow Search - Filters / Ad-hoc Search

l&.“!}' Page 13
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POWERFULLY SIMPLE

e) You can also specify how the data should be sorted. By clicking on the positive button next to
Sort, you can choose fields that you would like to sort.

Cashflow Search - Filters / Ad-hoc Search
Flters. DAF Cashtiows All

Selected Flier Name Grants Rscaivad from Principal Depariments

Name

W cashrow Scenario Code o
i Cosbron Type ame

| |

Grants Recelved from Princips| Depariments.

cameran@mytreasur-e com Capture Dale: 2021-10-18 18 2527 By: MElcoim EaMeroNEIMr8su-e.com

‘Share with all users.

Lo | ammran Lo | o)

confirm if you wish to proceed. Click on Yes.

f) Once all criteria’s have been populated, you can click on Save as New Filter. A Dialog box will

Cashflow Search - Filters / Ad-hoc Search

Filters: DAF Cashiows Al

Selected Flier Name Grants Rscaivad from Principal Depariments

ot tama 5
W cashrow Scenario Code o
i Cosbron Type ame

| |

Grants Recelved from Princips| Depariments.

Date: 20271-10-18 18°26°27 By: MEcoim cameron@myireasir-e car

‘Share with all users.

AahosSoarn [ Savo i Now Fitr | Cioar | G |

()3
N

GOVERNMENT

Treasury

Page 14



M MyTreasur-e
Cash Forecasting Solution ) FETPESE T

g) Once afilter has been saved, it becomes available in the relevant screen of MyTreasur-e (e.g.
Cashflow Search). You can directly select the Filter (1) and Click on Go (2).

=TT e T

4
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Step 7: Ad-hoc Search

a) Alternatively to Step 6, once you create a filter, you can click on Ad-hoc Search at the bottom
of the screen to perform a one off search. Upon doing this, MyTreasur-e will navigate back to
the underlying screen and load the data.

Cashflow Search - Filters / Ad-hoc Search

Filters: DAF Cashiows Al

Selecizd Filter Name Share with all users.

Grants Recaivad from Principal Degariments

Grants Recslvad from Principal Departments

eran@myirassur- com Capture Date: 2021-10-18 192827 BY: Melcaim cameron@imytraesur- cam

[ s ca =

MyTreasur-e

Dashboards  Aministaion  Cash Management  Biolters  Reporting  Schecuier

Cashflow Search B8ve
Frnemams s - 2 o O T T ET ——
nge: 1 of .

[ . -

dards Authedity  Daiy ncipsl Depatment 021

O 2211 NSW Etucation Dany 1o Prncioat Depament Q2082021 Austianan oolar Recent
O 15 NSW EUCHGN SUANENMS AUMGAly | DEI AQUSISO FOrecsst  Grants Recsived Tom Prnciosl Depsment 06082021 Austiakan oolar Receint
O 216 NS Education [ o8l Depsnment Q082021 Austiaian dolar Recent
m] 17 NSW Efucston SWNirds Auodly | Dl AGUEISS Forecsst  Grants Recived fom Priciosl Depstment 0082071 | Ausliakan dolar Receint
(m] 2216 oW Etucaton Daiy oul Depanment 10082021 Austiakan colar Receint
] 2216 | oW Etucaton Dary Grans oal Dpatment 19082021 Austiakan colar Raceist
(m] 220 e Edwcaton oany n Pricioal Depammant 14082021 AustaNan ootar Racent
ISV EQUCaTRN SINGGIUS AUMGAly | DA AGNSISG FOrGc3sl  GrAnts RECaNBA o PICioal Depatment 16082021 Austiakan oolar Racent

O z222 NSW Etucaton Dany o Prncioat Depamment 1702021 Austiakan oolar Racent
O ISV EOuCaon SIANGI0S AUMOAYy | DRy ANSISO FOrecssl  Grants Recsived 1o Prnciodl Depamment 20082021 Austianan oolar Recet
O 2224 NSW EQucaton Daiy rom Princiosl Depanment 22-08-2021  Austraian oodar Receigt
a ISV Education SIndargs AUMGAly | DB AGNSIS FOrecssl  Grants Racsived 1o Prnciosl Depatment 23082021 Austiakan oolar Recent
m] 2226 NeSW Etucaton [ o8l Depsmment 20082021 Austiaian dolar Recet
0 W Education Dany Grans néioal Depatment 20082021 Austialan doiar Receint
(m] 226 NSW Evucaton oany o3t Dsparmant 2902021 Austavan ootar Racept
e Education Dany Grans Raca 03t Depammant 0082021 Austranen ootar Racent

O 2230 NSW Etucaton oany n Pricioal Depsmmant Q402021 Austianan golar Racent
O 231 | NSiW Education Standarts Auhoclly  Daly Adustod Forecast  Grants Recelvad fiom Principal Department 05102021 Ausralan dollar Receint
a 2232 NSW Education Daiy from Principal Department 08-10-2021  Aushralan doller Recelpt

e The process for creating a new filter and Ad-hoc search both require criteria’s to
be filled out using the Filter/Ad hoc Search.

e The Save As New Filter allows you to create a new permanent filter that will
appear in your filter list everytime you wish to run a report

e The Ad-hoc Search is a one-off report produced based on the criteria.
MyTreasur-e will not save your criteria or the underlying report.

l&.“!}' Page 16
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POWERFULLY SIMPLE

Step 8: Updating an existing filter

a) To update an existing filter you will need to navigate to the relevant screen or report where this

filter is used. You can only edit filters that you have created. Once you are in the relevant
screen, click on the Filters/Ad-hoc Search button.

MyTreasur-e

Dashhoarts

Adminisiration Cash Management  Blotters
Cashflow Search

Filtor Name  Plaase selact  fitsr

Reporing ~ Scheciuler

voQ E Grid Properlios | Fillars /Ad-hoc Search | Eil Modo - Disabied
Cashbow Scanario Namo * | Cashiiow Type Name * Valve Dale* | Curency Name *

Page: 1 of 1. Tot

()3
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b) Select the filter you would like to edit. You can then insert, update or delete any criteria or
sorting conditions.

Cashflow Search - Filters / Ad-hoc Search

Fiters, Aopropristion Cashfiows From Today (UR)

Selected Filier Name Agaropriation Casntaws From Today {UR)

N e

o1 20 Capure Dats: 2021-11-18 11:07:04 By: shazme

¢) You can then click on Save (2) to overwrite the existing filter or provide a new name in the
Selected Filter Name box (1) to the set of criteria and sorting you just specified.

Cashflow Search - Filters / Ad-hoc Search

Fitars, Aoprogriation Casnfiows From Today (UR)

Selecied Fitier Name | essrosrsiin castitors From Toser w1

Fiter Time Zone Ausiria/Sydney

4
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POWERFULLY SIMPLE

Step 9: Delete an existing filter

a) To update an existing filter you will need to navigate to the relevant screen or report where the

filter is used. You can only delete the filters you created. Once you are in the relevant screen,
click on the Filters/Ad hoc Search button.

MyTreasur-e

Dashboards ~ Admimistration  Cash Management  Blotlers  Reporing  Scheduler
Cashflow Search

Filtor Name  Plaase selact  fitsr

BFLY - | corne

Fillors / Ad-hac Search | Edil Mado - Disabled
coario Name * | Cashiaw Ty :

yoo Nama Valug Dalo™

rancy Mame *

b) The filter criteria and sorting (if any) will be displayed. Select the filter you wish to delete using
the Filter dropdown (1). You can then click on the Delete button (2) to delete the filter.
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o Filters are used in both MyTreasur-e grid screens and reports. They are used to
create subsets of data loaded on screens or displayed in reports.

¢ MyTreasur-e has two types of data filters:

i) Public Filter — Created by you or another user and which are available to all
individuals within your organisation. However, only the creator of a public filter can
edit or delete the filter.

i) Private Filters (also known as “My Filters”) are created by you and only available
to you.

Step 10: Re-ordering columns (Grid Properties)

a) Open the screen containing the underlying data you require (e.g. Cashflow Search) and Click
on Grid Properties.

MyTreasur-e
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b) The Grid Properties will show you all the Columns that are visible in the Report/Search screen
you are currently in. You can choose to view only certain columns by ticking and unticking the
checkboxes (1) under the Visible Column. Once you have selected your prefereces, click Save

(2).

Grid Properties - Cashflow Search
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c) You can also choose to re-order the columns as required. Select the Checkbox (1) next to the
Column Name you wish to reorder and select the Up or Down Button (2) depending on your
preferences. Then click Save (3). You should see these changes reflected on the screen you
are currently on.
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d) You can also choose to move a Column to be the first or last Column. Select the Checkbox (1)
next to the Column Name your wish to move and select either the Top or Bottom (2) button
depending on your preferences. Then click Save (3). You should see these changes reflected
on the screen you are currently on.

Grid Properties - Cashflow Search

L}
a
[=]
5

1
C
&

4
“-‘!“«-" Page 22
yé..v! Treasury



) MyTreasur-e

POWERFULLY SIMPLE

Cash Forecasting Solution

Step 11: Exporting Data

a) MyTreasur-e allows you to Export/Download data from any one of the data screens into the
following formats:

Microsoft Excel (.xIs)

- Microsoft Excel (.xIsx)

- Adobe acrobat reader (.pdf)
- CSV File Format (.csv)

- Text File (.txt)

- XML File Format (.xml)

To export data, Click on the Download button located on the top right corner of the screen. It will
show a list of file formats for downloading the data:

] txt Kt

x
2
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Step 12: Audit trail

a) MyTreasur-e keeps a record of all transactions relating to all captured data in the system. This
is broken down by date, time and user profile.

To check the audit trail of a record, select the record and Click on the audit trail button located
on the the top right corner of the screen.

2 Audit Trail|

Business Units ”,

Filter Name Al Business Units ~oQ E Fiiters / Ad-hoc Search | Edit Mode - Disabled LEESLEEE Rows Per Page. 20

ode Division Name ency
| &G i optorEucation Departmant of Education Education NSW Traasury Australian dollar
@ TAFE Commission TAFE Commission Education NSW Treasury Australian dollar
I: 1 NSW Skills Board NSW Skills Board Education NSW Treasury Australian dollar

b) Once you click on audit trail, a new screen will open to show a record of all transactions against
the selected record.

Audit Business Units
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