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Used for:   Searching for proper Account number to use by (use 00797) 
- Description, or 
- Partial account number 

Searching for any cost center chartfield by (use 00765) 
- Description, or 
- Partial number 

 

 
Access the Financial Production database:   https://my.uh.edu/fs 
 

Or, See the SignOn Financial Production job aid. 
 
 

                                                         NAVIGATION / PATH 
 

 
Under Menu click on: 
    Set up Financials/Supply Chain 
       Common Definitions 
          Design ChartFields 
             Define Values 
                ChartField Values 

    
 
Option:   

In order to have more viewing of the 
panels, minimize the Menu by clicking 
on the red minus sign. 
 
 
 
 

It will then appear as an Expand button   
if needed again. 

 

 

 

7.6 Reference: Define Chartfields 
  Web Look-up for account 

Remember to use 
ALL CAPS 
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                                                    INSTRUCTIONS 
 
 
STEP 1:  In the ChartField Values Panel: 
 

Click on desired selection;  for this 
exercise, use Account 

 

 

 
 

 
STEP 2:  Enter data In the Account panel: 
 

 SetID:  00797  (Default—Correct for acct.); 
 

 
Can click on  to choose another 
option if necessary. 

 
 

 

 
 

 
Enter Account number, either 

complete or partial. 
 
OR 

 
   Enter a Description (either a word or 

phrase-do not use “%” here.) 
 
 

Click . 

 

 

Be sure to add 
to “Favorites”!
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STEP 3:  In the Search Results: 
 
 

At the bottom a listing is given for the 
Account Number (or description) that 
matches the given criteria.  

 
Click anywhere on the link to display 

the panels. 
 

 

 
 
STEP 4:  To get to the Long Description: 
 
 

Click on Description tab 

 

 

 
Long Description is displayed. 
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If this is not the correct account number, 
you may click  to scroll 
through the Search Results (that 
appeared in Step 3). 

 
 

Or, click  to look for 
another account number. 

 

 

 
To search for another chartfield, click 
Chartfield Values in the menu  
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

   

               

 
  No lookup currently exists to find   

SpeedType by description.  Will need 
to l/u program by descr, then use     

  (instructions in 
Lookup Cost Centers by Chartfield) 

 
OR 
 
Use the query:   
UHV_COST_ CENTER_BY_DEPT  
(To get a listing of all the cost centers & their 
speedtypes by department.) 

 
 
Look up criteria for each Chartfield: 
 

 
 


