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COURSE INTRODUCTION

Course Description

This course will provide information on how to:
• Navigate Office Connect
• Refresh reports within Office Connect 
• Create Ad-Hoc reports in Office Connect

Audience Course Prerequisites

▪ Core Finance: Finance Analyst role 
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COURSE OBJECTIVES

Upon completing this course, you should be able to:

• Access Office Connect
• Navigate Office Connect
• Understand the elements available within Office Connect
• Open Office Connect Reports
• Refresh Office Connect Reports
• Create Ad-Hoc Reports within Office Connect
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COURSE AGENDA
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Lesson 1: Introduction to Office Connect

Lesson 2: Navigating Office Connect

Lesson 3: Accessing Existing Office Connect Reports

10 minutes

20 minutes

1

2

3

BREAK

Lesson 4: Ad-Hoc Reports in Office Connect4

30 minutes

10 minutes

45 minutes



LESSON 1

INTRODUCTION TO 
OFFICE CONNECT
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INSTALLING OFFICE CONNECT



ACCESSING OFFICE CONNECT
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LESSON 2

NAVIGATING OFFICE 
CONNECT



OFFICE CONNECT ELEMENTS
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OFFICE CONNECT ELEMENTS
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OFFICE CONNECT ELEMENTS
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Defaults to USD

OFFICE CONNECT ELEMENTS

Use Activity for P&L



OFFICE CONNECT ELEMENTS
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OFFICE CONNECT ELEMENTS
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OFFICE CONNECT ELEMENTS
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OFFICE CONNECT ELEMENTS
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OFFICE CONNECT ELEMENTS
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FILTERS: WORKSHEET FILTERS
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FILTERS: WORKBOOK FILTERS
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Office  Connect Ribbon
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Set Workbook Properties
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User Settings
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LESSON 3

ACCESSING EXISTING 
OFFICE CONNECT 

REPORTS
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Access an Existing OCF Report

Pilot Reports Link

Steps:

• Open the report in the App
• Save a local copy of the report

https://vumc365.sharepoint.com/:f:/r/sites/ERPCoreTeam/Shared%20Documents/04%20-%20Finance/Technology/06%20-%20Post%20Deployment/OfficeConnect/Pilot%20Reports?csf=1&web=1&e=BtnkmZ


INTERCOMPANY ELIMINATIONS
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Link to Report Prompts for Company and OE that work best for Intercompany Eliminations

• 2095: Interworktag Payable and 1394/1395: Interworktag Receivable are not supported by OCF

• Workaround:

• Move payable manually up to the receivable line to net

• Amount field must be “Ledger Debit Minus Credit Amount” NOT “Natural Amount”

https://vumc365.sharepoint.com/:x:/r/sites/ERPCoreTeam/Shared%20Documents/04%20-%20Finance/Technology/06%20-%20Post%20Deployment/OfficeConnect/Additional%20Reports/OfficeConnect%20Report%20Prompts%20-%20updated%202024.02.08.xlsx?d=w6242244e2dcf489fb20b72a878ce031a&csf=1&web=1&e=Gs6hbs


INTERCOMPANY ELIMINATIONS: RPT001 CR BALANCE SHEET (OCFR)
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BREAK 

TIME

10 MINS
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LESSON 4

AD-HOC REPORTING IN 
OFFICE CONNECT
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Ad Hoc Reporting
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Ad Hoc Reporting: Workbook Dates/Relative Dates
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Questions?
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Office Connect for Financials - User Assistance

Every Thursday 4/18 – 5/30
Teams Link 2:00 - 3:00 PM

https://teams.microsoft.com/l/meetup-join/19%3ameeting_ZTk5NGJjOTMtYTMyMy00ZmQ2LWFiYjgtMjQ1NjFkNDUxN2Rj%40thread.v2/0?context=%7b%22Tid%22%3a%22ef575030-1424-4ed8-b83c-12c533d879ab%22%2c%22Oid%22%3a%22af94a4d5-3d38-48b1-b24d-480bb7ed527b%22%7d
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Questions?
Thank you!
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