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Navigating the OLQR Jungle

The On-Line Quick Reference (OLQR) has so much Core Financial information, and it can be overwhelming.  Here are some things to remember when navigating the OLQR.

	Menu Paths
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Most OLQR menus follow the same basic path.  From the home page, you can select the Functional/Business Area in which you’re interested. This takes you to a Sub-Processes menu.  Clicking on any of the sub-processes takes you the corresponding Activities, and clicking on an activity will take you to the step-by-step procedure.  For example, if you’re looking for the procedure to create a purchase requisition, you would follow the path: 

· Purchasing (Functional Area)

· Initiate Purchase Requisition (Sub-Process)

· Create/Maintain Purchase Requisition (Activity)

· Step-by-step procedure 

The Contents pane on the left displays your navigation path and allows you to jump to any point with a simple click.

	Search and Glossary Functions
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Sometimes the OLQR menu paths can be confusing if you’re not sure exactly what you’re looking for.  Here’s where the Search and Glossary functions can be helpful.  These can be accessed via the tool bar at the top of the page. The Search function allows you to search the entire OLQR for documents and procedures containing a specific word or phrase. The Glossary can be helpful if you run into terminology you don’t recognize.

	Job Aids
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OLQR job aids provide helpful tips, reference lists, and crosswalks.  From the Home page, click on any Functional Area, and then click on the Job Aids icon at the top of the Sub-process menu to view the available job aids for that area.

	(
	OLQR procedures and job aids are constantly being updated – be sure to check online before you rely on an old hard copy!


Working Late? Check the Outage Calendar!

The OLQR has an outage calendar that lists IFMP system downtime and outages.  Make sure to check this if you’re planning on working late or over the weekend.  This calendar will also be updated soon with the outages concerning year-end activities.  To access the outage calendar:

· Go to http://olqr-cf.ifmp.nasa.gov.

· On the home page, click on the small grey ‘Help’ button below ‘Cost Management.’

· Select ‘IFMP Outage Calendar’ from the pop-up menu.

· Click on any of the outage items to view a more detailed description.
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