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ADV4 Feature Set Education Bulletin: November 2025 

New Features to FALL in Love With! 
The seasons are-a-changing, and so is Advantage! Take 
a look at the newest features to fill your cornucopia.  

As we continue to release new functionality, we will 
continue to release corresponding Education Bulletins 
as we go. Users can catch up on some of our previous 
feature sets and improvements on the SAO website.  

New to this? Read the full recap on the Feature Set 
Landing Page of our site: sao.wyo.gov/feature-sets. 

What’s New? 
Feature Set 2025-2 is much like the changing colors of 
the trees and will LEAF you ready for the new season. 
This new set of enhancements are designed to make 

your daily interactions with Advantage significantly less time-consuming and less frustrating. What’s new?  

1. Easier Log-In: Spend less time re-typing and unlocking your password and more time working on 
the tasks you need to complete. 

2. Easier Net Pay Distribution Updates: Adjust direct deposit settings quickly and without hassle. 
3. Easier Searching on Multiple Tables: Find the data you need faster than ever with new search 

fields. 
4. Easier MSA Discovery: Locate your MSA with a new MSA Transaction ID Search Field that doesn’t 

need a nightly financial process to load. 
5. Easier Global Navigation Searches: Quickly return to recently accessed pages—saving clicks and 

time. 

These new enhancements collectively mean your experience will be significantly smoother and more 
efficient than before. So, jump in and check out the new Advantage! 

 

Schedule of Feature Set Releases 

August 5, 2024 (24-1)

October 28, 2024 (24-2)

January 6, 2025 (24-3)

August 2, 2025 (25-1)

Up Next: November 7, 2025 (25-2)
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https://sao.wyo.gov/feature-sets/
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Logging in to CGI Just Got Easier! 

How many times have you locked yourself out of the 
Advantage system because your Caps Lock was on or you 
mistyped your password but couldn’t see what you typed? 
Those days are far behind us!  

You’ll now see a new “eye” icon on the login page. Click it 
to reveal or hide your password as you type—making it 
much easier to ensure you’ve entered it correctly. 

 

But wait, there’s more! The password field will now display a 
warning if your Caps Lock key is on, so you can avoid login 
errors before they happen.  

And it’s not just for logging in: you’ll also see these 
improvements when updating or resetting passwords 
through Advantage: whether you are updating your own 
through your Account Settings or as an HR User updating 
other users’ passwords through an HRDOC . The images 

below show both the personal password update changes (to the right) and the Password Field of the HR 
DOC (to the left). 

 

These enhancements should make logging in smoother and help prevent you from getting locked out of 
CGI Advantage entirely! 

 

The Net Pay Distribution (NPD) Transaction is Getting an Upgrade! 

The NPD is now one cohesive transaction, rather than being a separate transaction for each account the 
employee is distributing funds to. This change makes modifying the NPD more efficient and streamlined.  
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When you need to modify the primary or secondary account(s) on an employee’s NPD, you will now click 
on the 3 dots within the Net Pay Distribution tab and choose “Modify Net Pay Distribution” from the 
Related Actions section.  

 

 

This will create a new draft transaction with all active accounts on the employee’s NPD. You can locate 
the line(s) you need to modify and make the necessary changes.   

 

This new functionality will save you time, especially when modifying multiple accounts on an employee’s 
NPD. The payroll user guide has been updated with detailed instructions to reflect this enhancement.  

 

Additional Search Fields on the (VTH) Vendor Transaction History Table 

The Vendor Transaction History table (VTH) now includes even more searchable fields to help you find the 
transactions you need. As a refresher, the VTH page allows you to search for specific information related 
to vendor transactions. It is primarily used to view payment status and history, so having more searchable 
fields makes it easier to find the transaction you need. These additional optional fields include Extended 
Check Description, Program, Reporting ID, or Major Program fields.  
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Each additional search field 
helps you narrow your search 
results to find the transaction 
you need. You can then 
navigate to the transaction by 
clicking on the Transaction ID 
presented in the search 
results. Go ahead and click 
that Show More link and use 
your additional search fields. 

 

Is it New? Is it a Modification? Now You Will Know Right from the Worklist 

All worklists in Advantage, whether you are financial or HRM, have been updated to include a new column 
that states the Transaction Function. Each transaction version is classified as having a certain transaction 
function. A transaction is assigned this function when the user creates, modifies, or cancels a 
transaction—therefore a transaction Function can be New, Modification, or Cancellation in the worklist. 
Users can now see the function as part of the columns in the record rows of any worklist. Enjoy this new 
way of finding the transaction you want to review. The below images show examples from both Financial 
and HRM worklists with the Transaction Function highlighted. 
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Transaction Information Now Searchable 

Cost accounting transactions just got easier to find with a new search field in the CADHIST table. The 
CADHIST table, known as the Cost Accounting Document History table, makes a great companion to 
researching the changes made in your cost accounting transactions over the years. The problem is, they 
all look the same. It’s a great table, but when you have hundreds of changes on one major program, it’s 
hard to see the forest for the trees. Until now! 

 

Now you can use a handy-dandy description field when completing your Cost Accounting Set-Up (CAS) or 
Cost Accounting Modification (CAM) transactions that will display in the search results on the CADHIST 
table. The image to the left is an example of a Transaction Information field on the Header of a cost 
accounting transaction. The image below shows the populated search results when you search by the 
department.  
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Now the CADHIST table shows the Transaction Information field in the search results, leaving bread 
crumbs to help you find the cost accounting transaction.  

 

Favorite Pop-Ups are Clearly Displayed 

Users that mark selections as favorites, like favorite Vendor Customers, favorite Commodity Codes, 
favorite Object Codes, aren’t always able to see their favorites if the field was protected. Now a pop-up 
will be shown on any pick-list field. 

When a user marks a set of favorites for a set of picklist fields, the user has the ability to choose a 
commonly used vendor—to make it easier to select a frequently-used vendor for each user. The image 
below is the standard pop-up for any picklist-enabled field in Advantage.  
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Now when users click in any picklist-enabled field, a message will pop-up even when a user hasn’t already 
marked any favorites for the field. In the example below, the user does not have a set of favorites for the 
State Field. When the user clicks in the State Field they receive a pop-up indicating that the user has not 
marked any records as a favorite. Don’t be alarmed if you see a message that states, “No Records Found”! 
It just means you haven’t favorited any items in that field yet.  

 

 

Shopper (SHOP) Page Gets a Snazzy New Search Field! 

A brand-new searchable field has been added to the Shopper Page and it is a great new addition. Now, 
users can search the MSA Transaction ID directly in the search criteria fields. This field is immediately 

available to users and a nightly 
financial cycle is not needed for 
the journal to be updated—
meaning the second the MSA is 
in final status, you can “shop” 
the transaction and “checkout” 
to a Master Service Contract 
(MSC) Transaction.  

Previously, users likely searched the Search For field for the MSA, but now there is a dedicated field just 
for those helpful MSA transaction IDs. This means less frustration as you complete your procurement 
transactions! Yay! 

 

New and Improved Global Search Bar! 

We’ve enhanced the Global Search Bar to make finding what you need faster and easier than ever. 

What’s new: 

• You can now configure the global search bar to display your five most recent searches, giving you 
quick access to pages or documents you use frequently. 

• When searching for documents, you’ll now see a “Create New” option below the magnifying glass 
icon—saving you a few clicks and taking you straight to the Create Transaction page. 
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This new feature will need to be configured by you, the user. To enable this feature, follow these easy 
steps below. 

1. Go to Account Settings under your name in the top righthand corner when logged into Advantage. 

 

2.  Select Preferences, then check the box to “Enable Recent Searches for Global Search”. 

  

3. Once enabled, your last five search items will appear automatically whenever you click into the 
global search bar and you will see the “Create New” option. 

 

 

 

These updates are designed to streamline your workflow and help you find what you need more 
efficiently!  
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