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INTRODUCTION TO PEOPLESOFT 8 FINANCIALS

Following is an introduction to features that will help when working with PeopleSoft 8

Financials.

SIGN IN PROCEDURES
1. Double-click on the desktop icon

2. Type: User ID and Password
3. Click: Sign In or press ENTER

i PeopleSoft 8 Sign-in - Microsoft Internet Explorer provided by Palomar College

File Edit Wiew Favorkes Tools  Help

Back -~ = - (@D &l | Qoearch [Favaites @iveda (4| BY- S @ - =

Address IEhttp:p’fp(cdpsfwhtll‘pa\umar‘eduﬂpspﬂPALFEPRDIEMFLOVEEﬂERPPEmd=\quﬂ @Go |Links |

PeopleSoft.

Select a Language:

User ID:

Passwnm:l— English Espafiol
Dansk Deutsch
Frangais ltaliang
Frangais du Canada H#* 8
Polski Portugués
Nederlands Swenska
e e 3 i Libd
Capyright ® 2003 PeopleSoft, Inc
All tights reserwad. Copyrights o portions of
this sefiware may be owned by others. |
&] Done [ [ |4 intermet 4

SIGN OUT PROCEDURES

Type User ID and

1 Password.

Click Sign Inor
press Enter.

Click: Sign out link that is at the top right of every PeopleSoft screen

2 Base Mavigation Page - Microsoft Internet Explorer provided by Palomar College

File Edit ‘Miew Favorites Tools Help

GBack ~ = - @) 7t | Qusearch [GFavorites fMedia £ | N S -

PeopleSoft.
[Menu B

Search: =
()] @ Reporting Tools

[> My Favorites 3 . .
Fun, creste, and mansge gueties and nision reports.

[ Vendars
I> Furchasing Report Manager ﬁ Query
[ Accounts Payahle Review report list. Extract information using
[ Commitment Caontral visual representations of your
[ General Ledger PE databaze.
[ Application Diagnostics =l auery Yiewer
~ Reporting Tools
[> Query
[ PSinvision

— Report Manager
[ PeopleTools
— Chande My Password
— hiy Personalizations

e

Address IEhttp:.l’,l’pccdpsfwbﬂl.palomar.edu,l’psp,l’PALFSPRD,I’EMPLOVEE.I’ERP,I’s,fWEBLIB_Ej @Go Links | ** '@ -

PSinvision

Design and creats MS Excel
spreadsheet reports on
People=oft data.

= Define Report Book
[ElDefine Report Reduest
ElDefine Scope

Sign out link




BACK & FORWARD ARROWS IN MICROSOFT INTERNET

EXPLORER

Do not use the Back and Forward arrows in the Microsoft Internet Explorer toolbar to
navigate through PeopleSoft pages. Navigate using the various navigation tools that are
within PeopleSoft, e.g. Menu options, Home, Return to Search, Next in List, Previous in
List, etc.

a Base Mavigation Page - Microsoft Internet Explorer provided by Palomar College

Do not use File__Edit  View Favorites Tools  Help |
Back and w at | {Qsearch  [GFavorites  GfMedia ¢4 | - S -
Zﬁmr?n Address I@ http:,f,l’pccdpsfwbﬂl.palomar.edu,l’psp,l’PALF8PRD,l’EMPLOYEE.I’ERP,!’S,!’WEBLIB_Ej @Go Links | ** @ -
Microsoft P 1 S f
Internet Op edolt.
Explorer to
navigate. Nsearch: Main Menu =
Navigate ® '3 Reporting Tools
. [+ My Favarites 3 . .
using folder I Yendars Fun, create, and manage gueries and nizion reports.
links within |} Purchasing Report Manager ﬁ Query ﬁ PSinVfision
the Menu [ Accounts Payahle E Rewview report list. Extract information using Diesign and creste MS Excel
of the [> Caommitment Contral visual representstions of your =preadzhest reports on
[ General Ledger P= database. PeopleSoft data.
PeopleSoft I Application Diagnostics Elquery Yiewer [ElDefing Report Book
screens. ~ Reporting Toals [ElDefine Repart Request
b Query Elpefine Scope
[ PSinYision
— Repart Manadger
[ PeopleTools
— Change hy Password
— My Personalizations

NAVIGATION
There are two ways to access PeopleSoft pages.

1. One way is to use the vertical Menu on the left of the screen. Click on the »next to
the appropriate folder(s) to open, and then click on the desired link.

PeopleSoft.

Home Add to Favorites Sign out

Click a folder to
display its options.

Click on the
desired link.

[ My Favorites
[ Supplier Contracts
[: Vendors
~ Purchasing
[> Purchase Orders
I» Receipts
[ eProcurement
[» Accounts Payable

[: Commitment Contral
[: General Ledger

[ Reporting Tools

[ PeopleTools

— Change Wy Password
— My Personalizations

2. The other way is to use the Navigation Page. Click the appropriate folder listed on
the Menu located at the left side of the screen. The appropriate Navigation Page will
display to the right of the Menu; click the desired link.
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Navigation Page

PeopleSoft. s

Search: Purchasing
=
® {7y Purchasing

Manage requisitions, purchase orders, receipts, contracts, and related data.

[+ My Favorites
> Supplier Contracts

> Vendors ﬁ Purchase Orders ﬁ Receipts

Add, maintain, and dispatch pucchase orders, Enter and load recziving data, generate aceruals, revisw and rport on

I Purchase Orders (3 Manage Change Orders Click on the EERE
[ Receipts [ Review PO information desired link. [E] Waintain Activity and Comments

> eProcurement [ Review Receipt Information

[ Accounts Payahle

[» Commitment Control
[+ General Ledger

[ Reporting Tools

[ PeopleToals

- Change My Password
- My Personalizations

MENU FEATURES

ARROWS & DASHES:

A down arrow indicates an open menu folder.

A right arrow indicates a closed menu folder.

A dash is placed in front of a link to an interactive computer page. (The underlined word

or phrase is a page link.)

Menu =

Search:
®

[+ My Favarites

Ad i dicat [> Supplier Contracts
own arrow Inaicates an I Vendars

open folder.

[+ Purchase Orders
[+ Receipts
[» eProcurement
[» Accounts Payable
[ Commitment Control
[- General Ledger
[ Reporting Tools
A dash is in front of a link [ PeopleTools
to an interactive computer — Change My Password
page. — My Personalizations

v

Aright arrow indicates a
closed folder.
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MENU SEARCH:

If you do not know the navigation for what you need to do, type keywords into the
Search box at the top of the Menu and click the Start your search button or press Enter
on the keyboard. The navigation will be presented and a link that goes directly to the

needed page.

PeopleSoft, T

Type
keyword,
and click

PeopleSoft. T

Search

Enter search keywords separated by a space. Use quotes for any phrases. For example: Cities

COLLAPSE/EXPAND MENU:

Start ’),IOUI’ Countries ‘United States’
search” or
press Enter @ New Search O Search Within Resuits
‘PO ‘ fund | Customize Settings Search Tips
[» Wy Favorites Hide Summaries
.
[ Supplier Contracts SaRee
[ Vendars Link A9 Document Status
: View receipt document status information.
D PUrChﬂSlﬂg /v Home=Purchasing=Receiptz=Review Receipt Information=Document Status
[ eProcurement Navigation [~ Recsists
DﬂCCUUﬂtS Pa}rable View receiptinformation
|> CUmm\tmem CUmrUl Home=Purchasing=Receiptz>Review Receipt Information=Receipts
[» General Ledger 3 Adivity Summary
[» Reparting Tools View receiving, invoicing, and matching activities for selected purchase orders.
|> PEUplETUU|S Home=Purchagsing=Purchaze Orders=Review PO Information=Activity Summary
- Change My Passward 4 Purchase Ouders
_ it View purchase order information
\'1 PerSUnallzatIUnS Home=Purchasing=Purchaze Orders=Review PO Information=Purchase Orders
5 Document Status

View purchase order document status information
Home=Purchazing=Purchaze Orders=Review PO Information=Document Status

The Menu box can be placed out of view to provide the full screen for work in
PeopleSoft pages by clicking the Collapse icon at the top right of the Menu box or by

pressing CTRL +Y on the keyboard.

To restore the Menu, click the Expand icon at the top left of the screen or press

CTRL+Y.
PeopleSoft.

Collapse icon

Search:

| |

[> My Favorites
[» Supplier Contracts
[ Wendors

Pur

Purchase Orders

Manage Change Orders

e

— Purchasing

+ Purchase Orders
[ Manage Change Orders
[> Review PO Infarmation
[ Receipts
[ eProcurement
> Accounts Payable
[> Commitment Control
[ General Ledger
[ Reporting Tools
[» PeopleTools
— Change My Passwaord
— My Personalizations

=] Review Change Orders

Expand icon

Add, maintain, and dispatch purchase orders.

Review or load change requests and review

~~

PeopleSoft.

—NE»

Purchaging = Purchase QOrders =

ﬁ Manage Change Orders

Review or load change requests and review change or

E" Review Change Orders
Review change orders for a purchase order.




VIEW - F11 FUNCTION:
The normal screen view includes multiple rows of Microsoft Internet Explorer toolbars.
Pressing F11 on the keyboard closes all except the standard toolbar allowing more

viewable area of the working screen. Toggle with F11 to restore the original toolbars and
screen view.

A Purchase Orders - Microsoft Internet Explorer

File Edit View Favorites Tools Help e Back - -\) @ @ \:h p Search ‘?'D"{ Favorites @ B - % g - L‘J ﬂ ,‘3 I‘%.
¢ ctress ] hitp: fpcedpsfwbD1.paiomar. edu:80 10/psp/palfadey/EMPLOYEE ERP c/MANAGE_PURCHASE_ORDERS PO_INQUIRY.GEL?PORTALPARAM_PTCh ¥ | [ 6o iliks ” @ @snagtt ' &3~
PeopleSoft.
=3
Mew Window | Help | ,

Purchase Order Inquiry

Enter any information you have and click Search. Leave fields blank for a list of all values.

Business Unit: Q

PO ID: [ begins with ~ || |

Contract SetlD: ‘ begins with || |Q

Contract ID: ‘ begins with v” |Q

Release Number: | = ¥ | |

Purchase Order Date:‘ = v | | |@

PO Status: [= v | v

Short Vendor Name: ‘ begins with + || |Q

Vendor ID: ‘ begins with v|| |Q

Buyer: ‘ begins with V|| |Q

Buyer Hame: ‘ begins with + || |Q

PO Type: & | v

[case Sensitive

Search | Clear | Basic Search [E) Save Search Criteria

| Normal screen view |

PeopleSoft. T EEEEEE——————
(=13

Purchase Order Inquiry
Enter any information you have and click Search. Leave fields blank for a list of all values.

§ Find an Existing Value

Business Unit: = o~ [PaLMR =X

PO D | begins with |~ || |

Contract SetlD: | begins with || |Q
Contract ID: | begins with v” |Q
Release NHumber: | = V| | |

Purchase Order Date:| = ~| |

PO Status: = ~| -
Short Vendor Hame: | begins with v” |Q

Vendor 1D: | begins with v” |Q

Buyer: | begins with VH |Q

Buyer Name: | begins with v” |Q

PO Type: |: v| | R

[T case sensitive

Search I Clear I Basic Search [El Save Search Criteria

| Full-screen view
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SEARCH PAGES:

Clicking on a page link opens a search page. This is where search criteria are entered in
order to retrieve a needed computer page. Drop-down list boxes provide operators to
help define the search criteria. To conduct a search, enter the search criteria and click the
Search button.

o ___ 2| Drop-down
— list boxes
b My Favorites Purchase Order Inquiry
[+ Supplier Contracts Enter any information you have and click Search. Leave jélds blank for a list of all values.
[ Vendors
= Purchasing { Find an Existing Value
= Purchase Orders
[- Manage Change Orders ) )
— Review PO Information Business Unit: | = |4 | |F' MR |Q
= FLEEEO IR PO ID: | begins with + |
—A ¥ Summary
— PO Accounting Entries Contract SetlD: | hegins with v || |Q
— Frint FOs - -
— Document Status Contract I |neg”'15"\”th v|| |Q P .
I Receipts Release Number:  |= v | | < Enter criteria here.
[» eProcurement
[> Accounts Payable Purchase Order Dale:| = v| | ||'§;|
[» Commitment Control
[ General Ledger PO Status: - v| | v|
[ Reporting Tools Short Vendor Name: | begins with v|| |Q
[- PeopleTools - -
- Change My Password Vendor ID: [begins with v | S¥
— My Personalizations Buyer: | Begins with + ” |Q
Buyer Name: [ begins with + || |,
PO Type: [= v | v|

[Jcase Sensitive

Search Clear | pasic Search Save Search Criteria

Click Search button.

Purchase Order Inquiry
Enter any information you have and click Search. Leave fields blank for a list of all values.

/ Find an Existing Value

Operators in

Business Unit: = v [PALMR | drop-down list
PO ID: begins with ~ || /
Contract SetiD: W |Q_

Contract 1D: = | |Q

Release Number: 201 - | |

Purchase Order Date:| ™= | |E€J

PO Status: == | V|

Short Vendor Name: it:]etween | |Q

Vvendor ID: begins with | |Q_

Buyer: | begins with |+ || |Q

Buyer Name; |begins with V|| |Q

PO Type: |= v | v|

[lcase Sensitive

SearChR| Clear | Basic Search Save Search Criteria

Click Search button.




ACTIVE/INACTIVE PAGES:

Some screens have access to multiple PeopleSoft pages of information. Each page is
accessible by what looks like a manila folder tab. The active page, where the user can
interact, is indicated by a white tab; the inactive pages are indicated by colored tabs.

To make an inactive page the active page, click on the desired tab.

PeopleSoft. —

Search:

| |®

[> My Favorites
[> Supplier Contracts
[» Vendors
[» Purchasing
[+ eProcurement
[> Accounts Payable
~ Commitment Control
= Review Budget Activities
— Budaet Details
— Activity Log
[ Budget Reports
[» General Ledger
[» Reporting Tools
[ PeopleTools
— Change My Password
— My Personalizations

NEW WINDOW

Budgets Overview
Enter any information you have and cli

Active page
(white tab)

~Leave fields blank for a list of all values.

[ Find an Existing Value | Add a New Value ', q—

Inquiry Name:lbegins with v|| |

Search | Clear | Basic Search [El Save Search Criteria

Find an Existing Value | Add a New Value

Inactive page
(colored tab)

To look at more than one page at a time, use the New Window link, and then navigate to
another computer page.

PeopleSoft.
e B

Search:
®

[> Wy Favorites
[ Supplier Contracts
[ Vendors

Budgets Overview
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Purchasing
> eProcurement
[» Accounts Payable
7 Commitment Control
< Review Budget Activities
- Buduet Details
- Activity Log
[ Budget Reports
[ General Ledger
[ Reporting Tools
> PeapleTools
- Change My Password
- My Personalizations

| Find an Existing Value {Adda New Value |

Inquiry Name: begins with |

Searth Clear | Basic Search (B Save Search Criteria

Find an Existing Value \ Add 3 New Value

Add to Favorites

Cntinzon |
\

Click New Window
then navigate to
another page.




MY FAVORITES
Favorites can be set for quick access to pages that are frequently used and/or have
cumbersome navigations.

HOW TO ADD A FAVORITE
A good example to show why and how to set a Favorite is the multi-step navigation
necessary to view budgets. The steps are as follows:

1. Click: Commitment Control on the Menu
2. Select: Review Budget Activities
3. Select: Budgets Overview

Search:

[+ My Favorites

[ Wendors

[> Purchasing

[» Accounts Payahle

= Commitment Control

- Review Budget Activities Click appropriate
— Budget Details folders and link.
— Budgets Overview _
— Activity Log
[> Budget Reports
[ General Ledger
[> Application Diagnostics
[> Reporting Tools
[> PeopleTools
— Change by Password
— My Personalizations

4. Click: Add a New Value tab on Budgets Overview search page
5. Type: BUDGET in Inquiry Name box

Budgets Overview

{ Find an Existing Value (" Add a New Value ) T Click Add a New Value tab.

P Type budget in the Inquir
InquiryName:Ibudget <« Ni?”ne b0>g quiry
Add I; Click Add.
I R |

Find an Existing Yalue | Add a Mew value

6. Click: Add or press Enter



The Budget Inquiry Criteria Budget Overview page will appear.
7. Click: Add to Favorites link at the top right of the screen

/3 Budgets Dverview - Microsoft Internet Explorer provided by Palomar College

File Edit Miew Favorites Tools  Help |
$=Back ~ = - &) ot | Qi Search  [GelFavorites  EfMedia £ | B S =1 =

Address |@ http:/fpccdpsfwbol .palumar.edu,l’psp,l’PALFSPRD,I’EMPLOYEE,I’ERP,I’E,I’MANAGE_LI > Go

PeopleSoft.

Click
Add to Favorites.

Homme Add to Fa =1

=1 »

Mewywindow | Help | Custornize Page | o5, =

Budget Inquiry Criteria
Budget Overview

Inguiry: BUDGET Description: I m

Amount Criteria Search I Clear I Refresh I

Budget Type

*Business Unit: |F'»‘\LMR 2 Ledger GroupsSet: | Ledger Group =1 Ledger Group: | Q
™ wiew Stat Code Budgets
I Display Chart

TimeSpan

*Type of Calendar: |Delall Budget Period LI
Customize | Find | * 4
From Budget . ji Closing
Select  Ledger Group Calendar ID Period To Budget Period Period(s) Adjustments
I3 PRMST_ExP [ (s} [ (s} ~ = =
4 | >
|&] pone |4 Internet

The Add to Favorites page will appear.

8. Change or accept the name of the favorite presented in the Description box.
9. Click: OK

7§ Add to Favarites - Microsoft Internet Explorer provided by Palomar College

File Edt View Favorites Tools Help
Gak v = - @ 1 4 | Qoearch [Favoritss Pieda (4 ‘ B3 g
Acess [ ] b fpcedpsfub01 palomer ecpep PALFPROJEHPLOTEEIERPIPORTAL . ™| @G0 | Links | & -

PeopleSoft

e Window | Hela | Custorize Page | &

Add to Favorites

Please Enter a Unigue Description far this Favorite

"Description: |Eudgets Ovarvien — Chang_e or accept the
name in the

Cancel Description box.

Click OK



HOW TO USE A FAVORITE
1. Click: My Favorites on the Menu
2. Click: the link to the desired favorite

HOW TO DELETE A FAVORITE

Click appropriate
Delete button.

1. Click: My Favorites on the Menu
2. Select: Edit Favorites
3. Click: Delete button to the right of the Favorite to delete
4. Click: OK in the dialog box that states:
Delete current/selected rows from this page? The delete will occur
when the transaction is saved.
5. Click: Save button at the bottom of the page
Select Edit Favorites.
PeopleSoft.

Edit Favorites

Click the Save button after editing or deleting favaorites
= My Favorites
— Budgets L ookup
— Budgets Overview

Customize | Find | ]
*Favorite

Sequence number

First K] 1

— Process bonitor

|Eludgets Lookup

0

Celete |

[ Wendors
[ Purchasing

|Eludgets Overyi e

0

Celete |

[ Accounts Payahble

[» Commitment Control

[ General Ledger

[ Application Diagnostics
[» Reporting Tools

[ PeopleTaoals

— Change My Password
— My Personalizations

|Process Monitor

4

Save | =1 Motitv

0

Celete |

1o

Click Save.

10
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MY PERSONALIZATIONS

My Personalizations is an area where preferences can be set. Preferences can be set for
the tab to pass over stops not needed often, making data entry quicker. A preference can
also be set to automatically collapse the menu out of the way whenever a menu option is
selected. For example, directions to set Automatic menu collapse are as follows:

1. Click:
2. Click:

Click My Personalizations link.

PeopleSoft.
[Menu &

Search:
&

[» My Favarites

[- Wendors

[= Purchasing

[ Accounts Payahble

[= Commitment Contral

[» General Ledger

[ Application Diagnostics
[» Reporting Tools

[ PeopleTools

— Change by Password
— My Personalizations

Personalizations
Leslie F. Briggs

Fersonalized settings are in effect.

My Personalizations on the Menu
Personalize Option button to the right of the NAVIGATION category

Home

Acld to Favo

Mewy window | Help | Customi

Changes to Personalization settings reguire you to log off and log back on in order to take effect.

Personalization Categories

Description
GEMERAL

LOCALE
MESSAGES
PAVIGATION

Restore Defaults

Personalize Option

Personalize Option |
Personalize Option |
Fersonalize Option |

Fersonalize Option | —

Click the
Personalize Option
to the right of
NAVIGATION.

The Option Category: NAVIGATION Personalization page will appear. Scroll up and
down to view all the options.

3. Click: the Override Value box to the right of Automatic menu collapse
4, Select: Yes
5. Click: OK button at the bottom left of the screen

Ciption Category.  MNAVIGATION

Personalizations

First 1] 1-17 of 17 [ Last

Find

Personalization Option Default Value Override Value
Tab over AddiDel Buttons (+5) Mo | =] Eumiain Click in the
} Override Value
i Yes ¥ Esplain
Autornatic menu collapse Mo I <4 | Explain box and select
Show browser address location Yes | j Explain the approprl_ate
) value. In this
Show browser navigation bar Yes I ﬂ Explain case, select Yes.
Slow browser links Yas | j Explain
Tab over Related Page Links Mo I j Explain
Tab aver Toolbar Mo | j Explain
Restore Category Defaults
Ok ‘l Cancel |
Click OK.
& [ |4 mterne
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A screen will appear stating: Your Personalizations have been saved. By clicking on
the Return button, the user will be returned to the Personalizations page, and this message
will appear: Changes to Personalization settings require you to log off and log back
on in order to take effect.

E»

Return
—

PeopleSoft. C———

Save Confirm

g Your Personalizations have been saved.

A

This message will
be displayed.

the page below.

Return advances to

\

)

PeopleSoft.

»

Personalizations

User’ name is displayed here.

Personalized settings are in effect.

Changes to Perzonalization settings require you to log off and log back on in order to take effect.

Personalization Categories

Description Personalize Option

GEMERAL Personalize Option |
LOCALE Personalize Option |
MESSAGES Personalize Option |
MAVIGATION Fersonalize Option I

Festore Defaults

12

This message will
be displayed.
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CHANGE MY PASSWORD

Passwords in the Finance application must be at least five (5) characters and must be
changed at least every six months.

1. Click: on the Change My Password link.

PeopleSoft.

Menu EH E3
Search:

| | &
[> My Favorites

[ Supplier Contracts

[ Vendors

[ Purchasing

[ eProcurement

[ Accounts Payable

[» Commitment Control

[ General Ledger

[ Reporting Tools

[ PeopleTools

— Change My Password o |
— My Personalizations

Click to change
password

2. Type: Current password, New Password and Confirm Password
3. Click: Change Password to set

Change Password
User ID:

Description:

*Current Password: | |

Type new password

*New Password: | | and confirm

*Confirm Password: | |

Click to change

Change Password ‘ password
4. Click: OK
5. Click: Home to navigate back to Menu

Password Saved

V Your password has successfully been changed.

O
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VIEW PURCHASING INFORMATION

REQUISITION INQUIRY:

From the Menu, navigate to the Requisition Inquiry page.

1. Click: Purchasing on the Menu
2. Click: Requisitions on the Menu
3. Select: Review Requisition Information — Requisitions

ORACLE’

search: | Pwhasig> |

(€ ﬁ Requisitions

Create, maintain, reconcile or review reguisitions information.

Home Worklist Add to

[ My Favorites

[» Supplier Contracts
[ Vendors ﬁ Review Requisition Information ﬁ Reports
~ Purchasing O inaias

Run requigition reports for detail, cross-reference, al
information.
=] print Requisition

B aq requisition details and activities.
=] Requisitions
= -

~ Requisitions
[» Review Requisition

punting En
Information =] Document Status =1 Req and PO Budgetary Activity
[» Reports = Change History
[ Purchase Orders
[- Receipts

[* Procurement Cards
[ Analyze Procurement

[ eProcurement

[+ Accounts Payable

[ Commitment Control

[» General Ledger

[» Set Up Financials/Supply
Chain

[> Worklist

[ Reporting Tools

[ PeopleTools

— Tax Center

— Change My Password

— My Personalizations

The Requisition Inquiry page will appear.

14



ORACLE’

Search:
®

[» My Favorites
[ Supplier Contracts
[ Vendors
= Purchasing
+ Requisitions
- Review Requisition
Infarmation

— Accounting Entries
— Document Status
— Chanage History
[ Reports
[ Purchase Orders
[» Receipts
[ Procurement Cards
[- Analyze Procurement
[ eProcurement
[» Accounts Payable
[ Commitment Control
[ General Ledger
[ Set Up Financials/Supply
Chain
[+ Worklist
[- Reporting Tools
[» PeopleTools
— Tax Center
— Change My Password

— My Personalizations

Home Worklist Add to Favorites

Sign out

New Window | Help | Customize Page | neb

Requisition Inquiry

Business Unit. W Q
Requisition ID: l— Q, To Req: l— Q,
Req Status: I— Q, Origin: I— a,
Requester: | aQ
Requester Name: | aQ
Requisition Date: I— El To: I— El
Vendor SetlD: |:—_—: Vendar Lookup
Vendor ID: I—Q Vendor Details Vendor Name: I—Q
ltem SetiD: PALMR Item ID: [ a
ltem Description: I :I I" Direct Ship
Department: l— Q,

oK Cancel |

There are several options for using this page to search for Requisitions. The fields on this
page can be used alone or in conjunction with others.

e Requisition ID:

e ToReq:

e Origin:

e Requester:

e Vendor ID:

e Req Status:

4, Enter:
5. Click:

If you know the Req number, enter it in the Requisition 1D
box. (Include all the leading zeroes.)

If you want to look at a range of Req numbers, put the first
number in the Requisition 1D box and the last number in
the To Req box.

If you want to see all Reqgs that were approved by the same
person, put that person’s Origin Code in this box.

To see all Reqgs for a particular Requester, put that person’s
User ID in this box.

To see all Regs for a particular vendor, put the Vendor 1D
number in this box. (Use the Vendor Lookup link to search
for the Vendor ID, if necessary.)

This field is best used in conjunction with another field,
such as Origin or Requester. For example, to see all Reqs
for a particular user that haven’t been fully approved, enter
P (for Pending Approval) in the Req Status box and the
User ID in the Requester box.

the desired search criteria
OK or press Enter

The Req Inquiry page will appear.

15



{ Requisitions

Customize | Find | View All | i First E 1-11 of 49 [} Last

Details Status

Unit Requisition Status Requester Req Date Total Amt
PALMR 0000000347 Complete McCrory, Margery 0112812010 6,804 480 USD
PALMR 0000000346 Complete Chmura, Lerina 01/28/z010 1,353.200 USD
PALMR 0000000345 Pending o'neill, yasue 0112812010 306.000 USD
PALMR 0000000344 Approved Cummins, Diane 012712010 546.500 USD
PALMR 0000000343 Approved Marrison, Anna 012712010 443,700 USD
PALMR 0000000342 Approved Renner, Donna 012712010 973.310 UsSD
PALMR 0000000341 Approved Farrell, Dorothy 01/26/2010 109.950 USD
PALMR 0000000340 Approved Renner, Donna 01/26/2010 870530 USD
PALMR 0000000339 Approved Ramirez, Griselda  01/26/2010 2,000.000 USD
PALMR 0000000338 Complete Chmura, Lerina 01/25/2010 5416880 USD
PALMR 0000000337 Approved Chmura, Lerina 0112512010 25,385.840 UsD
Search

[=] Motify |

On the Details tab, you can see the current status of the Regs in the Status column:

Pending: The Req has not been fully approved.
Approved: The Req has been fully approved.
Complete: The Req has been made into a PO, we’ve been invoiced by the

vendor, and we’ve paid the vendor.

{ Requisitions 1
Customize | Find | View All | o First |I| 1-11 of 49 [+ Last
Detal= | Status
. - Change . . . Use Document Approval
Unit Requisition Order OnRFQ OnPO Direct Ship Received OnMSRE OnVoucher ProCard Status History
PALMR 0000000347 ¥ ¥ bk B
PALMR 0000000346 Y Y ¥ £
PALMR 0000000345 B o
PALMR 0000000344 Y Y ¥ B
PALMR 0000000343 ¥ ¥ ¥ B
PALMR 0000000342 ¥ ¥ Ex
PALMR 0000000341 Y Y ¥ £
PALMR 0000000340 ¥ ¥ ¥ ]
PALMR 0000000339 ¥ ¥ Ex
PALMR 0000000338 ¥ ¥ ¥ Eq
PALMR 0000000337 ¥ ¥ Eq
Search
[=] Motify |

On the Status tab, you can see where the Req is in its lifecycle.

e AY inthe On PO column means that the Req has been made into a PO. Clicking
on the Y will take you to the PO Inquiry page.

e AY inthe On Voucher column means that we’ve been invoiced by the vendor,
and that invoice has been entered into the system as a voucher. Clicking on the Y
will take you to the Voucher Inquiry page.

e If you click on the =l in the Document Status column, a new window opens,
taking you to the Req DOC Status page.
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{ ReqDOC Status

0000000338

Business Unit:  PALMR Req ID: Status: Complete
Document Date: 01/25/2010 Document Type: Requisition Budget Status: Walid
Currency: usD Amount: 5416.88

Requester: Chmura, Lerina

Associated Document Customize | Find | View A First [ 14 of 4 (] L ast

Documents Y Related Info
SetlD W DOC ID Document Type Status Document Date Vendor ID Location
PALMR 0000052065  Payment Posted 02/04/2010 0000023912 0000000001
PALMR 0000001178 PO Compl 02/01/2010 0000023912 0000000001
PALMR 00166765 Voucher Posted 01431/2010 0000023912 0000000001
PALMR 00166769 Voucher Posted 01/31/2010 0000023912 0000000001

L\ Return to Search |

The Documents tab shows all the documents in the system that are related to this Req. In
the DOC ID column is the ID number of the related documents. In the Document Type
column, it tells you what kind of document it is. The ID numbers are links that will take
you to the associated inquiry pages.

You can also navigate directly to this page:

REQUISITION DOCUMENT STATUS:

From the menu, navigate to the Requisition Document Status page

1. Click: Purchasing on the Menu
2. Select: Requisitions — Review Requisition Information — Document Status
ORACLE ,
Home Worklist
[
Search:

®

Requisition Document Status
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value

[+ My Favarites
[» Supplier Contracts
[ Vendors
= Purchasing
~ Requisitions
= Review Requisition

[+ Accounts Payable
[» Commitment Contral
[ General Ledger

Chain

[» Set Up Financials/Supply

" Case Sensitive

Search I Clear |Basic Search Save Search Criteria

Information Business Unit: |: vI IPALMR Q
: %ﬁ:ﬁgﬂnmes Requisition ID: |begins with j I 4—| Fnter Rentiicitinn niimher here
— Document Status Requisition Status:|= B -l
— Change History - -
Ri tion Date: |= <
S equisition Date | - | [#]
[ Purchase Orders Origin: |begins with j| QL
[ Receipts - -
> Procurement Cards Requester: | begins with =]| Q
I Analyze Procurement Description: begins with =
I» eProcurement ption: [beg JI



3. Type: Requisition 1D number (it’s okay to use a wildcard (%) in place of the
leading zeros)
4. Click: Search or press Enter

The Requisition Document Status page will appear.

{ ReqDOC Status
Business Unit:  PALMR Req ID: 0000000338 Status: Complete
Document Date: 01/25/2010 Document Type: Requisition Budget Status: Walid
Currency: usD Amount: 5416.88
Requester: Chmura, Lerina

Associated Document Customize | Eind | V
Documents Y Related Info

SetlD W DOC ID Document Type Status Document Date Vendor ID Location

FALMR 0000052065  Payment Fosted 02/04/2010 0000023912 0000000001
PALMR 0000001178 PO Compl 02/01/2010 0000023912 0000000001
PALMR 00166765 Woucher Fosted 01/31/2010 0000023912 0000000001
PALMR 00166769 Woucher Fosted 01/31/2010 0000023912 0000000001

Z\ Return to Search

|
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PURCHASE ORDER INQUIRY:

From the Menu, navigate to the Purchase Order Inquiry window.

1. Click: Purchasing on the Menu
2. Select: Purchase Orders

PeapleSoft.

Add to Favorites Sign out

p— i
=
® @@ Purchasing

[ My Favorites
[ Vendors

Ianage requisitions, purchase orders, receipts, contractz, and related data.

r" Purchase Orders ﬁ Receipts

’ Rmt-meitain=amdWEpatch purchase orders. Enter and load receiving data, generate accruals, review and report on
EIpts [*1 Manage Change Orders reoeiplts. o

> Accounts Payable [ Review PO Information =] Maintain Activity and Comments

[» Commitment Cantrol [ Review Receipt Information

[» General Ledger

[ Application Diagnostics
[ Reporting Tools

[» PeopleTools

- Change Wy Password
- My Persanalizations

- My Systern Profile

3. Select: Review PO Information
4. Select: Purchase Orders

PeopleSofi,

Search: Wain Menu = Purchasing » Purchase Orders =
) ﬁ Review PO Information

[ My Favorites o : o
b Vendors Run inguiries on purchase order details and activities.
=~ Purchasing E Purchase Orders Activity Summary PO Accounting Entries
=7 Purchase Orders View purchaze order information. View receiving, invoicing, and matching View accounting entries in the Commitment
_.. activities for selected purchase orders. Control ledger activity log
— Activity Surmmary E Print POs E Document Status
— PO Accounting Entries Produce the PO Dizpatchi/Print report to View purchase order document status
- Print POs create hard copy of purchaze orders. information.
— Document Status
[» Receipts
[» Accounts Payable
[» Commitment Control

[ General Ledger

[> Application Diagnostics
[» Reporting Tools

[> PeopleTools

— Change My Password
- My Personalizations

— My System Profile

The Purchase Order Inquiry page will appear.
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PeopleSoft. R VT

search: New Window | Help | &,
> My Favorites Purchase Order Inquiry
I> Vendors Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
=~ Purchasing
= Purchase Orders Find an Existing Value
I> Manage Change Orders
+ Review PO Information . ) - .
— Purchase Orders Business Unit: PALMR Q +—|Required Field
— Activity Summary PO ID: [ begins with | | Type in PO #
— PO Accounting Entries
— PrintPOs Contract SetiD: ‘ begins with H ‘Q
— Document Status X
b Receipts Contract ID: ‘ begins with v | ‘O\
I> Accounts Payable Release Number: ‘ = "l | ‘
I> Commitrnent Control
[ General Ledger Purchase Order Date:‘ = v| | ‘Eﬂ
[> Application Diagnostics PO Status: - "l | vl

[ Reporting Tools
I PeopleTools Short Vendor Name: | begins with |+ | &,
— Change My Password

— My Personalizations Vendor ID: ‘ begins with | @
— My Svstem Profile Buyer: ‘Degins with v [ ‘Q
Buyer Name: beqins with |+ | ‘Q
PO Type: [= v | v|

[Icase Sensitive

Search I Clear | Basic Search [ Save Search Criteria

|CIick Search or press Enter |

5. Select: Business Unit using the drop down. (default is PALMR)
6. Type: Purchase Order number (partial or full number) in PO ID field
7. Click: Search or press Enter.

PeopleSoft.

Sign out

Add to Favorites

SR New Window | Help | Customize Page |nr|§u
Yilnale Purchase Order Inquiry
[ Supplier Confracts

> Vendors Purchase Order
= Purchasing
= Purchase Orders Unit: PALMR PO Status: Compl

 Manage Change Orders POID: 0680113 Budget Status:  Valid
= Review PO Information

- Purchase Orders =
— Activity Summary

- PO Accounting Entries |~ PO Date: 0710112005 Doc Tol Status: ~ Valid
~ Erint POs Backorder Status: None
- Document Status Yendo:: KA TS 001 )
* Receipts VendorID: 0000000552 Vendor Details Receipt Received
> eProcurement Hold From Further Processing
[» Accounts Payable Buyer: Simonds, Kimberly I
 gProcurement PO Reference: 35050 :
[» Accounts Payable Merchandise: 148.200
I» Commitment Control Header Details AMIRTV Matching FreightTax/Misc.: 0.000
[» General Ledger
» Reporiing Tools Header Comments... Document Status Total: 148.200 USD
[ PeopleTools Chanae Order
— Change My Password | Click to view PO Document
— My Personalizations

Line Item Item Description Category PO Qty UOM  Amount Status

1 B BILATERAL AGREEMENT FOR CONTIM MAEQP 1.0000 LOT 148.200 USD Closed =

There are two ways to view the Purchase Order Status page. Click the link on this
page or follow the instructions listed below. Skip steps 1 -4

Underlined, blue text - links to other information pertaining to the PO.
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PURCHASE ORDER DOCUMENT STATUS:

From the menu, navigate to the Purchase Order Document Status window

1. Click:
2. Select:

Purchasing on the Menu
Purchase Orders — Review PO Information — Document Status

PeopleSoft.
Menu &

Search:
@
> My Favorites
[- Vendors
[~ Purchasing
<7 Purchase Orders
[ Manage Change Orders
= Review PO Information

— Purchase Orders

— Activity Summary

— PO Accounting Entries
— Print POs

[+ Receipts
[> Accounts Payable
[> Commitment Control
> General Ledger
[» Application Diagnostics
[ Reporting Tools
[ PeopleTools
— Change My Password
— My Personalizations

— My Systemn Profile

3. Type:
4. Click:

The Purchase Order Document Status page will appear.

Add to Favorites Sign out

Hew Window | Help | &,

Purchase Order Document Status
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Business Unit:

PALMR @

PO Number: [ begins with v os80113 [rypePo# |
Purchase Order Date: [= ~| I |El
origin: | begins with |+ || |Q

Purchase Order Reference:| begins with + | |

[Icase sensitive

Search Clear | Basic Search B Save Search Criteria
[Click Search or press Enter |

Search Results

1af1

Business Unit PO Number Purchase Order Date Origin Purchase Order Reference
PALMR 0680113  07/01/2005 ONL 36059

PO Number
Search or press Enter

PeopleSoft.
[Meru @

Search:
®
I My Favorites
> Vendors
=~ Purchasing
= Purchase Orders
[- Manage Change Orders
= Review PO Information
— Purchase Orders
— Activity Summary
— PO Accounting Entries

— Print POs
[ Receipts

[» Accounts Payable

> Commitment Control

I» General Ledger

I» Application Diagnostics
[» Reporting Tools

I> PeapleTools

— Change My Password
— My Personalizations

— My System Profile

5. Click:

Add to Favorites

Sign out

Mew Window | Help | Custornize Page | /&,

Click - PO Inquiry|
page will appear

PO Document Status

Business Unit: 0680113

PALMR PO ID: Status: Compl
Document Date: 07/01/2005 Document Type: Purchase Order Budget Status: Valid
Currency: UsD Amount: 148.200
Buyer: Kimberly A Simonds

Associated Document
Documents | Related Info

SetlD Business Unit DocC ID Document Type Accounting Entries
FALMR 00107049 Woucher Accounting Entries
PALMR 0000004209 Fayment Accounting Entries

Click - Payment Inquiry
page will appear

£\ Return to Search

The DOC ID (Payment) to view payment information on this PO.
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The Payment Inquiry page will appear.

PeopleSoft.

Search:

|

®

[+ My Favorites
[> Supplier Contracts
[ Vendors
[> Purchasing
[ eProcurement
= Accounts Payable
[ Vouchers
= Review Accounts Payable
Info
[ Vouchers
= Payments
— Document Status
— Payment
[ Commitment Control
[ General Ledger

L vuULIEID

= Payments
— Document Status
— Payment
[ Commitment Control
[> General Ledger

L vuLLES
=~ Payments
— Document Status
— Payment
[ Commitment Control
[- General Ledger

v vuuLES
= Payments
— Document Status
— Payment
[ Commitment Control
[» General Ledger

L vuuLIgls
= Payments
— Document Status
— Payment
[ Commitment Control
[» General Ledger
[ Commitment Control
[» General Ledger
[> Reporting Tools
[ PeopleTools
— Change My Password

— My Personalizations

Home Add to Favorites
Mew Window | Help | ¢

Payment Inquiry

Search Name |ALL |Q

From To

Vendor Name |Q | |Q
*Amount Rule Any v |

Amount

Currency :IQ

Bank SetlD PALMR |

Bank Code WELLS|Q

Bank Account EIQ

Bank Account #

Reference 76147590

Payment Date

[ s

Payment Method | Check ~
Pay Cycle Q
Seq Num Q

Payment Status

Remit SetlD PALMR |,
Remit Vendor Q
Settle by hd

Settlement Status b
Single Payment Vouchers O

Max Rows 300 Search Clear |
[] show Chart *Chart Type: Bar Chart v
Sorting C

Cescendng zndsrt

PymntRef |~ []Descending Sort

1st sort:

Payment Inquiry Result
Payment Details Y Additional Info

Payment

i Wendor Detailz 4 Financial Gateway

Payment . Payment Payment Reconciliation Reconcile
Source Reference Method Amount Currency Creation Date Date Status  Status Date
VCHR 76147590 Check 1,585.640 USD 09/22/2005 09/22/2005  Paid Unrecon

Click - Payment Reference ID to
view vouchers for this payment.

6. Click:

The Payment Reference ID to view voucher information for this

payment.
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Vouchers For a Payment

Back To Payment [nguiry

Bank Name: Wells Fargo Central Bank Pymnt Ref ID: 76147590
Bank Account# 4759-037567 Accounting Date: 09/22/2005
Pay Cycle: AP Seq Num: a5 Payment Date: 09/22/2005
Vendor Name:  KNIGHT SECURITY & FIRE SYSTEMS Days Outstanding: 175
Address: 535 STATEPL Payment Clear Date:

Reconcile Date:

ESCOMNDIDO CA 92029 UsA  Value Date: 09/22/2005
Payment Amount: 1,585.640 USD Payment CHK
Method:

Description:

Customize | Find |
Discount Late

Business Advice

Unit Voucher ID 5 Advice Date Invoice Humber Gross Paid Amount Paid Amount Currency Taken Charge So
PALMR 00107051 1 09/09/2005 360928 233.700 233.700 USD Acc
PALMR 00107050 1 09/09/2005 360927 58.440 58.440 USD Acc
PALMR 00107049 1 07/01/2005 356427 148.200 148.200 USD Acc
PALMR 00107048 1 07/01/2005 356444 467.400 4G7.400 USD Acc
PALMR 00107025 1 09/07/2005 360914 28.000 28.000 USD Acc
PALMR 00107020 1 09/07/2005 360915 182.500 182.500 USD Acc
PALMR 00107019 1 07/01/2005 356431 467.400 467.400 USD Acc
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ENTER A REQUISITION NUMBER AND VIEW THE
CORRESPONDING PURCHASE ORDER

PO ACTIVITY SUMMARY:

From the Menu, navigate to the PO Activity Summary window

1. Click: Purchasing on the Menu
2. Select: Purchase Orders - Review PO Information - Activity Summary

Pe OpleSOft= Home Add to Favorites Sian out
Search: Mew Window | Help | /5,
I My Favorites PO Activity Summary
[ Vendors Enter any information you have and click Search. Leave fields blank for a list of all values.
== Purchasing

< Purchase Orders { Find an Existing Value \'
I» Manage Change Orders
< Review PO Information
n . PO Number: |beginswnh v” |
- ounting Entries
— Print POs Purchase Order Date: [= v | e
- Do 5
o Recg;’gumw Purchase Order Reference:| begins with + H |'—|Type Req #
> Accounts Payable Vendor ID: [ begins with | |a
> Commitment Control
[ General Ledger [Icase sensitive
I» Application Diagnostics
[ Reporting Tool
b P:g:‘e?gm;n s Search Clear | Basic Search Save Search Criteria
- Change by Password Click Search or press Enter
— My Personalizations
— My System Profile
3. Type: Requisition number in Purchase Order Reference field

4. Click: Search or press Enter

The Activity Summary page will appear.

=

E—— Mew Window | Help | Custerize Page | .=,

[+ My Favorites -
 Vendors Activity Summary
= Purchasing

= Purchase Orders

I Manage Change Orders Unit: PO Status:
= Review PO Information PALMR Compl

— Purchase Orders POID: 0680113 Vendor: KMIGHT SECURITY & FIRE SYSTEMS

First (4] 1 or1 [!] Last

— P < Receipt Invoice ' Matched RTV
— Document Status Line Ite Item Description uom Order Oty Amount Ordered Currency 200Ut
[ Receipts Only

[» Accounts Payable 1B BILATERAL AGREEMENT FOR CONTIN LOT 1.0000 148.200 USD
[ Commitment Conirol

[ General Ledger

[+ Application Diagnostics
[ Reporting Tools

[ PeopleTools

— Change |'v'|f Password
B Mf Personalizations

- My System Profile

L\Returnto Search | [E]  Notify
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VIEW ACCOUNTS PAYABLE INFORMATION

VOUCHER DOCUMENT STATUS INQUIRY:

From the Menu, navigate to the Accounts Payable window.

1. Click: Accounts Payable on the Menu
2. Select: Review Accounts Payable Info — Vouchers — Document Status

Pe Ople SOft L _Home Add to Favorites _Sign out

Search: Main Menu » Accounts Pavable » Review Accounts Payable Info »
® ﬁ Vouchers
[> My Favorites
© Vendors Review voucher information
[ Purchasing ~ E Accounting Entries E Document Status E Journal Drill Down
= Accounts Payable Review voucher posting results and accounting entries. Review all documents associated with a voucher. Review general ledger journal details.
[ Vouchers
= Review Accounts Payable
Info -
\c"ck: Accounts Payable
— Accounting Entries Select: Review Accounts Payable - Vouchers
- Document Status

— Journal Drill Down
[ Payments
— Accounts Pavable Center
> Commitment Control
> General Ledger
[» Application Diagnostics
[» Reporting Tools
[ PeopleTools
- Change My Password
— Wy Personalizations
- Wy Systern Profile

The Voucher Document Status Inq page appears.

PeopleSoft. —

Search:
& My Favorites Voucher Document Status Inq
[ Vendors Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Purchasing

— Accounts Payable { Find an Existing Value

[ Vouchers
= Review Accounts Payable
Info Business Unit: [= ¥ [PALMR la
= Wouchers . . N
 oeounting Entries Voucher ID: | begins with v | +—I[Enter Voucher ID # |

— Document Status Invoice Number: | hegins with || |Q

— Journal Drill Down . . -
[» Payments Invoice Date: | - v| | |E'.J

— Accounts Payable Center Vendor SetiD: [= ¥ | |
[ Commitment Control
> General Ledger Vendor ID: | begins with v | [s3
[ Application Diagnostics . - -
b Reporting Tools Short Vendor Name.| begins with v | |Q
I PeopleTools [Ocase Sensitive
— Change My Passwaord
— My Personalizations
— My System Profile Search Clear | BasicSearch [E save Search Criteria

|Click Search or press Enter |

3. Type: Voucher ID #
4, Click: Search or Enter
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The Voucher Document Status page appears.

PeopleSoft.

Menu &8
Search:
®

I Iy Favarites Voucher Document Status
[ Vendors

[> Purchasing

= Accounts Payable Business Unit:  PALMR VoucherID: 00107049 Document Type: Voucher

[» Vouchers

< Review Accounts Payable Invoice ID: 356427 Invoice Date: 07/01/2005  Document Tolerance Status: Valid
Info

< Youchers

— Accounting Entries Vendor ID: 0000000652 Location: 000001 KNIGHT 5-001

— Document Status

— Journal Drill Down Associated Document Customnize | Find | First 4] 12 or2 ] Last
> Payments Documents ' Related Info

— Accounts Payable Center )
> Commitment Contral selp  paSESS pocyp Document Type Status Document Date  Vendor ID Location

[» General Ledager
[> Application Diagnostics PALIR

[» Reporting Tools PALMR
[ PeopleTools

— Change My Password
— My Personalizations
— My System Profile Click to view the Purchase Order Inquiry page |

Gross Amount: 145200 USD Approval Status:  Approved Budget Status: Valid

Payment Posted 09/22/2005 0000000652 000001
FQ Compl 07/01/2005 0000000652 000001 B

0680113

Click to view the Payment Inquiry page I

5. Click: Doc ID payment to view the Payment Inquiry page (re: page 16)
6. Click: Doc ID PO to view the Purchase Order Inquiry page (re: page 14)

***NOTE: POP UP BLOCKERS CAN PREVENT ACCESS TO LINKS***
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VIEW BUDGET INFORMATION

BUDGET OVERVIEW

From the Menu, navigate to the Budget Overview window.

1. Click: Commitment Control on the Menu
2. Select: Review Budget Activities
3. Select: Budgets Overview

Search:

[> hy Favorites

[ Wendors

[> Purchasing

[» Accounts Payahle

— Cammitment Contral

- Review Budget Activities Click appropriate
— Budnet Details folders and link.
— Budgets Overview _
— Auctivity Log
[ Budget Repans
[ General Ledger
[ Application Diagnostics
[ Reporting Taols
[» PeopleToaols
— Chanoge My Password
— My Personalizations

4. Click: Add a New Value tab on Budgets Overview search page
5. Type: BUDGET in Inquiry Name box

Budgets Overview

{ Eind an Existing value ({” Add a New Value ) T Click Add a New Value tab.

P Type budget in the Inquir
Inquiname:Ibudget < N)z;‘:ne bO)?. quiry
Add I4 Click Add.

Find an Existing Yalue | Add a New Value

6. Click: Add or press Enter
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The Budget Inquiry Criteria Budget Overview page will appear.

PeopleSoft.
Menu &

Search:
®

[+ My Favarites
[ Vendors
[+ Purchasing
[+ Accounts Payable
> Commitment Control
= Review Budget Activities
d

£ Lol
I Budget Reports
[+ General Ledger
(> Application Diagnostics
[ Reporiing Tools
> PeopleTools
— Chanige by Password
— My Personalizations
— My System Profile

Enter all or
one search
criteria

8. Type:

9. Click:

Budget Inquiry Criteria

Add to Favorites

Budget Overview Click: Search

Inquiry:  BUDGET escription: | ‘ o

Search ‘ Clear | Refresh |

Amount Criteria
Budget Type

“Business Unit: |PALMR| 2,

[ view Stat Code Budgets
[ pisplay Chart
TimeSpan

*Type of Calendar: | Detail Budget Period -

PROJ_GRT |,

Project/Grant Budget Ledger Gr

Ledger Group/Set: | Ledger Group 3

Ledger Group:

Customize | Find | View All | B

Select  Ledger Group Calendar ID ;’E"I:";“"ge‘ To Budget Period L;‘:I'j‘::;?"l“s‘m"‘ K‘;L“;‘;ﬂgﬁﬂ"g
PROJ_GRT FI 2006 |a 2008 (@ (]

ChartField Criteria
ChartField \c’;‘f’u"g‘e“”“"” ChartField To ChartField Value Set  Update/Add Open
Account 2 o [ . @ | /@ updateradd imlzm
Dept [s61100 @ [ o @ | &, Updateradd ’

Fund 3 o [ . @ | /@ updateradd

Class 2 @ [ o @ | &, Updateradd

Program 67800 o [ . @ | /@ updateradd

Project 2 @ [ o @ | &, Updateradd

B save ‘ L. Return to Search‘ = Notify ‘ ':JRET"ES"\‘

E+ Add
B aa |

The less Chartfield Criteria entered the breader the search.
Enter more fields for more defined results.

Sign out

New Window | Help | Customize Page |

ChartField Search Criteria information. Enter all or one search criteria.
(NOTE: the fewer ChartField Search Criteria entered, the broader the

search)
Search
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The Budget Overview Inquiry Results page will appear.

Inquiry Results

Budget Overview

Business Unit:
Ledger Group:
Type of Calendar:

Amounts in Base Currency:
Revenue Associated

PALMR
PROJ_GRT
Detail Budget Period

Expenditure Budget Definition

usD

Return to Criteria

Display Options Search

Ledger Totals (12 Rows)

Budget:

Expense:
Encumbrance:
Pre-Encumbrance:
Budget Balance;

Associate Revenue:

Available Budget:

Net Transfers: 0.000
3,588,803.000

2,804 912.660
199,781.420
0.000
784,108.920
0.000
784,108.920

Budget Overview Results
Ledaqer Group
PROJ_GRT
PROJ_GRT
PROJ_GRT
PROJ_GRT
PROJ_GRT
PROJ_GRT
PROJ_GRT
PROJ_GRT
PROJ_GRT
PROJ_GRT
PROJ_GRT
0, PROJ_GRT

Retum to Criteria *Notes

Account Fund Dept Program Class Project %ﬁ Budget  Expense Encumbrance
212100 11 561100 67800 10 0000000 2006 186.948.000 136.234.840 0.000
212200 1 561100 67800 10 0000000 2006  1.460.82A.000 1.053.217.800 0.000
230010 1 561100 67800 10 0000000 2006 10.000.000 0.000 0.000
320010 1 561100 67800 10 0000000 2008 150.407.000 108.376.780 0.000
330010 11 561100 67800 10 0000000 2006 126384000  B9.128.700 0.000
340010 11 561100 67800 10 0000000 2006 304094000 224588.330 0.000
350010 11 561100 67800 10 0000000 2006 1.483.000 5342500 0.000
360010 11 561100 67800 10 0000000 2008 31390000 22552.000 0.000
370010 11 561100 67800 10 0000000 2006 250,000 0.000 0.000
400010 11 561100 67800 10 0000000 2006 33187.000 17185830 3.,608.550
500010 11 561100 67800 10 0000000 2006 998.696.000 580.913.990 05.130
600010 11 561100 67800 10 0000000 2006 267371890 4367.740

277138000

Click on any link to get
detailed information.

B Save | [Z] Notify | s Refresh
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Encumbrance

Pre-  Available Percent
Budget" Available

0000 52713960 27.90 3
1.000 407 608200 27302
10,000.000 100.00 &
42030220 27.945
37,255300 2948
79505670 26155
2140500 28.60 3
8,838.000 28.16 7

250.000 100.00 &
12392620 3734 %
000 125976.880 12615
000 5308370 195%

=
=
=
=

=
=
=
=

=
=
=
=

=
=
=
=

=
=
=
=

=
=
=
=

=
=
=
=

=
=
=
=

=
=

=

Eadd| JE Updatemispl



DETAIL TRANSACTION REPORT

1. Click: Commitment Control — Budget Reports — Budget Transaction Detail
2. Click: Search and chose the Budgetreport or Type Budgetreport in the Run
Control ID or create your own Run Control ID by choosing Add a New

Value. _
Search:
& My Favorites Budget Transaction Detail
[ Supplier Contracts Enter any information you have and click Search. Leave fields blank for a list of all values.
[» Vendars
[+ Purchasing [ Find an Existing Value " Add a New Value

[ eProcurement
[+ Accounts Payable

= Commitment Control Run Control ID:| begins with V||E|uc|getreport |
[> Review Budget Activities .
< Budget Reparts [Jcase sensitive
— Budget Status

— Budget Transaction Search | Clear ‘ElasicSearu:h B save search Criteria

Detail

[ General Ledger

- Reporting Tools Search Results

[ PeopleTools 1-2of2
- Change My Password Run Control ID Language Code
- My Personalizations Budagetreport  Enalish

FO PRINT  English
PO RUN Enalish

Find an Existing Value | Add a New Value
Please note: if creating a new Run Control ID you must hit the Refresh
button on the Commitment Control Budget Transaction
Detail Report page before the Chartfield Selection boxes will

appear.
Commitment Control Budget Transaction Detail Report

Run Control ID:  HSBUDGET Report Manager Frocess Monitor R
Language: IEninsh 'l
Unit: IPALMR Q Palomar Community College Dist
Ledger Group: IPROJ_GRT Q ™ user Budget Overrides
Transaction Type Option: All - Type: I 'l CI IC k to Se_e
CF Selection
Commit Control Date Option: IAII 'l Date From: IUSH 312008 [¢) Date To: IUSH 312008 El Boxes
Ledger Type Option: All - Commitment Control Ledger Type
Commitment Control | edger Type
| [ =
Refresh

Customnize | Find | ] First E 1—140f14|1| Last

Sequence ChartField Name ln%:de Value To Value

[ 1 Account P [400010 a  [so0010 Q
[ 2 Fundcode P2 a [z Q
[ 3 ProjectGrant ~  [1812000 @ [re12000 Q
[ 4 BudgetPeriog 7 [2010 a  [zo10 Q
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1. Click: Magnifying glass next to the Ledger Group box.
e Choose PROJ_GRT to enter Budget Pool account numbers
e Choose DETAIL to enter detailed account numbers
2. Click: to remove the checkmark from the User Budget Overrides checkbox.
3. Click: Include CF boxes to specify which values to include in search.
4. Type: Chartfield values in appropriate boxes.
5. Click: Run

Commitment Control Budget Transaction Detail Report

Run i‘—

Run Control ID: - HSBUDGET E'E_OI_‘]A—I?_RT or Report Manager  Process Monitor
Language:  [Engish 7] This box must

be un-checked.

Click to run
report

Unit: IPALMR Palomar munity College Dist

Ledger Group: IPROJ GRT [""User Budget Overrides

Transaction Type Option: .‘\ll 2l Type: I :I'

Commit Control Date Option: IAII 'I Date From: IDSH 312008 [} DateTo: IDSH 312008 El
Ledger Type Option: All - Commitment Control Ledger Type

Commitment Control Ledger Type

| [

H =

Refresh |

Customize | Find | # First E 1-14 of 14 E Last

Sequence ChartField Name CF Value To Value
[ 1 Account M |400010 Q. |so0010 Q
| 2 Fund Code ¥ |12 Qa2 Q
| 3 Project/Grant F  [1z12090 Q1812080 a,
| 4 BudgetPeriod F 2010 Q  [zo10 Q
The Process Scheduler Request page will appear.
Process Scheduler Request
User ID: KDAVIS Run Control 1D: Budgetreport

Type
<«—| search
criteria

Server Name: PALFEDEV * | Run Date: 06/17/2006 [&)

Recurrence: Run Time: 8:28:49AM Reset to Current Date/Time |

Time Zone: I:I Q

*Format

Distribution

v

PDF | Distribution

Select Description Process Name Process Type *Type
Budget Transaction Detail Rep GL3B005 SR Report Web
OK Cancel
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Make sure the Server Name is PALF8PRD and that the checkbox next to the process is
checked. Don'’t change the values under Type and Format.

6. Click: OK.

This brings you back to the Commitment Control Budget Transaction Detail Report
page.

Commitment Control Budget Transaction Detail Report

Run Control It HSBUDGET Report Manager Process Monitor Run |

Language: IEninsh 'I

Click to show list
Unit: IF'ALMR &, Palomar Community College Dist of processes.
Ledger Group: IPROJ_GRT aQ [ user Budget Overrides

Transaction Type Option: All @ Type: I 'l
Commit Control Date Option: IAII 'l Date From: IDSH 312008 [ Date To: IEISJ‘I 32008 =]

Ledger Type Option: All - Commitment Control Ledger Type
Commitment Control Ledger Type

| =l =]

7. Click: Process Monitor

[ Process List Y SemverList |

User ID: [KDAVIS Q. Type: | | Last: Days v| Refresn |
Server: * | Hame: I:IQ Instance:| | to | |

Run Distribution | v save On Refresn
Status

Status:

Process List Customize | Find | View All | # First [4] 1-3 of 3 [ Last
Process " Distribution .

Select Instance Seq. Process Type Name User Run Date/Time Run Status Status Details /
342300 SQR Report GLS8005 KDAVIS 0B6M7/2006 8:28:49AM PDT Success Posted Details
342299 SQR Report GLSB005 KDAVIS 06M7/2006 8:12:19AM PDT Success Posted Details
342298 S50R Report GL38005 KDAVIS 06M7/2006 7.43:55AM PDT Success Posted Details

Go back to Budget Transaction Detail

A list of Processes will appear.
8. Click: Details next to the process you would like to view.

9. Click: View Loqg/Trace
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Process Detail

Instance: 342300 Type: SOR Report
Hame: GLS8005 Description: Budget Transaction Detail Rep
Run Status:  Success Distribution Status: Fosted
Rp
Run Control ID: Budgetreport Hold Request
Location: Server Queue Request
Cancel R t
Server: FALFEDEY eaues
(O Delete Request
Recurrence: Restart Request
Actions |
Request Created On: 05/M17/2006 8:33:504M POT Parameters Transfer
Run Anytime After:  06/M7/2006 8:28:4040 PDT Message Log
Began Process At:  06/M7/2006 8:24:074M PDT Batch Timings
Ended Process At 0G/(17/2006 8:34:53AM PDT View LogTrace , — Click
10. Click: On the file name with an extension of PDF to view report.
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View Log/Trace

Report 1D
Hame:;

Run Status:;

646
GL58005

Success

Process Instance: 342300

Process Type: S0R Report

Budget Transaction Detail Rep

Distribution Node:;

palfadev

Expiration Date;

[osri672006

Message Log

Hame

GL58005 342300.PDF

Trace File
Message Log
Distribute To

Distribution 1D Type

ser

Report ID: GLEAOOS

File Size (bytes)

Datetime Created

89,277 06M7I2006 8:34:53.000000AM FOT
133 06M7/2006 8:34:53.000000AM FOT
1,657 06M7I2006 8:34:53.000000AM FOT
*Distribution 10

KDAVIS

Click

Peopledaft GL
BUDSET TRANSACTION CETAIL

Bug. Unit: PALMR--Falomar Comounity Collage Dist
Ledger Grp: FPROJ_GRT -- Froject/Granmt Budget Ledger Gr

Fopt Date: From 07/01/2005 To 06/16/2008

Tran Typs: All Types

Currency Fund — Dept

UED 11 534100

Eudget

Bost Date Transaction Document ID

0E/14/2004
05/14/2006 FO
05/14/200
05/14/2004
05/14/200
05/14/2006
05/14/2008
0E/14/2006
05/14/2008
057142008
05/14/2004
05/14/
05/14/201

08
05/14/2008

05/14/200
05/14/2004
05 /14/2004
05/14/2004
05 /14/2004
05/14/2008 AE_VOUCHER
05/14/2004 AE_VOUCHER

AE
AE

05 /14/2004

05/14/2004
05/14/2004
05 /14/2004
05/14/2004
05/14/2004
05 /14/2004
05/14/2004
05/14/2004
05/14/2004
05 /14/2004
05/14/2004
05/14/2004
05 /14/2004
05/14/2004

0440614
Q280082
0041038
0041038
Q041036
Q041036
0041038
Q041036
Q540218
0340788
0340788
Q340788
0375088
0380051
Q440388
0440514
0480132
Q00TTEER
Q00ESSLT
00028510
000383le
Q010151E
00043243
1467
EE
Q0011167
40010111
QooLzao:
20078341
Q001318E
00020355
000EZ44E
Q00EZIBL
00024143
00Tz
00030332
90112137
Q0112512
Q0052158
Q0011150
00013346

Erogram
&TT50

Class  Ercject

Li

[

I I e I S T TR I R =™
n

0B11420

Tctal Recognized Total Collectsd

Reference Amount Amgunt

FITHEY EOWES/BILATERAL AGREEMENT FOR METER
NEQFCST LEASING/AGAEEMENT

KERCY CORPCRATION/SURELIES

KERCY CORPECRATION/SURELIES

KERCK CORPORATION/SUBFLIES

KERCY CORECRATION/SUBPLIEZ

XERCY CORPCRATION/SURELIES

KERCK CURPCRATION/SUPFLIES

SOFTWARE ONE/ME FROJECT SOFTWARE LICENSES.
SALEEURY INDUETRIES/SHIEFING AND HANDLING.
SALSEURY INDUSTRIES/MODEL NUMBER 2210 : ALUMINIM
SALEEURY INDUETRIEZ/MUDEL NUMBER 1206 : ALUMINIM
WHITAKER BRCTHERS BUSINESS AC/¥76112-CLEAN SHRED 0.0¢
NEQFCST LEASING/AGREEMENT AE FOLLOWS: :
MAILERS UNLIMITED/BILATERAL AGREEMENT TC FCLD AN
FITNEY BOWES/BILATERAL AGREEMENT FOR VENDIR
NEOFCST LERSING/RGREENENT FOR RENTAL OF FOSTAG
U FOSTAL SERVICE/CMES-BOC #34503102
FOSTMASTER,/BULK FERMIT #1713 RENEW

US EOSTAL SERVICE/

1.M.F.A.C. GOVERNMENT SERVICES/CAL CRRD-WICK
FOSTMASTER,/REFLEN FERMITH4

US EOSTAL SERVICE/Acch 24902102

XERCK CORPCRATION/CFEICE SUEELIES

FEDERAL EYFREES CCRE/Acct. 118585704

FEDERAL EYFRESS CCRE/

HERCY CORECEATION/LEASE AGR

UE FOSTMASTER/

NEQFCST LEASING/AGREENENT FOR RENTAL OF BOSTAG
COUNTY BUSINESE EYSTEMS INC [USE 15725) /0042865
CRESCENT ELECTRIC SURPLY CO/ELECTRICAL SUPELIES
UE FCSTMASTER/

UE FOSTMASTER,

FOSTMASTER,

CUMMING, DIANE/

FEDERAL EYFRESS CCRF/FEDERAL EXFRESS SERV
FOSTMASTER, INCRERSE TO ORIGINAL F.0. 4047
FEDERAL EXFRESE CCRE/ENCUMBEANCE OF FUNDE FUR OPE
FITNEY BOWES/ENCUMERANCE OF FUNDE FOR POSTA
HERCY CORECEATION/MAINTENANCE AGREEMENT
SERVICE ELECTRICAL SYSTEMZ INC/SERVICES

You can save to a file or print this report.
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Amgunt

158.50
1,325.48
1,261.10

455.7

132.7

282.7

181,37
1,003.71

158,44

Fage Ho. 1
Fun Cate 06/17/
Bun Time 07

Expended Cverric
Amcunt  User IT
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