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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 
 

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

 
 
  
 
 

Sign out link 

Type User ID and 
Password. 
 
Click Sign In or 
press Enter. 
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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. 
 

 
 
 
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. 
 

 
  
 
 
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.  

 

Do not use  
Back and 
Forward 
arrows in 
Microsoft 
Internet 
Explorer to 
navigate. 
 
Navigate 
using folder 
links within 
the Menu  
of  the 
PeopleSoft 
screens. 

Click on the 
desired link. 
 

Click a folder to 
display its options. 
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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.) 
 

 
 

A down arrow indicates an 
open folder. 

A right arrow  indicates a 
closed folder. 

A dash is in front of a link 
to an interactive computer 
page. 

Click on the 
desired link. 

Navigation Page 
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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. 
 

 
 
  
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
COLLAPSE/EXPAND MENU: 
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. 

    
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Collapse icon 

Expand icon 

Type 
keyword, 
and click 
“Start your 
search” or 
press Enter. 

Link 

Navigation 
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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. 
    

 
 
 

 
 
 

Normal screen view 

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.   
 

 
 
 

 
 
 
 
 
 

Operators in 
drop-down list 

Drop-down 
list boxes 

Enter criteria here. 

Click Search button. 

Click Search button. 
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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. 
 
 

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

 

Active page 
(white tab) 

Inactive page 
(colored tab) 
 

Click New Window 
then navigate to 
another page. 
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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 
 

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

 
 
6. Click: Add or press Enter 
  

Click Add a New Value tab. 
 
Type budget in the Inquiry 
Name box. 
 
Click Add. 

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

 
 
The Add to Favorites page will appear. 
8. Change or accept the name of the favorite presented in the Description box. 
9. Click: OK                                                                                                                                                                                                                                                                         
 

 
 
 
 
 

Click 
Add to Favorites. 

Change or accept the 
name in the 
Description box. 

Click OK 
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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 
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. Click appropriate 
Delete button. 

Click Save. 



 

11 

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: My Personalizations on the Menu 
2. Click: Personalize Option button to the right of the NAVIGATION category 
 
 
 

 
 
 
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 

 

 

Click My Personalizations link. 

Click the 
Personalize Option 
to the right of 
NAVIGATION. 

Click in the 
Override Value 
box and select 
the appropriate 
value.  In this 
case, select Yes. 

Click OK. 
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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. 
 

 
 

 
 
 

 
 
 
 
 
 
 
 
 

This message will 
be displayed. 

This message will 
be displayed. 

Return advances to 
the page below. 

User’ name is displayed here. 
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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. 

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

 
 
 
 
 
 
 
 
 

4. Click: OK 
5. Click: Home to navigate back to Menu 

 
 
 
 
 
 
 

Click to change 
password 
 

Type new password 
and confirm 

Click to change 
password 
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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 
 

 
 
The Requisition Inquiry page will appear. 
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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. 
 

• Requisition ID: If you know the Req number, enter it in the Requisition ID 
box.  (Include all the leading zeroes.) 

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

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

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

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

• Req Status: 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. 

 
4. Enter: the desired search criteria 
5.  Click:  OK or press Enter 
 
 
The Req Inquiry page will appear. 
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On the Details tab, you can see the current status of the Reqs 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. 
 

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

• A Y in the 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. 

• A Y in the 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. 

• If you click on the  in the Document Status column, a new window opens, 
taking you to the Req DOC Status page. 
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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  
 

 

Enter Requisition number here 
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3. Type: Requisition ID 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. 
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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 
 

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

 
 
 
The Purchase Order Inquiry page will appear. 
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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. 
 

 
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: Purchasing on the Menu 
2. Select: Purchase Orders – Review PO Information – Document Status  
 

 
3. Type: PO Number 
4. Click: Search or press Enter 
 
The Purchase Order Document Status page will appear. 

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

 
 
6. Click: The Payment Reference ID to view voucher information for this 

payment. 
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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 

 
 
3. Type: Requisition number in Purchase Order Reference field 
4. Click: Search or press Enter 
 
The Activity Summary page will appear. 
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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 
 

 
 
The Voucher Document Status Inq page appears. 
 

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

 
 
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 
 

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

 
 
6. Click: Add or press Enter 
  

Click Add a New Value tab. 
 
Type budget in the Inquiry 
Name box. 
 
Click Add. 

Click appropriate 
folders and link. 
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The Budget Inquiry Criteria Budget Overview page will appear. 
 
 

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

9. Click: Search 
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The Budget Overview Inquiry Results page will appear. 
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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. 

 
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.   

 
 

Click to see 
CF  Selection 
Boxes 
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1. Click: Magnifying glass next to the Ledger Group box. 

• Choose PROJ_GRT to enter Budget Pool account numbers 
• 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 
 

 
 
 
The Process Scheduler Request page will appear. 
 

 
 

PROJ_GRT or 
DETAIL 

Type 
search 
criteria 

Click to run 
report 

This box must 
be un-checked. 
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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. 
 

 
 
7. Click: Process Monitor 

 
A list of Processes will appear. 
8. Click:  Details next to the process you would like to view. 
 
 
9. Click: View Log/Trace 
 

Click to show list 
of processes. 
 

Click 
to 
show 
details 
 



 

33 

 
 
 
 
 
 
 
 
 
10. Click: On the file name with an extension of PDF to view report. 
 

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

Click  


	INTRODUCTION TO PEOPLESOFT 8 FINANCIALS

