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Chapter 1 : Course Objectives

In PeopleSoft version 8, you will use the applications in an Internet environment. The system
will require the installation of only a web browser, the Internet Explorer, on individual user
machines. Installation of client software on your computer will not be required as it was in
PeopleSoft version 7.

Using the Internet Explorer, you will sign in to your PeopleSoft applications as you would when
opening your favorite website.

This course is intended for faculty, staff and student employees who are current users of the
PeopleSoft version 7 Financials system and will continue to use PeopleSoft as The University of
Akron updates to version 8. Frequently-used procedures will be reviewed.

In this course, overall changes from PeopleSoft Financials version 7 to version 8 are reviewed.
At the end of class, you will be able to:

@ Sign In and Sign Out
Navigate using the menu and navigation bar
Search for and locate a record

Use Run Control IDs, the Process Scheduler and the Report Manager to complete
common printing tasks

Set and use favorites
Inquire on a Financial document
Print a web page

Locate The University of Akron’s PeopleSoft documentation, instructor-led courses
and web-base courses on the web

o Use this documentation to navigate common paths and perform common tasks

Ver. 2005.06.30 1-1
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NOTES:
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Chapter 2 : Sign In and Sign Out

Sign In to PeopleSoft

What you do

What happens

1.
2.

Open the Internet Explorer.

If this is the first time that you are
logging in, type the URL given to you by
your instructor. Set this as a favorite in
the Internet Explorer.

If you have set the PeopleSoft Sign-In
page as a favorite, select it from the
favorites list.

NOTE: For instructions on setting
favorites in the Internet Explorer, see
Appendix A.

.....
T

St e - D) | Disewss Citwotw Bvess 3 D DB - 3

PeopleSoft8

PeopleSoft

-

Enter your User ID and password
in all capital letters.

Click on the button.

OPTIONAL:
Press F11 to use the Full Screen view in
the Internet Explorer.

In the Full Screen view, the Internet
Explorer’s title bar, status bar, menu bar
and toolbars are hidden, as well as the
Windows taskbar. This allows more
display area for the PeopleSoft pages.

Pressing F11 again will return to the
Normal view in the Internet Explorer.

PeopleSoft,

Ver. 2005.06.30
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Sign Out of PeopleSoft

What you do

What happens

1. DO NOT PERFORM THIS STEP
UNTIL THE END OF CLASS.

Sign out

To sign out, click on the link
in the top right corner of the web page.

2. When the PeopleSoft Sign In web page is
displayed, close the Internet Explorer.

Important: You need to siin out of
PeopleSoft using the link. Do

not close the Internet Explorer until you

, ,. out link is indicated by the arrow.

g vy ot et ket Upbores E llx

s

PeopleSoft

After you sign out, the PeopleSoft Sign In web
page is displayed.

Y —— -
sign out and see the Sign Inweb pageas | s =5
shown at the right. ( N
If you do not sign out, your PeopleSoft PeopleSoft8
session remains open until your session et —-
times out. - T

=
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Chapter 3: Menu Navigation

Discussion

In the previous version of PeopleSoft Financials, the data and your choices were presented in
standard Windows formats. After logging in to PeopleSoft, the PeopleSoft program opened in a
window. A main menu, from which you made selections, was displayed near the top of the
window.

In the current version of PeopleSoft Financials, the data and your choices are presented as web
pages. The menu is displayed on the left side of the page. As you make selections, the menu
expands itself until you make your final selection.

Although the appearance of the menu is changed, many of the menu selections that are made for
frequent inquiries and processes remain the same.

Terms

Navigation header: The links displayed in this header will remain at the top of every page in
the Financials application.

Menu Groups: The Home page lists the menu groups to which you have access. These
groups represent a set of functions. When you select a menu group, the
group is expanded to list the menus that are a part of that group.

Menu: These selections are groups of business processes.

Menu Items: These selections are specific business processes, such as Use, Inquire,
Report.

Components: In the previous version of PeopleSoft, these were called panel groups.

Pages: In the previous version of PeopleSoft, these were called panels. A

component may have one or more pages.

Ver. 2005.06.30 3-1
Software Training and Technological Services



Financials Upgrade for Experienced Users

The University of Akron

Steps

What you do

| What happens

1. Review the Home web page for PeopleSoft Financials.

PeopleSoft.

Personalize Content | Lavout

Menu = -]

Search:

[ @

[> My Favarites

[» Process Financial Information
[> Purchasing

[ Worklist

[> Accounts Payable > MenU gl’OUpS
[» Set Up FinancialsfSupply Chain

Navigation header

[> Application Diagnostics
[* Tree Manager
[* Reporting Tools
[ PeapleTools
Change by Password
My Personalizations
My Systern Profile
Mty Dictionary

" PeopleSoft

2. To make a selection from the menu
groups, click anywhere on the text for
that group.

Click on the menu group Process
Financial Information.
3. Note that:

a. The menu group and its menus are
shaded for easier identification. The
shading is to help you “keep your
place.”

b. The triangular icon for Process
Financial Information has changed to
point down. This is to indicate your
choice.

The Process Financial Information menu group
expands to display the menus that are available
in its group. The menus that you see are

determined by your PeopleSoft security.

Menu

search:

| 6

[* My Favarites
=7 Process Financial Information
[ Us Department Inguiries
[ Purchasing
[ Accounts Pavahle
[ Set Up Financials/Supply Chain
[ warklist
[ Application Diagnostics
[ Tree Manager
[ Reporting Toals
[* PeopleTools
Change by Password
My Personalizations
by Svsterm Profile
My Diictionary

Menus in the
Process
Financial
Information
menu group
appear here.

Ver. 2005.06.30
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What you do What happens

4. Click on the menu UA Department The menu for UA Department Inquiries is
Inquiries. expanded to display its menu items.

5. Note that: Menu

a. The menu and its menu items are
shaded for easier identification. The
shading is to help you “keep your
place.”

b. The triangular icon for UA
Department Inquiries has changed to
point down. This is to indicate your
choice.

Search:

| (6o

[> by Favorites
= Process Financial Information
=7 UA Department Inguiries
[» Inguire
[* Repart
[ Purchasing
[ Accounts Payahle
[* Set Up Financials/Supply Chain
[ worklist
[» Application Diagnostics
[ Tree Managear
[> Reporting Toals
[> PeopleTools
Change My Password
My Personalizations
My Systern Profile
bty Dictionary

Menu items
| in the UA
Department
Inquiries
menu

6. Click on the menu item Report.

The hyphen in front of the selections
listed under Report indicates that these
selections are components. Components
were called panel groups in the previous
version of PeopleSoft.

Menu groups and menu items have
a triangular icon in front of them.

Components (formerly called panel
groups) have a hyphen in front of
them. Components are underlined,
as well.

The Report menu item is expanded to list the
components that are available.

Menu

Search:

| 60

[> My Favarites
=7 Process Financial Information
= UA Department Inguiries
[> Inguire
=~ Repart
Requistion Print
Woucher Activity

Disbursementﬁctivi?ﬂ
Departrmental Budget Repnrt,

Frojectto Date Reports

[* Purchasing
[ Accounts Pavahle
[> Set Up Financials/Supply Chain
[> warklist
[* Tree Manaoger
[* Reparting Tools
[ PeopleTools

Change by Password

Wty Personalizations

iy System Profile

Wy Dictionary

Components
in the UA
Department
Inquiries,
Report menu
item

Ver. 2005.06.30
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What you do What happens
7. Click on the component Requisition The Requisition Print — Find an Existing Value
Print. page is displayed.

Note that your final choice, the
component, is shaded in a dark color.

PeopleSoft.

8. To hide the main menu, click on its
Collapse button |: .

The Collapse button has changed to
be the Expand button &” . The

Expand button is located in the
upper left corner of the page.

Click on the Expand button to
display the main menu.

) 4

The main menu with its collapse button
displayed

Search:

! 6

[» My Favorites

57 Process Financial
Information

=7 LA Department Inguiries
[ Inguire

feguistion Prin

Woucher Activity
Disbursement Activity
Depadmental Budget
Repors
Projectto Date Reports

[ Purchasing

[ Accounts Pavable

When the main menu is collapsed, the page is
displayed without the main menu.

Peop]eSoft: N ]

(=113

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

{ Find an Existing Value {_Add a New Value |

Run Control ID: | begins with x| |

I Case Sensitive

Search Clear Basic Search E Save Search Criteria

Find an Existing value | Add a Mew value

Ver. 2005.06.30
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Chapter 4 . Setting Favorites

There are two options for setting favorites for PeopleSoft version 8 web pages.
1. The favorites may be created in the Internet Explorer.
2. The favorites may be created within PeopleSoft.

Favorites created in the Internet Explorer are available only on the computer at which the
favorite was created, because the favorites are stored on that particular computer.

Favorites created within PeopleSoft are available at any computer at which you sign in, because
the favorites are stored in the PeopleSoft database. The basic steps to set a favorite remain the
same as in the prior version of PeopleSoft.

1. Navigate to the page to be set as a favorite.

2. Click on the Add to Favorites link in the navigation header.

3. Type a name for the favorite.

For information on setting favorites in the Internet Explorer, see Appendix A.

In this lesson, the favorites are created within PeopleSoft.

What you do What happens
1. Navigate to the page to be setas a The Find an Existing Value page is displayed.
favorite. PeopleSoft. 3 e

In class, you are on the page to be set as a
favorite, the Requisition Print — Find an
Existing Value page.

2. Click on the Add to Favorites link inthe | The Add to Favorites page is displayed. A
navigation header, which is in the upper | default name for the favorite is given. You may
right area of the web page. change this.

Ver. 2005.06.30 4-1
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What you do

| What happens

PeopleSoft. ST

Add to Favorites

Please Erder a Unique Description for tis Famrile

“Description:  |Requistion Print

Add o Favarites | canenl |

&] Done

rgwriindow | Help

| Internet

3. To change the name of the favorite, click
to place the cursor in the Description
field and type a new name.

In class, leave the default name of
Requisition Print.

4. Clickonthe AddtoFavortes | putton
at the bottom of the page.

The new favorite is added to PeopleSoft. It is
added to your list of favorites in the menu
group, My Favorites.

Search:

| @
4 Mg Favorites

Edit Favorites

[* Process Financial
Infarmation

[ Purchasing

[ Accounts Pavable

[ Set Up FinancialsiSupply
Chain

[= winrklist

[ Tree Manager

[* Repating Toals

[> PeapleTools
Change hy Passward
hiy Personalizations
bty Svstermn Profile
Wy Dictionarny

By default, the favorites are listed in
alphabetical order. Place the favorites in an
order of your own choice by numbering them.
See Appendix B for instructions on organizing
favorites in PeopleSoft.

Ver. 2005.06.30
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Chapter 5: Use a Run Control ID — Requisition Print Report

Run Control IDs

What is a Run Control 1D?
A Run Control ID is an identification code that represents:
a Yyour PeopleSoft ID
o the process you are running, such as printing a departmental budget report or printing a
requisition
B Yyour criteria for that process, such as From Date 11/15/2004 Through Date 11/15/2004,
Requester AC628PR for printing a Requisition.

Each process that you run needs its own unique Run Control ID. If you print budget reports and
print requisitions, you will create one Run Control 1D for printing budget reports and one Run
Control ID for printing requisitions.

When do you create a Run Control 1D?

The first time that you run a process, you need to create a Run Control ID. Some examples of
processes are gathering the data to print a Departmental Budget Report or gathering the data to
print a Requisition.

When you run the process in the future, you use the same Run Control ID as the first time that
you ran the process. You can change the criteria each time you run the process.

What are the characteristics of a Run Control 1D?
A Run Control ID can be up to 30 characters in length. It cannot contain spaces. Some examples
of Run Control Ids are BudgetPrint8 or ReqPrint8.

Ver. 2005.06.30 5-1
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Printing a Requisition

Part A: Use the Menu to Navigate

What you do

What happens

1. From the main menu, choose:
Process Financial Information,
UA Department Inquiries
Report
Requisition Print

In class, you have done this step already.

The Requisition Print component is displayed.
The Find an Existing Value page is on top.

PeopleSoft. ]

Ver. 2005.06.30
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Part B: Create a New or Use an Existing Run Control 1D

The first time that you print a requisition, you need to create a Run Control ID.
When you print a requisition in the future, use this existing Run Control ID.

Create a New Run Control ID

IMPORTANT:

If it is the first time that you are printing a requisition, follow these steps.
If you previously have printed a requisition, proceed to “Use an Existing Run Control ID” on the

next page.

What you do

What happens

2. Click on the £dd a MewValue |ink or the
Add a New Value folder tab.

The Add a New Value page is displayed.

Regquistion Print

Find an Existing value ¥ Adda New Value

Run Control ID: |

Add

Eind an Existing Walue | Add a Mew Walue

3. Inthe Run Control ID field, type a Run
Control ID with a maximum number of
30 characters and no spaces.

In class, type RegPrintXXX where XXX
are your initials.

For example, John Q. Smith would type
ReqPrintJQS

Reguistion Print

Find an Existing Value | Add a New Value

Run Control ID: |ReqFrint)Qg|

Add

Find an Existing Value | Add a Mew Yalue

Ver. 2005.06.30
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What you do What happens

4. Clickonthe _Add |putton. The Requisition Print page is displayed. The
Run Control ID is displayed at the top of the
page.

Business Unit: Q)

RequisitionD: | = g 2:::;’:: Select Al
From Date: & ™ completed
Through Date: B I” open
™ Pending
Requester: [ Q
MNOT On Hold B
EETD
Ver. 2005.06.30 5-4
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Use an Existing Run Control 1D

Once you have created a Run Control ID for a report, you can use that Run Control ID over and
over. If you need to change the criteria, you can.

What you do

What happens

2. On the Find an Existing Value page, click

on the __3earch | pytton.

A list of your Run Control IDs is displayed in
the Search Results area.

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

| Find an Existing Value {_Add a NewValue |

Run Control ID: | begins with = | |

I Case Sensitive

Search

Basic Search [ Save Search Criteria

earch Results
1-3 of
Run Control ID
EeqgPrint
EegPrintP R
EegPrintd

Find an Existing Yalue | Add a Mew Value

If you only have one Run Control ID for the
report, the criteria page for the report will be
displayed immediately. You will not need to
choose a Run Control ID from the list of Search
Results.

3. Inthe Search Results list, click on the
Run Control ID that you want.

The Requisition Print page is displayed with the
criteria that you used previously with this Run
Control ID. You may change any of the criteria
as needed.

Run Control ID: ReqFPrints ReportManager Pracess Maonitar
Language: |ENulish  ~| @ Specified © Recipient's

Run

Business Unit: Ql

o W Approved
Requisition ID: Ql SelectAll
' canceled Q
From Date: 051132004 ¥ Completed
Through Date: 05/19i2004 ¥ open
¥ Pending
Requester: [rEGUESTR =Y
MOT On Hold hd
& s=ve] (QRetunto Search +Z Prewious in List Eradd

4. Proceed to step 5 to set the report criteria.

Ver. 2005.06.30
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Part C: Set the Report Criteria

In this exercise, the Requisition ID number is known and is used to print the requisition.
However, you may set different criteria to print requisitions.

For example, you may want to print all the requisitions entered today for a particular Requester.
Type today’s date in the From Date and the Through Date fields. Enter the Requester’s

PeopleSoft user ID in the Requester field. In the Statuses to Include box, Select All. At the hold
status down arrow, select On hold AND not on hold. The screenshot here shows the criteria set

to print all the requisitions entered on 11/15/2004 by Requester AC628PR.

{ Requisition Print ',

Run Control ID: RegPrint?

Eeport Manager

Language: |English | @ Specified " Recipient's

Business Unit: Q)

Process honitor

Fun

Requisition ID: ﬂ E 22:::::: Select All
From Date: 1152004 [ ¥ Completed
Through Date: 1111512004 (1] I¥ Open
¥ Pending
Requester: |aca28PR Q)
| On Hold AND Mot On Hold = |
& save C Return to Search +Z Previous inList B add
What you do What happens
5. In this example, you know the The criteria are set and saved to the run control

Requisition 1D number.

Type the criteria for the report.

a. Business Unit: Akron

b. Requisition ID: 0000018817 (You
need to enter the leading zeroes.)
Statuses to Include box: Click on the

c. Leave the hold status as NOT on
Hold, because you know that the
requisition is not on hold.

6. Click on the Es=v=! putton.

ID that you created.

Run Control ID: RegPrintlQs

Language: Engligh |  Specified  Recipient's

Business Unit:

Regquisition ID:

From Date:

Through Date:

Requester:

kRO Q)

TEZEE
[ B
[ B

ql

Repart Manager  Process Monitor

Run

I approved

SelectAll
W canceled 4
¥ cCompleted

¥ open
' Pending

MOT On Hold =

Ver. 2005.06.30
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Part D: Use the Process Scheduler

What you do

What happens

7. Click on the M button.

The Process Scheduler page is displayed.

Process Scheduler Request

The Run button replaces the traffic light S S

tool that you used in the previous version | s [ T neme S st

of PeopleSoft. Y —
P Requisition Print SOR PORGOTD S0t Report [wen =] [For =] K&

8. Note/Select the following: The Process Scheduler page is displayed with
your selections.

Server Name: PSNT Procers Schaduler Request

Run Date: (Do not change the system e

date that defaults.) Racutencs: 2] e [T et Comnt Dt

Run Time: (Do not change the system G — ——

time that defaU|tS.) ¥ Requistion Print SOR PORQOTD SOR Report [wee =] [FoF =]

In the Process List grid at the bottom of
the page:

A checkmark needs to appear in the
Select checkbox.

Type: Web

Format: PDF

QK Carvel

9. Click on OK.
10. Note the Process Instance number.

There will be one, unique Process
Instance Number for each report.

The word Processing will flash in the upper
right corner of the page. Your request for a
Requisition Print Report is processed.

The Requisition Print page is displayed.

Run Control ID: ReqPrint)as Eenotbianager Frocgsemmmmr—r—_ia, |
Language: | English jv « Specified ¢ Recipient's Frocess Instance:2140
Business Unit:  [AKRON Q
. ¥ Approved
Requisition ID: oooon1 8817 &l Seloct Al
[ canceled —I
From Date: [ ¥ Completed
Through Date: ¥ open
¥ Pending
Requester: [ Q)
NOT On Hald -
& save

Software Training and Technological Services
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Part E: Use the Report Manager to Print the Report

What you do

What happens

11. On the Requisition Print page, click on
Feport Manager .
the link.

The Report Manager component is displayed.
The List page is on top.

[ st \__Esplorer ) Adminigiration ) Archives
Foldar: [ = mstance: T _Retech |
M | Creatend On: |

W[ 1 [Dars 7]

Renort Report Description Fohler Name Repoat i

e
1 PORQUI REGUISITION PRINT S0R  General G245 1:79PH ATH1G [TETF
7 PORGOLD REGUISTION PRINT S6F  General DAIZAMS 178PM ATR15 2330
50 back 1o Faguition Print
W Save

List| Exploner | Adminestration | Archives

12. Click on the Administration folder tab.
13. In the Report List grid, look in the Prcs
Instance field to locate the Process

Instance number for your report.

You noted that number on the
Requisition Print page.

NOTE: The list of reports shown is for
the last seven days. You only see the
reports that you ran. The list is in order
with the most recent report at the top and
the “oldest” report at the bottom.

The Administration page is displayed.

{ ust Y Ewlorer Y jon ' Archives
userip:  [acEzasE Type: | =] Last: [[oays =] _Reftesn
Status: | =] Folier:] =] mnstance: | to: |

Custornize | Find |view il | B First {12012

Select B ‘ﬂ_ Description Request DatefTime ~ Format Status  Details
r 4761666342 |Resuisition Print SR D2%/2009 AEOBAL posted  Details
1.28:45PM i
DE28/2005 Acrobat
r a7615(68330  |Rouuistion Print GOR. 2 aat: e Fasted  Datails
v
SelectAll Deselect All

%‘cn:kme delete button to delete the selected report(s)

& Save

List | Explarer | Administration | Archives

Ver. 2005.06.30
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What you do | What happens
J List ) Explorer | Administration | Archives |
User ID: T Type: | =] Last: |_1|Davs 'I Refresh |
Status: =l Folder: =] mstance: | to: |

Report List

Report Prcs
Select D mn

Customize | Find | Wiews All | #H

Request Date Time  Format

First E 1-3 of 3 |I| Last

The status of your
atus

0er30r2005
739 25AM

| 47782 6361 Requisition Print SGR

_— . [16/29/2005

= 47616 68342 Requisition Print SAR 28 45PM

|| 4TE1S 68339 \Reaquisition Ptint SGR. IQQDS
Select All Deselect All

Delete IGjick the delate buttan to delate the selected reportis)

Acrobat
(7. pdf)
Acrohat
(" pf)
Acrohat
(")

Delails report must be
Posted in order for
the report link to be
etails available.

Posted \Deiafs

Fosted

Fosted / Details

Click the report description
to view the report.

The Delete button is deactivated. You cannot use it to
delete report. The reports are kept for seven calendar days

B cave | and automatically deleted on the eighth day.

List | Explarer | Administration | Archives

14. The report is not complete and available

for viewing and printing until the Status
column reads Posted.

Click on the ﬂl button to update

the display and to see the change in
status. The display does not refresh
automatically. You may need to click on
the Refresh button several times until the
Status changes and the column reads
Posted.

In Report Manager, there are several status

levels:

Scheduled | The process was just added to the report
request.

Processing | Process Scheduler has initiated the
program and is running the process at
that time.

Generated | The report has finished processing and
all files are available for transferring.

Posting The report is in the process of being
transferred to the Report Repository.

Posted

The report has finished posting and is
ready to be viewed.

Ver. 2005.06.30
Software Training and Technological Services

5-9



Financials Upgrade for Experienced Users The University of Akron

What you do What happens
15. When the Status of a report is Posted, The report is opened in a second, new Internet
click on the report description link (in Explorer window.
this example it is Requisition Print T X —
press | 3 fw
SOR) for the Process Instance number M I i .
for the report that you want to view and e I © L i Y .
print. j_ Requisti
g ShipTor  Centl siores
A
i
C
4
i
Lo
16. Note that the report opened in a second
window, separate from the original Hstart|| | 1] &
window for PeopleSoft. ||| & Ireguistion Print - Microsa... | & httpiffs
On the Windows’ taskbar at the bottom
of the screen, there is a button for the
Report Manager and a button for the
display of the report.
=8 x
J & |
| oo - = - @ () G| Dysewch CalFwortes Gpnde P 5 & A =) |
Address | x| @ |
I BN Search Wb | - (- Pop-lp bocker rew Tooker Updaee « | lmel - @y vshoo [ cames - B personsls - ThLAmOH - [sgnin | |
| DUGPILE= CywsbSemch = [TosSescn o =] ot | [fpodinolt = [fmadnngs | (@S Gl e Eee | e e o You may use the
TR 2 - 2 [0 Ia - W] o - e - oD < Adobe Reader
3 | toolbar to Print or
Departmental Purchase Requisition Save the report.
Page
Ship To:  Central Stores DOOGO1AETT 0E/13/2004 1
185 East Mill Street Requester curency
Akron OH 44325-0703 Roth . Andy ush
usa Requesier Signature
Line-Schd St llem Descriplion Mig ID Guantily UOM Price Al Due Dale |
-1 A pens 24,0000 EA 2.00 40.00
WVendor 00?0001342 Dzpartment of Purchasing
DITSSID‘SS:‘?SGODDJ {200124)  Team Physicians . | !-If.CG 4800
Tatal RES]IJIR tion Amount” 48.00
g L
Blvom : e
Ver. 2005.06.30 5-10
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What you do

What happens

17. To print the report, click on the Printer
tool = in Adobe Acrobat’s toolbar.

In the Windows’ Print dialog box, make
your choices.

The report is directed to the printer.

NOTE: To save the report as a file on your PC

or home (H:) directory, use the Save tool ;'E_ in
Adobe Acrobat’s toolbar.

18. Close the report window by clicking on
its Close button XI.

The Administration page of the Report Manager
component is displayed.

NOTE:

A report that you have run will be saved and available to you for seven days from the time that
you ran the report. On the eighth day, the report is deleted from the system.

To view and print a saved report, navigate directly to the Report Manager.
Enter the path: Reporting Tools, Report Manager. Click on the Administration folder tab.

Ver. 2005.06.30
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Chapter 6 : Using Multiple Windows

The New Windows link can be helpful if you are entering or viewing data and need additional
information that is stored in another component. You can open a new window, do a separate
search in that window and locate the data that you need.

Caution: Close the second window that you open, when you are done with it, by clicking on its
X. Do not sign out of the second window, unless you are ready to sign out of PeopleSoft. When
you sign out of one window in PeopleSoft, you are signing out of PeopleSoft and all the
windows open in PeopleSoft.

What you do | What happens

@ e The New Window link

[ Ewplorer y  List | Administration __ Archives |

User ID: |TRAINU1 Type: | j Last: I_WIDay’s - Refresh
Status: | =l Fulder:l | instance: I— to: l—
i Custornize | Find | View a1l | B8 First [ 10t 1 [ Last
Select E—B‘“’—“:;’ﬁnm Report Description Reauest | Format  Status Details View
r 87 116 Requisition Print SOR 1210172004 Arabat  poted Details View

1:15:30PM = pdf)

%Icuckthe delete button to delete the selected report(s)

B save
Explarer | List | Administration | Archives

1. To open a new window, click on the A second PeopleSoft window is opened with the
Mew Window ik same path that you were using in the first
window.

2. Note the Windows’ taskbar at the bottom
of your screen. There is a button for each | ifistart|
of the open windows. |J & |Report Managsr - Microso...l & |Report Managst - Microso. .

3. Make any menu selections to navigate to | The page that you selected is displayed.
the PeopleSoft page that you need.

4. Close this window by clicking on its X. The first PeopleSoft window is displayed.
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Chapter 7 . Use Favorites

Once you have set a favorite, you can use the Favorites menu group to quickly navigate to the

component you need.

What you do

What happens

Hotme

1. Click on the
Navigation Header.

link in the

The home page for PeopleSoft Financials is
displayed.

2. Inthe Main Menu, click on My
Favorites.

The list of your favorites is displayed.

Menu = x|

Search:

| D

S hly Fawvorites
Eenuistion Print
Edit Favarites
[* Process Financial Information
[* Purchasing
[* Accounts Payable
[ Set Up Financials/Supply Chain
[ wyorklist
[* Tree Manager
[* Reporting Tools
[* PeopleTools
Change hy Passward
Wty Personalizations
Wty Systerm Profile
Wy Dictionary

3. Click on Requisition Print to select that
favorite.

The Requisition Print — Find an Existing Value
page is displayed.

Requistion Print

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

| Find an Existing Value {_Add a New Value |

Run Control ID: | begins with = | [

™ case Sensitive

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

Find an Existing Value | Add a Mew Value

Ver. 2005.06.30
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Chapter 8 . Printing a Web Page Using the Browser

What you do What happens
1. To print the web page that is displayed, NOTE: Before you print, click on File, Print
use the browser’s print function. Preview from your browser’s menu. This will
allow you to be sure that the printed copy is
Select File, Print from the Internet what you want.

Explorer’s menu.
One method to change to a landscape

In the Print dialog box, change any orientation of the paper is to select File, Page
options and click OK. Many of the pages | Setup from the Internet Explorer menu. In the
need to be printed in a landscape dialog box, click on the option button for
orientation in order to see all the data. landscape.

— Paper

Size:

I Letter j

Source:

IAutomaticaIIy Select j

—Headers and Footers
Header

JtwitbPage &p of &P

Footer
|t

— Orientation Marging [inches]
[ ait Left: ID.?E Right: ID.?E
ID 5

(% |andscape

Top: B attorm:

ID.E
Ok I Cancel | Friter... |

2. Click HIM2 jn the navigation header. The main menu page is displayed.

Ver. 2005.06.30 8-1
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Chapter 9. Use an Existing Run Control ID

What you do

What happens

1. Onthe J Find an Existing Value page, click
on the Search | putton.

A list of your Run Control IDs is displayed in
the Search Results area of the page.

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

| Find an Existing Value {_Add a NewValue |

Run Control ID: | begins with = | |

I Case Sensitive

Search Clear | Basic Search [] Save Search Criteria

Search Results
13 o013

ReaPrint
EegPrintP R
EeqPrintd

Naviaation bar

Find an Existing Yalue | Add a Mew Value

When results are displayed in the format that is
seen here, it is called a grid.

2. a. Note that the total number of rows
retrieved is listed in the header of the
grid. In the example shown, there are
3 rows.

b. Note the navigation that is available in
the view tools on the navigation bar of
the grid.

The view tools are useful if results are
lengthy and are displayed on more than
one page.

In the example shown, the results are
displayed on a single page, so that the
view tools are not necessary.

Select View All | | Select Select Last
to display all First to to navigate
the results on navigate to to the last
one web page. the first page of
Be prepared to page of results.
scroll. results.
Wi All First| El 1.2 of 2 |I| Last
| |
Select the Select the
to to

navigate to navigate to

the the next

previous page.

page.

Ver. 2005.06.30
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What you do

What happens

3. Inthe Search Results grid, click on the
link for the Run Control ID that you
created earlier in class (RegPrintXXX,
where XXX are your initials).

The Requisition Print page is displayed. The
criteria is displayed that you used previously for
this Run Control ID.

Run Control ID: ReqPrinta ReportManater Process Monitor __R97
Language: |English  ¥| & sSpecified © Recipient's

Business Unit: Ql

. ¥ approved

Requisition ID: Y] Select All
[ canceled —I

From Date: 05132004 B ¥ Completed

Through Date:  [05/1312004 ~ open
¥ Pending

Requester: [aE28PR] Q)
On Hold AND Not On Hold =

EE QLRetumn to Search +EF List

ErAdd

4. You may change any of the criteria and
Run the Requisition Print report.

Ver. 2005.06.30
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Chapter 10 : Online Inquiry

Discussion

In this chapter, you review how to inquire on financial documents. Use these instructions to
inquire about requisitions, purchase orders and vouchers.

If you will use any of the following inquiries on a frequent basis, consider using the
Customization feature available in each inquiry. One advantage to customizing an inquiry
screen is that the data that you review most often can appear on the first of the pages to avoid
scrolling or clicking on additional folder tabs.

Each inquiry has its own customization. Click on the Customize link in the header of
the grid. For a review of customizing an inquiry grid, see Appendix C.

To download the data displayed in the inquiry results grid, click on the Download tool L1 in the
header of the grid. If you will be downloading data to Excel, you need to configure the Internet
Explorer to open the Excel documents in Excel. If you do not, the Excel worksheets will open in
the Internet Explorer. See Appendix D for instructions on working with Excel and PeopleSoft
Financials.

Ver. 2005.06.30 10-1
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Inquire on a Requisition

The Requisition Inquiry component, reviewed in part A, and the Requisition Document Status
component, reviewed in part B, are available for locating information about a requisition.

Part A: Requisition Inquiry Page

You can use this page to locate the following information:

o Status of the requisition
o The Date the requisition was created
a Total Amount of requisition
@ Items on a requisition
o Approval History
o If a Purchase Order has been created
o If the items from the requisition have been received
o If a Voucher has been created
o If payment has been made and the check number
What you do What happens
1. Enter the path: The Requisition Inquiry page is displayed.
Purchasing, This page is used to enter the criteria for the
Requisitions, requisitions on which you want to check the
Review Requisition Information, status.
Requisitions
Ver. 2005.06.30 10-2
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What you do | What happens
PeopleSoft. -
=
Search;
[> My Favorites Regquisition Ingquiry
[» Process Financial
Infarmation BusinessUnit:  |AKRON Q)
~ Purchasing
< Requisitions Requisition ID: = ToReq: =
= Review Requisition
e Req Status: =Y Origin: Q)
= Requisitions . Q)
Accounting Entries Reduester: | —
7gﬁcum9m Sttatus Requisition Date: To:
ange History
P Reports endor Set ID: Wendor Lookup Vendor Details
Maintain Requisitions
> Furchase Orders Vendor ID: Q] short vidr Name: Q
[> Ghipments
[» Return To Vendor Item SetiD: ttern ID: Ql
[> Accounts Payable ‘ :I
[> Set Up Financials/Supply Descr:
Chain
[> wiarklist Department: ™ Drop Ship
[ Tree Manager
[> Renorting Tools M M

2. Fill in search criteria to locate the
requisition(s) you need. Using more

This page may be used to review up to 20 of the
Requester’s requisitions for a given time period.

criteria will limit the search.

The search results from this page are limited to
20 rows.

Business Unit

AKRON

Requisition ID

Enter the Requisition ID, including any leading zeroes.
Example: 0000018984

To select a range of Requisition IDs, enter the beginning Req ID
here and the ending Req ID in the To Req field.

(Remember that search results are limited to 20 rows.)

Req Status

In class, use the
==p-|_ookup tool to
see the list of

Enter a value or click on the Lookup tool A to see a list of values.
Only the following values are used for searching at The University
of Akron-A, C, P, X,

A (Approved), C (Complete), P (Pending Approval),

values. X (Canceled).

Requester This is the User ID that you use to log on to PeopleSoft. You can
In class, use the use the Look up 2/ button to locate 1Ds. For example:

Lookup tool.

Requester:lbegins withle'l._J‘“rr

Requisition Date

Enter the date on which the Requisition was entered. You can use

the Choose a Date 2 putton to display a calendar to select a date.
To select a range of dates, enter the beginning date here and the
ending date in the To field.

(Remember that search results are limited to 20 rows.)

Vendor ID

Enter the VVendor ID. To lookup the Vendor ID, click on the

Yendor Lookup ink, (The Name search field at VVendor lookup is
case sensitive.)

Ver. 2005.06.30
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What you do What happens
3. Inclass, the first search is for a specific The Requisitions Inquiry Details page is
requisition. displayed.

At Requisition ID, enter 0000018859 .

4. Click —2¢_| .

{ Requisitions | Use this tool to

First [0 1014 M Last download the data
in the grid to Excel.

Req Date al Amt Currency

‘ Unit

[ AKRON 10.000 Dollar .
The Customize link
The Show All
Columns tool
Click on the link for the Requisition
ID to display the Line Details page.
Use the Return button to return to
the Requisition Inquiry pages.
Search Approval Histary Header Comments... Document Status
Show RFQ Show PO Show Receipts Show MSR Show Voucher ! Payment
\ 4
Line Details
Unit: AKROMN Req ID: 0000018859
Requisition Details
Details Mare
Sel Line Hem ID Description Wendor ID Hame Req Oty UOM Amount Currency
I 1 CHEMICALS 0000000026 ALDRICHSIGMAFLUKASUPELCO 2.0000 Each 10.00 Daollar

5. You can find the following information
on this page:

o Status (Approved, Denied,
Recycled, Pending Approval,
Canceled, or Complete)

o Requester

o Requisition Date

o Total Amount

6. Click on the All the columns from the two tabs, Details and
Show All Columns tool ¥, More, are displayed on the page. There are no
tabs.
7. Click on the The two tabs, Details and More, are displayed,
Show tabs tool (=) again.

8. Click on the m folder tab to The Requisition Inquiry Status page is displayed.
obtain additional information.

Ver. 2005.06.30 10-4
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What you do | What happens
{ Requisitions
] First 11 (M Last
Details Status . R .
Unit Reguisition OnRFG OnPO Drop Ship Received OnMSR  On Voucher CIICk ona Y Imk tO Obtaln
¥ AKRON 0000012859 ¥ ¥ ¥ additional information as
noted in step 8.
Search Approval History Header Comments... Document Status
Show RFQ Show PO Show Receipts Show MSR Show Youcher f Payiment

Ver. 2005.06.30
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What you do | What happens

9. On the Status page, you can find the following information:

o If a PO has been created:
Click on the Y link in the On PO column to obtain the PO ID number.

Regquisition to Purchase Order List

Unit:  AKROMN Req ID: 0000018859
Purchase Order Details customize | Find | Wiew
Details Mare

Sel Line Sched Dist Status Drop Shiy PO ID ine Sched Dist Status Due Date tem ID Description
I~ 1 1 1 Open 000024508 1 1 1 Dispatched 062272004 CHEMICALS

A ELlnauiy [ink s available at the bottom of this page. This link opens a second
PeopleSoft window and displays the Purchase Order Inquiry Form and Schedule pages.

1 |":t First (4] 1af 1 [ Last

o If a Receiver has been created:
Click on the Y link in the Received column to obtain the Receipt ID number.

Requisition Receipts List

Unit:  AKRON Req ID: 0000018854

Recelving Details Customize | Find I First 4 1or 1 [P Last
Select Rey Line RecvOty AcceptOty  Reject Oty ﬁ:;'ﬁ ReceiptNo RedgiptLine Description PO Business Unit PO Line
72 1 1.0000 1.0000 AKRON 0000018112 1 Each AKRON 0000024508 1

A Eecelts Inauity (i js available at the bottom of this page. This link opens a second
PeopleSoft window and displays the Receipt Lines pages.

a If a Voucher has been created:
Click on the Y link in the On VVoucher column to obtain the VVoucher ID number.

Regquisition to Youcher list

Request BU: AROMN Req ID: 00000185859

oucher Details i Customize | Find | Vieu 2 First (9 1064 D] Last
Sel Req Req Reqg Voucher “Mpucher Line Business

Sel e Sched Dist D Mymber Unit tem ID Quantity UOM Amount Currency
I 1 1 0016738 1 AKRON 1.0000 EA 15.000 Dallar

A Yaueheringuiny [ink gnd g ERUMEMINOMAaton nw are available at the bottom of this
page. These links open a second PeopleSoft window and display the indicated page.

NOTES: If you click on a Y link to locate an 1D number, use the LFetun | pytton to return to the
Requisition Inquiry pages.

You may also click on any of the active links at the bottom of the page to view Approval
History, Header Comments, etc. The link will be active if a document exists.

Search Approval History Header Comments... Document Status
Show RF Show PO Show Beceipts Show MR Show Woucher § Payviment

10. Click on the S22rth Jink to return to the The Requisition Inquiry search page is displayed.
Requisition Inquiry search page.

Ver. 2005.06.30 10-6
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What you do

11. If you do not know the Requisition 1D
number or wish to search for a group of
requisitions, enter the appropriate criteria.

In class, enter criteria to search for the
requisitions created:

between 06/01/2004 and 06/30/2004
by a Requester with the ID PUY12AR

The Requester field is case sensitive.
Type the Requester ID in all capital
letters.

What happens

Selection Criteria
Business Uniz  |BKRON Q|
Requisition ID: =y ToReq: | =y
Req Status: [ =& orgin: | &
Requester: Ut zar Q
Requisition Date: |06/01/2004 [l To: |0513012004 [ext]
vendor Set1D:  |AFROMN vendor Lookup  vendor Details
Vendor ID: ﬂ Short Wndr Name: I ﬂ
ltemn SetiD: [rroN temm: | =y
Descr: I :I
Department: ™ Drop Ship

ok || can |

12. Clickon __2K |

The Requisitions Inquiry Details page is
displayed.

In this example as shown below, three
requisitions match the search criteria.

{ Requisitions
i Custorize | Find | Vi .
Details T Select the Requisition
Unit Requisiti that you need by
Unit uisition Status Reguester Reqg Date Total Amt Currency 7 A
[ AKRON 0000018868 Approved Roth Andy 06/30/2004 1.430 Dollar C::Ckl'(?)g to mark its
checkbox.
¥\ AKRON 0000012858 Approved Roth Andy 06/22/2004 10,000 Dallar
AKRON 0000018854 Approved Roth Andy 06A 712004 18170 Dollar Follow the instructions
in steps 5 through 8
above to review the
information about the
selected Requisition.
Search Approval History Header Comments.. Cocument Status
Show RFQ Show PO Show Receits  Show MR Show Youcher | Payment

NOTE: If the search criteria that you entered return more than 20 requisitions in the search
results, you will see this message. Click on OK to proceed to the Requisitions Inquiry
Details page. If you do not see the requisition(s) that you need in the search results,

modify your search.

Microsoft Internet Explorer

/1

Specify more stringent selection criteria o retrisve fewer requisitions, or increase the "Max Mumber of Rows in Scrolls” on the
Purchasing Installation options page to allow more requisitions to be retrieved

Max Scroll Amount reached - returning with First 20 requisitions, more may exist (10100,139)

Ver. 2005.06.30
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Part B: Requisition Document Status Inquiry

You can use this page to locate the following information:
o Requisition Status
o Budget Status
o Requester Name
a

Document ID’s for Purchase Order, Voucher, and Payment

What you do What happens
1. Enter the path: The Requisition Document Status —Find an
Existing Value page is displayed.
Purchasing, PeopleSoft.
Requisitions, &
Review Requisition Information,
Document Status Requisition Document Status

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

Find an Existing Value
Business Unit: =|x al

RequisitionD:  [begins with x|

Requisition Status: = = =l
Requisition Date: |= =l ]
Origin: |beg|ns thj| al
Requester; |beg|ns thj| Q)
Description: [begins with =]

™ case Sensitive

Search Clear Basic Search ﬁ Save Search Criteria

2. Enter search criteria to locate the
requisition you need.

Business Unit AKRON

Requisition 1D Enter the Requisition ID.

Example: 0000018859 or 18859

At the down arrow, select the operator “=" or “begins with” if you
are entering the full requisition ID. Select the operator “contains”
to enter just the last digits (minus the leading zeroes).

Requisition Status Enter a value or click on the down arrow to see a list of values.
Only the following values are used for searching at The University
of Akron- A, C, P, X.

A (Approved), C (Complete), P (Pending Approval),

X (Canceled).

Requisition Date This is the date on which the requisition was entered. You can type

the date or use the Choose a Date button 24 to select a date from
the calendar. Select the operator “=" for a single date. You may
change to the operator of your choice, such as “between” to locate
a range of dates.

Requisition Date: |between ¥| [10/2212004 B3]l and |10/25/2004 B4
Requester This is the User ID that you use to log on to PeopleSoft. You can
use the Look up & button to locate IDs.

Ver. 2005.06.30 10-8
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What you do What happens

3. Click on _Search | The requisitions that match your criteria are listed
in the Search Results area.

Reguisition Document Status
Enter any infarmation you have and click Search. Leawe fields blank for a list of all values.

[ Find an Existing Value

Business Unit: |= j |AI<RON =Y

Requisition ID: |begins with jl

Requisition Status:|= j | j

Requisition Date: |be'rween | 10222004 Edl| and |1 0/25/2004 B4

Origin: |begins Withjl Q)

Requester: |begins withj |puy1 2ar ﬂ

Description: [oegins witn =] | In this example, the search criteria are:

[” case Sensitive

Requisitions dated between 10/22/2004 and 10/25/2004
Search | Clear | Basic Search ﬁ Save Search Criteria For ReqUESter PUY12AR

Search Results
1-13 of 13

Business Unit Requisition ID Requisition Status Requisition Date Origin Requester Description

AKROMN 0000018981 Approved 1042272004 W PUY12AR RothAndy
AKROM 00000185876 Approved 10/2272004 W PLN12AR Roth Andy
AKROM 00000185875 Approved 1072272004 W PLN12AR RothAndy
AKROMN 0000018574 Approved 1072272004 W PLM12AR Roth Andy
AKROM 00000185973 Approved 1002272004 W PUY12AR RothAndy
AKROM 0000018872 Approved 10/22/2004 W PLN12AR RothAndy
AKROM 00000185871 Approved 10/22/2004 W PLN12AR RothAndy
AKROMN 0000018570 Approved 1072272004 W PLN12AR RothAndy
AKRON 0000018569 Approved 1072272004 W PUY12AR RothAndy
AKROM 0000018967 Approved 1002272004 W PLUY12AR Roth Andy
AKROM 0000018584 Approved 10/25/2004 W PLN12AR Roth Andy
AKROMN 00000185883 Approved 1072572004 W PLN12AR Roth Andy
AKROMN 00000185382 Approved 10/25/2004 W PLY12AR Roth Andy

4. Click on any links for the requisition that | The Req DOC Status page is displayed.
you want to review.

Ver. 2005.06.30 10-9
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What you do | What happens
{ ReqDOC Status
Business Unit:  AKROMN Req ID: 0000018976 Status: Approved CIlC.k ona DOC ID ||nk
to view that document
Document Date: 10222004 Document Type: Reguisition Budget Status:  ‘alid

Currency: UsD Amount:

120.00

Requester: Roth Andy
Associated Document

Customize | Find | Wiew All | ]

in a separate window.

First [ 1054 Y] Last

Business
Unit

Document Date  Vendor ID

Location

The Purchase Order

Documen‘ls
B Document Type Status
0000024644 PO Open

AKRON 10/25/2004

Cl Return to Search | | 45 Mextin List | | +E Previous in List

00000oooo3 CLEVELAND E]

must have a status of
Dispatched to be
considered a legal
commitment by The
University to purchase
the requested items.

5. On this page you can find the following
information:

B Requisition Status (Approved,
Denied, Recycled, Pending Approval,
Canceled, Complete)

o Budget Status (Valid, Not Chk’d,
Error)

o Requester

o Document ID’s for Purchase Order,
Receipt, Voucher, and Payment

6. Click onthe DOC ID link to view the
Purchase Order, Receipt, Voucher or
Payment.

A second PeopleSoft window will open
and display the requested document’s
information.

In this example, the document for the PO ID
0000024644 is displayed.

Ver. 2005.06.30
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What you do

| What happens

f Form i Schedule |

Unit; AKROM PO 0000024644

Wendor: |AKEFRONTL-001 D¢ noooooooos Yendor Details

PO Date: 10/25/2004 PO Status:  Open Receipt: Mot Recvd

Budget Status: Mot Chk'd Doc Tol Status: “valid

Cool,Denise

Backorder Status: PMone

1to2or2
First (4] 120t 2 [H] Last

. Ite:
Sel Line e Description Cateqony PO Oty Amount Status
1™ 1 hooks OFFIZ 10.0000 EA 2000 USD  Active
- 2 tables OFFIZ 5.0000 EA 100,00 USD  Active
Merch.: 120.00 Adj Amt: Total: 120000 USD 1to2af2

Header Details  Matching Header VAT Al RTY

) Return to Search

Form | Schedule

Header Comments  Line Details  Line Comments  Document Status

5 RelatedLinks

7. To inquire further on this document, use
the links provided at the bottom of the

page.

See the next parts of this lesson for further
information about the Purchase Order Inquiry and
Voucher Inquiry pages.

8. This was a second window opened in
PeopleSoft.

When you have completed your review,
you may close this window by clicking
on its X.

Ver. 2005.06.30
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Inquire on a Purchase Order

The Purchase Order Inquiry component, reviewed in part A, and the Purchase Order Activity
Summary component, reviewed in part B, are available for locating information about a purchase
order.

Part A: Purchase Order Inquiry Pages

Follow these instructions to display the Purchase Order Form and Schedule pages. The Form
page display basic information about the selected Purchase Order (PO), such as Vendor name
and ID, PO Date, PO Status, Budget Status and Receipt Status. In the lines section, it displays the
Item Description, PO quantity and total amount.

What you do What happens
1. Enter the path: The Purchase Order Inquiry search page is
displayed.
Purchasing

Purchase Orders
Review PO Information
Purchase Orders

Purchase Order Inquiry
Enter amy information yau have and click Search. Leave fields blank far a list of all values.

[ Find an Existing Value |

Business Unit: = = lakRON = -
Purchase Order: |begins with ﬂ |24SDS doonrfglsnsei%rig F;F?ee'tgeou
Contract SetiD: | begins with x| Ql leading zeroes if you are
Contract ID: |begins with || QJ searching by the Purchase
Release Number: [= =] | Order ID.
Purchase Order Date: [= =] | B
PO Status: = o =l
Short Vendor Hame: | hedins with ﬂ | ﬂ
vendor ID: |beains with =] | Q)
Buyer: |begins with || Q)
PO Type: [= = | |
Purchase Order Reference: | hegins with ﬂ |
[ Case Sensitive
Search | Clear | Basic Search [F] Save Search Critetia
2. Enter search criteria to locate the In the above example, the Purchase Order ID
Purchase Order(s) that you need. number is entered.
3. Click on _Search The Purchase Order Inquiry Form page is
displayed.
Ver. 2005.06.30 10-12

Software Training and Technological Services



Financials Upgrade for Experienced Users

The University of Akron

What you do | What happens
/ Form '\ Schedule
Unit: AKROM  PO: 0000024508 Click on
Vendor: A DRICHCHE-001 1D: 0000000026 Wendor Details Buyer:  Hayes Barahara Vendor Details
PO Date: 06/22/2004 PO Status:  Dispatched  Receipt: Partial Backorder Status: MNone to see address
Budget Status: valid Doc Tol Status: ‘alid 1to1of1 and terms
ize | Fi First (4] 10614 [V] Last information.
- ltem
Sel Line Hem Describtion Cateqory PO Oty Uom Amount Status
I~ 1 CHEMICALS  CHEMI 2.0000 EA 3000 USD  Active
Merch.: 30.00 Adj Amt: Total: 3000 USD 1tod ofl
Header Details  Matching HeaderWAT  AIRTY Header Comments... Line Details  Line Comments  Document Status | Links to
QReturn to Search ﬂRelatedLinks Other
Form | Schedule pages

4. Note that the Form page displays the
Vendor name and 1D, PO Date, PO
Status, Budget Status and Receipt Status.
In the lines section, it displays the Item
Description, PO quantity and total
amount.

A PO can not be paid in Accounts
Payable until it is dispatched (with PO
status of Dispatched).

For further information, click on any of
the active links that are available at the
bottom of the page.

A link is active when the text appears in a blue
or purple color and is underlined.

Ver. 2005.06.30
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What you do | What happens

Header Details

6. Ifyouclickonthe — link, the PO Header Details page is displayed. On this

page, you can see the Vendor full name, the PO Type and the Budget Status.
PQ Header Details

Unit: AKRON  PO: 0ooo0z4508

Vendor:  ALDRICH/SIGMAFLUKASUPELCORO Date: 06222004

PO Type: Geheral
Bill Addrs: POBILL Billing Address Origin:
[¥ Tax Exempt ID: 34-6002924 Letter of Credit ID:
: ) Comparing the
™ Prepaid PO Flag Prepaid Amount: PO Date to the
Prepaid Authorization Mot Appr Prepaid PO Status: Mot Froces ACCtg Date can
Status: provide one
indication that there
Currency Code:  USD Ewchange Rate Detail Exchange Rate:  1.00000000 is a PO roll-over
Rate Date: B(Z22004 Base Currency:  USD from one fiscal year
Rate Type: CREMNT to the next.

™ Hold From Further Processing

Method: Print
[¥ Dispatch Click on Return to
fcctg Date: 06222004 go back to the Form
@ =

7. 1f you click on the Rotument Stalus i 5 second PeopleSoft window is opened and the PO
Document Status page is displayed. This page shows you all the documents related to this
PO, such as Req, Receipt, Vouchers and Payments. When you have reviewed the
information, close this second window by clicking on its X.

/PO Document Status |

Business Unit:  AKRON POID: 0000024508 Status: Dispatched
Document Date: 06/22i2004 Document Type: Furchase Order Budget Status:  Valid
Currency: UsoD Amount: 30.00

Buyer: Hayes,Barahara

Associated Document

Documents | Related Info '.I

SetlD Buginess

Customize | Find | Vie # First (4 1aora [ Last

Unit DOC ID Document Type Status Document Date  Vendor ID Location

ARRON 0o0ooo18853  REQ Approved 062212004 =

ARRON 0000018112 Receipt Received 06i2212004 0000000026 MAINOFF B

ARKRON 00167385 “Youcher Posted OBi2Br2004 0000000026 MAINOFF B
AKRON 0000229735 Payment Posted 09i24r2004 0000000026 MAINOFF Bl

Q) Return to Search

8. Click on the folder tab. The Schedule page is displayed.

Ver. 2005.06.30
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What you do

| What happens

This page shows the detail information on a PO schedule line, such as Due Date, PO Qty, Unit

Price, Amount, Status, etc.
/ Eam Y Schedule

Unit: AKRON  PO: 0000024508
PO Schedule First [4] 1.0 1 [P] Last
Line 1 CHEMICALS
i H First (4] 10r 1 [F] Last
Sel Sched Due Date Time Due Ship To PO Oty Amount Revision Status
I~ 1 0B22/2004 RECEMING 2.0000 16.00000 30.00 USD Active
Amount: 30.00 USD POQW: 2.0000 UOH:  En
Schedule Details Ship To Comments  Sched Sales/Use Tax Schedule Freight Distribution LInkS to Other
Ship To Address Yalue Adjustment Miscellaneous Charges Schadule WAT Req Detail pages
QReturn to Search

Form | Schedule

9. For further information, click on any of
the active links that are available at the
bottom of the page.

A link is active when the text appears in a blue
or purple color and is underlined.

10. Click on the Listribution iy

The Distribution detail page for this PO
Schedule is displayed.

Ver. 2005.06.30
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What you do | What happens
The following page shows that the PO is distributed to a single budget.

Distributions -1

PO: 0000024508 Line: 1 Sched: 1 CHEMICALS Active
Distribute bz~ Gty ™ speedChart
Distributions

First (4 1.0r1 [ Last
Distribution Mote Details

Sel Line Status PO Oty Pct Amount GL Unit Entry Event Account Fund DeptiD Program Class
r 1 Open 2.0000 100.0000 30.00 USD AKROM &748 10000  A4740002 G000 OPER
Amount: 30,00 USD Doc. Base: 30.00 USD PO Oty 20000

Distribution Details Projects  Asset Information Req Detail  SalesiUse Tax Information Distrib VAT

K I Cancel

The following page shows a PO that is distributed by Qty (Quantity) with the cost split between
two different budgets. (Note the ChartField of DeptID.)

Distributions -- 1

PO: 0000024464  Line: 1 Sched: 1 DellInspiron Laptops Active
Distribute by: Gty " SpeedChart

Distributions
Distribution tore Details

First (4] 1.2 012 (] Last

Sel Line Status PO Oty Pct Amount GL Unit  Entry Event Account Fund DeptiD Program Class
[l 1 Open 2.0000 40.0000 2400.00 USD AKROM 5800 10000 A4740001 Bo00 OPER
[l 2 Open 3.0000 00000 3600.00 USD AKROMN 5800 10000 A4740002 Bo00 OPER
Click on Req Detail
to see the
Amount; G000.00 USD Doc. Base: G000.00 USD PO Qb 50000 Al
Requisition 1D and
Distribution Details Projects  AssetInformatiof Ren Detail Yalesdlse Tay infirmation Disfrin AT Requester 1D
information.
QK I Cancel I
Requisition Details -- %1 l
Request BU: AKRON
Requisition ID: 0000018859
Req Line: 1
Req Sched: 1
Req Distr: 1
Requester: PLIYV12AR
Telephone: 3300872-7340
Fax Number: 330087 2-5564

Reguisition Form

Return

11. Click on __9K__| The Purchase Order Inquiry Schedule page is
displayed.
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What you do | What happens

i Eorm Schedule

Unit: AKRON  PO: 0000024508

PO Schedule Firat [4] 1.0 1 [P] Last
Line 1 CHEMICALS

ai Al First (4] 101 [P] Last

Sel Sched Due Date Time Due Ship To PO Oty rice Amount Revision Status
I~ 1 0B/22/2004 RECEMMNG 2.0000 16.00000 30.00 LSD Active
Amount: 3000 USD POQt: 20000 UOM:  EA
Schedule Details Ship To Comments Sched Salesflse Tax Schedule Freight Distribution
Ship To Address Walue Adjustment Miscellaneous Charges Schedule WAT Eeqg Detail

QReturn to Search

Farm | Schedule

12. On the Schedule page, click on the
REQ Dietail ||nk

The Requisition Details page is displayed.

Requisition Details -- DELLCOMPUT-002

Business Unit: AKROM Purchase Order: 0000024464

Customize | Find | %

Requisition Details

Reguestor Details

Click on the
Requestor Details

coll | B First [ 12062 [P Last

Line Sched Dist E%IM Req ID Req Amount Req Oty Final folder tab to view
1 1 1 AKROMN 00000182816 ﬂ 1 1 1 2.0000 2400.000 5 I the RequeStor
1 1 2 AKROM 000001 8816@ 1 1 2 3.0000 3600.000 3600.000 30000 I InfOI’matIOﬂ

Business Unit:

Requisition Details -- DELLCOMPUT-002

AKROMN

Purchase Order: (000024464

Requisition Details Requestor Details h
. .. Reguest Req Req Req
Line Sched Dist BU Req ID Line Sched Distr Requester Phone Fax
1 1 1 AKRON anannasif B0 1 1 1 Haves Barabara 330872-2577  330/872-5564

13. Click on _9¥__|.

The Purchase Order Inquiry Schedule page is
displayed.

14. When you have completed your review
of this Purchase Order, click on the

Quetumto Seaich] o i you wish to
search for another Purchase Order.

Ver. 2005.06.30
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Part B: PO Activity Summary

What you do

What happens

1. Enter the path:

Purchasing,

Purchase Orders,
Review PO Information,
Activity Summary

The PO Activity Summary — Find an Existing
Value page is displayed.

PO Activity Summary

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

{ Find an Existing Value
Business Unit: =~ lKROM e

Purchase Order: | begins with j |

Purchase Order Date: [= = Bl

Purchase Order Reference: | begins with j |
Vendor ID; |begins with || Ql

I Case Sensitive

Search Clear | Basic Search [ Save Search Criteria

2. Enter search criteria to locate the
purchase order you need.

Business Unit AKRON

Purchase Order Enter the Purchase Order ID. Example: You do not need to
enter the leading zeroes.

Purchase Order Date

Purchase Order Date:

You can type the date or use the Choose a Date @ button to
select a date from the calendar. Select the operator “=" for a
single date. You may change to the operator of your choice,
such as “between” to locate a range of dates.

|between ~|  [10522r2004 [ ang [1orz5iz004 El

Vendor ID

Enter the Vendor ID or use the Look up button A to locate
the ID. On the Lookup Vendor ID page, search allows you to
search by the Vendor Short Name field. Type in the first few

characters of the VVendor Short Name and click on L2k Up |

3. Click on _=&arch

The Search Results are displayed at the bottom
of the page. Click on a link for the purchase
order that you want to review.

If only one purchase order meets your criteria,
the purchase order is displayed immediately.

Ver. 2005.06.30
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What you do

| What happens

{ Activity summary

Unit:  AKROW PO: 0000024464  Vendor:  Dell Computer Corp

PO Status:

Dispatched

First (4] 101 [M] Last

Customize | Find |

Line Hem tem Description UOoM Order Oty Amount Ordered  Amount Onhy

Icd 1 Dell Inspiron Laptops EA 5.0000 £000.000 - Click in the
checkbox to select
the line in the PO
that you wish to
review.

Oty Rewd: 0.0000 Qty Inved: 4.00 Oty Mtchd: 4.0000

Oty Accptd: 0.0000 Amt Inved: 4800.000 Amt Mtchd: 4800.000

Receipt Irvaice Matching Open Oty 5.0000 Open Amt: B000.000

QReturn to Search

4. Review the information on this page.

In the above example, note that:

The PO Status is Dispatched.

That the PO is for 5 laptops for an Amount of
6000.00 .

Four (4) of the five (5) laptops have been
voucher...

Invoice

5. Click on the link to view details
about the voucher and invoice for the
selected PO line.

Unit: ARROM PO: 0000024464 Line 1

Sched Hum AP Unit ‘oucher ID Line uanti
1 AKROM  O01B7E2S 1
1 AKROM 00157353 1
1 ARKROM 00167351 1

Activity Surmmany Youcher Inguing

Invoiced

Amount Invoiced
-1.00 -1zonooo +] =
2.00 2400000 +] = |
2.00 3600000 + | = |

The Voucher Inquiry
link will activate after
you click in a checkbox
to select a line item.

6. To review any of the line items on the
Invoice page, click to mark that line’s
checkbox.

The line item is marked. The Voucher Inquiry
link is available.

Ver. 2005.06.30
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What you do What happens
. Youcher Inguiry . i i i
7 Click on the link to ﬁsiﬁaratae \g/l(;]i(:O\II; |(secj)pened with the Voucher
review that line item’s voucher. quiry page dispiayed.
(Voucher inquiry "\
From Business Unit: To Business Unit: From Youcher ID: To Youcher ID: *Woucher Style:
[armon @l faran al [oo1E7625 @) [oarerezs @l [arvouchers |
From Inwoice: To Invoice: Post Status: Approval Status: Voucher Balance:
I A Q| = = =
SetiD: From Yendor Short Name: To Vendor Short Name: Voucher Date Type:
o | alf Al | =
From Vendor ID: aQ Tln Vendor ID: g\Ilermnr Location: a Fz:r: SD;‘;M @Tﬂ?‘;;um m

“Amount Rule: Voucher Gross Amount: Transaction Currency: -
Search Reset Griteria
Any i I g 2]
“Sort By: Woucher ID hd *Sort Asc/Desc: Ascending i Sort

¥ Display Currency Criteria
} Late Interest Analysis

[Voucher Inquiry Results

Customize | Find |
[ Voucher Details | More Detais |,
N " . " " Woucher "
3_:::7"1955 Voucher ID  Invoice Number :ﬂce Vendor ID  Short Vendor Name :_I_%dnr \ggher E::::;I Payments gjrren Grnss}:r'lnvs:;'t: Bglnanni::: Preu“a EI::: Tmaﬁ
ARKROMN 00167625 credit1234 11001i2004 0000000047 DELLGOMPUT-00Z MAIN OFF  Adjustrrent [ uso -1,200.00 -1,200.00
8. This page is displayed in a second The window for the Voucher Inquiry is

PeopleSoft window, so after you review | displayed. You can see voucher information,
the information on the VVoucher Inquiry such as Invoice Number, Invoice Date, Gross
page, close the window by clicking on its | Invoice Amount, Voucher Unpaid Balance,
X. Detail Lines, Scheduled Payments, etc.

- iwi -
9. Click on the ACthvit; Surnrmary link to return

to the PO Activity Summary page.
10. Click on ‘QRetunto Seaich g v \want to

search for the Activity Summary for
another Purchase Order.

The PO Activity Summary page is displayed.
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Inquire on a Voucher

The Voucher Inquiry component, reviewed in Part A, and the Voucher Document Status Inquiry,
reviewed in Part B, are available for locating information about a voucher. The Voucher Inquiry

provides voucher information, such as invoice number, related vendor and payment information.

The Voucher Document Status Inquiry shows all the documents related to a voucher, such as PO,
Requisition, Payments, etc. These two inquiries are discussed in this lesson.

Another inquiry, Voucher Accounting Entries Inquiry, also, is available, but is not reviewed in
this lesson. To use that inquiry enter the path:
Accounts Payable, Review, Vouchers, Voucher Accounting Entries

Review Appendix C for recommendations on customizing this inquiry page.

Part A: Voucher Inquiry Page

What you do What happens

1. Enter the path: The Voucher Inquiry page is displayed.
Accounts Payable
Review Use this page to search for the voucher(s) you
Vouchers need to review.
Voucher Inquiry

{ Woucher Inquiry

¥ Search Criteria Enter the
From Business Unit: To Business Unit: From Youcher ID: Yo Voucher ID: “Youcher Style: VOUChEI’ ID
[arRON Q] fakRoN Q| [ Ql Q] |anvouchers | here, if
) ) i known.
From Invoice: To Invoice: Post STatsT Approval Status: Voucher Balance:
| Q| a | = = [ |
SetiD: From Vendor Short Hame: ToVendor Short HName: Voucher Date Type: The
[acron” @ | = &l |l [ Vendor ID
Fr or 1D: To Vendor ID: endor Location: B e To Date: fields
([ Q| Q aJ| | fnszoos Eljrnezoos [
The Amount
“Amount Rule: Voucher Gross Amount:  Transaction Currency: Gearch | Resct Criteria I Rule fields
| ny = [ &
ISort Criteria
*Sort By: |V0ucherID j *Sort Asc/Desc: IAscending vI Sort
} Display Currency Criteria
Ver. 2005.06.30 10-21

Software Training and Technological Services



Financials Upgrade for Experienced Users The University of Akron

What you do What happens
2. Enter the criteria for your search. In this example, the Voucher ID 00163439 is
entered in the From Voucher ID field.

If you know the Voucher ID, enter it in

the From Voucher ID field. You need to enter leading zeroes for the

Voucher ID.

If you do not have the VVoucher ID, you

can conduct searches, such as:

a. Search by Vendor ID in conjunction
with an Amount Rule or Date Range.

b. Search by Voucher Styles.

3. Click __=®&arch | The Voucher Inquiry Results that match your
criteria are displayed at the bottom of the page.

| Woucher Inquiry

¥ Search Criteria

From Business Unit: To Business Unit: From Youcher ID: To Voucher ID: *Woucher Style:
kRO Q] akron Ql [00163439 Q) |oo1s343e @ [Aivauchers |
From Invoice: To Invoice: Post Status: Approval Status: Youcher Balance:
I & & | = = El
SetiD: From Yendor Short Name: To Yendor Short Name: Voucher Date Type:
[axron @) | Q| all || =l
From Yendor ID: To VYendor 1D: Wendor Location: From Date: To Date:
| al | Q| al [rirzzons B [riiemoes )

Amount Rule: Voucher Gross Amount:  Transaction Currency: Search | ResetCriIeriaI
| any =l | Q)
[Sort Criteria
*Sort By: Woucher D 'I *Sort AscDesc: IAscending 'I Sort Detail lines
}» Display Currency Criteria Icon
¥ Late Interest Analysis
Voucher Inguiry Results
r Voucher Details Y hiore Detsils
Business Voucher ID  Invoice Numb Imvoice Vendor D Short Vendor N Vendor  Voucher Detail Payipe Transaction Gross Invoice Pa'yment_
Unit gucher IWoICE NUMBET 1o endor 2hort Yendor hame Loc Style Line: ormation Currency Amount |nf0rmat|on
ARRON 00163435 493540299 100052003 0000000047 DELLCOMPUT-002 MAIM OFF  Regulary Ush 3.343.00 iCOn
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What you do

What happens

4. Scroll to the right on this page to review
additional information.

If the voucher has a discount, it will reflect this
difference between Gross Amount Paid and Net
Amount Paid.

Here is an example of a discount of $2.00 (1%).

Gross Amount Het Amount
Paid Paid
200,00 198.00

These fields are the last fields listed on the
Voucher Details tab. You need to scroll to the
right to see this data.

5. Scroll to the left.

6. On the Voucher Details tab,click on the
Payment Information icon :

The voucher payment information is displayed.

Back To Voucher Inguiry

Business Unit: Voucher ID:

AKROM

00163438 Invoice Number:

Vendor Location:

Gross Invoice
Amount is the total
amount on this
voucher.

493540299

MAIN OFF

Transaction Currency:

Cug
p. Applied

cnt Business
Reference ID .
Unit

Applied
‘oucher ID

Payment
Date

| [0
=8
= =
o 1=

AKRON  BANKT 325783 10i2312003

tomize | Find | Yiew Al

UsD

First (4] 10t 1 [P Last

Voucher Paid Payment
Amount Status

it
| #

Pavment Payment Details area

Amount Currency

15,087 97 USD 3,343.00 Paid

7. Review the data in the Details area of the page.*
Payment Reference ID: Check number
Payment Amount: Amount paid on this check ($15,097.97). When a check is issued, it
may be in payment for several/many invoices to the same vendor.
Voucher Paid Amount: Amount paid on this voucher ($3,343.00)
Payment Date: The date that the check is issued
*See the section in this lesson “Vouchers with Multiple Scheduled Payments” to review a
more complex payment scenario.
8. Click on the BackTo‘aucher Inguiry in The Voucher Inquiry page is displayed.
) o L A second PeopleSoft window is opened with
9. Click on the Detail Lines icon : the Voucher Line information and charges.
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What you do | What happens
Business Unit: akKkROM  Voucher ID: 00163425 Imsoice Number: 4035402009 Invoice Date: 1 0/05/2003
Vendor ID: 0000000047 Name: Dell Computer Corp ShortMame: DELLCOWMPUT-002 When yOU CIiCk on
Gross Invoice Amount: 3,343.00 Total Non-Merchandise Charges: 0.00 the Detail Lines
Entered VAT Amount: .00 Transaction Currency: usD icon, the page shows
— you the voucher line
Description,
Line: 1 Description:  dimension 2400 Amount; 3,343.00 Amount and
ftem ID: Quantity: UOM: Unit Price: ChartField
istributi Customize | Find information.
Line Amount GL Unit Account Fund DeptiD Program Class Bud Ref Project Openttem
1 3,343.00 AKROM 1315 10000
10. Review the VVoucher Line information on
this page.
11. This page is displayed in a second The Voucher Inquiry page is displayed.
PeopleSoft window, so after you review
the information on the VVoucher Inquiry
page, close the window by clicking on
its X.
12 Click on the (_More Details 4 ¢ (004 The More Details data is displayed.
oucher Inguiry Results Custarnize | Find | view | 38 First [0 1061 D] Last
|-' Woucher Details i More Details '.I
Business Post Match Close Biigt Hdr Bt Misc
U_nll— Voucher ID Status Appr Stat Status St_atus Due Date Acctg Date Entered on Status  Status
AKROM 00163428  Posted Approved MoMalch Open  10/0%/2003 10:21/2003 1062172003 Valid  valid

13. Review the data available on this page. In
particular, note:

a. Due Date: This is the voucher Net
Due date.

b. Accounting Date: This date defaults
to the current date, the date when the
voucher is entered in PeopleSoft. At
year-end AP accrual, this date may be
overwritten. For example, the
Accounting Date could be 06/30/04
even though the voucher was entered
on 07/14/04.

c. Entered Date: The date on which the
voucher was entered.

14. To search for additional vouchers, click | The criteria that you used previously are erased
Reset Criteria p\ +t0n from the page.

on the
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Vouchers with Multiple Scheduled Payments

What you do What happens

1. Review the data on the VVoucher Details
tab of the VVoucher Inquiry page.

Voucher Inquiry
From Business Unit: To Business Unit: From Voucher ID: ToVoucher ID: “oucher Style:
[akroN Q  [akron al [o0145528 Q) [oo14s528 Ql  [alvauchers k|
From Invoice: To Invoice: Post Status: Approval Status:  Voucher Balance:
Q| Q| 2 = [
SetiD: From Vendor Short Name: To Vendor Short Name: Voucher Date Type:
[sron @ al Ql -
From Vendor ID: To Vendor ID: Vendor Location: From Date: ToDate:
al | | Y 10202004 ] [112002004
“Amount Rule: Voucher Gross Amount:  Transaction Currency:
Search Reset Criteria
Erm—- | oy| e | Resmcnel
*Sort By: Youcher ID B *Sort Asc/Desc: Ascending h Sort

» Display Currency Criteria
¥ Late Interest Analysis

[Voucher Inquiry Results

Voucher Details | Mare Details
Business Voucher I Inwoice Number Invoice Vendorid  Short Vendor Name Vendor Voucher Detail Payment Scheduled Transaction Gross Invoice \%
Unit Date Loc Style Lines Information Payments Currency Amount Bah
AKRON 00145528  2861-2004 0717/2003 0000003470 FIFTHTHIRD-001 AL Regular F|L:‘| usD 13,358.72 A,566 65

no

Scroll to the right to view additional
fields of data. In particular, note the
Gross Invoice Amount, Voucher Unpaid
Balance and Gross Amount Paid.

Custornize | View &l | #E  First [4 1084 [
- . Youcher _
aross Invoice Unpaid Unapplied Total Hon- Entered Gross Amount Het Amourt
Amount LNpaic Prepayiments Merch VAT Paid Paid
Balance
13,359.72 5,566.55 rraiar Tra3ar
Gross Invoice Amount equals Voucher Unpaid Balance plus Gross Amount Paid.
$13, 359.72 = $5566.55 + $7793.17
3. Scroll to the left.
4. Click on the Payment Information The Payment Information page is displayed.

icon .

Ver. 2005.06.30
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What you do What happens
Back To Youcher Ingui
Business Unit: AKRON VYoucher ID: 00144528 Invoice Number: 2861-2004
Vendor Name: Fifth Third Leasing Company \fendor Location: AN
Gross Invoice Amount: 13,359.72 Transaction Currency. uso

First (4] 1.7 o 7 [¥] Last

Applied

Bank Bank Bank Payment Business Applied Payment Payment Payment Youcher Paid Payment
SetiD Code Account Reference ID unit Voucher ID Date Amount Currency Amount Status
AKROM  BAMKIT CDA 299307 07/30/2003 12,619.18 UsSD 1,113.31 Paid
AKRON  BAMK1 CDA 311286 09/02/2003 12619.18 USD 1,113.31 Paid
AKRON  BAMK1 CDA 320307 09/30/2003 12619.18 USD 1,113.31 Paid
AKRON  BANKI1 CDA 327117 10/30/2003 12619.18 USD 1,113.31 Paid
ARROM  BAMNKI1 CDA 328924 05/M12r2004 10,132.51 UsSD 1,113.31 Paid
AKROM  BAMKI1 CDA 328837 051852004 10,783.06 UsSD 1,113.31 Paid
AKRON  BAMK1 CDA 328140 1011212004 10132.51 USD 1,113.31 Paid

5. Review the payments that have been
made.

6. Click on the BackTo¥oucherInguiry |ink. The Voucher Inquiry page is displayed.

7. If your security allows you to view the The Schedule Payment Inquiry page is
scheduled payments, click on the displayed with the Schedule Details tab. It
Scheduled Payments shows you the unpaid scheduled payments and

their scheduled due dates.

icon

I scnemue Payment inquiry |

~ Search Critetia

VendorSetios |___|EN  From Vendor 1 I:::E] To Vendor I [ 1=\
FromVendorMame: [ |8 vovensornome: [ ]&

Remit Setil: [ Al Remit Vendor: __JSI

Business Unit: |AKRON U vauchor 10: (00145528 | Q) ppgr stat: || seytes: QUpropait =

Banksetn: || Bank Code: [ s Bank Account: i |y

scheduodPayfrom [ B ye | B

N [ L | BTN

Payment Methoit: . Hold | _Resel Criterla
Payment:

"Im;m: | vendor 1D ~ “2nd sort: gort

“Sort Typa: *Sort Type: lm_ "

S:FI:‘FIE_D:I_(‘_I-'WII Listing 5l = | Ehive) | BH

| Sehedule Details "\ Mors Detais |

.REO AMRON O0145538 2861-2004 0000003470 FIFTHTHIRD-001 5 CHK 11/30/2003 1,113.31 USD Approved

REG AKRON (0145528  2861-2004 0000003470  FIFTHTHIRD-001 B CHIK 12302003 [] 111331 UsD Approved

REG AKRON 00145578 2861-2004 0000003470 FIFTHTHIRD-001 T CHK 01302004 1.113.31 UsSD Approved

REG  AKRON 00145578  2861-2004 0000003470 FIFTHTHIRD-001 8 CHK 022072004 [] 1,113.31 UsD Approved

REG  AKRON 0145528 29612004 0000003470 FIFTHTHIRD-001 GCHK 03302004 111331 USD  Appraved
Total Gross Amount: &8RRGS LIRND

8. Review the scheduled payments on the
Schedule Details tab.

9. Click on the BackTo¥oucher Inguiry |ink. The Voucher Inquiry page is displayed.
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Part B: Voucher Document Status Inquiry

What you do What happens
1. Enter the path: The Voucher Document Status Ing — Find an
Existing Value page is displayed.
Accounts Payable VYoucher Document Status Ing
Review Enter any information you have and click Search. Leave fields blank for a list of all values.
Vouchers { Find an Existing Value '\
Document Status Busimessunit. |- =] W
Voucher ID: | begins with > ||
Invoice Number: |begins withj| g
Invoice Date: [= = Bl
Vendor Seti: = ] Y
vendor ID: | begins withj| Ql
Short Vendor Name:|begins withj| g

I case Sensitive

Search Clear | Basic Search [F] Save Search Criteria

2. Enter search criteria to locate the In this example, Business Unit = AKRON and
voucher(s) you need to review. Voucher ID = 00167381 are entered.

You do not need to enter the leader zeroes in the
Voucher ID.

3. Click _Search | The Vouchers that meet your criteria are
displayed in the Search Results area. Click on
any link for the particular voucher that you want
to review.

If only one Voucher meets your criteria, which is
the case, here, the Voucher Doc Status page is
displayed directly.

Ver. 2005.06.30 10-27
Software Training and Technological Services



Financials Upgrade for Experienced Users The University of Akron

What you do | What happens
{ Youcher DOC Status
DOC ID links
Business Unit:  AKROMN Voucher ID: 00167221 Document Type: Youcher
Invoice ID: test reversal vehr&accting dt Invoice Date: 0ar2ar2004 Document walid
Tolerance
Gross Amount: 10000 USD Approval Status:  Approved Status;

Budget Status:  “alid

Vendor ID: 0000002774 Location:  MAIN SUMKMTELEC-001

hatch Manager
Associated Document Customize | Find | Yiew All |":t First (4 1585 [P Last
Documents ' Related Info

SetiD ﬁ';;iﬁ —Docament Type Status Document Date  Vendor ID Location

AKRON 0000228848 \ Payrrent Posted 07/ 412004 0000002775 MAIN

AKRON 0000228743 \Payment Posted 0O/24/2004 0000002775 MAIN
AKRAN 0000024448 PO Dispatched  DSi0B/2004 0000002775 MAIN

0000018745
00167382

REQ Approved 0452952004
Youcher Posted 06/29/2004 0000002775 MAIN

O D m m m

The DOC IDs for the Payment Document Type are NOT check numbers. Click
QuRetunto Search| (2 Refresh on the DOC ID to display the Payment Inquiry page. On the Payment Inquiry
page, the field for the check number is called Payment Reference ID.

4. Click on the DOC ID link to take you to | A second PeopleSoft window is opened. The

that document’s inquiry page. inquiry page for that Document Type is
displayed.
Req Requisitions Inquiry page
PO PO Inquiry page

Voucher  Voucher Inquiry page
Payment Payment Inquiry page

See the instructions in this chapter for a
discussion of each inquiry page.

Requisitions Inquiry page

{ Requisitions
i First (4] 1or 1 [M] Last
Details
Unit Requisition Status Reguester Req Date Total Amt Currency

¥ AKRON 00000187495 Approved Hayes, Barabara 0452972004 100.000 Dollar
Search Approval Histary Header Comments... Document Status

Show RFQ  Show PO Show Receipts Show MSR Show Youcher ! Payment

Ver. 2005.06.30 10-28
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What you do | What happens

PO Inquiry page

[ Form Y Schedule

Uinit: AKROMN  PO: 0ooooz24448

Vendor: SUMMITELEC-001 ID: 0000002775 Wendor Details Buyer:  Jenkins,Bill

PO Date: 05082004 PO Status:  Dispatched  Receipt: Mot Recwd Backorder Status: None
Budget Status: alid Doc Tol Status: “/alid 1to1of1

nd i First (4] 1o [F] Last

Sel Line [tem ftem Description Category PO Oty UOM Amount Status

Ird 1 Blanket purchase arder for ele MROES 100.0000 EA 100.00 USD Active

Merch.: 100.00 Adj Amt: Total: 10000 UED 1to1 of1

Header Details  datching Header VAT ALRTY Header Comments... Line Details  Line Comments  Document Status
) Return to Search 5] RelatedLinks

Form | Schedule

Voucher Inquiry page

Youcher Inguiry
¥ Search Criteria
From Business Unit: To Business Unit: From Voucher ID: To Youcher ID: *“Woucher Stye:
[arron Q| [akron Y] [on167382 Q)  [oorer3ez @ [airvouchers =l
From Invoice: To Invoice: Post Status: Approval Status: Voucher Balance:
I al Q| [~ | [~ | H
SetiD: From Vendor Short Name: ToVendor Short Hame: Voucher Date Type:
P | al al|T =
From Vendor ID: To Vendor ID: Vendor Location: From Date: To Date:
Q| al | | | 11202004 | Bl 117202004 5]

*Amount Rule: Voucher Gross Amount:  Transaction Currency:
Search Reget Criteria
[y =1 | @) I I
[Sort Criteria
*Sort By: wWaucher ID 2 *Sort Asc/Desc: Ascending - Sort I

» Display Currency Criteria
} Late Interest Analysis

[Voucher Inquiry Results

Custormize | Find

Voucher Details ' More Details
. A . o Voucher o
. Invoice Wendor Tr Gross Invoice " L Total
Unit Voucher ID Imvoice Number Date YendorID  Short Yendor Name Lot Nnes Information Curren Amount Bgll;n"f::l: Prey ents ¥
AKROM  DD167382 Leg"'irsa' 3089 pgasp004 0000002775 SUMMITELEC-001  MAIN usn -3000

To close out the remaining balance of a voucher, especially a PO voucher, the
Reversal voucher is used by Accounts Payable. The Reversal voucher offsets
the original voucher. The Voucher Style will be “Reversal” for these detail
lines, as shown here.
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What you do | What happens
Payment Inquiry page
P nt Inquiry

¥ Search Criteriz

I 'l Payment Method: ICheck 'l
IEIANK1 Ql

Bank Se

Bank Account: DA g Bank Account

Pay Cycle: l— Ql Pay Cycle Seq #:

Remit SetID: Y Remitvendor: |  Q

endor Name: | =Y endor Location:

*Amount Rule: Any - amownt: [ Currency:

From Date: [ B tepae [  E Search | ResetCriiaMs Payment Reference ID

is the check number.

[Sorting Criteria

*st sort: IAcwunt 'l *Sort Type: e -
*2nd sort: IF'ymnt Ref 'l *Sort Type:  |AsC =

" Payment Recon Reconcile
Amount Currency CreationDate  Payment Date
Amount Currency Creation Date P ent Date Status Status Date

Check 70.00 UsSD 071452004 071452004 Faid Unrecan

5. The inquiry page is displayed in a second | The Voucher DOC Status page is displayed.
PeopleSoft window. When you have
completed your review of the document,
close the window by clicking on its X.

6. You may click on another link to review
that document or click ‘R Retumto Search, to
initiate a new search.
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Inquire on a Payment

The Payment Inquiry page is reviewed in this lesson.

There is another page for inquiring on a payment, the Payment Document Status Ing. This page
IS not reviewed, here. To use the Payment Document Status Inq page, enter the path:
Accounts Payable, Review, Payments, Document Status .

What you do What happens

1. Enter the path: The Payment Inquiry page is displayed.
Accounts Payable
Review
Payments

Payment Inquiry

P nt Inguiry
¥ Search Criteria

Payment Reference ID: I Payment Status: I 'l Payment Method: 'l
Bank SetiD: | Ql Bank Code: | Ql
Bank Account: | =Y Bank Account #: |

Pay Cycle: l— Ql Pay Cycle Seq # l— Q)
Remit SetiD: Y Remitvendor: | &
Vendor Name: | QJ Vendor Location: l—
*Amount Rule: ARy e Amount: I Currency: I ﬂ
From Date: I To Date: I Bl Search | ResetCnterial
*ist sort: [account =] ‘Sort Type:  |Asc -
*2nd sort; IPYmntHef 'l ‘Sort Type: | Ast - Sort
2. Enter search criteria to locate the If you know the check number, enter the
payment(s) that you need to review. number in the Payment Reference ID field. You
might search by check number to review all the
vouchers paid by this check.
You might search by Vendor in conjunction
with an Amount Rule or payment Date.
In the following example, the search is for:
Payment Status = Paid
Remit Vendor = 000000000047
Amount = Any
From Date 05/01/2003 To Date 06/01/2003
Ver. 2005.06.30 10-31
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What you do

| What happens

P nt Inguiry

¥ Search Criteria

Payment Reference ID: I Payment Status:

IPaid 'l Payment Method: I 'l

Bank SetiD: | G Bank Code: | G
Bank Account: I G Bank Account #: I

Pay Cycle: I G Pay Cycle Seq # I G
Remit SetiD: | G Remit Vendor: |ununuuuu4? G

Yendor Name: |

Q]  wendor Location: I

*Amount Rule: Any = Amount: I Currency: I g
From Date: IDSIDHEDDB EJ  ToDate: IDSIDHEDDB B Search | ResetCriteria'
[Sorting Criteria
*1st sort: IAccount 'l *Sort Type: A =
*2nd sort: I Pymnt Ref 'l *Sort Type: | Asc - Sort

Payment Inguiry Result
Payment Details Additional Info

Wendor Details

3. Clickon__5e8ch |

on the Payment Details tab.

The Payments that meet your criteria are listed

P nt Inguiny

¥ Search Criteria

Payment Reference ID: I Payment Status:

IPaid 'l Payment Method: I 'l

Bank SetID: | G Bank Code: | G
Bank Account: I G Bank Account #: I

Pay Cycle: I G Pay Cycle Seq #: I al
Remit SetiD: | G Remit Vendor: |ununuuuu4? G

Yendor Name: |

Q]  vendor Location: I

On the next page,
see the list of
valid Payment
Statuses at UA.

*Amount Rule: Any 4 Amount: I Currency: I g
From Date: IDSID1I2003 EJ  ToDate: IDﬁIDHEDDB B Search | ResetCriterial
[Sorting Criteria
*1st sort: IAccount 'l *Sort Type: At =
*2nd sort: IPymnt Ref :l' *Sort Type: | Asc - Sort
ent Details Additional Info “endor Details
Payment . P: L] Recon Reconcile
Currency Creation Date  Payrnent Date
Amount Currency Creation Date P: ent Dme@@ Status Date
7,119.05 UsD 05/02/2003 05022003 Paid Unrecan
1,770.00 UsD 05/05/2003 05/05/2003 Paid Unrecan
64.95 USD 05/07/2003 05/07/2003 Paid Unrecan
879.20 USD 05092003 05/09/2003 Paid Unrecan
5,570.20 UsD 05092003 05/09/2003 Paid Unrecan
11,611.04 USD 0501452003 05142003 Paid Unrecan
19,835.47 USD 051192003 05/M19/2003 Paid Unrecan
11,146.78 USD 05/30/2003 053052003 Faid Unrecon
2380712 USD 053002003 05/30/2003 Paid Unrecan

fo Refrash

The Payment
Reference ID is
the check number.
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What you do |

What happens

Overflow The payment was printed on an overflow advice.

Paid The payment was paid.

Replaced The payment was replaced.

with a new check number, the first check number is given the status of

For example, when a check is reprinted

Replaced.
Stopped The payment was reversed.
Undo The canceled payment was undone.
Void The payment is void.

4. Review the data on the Additional Info
and Vendor Details tabs, as needed.

The Additional Info tab (with Bank Account # and Description masked)

Paymmerit Detsils Additional Info “endor Details
Payiment
r[l)eference gto_ai‘tus ﬁ Cancel Date P le  Seq Num %um Bank Account # Description
279084 Fosted Mo Cancel DAILY 1062 CDA
279551 FPaosted Mo Cancel DAILY 1064 CDA
280013 Fosted Mo Cancel DAILY 1067 CDA
280632 FPaosted Mo Cancel DAILY 1071 CDA
280633 Fosted Mo Cancel DAILY 1071 CDA
281681 FPosted Mo Cancel DAILY 1074 CDA
282511 Fosted Mo Cancel DAILY 1080 CDA
285506 FPosted Mo Cancel DAILY 1094 CDA
2855145 Faosted Mo Cancel DAILY 1054 CDA - -

The Vendor Details tab

Payment Inguiry Result

Payment Details Additional Info Vendor Details
Payiment Reference ID  Vendor Name
2749095 Dell Computer Corp
2749551 Dell Computer Corp
280013 Dell Computer Carp
280632 Dell Computer Carp
280633 Dell Computer Corp
281681 Dell Computer Corp
282511 Dell Computer Carp
285506 Dell Computer Corp
285514 Dell Computer Corp

Vendor ID

noooooon4y
noooooon4y
oooooooo4y
noooooon4y
noooooon4y
noooooon4y
0ooooooo4r
noooooon4y
noooooon4y

5. Click on the Payment Reference ID link
for the check that you want to review.

The Payment VVoucher Details page is
displayed.

Ver. 2005.06.30
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What you do | What happens

BarkTo Pament iy This page displays the check number,

A . check date and amount, vendor name
paonts DALY Seqam 1062 pamentDats: 002005 and address, related voucher I1Ds and the
Vendor Name:  Del Garnputer Cop Days Outstanding: 50 amount paid on each voucher.
Address: Dell Marketing LP cio Dell USA LP Payment Clear Date:

Box 371964 Reconcile Date:

Pittshurgh PA 15250-7964 USAa Value Date:
Payment Amount: 711905 USD Payment CHK

Method:

Description: ﬂ

First [{] 1.5 5 [F] Last

Click on a VVoucher

Advice Date Invoice Number  Gross Paid Amount Paid Amount Currency ?:(ET‘:M %:r e Source .

0472272003 331692880 112,53 112,53 USD Accounts Payable Vouchers ID Ilnk to go to the
04/22/2003 330437618 248240 248240 USD ACcounts Fayable Vouchers 1
(LT EXNEED) 59440 R-LEX I Lin] TCOUNTS Fayable vOUChers | VOUCher IanIry
04/15/2003 325265858 39372 39372 USD Accounts Payable Vouchers page.

04/21/2003 330539272 236.00 236.00 USD Accounts Payable Youchers

6. Review the data.

7. To review a Voucher, click on its The Voucher Inquiry page is displayed.
Voucher ID link.

=]
voucher momy \
[ Vaucher Inquiry |

~ Search Criterla

From Dusiness Unit: To Dusiness Unit: Fromm Vioucher 0 To voucher i “Woucher Ste:
Juman L+ U TTT) @ |nat29z40 Q) [ontzeadn =Y [mrvouchers =]
From Immice: To Inice: Post Status: Approval Stats: Woucher Dalance:
[ al | a =l j- | Ji|
Sl From Vendor Shorl Harme: To Vierador Shat Narnay: Winmches Disler Typae:
waron @ | al| Q) =

From Vendar I T Vanor 10 Vendor Location: From Date: To Date:

Q) |— Q) |— [+ V1zmaons [ [aeaoss [

“Amount Hule: Voucher Gross Amount; AT NGy,
Saareh
o 3 I A warch

Rt Criterian

St By Woucher ID L “sort AscDesc:  [Ascending = il

* Display Currency Criteria
* Late Intarast Analvsis
schies Irsquiry Rasullss

Voucher Uetails | More Detads

o
Virsess Informration Cureney Armourd g

AKRON DUTZEBA0 I3NLYIES0 U400 DODOUDDDAT DELLCOMPUT-00Z WA OFF Reguiar [ '} usD 11253

Buesinnzs Irmuiiz Mimd  Voucher  Detall Payemenl  Transaclion  Goosss hewice: Unapplicd  Tulal
Vouchor i) [viHce Number Vendor b Ehart Vendor Name | - Unpaid
Uit Dralaz Lo Stylu salance n L]

8. Click on the Back To PaymentYouchers |ink. The Payment Vouchers Details page is
displayed.

9. Click on the BackTo Pavment Inguiry |ink., | The Payment Inquiry page is displayed.

10. You may click on another link to review

that document or click #esetCriteria 4
initiate a new search.
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Chapter 11 : Clearing Cache in Internet Explorer

The temporary internet files are copies of the web pages that you recently opened. The web
pages are copied, so that if you open them again, the pages will be displayed quickly. It is a good
practice to occasionally clear the cache.

For the PC

What you do What happens

1. From the Internet Explorer menu bar, The Internet Options dialog box is displayed.
click on Tools, Internet Options.

E 2|x|

General |Securil}l| Privacyl Cuntenll Cunnectiunsl F'mgramsl Advaﬂcadl

Internet Options

c B o = ~Home page
<3 Welcome to The University of Akron - Microsoft Ink '
% *You can change which page to use for your home page.
J File Edit ‘Wiew Faworites | Tools  Help Addiess: | TR RTE e
J * Back - * . @ 'ﬁ Mail and Mews » Use Current | Use Default | Use Blank
Synchronize Tem :
= e parary Internet files
J 'qddress I"ﬂ http:”WWW ' Uakrl:ll'l.f WindDWS Update +y  Pa0es you view on the Intem in & special folder
¥ for quick viewing later.
About UA » | Admissions ¥ show Related Links Delete Conkjes... | { Delete Files.. || Setings.. |
TN S — e NS
The Histary folder containg links to pages pou've visited, for
quick access to recently viewed pages.
Days to keep pages in history: 20 3: Clear History |

Colors... | Fonts... | Languages.. | Accgssibilily...l

(1]:4 I Cancel | Apply |

2. On the General tab, click on the The Delete Files message box is displayed.
Delete Files... 1y tton x|
' 3 Delete all files in the Temporary Internet Files

‘ou can also delete all your offline content stored
locally,

Ok I Cancel |

3. Click in the checkbox for Delete all The hourglass will appear while the files are
offline content. being deleted. If you have not cleared cache
4. Click on OK. recently, this may take a minute or several

minutes.

When cache is cleared, the hourglass is no
longer seen. The Internet Options dialog box is
displayed, as shown in step 1.

5. In the Internet Option box, click on OK.

6. Close the Internet Explorer.

Ver. 2005.06.30 11-1
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For the Macintosh

What you do What happens

1. From the Internet Explorer menu bar, The Internet Explorer Preferences box is
cI|ck on Explorer, Preferences. displayed.

_File Edit View Go F

(5] Q About Internet Explorer... @\
d License Agreement...

Preferences...

@i Services » 7=
Hide Explorer 3#H B admi
= Hide Others N#H —
g he |
g Quit Explorer 3%Q DNLI

SIH

2. Inthe scroll box on the left, locate the
Web Browser menu.

Internet Explorer Preferences

reme b |

3. From the Web Browser menu, locate and e —
click on Advanced. = _ ;

4. Inthe Cache frame, click on the Empty P =—

. Never
Size: 10 ME  ( EmptyNow ) &
<

Now button.

Locatien: "MS Internet Cache" on volume "Macintosh HD" |

{ Change Location. ]
Connections
E Support multiple connections
@ Forms AutoComplete =
@ Show server messages Max connections: | 4 1
@ Autofill Frafile

W Receiving Files
@ Download Options
@ File Helpers

if‘?i § “Cancel _n ( ) |

Offiine Browsing

"] Automatically connect to the Internet if a page is not cached I

5. When the files are deleted, click on OK.
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Chapter 12 : Locating PeopleSoft Training and

Documentation on the Web

The home web page of Software Training and Technological Services contains links to

PeopleSoft
a

version 8 instructions:
Seminars (instructor-led) — Register for classes, such as this one.

Hard copy manuals and job aids — Download materials that you can print through
Adobe Reader.

Web-based audio-visual tutorials — Watch a movie that leads you through the steps of
common procedures in PeopleSoft.

PeopleSoft manual updates and changes — When a procedure changes or a new
procedure is added, a notation will be made in the PeopleSoft Version 8 Manual Log.
View the log and download any new/changed materials that are pertinent to your job.

When you are back at your desk, open your browser, such as Internet Explorer, and navigate to
http://www.uakron.edu/its/learning/index.php . Set it as a Favorite so that you easily can check

for instruct

ions and updates when needed.

Look at the list of items under Important Links for Faculty and Staff.

Software

Training &

Technological
Services

ITS Home

Qur Departments

r Applications

» Cperations

+ Telecommunications
» Metworking

» Leatning Technologies

riPLAN

» Distance Learning

Alumni Athletics Haome

The.
of ARSI
Information Technology Services

Mdsron, OH 44325

Academics | Administration Campus hap

SOFTWARE TRAINING AND TECHNOLOGICAL SERVICES

+ Design & Development
. Computer Based

The Software Traming and Technological Setwices unit provides specific

trammg for admimstratve and academic software used Unwersity wade Azzessment
such as PeopleSoft and WebCT * Distance Learning

* Software Training
This group alse provides training for widely used software programs [ Ba=lees

* E-mail Managemert

. . . . * Wehmail

The 3TT3 staff provides a wide variety of services to help the university 0 B s
cotmmmupity for anything from Microsoft Office Applications to PeopleSoft Ay Finct Peopie
Software Tranng provides the suppert you need + TS Peaple

* L& General Directory
The staff is ready to help the University community use software
technolegy more effectively. * Help Desk

* Change Passwords
Ernall Sue McFibben * Dowwvnload Softweare

* Reactivate UAnet ID

Phone:(330-572-A39  Synchranize Password
[E3 E-Learning
* Courses & Programs
& Serine * Instructor Resources

Mail and Calendar Docurnentation * WEbCT Help

» Computer Based Testing - !
— e Micrasaft Office Xp - -i|==: p—
# PeopleSoft w7.6 - General Information —————
» Software Training » Peoplesoft v7.5 - Financials Training Materials . E:gﬁ:dmn AllsimrEL D
+ Registration & Info Canter » PeopleSoft v& Training - Main Page
» Internet Explorer/Portal Basics « CHT Oifice
" Cameuter Stors e WebCT Documentation o Lob Hours
& Using the Mainframe Systern (MWS) * Lah Reservation
» Setting up and using ZipSpace * Check Your Reservations

Important Links for Students

* Mail Docurnentation

# WebCT Docurnentation

® Settinn un and nsinn ZinSnare
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Appendix A Favorites in Internet Explorer

When you find an Internet site that you like and want to use again, you can save the address
(URL) as a Bookmark, which is also referred to as a Favorite. You can add new favorites, delete
favorites and organize favorites. The favorites feature is just a folder that you use to store
Internet shortcuts. Favorites will save you a lot of time if you tend to use the same Web sites
frequently.

Create a Favorite

What you do

1. Go to the Web page that you want to set as a favorite.

From the menu, select Favorites, Add to Favorites.

3. In the Add Favorite box, either leave the default Name or type in a new name for the
site so that you will easily remember the new favorite name for retrieval.
Add Favorite 21x|
* Intemet Explorer will add this page to vour Favorites list.
™ Make available oifine Cancel
Mame: | tielcome to The University of Akron Create in <<
Create in avotites ew Folder
7:? : IBIE"\ Sites w
) Links
L) Cther
) PeopleSoft
) Sara
) Training
) Uof &
Select OK.
Ver. 2005.06.30 A-1
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Use a Favorite

What you do

1. From the menu, select Favorites.

/% Welcome to The University of Akron - Microsoft Internet Explorer provided by The Uni =] 3]
J File Edit Wiew | Favorites Tools Help | l':’
J OBa:k - \_) dd to Favorite Iar:h ‘:1\? Favarites @Madia 6_-‘:| T E LS
JAddrass Elhttpgte j ﬂ e
m ) IBM Sites 3
Lo =200 ) Links 3
About UA ¥ | Adi ’Aﬂ 1SN, com drninistration = | Alurnni & Giving * | Athletics ¥ | Carnpus Map/SkyCarn ¥ LI
<, &) Radio Station Guide
) Sara L3
) Pecplesaft "ILINE TODAY! ’]},lc
[ Other » I Vel,si[y
| Training »
, of n
302 Buchtel Mall
Akron, OH 44325
e 330-972-7111
2. Locate the favorite you want to navigate to from the Favorites list on the menu, and

select it to go to that Web page.

Ver. 2005.06.30
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Organize Favorites

What you do

1. If you set a lot of favorites, you can use the menu option of Favorites, Organize
Favorites to create folders and to organize, move, or delete your favorites.

'; Organize Favorites

To create a new folder, click on the Create

Falder button. To rename or delete an | Links
item, zelect the item and click Fename or 1 Media
Delete. .
__1 Imported bookmarks
Lreate Folder | FRename | ] Sara
Move to Folder... | Delete | 1 Training

- — = "] Misc
Select a Favorite to view its properties ar J
ko make it available for offline viewing. _1UofA

& Microzoft Download Center
& &dobe in Education Training f...
& Adobe in Education Free onli..
& Cartoonz

Cloze

e To create a folder, click on the Create Folder button and type the name of the
folder over “New Folder” in the folder name frame on the right side of the
Organize Favorites box.

e To rename a folder, click on the Rename button and type the new name in the
folder name frame on the right side of the Organize Favorites box.

o To move a favorite into a different folder, select the link on the right and then
click on the Move to Folder button and select a new folder.

e To delete a favorite, select the link on the right and then click on the Delete
button. Click on Yes to confirm the deletion.

After you are finished making changes, click on the Close button.

Ver. 2005.06.30 A-3
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Appendix B Organize Favorites in PeopleSoft

Editing Favorites in PeopleSoft

There are four editing options for your PeopleSoft favorites:

1. Choose/Customize the order in which your favorites appear
2. Delete a favorite from your list

3. Search for a favorite and

4. Download favorites

Changes you make in the editing menu
will appear in your “My Favorites” Menu

Hemvindos | el Search

Edit Favorites I @

=2 Wy Favarites
Bedular Entry
Trial Reqister
Wendar Summary Listing
Waucher Archive Selection
Woucher Posting Request
Edit Favarites

Cudlornge | Fog | 88 i
S

B |

Ver. 2005.06.30
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Customizing the Order of Favorites

When you add a favorite in PeopleSoft the list that appears under the heading My Favorites
automatically defaults to alphabetic order either in ascending (A-Z) or descending (Z-A) order.
You can choose change the order by assigning a number/priority to the favorite and then
determine the order the numbers will appear ascending (1-20) or descending (20-1)

What you do What happens

1. Select My Favorites from the main menu.
Menu B Ed
Search:

| D

7Ny Favorites
Eegular Entry
Trial Redgister
YWendor Surmimary Listing
Youcher Archive Selection
YWoucher Posting Reguest
Edit Favorites

2. Select Edit Favorites. The Edit Favorites page is displayed.

Display of current list of favorites appears. From
this menu you can do the following:

Edit the name of a favorite

Sort a column

Delete a favorite

Customize order of Favorite editing menu
Find a specific favorite

Download favorites

PeopleSoft.

=13

Edit Favorites

Customize | Find | B
"Favorite Sequence number
|Regu|ar Entry

|Tr|a| Reqister

|Vendur8ummanf Listing

|VnucherArcmve Selection

il
L

|Voucher Fosting Reguest

Ver. 2005.06.30
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Editing or Changing the Name of a Favorite

What you do What happens
1. Click in the text box of the favorite PeopleSoft. e
you want to edit. =
2. Type the correct name for the leXt boxes for the
favorite. Edit Favorites avorites’ names
3. CliCk on the Save bUttOﬂ Custornize |Find |  First
“Favorite Sequence number
[Reguiar Entry 1 Deiste_|
[Tral Register 1 Deiste_|
[izendor Summary Listing 7% Deete_|
[roucher Archive Sefection | Deete_|
[voucher Posting Request [ 1 Deiste |
B 5=
Ver. 2005.06.30 B-3
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Sort a Column

PeopleSoft will display your Favorites in one of two ways

1. Alphabetical (default) or
2. Numerical

Alphabetical Sorting

What you do

What happens

1. Click on the column heading Favorite to
sort in ascending or descending order

2. Click on the column heading again and
the list will return to its previous state.

3. Select Save to save your changes.

PeopleSoft, I ——

M Window | Helo

The column heading

Edit Favorites

Cuslocaize | Find | M Fic
SNENG U
s -
I o [
[Fendor Ssummanyistng | Detate
[VousherAcchive Setecsan 1 Dot
Joucher Posting Raguast 0 [y

Numerical Sorting

What you do

What happens

1. Determine the order in which you want
your Favorite list to appear.

For example:
You want your Favorite list in this order

Vendor Summary Listing
Trial Register

Voucher Archive Selection
Voucher Posting Request
Regular Entry

PeopleSoft. T

Miwwingow | Heip

-

Edit Favorites

Ver. 2005.06.30
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What you do What happens
2. Click in the Sequence number fle.zld.' Use The column headina, Seaquence number
the delete or backspace key to eliminate
the zero.
3. Type the appropriate number. T [Essb |
- |Tr|a\ Register I 2 Dielete
4. Select the column heading Sequence T — —
order to sort in ascending or descending | Fewier s sowen — Desis
order I\f’uunhar Posting Request |—4 Delete
5. Click on Save to save your changes. PeopleSoft. T
B Windiow | Hitlo
Click on the column heading again and Edit Favorites
the list will return to its previous state. - Y
[vensorSummanyListing [ ] Dekte |
i megster =z oekte |
uther Archive Sehcbon I 3 Duiete |
sucher Pasting Roquirs! 4 Duoter_|
e gutar Entry = |
NOTE: You could have two favorites e T o -
assigned the same sequence order. [T Raer —— L oekte |
|VuucherArchive Selection |—2 Delete
|Hegu|arEmw l—-l Delete
|Vnucher Posting Reguest I—E Delete
Ver. 2005.06.30 B-5
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Delete a Favorite

What you do

What happens

1. Select the Delete button.

Custornize | Find | B

‘Favorite Sequence number

|Regu\arEmry

Delete |
Delete I
Delete |
Delete |
Delete |

|Tr|a\ Renister

|Vendur Surnmary Listing

|VnucherArchive Gelection

1L

|Vnucher Posting Request

2. Click on OK

Microsoft Internet Explorer x|

‘\?) Delete current/selected rows From this page? The delete will occur when the transaction
is saved.

[8]4 | Cancel |

3. Click on Save.

PeopleSoft, I ——

M Wirndew | Helo

|

Edit Favorites

i SEAUICE I
=

fouchir Posting Redquast

Ver. 2005.06.30
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Customize Order of the Edit Favorites Page

Use these steps to change the Edit Favorites display.

From this:
Edit Favorites

First (4] 1.4 of 4 [¥] Last

Delete
Delete
Delete
Delete

*Favorite

||Departmenta| Budget Reports

||Purchase Order Inguiry

|Requi5iti0n Inguiry

||Requi5tiun Frint

To this:

Edit Favorites

Custornize | Find | B8 First (4] 1.q0ta [P Last

Sequence number *Favorite

| 1] |Depar1menta| Budget Reports Celete
| 1] |Purchase Order Inguiry Celete
| [ |Reauisition Inguiry Delete
| 1] |Requisti0n Print Dielete

What you do What happens

1. Select Customize from the header bar.

‘Favorite

|Regu\arEmry

|Tria\ Reqister

|Vendnr Surnmary Listing

|VnucherAmhive Selection

|Vuucher Posting Request

1. Click on the Favorites column name.
. @ Personalize Column and Sort Order
2. Click on the Move Down button = .

™ Hudene
I Froen

on | _coow | Pestore Cutaits | rem |

The Sequence Number column is displayed first,
followed by the Favorites column.

Edit Favorites

3. Click on OK.

Custorize [Find | 8 First (4] 1a4 ] Last

Sequence number ‘Favorite

| a |Depanmema\ Budget Reports Delete
| a |Purchase Order Inguiry Dielete
| a |Requisniun Inguiry Dielete
| a |Hequistinn Print Delete

Ver. 2005.06.30
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What you do

What happens

4. NOTE: Hidden and Frozen options are
similar to the features of spreadsheets,
but since there are only two columns
available these features are not really
helpful. Therefore it is not recommended
that you use these features.

Ver. 2005.06.30
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Find a Specific Favorite

What you do What happens
1. Select Find Edit Favorites
First (4] 1.4cra [F] Last

Sequence number *Favorite
| 1 |Depar1mema\ Budget Reports Delete
I 2 IRequwamnn Inguiry Delete
| 3 |Requwstinn Frint Delete
| 4 |Purchase Order Inguiry Delete

2. Type in the name or part of the name of

the favorite Explorer User Prompk

3 . Se I eCt O K . Script Prampt: =

Enter search sting: c I
ance

dil

Frint

4. The Cursor will be inserted into the
favorite name field of the closest match. Edit Favorites

First (4] 14014 [P Last
Sequence numher Favorite
| 1 |Depar‘tmenta\ Budget Reparts Delete
| 2 |Requ|smun Inguiry Celete
: > :}“ cuistion Print Delets
| 4 |Purchase Order Inguiry Delete
Ver. 2005.06.30 B-9
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Appendix C ~ Customizing an Inquiry Grid

On many of the inquiry pages, there are grids that contain more than one tab of data. You can use
the link to reorganize the presentation of the fields on the tabs, so that:

o The data you need most frequently appears on one tab, or
o The data is in an order that is more logical to you, or
You do not need to scroll to locate data

The link allows you to:

Change the order of the columns (fields)
Change the sort order

Hide columns from view

Freeze columns so that the column appears on every tab (This would be an
identifying field such as the ID number.)

a Move columns from one tab to another

In this example the Voucher Inquiry page is used. The inquiry search results on this page appear
in a grid with two folder tabs. You will customize the results area .

PeopleSoft.
(=3
~ Search Criteria
From Business Unit: To Business Unit: From Voucher ID: To Voucher ID: “Youcher Style:
[aKRON Q) [akron @l [o0167528 Q) [on1e7s28 @ [arvauchers =
From Invoice: To Invoice: Post Status: Approval Status: Voucher Balance: FO I der tabS
=Y =Y = =l =l - -
! I I I J." Voucher Details | hore Details |
SetlD: From Vendor Short Name: To Vendor Short Name: Voucher Date Type:
[arcron @ | alf al -
From Vendor ID: To Vendor ID: Vendor Location: From Date: To Date:
al | af a| | Irszzraons 004 il
’lllfnnyum Rule: j \i’nuther Gross Amount: Tlransal:tinn c%ﬁ Reset Criteria CUStom | Ze I n k

getliscDesc: Ascending - Sort

Customize | find

4

B N Invoice
Uniit foucher ID  Invoice Number Date

‘Voucher

Vendor ID  Short Vendor Name

Vendor Voucher Detail Payment Iransaction Gross Invoice Unpaid Unapplied  Total
Loc Stvie Lines Information Currency Amount EE:E Prepayments b

AKRON 00167528 :Ez:ua;”ﬂ?;ﬂ”fé 10/19/2004 0000000047 DELLGOMPUT-002 MAIN OFF Regular  E usD 200.00

What you do What happens
1. Enter criteria for your search, as outlined | The items that match your criteria are displayed
in Chapter 7 of this manual. in the search results area.

2. Click on .

To customize the grid, you must have
search results that appear.

Ver. 2005.06.30 C-1
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What you do

What happens

3. Click on the link.

The Personalize Column and Sort Order page is
displayed.

Voucher Inquiry Results

Personalize Column and Sort Order

To order columng or add fields to sort order, highlight calumn name, then press the appropriate button, OFrozen columns display under every tab.

[Column Order Sort Order

T ————
Tab VMoucher Details (frozen) io[a

Buginess Unit (frozen) =
“woucher D (frozen)

Invoice Murnber

Imvoice Date I Hiceen
“endar 1D I” Frozen
Short Vendar Mame

“endor Loc

“woucher Style

Detail Lines

Payment Information

Transaction Currency

Gross Invoice Amount

“oucher Unpaid Balance

Unapplied Prepayments

Tatal Mon-terch

Entered VAT

Gross Amount Paid

Met Amount Paid

Tab Maore Details

Post Status

Appr Stat

Match Status

Close Status

Due Date

Accty Date

Entered on

Bdgt Hdr Status

Bdgt Misc Status

(]

x

=

™ Descending

4. Hide columns so that they do not appear
in the search results.
a. Click on the column to be hidden.
b. With the column highlighted, click on

the [ Hidden pociox.

Follow this procedure to hide any of the
other columns.

To freeze a column (have the
column appear on every tab for this
inquiry page), follow these steps
but click to place a checkmark in
the I Frozen checkbox.

For example, the Business Unit is hidden.

Column Order

Tab “oucher Details (frozen

(a]
ness Lnit (hidden) I D
Yaucher D (frozen)
Invaice Mumber

Invoice Date ¥ Hidden

wendor ID ¥ Frozen
Shot Vendor Mame

For the Voucher Inquiry page, it is recommended
that you hide these columns:

Business Unit (always AKRON)

Vendor Loc (usually Main)

Transaction Currency (always USD)
Unapplied Prepayments (not applicable to UA)
Entered VAT (not applicable to UA)

Ver. 2005.06.30
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What you do What happens
5. Move columns to change the order they | The Detail Lines item is selected.
appear on a tab or to move the column to .
another tab. e st E
a. Click on the column to be moved. ioice Nurnber —
Wendor (D I Frozen

b. With the column highlighted, click on

the up (= or down = move button until
the column is in the correct place.

Short Wendor Mame
Wendor Loc (hidden)
Youcher Style

Payment Information
Transaction Currency (hidden)
Gross Invoice Amount
“oucher Unpaid Balance
Unapplied Prepayments (hidden)
Total Mon-Merch

Entered AT (hidden)

Gross Amourt Paid

Met Amount Paid

Tab tore Details

Post Status

Appr Stat

The move down button = is clicked on several
times, until the Detail Lines item appears below
“Tab More Details.”

Tab “oucher Details (frozen) (]
Business Unit {hidden) =
“oucher 1D (frozen)

Invoice Murber

Invoice Date ™ Hidden
Wendor D [~ Frozen

Short Wendor Name

Wendaor Loc (hidden)

Youcher Style

Payment Information
Trangaction Currency (hidden)
Gross Invoice Amount
“oucher Unpaid Balance
Unapplied Prepayments (hidden)
Total Mon-Merch

Entered WAT (hidden)

Gross Amount Paid

Met Armount Paid

Tab More Details

Post Status
Annr Stat

The Detail Lines are moved to the More Details
tab.

6. Click on _Prevew | at the bottom of the
page.

You can review the customization you have
selected before clicking on OK to confirm it.

7. If you like the previewed customization,
clickon 9K

If not, make additional changes and
preview them before clicking on

Ok |

The customization of this page is saved. That
means that the inquiry page will be displayed this
way whenever you navigate to it.

The Voucher Inquiry page would look as shown
on the following page. Everything on the
Voucher Details tab can fit on one page with no
need to scroll from left to right.

Ver. 2005.06.30
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What you do | What happens

[Voucher Inquiry Results Custamize | Finc 2 First [0 g0t 4 (B Last
Woucher Details i More Details
Invoice Voucher Payment  Grossimvoice O™ TotalNon Gross Amount  Net Amount
Voucher ID Invoice Number p*0 Vendor I Short Vendor Name g, Information Amount Bg::]p"z::lg Merch Paid Paid
00163433 453540299 10/08/2003 0000000047 DELLCOMPUT-002 Regular 3,343.00 3,343.00 3,343.00

8. Atany time, you can return the inquiry
page to the system defaults by clicking

on _Restore Defaults | and then clicking on

Ok |

Ver. 2005.06.30
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Appendix D Using Excel with PeopleSoft Financials

If you will be downloading data to Excel from PeopleSoft Financials, the Excel files will open in
the Internet Explorer, unless you configure the Internet Explorer by following the instructions in
Part A.

Part A: Configuring Internet Explorer to Open Office Documents in the
Appropriate Office Program Instead of in Internet Explorer

When you click on an html link to a Microsoft Office file from within Internet Explorer, the file
may open in Internet Explorer, rather than opening in the appropriate Office program. These
instructions outline the process of changing your settings so that the applications will open in the
appropriate program. Keep in mind that you will need to follow these instructions for each Office
program — Word (.doc), Excel (.xIs), and PowerPoint (.ppt).

Steps

1. Open My Computer by double clicking on the My Computer icon on the computer
desktop.

2. From the menu bar select Tools, Folder Options.

3. Click on the File Types tab.

4. In the Registered file types list, click the specific Office document type (for

| General| View | File Types | Offine Files |
Fiegistered file types:

Extenzions | File Types |;| R
QEXLK Microzoft Excel Backup File What to IOO k fo r:
HXLL Microsoft Excel #LL Add-n

Wmcrosoft Excel 4.0 Macro ExceI: XLS
< @XLS Microzoft Excel Workshest
SH... Microsoft Excel HTML Document
el oM. 7 T = Word= DOC
[ T Mirrnznft Ferel Temnlate ;I
New | Dekte | PowerPoint= PPT
r— Details for LS extension AcceSS: M D B

Opens with: Microzoft Excel Change... |

Files with extenzion =LS" are of type ‘Microsoft Excel Worksheet',

To change zettings that affect all ‘Microzoft Excel Worksheet' files,

click Advanced.

Advanced |
Ok, | Eanl | Aol |
y A
Then, click on the Advanced button.
Ver. 2005.06.30 D-1
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Steps
5. Inthe Edit File Type dialog box, click to clear the Browse in same window check
box (or click to clear the Open Web documents in place check box).

2]
@ I Microsoft Excel Worksheet Change Icon. .. |
Actions:
(=] T, .
en
int Edit...
rintko

Remone

El

Set Defaul:

¥ Confirm open after download

QK Cancel

Click on the OK button.

General | view  File Types | Offine Fles |

Reqistered file lypes:

Extensions | File Types [=]

é, LM Microsoft Excel 4.0 Macro

@XLS Microzoft Excel Work sheet

><LSH... Microzoft Excel HTML Docurnent

%XLSM... HLSMHTML File

><LT Microzoft Excel Template

><LTH... Microzoft Excel HTML Template —

Bl v Mirrnznft Furel WRA ol ;I
|

Mew | Delete

i~ Dietails for %LS" extenzion

Opens with: Wicrazaft Ercel Change...

I

Filez with extenzion %L5" are of type 'Microzoft Excel Worksheet',
To change settings that affect all 'Microzoft Excel Worksheet' files,
click &dvanced.

Close | Catzel Apply

Click on the Close button.

Ver. 2005.06.30 D-2
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Part B: Using the Download Tool

In the inquiry results grid, a tool is available to download the data in the grid to Excel. Click on

]
the Download tool i , save the data to an Excel file and open the file in Excel. Be sure to
follow the instructions in Part A on the previous pages to configure the Internet Explorer before

you use the download tool.

Download tool

Requisitions

First (41 1 of 1 [F] Last

" Details Y Status N~
Unit Requisition Status Reguester Req Date Total Amt Currency
W AKROM 0000012359 Approved Roth Andy 0Ef22r2004 10,000 Dollar
What you do What happens
1. If you want the Excel file to contain the | The File Download dialog box is displayed.

data on both tabs, click on the Show All

Columns tool so that all the data is
displayed.

When the search results are displayed in

the grid, click on the Download tool L]
in the grid’s header.

File Download x|

Some filez can harm your computer. If the file information below
looks suspicious, or you do nat fully trust the source, do not open or
zave thiz file.

2

File name: ps.xlz
File type:  Microzoft Excel Work sheet

From: scaup.uakron. edu

‘Whould pou like to open the file or gave it to pour computer?

Open | Save I Cancel taore Info
W always ask before opening this twpe of file
2 Click on Save |10 save the data in The Save As dialog box is displayed. -

the grid to an Excel worksheet. Save i [ 3 My Docement B CT=

gzway gFlash

QAdm\n 4antpr|nts

JAdUbE 4&!”‘“5

4 Adult Learner J Fun

JBHU 4Manua|s

| Camtasia LI Microsoft Office materials

] CapturePro CMinolta
) Caurse Catalog CIMsoffice Certificates
| |ZJosRwin My Data Sources
) Downloads | [y efiooks
"I Educational Talent Search 1 My Music
L ]|
File name: Im ﬂ Save I
Save as type: IM\chsUﬂ Excel Worksheet j ﬂl
g
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What you do

What happens

3. At Save in, navigate to the drive and
folder in which to save the file.
4. At File name, type a file name.

5. Clickon| Save

The data is saved as an Excel worksheet. The
Download Complete dialog box is displayed.
=10 %]

Download complete

5,
= Download Complete

Saved:
ps.®ls fram scaup uakron, edu

Downloaded: 963 bytez in 1 zec
Diownload to: C:hDocument... \woucher inguiry grid. ks
Tranzfer rate: 963 bytez/Sec

[" Close this dialog box when download completes

Open | Open Folder | Cloge I

6. Clickon  Ueen

Excel.

Clickon| Gese |jf you do not want

to open the Excel file until later.

to open the file in

If you chose open, Excel opens with the saved
worksheet.

o P Dk Qs et AR

If you chose close, a PeopleSoft window is
displayed.

7. Close the report window that says
Loading.

The inquiry page is displayed.

Ver. 2005.06.30
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Appendix E  Changing Your Password

The University of Akron’s security administrator recommends that you change your password
every 30 days. When you create a password, it should be between 6 to 8 characters and contain a
mixture of letters, numbers and special characters, such as !, @ and #. One method for choosing
a good password is to pick a phrase that you can easily remember and take the first letter of each
word in the phrase. Then, randomly insert numbers and special characters between the letters.
For example, the phrase Would you like fries with that? Could be WUL8FWT?

If you have any questions or concerns about your PeopleSoft ID and password, contact our
security administrator at pssecurity@uakron.edu

What you do

What happens

1. From the menu, click on the link
Change My Password

The Change Password page is displayed.
Change Password

Lser D TRAINOT

Description:  Training 1D

*Current Passworid: |

*New Password: |

*Confirm Password: |

Change Password |

The passwords will be masked and appear as
asterisks.

Change Password

2. Note the asterisks which indicate that all
three fields are required.

3. Type your current password in the
Current Password field.

4. Type the new password in both the New
Password and Confirm Password fields.

User 1D TRAINDI

Description: Training 1D

|

*Current Password:

|

*Hew Password:

|

*Confirm Password:

Change Password |

Ver. 2005.06.30 E-1
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What you do

What happens

5. Click on Change Fassword

This message is displayed.

Password Changed

Password Saved

V Your password has successfully heen changed.

Feturn |

NOTE: If you receive a message other than this
message, return to the Change Password page and
retype your current password. Then, be sure that
the new password that you type follows the
guidelines outlined at the beginning of this
lesson.

6. Click on _Petun

The Change Password page is displayed.
Change Password

User |0 TRAIND1

Description’ Training 1D

*Current Password:

I

*Hew Password:

I

*Confirm Password: I

Change Passwoard |

7. Click on )

The home page with PeopleSoft’s main menu is
displayed.

PeopleSoft. T
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Appendix F

Using My Personalizations

If you like to use the TAB key to move from field to field on a page, you should change the
settings for TAB at the menu option, My Personalizations.

Menu

Search:

| @

[+ My Favarites
[ Process Financial Information
[ Purchasing
[+ Accounts Payable
[ Set Up Financials/Supply Chain
[ Warklist
[ Application Diagnostics
[> Tree Manager
[* Reporting Taols
[ PeopleToals
Change by Fassword
My Personalizations
My Systern Profile
My Dictionary

=X

What you do

What happens

1. Click on the My Personalizations link

The Personalizations page is displayed.

Personalizations
Training 1D

Standard settings are in effect.

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

Description Personalize Option

Mavigation Personalizations

| Restore Defaults

General Options Fersanalize Option |
Interntl & Regional Settings Fersanalize Option |
Systemn & Application Messages Fersanalize Option |

Fersanalize Option | P
<

2. Click on the

Fersonalize Option

Navigation Personalizations.

for The Option Category: Navigation
Personalizations page is displayed.
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What you do | What happens

Ciption Category:  MNavigation Personalizations

Personalizations Find First (4] 110 of 10 [¥] Last
Personalization Option Default Value Override Value
Automnatic menu collapse Mo j Explain
Tah over Calendar Button Mo | Esplain
Tab over Grid Tahs Mo ¥l Explain
Tah over Header Icans o ¥l Esxplain
Tah over Lookup Buttan Mo | Esplain
Tab over Mavigation Bar Mo ¥l Explain
Tah over Browser Elements o ¥l Esxplain
Tah over Page Links Mo | Esplain
Tab aver Related Page Links Mo ¥l Explain
Tah over Toalhar o ™| Explain
| Restare Categary Defaults |
QI | Cancel |
3. For an explanation of each For example, if you click on the E®IEIN jink for
Personalization Option, click on the the first option, Automatic menu collapse, this
Explaln Jink for that option. page is displayed.
Personalization Explanation
Automatic menu collapse
Default Value Mo
Override Value | j | Restare Option ta Default |

Explanation
Enahling this personalization causes the menu to automatically collapse when a
transaction is selected. You may expand the menu either by using Ctrl-X or the show
menu icon.

Image: EI¥

Ok | Cancell
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What you do

What happens

4. To change the default value from No to
Yes, select Yes at the down arrow for the
Override Value field.

5. Click _OK__|.

The Option Category: Navigation
Personalizations page is displayed with your
change.

Option Category: Navigation Personalizations

Personalization Option Default Valua Owerride Value

Euplain
Explain
Eiplain
Euplain
Explain
Eiplain
Euplain
Explain
Eiplain
Euplain

Automatic menu collapse Mo es

Tah over Calendar Buttan No
Tah over Grid Tahs Mo
Tab over Header Icons Mo
Tahb over Lookup Button No
Tab over Navigation Bar Mo
Tab over Browser Elements Mo
Tab over Page Links No
Tab over Related Page Links Mo
Tab over Toolbar Mo

IR 1

Restore Category Defaults

OK Cancel

6. Note that the default values always are
displayed.

If you wish to return to the default value
for a particular option, click on the down
arrow for that option and select the
default value.

If you wish to restore all the navigation

defaults, click on
Restore Category Defaults |

7. Click on _2K__|,

The options that you changed are saved. A
confirming message is displayed.

Save Confirm

‘/ Your Personalizations have been saved.

Return |

NOTE: You must sign out of PeopleSoft and
sign in, again, for the changed options to be in
effect.

8. Click on _Retumn | |

The Personalizations page is displayed.
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What you do What happens
9. Clickon . The home page with PeopleSoft’s main menu is
displayed.

PeopleSoft.
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Appendix G

Keyboard Shortcuts

What you do

What happens

1.

To view a list of the keyboard shortcuts
for PeopleSoft Financials, press

CTRL + K.

Wait a few seconds for the page to

display.

The page with the list is displayed.

PeopleSoft.

P Furchasing
[ Accounts Parable
[ Giemeral |
[ Sel Lip Fira

[ wiorsst

[ PeopleTools
. by Pt oo

Pl

by Syl Frofile:
M Dictionaey

I Licgeer
5u

Help

Accessing your application uslng the keyboard @

Kispbniard nengation

Listof Hot
Al En

AR P - Rty 30 Ha
ARt~ Meat inList

ARt 4~ Frevious in List

ARt S -~ Vald Lookup Valuas

Al G~ Realatad Links

Al T — Ingan Row in grid or scroll area
Alt @ - Delete Row in grid or seroll sres

Alt 0 - Refreshes the page by Irvoking the Refresh busion on the Toolbsr

I - Mexa 2E10f row in grid or seroll area [e.., Alt period]

I, - Previous setof rows in grid or scroll area [e.0., Al comemal

Al S~ Fing b ﬂcld or ger

e 2.0 Alt o

slashi

¢ fellawing Buttans whitrs presen

Listof Access Kays
i I s Ml e

Al 9 - Takis

Manu Access Keys
This 1 7 li
o e ki [ o

& OK, Search, Lookup

Click onthe ——

link, if you want a

hard copy of the list.

The Windows Print dialog box i
Make any changes and click on

S dis?la%ed.
Print

To return to the previous page, scroll to
the bottom of the list and click on the

continue

link.

The previous PeopleSoft page is displayed.
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