Accessing Budget Reports in PeopleSoft Financials 8.9
Quick Reference Guide

This guide presents the basic steps to access a Departmental Budget Report. For detailed
instructions, including a list of other available reports and suggestions for their use, visit
Software Training Services and Application Support’s website at:
http://www.uakron.edu/its/learning/training/PSoft8Fin.php .

To register for an instructor-led class, go to https://www.uakron.edu/seminars .

Before you begin:

You need to have a PeopleSoft ID and password and the appropriate security to view the
budget data. If you have questions about your PeopleSoft ID, password or security, send
e-mail to pssecurity@uakron.edu. It is important that you do not include your
password in the e-mail message.

Pop-ups must be allowed from the PeopleSoft Financials website. Instructions for the
Internet Explorer to allow pop-ups from the uakron.edu domain are available at
http://www.uakron.edu/its/learning/training/IEBasics.php .

You need to know:

Budget Period means The University’s Fiscal Year. The University’s fiscal year is July 1
through June 30. The fiscal year is named for the end of the year, so July 1, 2006 to

June 30, 2007 is the year 2007. You need to type a four digit year, so it is 2007 not 07.

Accounting Period means The University’s Fiscal Month. July is month 1 (one) and
June is month 12 (twelve).

The budget reports are cumulative. Year-to-date totals will be given, as well as the data
for the month you request.

SpeedKey and SpeedType mean the same thing. This is the 6-digit number that specifies
a budget, such as 200704. On campus, people frequently refer to a SpeedKey as an
Account number. In PeopleSoft, this number is a SpeedKey or SpeedType.

A Run Control ID is a report request name. A Run Control ID allows the main computer
to process your request for a report and return the report to you. The first time that you
run a budget report, you create a Run Control ID. 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.

Do not use the Internet Explorer’s Back and Forward tools to move between
PeopleSoft pages. Use the links, buttons and menu on the PeopleSoft pages to move to
other pages.

Ver. 2006.11.30 Page 1 pstrain@uakron.edu
These materials may not be reproduced in whole or in part without the express written permission of
The University of Akron.



http://www.uakron.edu/its/learning/training/PSoft8Fin.php
https://www.uakron.edu/seminars
mailto:pssecurity@uakron.edu
http://www.uakron.edu/its/learning/training/IEBasics.php

Quick Steps:
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1. With the Internet Explorer as the browser, login to PeopleSoft Financials. The main
menu page is displayed.

2. From the menu, select Process Financial Information and then, UA Department
Inquiries. The UA Department Inquiries page is displayed.

3. Inthe Report list, select Departmental Budget Reports. The Find an Existing Value
page is displayed.

NOTE: If the budget report is for a SpeedKey that begins with a 5 or 7, use the
Project to Date Reports menu option to print the report.
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4. 1f you previously have run a Departmental Budget Report, remain on the Find an
Existing Value tab, click on the Search button and, from the list that appears, select
the Run Control 1D that you use for this budget report. You can change any of the
criteria you saved from the last report, as outlined in steps 5 and 6.

If this is the first time that you have run a Departmental Budget report, click on the
Add a New Value tab to create a Run Control ID. Type BudgetReport with no
spaces and click Add. The Departmental Budget Reports criteria page is displayed.
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5. Enter the Budget Period and Accounting Period for the report. These are required
fields.
6. Enter other criteria for the one report or group of reports needed.
Example: To request a report for one budget, enter the budget’s 6-digit number in
the SpeedKey field.
Suggestions for requesting multiple budgets can be found in the
Budget Reports and Inquiry manual available at:
http://www.uakron.edu/its/learning/training/PSoft8Fin.php .
7. Click on Save.
8. Click on Run. The Process Scheduler page is displayed.
Process Scheduler Request
User ID: Run Control ID: BudgetReport
Server Name: IPSNT :l' Run Date: |1”2912005 K
Recurrence: I—LI Run Time: W Resetto Current Date/Time |
Time Zone: I Q
Select Description Process Name Process Type Type ‘Format Distribution
I Dept Budget Summary UBDS0001 SGR Report IWeb 'l IPDF 'l Distribution
I Dept Budget Detail JBDSs0002 SGR Report IWeb 'l IPDF 'l Distribution
r Dept Budget Summary-Cne Line JBDS0004 SGR Report IWeb 'l IPDF 'l Distribution
Ok | Cancel |
9. Make the following selections:
Server Name: PSNT
Select: Click to checkmark the reports that you want.
Type: Web
Format: PDF
10. Click OK. The Departmental Budget Reports page is displayed.
11. Click on the Report Manager link. The Report Manager page is displayed with the
List tab on top.
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12. Click on the Administration tab.

13. The report is not complete and available until the Status column reads Posted. Click
on the Refresh 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.

14. Use the Description column to locate the report and click on the report name in that
column to open the report. The report opens in a second window.
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15. Use the Printer tool in Adobe Acrobat’s toolbar if you wish to print the report.

16. Close the Adobe Acrobat window by clicking on its X.

17. To return to the Departmental Budget Reports criteria page, click on the
Go back to Departmental Budget Reports link.
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