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DISPLAYING THE NAVIGATION ICONS

Navigation

Employee-facing registry content - Windows Internet Explorer

@:—/’: - |@, http:ffmerabbit. kumc. edu: 7010/psp/f&%cp L /EMPLOYEE JERPhy tab=DEFALLT

ﬁ ﬁ [@Empluyee-Facingrag\stry content I
ORACLE s

FPersonalize Content | Layout

Menu
Search:

| |®

[» My Favaorites
> KUMC . o
I Supplier Contracts 1. Click Worklist in the menu.
[> Vendors

[» Purchasing

[» eProcurement

[ Services Procurement

[+ Project Costing

[> Accounts Payable

[+ Commitment Control

[» SCM Integrations

[ Set Up Financials/Supply Chain
[+ Enterprise Components

[ Worklist

[» Tree Manager

[» Reporting Tools

[- PeopleTools

— My Personalizations

— Wy Dictionary

ORACLE
[T ]

Search:

Worklist

| & Worklist
[= My Favorites

& KUMC Maintain worklist settings and monitor workiist.

i Supplier Contracts = Worklist = Worklist Details =

[» Vendars E Review a worklist. ﬁ Review workiist details. Hawgaiot
> Purchasing

[» eProcurement

[» Bervices Procurement
> Project Costing . . . .
b Aceounis Payable 2. Click Navigator icon or menu item.
[» Commitment Control

(> SCM Integrations

[ Set Up Financials/Supply
Chain

[ Enterprise Components
~ Worklist

— Mavigator

[+ Tree Manager

[ Reporting Tools

I PeopleTools

— My Personalizations
— My Dictionary

8.9 Version 1.1 KUMC Confidential Page 3 of 21
April 2009




RUNNING THE AM90/91 REPORT

Navigation

KUMED Processes

£ == o

Billing & Receiving

ve v

Central Office

E E 1. Click Financial Reports icon.

D Journal Youcher Request Manage Asseis

X

Requisition & Receiving Sofiware Compliance Travel

e |l® &

ANODD/O1 Process Monitor AMO90/9] Imaging Sysiem

£ £ £

Amnalyze Conirolled Budgeis Funding Information Grant Manager Report

& & &

PO Detail Report PTD Expense Report YTD Pay Expense Download

&

2. Click AM90/91 icon.

3. Click AM90/91 icon.
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RUNNING THE AM90/91 REPORT

Run Control

AM 90/91 Report
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value \_Add a New Vallis ‘S . Have you previously created a Run Control for this report?
If no, click the Add a New Value tab and go to Step 4.
Run Control ID:| begins with |+ || | If yes, go to Step 2.

[ICase Sensitive

Click| Search

Search ‘ Clear | Basic Search Save Search Criteria

Search Results

1-2of 2

Run Control ID Language Code
Office Enaglish

Click desired Run Control from the Search Results list and
reports Enaglish

go to Step 1 of Selection Criteria. &

# Step 3 If only one Run Control is found, PeopleSoft displays the
Selection Criteria page.

AM 90/91 Report

{ Find an Existing Value | Add a New Value

Run Control ID:| | 4. Complete Run Control ID field. r

5. Click Add

Add

# Step 4 Run Control IDs cannot contain spaces or special
characters.
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RUNNING THE AM90/91 REPORT

Selection Criteria

[ Run AM 90/91

Run Control ID:  Report Eeport Manager Process Monitor R

Run AM 90/91 Report The Repart Will Be E-Mailed To You

‘Business Unit: |KUMEC|Q, . Server Mame=PSUNX  Type=FILE
: Format= PDF
‘Report Date: l:l@

See Process Manitar For Run Status

[Ishow Budgets For Revenue Speediypes
(Revenue Mot Shown)

® SpeedType [Jamao only
O MailDistrib Code O Open Commitments Only
O Department [ skip Mail Code 99999 [ skip Available Budget Page

2 From SpeedType:

® Select SpeedTypes
CL To SpeedType:

O Select MailDistrib Codes

O select Departments/Orgs

Step 5 This option will produce a report for a revenue SpeedType
which looks like one produced for a non-revenue SpeedType. A
revenue SpeedType AM90/91 normally shows revenues generated
and omits values in the Budget Amount column.

Step 7 Mail/Distrib Code is a group of SpeedTypes.
Step 8

 Select SpeedTypes

. From Mail Code:
<L To Mail Code:

(® Select MailiDistrib Codes

O select Departments/Orgs

O select SpeedTypes

O select Mail/Distrib Codes

From Department:
@ select Departments/Orgs |:|Q P

I:I Q. ToDepartment:

Complete the following fields:
Business Unit

Report Date
For current month, use today’s date.
For immediate previous month, use last day of month.

Choose a Sort Report By option.

Optional: Check AM90 Only to print only the summary
page.

Optional: Check Open Commitments Only to print only
the Open Commitments page.

Optional: Check Show Budgets for Revenue
SpeedTypes.

Optional: Check Skip Available Budget Page to skip the
final page of the report showing net available.

Choose a Report Selection Option.

Complete From and To fields, based on Report Selection
Option.

Click .

The Process Scheduler Request page appears.

8.9 Version 1.1 KUMC Confidential

April 2009

Page 6 of 21




RUNNING THE AM90/91 REPORT

Selection Criteria (continued)

Process Scheduler Request
User ID: LSCHROEDER Run Control I Report

Server Name: PSUM Run Date: f14106/2008 EN
Recurrence: Run Time: 253:53AM Resetto Current Date/Time |

Time Zone:
Select Description Process Name Process Type Type ‘Format
Run User AM 90/91 Repoart S50R Report File FDF

Ok Cancel

# Step 10 Process Name for AM90/91 report is JGL0O38C.

{ Run AM 90/91 3

Run Control ID:  reports Eeport Manager Process Monitor R

——— 1005 S N StaNCE: T 2621

Run AM 20/91 Report The Report Wil Be E-Mailed To You

*Business Unit: | KUMEC/ 2, ﬂ Server Mame = PSUNX  Type=FILE

Format=PDF

y . |08/28r2008 |
Report Date: See Process Monitor For Run Status

® SpeedType CJameo Only [CIshow Budgets For Revenue Speedtypes
O MailDistrib Code O Open Commitments Only (Revenug Mot Shown)
@] Department O Skip Mail Code 99999

APPEOZO1 Q From SpeedType:
APPED201T  |CL To SpeedType:

® Select SpeedTypes

( Select Mail Distrib Codes

O select Departments/Orgs

10. Click

PeopleSoft returns to the Criteria Page. You know that you have
run the report because the Process Instance number displays

below the button.

The report will be emailed when complete.
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RUNNING THE AM90/91 REPORT

To check the progress of your report, you can launch the Process Monitor.
Process Monitor

{ Run AM 90/191

v

Run Control ID:  reports Report Manager Process Monitor Eun

Frocess Instance:760970

Run AM 90/91 Report The Report Will Be E-Mailed To You

*Business Unit: |KUMELQ, 5 Server Name = PSUNX Type = FILE
: Format = PDF
*Report Date:  |05/05/2008 |5

See Process Monitor For Run Status

1. Click Process Monitor link.

® SpeedType [¥] Amao only [] show Budgets For Revenue Speedtypes

© MailiDistrib Code | | [JOpen Commitments Only (Revenue Not Shown) This will display the Process List which shows the progress

© Department [] skip Mail Code 99999 of generating the report.

APPB0101  |C, From SpeedType:
APPED101 S To SpeedType:

® Select SpeedTypes

O select Mail/Distrib Codes

O select Departmentsi/Orgs

Process List ' 2. Note Status. /

User ID: PSHETTLERT|Q, Type: [ ¥ast [Days  v| Refresh | <« uummm— Run Status Description
Server: v | Name: . Instance: to A .
Run Distribution 3 ] Save On Refresn Queued Report is in line to be processed

Status: Status .
Customize | Find | First (4] 1 o1 [M] Last Initiated RepOrt has started

Process List
Select Instance Seq. Process Type Run Date/Time Run Status 2;‘?‘22““0" Details

760970 SQR Report JGLO3BC PSHETTLEROE 05/05/2008 2:35:49PK CDT Processing  MiA Details Process'ng Report 151N process

Posting Report is being finalized

Success Report is emailed

Error Report failed

Go backto AWM 90/91 Report

# Step 2 Most recent report requested is at the top of the list. 3. Click to show the current status.
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RUNNING THE AM90/91 REPORT

View Report

2 Novell GroupWise - Mailbox

File Edit Yiew Actions Tools Accounts Window Help

'f—'| Addres: - S ’. = vl ﬁ Mew Mail 0 Mew Appt

=

2= Mailbax( 1] (Filtered)

Subject

m Mews Task

Date

1. Open email containing report.

= PeopleSoft <psoft@mcbear.kumc.edu= F3ITRN AMI0,/91 Report

8,/7/200

File Edit Yiew Actions Tools Accounts Window Help

3L Close QReply - QForward - g -

Properties | Personalize | Message Source

FEITRN AMIDSL Report

[——

%Message I Z jal038c_759365.pdf I

# Step 2 Right-click the attachment, choose Open from menu.

@
B2 Adobe Acrobat Professional - [jgl038c. pdf]
Z File Edit Wiew Document Comments Tools Advanced Window Help

) Irsiet i[O L 4 @[5 F © (0] w

@ Help -

T @ (H S B @ P) | T cresteror - [ comment & Markup - o Send for Review ~ [+ &

2. Open .pdf attachment.

: esiesizose ERIVERSITY OF FARGAS MECIAL CENTER ACCOTRTING SYSTEM REPIRT

CCOUNT STATIMEST SUMMARY A5 SF 93/05/200%
SPREDTYPE XmY : ATPEnlol - concraller

oEscIFTIoN m FISCAL YERR

salary and mages 7,z K 2.0
Fringa senstits N X 2.0
000

othsr operating mxpensas z,mT. K 2.0
MachL, EguLp, FUID & FAXL REpALD X 0. 52,00
Privara vehisle saleaga Th-st 2220
cubgistance for m-state TEav . X 110,00
othsr Fass . X 2782
MILG FALtS,SUPPLISE & ACCRST . K 2100
otmer SroTass/sclancife sppLy 1000
ragearsh suppliss & Materials . X 28,57
small mocls . . 520

E Paii Signatur4§ Bookmarks

T
=
=]
=
-? MICICCONpUL Syst & SUgPIt EQUp ! eos.20

smwoe D,

ymsonT TITLE

gz ame
s10-56T
o

ceen coeanEnTs

.20

.20
000

ooszn
sseaamen
1

407,420, 34

3z,027.50
134090
T
1000
jere
240
1000
e
e
e

A — 3. Click (Print).

4. Click IZI to close Adobe Reader.
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INTERPRETING THE AM90/91 REPORT

Interpreting the AM90/91 Report

The AM90/91 is composed of as many as seven reports:

The AM90, which is a summary of activity broken down by account code. There is a sub-total of each primary classification
and a net balance at the bottom of the report.

The AM91, which shows the details of each transaction. There is a sub-total of each sub-account classification and a net
balance at the bottom of the report.

The Open Commitment report, which lists activity on purchase orders. This includes current amounts committed (also
referred to as encumbered), payments made to vendors (in the liquidated expenditures column) and adjustments (necessary
when the amount paid out does not match the original encumbrance).

The Unposted Voucher report, which shows vouchers that are in the process of being paid. The money has been removed
from the budget, but the amounts are not reflected on the AM90/91 yet.

The Unencumbered Travel report, which shows pre-approved travel expenses. These amounts are not encumbered, and
so do not appear on the AM90, AM91 or Open Commitment reports.

The Regs With No PO report, which shows requisitions that have not yet had a purchase order dispatched. These amounts
are not encumbered, and so do not appear on the AM90, AM91 or Open Commitment reports.

The Available Budget report, which shows the net available budget balance by subtracting the totals for pending travel and
requisitions from the net balance available on the AM90. This provides a more accurate idea of the net balance available for
budget planning and monitoring purposes. This is an optional page, which can be omitted by using the skip checkbox.

If there is no activity for a particular report, that page will not be included.

The Report Header

Lijussanis @ UKIVERESITY OF K&HZAZ MEDICAL FEKTER ACCOUNTING 3Y3TEM EEPORT BEFOET ID.  :  JELO%S - 715950 -FIR-T
05:29:07 EEFOET TITLE : 3M 90
Stubblefield,Keith Dernis 9| MAIL [OLE TR

|€) ACCOUNT STATEMENT SIMMAEY &35 OF: 1153053005 | 3T0- 53T FENTEETTT
@sm KEY : AFPEOE0L - Propleloft Adwin Supportl TAGE :

Date and time report was run Name of the report in PeopleSoft and process instance
Individual responsible for the SpeedType Title of Report
Last date included in the report Mail Code in which the SpeedType is included

SpeedType covered in the report Earliest date included in the report (the first of the month requested)

Page number
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INTERPRETING THE AM90/91 REPORT

The AM90 Report

ACLOUNT DEICRIPTION EUDLET AMOIHT FIICAL YERR OFEM COPPIITHMENT 3 BALAMCE 20VAIL

100k Zalary and Mage: 195 . TBE. 1% ,.357. B2, 5B5.TE .00 124 S96 B4
1745 Fringe Benefit: Bl,214. 2,271, 16,422,049 .00 44, 458 82
x: TOTAL PERIOMMEL **ixirixis IE0 077, 15,654, 0697 .85 .00 179,279 46

ther Operating Expenses Pr a9 n. Lo Lo P2 rEd000
Advertizing ] L4 .nn -dfr. df
Eeprographic Equipmernt Eertal ] n. 12 Lo -k E01.12
Priwate Wehicle Mileage In-3t ] .40 oo -264. 40
Jubrirtence for In-3tate Traw ] 1] Lo -d7d Eh
Hom-subsistence Item for In-3t ] Lo Lo =El.00
Priwvate Car Mileage Chredt Traw 1] Lon =1.050. 40
FPublic Corrwey Fares (hit 3tate ] 417 1 oo -417.30
Subrirtence for Chredtate Traw 0. 0. LEE Lon - E91. %%

]

]

]

]

]

]

1

a
n.
a
n

Hom-rsubristence Item for Chitdt 7] oo -39 20
Itationery and Office Supplies 5. . L&Y -a7E. 04
Data Frocessing Supplies T4 oo -T60.74
57. JEB .00 -57.86
o, .00 .00 a.an
n. .00 .00 -4, 15&.00

L&Y 60427

Hourehold Supplies £ Mlateriale

Fending Credit-EPC Purchases

Micracomp 3vs £ Equip-Honm Imw .
% OTHER OPERATIHLG EXPEHIES * 2,259,

tixtx: TOTAL EXPEMDITURE ***x2 Eg2 4BE. 17,721 . . 157,982,

tixtx: NPT BALBNCE *&xixiiiiis Eg2 4BE. 17,721 . . 157,982,

Each account sub-account code is shown on a separate line.
The Fiscal Year column includes the values in the Current Month column.
The calculation for the Balance Available column is Budget Amount — (Fiscal Year + Open Commitments) = Balance Available.

Items not reflected until posted include:
Interdepartmental Billings (IDB)
Business Procurement Card (BPC) charges
Travel
Payroll related items: Additional Pay, Comp Time payout, Vacation payout on separation, Longevity pay
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INTERPRETING THE AM90/91 REPORT

The AM91 Report

TEARSACTION P2¥-ENMD or
& COIHT DIEGCRIFTION DaTE FOSEEQ ID WOICHER ID JOTEHAL ID WAFRANT IT

(3]

IDE Expense 11r1afi005 IDEN 256475 . . . 11r1afi005
%% SUETOTALT *** Arcewrdt 2540 %% ATUERTISIHG A*EtEtrtsst st sttt et xRttt st ans

o (4]
CLorporate Express LA E005  0000LEELED OnE22640 . . . 1103 8005 1150358005
Flinthills Services Inc 1LFl0fE005  0000LEEI2 . u. . 1Lr10fE0ns
CLorporate Express L1005  0000LEAEEE . . . 1LF1 5005
*#%% FUBTOTALI *** Account 2710 *#** JTATIOMERY AMD OFFICE 3UFFLIES *#*&*x&idzis

EPC Expen:ze 110258005 EPCO254255 . . . 110258005
KIMED Eock Store Macromedia Capivate F00002E102 L0fEEFE005

Jeftmare Houre Imtermatiomal 11158005 0000LEIEET (2] . . . 111058005

%% IUETOTALI *** Arcoumt 2780 **% DATA PROCEZZING JUPPLIED #fftiftiiistisiss

Each transaction is shown in detail, in account code order.
Each transaction has the related tracking number in the form of a Purchase Order number @, BPC number @, IDB or Journal ID
number ©. Transactions which have been invoiced and paid include the Voucher number @.

Transactions which are related to travel contain two lines of information. The first line includes the Vendor Name (i.e. Traveler),
Transaction Date, Voucher ID, and the Amount. The second line includes Travel ID, Travel Type, First Destination City, and Travel
Purpose (if not a day trip).

TEARSACTION EUDLET CUEEENT POSTED P2¥-ENMD or
&0 COIHT DIEECRIPTION DaTE POFEEQ ID  WOICHEER ID JOUEHAL ID EMTRIEZ FEXEXT COERIITHENT DaTE WARRANT IT

indg Arkuckle Dan E 0 FLLFE00E 00idd51E .o 1o.00 a.an OTFILFE00E 0 E4SE006
0000nE 445 thit tate Chicage To attend OraclefPeopledoft Training for

When a requisition is approved for purchase, a Purchase Order is created and the funds are encumbered. Encumbered funds
display as a positive value in the Commitments column. Once the item is received, invoiced and paid, a voucher is issued.
Vouchered amounts display as a negative value in the Commitments column and a positive value in the Current Rev/Exp column.

Abbreviations used in the Journal IDs:
BIO Biochemistry Inventory Telecommunications KC

FA Facility & Admin - grant Information Resource Telecommunications Wichita
FM Facility Management Info Tech Admin Payroll
IDB Interdepartmental Billing Library Retroactive Funding Adjustment

Journal IDs that start with "S" are revenue.
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INTERPRETING THE AM90/91 REPORT

The Open Commitment Report

E
uijey ACLT E EEFEREHCE TATE LE3ICRIFTION 3TATUS

BOENl  ESAE
EOENl 2710
EOEnl 2710
EOENl 2710
EOEnl 2710
EOENL 270
EOinl 4123

000016062 1171455005 Conferon/FEQD HEDE . . . . Conmplete
00N0LeES29n0 A 0ESENDS Designed Business Interiors R . . . Complete
0000LeHELE0 10T E00S Corporate Express . . . . Conmplete
noNnLlesEa219 11510 2005 Flinthill: Jervice: Inc R . . . Dispatched
0000leaiie 1171005 Corporate Express . . . . Dispatched
noNoLeEdEs? 1151758005 Software Hourse Intcermaticmal R . . . Dispatched
OO00LEHEGHE 1150855005 Cytek Media Systems . . . . Dispatched

[ I I I I I I o |

EEQUISITION TOTAL
EHCTMEEENCE TOTAL
#&&ACCONNT TOTAL *#

Purchase Orders currently moving through the payment process are shown in account code order. The Status column indicates
where it is in the process. Dispatched means the Purchase Order has been created and the funds are encumbered. Complete
means the purchase has been received, invoiced and paid.

Original Amount is the amount of money encumbered when the Purchase Order was issued (dispatched). Liquidated Expenditures
is the amount paid. Current Amount is the amount currently encumbered. Adjustments are done when the original amount is higher
or lower than the amount paid.
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RUNNING THE AM90/91 REPORT IN THE DOCUMENT IMAGING SYSTEM

Use this process to view historical AM90/91 reports. AM90/91 reports for KUMED are imaged approximately on the third business day of the

month, with RINST occurring about a day later. You will receive email notification when reports are available in Oracle I/PM.
Navigation

KUMED Processes

= % o

Billing & Receiving

e ve

Central Office

E E 1. Click Financial Reports icon.

I Journal Voucher Request Manage Assets

=

Requisition & Receiving Sofiware Compliance

& % &

AMDD/O1

Process Monitor ANMO90/91 Inaging System

& & &

2. Click AM90/91 Imaging System icon.
Analyze Conirolled Budgets Funding Information

£ £ £

PO Detail Repoxt PTD Expense Report YTD Pay Expense Download

%

3. Click AM90/91 Imaging System icon.
AMYD/91 Imaging System
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RUNNING THE AM90/91 REPORT IN THE DOCUMENT IMAGING SYSTEM

Selection Criteria

{ AMB0/91 -Image

AM 90/91/Report From DocumentImaging System
*Business Unit:Q
*Report Date: I:IEQ

|:|Q~ From SpeedType:
(%) Select SpeedTypes
l:lq To SpeedType:

) Select Mail/Distrib Codes

[Amoowod]

# Step 2 Mail/Distrib Code is a group of SpeedTypes.
s Step 3

O Select SpeedTypes

® Select Mail/Distrib Codes I:IQ From Mail/Distrib Code:

[ameood] [ )@ 1o maiistrib Code:

Document Imaging Login

Hetwork User Name: |

Hetwork Password:

Cancel |

Complete the following fields:

Business Unit

Report Date

Choose a Report Selection Option.

Complete From and To fields, based on Report Selection
Option.

ciick [AMS0\Sq]

5. Enter your Novell username and password.

6. Click . The Document Imaging application will

launch in a new browser window or tab.
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RUNNING THE AM90/91 REPORT IN THE DOCUMENT IMAGING SYSTEM

Print Report

edit = | view | thumbnail | refresh | | sendto =

View with: |Elra|:|e Yiewer V| [Alt+) Yiew in separate window [2/t+=

PS8_ AMI0_Speed Types: Records 1 - 4 of 4
[(alt+e)|cal+)) | | |Report Date|Speed Type|Mail code] Department

FENS =] 2/1/2009  APPE0201 &0 ;iii'ﬁ“ﬁndm'”

z B 2/1/2009  APPGO201 a0 ;i;i'ﬁ”& Lol 1. Check the box next the page(s) you wish to print.

PeopleSoft Admin
3 B 2/1/2009 APPEOZ201 B0 o nnart

PeopleSoft Admin
4 O B 2/1/2009 APPEOZ01 B0 ¥ pnart

# Step 1 Use the Edit menu to choose select all.

wiew | thumbnail | refresh |

View with: (@le+o) Yiew in separate wi
PS8_ AM90_Speed Types: Records 1 - 4 of 4

(alerniale] || [Report DatelSpeed TypelMail Codel

1 g 2/1/2009  APPEOZOL &0

: @ 24172009 APPEOZOL - : 2. Inthe Send To drop down menu, choose Local Printer.

z v
v

2 2/1/2009 APPEDZOL a0

(]
A

4 O 2/1/2009 APPEDZOL a0

b
Dennis

2 Oracle UPM : PrintLocalTool - Micrasoft Internet Explorer - [E[x]

Do not close this window until printing is complete,
Closing this window will stop all local print jobs.

3. A separate message window appears, followed quickly by a

; ; A print dialog box.
Do not close this window until printing is complete,

Closing this window will stop all local print jobs.
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RUNNING THE AM90/91 REPORT IN THE DOCUMENT IMAGING SYSTEM

Print Report (continued)

General l Dptinns] Paper#ﬂualitﬂ

-Select Device -

Name I@ \\KUMC_TF!EE\PEDPLESDFTSUPPDHT-SS12EI-HF'42E‘:J

-~ Page Range-

* Al Selected Hits — Murnber of Copies: 11 3‘
" Al Selected Docs

" Selected Hit h b

Range 1

i~ Fax Destinations

]

Print | Cancel |

<} Oracle I/PM : PrintlocalTool - Microsoft Internet Explorer |:||:,r>__(|

Do not close this window until printing is complete.
Closing this window will stop all local print jobs.

Do not close this window until printing is complete.
Closing this window will stop all local print jobs.

A print dialog box appears.

Click the All Selected Hits radio button if it is not already
selected.

Click .

The original message window is displayed with a new
message.

Once the print job is complete, click E| to close the
message window.

Close the browser tab or window displaying the search
results.

. Click KU_PROCESSES jn PeopleSoft to return to navigation

icons.
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RUNNING THE AM90/91 REPORT IN THE DOCUMENT IMAGING SYSTEM

View Report

| wiew | thumbnail |

refresh | <= | previous | next | == | sendto »

View with: |Drac|e Yiewer

V| [Alt+o) Yiew in separate window [(alt+s

PS8_ AM90_Speed Types:

— 1 o B

2 2f1/2009
3 zf1/2009

4 2/1/2008

Records 1 - 4 of 4

II}'J-lt+r'-l:] Repurt Date|[Speed Type|Mail Code Department

2/1/2009

PeopleSoft Admin
Support
FPeopleSoft Admin
Support
PeopleSoft Admin
Support
PeopleSoft Adrmin
Support

APPEOZ0O1 =11

APPEOZ01 =41

APPBROZ0L

APPBOZ0L

previous docurment | next docurnent

=5z Dooes ©

&

& Sun Feb 1 00:00:00 CST 2009 l

03,/05/2009
09:34:26
Soudolefield, Feich Detmnis

View pages

D02 = 000ee | ® K ¢
: B Sun Feb 1 00:00:00 CST 2009 l

a

COCMPUTER DATE @ 0G/05/2009
TIE CF DAY @ 09:34:26

KED

AOCONT  DESCEIPTION

i
£
wp
A___:;l
bkl

TNIVERSTITY CF FAMNELS MEDICAL CENTER ACOOTNTING SYTI

MANLGER. : Studolefield, Feith Dermis

AOOOUNT STATEMENT SUMMARY AT CF:
SPEEDTYPE FEY : MPPECEOL - PeopleSoft

1005 Salary and Uges L O0E. 17, 081,26
1745 Fringe Eerefits 253, 4,866.16

1. Click the underlined number next to the first page you wish
to view.

Oracle I/PM launches a separate viewer window or tab.

2. Click||to display document pages in a tab view. The
first page of the document displays in a tab.

3. Click @ or @ to display remaining pages in tabs.

4. Click || (Print).

NOTE: You must use the icon. CTRL-P will not work.
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RUNNING THE AM90/91 REPORT IN THE DOCUMENT IMAGING SYSTEM

View Report (continued)

Prirter

Mame: \EUMC_TREENPEOPLESOFTSUUPPORT i Properties i‘—

Status: Ready

Type: HP Laser)et 4250 PCL B
Wwhere: PS5 Office

Comment; BEwW Printer PeopleSoft Office

age range Options
{* Cument page : :
pag v Print annotations

[ Prirt ta file

Al viewed W Bestfit

" Current document

" Pages: ’— To ’—
Ok |

# Step 5 Printing a range of pages does not work.

Cancel |

Advanced || Paper/Quality Effects| Firishing |Dul|:|ul

Print Task Quick Sets

|T_I,J|:-e news Quick Set name here

Document Options

[] Carrect Order for Fear Bin

[ Print On Both Sides (Marwaly)

Pages per Sheet

1 page per sheet

Oriertation

) Portrait
——- (3} |_andscape
[]Ratate by 180 degrees

6. To print in landscape orientation, click

5. Click either Current page or All viewed radio button to

print desired pages.

Fropertiez

Locate the tab that contains the orientation setting and
choose Landscape.

NOTE: Each printer properties dialog box is different. The
orientation setting for your printer may not be located on
the Finishing tab.

Close the browser tab or window displaying the documents.

Close the browser tab or window displaying the search
results.

. Click KU_PROCESSES in PeopleSoft to return to navigation

icons.
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APPENDIX

Possible Warnings and Error Messages

Display Description Action

Microsoft Internet Explorer [‘5_< Report date entered is This is an Error.
= earlier than last month.

"'_., Reports Dated Prior To Last Month Must Be Obtained Through Document Imaging.,

Click

The PeopleCode program executed an Error statement, which has produced this message,

Enter a date no earlier
than last month.

at a time.

‘ou Have An AM30 (J5L035C) Report Processing In The Process Monitor That Meeds To Be Canceled and Deleted
! Befaore You Can Run The AM3I0 Again

The PeopleCode progran executed an Errar statement, which has produced this message. Click

Wait until first requested
report is complete.

Code or Department
!'j Invalid walue -- press the prampt button or hyperink For a lisk of valid values (15,113 number was entered.

The walue entered in the Field does nok match one of the allowable values, ‘ou can see the allowable values by Click
pressing the Prompt button ar hypertlink.,

Correct entry.
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APPENDIX

Assistance

Questions regarding how to utilize the PeopleSoft panels, how to navigate, and other technical or procedural problems with the
system should be directed to PeopleSoft Support at ext 8-1121.

The office is usually staffed from 8:00 AM to 4:30 PM. In the event no one is available to assist, you may leave your question on the
office Audix voice mail system, and we will return your call.
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