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OVERVIEW

Overview

PeopleSoft Financials is moving from version 7.5 to version 8.9, a web based system. While the user’s interaction with the system
has changed in some regard, the use of many of the modules remains the same. This manual contains the main function and
feature changes of the new version of PeopleSoft Financials 8.9.

New operating environment

PeopleSoft Financials 8.9 is a web based system. It is compatible with either Internet Explorer version 6 or version 7. After logging
in to PeopleSoft, avoid the use of the browser’s back and forward buttons since they may cause loss of data or inadvertent logout of
the user. The focus of the user interaction should remain in the PeopleSoft window with the use of navigation icons and panel
buttons. In addition, the user should sign out of PeopleSoft before closing the browser window.

New search features

PeopleSoft has always allowed users to locate existing transactions through an Update/Display dialog box. In PeopleSoft Financials
8.9, searches are more flexible and search criteria can be saved for future use.

Changes in user interaction

e There is no toolbar. As a result, the Save, Insert Row, and Run buttons appear on the panels. There is no IZ’ (cancel)

button. When finished with a transaction, simply navigate away from the panel.

There is no (change window content) button for redisplaying the navigation icons. Use the KlU_PROCESSES link instead.

PeopleSoft Financials 8.9 does not display an hourglass while processing. Instead, the word “Processing” flashes in the
upper right corner of the screen.

The save button does not turn gray as an indication that the transaction has been saved. The word “Saved” appears briefly in
the upper right corner of the screen.

Working with multiple lines in a transaction has changed in two ways: adding and removing lines and viewing multiple lines.
Query Manager is accessed from the main menu, under Reporting Tools.

Run controls and running reports

Run controls are still used in PeopleSoft Financials 8.9, and they provide the same information to the system as in Financials 7.5:
what data to include in a report and how to run it. You might need to create new run controls after the upgrade. The rules for naming
run controls have not changed - the name cannot contain spaces or special characters. All reports will be emailed as they were in
Financials 7.5.
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LOGGING IN

Navigation

2 Oracle | PeopleSoft Enterprise B Sign-in - Microsoft Internet Explorer

© Fle Edit view Favorites Tools

Help

1. Double-click the icon on the desktop.

ORACLE

PEOPLESOFT ENTERPRISE

[Sanin”

2. Using your network sign-on, enter your User ID and
Password.

3. Click .

a Done

&) Trusted sites

ORACLE’

Personalize Content | Layvout

Search:

®

[> My Favarites

[ KUMEC

[> Supplier Contracis

> Wendaors

[> Purchasing

[ eProcurement

[ Services Procurernent
[> Project Costing

[» Accounts Payable

[ Commitment Control

[> SCH Intedrations

[> Set Up FinancialsiSupply Chain
[» Enterprise Components
[ Worklist

[> Reporting Tools

[> PeopleTools

— bty Personalizations

— My Dictionary

Home:

PeopleSoft displays the main menu.
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BROWSER SETTINGS

The browser setting "Reuse windows for launching shortcuts" needs to be turned off under Internet Options. This is true whether you are using
Internet Explorer version 6 or version 7.

Browser Settings

<2 Navigator - Microsoft Internet Explorer,

File Edit View Favorites [SIGTH

Mail and News
ORACLE’ Fop-up Blocker
Manage Add-ons...
Synchronize...

KU PROCESSES ‘indows Update .
572 Bl & Reca . 1. Select the Tools Menu, then Internet Options.
[+ ing BCENMNY Indows Messenger

E% Budgets Sun Java Console KUMED Processes
mEFBPC Internet Options... ‘

HEZ Central Office

% Financial Reports —2—

H %2 Grant Information Billing & Receiving

=2 108

FE2 Journal Yoncher Reuest

=
Internet Options

General | Security | Privacy | Content | Connections | Programef Advanced

Settings:

Enable folder view for FTP gites

Enable Install On Demand (Internet Explorer)

Enable Install On Demand (Other]

Enable offine items to be synchronized on a schedule

Enable page transitions . Se|eCt the Advaﬂ Ced tab

Enable Personalized Favorites Menu

Enable third-party browser extensions [requires restart] . SCI’O” dOWﬂ tO “Reuse W| ndOWS fOI’ |aunChIng Shortcuts“
Enable visual styles on buttons and controls in web pages

Force offscreen compositing even under Terminal Server [requ . UnCheCk the bOX fOF thIS Opthﬂ If the bOX IS al ready

oty ahen dowrinas conplete unchecked, no changes are needed.

Reuse windows for launching shortcuts
Show friendly HT TP eror messages
Show friendly URLs C“Ck |:| K
Show Go button in Address bar .
@ Underline link.s

@ Alwaps b

| ®

Restore Defaults

MR KK KKK ]
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BROWSER SETTINGS

If you are using Internet Explorer version 7 with tabbed browsing enabled, you must also set the "Open links from other programs in:" setting to
either "A new tab in the current window" or "A new window".

Browser settings for Internet Explorer 7

<2 Navigator - Microsoft Internet Explorer,

File Edit View Favorites [SIGTH

. Mail and News
ORACI—E Pop-up Blocker

Manage Add-ons...
Synchronize...

KIJ PROCESSES ‘Windows Update
%2 Billing & Receiving windaws Messenger KUM
%2 Budgets Sun Java Console ED Processes
HEEBPC
i Internet Oy tmns‘..«_
HEZ Central Office " E
# %2 Financial Reports 2
%2 Grant Information Billing & Receiving Budgets

=2 108
%2 Journal Youcher Request

1. Select the Tools Menu, then Internet Options.

=

Internet Options

I General |L3curity Privacy | Content | Connections | Programs || Advanced

Home page
/? To create home page tabs, type each address on its own line.
)

uric. edujfinanc

[ Use current ][ Use default ][ Use blank

Browsing history

] ’I_ \ Delete temporary files, history, cookies, saved passwords,
¥ and web Form information.

pelste... | [ settings | 2. Onthe General tab, click the Settings button.

Search

p Change seatch defaults, Settings

— Change how webpages are displayed in Settings

— tabs.

Appearance

[ Colors ][ Languages ][ Fonts H Accessibility ]

OF H Cancel ] Apply
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BROWSER SETTINGS
Browser settings for Internet Explorer 7 (continued)

Tabbed Browsing Settings

[w]Enable Tabbed Browsing (requires restarting Internet Explorar):

Warn me when dosing mulkiple tabs

Always switch bo new tabs when they are created
[¥]Enable Quick Tabs {requires restarting Internet Explarer) 3. Set Op en links from other program in: to either
[Jopen only the first home page when Internet Explorer starts A new window

Dpen new kabs next to the current bab OR

Open home page for new tabs instead of a blank page i i
A new tab in the current window

when a pop-up is encountered;
(") Let Inkernet Explorer decide how pop-ups should apen
(%) always open pop-ups in a new window 4. Click Ok twice.
() Always open pop-ups in a new tab

Open links From ather pragrams in: NOTE: Do not use tabbed browsing to open multiple PeopleSoft
O & new window sessions including PeopleSoft HR.
(%) & new tab in the current window
(") The current tab ar window

Restore defadlks ] [ Zancel
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DISPLAYING NAVIGATION ICONS

Displaying Navigation Icons

ORACLE’

Personalize Content | Layout

Menu
Search:

®
> My Favorites
[ RUMC
I Supplier Contracts
[ Vendars
I> Furchasing
I> eProcurament
[- Semices Procurement
[ Project Costing
[+ Accounts Payable
[+ Commitrnent Control
> SCM Integrations
> Set Up Financials/Supply Chain

I Reporting Tools

I> PaopleTools

— My Parsonalzations
— My Dictionary

[+ Enterprise Cormponents
1> Yarklist b

ORACLE
Meu &

Search:
®
[ Wy Favarites
[ KUMC
[ Supplier Contracts
[ Vendors
I> Purchasing
[ ePracurement
[> Services Procurement
I> Project Costing
I> Atcounts Payabla
[ Commitment Control
[ SCM Integrations
I Get Up Financials/Supply
Chain
I Enterprise Components

\tfiorklist

— Worklist Details
Llavigator

[ Reporiing Tools:

Maintain worklist settings and manfor worklist

= Worklist =]
=] Rt avwnas =]

Worklist Details
Revigw worklist details

et

ORACLE’

KU_PROCESSES
&2 Billing & Recelving

22 Buduets

=EZBPC

&2 Central Office

®E2 Financial Reports

&2 Grant Information

=E2 108

&2 Jourmnal Voucher Reguest

&2 Manage Assets
Requisition & Receiving
Software Compliance

&2 Travel

&2 User Inguiry

KUMED Processes

=

Billing & Receiving

i

Central Office

)

D]

Requisition & Receiving

&

Bulgets

o,

Financial Reporis

=

Journal Youcher Request

=

Software Compliance

e

=
T

Manage Assets

%

1. Click the Worklist menu.

2. Click the Navigator link.

The navigation icons and tree structure are very similar to
PeopleSoft Financials 7.5. The use of the icons is the same —
single-click to access a process.
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SEARCH FEATURES

While we have always been able to locate existing transactions through an Update/Display dialog box, searches in PeopleSoft are now more
flexible, and search criteria can be saved for future use.

Using Criteria Operators

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

When performing name searches in PeopleSoft 7.5, the % was

used as the wildcard character to broaden the search. In

SetiD: e Ja PeopleSoft 8.9, most of the searches have drop-down boxes which
— allow flexibility in search criteria.

Travel ID: |beg|ns with v||

Interface Status:| = v

Entry Status: =

Approval Status: | = v

| Find an Existing Value Y Add a New Value

Here’'s an example of a name search in Travel.

Mame 1: hegins with

vendorin: | . Click the Name 1 operator drop-down arrow.
Entered By: . Choose contains.

[Clcase sensitiv| - . Inthe Name 1 field, enter the name to search for.
Search | 4 _ earch Save Search Criteria . Click Search

hetween
Find an Existing v|in Yalue

Travel ID: | hegins with ||

Interface Status:|= v| |
Entry Status: |: v| |

Approval Status: | = v |

Name 1: containg v ||Smith

Vendor ID: | begins with ||

Entered By: | hegins with ||

[case sensitive Note the search results displays transactions in which Smith

appears in the middle, end and beginning of the traveler’'s name.
Search | Clear | Basic Search Save Search Criteria

Search Results

Interface Entry Approval
SetlD Travel D status Status Status Vendor 1D

KUMED 000058 MotWehrd  Working On Pnd Approg  Delia Smith YWest 00oao201
KUMED 000050 Motwched  WWorking On Pod Approwd  Elizabeth J. Smith nooooteq
KUMED 000137 Wouchered Dane Approved Stnith Alan J 0oooo01493
KUMED 000122 “ouchered Done Approved T AT 000001493
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SEARCH FEATURES

Using Criteria Operators (continued)

Using the "IN" operator for the SetID or Business Unit criteria allows a search across both KUMED and RINST business units. This is helpful if
you enter travel requests or requisitions for both business units. Be sure to narrow the search by including another criteria such as Entered By or
Requester Name.

Requisitions
Use the following search ta look for an existing Reguisition.

s — Here's an example of searching for requisitions.
/ Find an Existing Value {__Add a NewValue |

Business Unit: . Click the Business Unit operator drop-down arrow.
Requisition 1D: i . Choose IN.
Requisition Status: . Inthe Business Unit field, enter “‘KUMED,RINST".

Orto: begins with 9| Enter another limiting criteria, such as Requester Name or
Entered By (depending on criteria available).

Requester: |begins with » ||

Requester Name: | hegins with ||
i Search

Hold From Further Processing O . Click

[Ocase Sensitive

Seartch | Clear | Basic Search Save Search Criteria

Business Unit: in | KUMED RIMST

Requisition ID: |begins with |+ ||

Requisition Status: = vl |

Origin: begins with + |

Requester: | hegins with ||

Requester Name: | beging with + || Iwanna

Hold From Further Processing O
Clcase Sensitive Note that requisitions from both business units appear in the list.

Seartch | Clear | Basic Search Save Search Criteria

Search Results

Business Unit Requisition ID Requisition Status Origin Requester Requester Name Hold From Further F
HLIMED 4000137378 Cpen PSTRMOZ lwannaleatn
KUMED 4000137377 Pending FETRMOZ |wanna,Learn
RINET 0000014727 Pending FETRMNOZ |wanna,learn
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SEARCH FEATURES

Saving Search Criteria

Business Unit: in s |KUMED‘RINST

Requisition ID: |hegins with | ||

Requisition Status: = v |

Origin: begins with ||

Requester: |begins with » ||

Requester Name: | begins with || lwanna

Hold From Further Processing ]
[case Sensitive

Search Clear | pasic Search Save Search Critery mu—
Search Results

Business Unit Requisition ID Requisition Status Origin Requester Requester Name Hold From Further |
EUMED 4000137378 Open PSTRMOZ Iwanna,learn
KUMED 4000137377 Pending PSTRMOZ lwanna,learn

EINST 0000014727 Pending PSTRMOZ lwanna,learn

Save Search As

Mame the search and then click Save.

Name of Searcli: | C——

The saved search will contain these values:

Business Unit: in KUMED RINST
Requisition ID: begins with

Requisition Status: =

Origin: hegins with

Requester: hegins with

Requester Name: hegins with lwanna

Hold From Further Processing

& save | Return to Advanced Search

Save Search As
Search saved as Both Linits.

Feturn to Advanced Search

1. To save the search for future use, click 2a¥e Search Criteria

2. Enter a name for the search.

3. Click| & Save

4. A confirmation of the save appears.

8.9 Version 1.0
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SEARCH FEATURES

Once you have saved a search, you can use it again and again. An additional drop-down box appears at the top of the search criteria page.
Simply choose the search you want to use and PeopleSoft automatically retrieves the results.

Using a Saved Search

Requisitions
LIse the following search to look for an existing Requisition.

/ Find an Existing Value ' Add a New Value |

Use Saved Search:

Both Units

KUMED aonl . . .
Requisition ID: Dnﬁegmswnh < 1. Navigate to the Find an Existing Value page for the module.
Requisition Status: [= v | 2. Click the Use Saved Search drop-down arrow.

Origin: [beains with | 3. Select the search to use.

Requester: |begins with v ||

Business Unit:

Requester Name: | begins with |+ ||

Hold From Further Processing O
[case Sensitive

Search | Clear | Basic Search Save Search Criteria Delete Saved Search

Use Saved Search: | Both Units »

Business Unit: | in | |KUMED,RINST

Requisition ID: | hegins with ||

Requisition Status: = L | | i |

Origin: begins with v | |Q

Requester: | bedins with |~ || |Q

Requester Name: | beging with » || lwanng |Q

Hold From Further Processing O 4. PeopleSoft automatically returns the search results.
[case Sensitive

Search Clear | Basic Search Save Search Criteria  Delete Saved Search

Search Results

Business Unit Requisition ID Requisition Status Origin Requester Requester Name Hold From F
ELIMED 4000137378 Open OKL PSTRMOZ Iwannalearn
KUMED 4000137377 Pending PSTREMOZ hwannal eatn
RINST 0000014727 Pending PSTREMOZ hwannal eatn
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CHANGES IN USER INTERACTION

Button Differences

ORACLE’ e

KU _PROCESSES
[ Header Info % Linelnfo

Procurement Card - Enter Purchases

KUMED Trans Id: NEXT Entered Date:  02/12/2008  Service Code: 9999

EnteredBy:  Schroeder Elizabeth

*Quick Card: -D?-DQ'I Q. Arbuckle,Dan E . . C e .
oozt ] R Since there is no toolbar, the save button appears on individual
panels. The screen at the left shows the BPC panel.

‘Purchase Date: I:IEJ [CJcredit Only

‘Purchased From: |

Transaction Reconciled
Credit Pending

Total Lines: Total Charges: 0.00 Credit Resohved

\ 4
B save | [=] Matify | (=8 Mext tab

[ Headerinfo ' Line nfo %

Procurement Card -- Enter Purchages

Trans 2  NEWT Cick Card: a7-021 Purchase Date:
Instead of Insert Row and Delete Row || toolbar buttons,

Arbuckle Dan E

Total Lines: Total Charges:
panels contain Add row and Delete row E' buttons.

Eind |

State Charges Approved | |Charges Pre-Approved | Line Interfaced

Line Number: 1 . . . .
Private Funds Required Private Funds Received The keystroke tO add arow iS now Alt'7

aty: l:l Unit of l:lo. Unit Price: l:l i
Measure: Total Price: The keystroke to delete a row is now Alt-8.
otal Price:
‘fem Purchased: | ﬂ

‘Stat
‘SpeedType: I:|Q ‘Account: l:lq Com,em l:l

Number: ar MONE
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CHANGES IN USER INTERACTION

Ending a Transaction

ORACLE’

Home:

kU_PROCESSES <

22 Billing & Receiing New Window | Help | Custornize Page | .5,
52 Budgets

T ape e a e Hneito There is no (cancel) button. When finished with a transaction,

Procurement Card -- Enter Purchases Slmp|y navigate a.Way from the panel.

4.2 BPC Adjustment
E 4.2 BPC Inguire
#.#BPC Transaction Log Repart Trans #  NEXT

g-;n—igfg;;;fm"wTfansam habckie,Dan € There is no (change window content) button for redisplaying

Total Lines: Total Charges:

e Einansial Renorls the navigation icons. Use the klJ_FROCESSES link instead.

%2 Grant Information

22108

%2 Journal Voucher Request Line Numb State Charges Approved | Charges Pre-Approved | |Line
ine Number:

22 Manage Assets ! Private Funds Required | Private Funds Received

# %2 Requisition & Receiving

#%2 goftware Compliance oty: I:l Unit of I:lQ Unit Price:

=22 Travel Measure:
22 User Inquiry

Quick Card:  07-021 Purchase Date:

Total Price:

‘Item Purchased: |

System Feedback

‘2 Navigator, - Microsoft Internet Explorer ‘;Hﬁ‘gl

Elle Edit ¥iew Favorites Tools Help

ORACLE’

KU _PROCESSES
&2 Billing & Receiving
&2 Budnets Travel pop1s501  Date Entered: 0si22/2008
EEZBPC i D .
Out Sate )
62 Central Office Travel Type SRR Entered By: Yilson,Susan Gates Voucher ID

%%Fmancia\Reggns Cornment|  [Z]No
% bt Vendor 0: 0000016434 | Aadress [ ]g The save button does not turn gray as an indication that the

%Wu adavngr|  Fiois Thomas R prime (01 || | wwokenate: | transaction has been saved. The word “Saved” appears briefly in

B2 Reguisilion & Receiing 2008, 434 Ave. Accounting Date: | the upper right corner of the screen.
B2 Software Compliance Kansas City KS

State Hel Travel Audit Final
B Tarel J 66103 Vendor Suffix: og
I Traval Processes Start Approval

£ Travel Approval
O:pTrave\ Approval Updates| Day Trips Only Chg Dates

% Travel Entry ‘Departure l:l ‘Return l:l & Working On

LAY Travel Eniry Update/ino Date: O Done
‘Departure ‘Return © cancel

B2 User Inouiry Time: Time:

Air Travel | Seminar‘ Print Request ‘ Print Youcher

& save | S\ Return to Search | 4[5 Previous in List | +[F] Mext in List ‘
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CHANGES IN USER INTERACTION

System Feedback (continued)

A Navigator, - Microsoft Internet Explorer;

: File Edit Wvew Favortes Tooks Help

ORACLE’

KU_PROCESSES

@& Central Ofice “1 (Findan Existing Value Processing )

®E2 Financial Reports

#E2 Grant Information } ]
. Business Unit: = v
2108 KUMED Q

#E2 Journal Voucher Reguest PO ID: |hegm5 wiith "” ‘
W Manane Assets Contract Setil: | negins with || la . . . .
P12 Ranuis tion & Ratang Contract : [eaine win 3| a PeopleSoft Financials 8.9 does not display an hourglass while

E4.# Enter Requisition ! . 4
£ 00 Reisition Release Number:  |= v | processing. Instead, the word “Processing” flashes in the upper
5 Update Requisition .
w» Lhdale Reauisiion Purchase Order Date:| =
[ 4.2 Receive with Purchase C iehase orderbate | v‘ | ‘Eﬂ rlght corner Of the screen.
&2 Gofware Campliance PO Status: = v |
\%’@ Travel Short Vendor Name: | begins with || ‘Q
E@M‘M Vendlor 1Dz | heging with || ‘Q
4.2 User Inouiry
& AP Transaction Detai
-:, Journal Entry Transar Buyer Name: | hegins with ||Davis ‘O\
-_’, Lookup Invaice or PO PO Type: |: v‘ |
£ PO Ativity Summary
L3P0 Inuing

£ PO Youcher
s PO Voucher
% RewPO Cioss Referi v Search Clear | Basic Search [E) Save Search Criteria
& | i &
& W | & Trusted sites

Buyer: |begms with v|| ‘Q

[Icase sensitive

Signing Out

Home

KUMED Processes _ When finished using PeopleSoft Financials 8.9, click the Sign out

link before closing the browser window.
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CHANGES IN USER INTERACTION

Working with Multiple Lines

Headerinfo { Line Info

Procurement Card - Enter Purchages

Trans#  NEXT Quic 08112008 When there are multiple rows in a transaction, use the navigation
Navigation Bar ~] bar to move from line to line.

Total Lines:

Line Details i a First [ 100 B 1 P A E

_ Find | View Al First (4] 104 B | 5ot
State Charges Approved  Charges Pre-Approved Line Interfaced
Private Funds Required Private Funds Received

v I Note the transaction to the left has 4 lines, and the first line is

Total Price: currently displayed.
‘tem Purchased: |Ela||p0int pens, #FARPET111 ﬂ
KUMED

.
'SpeedType: APPEOTO Q ‘Account: |3710 Q State 10583

Contract
Number: or MONE

Line Number: 1

o

Headet Info ?‘ Line Info

Procurement Card -- Enter Purchases

Trans # NEXT Quick Card:  07-021 Purchase Date:  0&11/2008 Show next row
Arbuckle Dan E

Total Lines: Total Charges:

First K 5 or s O Lact Clicking the m (Show next row) button displays the next line of the
State Charges Approved  Charges Pre-Approved Line Interfaced transactio n.
Private Funds Required Private Funds Received

Line Number: 2

o

oty: 2.0000 Unit of [Ea Ja Unit Price: 9.29000

Measure: .
Total Price:

“Item Purchased: |Mechanical Pencil 7rmm #PILIE104 sC
KUMED!

*Stati
‘SpeedType; APPE0T01 QU pccount: (3710 |2 © 10583

Contract
Number: or NOME

8.9 Version 1.0 KUMC Confidential Page 16 of 24
September 2008




CHANGES IN USER INTERACTION

Working with Multiple Lines (continued)

HeaderInfo '  Line Info

Pracurement Card -- Enter Purchases

07-01 Purchase Date: V|eW A” ||nk

Quick Card:

Arbuckle Dan E
To see all of the lines of the transaction at the same time, click the

Total Charges:

Total Lines:
Find |View Al First 4] 1014 B
Line Interfaced H
Wiew AlIRILLS

Line Details
State Charges Approved | |Charges Pre-Approved

Trans = NEXT

Private Funds Received
o

Line Number: ! Private Funds Required
oty: 1.0000 Unit of Doz|a, Unit Price: 10.68000
Measure:
Total Price:
5C

*Item Purchased: ‘ Ballpaint pens, #PAPET111
‘State
Contract

KUMED
*SpeedType: APPE0101 A pecount: 3710 QL
Number: orMOMNE

Controller Stationery and Office Supplies
First 4] 1.4 o 4 ] Last

Charges Pre-Approved | Line Interfaced

State Charges Approved
Private Funds Received
o

Line Number: L Private Funds Required
oty 1.0000 Unit of ozl Unit Price: 10.68000
Measure: B
Total Price:
5C

*Item Purchased: ‘Eal\polnt pens, #PAPET111
B
Note that after scrolling down on the screen both lines 1 and 2 are

KUMED
» . [APPEOT01 a . |3
SpeedType: _Q Account: -Q et
Number: or NOMNE A
currently visible.

Stationery and Office Supplies

Controller
Charges Pre-Approved | Line Interfaced =

Private Funds Received

o
aty: 2.0000 Unit of [Ea o Unit Price: 4.29000
Measure: B
Total Price:

*ltem Purchased: ‘Mechanical Fencil .Tmm #PIL36104

KUMED
‘SpeedType; APPE0TD1 U saccount: _Q

Line Number: State Charges Approved
ine fumber: 2 Private Funds Required

KUMC Confidential Page 17 of 24
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CHANGES IN USER INTERACTION

Query Manager

3 Havigator - Microsoll Infernet Explarer
Fle Ed View Foverles Took  Help

KUMED Processes

)

Hulgets

Mgy Axvels ole
2 Flsuisiton & Ricening

=
%

Traies)
+2 User inauiry

o
e

Jeurnal Youcher Request

o

Mansge Asiets

=

Trawel

ORACLE’
Personalize Contant | Layout

Search:

[ Wy Favarites

[ KUMC

[+ Supplier Contracts

[ Venoors

[ Purchaging

(> eProcurement

[ Serices Pracurement

[ Project Gosting

> Accounts Payable

> Commitrment Control

[ SCM Integrations

- Set Up Financials/Supply Chain
[ Enterprige Components

- Warklist

[ Tree Manager

[ Reporting Tools _
[ PeopleTools

— My Personalizations

— My Dictionary

Search:

&4| Reporting Tools
[+ My Faworites B
b KUMG Run, creste, and manage gusries and nivision reparts.

[ Supplier Contracts = Report Manager

[> Vendors E Review report list

[» Purchasing

[> eProcurernent

[» Services Procurement

[ Project Costing

> Accounts Payable

[ Cammitment Control

[» SCM Intearations

[> SetUp Financialssupply
Chain

> Enterprise Components

[> Worklist

> Tree Manager

- Query
— Renort hlanacer
[: PeopleTools

ﬁ Query
Extract information using visual

representations of your PS datshase

—— = Gy Maner

= Guery Viewer
= Schedule Guery

Query Manager is accessed from the main menu.

1. If the navigation icons are displayed, click the link.

2. Click Reporting Tools.

3. Click Query Manager link.
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CHANGES IN USER INTERACTION

Query Manager (continued)

ORACLE
Meu &

Search: Mew Window | Help | Customize Pane | ig,

[ My Favorites

[ KUMC Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Supplier Contracts . o
[ Yendors Find an Existing Query | Create New Que
[ Purchasing

I eProcurement *Search By: hegins with “

1 SR (AT RENT Search | Advanced Search
[ Project Costing

3 Accuun_ts Payahle
b Som mtsgraions. 4. Enter the name of the query to run.

[ Set Up FinancialsfSuppl
Cha\rf L Find an Existing Query | Create hMew Query

[ Enterprise Components 5 C||Ck Search .
[ Worklist

[> Tree Manager
== Reporting Tools

Query Manager

—au ger
— Deny Viewer
— Schedule Guery
— Repart Manager
[> PeopleTools
— My Personalizations

# Step 4 Can also change Search By criteria to search by
description. Use % as the wildcard character to broaden the
search.

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

Find an Existing Query | Create Mew Query

*Search By: beginswith  [JPO_PO_LINE
Search I Advanced Search

6. Click HTML link to run the query and view the results in a
browser window.

‘Folder View: |——AII Folders - OR
Cheskal | UncheskAl Action: Click Excel link to run the query and view the results Excel.

Search Results

Select Query Name Descr

[0 JPO_PO_LINE_INFO_AR_SGA PO Ing by Speediype & Date  Public
[0 JPO_PO_LINE_INFO_DET_AR_SGA PO Ing Spesdiype & Date detls  Public
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RUN CONTROLS AND RUNNING REPORTS

Run controls are still used in PeopleSoft Financials 8.9, and they provide the same information to the system as in Financials 7.5: what data to

include in a report and how to run it. You might need to create new run controls after the upgrade. Some of your FIN7.5 run controls might come
forward after the upgrade.

Checking for Existing Run Controls

ORACLE’

KU_PROCESSES

e Wi | Help | /B After choosing the report you want to run, PeopleSoft displays a set
of pages - one for finding an existing run control, and one for
adding a new run control.

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

{ Findan Existing Value {_ Add a New Value |

Run Control ID:‘ hegins with |+ |

[case sensitive

To check for existing run controls, click| S&arch

G
g Search |

Clear | Basit Search Save Search Critaria

Find an Existing Yalue |Ad|1 a Mew Yalue

AM 90/91 Report
Enter any infarmation you have and click Search. Leave fields blank

| Find an Existing Value {_ Add a New Value

PeopleSoft displays the message “No matching values were found”
Run Control 1D: begins with | if there are no existing run controls.

[case Sensitive

Search Clear | pasic Search Save Search Criteria

t Mo matching values ware found

See the next page for steps to create a run control.

Find an Existing Yalue | Add a MewValue

AM 20/91 Report

Enter any infarmation you have and click Search. Leave fields hlank

| Find an Existing Value " Add a Newalue |

Run Control ID: | begins witn || . . P
S~ If there are existing run controls in the system, PeopleSoft displays

a list of Search Results. Simply click the run control you want to
_Seanh | _ Olear | gacic gearcn E) Save Sean criieia use and PeopleSoft will continue to the criteria page for the report.

Search Results

12 of2
Run Control ID Language Code
BPC Log Enuolish
Reports English
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RUN CONTROLS AND RUNNING REPORTS

Regardless of whether you have existing run controls in the system, you can always create a new one. However, since there is no way to delete a
run control, you will want to limit the number of new ones you create.

Creating a Run Control

AM 20/91 Report

Enter any information you have and click Search. Leave fields hlank

J|"Fiml an Existing Value E Add a Kew Value ]

Run Control ID:| hegins with |||
[]case Sensitive 1. Click the Add a New Value tab.

Search | Clear | Basic Search Save Search Criteria

Mo matching values were found.

Find an Existing value | Add a Mew Value

AM 9091 Report

J_Find an Existing Value | Add a New Value )

Run Control ID:
m Control I 2. Enter a name for the run control.

Add 3. Click| Add

Find an Existing Yalue | Add a Mew Value

# Step 2 Run control names cannot contain spaces or special
characters.
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RUN CONTROLS AND RUNNING REPORTS

Running the Report

Run AM 90/91

Run ControlID:  Reports

Run |«

RepottManager Process Monitor

Run AM 90/91 Report The Repartwill Be E-Mailed Ta Yau
‘Business Unit: Q ﬂ Server Name = PEUNX Type=FILE
- Farmat= PDF
‘Report Date: B See Process Monitor For Run Status . i . . R
1. After entering the criteria for the report, click ur .

[CJshow Budgets For Revenue Speedtypes

@ SpeedType [C1ama0 only
(Revenue Mot Shown)

O MailDistrib Code O Open Commitments Only
O Department O Skip Mail Code 99999

© Select SpeadTypes APPE0D201 CL From SpeedType:
APPEOZ0T |CL To SpeedType:

Process Scheduler Request

User I: LSCHROEDER Run Control ID: Reports

Server Name: PSUNR ¥ | RunDate: 08/13/2008 ]

2. No changes are needed on this page. The default settings

Recurrence: RunTime:  [+19:44PM Reaslo Current DalsTms | are correct for any report that you run.

Time Zone: I:IQ
Server Name = PSUNX
Process Type Type ‘Format

Select Description Process Name
Run User AW 90/81 Repori JGLO3SC

SQR Report File FDF

3. Click Ok

Ok Cancel

[ Run AM90/91

Report Manager Process Monitar Run

Run Control ID:  Reports

Process Instance: 761961 <@

Run AM 90/91 Report The Report Will Be £ Mailed Ta You PeopleSoft returns to the criteria page. You know that you have
run the report because the Process Instance number appears
‘Business Unit: | KUMEC|2, ServerName=PSUNX  Type= FILE
womess ol below the Run button.

Format= POF

‘Report Date: -—US-'USHUUE [5
P See Pracess Monitor For Run Status

@ SpeedType 1 AM9D Oy [ Show Budgets For Revenue Speediypes An optional step is to check the progress of the report through the
Process Monitor. This is optional because the report will be

(Revenue Mot Shown)

O MailDistrib Code O Open Commitments Only
O Department DJskip Mail Cade 99999 emailed to you automatically when it is complete.

APFB0Z01 From SpeedType:
(© select SpeedTypes _Q ! v
APPB0201T QL To SpeedType:
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RUN CONTROLS AND RUNNING REPORTS

Process Monitor

[ Run AM90/91

Run ControlID:  Reports Report Manag rocess Monitor 2N
Process Instance: 761961

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

*Business Unit: | KUMEC S, 7S Server Mame = PSUNY  Type=FILE

Format=POF
Feport Date; (030812008 |5 See Pracess Monitor For Run Status 1. To check the progress of the report, click the

Process Monitor link.
@® SpeedType [ amon Only [CIshow Budgets For Revenue Speedtypes
O MailDistrib Code [Jopen Commitments Only (Revenue Mot Shown)

@] Department O Skip Mail Code 99999

APFB0Z01 From SpeedType:
(© select SpeedTypes _Q ! v
APPB0201T QL To SpeedType:

Process List 2. Note the Run Status.

Run Status Description
User ID: |LSCHROEDE!C, Type: [ st Refresh P
Server: v | Name: @, Instance: | [to | | Queued Report is in line to be processed
Run Distribition 3 [l Save On Refresh

Status: Status
Process List

Initiated Report has started

Select Instance Seq. Process Type EEEESS Run DateTime Run Status W PrOCGSSing Report isin process

761961 SGR Report JGLO3EC LSCHROEDER 081132008 4:19:44PM CDT Processing A

Posting Report is being finalized

Success Report has been emailed

Click until Run Status displays Success.

Expect to see the report in your email.

Click ¥IJ_PREOCESSES to return to the navigations icons, or
=enkai to end your PeopleSoft session.
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APPENDIX

Assistance

Using PeopleSoft

Questions regarding how to utilize PeopleSoft, how to navigate within PeopleSoft, and how to add or change your access to
PeopleSoft modules should be directed to PeopleSoft Support at ext. 8-1121.

The office is usually staffed from 7:30 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.

Computer Problems

Questions regarding PeopleSoft installation or network and printer connectivity issues should be directed to the IT Helpdesk at
ext. 8-7995.
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