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Overview 
 
Online inquiries within PeopleSoft Financials provide a mechanism for users to either view or print information related to a single 
SpeedType and type of transaction.  Whereas the AM90/91 report gives the user information about all financial activity for a 
SpeedType within a particular month, the inquiry panels provide a different focus on financial activity.  These panels allow the user to 
concentrate on one type of transaction and view the activity for a SpeedType within a date range the user specifies. 
 
 

Inquiry Description PeopleSoft Process Icon 

AP Transaction Details Payments made to vendors from a SpeedType due 
to vouchers issued. User Inquiry 

Journal Entry Transaction Credits and debits to a SpeedType due to journal 
entries created by Control and Reporting staff. User Inquiry 

IDB Expense Transactions Expenses charged to a SpeedType due to 
Inter-Departmental Billing. IDB 

IDB Revenue Transactions Revenue credited to a SpeedType due to 
Inter-Departmental Billing. IDB 

IDB Entry Inquiry Detailed information for an Inter-Departmental 
transaction by the IDB Transaction ID number. IDB 
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Navigation 
 

 

  

1. Click Worklist in the menu. 

  

2. Click Navigator icon or menu item. 
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Use AP Transaction Detail to view payments to vendors within a date range, charged to a SpeedType.  Details include the Voucher ID, related PO 
number, Warrant number and date, and amount. 
 
Navigation 
 

 

  

1. Click User Inquiry icon. 

 

  

2. Click User Inquiry icon. 
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Navigation (continued) 
 

 

  

3. Click AP Transaction Detail icon. 

  

4. Select KUMED or RINST in SetID field. 

5. Enter SpeedType. 

6. Click  . 



AAPP  TTRRAANNSSAACCTTIIOONN  DDEETTAAIILL  

8.9 Version 1.0 KUMC Confidential Page 7 of 23 
September 2008 

View Data 
 

 
 

  

1. Enter the start and end dates for the inquiry in the 
From Date and To Date fields. 

2. Click  (KU Transaction Detail Button) for a list of 
transactions for the specified date range. 

 

 
 Step 3  May need to adjust Scroll Area view to see all lines. 

  

3. PeopleSoft returns data for specified date range.   

4. Do you want to print a report of the data?   

If no, click  to return to navigation icons. 

If yes, go to step 5. 

5. Click  (KU Expense Print Push Button).  The report will 
be emailed to you. 
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Print Report 

 

  

1. Open email containing report. 

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

  

2. Open .pdf attachment.   

 

  

3. Click  (Print). 

4. Click  to close Adobe Reader. 
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Use Journal Entry Transactions to view credits and debits to a SpeedType due to Journal Voucher requests and Control and Reporting 
adjustments.  Details include the Journal ID, Date, Source, Amount, and Description. 
 
Navigation 
 

 
 

  

1. Click User Inquiry icon. 

 

  

2. Click User Inquiry icon. 



JJOOUURRNNAALL  EENNTTRRYY  TTRRAANNSSAACCTTIIOONNSS  

8.9 Version 1.0 KUMC Confidential Page 10 of 23 
September 2008 

Navigation (continued) 
 

 

  

3. Click Journal Entry Transactions icon. 

  

4. Select KUMED or RINST in SetID field. 

5. Enter SpeedType. 

6. Click  . 
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View Data 
 

 
 

  

1. Enter the start and end dates for the inquiry in the From 
Date and To Date fields. 

2. Click  (KU Transaction Detail Button) for a list of 
transactions for the specified date range. 

 
 Step 3  Positive amounts represent a decrease in dollars in the 

SpeedType.  Negative amounts represent an increase in dollars in 
the SpeedType. 

May need to adjust Scroll Area view to see all lines. 

  

3. PeopleSoft returns data for specified date range.   

4. Do you want to print a report of the data?   

If no, click  to return to navigation icons. 

If yes, go to step 5. 

5. Click  (KU Expense Print Push Button).  The report will 
be emailed to you. 
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Print Report 

 

  

1. Open email containing report. 

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

  

2. Open .pdf attachment.   

 

  

3. Click  (Print). 

4. Click  to close Adobe Reader. 
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Use IDB Expense Transaction to view charges to a SpeedType due to Interdepartmental Billing.  Details include the IDB ID, Accounting Date, 
Service Date, Description and Amount. 
 
Navigation 
 

 
 

  

1. Click IDB icon. 

 

  

2. Click IDB icon. 
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Navigation (continued) 
 

 

  

3. Click IDB Expense Trans Inquiry icon. 

  

4. Select KUMED or RINST in SetID field. 

5. Enter SpeedType. 

6. Click  . 
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View Data 
 

 

  
1. Enter the start and end dates for the inquiry in the From 

Date and To Date fields. 

2. Click   (KU Transaction Detail Button) for a list of 
transactions for the specified date range. 

 

  
3. PeopleSoft displays an advisory concerning large date 

ranges. 

4. Click  . 

 Step 5  May need to adjust Scroll Area view to see all lines. 

IDB IDs starting with 9 indicate a manually entered transaction.  
IDB IDs starting with 0 indicate automatic billings (e.g. monthly 
phone charges). 

  

5. PeopleSoft returns data for specified date range.   

6. Do you want to print a report of the data?   

If no, click  to return to navigation icons. 

If yes, go to step 7. 

7. Click   (KU Expense Print Push Button). 

8. PeopleSoft again displays the advisory concerning large 
date ranges. 

9. Click  .  The report will be emailed to you. 
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Print Report 

 

  

1. Open email containing report. 

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

  

2. Open .pdf attachment.   

 

  

3. Click  (Print). 

4. Click  to close Adobe Reader. 
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Use IDB Revenue Transaction to view credits to a SpeedType due to Interdepartmental Billing.  Details include the IDB ID, Accounting Date, 
Service Date, Description and Amount. 
 
Navigation 
 

 

  

1. Click IDB icon. 

 

  

2. Click IDB icon. 
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Navigation (continued) 
 

 

  

3. Click IDB Revenue Trans Inquiry icon. 

  

4. Select KUMED or RINST in SetID field. 

5. Enter the SpeedType. 

6. Click  . 
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View Data 
 

  1. Enter the start and end dates for the inquiry into the From 
Date and To Date fields. 

2. Click   (KU Transaction Detail Button) for a list of 
transactions for the specified date range. 

  3. PeopleSoft displays an advisory concerning large date 
ranges. 

4. Click  . 

 Step 5  May need to adjust Scroll Area view to see all lines. 

  

5. PeopleSoft returns data for specified date range.   

6. Do you want to print a report of the data?   

If no, click  to return to navigation icons. 

If yes, go to step 7. 

7. Click   (KU Expense Print Push Button). 

8. PeopleSoft again displays the advisory concerning large 
date ranges. 

9. Click  .  The report will be emailed to you. 
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Print Report 

 

  

1. Open email containing report. 

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

  

2. Open .pdf attachment.   

 

  

3. Click  (Print). 

4. Click  to close Adobe Reader. 
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Use IDB Inquiry to view the details of a charge to a SpeedType due to Interdepartmental Billing.  Only manual IDB entries (in which the IDB ID 
begins with nine) can be viewed. 
 
Navigation 
 

 

  

1. Click IDB icon. 

 

  

2. Click IDB icon. 

 

  

3. Click IDB Update/Inquiry icon. 
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View Data 
 

 

  

1. Enter the IDB number for the transaction to be viewed in 
the IDB ID field. 

2. Click  . 

  

3. PeopleSoft displays the detail of the IDB transaction. 

4. Click  to return to navigation icons. 



AAPPPPEENNDDIIXX  

8.9 Version 1.0 KUMC Confidential Page 23 of 23 
September 2008 

Assistance 
 
Direct questions regarding how to utilize the PeopleSoft panels, how to navigate, and other technical or procedural problems with the system 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. 
 


