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FINANCIALS ONLINE INQUIRIES

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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DISPLAYING THE NAVIGATION ICONS

Navigation

-facing registry content - Windows Internet Explorer

v i |g, hktpffmcrabbit, kume, edu: 7010/pspiFa%cp 1 [EMPLOVEEJERP/h *tab=DEFALILT

ﬁ & [@Employee-l’acingrag\stry content I
ORACLE

Personalize Content | Lavout

Menu
Search:

®

[+ Ky Favorites
[ KUMC A . .
> Supplier Contracts 1. Click Worklist in the menu.
[ Vendors

[> Purchasing

[+ eProcurement

[+ Services Procurement

[ Project Costing

[+ Accounts Payahle

[ Commitment Control

[ SCM Integrations

[» Set Up Financials/Supply Chain

[> Enterprise Eomponents

[+ Worklist

[> Tree Manager

[- Reporting Tools

[ PeopleTools

— My Personalizations

— My Dictionary

WWorklist

Worklist
> My Favorites

& KUMC Maintain worklist settings and monitor workiist

[+ Supplier Contracts = Worklist = Worklist Details =

I Vendors =] Reviow a workist = Review workist detais Navigator

[z Purchasing

[ eProcurement

[ Services Procurement

I Project Costing . . . .

& Accounts Payable 2. Click Navigator icon or menu item.

[> Commitment Control

[» SCM Integrations

[> Set Up Financials/Supply
Chain

(- Enterprise Components

- Wi

— Worl stDelgg
= igator
- Tree Manager
- Reporting Tools
- PeopleTools
— My Personalizations
— My Dictionary
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AP TRANSACTION DETAIL

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

KUMED Processes

o % &

Billing & Receiving Budget

v T e

Central Office Financial Reporis

E E E . Click User Inquiry icon.
IDB Journal Voucher Request Manage Assets

i 3

Requisition & Receiving Software Conpliance

o

User Inguiry

(9% 2. Click User Inquiry icon.
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AP TRANSACTION DETAIL

Navigation (continued)

U U

AP Transaction Detail Jouwrnal Entry Transactions

ii] Wiew Original Ivoice or Purchase

Ll]l]]:i'l.lp bwoice oxr PO Order in Stellent IBPM

¥ O

o v

PO Youcher Reqy/ PO Cross Reference

KU AP Trans Detail PO

j Find an Existing Value |

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

SetiD: = v [KUMED Q

SpeedType Key:| begins with v|| |

Search ‘ Clear ‘Elasic:Searu:h Save Search Criteria

3.

4.
5.

6.

Click AP Transaction Detail icon.

Select KUMED or RINST in SetID field.
Enter SpeedType.

Click

Search
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AP TRANSACTION DETAIL

View Data

KU AP Trans Detail PO

Seti:  KUMED SpeedType: APPGO101

Department: 0101 Fund Code: 0503  Program: 51820 Project:

fompate: | | Topate | | 5 <

{ WU AP Trams Destail PO )
Sl KUMED SpeedType:  AFPLOT0T

Department:  &0101 fund Codec 0501 Program: 51820 Progect

- _ &
From Date: | 11012005 | Topate: 022802006 |

Voucher ID Inwvolce Vendor Warrant Warrant
Date Humber Date
PZao03s 11012005 DEFPARTMENT-001

PZao03s 11012005 DEFPARTMENT-001
DOZIR1IG OWIBE00E ROBERT WES-001 OFIS04892  BI02006
00238131 12012005 DEPARTMENT-001

0023811 1201/2005 DEPARTMENT-001

Description
NOVEMEER 2005
NOVEMEER 2005
LT Lawrenc: K5
DECEMBER 2005

DECEMBER 2005

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

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

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

PeopleSoft returns data for specified date range.

Do you want to print a report of the data?

If no, click KU_PROCESSES to return to navigation icons.

If yes, go to step 5.

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

8.9 Version 1.0
September 2008

KUMC Confidential

Page 7 of 23




AP TRANSACTION DETAIL

Print Report

 Novell GroupWise - Mailbox

File Edit Yiew Actions Tools Accounts ‘Window Help

Py addressbook Y By @ T | B vewrial @ newoppt [ mewTask  JEF Ney

b 2= Mailbox] 1] (Filtered)

Open email containing report.

From Subject Date
E# | PeopleSoft <psoft@mcbear.kun | F89TST AP Tran Detail by Speedty; 10/24/2007 2:24 PM

= Mail From: PeopleSoft <psoft@... |:||E”z|
File Edit Wew Actions Tools Accounts  Window

Help

3L Close @Reply - QForward - g

3

2. Open .pdf attachment.

F39TRM AP Tran Detail by SpeedType

£ Message T jap031_759366.pdf

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

& Adoba Acrobat Professional - [jap031.pdf] |:"E"Z|
F Fie EOt Vew Doamert Comments Took Advancod Wrdow Hep - x

TP H TS 7 B P | T costeror + 55 coment 2 Mk i SeevttorRevew « £} Sacure = o Sign = T Foums +

A Teseec g |- [ 3] 2 @ [wes - @® (O] wr || @nee-

4. Click [ZI to close Adobe Reader.

P
4 P 100xA50N £
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JOURNAL ENTRY TRANSACTIONS

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

KUMED Processes

v ot &

Billing & Receiving Budget

e o o

Central Office Financial Reporis

E E E . Click User Inquiry icon.
IDB Journal Voucher Request Manage Assets

) %

Requisition & Receiving Software Comnpliance Travel

o

User Inquiry

(*% 2. Click User Inquiry icon.
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JOURNAL ENTRY TRANSACTIONS

Navigation (continued)

U U

AP Transaction Detail Jouwrnal Entry Transactions

ii] Wiew Original Ivoice or Purchase

Ll]l]]:i'l.lp bwoice oxr PO Order in Stellent IBPM

3. Click Journal Entry Transactions icon.

¥ O

o v

PO Youcher Reqy/ PO Cross Reference

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

[ Find an Existing Value 4. Select KUMED or RINST in SetID field.
5. Enter SpeedType.

SetiD: = W | [
SpeedType Key:| begins with v” | 6. Click| Search

Search ‘ Clear | Basic Search Save Search Criteria
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JOURNAL ENTRY TRANSACTIONS

View Data

{ Journal Details

SetlD: KUMED SpeedType: APPED101 Controller

Department: 50101 Fund Code: 0503

From Date: l:l@ To Date:

Program: 51620

B

Project:

Journal Details

SetiD: KUMED SpeedType: RFFE0431 Human Resources Phote ID Badge

Department: 60431 Fund Code: 2600

From Date: | 1110172005 |5 To Date:

Program: 51680 Project:

[z |5

Find | View All

Journal ID Date Operator ID  Status

Jrnl Source  Amount AccountBudget
Reference
50000288  12/05/2005 ONL -236.00 HRServ12-2(2099) 0520 2008 NJOLLY Posted
50000288 12/05/2005 ONL -18.00  HRServ 11-23(2099) 0530 2006 NJOLLY Paosted
30000317 12/21/2005 OMNL -18.00 HR Serv 12-16(2099) 0530 2006 NJOLLY Posted
30000317 12/21/2005 ONL -36.00 HR Serv12-8(2099) 0530 2006 NJOLLY Posted
50000351  01/09/2008 ONL -18.00 HR Serv12-23(2099) 0530 2006 NJOLLY Posted
50000351 01/09/2008 ONL -36.00 HRServ1-8(2099) 0520 2008 NJOLLY Posted
50000378 01/25/2006 ONL -36.00 HRServ1-20(2099) 0530 2008 NJOLLY Posted
30000378  01/25/2006 ONL -30.00  HRServ1-13(2099) 0530 2006 NJOLLY Posted
30000401  02/07/2006 ONL -78.00 HR Serv1-27(2099) 0530 2006 NJOLLY Posted

50000401  02/07/20086 ONL -24.00 HR Serv 2-3(2089) 0530 2006 NJOLLY Posted

Description

First [4] 110 o 10 [ L ast

# 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.

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

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

PeopleSoft returns data for specified date range.
Do you want to print a report of the data?

If no, click KU_FROCESSES to return to navigation icons.

If yes, go to step 5.

Click (KU Expense Print Push Button). The report will
be emailed to you.
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JOURNAL ENTRY TRANSACTIONS

Print Report

lovell GroupWise - Mailbox

Open email containing report.

Subject Date
|PEupIESoft <psul't@m|:hear.kun| FB9TST Journal Entry Trans Detail by Speedtype  10/24/2007 1:55 PM

‘= Mail From: PeopleSoft <psoft@mcbear.kumc.edu>

File Edit Wiew Actions Tools Accounts  ‘Window Help

3 Close @Reply - QForward - a -

Properties | Personalize || Message Source

FaTST Journal Entry Trans Detail by Speedype|

2. Open .pdf attachment.

E Message T iglt 37_7s8061 . pdf

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

¥2 Adobe Acrobat Professional - [jal137.pdf]
T File Edi View Document Comments Tools Advanced Window Help

2 5 S @ P T createpor |5 comment 2 Mariup - 7 Send for Review = () secure + 4 sin -
@ o i @] | L o3 © | @] B3] t] @

Repert ID: JGL127.LIS - 753081 - FRST University of Kansas Medical Center Page No: 1
Run Date: 10/24/2007

JOURNAL ENTRY TRANSACTION DETAIL BY SPEEDTYPE Run Time: 01:54 PM 3 Cl | Ck (P I‘I nt)
From 11/01/2005 through 02/25/2008 . .
SpeedType: RFFG0431

—
Fund 2500 orpizaton sot21 PR —— 4. Clickto close Adobe Reader.

sourmst i Jearnsi searse

Suseet
Year  oparstorin
‘soonazss

d Pagel Sionatured Bookmarks

oLy

] e v - e sen 230

Totsl dourmsi Transotion Ameant=

Eraorrepan
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IDB EXPENSE TRANSACTION

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

KUMED Processes

v ot &

Billing & Receiving Budget

e o o

Central Office Financial Reporis

E E E 1. Click IDB icon.
DB Journal Voucher Request Manage Assets

) %

Requisition & Receiving Software Comnpliance Travel

o

User Inquiry

(*% ("'% ('*% 2. Click IDB icon.

Office Supplies Print Services
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IDB EXPENSE TRANSACTION

Navigation (continued)

R ¥

IDB Update/Tnyuiry

¥ ¥

IDB Expense Trans Inquiry IDB Revenue Trans Inguiry

KU IDB Expense Transactions

[ Find an Existing Value

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

SetiD: = v 'KUMED o

SpeedType I{ey:| begins with v|| |

Search | Clear | Basic Search Save Search Criteria

3.

4.
5.

6.

Click IDB Expense Trans Inquiry icon.

Select KUMED or RINST in SetlID field.
Enter SpeedType.

Click

Search
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IDB EXPENSE TRANSACTION

View Data

IDB Expense

SeflD:  KUMED SpecdType:  APPE010T controller . Enter the start and end dates for the inquiry in the From
Date and To Date fields.

Department:  §0101 Fund Code: (0503 Program: 51620 Project
romome: | |5 To0at 5 S e N . Click E (KU Transact|c_)r_1 Detail Button) for a list of
transactions for the specified date range.

It may take a long time for the report to run for large date ranges and possibly for monthly date ranges depending on the activity in the SpeedType

PeopleSoft displays an advisory concerning large date
ranges.

Press OK to continue, or press Cancel to cancel the operation (0,0)

OK Cancel

Click OK

/106 Expense |
Setl:  KUMED SpeedType: APPE0101 Controfler

Department:  &0101 Fund Code: 0503 Program: 51820 Project

- - %
From Date: | 1V0V2005 3 7o pate: V2282008 [F) EXFENSE

PeopleSoft returns data for specified date range.

Accoumting Service Journal Stars. - .
e Dot Dot escrpneon JownaD py  AGCONN Ry BUTReN Honstaramt . Do you want to print a report of the data?
0001841181 12012005 1210172005 TRAZH MICROFICHE PRINTER FMOO3STI20 120172005 2450 2008 2800
V0UIRAZEET 1228005 12312005 Indrastate Tolls - Dept MY 122005 02 2006 019
0001849877 1228005 12312005 Analeg Serdce (Dial To MYS0360343 1272872000 062 2006 1933 If no, C“Ck KU PROCEquu to return to navlgatlon ICOnS.
0001955904 012572006 013172006 Imerstate Tolls - Dept MYS0363186 012572006 2072 2006 010
0001980893 01252008 M212006 Analog Serdce (Dial To MYS0383188 D12S2008 2082 2008 1933

If yes, go to step 7.
Click (KU Expense Print Push Button).
PeopleSoft again displays the advisory concerning large

date ranges.
. _____________________________________________________________________________________|

W seve | Sumeturn 1o Search | 0K

Click

. The report will be emailed to you.

# 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).
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IDB EXPENSE TRANSACTION

Print Report

2 Novell GroupWise - Mailbox

Open email containing report.

Subject Date
Ede Peoplesoft <psoft@mchear.kun FB89TST IDB Trans Detail by Speedtype - Expense  10/24/2007 1:36 PM

=

File Edit Yiew Actions Tools Accounts Window Help

3L Close @Reply - QForward - ﬂ -

F39TST IDB Trans Detail by Speedtype - Expense

Open .pdf attachment. &

[——

|%Message I Z]’qllSSjSSDE‘D.DdF I

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

B2 Adobe Acrobat Professional - [jgl138. pdf]
T_'Fila Edit View Document Comments Tools Advanced Window Help

T @ [ o S @ P8 | T cresteror - 5] comment & Markup ] Send for Review + (5 & -
) Down [0 | [ b4 © s | © 03] ]| @veo-

Click (Print).

: 3GL138 LTS . TEAnSO . FasT Ooiversity of Fansao Medleal Canber

I0B TRANSACTION DETAIL BY SPEEDTYPE (EXPERSES)

Click E| to close Adobe Reader.

Appsel01  2005-11-01  Tor 2005-02-28

i Page{i Signa‘turss‘i Bookmarks

Progran: 5is3e projest/erant:

=
]
g Billing Journal
= 108 ID Dats Journal 10 Date Acgount
o]
=

coaLss1161 12/01/2008 TRASH MICROFICHE PRINIER FHDOISTI20 13fe1/z008 2480
oo013a268T 12/31/2008 Intrastata Tolls - Dapt [P 12/28/2008 2072
IYEPTTEES 124330200 oo Service mial T 1zizar
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IDB REVENUE TRANSACTION

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

KUMED Processes

v ot &

Billing & Receiving Budget

e o o

Central Office Financial Reporis

E E E . Click IDB icon.
IDB Journal Voucher Request Manage Assets

) %

Requisition & Receiving Software Comnpliance Travel

o

('*% ("'% ('*% 2. Click IDB icon.

Office S“PPH'ES Print Services
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IDB REVENUE TRANSACTION

Navigation (continued)

R ¥

IDB Update/Tnyuiry

¥ ¥

IDB Expense Trans Inquiry IDB Revenue Trans Inguiry

KU IDB Revenue Transactions

/ Find an Existing Value Y

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

SetiD: = v [KUMED s}

SpeedType Key:| hegins with v|| |

Search | Clear | Basic Search Save Search Criteria

3.

4.
5.

6.

Click IDB Revenue Trans Inquiry icon.

Select KUMED or RINST in SetID field.
Enter the SpeedType.

Click

Search
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IDB REVENUE TRANSACTION

View Data

[ B Revenee . Enter the start and end dates for the inquiry into the From
SeflD:  KUWED SpeedType:  SCF59490 Date and To Date fields.

Department: 504490 Fund Code: G594 Program: 90930 Project: . CI|Ck E (KU Transaction Detall Button) for a I|St Of
Frombate: B Tobate: a ™ REVENUE transactions for the specified date range.

It nay take a long time for the report to run for large date ranges and possibly for monthly date ranges depending on the activity in the SpeedType.

PeopleSoft displays an advisory concerning large date

Press OK to continue, or press Cancel to cancel the operation (0,0) ranges.

oK Cancel i C||Ck QK

IDB Revenue

SefiD:  KUMED SpeedType: 8CFB9430

PeopleSoft returns data for specified date range.

Department: 59490 Fund Code: 6594 Program: 90930 Project:

from Dates (10072005 59 7o pates (03072008 [i) REVENUE . Do you want to print a report of the data?

Find | View 100 First [4] 1-14 or 420 B | ast

DB ID ,5,:[:‘" Description Intfc Cntl:  JournallD JmiDate Acct StarsRevCd BudRef MonetaryAmt If no, click KU _PROCESSES to return to navigation icons.
9000074613 11/22/2008 Print Shop 24286 IDB03ST308 12/01:2008 0590 2500 2008 -149.50
9000074620 11/22/2005 Print Shop 24261 IDB0357305 12/01/2005 0590 2500 2006 -49.00 f
9000074711 11/23/2008 Print Shop 24273 IDB03ST308 12/01:2008 0590 2500 2008 34,00 I Ye€s, go to Step 7.
9000074729 11/2312005 Print Shop 24286 IDB0357305 12/01/2005 0590 2500 2006 -7150
9000074775 11/29/2008 Print Shop 24304 IDB03ST308 12/01:2008 0590 2500 2008 25,00 R =1 :

9000073606 10/31/2005 Print Shop 23942 IDB0357483 12/02/2005 0590 2500 2006 -201.50 . CIICk (KU EXpenSe Prlnt PUSh BUtton)'
9000073859 11/07/2008 Print Shop 24047 IDB0357483 12/0212006 0590 2500 2006 -248.00
9000074525 11/18/2005 Print Shop 24207 |DBO357482 120022005 0590 2500 2006 5575 i Peop|e80ft again disp|ays the advisory Concerning |arge
9000074713 11/23/2008 Print Shop 24274 IDB0357483 12/0212006 0590 2500 2006 8150

9000074779 11/29/2005 Print Shop 24308 IDB0357483 12/02/2005 0590 2500 2006 77108 date ranges.
9000074818 11/30/2008 Print Shop 24325 IDB0357483 12/0212006 0590 2500 2006 -447.42
9000074833 12/01/2005 Print Shop 24333 IDB0357483 12/02/2005 0590 2500 2006 7.00

9000074836 12/01/2005 Print Shop 24335 IDB0357483 12/02/2005 0590 2500 2008 -220.00 ) Clle DK i The report W|” be ema"ed tO yOU.

9000074737 11/28/2005 Print Shop 24290 IDB0357654 12/05/2005 0590 2500 2006 -885

# Step 5 May need to adjust Scroll Area view to see all lines.
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IDB REVENUE TRANSACTION

Print Report

2 Novell GroupWise - Mailbox

f . T . | = i ¢ [ MewTask B Wewhote
Open email containing report.

Subject Date =
PeopleSoft <psoft@mcbear.kumc F89TST IDB Tran Detail by Speedtype-Revenue &/6/2007 2:26 PM

Mail F.rnrn:.P_enplest:ﬂ_*psnﬂMne,

fiew Actions Tools Accounts

Edit
3 Cose 'gj_ﬂ Reply - L_.ﬂ'Forward - % -
Mall | Properties | Personalize | Message Source |

To: Paula

Subject: FEITST IDE Tran Detail by Speedtype-Revenus

FSITST IDB Tran Detail by SpeedType-Rev . Open .pdf attachment. &

L, Message = igl 33_757221, pof

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

Roader - LG 39.p41]

Sl - RN NN el SN

cutvsraiey of famsss mediesl cenrsr

08 TRANSATTION EETAIL BY PEEDTONE

Prom 13;01/3008 ehrsugm 937813008

Click to close Adobe Reader.

—

naneTLElT
prPEiTh
eI
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IDB INQUIRY

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

KUMED Processes

o % i)

Billing & Receiving Buidget

= =

Grant Information

E E . Click IDB icon.

Journal Voucher Request Manage Assets

o £

Requisition & Recefring Sofiware Compliance

o

& & )

Office Supplies Print Services

Click IDB icon.

g

IDB Update/Tnquiry

3. Click IDB Update/Inquiry icon.
5

i

IDB Expense Trans Inguiry IDB Revenue Trans Inquiry
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IDB INQUIRY

View Data

IDB Online Entry
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

Business Unit: | |

i : - . Enter the IDB number for the transaction to be viewed in
IDB ID: |beg|ns with v“ 4—'— e IDB ID fiold.
Department: | begins with || |

Interfaced Flag [ 2. Click| =Search

Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a Mew Value

{ IDB Online Entry '

Biling Date:  08/03/2005 Interdepartmental Billing Online Entry

Seller's Business Unit KUMED IDB Humber: [ 13 Entered By: Brees Gary Clark

*Buyer's SpeedType: l:l KUMED  School Of Nursing Miller Karen L
“Seller's Service Code: 093] catering 3. PeopleSoft displays the detail of the IDB transaction.

Sellers Department:  GD820 Hospital Authority Reimburse 4 Click KL PROCESSES to return to navigation icons
Seller's Speedtype: RFI Hospital Authority Reimburse

Selling Price: |

Description of |
Services:

Seller's Control l:l 2

Humber:

Interfaced
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APPENDIX

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.
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