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OVERVIEW

Overview

Within PeopleSoft, there are several sets of pages for viewing grant information. These include the Overall Grant Summary and Grant Inquiry
pages within the Grant Information group of processes. Overall Grant Summary displays a summary of the grant budget which includes the
overall grant amount, encumbered and expended amounts, and the spending authority remaining. Although this same data is displayed on the
AM90/91 report, the Overall Grant Summary provides a mechanism for quickly viewing the information.

The Grant Inquiry pages display general information such as the grant start and end dates, grant manager and information related to the awarding
agency. For Research Institute grants, there are additional pages related to grant administration.

In addition to the inquiry pages, the PTD (Project to Date) Expense Report details monies expended from a grant since its start date. This report
is accessed through the Financial Reports group of processes.
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DISPLAYING THE NAVIGATION ICONS

Navigation

Employee-facing registry content - Windows Internet Explorer

o

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

FPersonalize Content | Layout

Menu
Search:

@

[» My Favaorites

[- KUMC

[» Supplier Contracts

[> Vendors

[» Purchasing

[» eProcurement

[ Services Procurement

[+ Project Costing

[> Accounts Payable

[+ Commitment Control

[» SCM Integrations

[ Set Up Financials/Supply Chain
[+ Enterprise Components

[ WOTKIIS < —
[» Tree Manager

[» Reporting Tools

[- PeopleTools

— My Personalizations

— Wy Dictionary

ﬁ ﬁ [@Empluyee-ﬁicing registry content

ORACLE

I

ORACLE
[T ]

Search:

[= My Favorites

[» Vendors

> Purchasing

[» eProcurement

[» Bervices Procurement

> Project Costing

> Accounts Payable

[» Commitment Control

(> SCM Integrations

[ Set Up Financials/Supply
Chain

[ Enterprise Components

~ Worklist

— Mavigator

® Worklist
& KUMC Maintain worklist settings and monitor workiist.

[> Supplier Contracts = Worklist
E Review & worklist.

[+ Tree Manager

[ Reporting Tools

I PeopleTools

— My Personalizations
— My Dictionary

= Worklist Details =
ﬁ Review workiist details. Momate

1. Click Worklist in the menu.

Worklist

2. Click Navigator icon or menu item.
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OVERALL GRANT SUMMARY

Overall Grant Summary displays the grant direct award, its amounts encumbered and expensed, and the direct award balance, as well as

Facilities & Administration award and its expense information. In addition, the page displays budget information by summary account code. The
data on this page may be printed.

Navigation

KUMED Processes

i o i

Billing & Receiving

v o=

Ceniral Office

E . Click Grant Information icon.

IDB Journal Voucher Request Manage Assets

%

Requisition & Receiving Sofiware Compliance Travel
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OVERALL GRANT SUMMARY

Navigation (continued)

&
u% D

Grant Information

2. Click Grant Information icon.

v U v

. Click Overall Grant Summary icon.
EUMED Grant Inquiry RINST Grant Inguiry Overall Grant Summary

Overall Grant Status
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value Select KUMED or RINST in Business Unit field.

BUSiness Unm | |q 5. Enter Project (Grant) number.

Project: | begins with || |Q . Click| Search

Search ‘ Clear |Elasi|:Searc:h [E save Search Criteria

8.0 Version 1.0 KUMC Confidential Page 6 of 22
September 2008




OVERALL GRANT SUMMARY

View Data

{ Overall Grant Status

2
Project: G125 Quereating BU: KUMED J

Manager: Start:  08/01/1996 Direct Award: 7439475
Agency ID: 5 K07 NROD053-03 End:  05/02/2002 DIC Exp: 72,129.27
Issuing Agcy: NURSING RESEARCH (MINR) Proj End:

Direct Awd Bak 2.205.48 . PeopleSoft displays the overall grant status.

Tot Enc Bak: -20e.00 . Do you want to print a report of the data?

F & A Award: 573254 If no, go to step 6.

F & A Exp: 5,732.00

=
Fund: 2601 Dept: 11401 Program: 71000 T

If yes, go to step 3.
Customize |Find | 8 First [4] 170r7 [M Last '.E.
Description Budaet Amt Expense Balance . Click (KUMED Print Push Button).
Salary and Wages 62730.24 51,374.85 11,364.39 Ot
Fringe Benefits 11,053.26 -11,053.26
Other Operating Expenses £,388.25 3,266.34 312191
Travel 5,001.76 4,554.61 44715
Tuition for Employees 607.50 -607.50
Supplies 265.50 1,272.71 -1,007.21
Facility and Administration 5732.54 5,732.00 0.54

Report will be emailed to you . A message box appears.

Click OK

Cancel . T
Click KU_PROCESSES to return to navigation icons.
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OVERALL GRANT SUMMARY

Print Report

 Novell GroupWise - Mailbox

File Edit ‘Yiew Actions Tools Accounts ‘Wwindow Help

i '%l AddressBook. R 1S /. = -l ﬁ Tew Mail a Tew Appk ﬂ New Task m Tew | ) o
1. Open email containing report.

" 2= Mailbox[1] iFiltered)

Frorm Subject Date
Ed¢ | Process Scheduler <procscl F89CP3 Project/Grant Summary Rpt  8/7,/2008 3:28 PM

= Mail From: Process Scheduler, <proc... |:||§|[z|

File Edt Wiew Actions Tools Accounts ‘Window Help

3L Close @Reply - QForward s 9 -

Properties | Personalize | Message Source
From: P cheduler <procsched@®mee &
To: Paul
Subject: { Jiarant Summary Rpk

FE9CPS  Project/Grant Summary Rpk 2. Open pdf attachment. /

iglt41_759920.pdf

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

| B8 Adabe Acrobat Pr nal - [ 81141 padf]
T Be ER Yew Documenk Comments Took Advaced Windew Hel

T H D T @ Plhsewen | T cremervr - 5 comment s i+ it Sond for Revdew » () secure + & S0+ (55 Forms +

& Iesoet o 1B - || (2] 2 ©@[os |- @ |53 wr || @mew-

Report ID: OGLI4L.POF - TE1I6L - FASC Tniversity of Fansas Medical Center

Bookmarka |

BROJECT /GRANT STMMARY

3. Click

Froject /Grant: ge0a100L Tear urame 1 far cvl

Manager: S1skey, Tinothy M | | organization

Fregram 4. Click [ZI to close PDF Viewer window.

Btart Dater S7/01/2007
Emd Dars: BE/30/2009

Poges | Sgretures

Budgat

Aszsunt pasciprion Amsune amer

Model Tree

1008 and Hages 50,000.00 0.00
1745 Frings nemsfica 2%, 000,00 0.00
2000 SRGT OpSTAting EXTSnses 120,000.00 100,09
aseo Travel

w061 supplisa

4060 capital uclay

18,000.00 0.00
100, 000,00 0.00

50,000.00 20,000.09
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KUMED GRANT INQUIRY

The KUMED Grant Inquiry page displays general information such as the grant start and end dates, grant manager and information related to the

awarding agency.
Navigation

KUMED Processes

= sl e

Billing & Receiving

£ oe

Cemiral Office

= L)

D Journal Voucher Request Manage Asseis

= =

quisition & Receiving Sofiware Compliance

Click Grant Information icon.

Click Grant Information icon.

R © 0

EUMED Grant Inguiry RINST Grant Inguiry Overall Grant Summary

Click KUMED Grant Inquiry icon.

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

| Find an Existing Value |

Business Unit: | |

Project: | begins with || |Q

Include History

Search | Clear | Basic Search Save Search Criteria

Enter Project (Grant) number.

Click| Search
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KUMED GRANT INQUIRY

View Data

| Project/Grant {_Grant Attrib KU} Project Attrib KU

SetlD KUMED Project G125

Find | Viewal  First 4] 1 or2 I Last
Effective Date: 06/30/2004 Status: Inactive
Description: Overeating
Project/Grant Type: Grant Project/Grant Status: Approved
Start Date: 08/01/1995 End Date: 05/02/2002

Manager Hame: EmplID: . PeopleSoft displays the first of three panels of information

on the grant.
Find | View Al First [1] 4 o4 [ Last 9

Description . Click the tab for the panel you wish to view.

Click KU_PROCESSES at any time to return to navigation
icons.

# Step 2 The end date shown on the Project/Grant panel may be up
to 90 days after the actual project end date. This is set intentionally
to allow extra time at the end of the grant for processing invoices
and payments that were encumbered during the grant. The actual
project end date is displayed on the Grant Attrib KU tab.

If a panel contains an effective date field, there may be multiple
lines of data with different effective dates. Use the Scroll Area
navigation bar @ to view additional lines.
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RINST GRANT INQUIRY

The RINST Grant Inquiry page display general information such as the grant start and end dates, grant manager and information related to the
awarding agency.

Navigation

KUMED Processes

ue ot i)

Billing & Receiving BPC

o

E E . Click Grant Information icon.

D Journal Voucher Request Manage Assets

o %

quisition & Receiving Software Compliance

Ceniral Office Financial Reporis

&

Cost Sharing

Click Grant Information icon.

a.%‘_

Grant Information

5 ¥ e— §©

. Click RINST Grant Inquiry icon.
EUMED Grant Inquiry RINST Grant Inguiry Overall Grant Summary

Project/Grants RINST Only
Enter any information you have and click Search. Leave fields blank for a list of all values.

{ Find an Existing Value

Project: |begins with v || |Q

Enter Project (Grant) number.

Click| Search

Include History

Search Clear | BasicSearch Save Search Criteria
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RINST GRANT INQUIRY

View Data

Panel
tabs===p] / ProjectiGrant | Grant Attrib KU Project Attrib KU} Administration |/ Bill To Info \E)l
—

SetlD  RINST Project Q13001001

Scroll Area First [ 10f1 [ Last
Effective Date: 01/01/1900 Status: Active
Description: Test Grant 1 for CP1
Project/Grant Type: Grant Project/Grant Status: Approved
Start Date: 07/01/2007 End Date: 06/30/2008

Manager Name: Siskey, Timothy M EmplID: J0000065236

Find | View Al First [1] 4 or4 [¥] Last

Description

# Step 2 The end date shown on the Project/Grant panel may be up
to 90 days after the actual project end date. This is set intentionally
to allow extra time at the end of the grant for processing invoices
and payments that were encumbered during the grant. The actual
project end date is displayed on the Grant Attrib KU tab.

If a panel contains an effective date field, there may be multiple
lines of data with different effective dates. Use the Scroll Area
navigation bar @ to view additional lines.

PeopleSoft displays the first of eleven panels of information
on the grant.

Project/Grant Closure

Grant Attrib KU Authorization

Project Attrib KU CT Authorization
Administration Box Storage Info

Bill To Info Grant Personnel Commitments
Project Invoices

Click the tab of the panel you wish to view.

Click KU_PROCESSES at any time to return to navigation
icons.
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THE PTD (PROJECT TO DATE) EXPENSE REPORT

Navigation

o

.
e

D

Central Office

Requisition & Receiving

KUMED Processes

= i

Billing & Receiving BPC

v~
L

Manage Assets

Journal Voucher Request

=

Software Compliance

&

ANMS0,/91

&
&

Analyze Conirolled Budgeis

PO Detail Report

& &

AM90/9] Stellemt IBPM

L3 %

Funding Information Grant Manager Report

% £

PTD Expense Report YTD Pay Expense Download

Process Monitor

i

PTD Expense Report

1. Click Financial Reports icon.

2. Click PTD Expense Report icon.

3. Click PTD Expense Report icon.
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THE PTD (PROJECT TO DATE) EXPENSE REPORT

Run Control

Grant Expense Report (~AM91)

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

J Find an Existing Value Y Add 3 New Vallg | G—— . Have you previously created a Run Control for this report?
If no, click Add a New Value and go to Step 4.
If yes, go to Step 2.

Run Control ID:| begins with v|| |

[Jcase Sensitive

Search

Search | Clear |ElasicSearch B save Search Criteria . Click

Find an Existing Value | Add a Mew Value

Search Results

1-2af2
Run Control ID Language Code
Office Enalish . Click desired run control name and go to Step 1 of

Testing Enalish Selection Criteria. #
reports Enalish

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

Grant Expense Report (~AM91)

{ Find an Existing Value | Add a New Value

Run Control ID: | | 4. Complete the Run Control ID field. &

Add 5. Click Add

Find an Existing Value | Add a New Value

# Step 4 Run Control IDs cannot contain spaces or special
characters.
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THE PTD (PROJECT TO DATE) EXPENSE REPORT

Selection Criteria

{ Grant Expense Rpt

Run Control ID:  reports Report Manager Process Monitor

Run |

Grant Expense Report (~AMS1) 1. Select Business Unit

Business Unit: | KUMEL 2L 2. Enter SpeedType.

speectyper X
The Results Of This Process Will Be E-mailed To You 3 C“Ck

Server Mame = PSUNX Type =FILE
Format = PDF
See Process Monitor For Run Status

Bl save | S\Returnto Search | +[E] Previous in List | +E

Process Scheduler Request

User ID: PSHETTLERCE Run Control ID: reports

Server Name: PSUNX *| RunDate: 05/15/2008 I}
Recurrence: Run Time: T:43:37AM Resetto Current Date/Time ‘

L — 4. The Server Name defaults correctly to PSUNX. &

Process List
Select Description Process Hame Process Type Type ZFormat Output Destination

Qry JGL_GRANT_EXP_SAM @ SQR Report File PDF
5. Click OK

OK Cancel

# Step 4 Process Name for PTD Expense report is JGLO81.

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

below the button.

Run Control Il reports Report Manager Process Monitar Run

—— [ a5 INStance TEIE27

Grant Expense Report (~-AM21)
The report will be emailed when complete.

Business Unit: [KUMEC|2, 6. Click KU_FROCESSES at any time to return to navigation
SpeedType: o\ icons.
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THE PTD (PROJECT TO DATE) EXPENSE REPORT

Optional: to check the progress of your report, you can launch the Process Monitor. Reports are automatically emailed when complete.

Process Monitor

{ Grant Expense Rpt 3

v

Run Control ID:  reports Report Manager Process Monitor S

Process Instance: 761266

Grant Expense Report (~AM91)

Business Unit; [RINST |
SpeedType:| 28001001 |Q,

The Results Of This Process Will Be E-mailed To You

Server Name = PSUNX Type = FILE
Format=PDF
See Process Monitor For Run Status

B save | 4\ Return to Search | +[E Previous in List

i Process List

User ID: [PSHETTLERO @, Type: [ Vuast [Hours v| Remesn [€———@
Server: ~| Name: @, Instance: to
Run Distribution b Save On Refresh

Status: Status
Process List

First [ 1 or 1 [H Last

Select Instance Seq. Process Type Run Date/Time Run Status 2:;:'::"%" Details

761266 SQR Report JGLO81 PSHETTLEROE 05/15/2008 7:43:37AM CDT Processing  N/A Details

Go back to Grant Expense Report (~AM31

# Step 2 Most recent report requested is at the top of the list.

1. Click Process Monitor link.

This will display the Process List which shows the progress
of generating the report.

2. Note Run Status. @

Run Status Description

Queued Report is in line to be processed

Initiated Report has started

Processing Report is in process

Posting Report is being finalized

Success Report is emailed

Error Report failed

Click @® until Run Status displays Success.

(May need to wait a few minutes and refresh again.)

3. Click KU_FROCESSES to return to navigation icons.
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THE PTD (PROJECT TO DATE) EXPENSE REPORT

View Report

& Novell GroupWise - Mailbox

File Edit Wiew Actions Tools Accounts  Window Help

@ addressBook ] B @ vl By newral @B new Appt New Tash

" 2= Mailbox[1] (Filtered)

From Subject Date

Ed# | Peoplesoft <psoft@mcbearkumc.edu>> F89CPZ Expense Report 8/7/200

‘= Mail From: PeopleSoft <psoft®mch... :||§|[g|

Flle Edit Wiew Actions Tools Accounts Window Help

3L Close @Replv - q&urward - g -

Properties | Personalize | Message Source

To: Paula
Subject: F

F&9CPZ Expense Report -- Data File and Report

From: Peo oft <psof 3 10:47 AM

2

(2, Message =¥ jalos1_761932.pdf
jol0g1_761932, dat

# Step 2 Right-click the attachment,

choose Open from menu.

8 Adobe Acrobat Professional - [ jgh0B1.pdf]
T Bl Ede ew (ocument Commerks look Advarced Wrdow Hep

sl

Fa on Toral medified ERp @ 500
. e BEELD 900 FAS

| poseiTeee | poges | Stpwtires | Bookmarka |

d

TP H oo TS @ Pl sewch | ] CreatnPOF = |57 Comment S Markug + 0] Se0a for Revew + () Secure = Sin =

1% | T setnce -’ 3‘\- | Gl ks © [ - @ O w1 @ren-

Twwr crame 3 for cvi

GEEEEELTEE
eeEraaBEIR
FacgsepoLy

1. Open email containing report.

2. Open .pdf attachment.

3. Click (Print).

4. Click [ZI to close PDF Viewer window.
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THE PTD (PROJECT TO DATE) EXPENSE REPORT

View Report in Excel

# Novell GroupWise - Mailbox

File Edit Wiew Actions Tools Accounts Window Help
'Eq ad . I = ® =

1. Open email containing report.

From Subject Date

| PeopleSoft <psoft@mcbear.kumc.edu> FBICPZ Expense Report

8,/7/200

File Edit Wiew Actions Tools Accounts ‘Window Help

3L dose @Reply - QForward - ﬂ -

Subject: 2. Right-click .dat attachment.

F&9CPZ Expense Report -- Data File and Report 3 Choose Save As from the menu

Ll . = jalog1_761932.pdf
) jolos1_761932. dat

Save As ‘z‘ E‘

Sawe jn: |@ Fin Reparts

_2 B p Detail 50201 For Mavember.xls
- @_]IDE Expense for Movemberxls

= e m ek E-

My Recent  B]mB Revenue for November xls
Doacuments e 10, mg) Entries For March. s
r[‘:

Desktap

4. Navigate to desired folder.

5. Modify filename if desired.

6. Click|  =ave

My Network File: name: |FTD Expense
Places

Saveastpe Al Fils )
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THE PTD (PROJECT TO DATE) EXPENSE REPORT

Open File in Excel

Open @
Look in: |@ Fin Reparts vl @ - 4| Q AL [E - Tools -

@JAP Detail 60201 Far Movember, xls
E10B Expense for Movember s

E10B Revenue For November.xls . Start Excel.
Izﬂ:ln:urnal Entries For March,xls

E=PTD Expense . Click (Open).

Change Files of type to All Files.

My Documents

. Select the .dat file saved during step 6 in the previous
5005 Training [

Office section and click
= will launch.

Spen 7). The Text Import Wizard

File name:

Files of bype: | :

Text Import Wizard - 5tep 1 of 3

The Text Wizard has determined that your data is Fixed Width,
If this is correct, choose Mext, or choose the data bype that best describes your data.
Criginal data tvpe
Choose the file type that best describes your data:
= () Delimited - Characters such as commas or tabs separate each field,
hi - Fields are aligned in columns with spaces between each Field.

Start import at row: File: arigin: 437 : OEM United States 5. Click Delimited radio button.

Preview of file C:\Documents and Settings\eschroeder2\My Documents), . .\PTD Expense, 6. Click Blect = .

[FROJECT LACCHT ,DESCRIPTION »JINL_ID

Gll0Z1c0 L1005 [ Payroll Actuals LPATOZ3564
G1l10Z160 L0058 | Payroll Actuals LPATOZ9616
Cll0Z1e0 L1005  Payroll Actuals L PATO029732
G1l10Z160 L1005 [ Payroll Actuals LPAT0Z29325
| >

Mext > | [ Eiish
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THE PTD (PROJECT TO DATE) EXPENSE REPORT

Open File in Excel (continued)

Text Import Wizard - 5tep 2 of 3

This screen lets you set the delimiters your data contains, You can see
b wour kext is affected in the preview below,

Delimikers
Tab [ semicalon

[Ospace [ Other: I:l Text gualifier:

[] Treat consecutive delimiters as one

7. Click Comma check box.

8. Click|[  Mext> |

[Daka preview

PROJECT CESCRIPTION IMENL_ID

Flloz1le0 Payroll Actuals PATOZ2E564Z
Fll0Z1e0 Fayroll Actuals PATOZIELES
Fll0z1le0 Payroll Actuals PAYTOZ27228
Fllozle0 Payroll Actuals PATOZRIZEZ

4 ?

Cancel ” < Back ” Mext = H Finish

Text Import Wizard - Step 3 of 3

This screen lets wou select each column and set Zolurmn daka Format
the Data Format. (&) General

‘meneral’ conwerts numeric values to numbers, date O Text
values to dates, and all remaining values to text. () Date: | MDY w

() Do not import column (skipl

Daka preview

. The data will display in a spreadsheet.

Coneral Ceneral
CESCRIPTION IENL_ID
Fayroll Acoctuals FPAYTOZSEG4Z
Payroll Actuals PATOZIE1EE
Payvroll heotuals PAYOZS7828
Fayroll Acotuals FAYTOZ29ZEZ

3

[ Cancel ][ < Back
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THE PTD (PROJECT TO DATE) EXPENSE REPORT

Open File in Excel (continued)

B3 Microsoft Excel - PTD Expense

(5] Fle

Edit

Wiew

Insert

Formak

Tools

Data

FlashPaper

Windaow

NS H SR VE | aB-F9-

L@ x -3 4] 4] | El 4P w0 - @) Clean

Help

Adobe PDF

i Arial

-0 - B I U|=

=il $ %

.0
LA}

.00
.0

5 A-S

A1

-

A PROJECT

A

B | ¢ [ o [ E

F

5]

[ J ]

PROJECTIACCNT

1
| 2|
N
4|
| 5 |
| B |
7
| B |
| 9

i

aiy
12
13|
14|
15|
15 |
17
18|
19|
| 20]
21
|22

a4

G11nannn
G11nannn
G111 nanon
G111 naneon
G111 noninn
G11nnnnn
G11nnnnn
G11nnnnn
G11nnnnn
G11nnnnn
G11nnnnn
G11nannn
G11nannn
G111 nanon
G111 naneon
G111 noninn
G11nnnnn
G11nnnnn
G11nnnnn
G11nnnnn
G11nnnnn

G11nnnnn
i I IR

1005 Payroll AcPAYD2956 7/2/2004
1005 Payroll AcPAYD2961 7/16/2004
1005 Payroll AcPAYD2973 7/30/2004
1005 Payroll AcPAYD2992 8/13/2004
1005 Pay or RF.RFAD3IZES 57272005
1005 Payroll Ac PAYD3267 5/48/2005
1005 Payroll Ac PAYD3282 5/20/2005
1005 Pay or RF/RFAD3302 6172005
1005 Payroll AciPAYD3302 6372005
1005 Pay or RF,RFAD33Z6 B/16/2005
1005 Payroll AciPAYD3319 B/17/20058
1005 Pay or RF,RFAD3330 6172005
1005 Pay or RF,RFAD3330 6/30/2005
1005 Pay or RF,RFAD336E0 6/30/2005
1005 Pay or RF:RFAD336E0 6/30/2005
1005 Pay or RF,RFAD3373 6/30/2005
1005 Pay or RF.RFAQD3393 6/30/2005
1005 Pay or RF.RFAD3443 §/5/2005
1005 Payroll AciPAYD3443 5/12720058
1005 Payroll Ac/PAYD3451 8/15/20058
1005 Payroll Ac/PAYD3456 5/26/2005
1005 Payroll Ac/PAYOD34E9  9/9/2005

4008 Dnweall Ae D ANOIAQO QM2NOL

7772004
711372004
728/2004

8/9/2004

4/2/2005

5/5/2005
51972005

6172005

B/2/2005
B/16/2005
6/13/2005
BA17/2005
BA17/2005
B/23/2005
BA23/2005
B/30/2005
B/30/2005

8/5/2005

8/8/2005
8/15/2005
8/23/2005

9872005

QA QIN0E

DESCRIFTJRNL_ID | JRML_DATFOSTED_ FUMD

2601
2601
2601
2601

DEPTID |PROGC CLASS M

11007
11007
11007
11007
11007
11007
11007
11007
11007
11007
11007
11007
11007
11007
11007
11007
11007
11007
11007
11007
11007
11007

11007

71000
71000
71000
71000
71000
71000
71000
71000
71000
71000
71000
71000
71000
71000
71000
71000
71000
71000
71000
71000
71000
71000

ZA1000

10. Format as desired.

11. Click | = | (Print).

12. Click to close Excel.
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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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