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Navigation 
 

 

  

1. Click Worklist in the menu. 

  

2. Click Navigator icon or menu item. 
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Navigation (continued 
 

 

  

3. Click IDB icon. 

 

  

4. Click IDB icon. 

 

  

5. Use these icons for all IDB Billing tasks. 
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Interdepartmental billing transactions take place when one campus department purchases goods or services from another department. The selling 
department enters the transaction into PeopleSoft. Each evening, transactions are interfaced and payments are processed.  
 
Navigation 
 

 
 

  

1. Click IDB Entry icon. 

 

  

2. Click   . 
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Enter Data 
 

 

   Step 1 

(b) Seller’s Service Code:  4-digit code specific to provider of 
services. 

(c) Selling Price:  Price charged to buying department (can enter 
negative amount to correct overcharge). 

(d) Description of Services:  Maximum of 30 characters; displays 
on reports and IDB Expense Inquiry panels; helpful to indicate date 
or month services provided. 

(e) Seller’s Control Number:  Optional number seller may enter for 
tracking IDB entry. 

  

1. Complete the following fields:   

(a)  Buyer’s SpeedType 
(b)  Seller’s Service Code 
(c)  Selling Price 
(d)  Description of Services 
(e)  Seller’s Control Number (optional) 

 

2. Click  .  
 

3. Record IDB Number. 
 

4. Click  to return to navigation icons. 

a 
b 

c 

d 

e 
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Each evening, IDB transactions are interfaced and payments are processed. After interfacing, the line items of a transaction are grayed out and 
cannot be modified; adjustments must be completed by entering a new transaction.  If the IDB Transaction entry has not yet been interfaced, the 
line items are not grayed out and can be modified directly. 
Navigation 
 

 

  

1. Click IDB Update/Inquiry icon. 

 

  

2. Enter the IDB number for the transaction to be adjusted in 
the IDB ID field. 

 

3. Click   . 

 

  

4. Are the line items grayed out? 

If no, make any needed modifications and click  
to save the transaction. 

If yes, go to the section entitled Adjust Interfaced IDB 
Transaction. 
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An IDB transaction which has been interfaced has line items which have been grayed out and cannot be modified. Thus, any adjustment to the 
original amount of the transaction must be entered by creating a new IDB transaction.  
 
Navigation 
 

 
 

  

1. Click IDB Entry icon. 

 

  

2. Click   . 
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Enter Data 
 

 

   Step 1  Seller’s Service Code:  4-digit code specific to provider of 
services. 

   Step 2  Enter a negative value to correct an overcharge or to zero 
out an amount charged to the wrong SpeedType. Enter a positive 
value to increase the amount due. 

   Step 4  If you entered a positive value in the Selling Price field, 
include the IDB Number of the original transaction along with the 
reason in the Description of Services field. 

 

  
1. Complete the following fields:   

Buyer’s SpeedType 
Seller’s Service Code 

 
2. Is the adjustment for a negative amount?   

If no,  enter the amount in the Selling Price field and go 
to step 4. 

If yes, enter the negative amount in the Selling Price field 
and go to step 3. 

 
3. Enter the IDB Number of the original transaction in the 

Related IDB ID field. 
 

4. Indicate a reason for the adjustment in the Description of 
Services field.   

 

5. Click  .  
 

6. Record IDB Number. 
 

7. Click  to return to navigation icons. 
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The Revenue Transactions Inquiry displays all IDB transactions credited to a SpeedType for a selected time frame. 
 
Navigation 
 

 
 

  

1. Click IDB Revenue Trans Inquiry icon. 

  

2. Select KUMED in the SetID field. 

3. Enter SpeedType. 

4. Click   . 
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Enter 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 the transaction 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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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. 
 
 
Direct questions regarding seller’s service codes, restricted fee accounts or procedural issues Jerry Glenn in Control and Reporting 
at ext. 8-5365. 
 


