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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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RUNNING THE PO DETAIL REPORT

Navigation

KUMED Processes

= o

BPC

E E 1. Click Financial Reports icon.

Journal Voucher Request Manage Asseis

) £

Requisition & Receiving Sofiware Conpliance

oo

User Inguiry

Financial Reports

&L ® £ £

AMP0:/91 Process Monitor AMD0/91 Stellent IBPM Analyze Control Budgeis

2. Click PO Detail Report icon.
&

Analyze Project Grants

£ £

PO Detail Report PTD Expense Report YTD Pay Expense Download

)

PO Detail Report

3. Click PO Detail Report icon.
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RUNNING THE PO DETAIL REPORT

Run Control

PO Detail Status and Balance

[ Find an Existing Value {_Add a New Value ‘&

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

Run Control ID:| begins with « ||

[]case Sensitive

Search ‘ Clear ‘ Basic Search Save Search Criteria

Find an Existing Value | Add a New Value

Search Results

1-2of 2
Run Control ID Language Code
YTOPayExpense English

reports Enalish
test Enalish

PO Detail 5tatus and Balance

{ Eind an Existing Value | Add a New Value

Run Control ID:| |

Add

Find an Existing Yalue | Add a Mew Value

5. Click| #dd

# Step 4 Run Control IDs cannot contain spaces or special

characters.

Have you previously created a Run Control for this report?
If no, click the Add a New Value tab and go to Step 4.
If yes, go to Step 2.

Click| Search

Click desired Run Control from the Search Results and go
to Step 1 of Selection Criteria.

4. Complete Run Control ID field.
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RUNNING THE PO DETAIL REPORT

Selection Criteria

|/ PO Detail Status and Balance

Run Control ID:  reports Report Manager Process Monitor Ry

Purchase Order Report. Receipts, Vouchers, Status, Balance

Business Unit: |KUMEL|Q,

g::ggt“{’:m . Select the Business Unit.

O By Department ID . Choose a PO Selection Mode radio button. &
O By SpeedType

PoNumber| |

Is By PO ID the choice for PO Selection Mode?
If no, go to step 4.
If yes, enter PO Number and go to step 8.

This Report Must Be Run With The Server Mame Set To PSURNX
The Type Set To File
And The Format Set To PDF
The Report Will Be E-MAILED ToYou When Completed

# Step 2 Dist Code (also called Mail Code) is a group of
SpeedTypes.
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RUNNING THE PO DETAIL REPORT

Selection Criteria (continued)

j PO Detail Status and Balance

Run Control ID:  reports ReportManager Process Monitor B

FPurchase Order Report: Receipts, Vouchers, Status, Balance

Business Unit: | KUMED| @,

OeyPOID
(O By Dist Code

speedtype: ||
© By Department l[/

® By SpeedType
[@F 1] (Dispatched/Complete/Canceled)

© Open (Dispatched)
(¥ Closed (Complete/Canceled)

Vendor 1D {optional): l:IO\
F PO Date (optional): Ex Thru PO Date {optional): B . .
rom PR Rale foptons et foptona Complete Dist Code, Department or SpeedType field

This Report Must Be Run With The Server Name Set To PSUNX based on PO Selection Mode.
The Type Set To File
And The Format Set To PDF 5. Choose PO Status radio button.
The Report Will Be E-MAILED To You When Completed

Optional: complete Vendor ID field.

# Step 4 Page with alternate PO Selection Modes: 7. Optional: enter date range.

Purchase Order Report: Receipts, Vouchers, Status, Balance Click Run
. IC .
Business Unit: |KUMEC|, D\stCode:DQ

CByPOID /

@ By Dist Code
(O By Department ID
O By SpeedType

O (Dispatched/Complete/Canceled)
(@] Open (Dispatched)
() Closed {Complete/Canceled)

Purchase Order Report: Receipts, Vouchers, Status, Balance

Business Unit; |KUMELC| S,
From Department: l:IQ
CByPOID Thru Department: l:IQ

O By Dist Code
® By Department ID

O By SpeedType
vop b [@F (Dispatched/Complete/Canceled)

) Open (Dispatched)
@ Closed (Complete/Canceled)
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RUNNING THE PO DETAIL REPORT

Selection Criteria (continued)

Process Scheduler Request

User ID: LSCHROEDER

Run Control ID: reports

Server Name:

Select Description
FO Detail Status,Balance Rpt.

Ok | Cancel |

FEUN> v| Run Date:

Recurrence: Run Time:

09/05/2008 [
12:07:07FM Resetto Current DatelTime |

Time Zone: l:IQ
Process Name Process Type ‘Type ‘Format

SGR Report File PDF

& Step 9 Process Name for PO Detail report is JPO016.

/PO Detail Status and Balance |

Run Control ID:  reports

Business Unit: |KUMEC|CQ,

®ByPOID

OBy Dist Code

(@] By Department ID
By SpeedType

PO Number: l:l

Report Manager Process Monitor iy

— 10055 NStANCE T B3 TES

Furchase Order Report Receipts, Youchers, Status, Balance

9. The Server Name defaults correctly to PSUNX. &

10. Click OK

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

below the button.

The report will be emailed to you when complete.

11. Click KU_PROCESSES o return to navigation icons.
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VIEWING THE PO DETAIL REPORT

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

/PO Detail Status and Balance |

Run Control ID:  reports Report Manager Process Monitor R

Purchase Order Report Receipts, Vouchers, Status, Balance

Business Unit: | KUMEC| &,

CByPOID
O By Dist Code SpeedType: | |Q
O By Department ID

@ By SpeedType : 1. Click Process Monitor link.
[@F ] (Dispatched/Complete/Canceled)

 Open (Dispatched)
(® Closed (Complete/Canceled)

Vendor 1D {optional): I:IO\
From PO Date (optional): I:IE"J Thru PO Date (optional): I:IEJ

This Report Must Be Run With The Server Name Set To PSUMNX
The Type Set To File
And The Format Set To POF
The Report Will Be E-MAILED  To You When Completed

{ Process List | SemerList

UserD:[PSHETTLE | Type: [ ¥lLast [vinutes v]_Retrecn | 2. Note Status. &
Server; | PSUNX | Name: Q. Inslance;| ‘ io | |
Run Detiuton [ © F7] Save On Refresh Run Status Description

Status: Status
Process List view Al B First [ 4 or1 [ Last

Select Instance Seq. Process Type Run Status W Details QUEUEd Report iS in Iine to be processed

758071 SOR Report JPO016 PSHETTLE 10/25/2007 1:01:14PM COT  Success Posted Details

Initiated Report has started

Processing Report is in process

Posting Report is being finalized

Go backto PO Detail Status and Balance Success Report is emailed

B save | [ notiy Error Report failed

Process List| Server List
3. Click to show the current status.

# Step 2 Most recent report requested is at the top of the list.
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VIEWING THE PO DETAIL REPORT

View Report

8 Novell GroupWise - Mailbox
File Edit WYiew Actions Tools Accounts Window Help
'E'l addre: T /. = vl ﬁ

ol 2= Mailbox[1] (Filkered)

Fram Subject
=] PeopleSoft <psoft@mcbear.kumc.e F89TST PO Detail status and Balance Report

=i Mail From: PeopleSoft <psoft@mchear.kumc.edu>

File Edit View Actions Tools Accounts ‘Window Help

3L Close @Reply - QForward - ﬂ -

“50TST PO Detall Status and Balance Report

I%Message Z jpa0i6_756071.pdf

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

B2 Adobe Acrobat Professional - [jpo016.pdf]
=% File Edt Yiew Document Comments Tools Advanced Window Help

& H S E (fv ‘5 ] ﬁmemapm- A%COmmam&Msrkup' & Send for Review + BSecurev Z‘Sigr\-
O Toow G @ ] 23] © | @ B3] vt | @

70018 .07 - TEE0TL - FRATET - Business Unic: KTMED Taivazsity of Tansas Meflcal Camtar Pags 1
22072007 0Lo0L W Durchass Order Datail. Recadpts, Toucbirs, Status

Srazessing Departnanc: [ETITE] Fracessing Spesdtyps.
{2008 Smread Frou feg
Taucner 10 o
Lize 1 - Jotira IIAELTEC) I 0090 60101 APPECLL 2008 Comtaslier

Bchat 1 - hetive
EiN AN PINRATULE PITZL

| Page] Signature]: Bookmarks

saramsrars: pos D1aroste: Dept: Turus Spasdryps: AFIEIOL PO Statms. Dimparnad . PO Data Proms 05/01/2007 Thru, 10/25/2007

Ty 20 pat Related 30

Gina 3 - aemivs ©O2401TE(*) 1 05980 EO1OL APPECLNL 2008 Controlier
Bchat 1 - hetive
TRULTI STEAGR WITH TTERESE BING - Veushar BN Gritus im N ["Na ey

T Tiee T St T Gmwary, o T EE = T AT e mREld
1 o (K] 350

Line 3 - detiva BIIAEATE(S) 1 03080 60101 ADPECAL 2003 Comtroller

#JMRREINZ - Vousher BCM oatus s W' ("Nat CHk'E

1. Open email containing report.

2. Open .pdf attachment.

4. Click [ZI to close Adobe Reader.
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INTERPRETING THE PO DETAIL REPORT

Interpreting the PO Detail Report

The Report Header

JPOOLE.LIS - 7EE02Y - FIN |- Business Unit: KUMED g |
1i-DEC-i005 02:40 PY

Thdvrersity of Eancas Hediosl Center
Purchase Order Datadl: Recsipts, Wouchers, Status

| e Page 1

Farameter:: FO: DistCode: Dept:

Thra:

Speedtype:

AFFEOENL PO Statas: DisptchSComps Canc

Procersing Department: 0201 Procerring Ipeedtype:

APPE0201

F0 Date From:

DEFOLFEN0S  Thoa: 0372075005

© Name of the report in PeopleSoft and process instance; © PO Status criteria

date and time report was run
Business Unit

Page number

PO Selection Mode and criteria

® Optional criteria

® Values display if report is run by Distribution Code,

Department or SpeedType
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INTERPRETING THE PO DETAIL REPORT
Interpreting the PO Detail Report (continued)

Report Data

Related PO
00001ES069  0F-E9-2005  (Z006) Scurced from Reg 4000137394 Arkackle .Dan E noggalinda Corporate Eupress

Line - Status
Zched - Status
Itam degoription Woucher IO POD DictC Dept Speedtype EP  Fpesdtppelecaription Aot AootDesor Final? Status UDictribShmt

Lins 1 - Actiwe 00229285 (*) 1 000&0 BO0E0l APPEO20L  E00E Peopledoft Adwnin Jupport 27¢0 IP 3wupply  TFinal Complete . . 0DE14E2567
Sched 1 - Artive

GREGE4S0E Inkd=t Cartridgs, Ca [*] 9-20-05% Finalized per 9787705 30R Report. Line 1 only. K3

nor BCI -24 Compatible, Black

Fd Line 1 3ched 1 Suomary: OTY Oxd UTY Fecd 0Ty REem 5&mt Ord Beleased 32mt Ealamce SRmt
by by 1] 12.04 E.58 0.0

Lins 2 - Arctiwe 00229295 (*) 1 00050 EO0E0l APPEO20L I00E Peopledcft Adwin Juppert 2730 IF 3wapply rexxr Conplets li.8k 0D31aE2567
Sched 1 - Active
GEREGESSJE Inkdet Cartridge = (%) 4-20-05 Finalized per 34587705 30F Report. Linme 1 only. Kl

\nm ECI -24C Compat, 3-co

o ' |PEI Line & 3ched 1 3wuimary: OTY Ord OT¥ Becd QT Fem YAt Ord 32wt Paid Yant UrPaid Ealameos St |

£ 1] 1i. 8¢ 1:. &3 0.00 0,00

&
e > P Q000165063 Sammary-: 5&mt Ord $2mt Paid Beleased 32mt Ealamce SRmt |
i5.56 1&.74 E.58 0.0

Fields which identify the Purchase Order. These include the PO number, date, original requisition number, who entered the requisition,
the current status of the PO, the vendor name and ID, and any related PO numbers.

Header row for the data. These labels identify the data in each column.

Lines of the PO. Each line of the PO is displayed separately. The report displays the line number and description of the item in the first
column. Subsequent columns display the voucher number, speedtype, account (object) code, line status, amount paid on the voucher
from the speedtype, amount paid on the voucher for the line and the warrant number.

Summary box for the line. This shows three sets of information. First, the quantities ordered, received and remaining. Second, the
amount originally encumbered ($Amt Ord), the amount paid, the amount remaining to be paid or the amount returned to the speedtype
(Released $Amt). Third, the balance of the encumbered funds.

© Summary box for the PO. The entire PO is summarized in terms of dollar amounts originally encumbered, paid, released/unpaid and the
balance still encumbered.

Look for lines in which the Qty Ord and Qty Recd are equal, but for which there are still encumbered funds. These lines can probably be
finalized. For KUMED POs, fill out a Request Final PO form, available on the Accounts Payable web page.

If there are lines or entire POs where the order was cancelled with the vendor, the PO (or line) needs to be cancelled. For KUMED POs, fill out a
Cancel PO form, available on the Purchasing web page.

For RINST POs the same form is used for both cancel and finalize a PO. It is available at the Sponsored Programs forms page.
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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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