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Login

1. Open a web browser.

2. Turn off all pop up blockers. Refer to:
http://pstrain.uno.edu/docs/psHowTo.cfm#financials

3. Type the Peoplesoft URL address into the browser address field and press <Enter>
https://finserv.uno.edu/finprd/signon.html or select the browser from your list of
favorites if you saved it to your list. The PeopleSoft Sign in page appesrbels\s.

4. Type the assigned User ID and Password. ¥Note: The Financials password is the same
as your user name and password used to login to your computer, email and

WebSTAR account. If you have problems accessing Financials contact the Helpdesk at
(504) 280- HELP (4357).

5. Click Sign In m

ORACLE
PEOPLESOFT ENTERPRISE

User ID: I I Select a Language: )
English Espanol
Password: | | Dansk Deutsch
Francais Francais du Canada
m ltaliano Maagyar
Mederlands Morsk
Polski Portugués
Suomi Svenska
To settrace flags, click here Cesting B¥iE
Fr=0 Pwooenid
Ty L
ESmh Aol

The University of New Orleans



http://pstrain.uno.edu/docs/psHowTo.cfm#financials
https://finserv.uno.edu/finprd/signon.html

[PEOPLESOFT 9.0 BUDGET OVERVIEW| REIvaeRy;

This Document is subject to change if you have any comments or suggestions please email them to
psweb@uno.edu

Review Budget Details
Budget inquiry will allow users who have security to view budgets to:

U Confirm status of departments budgets
U Determine if funds are available before requesting budget transfers
U Verify if funds were moved

] Navigation: Commitment Control>Review Budget Activities>Budget Details
1. Click on Budget Details.

Menu =l
vVRTanowwaswese |
b Excise and Sales TawVAT | *
IND . 222
= Commitment Control /_/ Review Budget Activities
b Define Control Budgets Review budget activities
i Define Budget Security ',—__TM ey Budgets Overview
[ Budget Journals L= Review budget detais E] Review ol control budgels

> Post Control Budget

Journals
v Review Budget Activities
- Budget Details -—_—_1 Activity Loq m==n Review Fund Source Allocations
- Budagets Ovendew =] Review the budget-checking activity log for processing status =1 To view the allocation of funds by funding source and Project or

- Ledqger Inquiry Set Control Chartfield

The University of New Orleans




[PEOPLESOFT 9.0 BUDGET OVERVIEW| BEINAERAP

This Document is subject to change if you have any comments or suggestions please email them to
psweb@uno.edu
2. Enter the desired information on the Budget Details search page:

i
i

Business Unit: Default to UNOLF (Required)

Chose one of the following Ledger Groups: (Required)
ORG (General Fund Budget)

Ledger Group: ORG2

Ledger Group: PRG Grant

Department-You can select a department by using the Q lookup button next to the
field.

Program:

Project:

Budget Period: Select the budget period you desire to view.

3. Click the ﬂl button.

Budget
Enter any

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

Affiliate:

Project:
Activity:

[ Find an Existing Value |

Business Unitt = = \UNOLF
Ledger Group: = - |GRG
Account; begins with v|
Department; begins with - |13EIEIESEIEIEIEI
Fund Code: begins with v|

Program Code: begins with

Fund Affiliate: begins with

l
l
l
PC Business Unit: begins with - |
il
l
l

Source Type: begins with
Budget Period: begins with - |2I:II:IE=—EIEI

Statistics Code:  beqgins with v|

begins with

begins with

begins with

PLLLLLLLLLLLLLEL

Search

Clear | Basic Search Save Search Criteria
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4. Based on your search criteria the following may occur:
U The page will display the details for the specified values.

U Multiple budgets will appear in the Search Results requiring a selection.
U A message will appdarun@dhenomaldtexBtorvhal ues we

search criteria entered are incorrect.
5. Select the desired account by clicking on the account hyperlink.

Search Results

Wiew All First 1-12 of 12 Last]
il \Project |Activity | Source Type [Budget Period |Statistics Code

UMNOLF ORG 601000 130065000001 00000 (blank) (blank) (blank) (blank) (blank) (blank) 2008-09 (blank)

UNOLF ORG 601300 1300850040 10133 00000 (blank) (blank) (blank) (blank) (blank) (blank) 2008-09 (blank)

UNOLF ORG 602000 1300654000 10130 00000 (blank) (blank) (blank) (blank) (blank) (blank) 2008-09 (blank)

UMNOLF ORG 604000 1300450000 101X 00000 (blank) (blank) (blank) (blank) (blank) (blank) 2008-09 (blank)

UMOLF ORG G0G000 A13AD650000 101K 00000 (blank) (blank) (blank) (blank) (blank) (blank) 2008-09 (blank)

UNOLF ORG 620100 , AI0D0E50000 101X 00000 (blank) (blank) (blank) (blank) (blank) (blank) 2008-09 (blank)

UNOLF ORG 5301007 9300650000 10130 00000 (blank) (blank) (blank) (blank) (blank) (blank) 2008-09 (blank)

UNOLF ORG 540100 1300650000 10133 00000 (blank) (blank) (blank) (blank) (blank) (blank) 2008-09 (blank)

6. View Commitment Control Budget Details Page

Commitment Control Budget Details

Business Unit Ledger Group Account Fund Dept Program Budget Period
UMNOLF ORG 6307100 101K 1300650000 ooooo 2008-09

Display Chart | @

[Ledger Amounts |
Budget: 1130000 USD € <0 aiinutes Max Rows: 100
. =
Expense: 30082USD @ M o) cnilgren
Encumbrance: 0.00UsSD € <
Associated Budgets
Pre-Encumbrance: ooousp € =i
Associate Revenue: 0.00 USD
[Available Budget |
Without Tolerance: 10,990_18@ usoD Percent: (QT_QB%}E Forecasts
With Tolerance: ‘I[J,QQU.‘IBEl uso Percent: (9?.25%}1@

[Budget Exceptions |

Exception Errors: 0 Exception Warnings: 0 Budget Exceptions

Ledger Amount Type Description

Budget Total budgeted amount, including transfers

Expense Total amount of expenses, or expenditures, for
this budget

Encumbrance Total amount of encumbrances (open purchase
requisitions) for this budget

Pre-Encumbrance Total amount of pre-encumbrances (open
purchase requisitions) for this budget

Budget Balance Budget Amount minus encumbrances, pre-
encumbrances and expenses (Remaining
Balance.) You define the ledgers included to be
included
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7. 'To view a chart of the budget select the MI o

button.
UMOLF ORG 630100 013 1300650000 0ooo0 2008-09
©
[Ledger Amounts ]
Budget: 11,300.00 USD € <Ml anioutes Max Rows: 100
Expense: 309.82 USD € <l Parent ; Children
Encumbrance: 0.00 USD € <) )
Associated Budgets
Pre_Encumbrance: 0.00 USD € <
Associate Revenue: 0.00 USD
[Available Budget |
Without Tolerance: 10,990.18 5 usD Percent: (97.26%) & Forecasts
VVith Tolerance: ‘10,990.‘185 uso Percent: [Q?.EE%};’E‘
[Budget Exceptions |
Exception Errors: 0  Exception Warnings: 0 Budget Exceptions
[Chart
Activity as a Percentage of (Budget + Associated Revenue)
. Budget
200 — [ Expense
N Bl cEncumbrance
160 —| [ Fre-Encumbrance
— . Available Balance
S 120 —
E o
S s
-
40—
o |
Eudget + Rewenue Activity Sorailable Balance
8. To view the activity log of what make up the expenses click the activity log icon.
Commitment Control Budget Details
Business Unit Ledger Group
UMNOLF ORG 630100 1013 1300650000 0oooo 2008-09
Select the
Hige Chart | @ o .
liodgo: Aments | to activity Logdicon.
Budget: 11,300.00 USD €
Expense: 309.82 USD €
Encumbrance: 0.00 USD € 'j .
Associated Budgets
Pre-Encumbrance: 0.00USD € <
Associate Revenue: 0.00 USD

9. View results

The University of New Orleans
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10. Select the Drill down icon R to view the actual transaction

Activity Leg

Ledger: ORG_EX

- »
Activity Log Customize | Find | View Al | i First

Document 1D |— -, |Account Eund |Det Program |Budget Period | Periml| Foreign Amount

Voucher ID U03342589 N 630100 101 1300650000 00000 2008-09 2009 3 24500 USD 245.00

b ] 1 VoucheriD: 00332168 M 620100 10714 13006850000 00000 2008-09 2009 2 64.82 USD 64.82
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11. Select the source entry icon to view the payables voucher Line drill down.

Payables Voucher Line Drill Down Select the

Source
Entryicon.

[Transaction Line Identifiers

Business Unit: MOLF Voucher ID: 00347647 =
Voucher Line; 1 Distribution Line: 1

Additional Source Information
Invoice Number: 13500

Vendor ID: 0000015923

[Transaction Line Details |

Account Fund Code Department Program Code
646700 1015 1300650000 00000

Line Status: Valid

Budget Date: 02/06/2009

Line Amount: 40.00 UsD

Ok |

12. Select Go to Source Entry.

Pleasze select one of the following links:

Goto Source Entry
0 fo Source (nguiry

Cancel |

13. A summary of the transaction will appear in a separate window.

The University of New Orleans
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Budgets Overview Page

Navigation: Commitment Control>Review Budget Activities>Budgets Overview

The budgets overview page will allow you to view budget activities.

1. Click the budgets overview link.

Menu =1
VAT S0 S ST 1
b Excise and Sales TawVAT | *
IND i
S Comitent Corol |/ Review Budget Activities
D Define Control Budgets Review budget activites
> Define Budget Security [ Budget Details memmy Budgets Overview
D Budget Journals 1] Review budget detais 1! Review 8l control budgets
b Post Control Budget r ;
Journals
- Budast Details == Activity Loq == Review Fund Source Allocations
- Budqets Ovendew 1) Review the budget-checking activty log for processing status 1) Yo view the alocaton of funds by funding source and Project of
- Ledger Inquiry Set Control ChartField
- Activity Log
~ Review Fund Source
Allocations
- Review Fund Source
AgniNes

2. Select an existing inquiry name or add a new inquiry name by clicking the Add a New Value
tab.

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

| Find an Existing Value || Add a New Value |

Inquiry Name: begins with - |

Search | Clear |Elasn: Search ) Save Search Criteria

Adding an inquiry name

2a) Enter a meaningful inquiry name. (Example: BUDGETINQUIRY)

| Eind an Existing Value || Add a New Value |

Inquiry “ﬂmeilElLJDGETIND.

Add

The University of New Orleans
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3. Enter values in the following fields:

i
i

Description

Ledger Group: ORG- Organizational Budget Ledger
ORG 2- Org Budget- Gen Fund

PROJ GRT- Project/Grant Budget Ledger

Budget Period: The budget period will default to current period to select previous

periods select the look up prompt =1

Ledger Group: ORG- Organizational Budget Ledger

ORG 2- Org Budget- Gen Fund

PROJ GRT- Project/Grant Budget Ledger

Account Chartfield from and to value

Dept: Charfield from and to Value (Example. 1300001000) If you do not know your
department number select the magnifying glass next to the Dept field and key your
Department name in the Description field.

Note: When building your search criteria use the look up button Q when available next to

any field. Refer to basic Navigation Document page 19.

http:/ /pstrain.uno.edu/docs/psHowTo.cfm#financials

4. Click the Search button to view results.

The University of New Orleans
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Budget Inquiry Criteria
Budget Overview

Inquiry: ~ BUSN Description:  |BUSNOVR ||
Amaount Criteria Clear | Reset
|Budget Type
*Business Unit: ’m Q Ledger Group/Set: Ledger Group - Ledger Group: ’DRG* a
[ View Stat Code Budgets Organization Budget Ledger
[ Display Chart @
[TimeSpan
*Type of Calendar: Detail Budget Period -

;
Customize | Find | View All | i First 10f1 Last

From Budget : Include Adjustment |Include Closing
=TT Period Period(s) Adjustments
ORG YE |2008-09 @ [2008-08 Q) [l
ChartField Criteria Budget Status

ChartField From Value |ChartField To ChartField Value Set UpdatelAdd

Open

601000 . |g99999 o [ ] Q. Update/Add Closed
Dept |1300650000 C, 1300650000 Q |6 | Q. Update/ddd Hold
Fund |2 Q|5 Q O | C, Update/Add
Program [26 2 % a @ | Qi UpdatelAdd
B Sa\rel E\ Return to Searchl +E] Previous in List | +[E Next in List | [=] Motify | %, Refresh | E‘q.Aﬂcll JE Update/Display

5. The Budget overview page displays the budget overview results.
6. Select the desired budget account.

Note: You may also select the Expense amount to view activity logs.
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Inquiry Results
Budget Overview

Business Unit: UMNOLF
Ledger Group: ORG Org budget
Type of Calendar: Detail Budget Period
Amounts in Base Currency: usD
Revenue Associated
. - I
Return to Criteria Display Options Search
[Ledger Totals (11 Rows) |
Net Transfers: 0.00
Budget: 831,885.00
Expense: 8.216.11
Encumbrance: 0.00
Pre-Encumbrance: 0.00
Budget Balance: 823,668.89
Associate Revenue: 0.00
Available Budget: 823 668.89

Budget Overview Results Customize | Find | View
Ledger Group

1B E ore 601000 1013 1300650000 00000 2008-09 741.843.00 0.00 e ,43.00100.005
> B B orc 601300 1014 1300650000 00000 2008-09 0.00 0.00 0.00 000 0008
3@ B ore 602000 1013 1300650000 00000 2008-09 35352.00 0.00 0.00 2535200 100.00 5
4 F% E‘CJ. ORG 504000 101X 1300850000 00000 2008-09 12.000.00 0.00 0.00 12,000.00 100003
5 @ E ore 606000 1013 1300650000 00000 2008-09  3.055.00 0.00 0.00 3,055.00 100.00 5

520100 1300650000 2008-09  4.00000 714729 000 -214729 78683

7. Click the =

(show details) button to open the budget details page for the row.

Budget Details

Display Chart | i ]

[Ledger Amounts

Budget:
Expense:

4,000.00 USD &
714729 USD &
0.00 USD 4%
0.00 USD 4

Aftributes

Parent / Children
Encumbrance:
Associated Budgets
Pre-Encumbrance:

Associate Revenue: 0.00 USD

|Available Budget |
Without Tolerance: 3147205 uUsD Percent:  (-78.68%) % Forecasts
\With Tolerance: -3,147.29 & usD Percent: (—TB.EB%}E

[Budget Exceptions |
Exception Errors: 0 Exception Warnings: 3

8. Click the < (show budget Activity Log) button to access Transactions Types page.
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9. Select the Drill down icon to view the actual transaction.

Activity Log

Ledger: ORG_EX

P -}
Activity Log Customize | Find | View Al | it First

Program |Budget Period |

@ 4’1 dencherlle  O03R4%RD 630100 101X¢ 1200850000 00000  2008-09 2009 3 245.00 USD 245 00
HQ P 1 VoucherID: 00332168 N 630100 1010¢ 1300650000 00000  2008-09 2009 2 6482 USD 6482
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10. Select the source entry icon to view the payables voucher Line drill down.

Payables Voucher Line Drill Down Select the

Source
Entryicon.

[Transaction Line Identifiers

Business Unit: MOLF Voucher ID: 00347647 =
Voucher Line; 1 Distribution Line: 1

Additional Source Information
Invoice Number: 13500

Vendor ID: 0000015923

[Transaction Line Details |

Account Fund Code Department Program Code
646700 1015 1300650000 00000

Line Status: Valid

Budget Date: 02/06/2009

Line Amount: 40.00 UsD

Ok |

11. Select Go to Source Entry

Pleasze select one of the following links:

Goto Source Entry
0 fo Source (nguiry

Cancel |

12. A summary of the transaction will appear in a separate window.
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