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Signing in to PeopleSoft 
 

PeopleSoft is accessed by the PeopleSoft home page. Security access in peoplesoft financials is 

determined by the task performed and determines which menu items are viewable. 

Once you have accessed the PeopleSoft homepage you will need to enter your credentials. 

 : 

1. Open a web browser. 

2. 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 

favriotes if you saved it to your list. The PeopleSoft Sign in page appears as shown 

below. 

3. 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).  

4. Click Sign In  

 

 

  

https://finserv.uno.edu/finprd/signon.html
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Signing Out of PeopleSoft 
 

For security purposes, the PeopleSoft system logs you out of your application after a period of 

inactivity. Prior to your session timeout, the system might provide a warning that your browser 

session is about to expire. You can continue with your current session by clicking the OK button in 

the warning message. If you do not respond within two minutes, the session ends and the expired 

connection page opens. To return to your application, click the Sign in to PeopleSoft link. The Sign 

In page appears and you can once again sign in to your application. 
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Purchase Order Inquiry  
 

To access an existing purchase order: 

 
: 

 

1. Click purchasing from the menu. 

 

 

 
 

 

2. Select the hyperlink ñReview PO Informationò. 
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3. Select the task hyperlink Purchase Orders. 
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4. Enter the criteria you wish to search for and click .  

*Note: The most common used fields on this search page are PO ID-Purchase order 

number, Purchase Order Refereence- The requestors last name, first name R12345(five 

digit requisition number), Ship To Location and Department number. 
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5. The searh results will dispay on a grid. To view the purchse order click on the PO ID you 

desire to view.

 

 

6. To view a copy of associated documents related to the purchase order, select the ñHeader 

Commentsò hyperlink. 
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Printing Purchase Orders  
Navigation: Purchasing>Purchase Order>Review PO Information>Print POs  
 
To print a purchase order:  
 
1. Select the Add a New Value Tab  
2. Create a Run Control of your choice. Note: To run a report(print a purchse order), you must create a run control. 
A run control is a unique name that is used each time you request to run   
3. Select the Add Button  
 

 
 
4. Enter Business Unit: UNOLF  
5. Enter Purchase order number in the PO ID field.  
6. Check print duplicate  
7. Select the Run button  
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8. Select Ok from the Process Scheduler Request Screen  
 

 
 
9. Select the Report Manager link.  
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10. Click on the Administration tab and select the description(PDF will appear in a new window)  
11. Print  
12. Click the delete button to delete the selected report.  
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Basic Vendor Search 
 

To complete a basic search: 

 

: 

 

1. Select Vendors > Vendor Information > Add/Update > Review Vendors 

 

 
 

2. From the page, type the short vendor name and click search. 
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3. Select the desired vendor from the search results to view. 
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Part II  
 
 

Receiving 
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Inquiries  
 

Inquiring on a V oucher  
 

Navigation: Accounts Payable>Review Accounts Payable Information>Vouchers 

 

Payables provide an inquiry page that will enable you to access your voucher and payment information 

when you need it.  

 

To inquire on a voucher: 

 

1. Click the Accounts Payable link 

2. Click the Review Accounts Payable Information link 

3. Click the Vouchers link 

4. Click Voucher 

 

 

 
 

 

 

5. Enter the voucher number, invoice number or any valid search criteria. *Note: The invoice is 

searchable by typing the invoice number in the Invoice ID field.  
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6. Select, search and the voucher inquiry results will appear at the bottom of the page. 

 

 

 
 

 

 

 

7. Use the tabs to navigate to view the voucher details, amounts and additional details. 
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8. Click the Detail Lines button to access the Voucher Details page, where you can view line and 

distribution line detail for the voucher. 
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View Actual Invo ice Image 
Navigation: Accounts Payable>Voucher>Add/Update >Regular Entry 
 

1. Enter Voucher ID and select search. 
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2. From the View Related drop-down menu Select, View Invoice Image. 
3. . Select Go. 
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2. The invoice will appear in PDF format in a separate window. 
 

  






















































