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Signing into PeopleSoft

PeopleSoft is accessedig/PeopleSoft home pa§ecurity accesspeoplesoft 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 thePeoplesoft URL addressnto the browser address field and preg&nter>
https://finserv.uno.edu/finprd/signon.html or select the browser from your list of
favriotes if you saved it to your listhe PeopleSoft Sign in page appeas shown

below.

3. Type the assigned User ID and Passwtixite: 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 Helpdlesk

(504) 280 HELP (4357).

4. Click Sign In Q

ORACLE
PEOPLESOFT ENTERPRISE

Userl[}:l I Select a Language:

Password: I I

| signn. |

Italiano
Mederlands
Polski
Suomi
Ceiting
Er=

s

g

To settrace flags, click here

Espafial
Deutsch

Francais du Canada
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Signing Out of PeopleSoft

For security purposes, theopleSoft system logs you out of your apphcatftier a period of

inactivity Prior to your session timeout, the system might provide a warnyuythabwser

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 aiolic click the Sign in to PeopleSoft link. The Sign

In pageappearsind you can once again sign in to your application.

ORACLE’
PEOPLESOFT ENTERPRISE

Your People Soft connection has expired.

For increased security on this site, connections are expired after 20 minutes of
inactivity

Your PeopleSoft session has expired. Close all browser windows before logging in
again. If this is your only active PeopleSoft session, click the Sign In link to sign in
again

Signin to PeopleSoft
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Purchase Order Inquiry

To access an existing purchase order

1. Click purchasing from the menu.

"‘Menu =l
Search:

| ®
[ Vendors

+ Furchasing
[* Purchase Orders
[ Receipts
[ eProcurement
[ Accounts Payable
[ Reporting Tools
— My Personalizations

2. Selectthe hyperink Revi ew PO .I nformati ono

| wanborw> |
=
{1y Purchasing

Manage requisitions, purchase orders, receipts, contracts, and related data.

Purchase Orders Receipts
__Add. maintain, and disggtch purchase crders. Enter and lpad receiving data, generate accruals, review

[ Beview PO Information and report on receipts.
I=] Addi/Update Receipts
Review Receipt Information
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3. Select the task hyperlifRurchase Orders

dain Menu = Purchasing = Purchase Orders =

| Review PO Information

Run inguiriez on purchaze order detailz and activitiez.

Emurchase Orders | Activity Summa E PO Accounting Entries

View purchase order information. View receiving, invoicing, and View accounting entries in the
matching activities for zelected Commitment Control ledger activity
purchase orders. log.

E" Print POs

Produce the PO Dizpatch/Print
report to create hard copy of
purchaze orders.
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4. Enter the criteria you wish to search for and cm.
*Note: The most common used fields on this search page@i®-Purchase order
number,Purchase Order Refereendde requestors last name, first name R12345(five
digit requisition number), Ship To Location and Department number.

Purchase Order Inquiry
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value |

Business Unit: = - lUNOLF Q

PO 1D begins with -

Contract SetlD: begins with - ')
Contract ID: begins with - Q
Release Number: = -

Purchase Order Date: = - El

PO Status: = - -
Short Vendor Hame: begins with - Q
Vendor ID: begins with - '

Buyer: begins with - &'}

Buyer Name: begins with - ')

PO Type: = - -
Purchase Order Reference: begins with -

Ship To Location: begins with -

Department: begins with -

[l case Sensitive

Search Clear | Basic Search Save Search Criteria
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5. The searh results will dispay on a grid. To view the purchse order click ®Oth& you

desire to view

Search Results
Only the first 300 results can be displayed. Enter more information above

and search again to reduce the number of search results.

PO Status (Short Vendor Name Vendor ID

UMOLF VENDOODG447IINOLF (blank) 07/01/2002 Compl

0

SHARP ELEC-001

0000001743 SHARP ELECTRONICS CORP

6. To view a copy of associated document s
Comment so. hyperl ink

Purchase Order Inquiry

Purchase Order

Unit: UMOLF PO Status: Compl

PO ID: VENDOOG447 Budget Status:  Valid

Change Order: 1

|= Header

PO Date: 070172002

Vendor: SHARP ELEC-00 Backorder Status: Mone

Vendor ID: 000000174 View bids, contracts Receipt: Received

. and requisitions. Hold From Further Processing

Buyer: Perdue Edie |Amount Summary |
PO Type STRM PO Ret. Merchandise: 2,070.00

Header Details AlLE Matching FreightTax/Misc.: 0.00
IHeaderComments...l Document Status Total: 2,070.00 USD

Change Order View Distribution Entries

Start Date End Date
Purchase order |Select Lines To Display |

Line details

N,
Customize | Find | View All | i First E 1of1 II' Last

| tem Description
REMEWAL RENTAL of SHARP SF253

97200

9.0000 EA 2,070.00 UsD Closed -

E€
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Printing Purchase Orders
Navigation: Purchasing>Purchase Order>Review PO Information>Print POs

To print a purchase order:

1. Selectie Add a New Value Tab

2. Create a Run Control of your chdit@e: To run a report(print a purchse order), you must createantrol
A run controlis a urgue name that is used each time you request to run

3. Select the Add Button

Purchase Orders Print

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

Run Control ID: |[PRINT_PO
Add

Find an Existing Value | Add a Mew Value

4. Enter Bisiness Unit: UNOLF

5. Enter Purchase order number in the PO ID field.
6. Check print duplicate

7. Select the Run button

| Purchase Orders Print |
: Run
Run Control ID: PRINT_PO Report Manager Process Monitor
Language: English @ Specified ) Recipient's
Report Request Parameters Statuses to Include
Business Unit: JUNOLF © To:|UNOLF O | Approved Dispatched Canceled
Open Pending Completed
PO ID: 0000000001 2 elect Purchase Order
Miscellaneous Options
Contract SetlD:
*Hold Status: On Hold AMND Mot On Hold -
Contract ID:
*Chartfields: Recycled AND Valid Chartfields -
Rel :
Fease Change Orders: Changed and UnChanged Orders -
From Date:
[“] Print Changes Only Print PO ltem Description
Through Date: -
I. Print Duplicate I
LELLLTLL: Humber OFf Copies: [ 1
Buyer: Sort By: Line Mo. -

University Computing & Communication @ TpEaERsITy of
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8. Select Ok from the Process Scheduler Request Screen

Process Scheduler Request
User ID: FTSTBSMGR Run Control ID: PRINT_PO
Server Name: Run Date: D:L-'23J2[J[JQ Eﬂ
Recurrence: Run Time: 12:27:39PM Resetto Current Date/Time |
Time Zone: Q
Process List
Select |Description Process Hame Process Type Type *Format Distribution
PO Dizpatchi/Print POPOO0O5 S0R Report Web POF Distribution
Ok Cancel |
9. Select the Report Manager link.
| Purchase Orders Print |
" Run
Run Control ID: PRINT_PO Report Manager | Process Monitar
Language:  Enalish ~ @ Specified ) Recipient's Process Instance: 1046625
Report Request Parameters Statuses to Include
Business Unit: [UMOLF C  To:|UNOLF O TR S SIIZREL
Open Pending Completed
POID: 0000000001 | Select Purchase Order
Miscellaneous Options
Contract SetlD:
*Hold Status: On Hold AND Mot On Hold -
Contract ID:
*Chartfields: Recycled AND Valid Chartfields -
Release:
Change Orders: Changed and UnChanged Orders =
From Date:
["| print Changes Only Print PO Item Description
Through Date: . ]
Print Duplicate
Vendor ID: Number Of Copies: 1
Buyer: Sort By: Line Mo. =
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10. Click on the Administian tab and select the description(PDF will appear in a new window)
11. Print
12. Click the delete button to delete the selected report.

List  |[ Explorer thdministraﬁon u‘ Archives |

View Reports For
User ID: Type: * Last: I_‘I Days - Refresh |
Status: * Folder: ¥ Instance: | to: |

Report List Customize | Find | View Al B First (U 4.7 0r7 [ Last

011542009 Acrobat

1052 1005895 PO Dispatch/Print e Posted Details
1:27:34PN (* pdf) Detalls
1051 1005894 PO Dispatch/Print 0115/2009 Acrobat  pocied Details
1:24:35PM (* pdf)
1050 1005893 PO Dispatch/Print Ldei Acrobal  pocied  Details
11:42:07AM (* pdf)
1045 1005886 PO Dispatch/Print LRl Acrobat  pocted  Details
10:34:57AM (* pdf)
1039 1005879 Receiver Interface Push L Acobat o oied  Details
9:22-28AM (* pdf) Detalls
I 1038 1005877 Email 3_11"_}_552;9 ‘E‘f;;%at Posted Details
1036 1005874 Comm. Cnirl, Budget Processor 01212009 TextFiles  pocied Details
9:16:35AM (* bit) Jetalls
5E!|E!E't.-':'~.|| DDESMECTAH

|_Delete | Bjick the delete button to delete the selected report(s)

University Computing & Communication @ EEAD RIS, |




PEOPLESOFT 90 RECEIVING TRAINING October 26, 2009

Basic Vendor Search

To complete a basic search:

1. SelectVendors > Vendor Information > Add/Update > Revigendors

Menu =
Search:
~|Vendaors
= Vendor Information
= Add/Update

[ PTOTCITI=STg

[ eProcurement

[> Accounts Payable
[- Reporting Tools

— My Personalizations

2. From the page, type the short vendor name and click search.

Review Vendors

“SetiD: [unoLr & Vendor ID: Q
Name: Equalto [v|| Shorthame: | Contains [v | [HONE QH
Withholding Name: | EAual o [v]| Classification: | ]
Vendor Status: _ Type: _
Persistence: _
Address: Equalto "“ City:
Customer Number: Country: ’_ Q
ID Type: Tax D ~7 I | State: Q
VAT Registration ID: Postal:
Withholding Tax ID: Bank Account #:

Search | Clear |

University Computing & Communication @ STV AL ATy
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3. Select the desirecendorfrom the searchesults to view.

F k.
Search Results Customize | Find | Views All | E
_|( Main Information Additional Vendor Info Audit Information [Z=2 K

UNOLF 0000001095 A&EHOME VIDEO A& E HOME-D01 ECF’_%K Fldenl
_ HOMEGATE i
UNOLF 0000001556 5 Dioe e suTes  HOMEGATE S-001 1550 E FLAMINGO
UNOLF 0000003568 5 HOME LIBRARY SVC HOME LIBRA-001 PO BOX 4928
_ HOME CARE s 3025 EDENBORN
UNOLF 0000006226 5 iyt HOME CARE-001 52
HOMEBUILDER
UNOLF 0000009877 = ASSN OF GREATER HOMEBUILDE-001 ER’JE‘]?”' Statribesl
NEW ORLEANS
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Part Il

Recelving
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Peoplesoft 7.5
Invoice Processing

Requizition Budget Check
From PO
Department ¥ Created L When valid,

Item 15 Ordersed

Over
— 52,000
waits for
E-Mail
appraoval
verbal oo Information
Request  [—p| oohos | entersd into
Acoess Database Two-way
Match Budg=t
Frogess Checking Woucher
VOUCHER Fouan Run in fin= far
»  Hightly | - > _
ENTERED Mightly Payment
WaLID
Manuaity - »
—— verified to IHVOICE
ntormation 1n
RecEtved [ ) o Edts nesged
; Peoplesoft PO - s READY
m system B Access 43 e
Fayables 00 Database Hotes made does not Less than
i T match PO/DD. FOR 52,000 [
Mo — SCAN. waits §
valid Rsf;::h E-manls sent AFPROVAL busness
DO or tolger to Purchasing/ days tor
- Vemdor/ =nt
PO E-mail for y e
FOS or DOE Dept to s=ttle
ar 1550 default
‘when settled
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PeopleSoft 9.0
Invoice Processing

. Budget Department enters Department receiver
Requisition PO Check receipt of AMOUNT® or should enter in
From — Lreated . N QUANTITY* fram comments & any
Department When V;ihd: h Y physical item or [~ discrepancies of
ltem is A viewing of scanned AMOUNT ar
Ordered A 5 invoice attached to QUANTITY* received.
~ I T
A 1 i
A I !
.
b
. Scan of 3-Way Match Process is Run Mightly.
Invo_we Checked Voucher Invoice
Neceived »  for PO# »| tntered [ Made® Fields of AMOUNT? or QUANTITY* must match
in Payables ' Attached to on all three documents (PO, Voucher, & .
YES Voucher Receipt). Budget Voucher in
< Check run |, line for
S - All match exceptions are communicated to — nightly Payment
NO *~| RECEIVER of each department by nightly report
¥ sent via e-mail.
Research Purchasing will use comments entered at time
Invoice Scanned of receipt to correct match exceptions and
& Attached to follow up for resolution of any match
E-mail sent to . discrepancies.
Department for Obtained
Valid PO#

1- AMOUNT: Amount only PO line, by default, will have receipts price field open for editing, not the quantity field.
2- QUANTITY: Quantty only PO line, by default, will have receipts quantity field open for editing, not price field.
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Inquiries

Inquiring on a V oucher
Navigation: Accounts Payable>ReviewAccounts Payable Information>Vouchers

Payables providan 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 dmation link

3. Click the Vouchers link

4. Click Voucher

JEccounts Pavanle] =— = Accounts Payable = Accounts Fayable
= Review Accounts Payable || ~| Review Accounts Payable ~ = Review Accounts Payable
Infa Info N~ Info

— Accounting Entries — Accounting Entries Accounting Entries
— Journal Orill Down — Journal Drill Down 1J-:u.|rnal Drill Down
— VAT Details — WAT Details VAT Details
— Vaucher — Voucher —[voucher

5. Enter the voucher number, invoice number or any valid search critsioge: The invoice is
searchable by typing the invoice number in the Invoice ID field.

Voucher Inquiry

Search Criteria

Search Name ALL &}
From To
Business Unit UNOLF & UMNOLF 2
Voucher ID Im‘ (00328079 | C |
Invoice Id Q, [ —= Q
Vendor SetiD UMOLF
Short Name Q Q

University Computing & Communication @ rewsE R
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6. Select, search and theucher inquiry results will appear at the bottom of the page.

Max Rows 300 I ~ Search I Clear |
Sort Criteria
*Sort By: Youcher ID - *Cort Asc/Desc: Ascending - Sort Displa].fl

b Display Currency Criteria

L]
Customize | Find | View All | i First El 10of1 El Last

Business

Unit Voucher ID |Invoice Humber |~ Short Vendor Name

El BOWMAN
SPORTSWEAR

UMOLF 00328079 12345 01/21/2009 0000000009 Postable Ready

7. Use the tabs to navigate to view the voucher details, amounts and additional details.

) s
| Voucher

.r ID Transaction| Gross Invoice T Total Hon- Entered| Gross Amount Het Amount

Currency Amount Merch Paid

More Details

Vendor |Detail |Post Approval |Close o .
— Lines Status Status Status Origin |Due Date Basis Date Acctg Date |Entered on
000001 % Unposted Approved Open  ORL  02M15/2009 01/21/2008 01212009 01/21/2009 {N}EL'd Yalid

University Computing & Communication @ evemi
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8. Click the Detail Lines button to access the Voucher Details page, where yoigwdme and
distribution line detail for the voucher.

More Details

Vendor |Detail |Post Approval | Close o .
Loc Lines | Status Status Status Origin |Due Date Basis Date Acctg Date |Entered on

[  Unposted Approved Open  ONL  02/15/2009 01/21/2009 01/21/2009  01/21/2009 Chicd Walid

Voucher Details

Business Unit:  UNOLF Gross Amount: 200.00
Voucher ID: 00328079
Invoice No: 12345 Misc Charges: 0.00
Invoice Dt: 01/21/2009

Total VAT: 0.00
Vendor ID: 0000000009
Name: BOWMAN SPORTSWEAR Transaction Currency: JsD

Invoice Lines

Line: 1 Description: TEST PO/REC/NOU Amount: 200.00
ltem ID: Quantity: 1.0000 UOM: EA Unit Price: 200.00000
PO Business Unit: UNOLF PO Number: 0000024502 PO Line: 1 PO Schedule: 1
Receipt Unit: Receipt Number: Receipt Line: Schedule:

Distributions

GL Chartfields

Amount (GL Unit Account Alt Acct Oper Unit Fund Dept Program |Class Bud Ref

1 200.00 UNOLF 631200 142X 1300000000 10000

University Computing & Communication @ ST AL AT
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View Actual Invo ice Image
Navigation: Accounts Payable>VoucherAdd/Update >Regular Entry

1. Enter Voucher ID and select search.

Menu (=]

Search:

[ My Favorites Voucher

[ University of Mew Orleans Enter any information you have and click Search. Leave fields blank for a list of all values.
[ Manager Sel-Senvice

[ Vendors | Find an Existing Value |

[ Purchasing
= Accounts Payable

= Vouchers Business Unit: = - UMOLF &'}
~ Add/Update Voucher ID: begins with -
— Regular Entry _ _ _
[ Review Accounts Payable Invoice Humber: begins with -
Info Short Vendor Hame: begins with -
— Accounts Payable Center _ _
[» Commitment Control Vendor ID: begins with - Q

[» General Ledger

[ Set Up Financials/Supply
Chain Voucher Style: = - -

[ Reporting Tools

[ PeopleTools

— My Personalizations Entry Status: = - -

Hame 1: begins with -

Related Voucher: begins with -

Voucher Source; = - -

[[|case Sensitive

Search | Clear |Easic5earch Save Search Criteria

University Computing & Communication @ TE L ayERsITY of
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2. From the View Related drdpwn menu Select, View Invoiogage.
3.

. Select Go.

Bl save

[ Summary | Related Documents |

Business Unit:
Voucher 1D:
Voucher Style:
Contract 1D:

Vendor Name;

Entry Status:
Match Status:
Approval Status:
Post Status:

Document Tolerance Status:
Budget Status:
Budget Misc Status:

*View Related

2\ Return to Search

Summary | Related Documents

UMOLF
003398860
Regular

ISC BIOEXFRESS

420 M KAYS DR

KAYSVILLE, UT 84037

Postable

Matched

Approved

Lnposted

Mot Chicd

Yalid

Yalid

Payment Inguiry

Accounting Entries Inguiry
Payment Inguiry
Purchase Crder Inguiry
View Invoice Image
Youcher Document Status
Yaucher Inquiry

Invoice Date:
Invoice No;

Invoice Total:

Pay Terms:

Voucher Source:

Origin:
Created:
Created By:
Modified:
Modified By:
ERS Type:

Close Status:

121212008
698153

2,420.00 UsD

Met 30

Cnline

oML
03/M16/2008
PCOCO
03M6/2008
PCOCO

Mat Applicable
Cpen
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2. The invoice will appear in PDF format in a separate window.
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