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PeopleSoft IR-#16

Enterprise-Wide PeopleSoft Crystal
Receipts Outstanding Report

Scope:

This PeopleSoft Information Release (IR) applies to Enterprise-wide Purchasing and Accounts
Payable Staff Personnel and Departmental End-Users.

Purpose:

The purpose is to inform target group of a new Crystal Report titled “Receipts Outstanding
3-Way Match” and provide instructions for accessing, viewing, printing and analyzing this report.

The “Receipts Outstanding 3-Way Match Report lists all non-inventory Purchase Order (PO)
Receipts with Match Control = THREE_WAY MATCH” by PO/PO Line/PO Line Distribution.
Since all THREE_WAY match POs require Receiving in order for payment to be made on the
PO, this report can be used to monitor the receiving activity for THREE_WAY MATCH POs.

For LSUSH (Shreveport):
“Information Release #11 - LSUSH Encumbrance Analysis Tips” may be used simultaneously

with the Receipts Outstanding 3-Way Match Report to determine the action taken for each PO
Line appearing on this report.

Module:

The IR affects the Purchasing Module in Financials Reporting.

Source:

The source of this IR is a result of a Business Policy.

Procedures

Parameters — The following must exist for this procedure to be successful:

Database: PS Financial Reporting (PSFSRPT)
Security Access: Possess Security Access to PSFSPRT

Navigation & Process Overview

The following report identified in this IR for a Staff and/or Departmental End-User to Run, View,
Print, and Analyze is discussed in its entirety.

Report Receipts Outstanding 3-Way Match
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Report: Receipts Outstanding 3-Way Match

Access & Run the Receipts Outstanding 3-Way Match Report
Viewing the Receipts Outstanding 3-Way Match Report
Printing the Receipts Qutstanding 3-Way Match Report
Analyze the Receipts Outstanding 3-Way Match Report

Navigation & Process

Accessing & Running the Inventory Orders Not Received Report

. .LSUHSC Peoplesoft Launcher =]
Dptions  Clear Cache Help
PeopleSoft System; I Financials hl L E:1
Database: IFinanciaIs Report [PSFSRPT) Ti1b
application: Cryztal Reports Tl 1le

Configuration b anager
‘Crustal Beports i
Data Mowver
PeopleBoaoks
% @ by PEopleSoft
Cluemny to dcoess

SQR

Operator 1D:

Step Action

From the LSUHSC PeopleSoft Launcher Select:
a. PeopleSoft System: Financials
b. Database: Financials Report (PSFSRPT)
c. Application: Crystal Reports

With all the proper selections made,

Click the 1 button.
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The Select Report for Financial Report (PSFSRPT) dialog box displays.

im. Select Report for Financials Report {PSFSRPT) [_ O]

Feport Selected
IVZ"\PEDDESth"-.Cf_'.JSta|"-."-.-"EISiDr'IBE PeopleSoft Repots\HCSD Reportz\Receipts Outstanding 3-way Match.rpt Browwze. .. |

R eport Location Report Hame

HCSD Reparts e HCSD MGT INV JOURNAL INFO.mpt

Mew Orleans Reports HCSD MGT JOURMAL 5%5 INFO.rpt
Shreveport Reports HCSD Summary Dnlldoven - Date B ange.pt

HCSD Trans Detail rpt

Inventony Open PO Report RPT
Irveentory Orders not Recered RPT
Irwenton Receipts Outstanding by ltem - Short.rpt
Irvertony Receipts Outstanding by Ibern. rpt
Match. ot

Recepts Dutstanding 3-Way

HCSD View

% Slatihiip Cancel | Ds

. Select Report for Financials Report {(PSFSRPT) [_ (O]

Feport Selected
I‘u’:'\F'eu:upleSnft'\.u:rystal'\\-’ersinnEE PeopleSoft ReportziShreveport Reportz\Receiptz Dutstanding 3w ay Match.r Browse. . |

Repart Location Report Hame
HCSD Reports Irvwentory Open PO Report. RPT
Mew Orleans Reports Irwentone Orders not Becerved RPT

Irrrentone Receipts Outstanding by [bem - Shortrpt
Irvventory Receipts Dutstanding by lber rpt
Recepts Dutstanding 3w ay Match ot
SHR MGT Accounting Summary - Fund 113t
S5HR MGT SUMMARY - ALL GROUPS.ipt
SHR MGT SUMMARY - Budoet Bal by Direct Expenzes.ipt
SHR MGT SUMMARY - by DEFARTMEMT .rpt
Shreveport View SHR MGT SUMMARY - Class Funds.rpt

SHR MGT Summary - Interest.rpt

SHR MGT SUMMARY - Major Divisions. rpt

5HR SUMMARY - DEFARTMEMNT ExXF ROLLUP.rpt

SHR SUMMARY - PROJ_DEPT - Pl Pronpt.rpt

5HR SUMMARY - PROJ_DEPT ACTIVE rpt

SHR SUMMARY - PROJ_DEPT GROUP.mpt

SHR Summarny Dinlldown - Date Range.rpt

S5HR SUMMARY Projechions.rpt

SHR Tranzachon Detal npt

% Start p ( 5 Cancel et

Shreveport Feports e
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Step Action

From the Report Location: Select HCSD Reports or Shreveport Reports

From the Report Name: Select Receipts Outstanding 3-Way Match

With all the proper selections made,

Click the - button.

The Crystal Report Viewer window displays.

i, Crystal Report Yiewer - PSFSRPT - Opening Report - [Receipts Outstanding 3-Way Match.r... [lj[=]

|x S & # =[x =] || 0 4 0 ofo || & | N

Preview |

Enter Yalue(s) Ed
Business Unit: I : }ﬂ

—,

D epartment: I @

Step Action

Enter or Select Business Unit: Appropriate Purchasing BU

7. Enter the Department: Appropriate (7-Digit )Department 1D
or Wild Card (%) for all departments

With all the proper selections made,

Click the button.

Continue with Viewing the Receipts Outstanding 3-Way Match Report section.
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Viewing the Receipts Outstanding 3-Way Match Report

The Crystal Report Viewer with the Receipts Outstanding 3-Way Match Report displays.

Since the report is at a less than optimal size for viewing, several features of the Crystal Report
Viewer window will be discussed. All of following features may serve the End-User in viewing,
printing, refreshing, or simply moving around several pages with ease. The focus of this section
will be on buttons found at the top of the Crystal Report Viewer. In addition, the functional use of
the Preview tab will be discussed.

. Crystal Report Yiewer - PSFSRPT - Opening Report - [Receipts Outstanding 3-Way Match.r...

| % & & Fl=[5 ] |J M o4 1 o2 I|J|§£;| 6

Presiew |

‘060105304 &
-06013359
06015813

- 06016506
06017062

- 06017065
06017071
06017101
060171154
060171589
06017191
060171934
06017194

L sl G ey Hoy W ke L e ]

(06017224
06017475
060174754
‘06017616
-0a017e:l

- 06536954

necAmn =2

- 06545124 _I
-

o4y ~ e B ek Mk "
L Bk LI iy B ) W'l |- Wil L Lled 103 Ty PTG L B PhCwm i Prem
T smrfial 0k m G
Pt 0 EE E K s GIVGTGSm Ou kel Bl ey kst e ] - N oW r L
L e Frombrfpm g Comb il Vbbbl amvay o cove
M e THE Bk m Ok
' O F 1 -~ T1 e Ll e ] L3 r 1ht F1ht

Vo
Him ub i#m e dmk Hmds MEmNY e T
Pxam b 1w dmla Hrmm 1 ek ke Conrny” b * Pl | e | T w1 MIEAIY Pl CEFT

M semer Eikk Gk
Him ub i#m mm dmk Hemab LI T

L T
Voo

M e NFU Bk ke

M T ik Gl

M odmk Erlmpr
P b

M odme Erlmpr

L T

[ '
Himm 0h 1 e dme HOmmb LITLYTE Sy T

[ [ r (IR RS
P e L L L
O F st TRd MG TEEFTL 2wk e ke vl L) Ll [ I TR r tahrl vt

Him ub i#m e dmk Hemab MmNy e LT

' EE C F TR AGTEEFTL st Ch— e mm me oW r bl Lk
Ham ul s s - Hmuk MIEYY Fal CEFT

CB O F b i Lyl oy sk ' b omm [ r tadel tad
Himm 0h 1 e dme Hmam RN P EEFT

"L i - [F R [ r el v
Faiam 0h i mm s Hme RN PO CEFT

T S "L - - MW r fawwl taew

b TR P e e

Fxan 0l 1 mm mla WO
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Action

%)
=@
o

It is essential to make use of the maximum use of the viewing screen available, therefore:

Click:

O

the Maximize button on the Title bar

Discussion will continue with the series of Icons (buttons) located at the top of the Crystal Report Viewer

window.
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The Crystal Report Viewer Icons

Jx%@gﬁhsz -] HHi 1 of 3 » M = |JE:.M

06000 0 ___00_0 Q0O ___0O

Step Action

: =
Click Print Report button to initiate the print options for a Report.
This button will be discussed in detail in the next section.

-
Click Export Report button to save a copy of a report to an Acrobat Format (PDF)
file and save a single or multiple pages of the report

4, g
Click Refresh button to run the similar report currently viewing but for either a different
Business Unit and/or INV Business Unit without closing the Crystal Report Viewer
window.
Click ' ™= Toggle Group Tree button to hide the Preview tab. Turning this button off (on by
default) will present a full window display of any report in the Crystal Report Viewer.
To redisplay the Preview tab click this button back on.

6. Initially the report is displayed in a viewing percentage less than 100%
Click in |352 :I' Zoom box to enter any (larger) percentage value so to "zoom in" to get a
close-up view of your document or (less)"zoom out" to see more of the page at a reduced size.
Or Click the arrow next to the Zoom box and Click the zoom setting you want to either
enlarge or reduce to a value other than the current percentage viewing.
Click Go To First Page button when on any page past the first page of a multi-page
report to return to the first page of the report.

8.
Click ﬂ Go To Previous Page button to view the previous page from the current page
displayed.

9. I—
Click in ! Page Number box to enter and view a specific page of a multi-page
report. Type a value in the box and Press Enter key and said page of report will display.

10. ﬂ
Click Go To Next Page button to view the next page from the current page displayed.

11.

Click ﬂ Go To Last Page button when on any page of a multi-page report to return to the
last page of the report.
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Step Action

12. . . . .
Click B Stop Load button if necessary to stop a report from loading after entering

Business Unit and Department values. Not available after report displays.

i, Crystal Report Yiewer - PSFSRPT - Opening Report - [Receipts Dutstanding 3-Way Match.r... [l [=]

(x @@ a2 ||W [ sen R =

wash basin 7 quatt re ctangular with file _::.i

Medichoice 4304044402 SYRINGE EAR 2 OZ 20.01
DISPC (16)
e

0.0
- 06013785 10,01
06013797

[#- 06013349

Nt

= 18 -
[+ 06014450 U ‘J‘J
T NEMiASCD _:j ..1..; _....j }
Step Action
13. 4 |
Click Search Text button to display a Search dialog box and find any item (alpha or
numeric) within the report.
14.

Enter Find what entry in the Search box. Value(s) entered are not case-sensitive.

15. :
Click to begin the search process.

16. The text will be located on any page of the report and will appear within a Red Box.

17. :
Click repeatedly to continue displaying similar entries found in the report.
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Step Action

18. When no further entries can be located in the report, an Information box displays.

Click to close Information box

19.

Click i Close button located on top right of Search dialog box to return to report viewing.

The next discussion will focus on utilizing the Preview tab of the Crystal Report Viewer.

If the need arises to focus on one specific Purchase Order (PO) of the report and on a specific associated
PO Line, then the Preview tab will prove to be a time saver as opposed to viewing each page of the
report until the PO is located. As an example, the following will illustrate the steps in locating and viewing
the specific PO 06017193A.

Before:

i, Crystal Report Yiewer - PSFSRPT - Dpening Report - [Receipts Outstanding 3-Way Match.r... [lj[=]

[x @& g[=fx o [0« 1oz R =

Frestiew |
- 0E0105304 A Line 5thed Line Type Sabs Hod Vendor ID VenkT Ling Descx ;[
[+~ 06013359 PO 060105304  Richardsen,loria
B 06015813 11 2 GEN D N 0000013825 MEXT AISLE-001 Stoa 41040 T fro
(- 08016508 546700 113 1407200 10001 20200 1407210524 Nl rSpea: ing Sta
[+ 0601 7062
M PO 06013350 Richardsen,Gloria
[FH- 06017065
s 1 1 1 GEN D N 0000003988 MOWROE OFFICE 1322020; Lemark: Cuo
SRRl 540200 113 1407200 20001 40150 40720100
M- 06017101
[ 060171154 PO O60L3E13 Exitton Fxy
- 05017159 1 1 1 GEN D N 0000000599 ELSEVIERSCIEH Place the artached wdm
[+ 06017191 530210 113 1497200 20001 40130 497201011 Bl alel iy
;060171934 PO 06017065 Richardscen Gloxia
6017194 1 1 1 GEN D N 0000004035 VMRS CIENTIFIC H14305.500 S00mlE
L7ezd 540200 113 1407200 20001 40150 5407201019

(JB017475 . .
PO O60LTLLSA KRidhardson, [Aoria

060174734

06017616 1 1 1 GEH L H 0o0oaoaETT MATETH TECHHOL H1002-04-0 400l cer
DB01TEZ1 S49200 0 113 1497200 20001 40150 5407201019

- 08536954 PO  O60LTI3A Ridhardsom, Floria

065468124 1 1 1. BN T W OANANANETT WA TRTY TRIEHAT HINTA.N.0 I"n'rrm'ln;‘m x
necAm1 =2 J

Step Action

20. With the Preview tab displayed (if not see Step 5 above) locate PO 06017193A in the list.
Notice the = Plus Symbol to the left of PO. This signifies that there are multiple lines to the
PO. Click = and it will change to a =l Minus Symbol.
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After:

i, Crystal Report Yiewer - PSFSRPT - Dpening Report - [Receipts Outstanding 3-Way Match.r... [lj[=]

| x @& # =[x = || 0 <] I of2 JIR=Y =
Presiew | k

- 060105304 = Togdle Group Tre€hiygnznn 20001 40150 5497201019 N
(- 06013359 [f0 060l'103A  Fadwardson Gloma
Ed- 06015813 T 1 1 GEN D N 0000000577 NUATRIX TECHHOL #I036-00-0 Complam
e 549200 113 1497200 20001 40150 5497201019
[#- 06017062 ) )
EE DSOL706S PO 060174764  Richardsem Gleria
FE- 08017071 1 1 1 GEN D N 0000015740 MP-001 HS0494 Lymphocyts ¢
- 06017101 549200 113 1497200 20001 40150 5497201020
[ 060171154 FO 06017616 Britton Ky
- 0601744 1 1 1 GEN D N 0000000633 LIPPINCOTT WIL Place the attached adm
[+- D601 530210 113 1497200 20001 40130 5407201011 Trnma/Critical Care 5
~ R PO 06017621  BrithnKay |
P 5100 1 1 1 GEN D N 0000000638 LIPPINCOTT WIL Place the attached adm
SR g 530210 113 1497200 20001 40130 5497201011 Troma/Critical Care 5
[+- 06017224
- 06017478 PO 06536054  WilsomJudy
- 060174784 1 1 1 cP0 D H 0000004935 WARSCIENTIFIC 48588-700; Research ]
- 06017616 549200 113 1497200 20001 40150 5497201019
[ 06017621 PO 06545124 Ridhardon, loria =
.. 06536954 . B v e - am AmmmAASAS a3 s VT o :l
|+| nNecAC1 A ;I { }

Step Action

21. Click on PO 06017193A to highlight and the resulting page of the report will display with the
specified PO outlined in blue.

22. -
Click l_' Toggle Group Tree button to hide the Preview tab and to present a full window

display of the report in the Crystal Report Viewer. To redisplay the Preview tab click this
button back on.

Continue with Printing the Receipts Outstanding 3-Way Match Report section.
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Printing the Receipts Outstanding 3-Way Match Report

The Crystal Report Viewer with the Receipts Outstanding 3-Way Match Report displays.

After viewing the report it may be necessary to print any section of the report; from a single
page to a range of pages to the entire report. The viewing configuration of the report does not
impact the printed report.

. Crystal Report Yiewer - PSFSRPT - Opening Report - [Receipts Outstanding 3-Way Match.r... [lj[=] E3

| % & #[%=[ox =] || 14 4 2 of2 M| B | =3
Pre@
) DBt -
- 06013359 .
- 06015613 B LD
- 06016506 List PO
- 06017062 Line Shed Line Type Siahs Hold Vendor ID  Vendir Long Descx
- D601 7065 1 1 1 Cro 4 F 0000002410 WALTER LOKEHE #02-4201 Endobon G
.. 06017071 S45TAN 11% 149700 001 4n1sn 497NN
B 06017101 2 Lnu Endobon Gr
[+ 060171154 |
: 45 Printer: WWSH-PSFSREYSPS-F20a on
k- 06017189 ' IP_10.1.201 52 T 9
- 06017191 P Eame |
- 060171934  Sultn dry son
- 06017194
06017224 _ = 01 Coe soft pom
- 06017475 @Euples:l 1=
(- DBO17478A > i 5 ¥ Collate Copies
- 06017616 To: |
- 06017621
- 06536954 =
soseiet gl B
Step Action
" =
Click Print Report button to initiate the print options for a Report.
2. The report will print to the designated Network Printer.
3. Select Print Range desired:
a. All to print the entire report
b. Pages - Erom/To to print a specific range of pages
4. Enter a number for Copies greater than 1 if desired.
e ot ot
Click to execute the Print options.

Continue with Analyze the Receipts Outstanding 3-Way Match Report section.
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Analyze the Receipts Outstanding 3-Way Match Report

SN P - . at [F!.EEE.E[II'E Outs Inl xl
 LSUSH Receipts Outstanding 3-Way Match 2 ofz 3604 102824FN =
Previgw "T\ @
(omae ™ e eeentog e et i
e 3 e _—
et o B S R e e " anll
Page 2 of 2

The Receipts Outstanding 3-Way Match Report will have three consistent items
that will print on each and every page of the report.

Step Action
L The Title of the Report will be on the top center of each page of the report
2. The Date and Time the Report was run will print on the top right edge of each page of the
report
3.

The Page and Total Pages of the Report will print on the bottom left of each page of the
report.
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Sample Receipts Outstanding 3-Way Match Report as displayed in the Crystal Report

Viewer
@ Dist PO
Ling~Sched Line Type Status Hold Vendor ID Vendor Long Descr
PC(4 060105304  Richardson,Gloria
@1 1 2 GENH D N 0000013825 NEXT AISLE-001 Sku #41040 IBM (no longer carry sku #41030 Dragon
(6)s46700 113 1457200 10001 20200 1497210524 NaturallySpeaking Standard Version 6.0 software program
PO 06013350 Richardson,Gloria
1 1 1 GEN D N 0000003588 MONROE OFFICE 1382520, Lexmark Cartndge toner for Lexmark printer Oy
549200 113 1497200 20001 40150 5497201020
Recvd Ralance Match Match Rept
@P'D Oty Qty to Rev vomM  Action Status Location Status PO Date Orig Prom
(5)1.00 0.00 1.00 EA Y T 9/17/03 3/18/03

(6 THREE_WAY PP&A GRND

2.00 0.00 2.00 EA Y T FSI03 711503
THEEE_WAY FFP&A GRND

The Receipts Outstanding 3-Way Match Report contains information in the body
of the report that have Headings, as well as information that does not have
Headings displayed at the top of each page. The information is in three steps for
ease of understanding.

Step Action
4. Each report is first grouped by PO and listed in ascending order.
The following do not have Headings displayed on the report:

= PO - Each PO number with a balance to receive is listed in bold print.
= Buyer — Each PO has Purchasing Buyer’s name in bold print.
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Step Action

5. The following do have Headings displayed on the report:

*» Line — Individual PO Lines for the PO number with a remaining amount.
» Sched — PO schedule number

= Dist Line — Distribution Line

= Type - PO Type

= PO Status — A = Approved, D = Dispatched, O = Open

= Hold — PO Hold Status — Y (Yes) = On Hold; or N (No) = Not on Hold
= Vendor ID — Vendor number

= Vendor — Vendor Short Name

» Long Descr — Inventory Item ID description

= PO Qty — Qty on PO Line Distribution Ordered

= Recvd Qty — Qty Received on PO Line Distribution

= Balance to Rcv — Balance to Receive on PO Line Distribution

= UOM - Unit of Measure for goods ordered on the PO Line Distribution

= Match Action— PO Match Action Required (Y = Yes; N = No). Match action
should always be Y for Inventory PO'’s.

» Match Status — PO Match Status (T = To be matched; N = Not required and
should not exist on inventory PO’s; P = Partially Matched)

» Location — Location Inventory Item shipped to

» Rcpt Status — Receipt Status — M = Moved to Inventory which applies to Qty
already received on the PO Line Distribution which indicates the received qty
is included in the balance on hand in inventory; R = Received which applies
to Qty already received on the PO Line Distribution which indicates the
received qty is NOT included in the balance on hand in inventory; “blank” =
not received.

= PO Date — Date PO was created

= Orig Prom — Original Promise date entered on the PO. Original Promise
date should be entered on the PO to track vendor’s promise to deliver date.

The following do not have Headings displayed on the report:

= PS Acct, Fund, DeptID, Program, Class, Proj/Grt - Department’s ChartString
designated for the PO Line Distribution.

= Match Control —. Match Rule designated for the PO Line Distribution.
THREE_WAY = PO, Receipt, and Voucher required for payment of PO Line

= Freight Terms — DES = Destination; PPA = Prepaid and Add

=  Ship Via — Transportation mode selected for shipment of the order

End of the Receipts Outstanding 3-Way Match Report section. Click here to Return to Start of this IR.
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Questions/Comments:

Refer all questions or comments via e-mail to the PS FIN SUPPORT GROUP.

PeopleSoft Proprietary and Confidential

Page 15



	Scope:
	Purpose:
	Module:
	Source:
	Procedures
	Questions/Comments:

