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Managing Encumbrances 9 2

Welcome to the PeopleSoft 9.2 Financials Managing Encumbrances module! This module
contains the tools needed to learn the concepts and procedures involved in managing
encumbrances and pre-encumbrances in order to assist in closing or adjusting remaining balances.

Goal
To provide a forum whereby the Departments can learn to manage their encumbrances and pre-
encumbrances in order to assist in closing or adjusting remaining balances, as needed.

Participant Objectives
At the end of this module you will be able to...

1. Understand the tools available to Manage Encumbrances.

2. View/print the Procurement Budgetary Activity Report.

3. View the PO Activity Summary page where the Receipts, Vouchers and other information
used to conduct your analysis are located.

4. View the Receipt IDs and Receipts page for any Receipt listed on the PO Activity Summary
page.

5. View the Voucher IDs and Voucher Inquiry page for any Invoice (Voucher) listed on the PO
Activity Summary page.

6. View the Payment Reference 1D and Payment pages for any Payment listed on the Voucher
Inquiry page.

7. View the Purchase Order pages to determine the Match Rule applied to the PO to determine if
a PO needs to be received in the PeopleSoft system.

8. View the PO Document Status page to access and view the documents associated with a PO
during its life cycle.

9. View/print the Requisition Budgetary Activity Report.
10. Cancel a Receipt line when the PO should not have been received into the PeopleSoft system.

NOTE: Encumbrance accounting allows an organization to track items from the time the
organization expresses intent to purchase them until the time of the purchase and payment.
Encumbrance accounting involves pre-encumbrances, encumbrances, and expenditures.

A pre-encumbrance is the intent to buy a product or service. Although it is a commitment to the
department’s budget, it is not a final or binding commitment with the vendor. A pre-encumbrance
is created by a requisition. A pre-encumbrance becomes an encumbrance when the requisitioned
item becomes a commitment to purchase goods or services (typically through a contract) and a
purchase order is issued. Once the purchase order is issued, the pre-encumbrance is reversed.

An encumbrance becomes an expenditure when payment is issued by Accounts Payable. Once the
payment is issued, the encumbrance is reversed. On occasion there is a remaining encumbrance
amount. This manual will provide the end-users the tools needed to ensure that the remaining
encumbrance amount of a PO Line be adjusted or canceled, if necessary.

On occasion, the end-user may need to request that a remaining pre-encumbrance amount of a
Requisition Line be adjusted or canceled by Purchasing.
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Managing Purchase Orders

View and Print the Procurement Budgetary Activity Report to HTML
Procedure

In this topic you will learn how to View and Print the Procurement Budgetary Activity
Report to HTML. This report will retrieve information on Purchase Orders for your Department
for a specified period of time. You will be able to view any remaining encumbrance amounts for
the PO Lines in this report.

Favorites ~ Main Menu ~
PSOFSUPG Home Waorklist Add to Favorites Sign out
zig&‘f}_;:e;f?[s .53 Menu ~ | Search 3 | Advanced Search

Personalize Content | Layout ? Help

H100% -

Step Action
1. Click the Main Menu button.
2. Click the Purchasing menu.
| Purchasing H
3. Click the Purchase Orders menu.
| Purchase Orders r |
4. Click the Reports menu.
| Reports r|
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Favorites ~ Main Menu -
. . 5
PSOFSUPG Search Menu: Worklist Add to Favorites Sign out
FSCM 22 PSTools 8 @ 3  Acknowledgements 4
PSOFSWEBDEV12 -
[3 BudgetYear End Processing 3 5
Al yabl 3 Personalize Content | Layout ? Hel
= \ccounts Payable 3 Manage Change Orders 4 Lay v
B Alocations ' (3 Reconcile POs 14
3  Background Processes 4 1 Reports
i 3 Acknowledgments
&1 Banking 3 Review PO Information B 9
- Commitment Control ' 3 Stage/Source Requests g Actaly
Backorder Status
£3  CostAccounting ' E  AddUpdate Express PO )
£ Customer Contracts v [  AddUpdate POs [E]  Detail Listings
9 Enterprise Components v B Approval Workflow j Expediling
Listings
[0 General Ledger 4 |j Approve Amounts lj 9
Non-Owned History
03 Inventory » & Approve CharFields =g PO B ”‘ -
o tems ' Bl BudgetCheck B R:q::\tiuﬂ‘P;Kf;an o
9 LSUProcesses » [E  Buyers workbench = Qc:edule Lstngs
£1  PeopleTools 3 [E]  create Backorders N e
|j Status Listings
1 Procurement Contracts ] [E Dispaten POs
1 Purchasing J Effective Dated UOM PO Update
& Analyze Procurement '
1 Reporting Tools y 5] Entry Event Request
3 GPO Contracts R
[0 setUp Financials/Supg -
3 Purchase Orders v
O Suppliers .
0 Receipts 4
8 worklist
ﬂ O Requestfor Quotes L3
My Personalizations 3 Reguisitions »
3 Return To Vendor / Supplier 4
(3 VendorRebates 4
< >

https://psdfsreh.lsuhsc.edu/psp/fsupg/EMPLOYEE/ERP/s/WEBLIB_PTPP_SC.HOMEPAGE FieldFormulaIScript_ AppHP?pt_fname=EPPO_BUILD_SOURCE_POS&FolderPath=POR™ #100% -~

Step Action

5. Click the Req and PO Budgetary Activity menu.
| 5] Reqand PO Budgetary Activity|

6. The first time you use this method, you will need to create a Run Control ID in order
to access the Process Scheduler. Click on the Add a New Value tab or hyperlink to
create the Run Control ID.

The system defaults you into the Find an Existing Value tab. On all subsequent
prints, you will use the Find an Existing Value tab to search for existing Run
Control IDs.

See the Create/Find a Run Control topic in the Appendix for additional
information on Run Controls.
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Favorites Main Menu~ > Purchasing ~ > Purchase Orders = > Reports ~ > Req and PO Budgetary Activity

PSOFSUPG Home Workdist Add to Favorites Sign out
FSCM 9.2 PSTools B.53 All ~| Search 3 | Advanced Search

PSOFSWEBDEV 12

New Window | Help | &

Req and PO Budgetary Activity
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value

< Search Criteria

Search by: Run Control ID begins with

[Jcase sensitive

Search  |Advanced Search

Find an Existing Value \ Add a New Value

#100% ~

Step

Action

Click the Add a New Value tab.

Add a New Yalue

Enter the desired information into the Run Control ID field. Enter
"PO_ACTIVITY_RPT".

Click the Add button.
Add
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Favorites Main Menu~ > Purchasing ~ > Purchase Orders = > Reports ~ > Req and PO Budgetary Activity

PSOFSUPG Home Workdist Add to Favorites Sign out

FSCM 9.2 PSTools B.53 Al ~| Search 3 | Advanced Search
PSEFSWEBDEV12

New Window | Help | Personalize Page | o5,

Req and PO Budgetary Activity

Run Control ID: PO_ACTIVITY_RPT Report Manager Process Monitor B
Language: English [
Report Request Parameters
*Business Unit Q
*Budget Date From [El *To [H
Remaining Amount 0.000
Business Unit GL Q

ChartField Sort Options Personalize | Find | View All IE‘ | H First B 4 of 1 B Last

*ChartField Short Hame From ChartField Value To ChartField Value
ACCOUNT @ Account [s% Q =1
B Save

B Add Update/Display

#100% ~

Step

Action

10.

The Req and Po Budgetary Activity page displays. The user will enter or select the
report parameters needed from the options provided.

NOTE: If you had selected an existing Run Control ID, the above page would
contain the parameters from the last time you ran the report.
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Favorites Main Menu~ > Purchasing ~ > Purchase Orders = > Reports ~ > Req and PO Budgetary Activity
PSOFSUPG

FSCM 9.2 PSTools 8.53 Al ~| Search 3 | Advanced Search

PSDFSWEBDEV12

Req and PO Budgetary Activity

Fun Contro! 1D PO_ACTVITY_RFT  Report Wanager Process Monitor
Language: English v

Report Request Parameters

*Business Unit | aQ,
*Budget Date From [El *To [H
Remaining Amoun( 0.000
Business Unit GL Q

- b
ChartField Sort Options Personalize | Find | View All IE‘ | H
*ChartField Short Hame From ChartField Value To ChartField Value

ACCOUNT @ Account Q

B Save

Home

Worklist

Add to Favorites

Sign out

New Window | Help | Personalize Page | o5,

First B4 1 or 1 B ast

Q

E+ Add

FE

Update/Display

H100% -

Step

Action

11.

Enter the desired information into the *Business Unit field. Enter "LSUSH".

12.

Enter the desired information into the Budget Date From field. Enter "010116".

For all documents for a specific fiscal year, enter 07-01-XX to 06-30-XX in the
From and To fields.

13.

Enter the desired information into the To field. Enter "043016".

14.

Remaining Amount

The user will specify the Remaining Amount fields as follows:

* If you wish to view all of your Department’s POs generated during a specific
period, regardless of the balance (i.e. those with a Remaining Balance of Zero, as
well as those not equal to a Remaining Balance of Zero), do not specify an operand
and accept the default entry of 0 (Zero) in the Remaining Balance field,;

* You may specify an operand and enter the dollar amount in the adjacent field or
accept the default entry of 0 (Zero); or

* For the purposes of managing encumbrances, the user will select “Not Equal” (<
>) to a Remaining Amount of 0 (Zero) so that only the PO Lines with a Remaining
Amount (including credits) will be retrieved.

15.

Click the Remaining Amount list to select one of the operands.
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Step Action
16. Click Not Equal from the list.
PS Desktap - Citrix Receiver [E== (=R (=)
Favorites ~ Main Menu~ > Purchasing ~ > Purchase Orders ~ > Reports = > Req and PO Budgetary Activity
PSOFSCNV Home Worklist Add to Favorites Sign out
iig:g:&;:xl;aja Al ~| Search 3 | Advanced Search
New Window | Help | Personalize Page | &
Req and PO Budgetary Activity
Run Control ID PO_ACTIVITY_RPT Report Manager Process Monitor Run
Language |English .
Report Request Parameters
*Business Unit LSUSH @,
*Budget Date From |01/01/2016 *To |04/30/2016
RemammgAmuum 0.000) usD
Business Unit GL LSUSH @,
ChartField Sort Options Personalize | Find | View Al | (2 | First ' 1 0f 1 ‘& Last
ACCOUNT @, Account @, Y = =
[5] save £+ Add | 7] UpdateDisplay
Step Action
17. Enter ChartField Sort Options
The user may enter a single or multiple ChartFields.
« If the user wishes to specify a different ChartField value than what is displayed in
the ChartField field, he/she should click the ChartField lookup button and select
another value (Account, Dept ID, Fund, Program, Class Project ID, etc.);
* If the user wishes to specify more than one ChartField value, he/she will need to
click the Add a New Row (+) button to insert an additional row(s) and select the
appropriate values.
« If the user wishes to run the report to view all POs for his/her Business Unit —
click the Delete a Row (-) button to delete the row indicating the ChartField value.
NOTE: Most users will not run all POs for their Business Unit. When a specific
Project/Grant value is entered, the remaining fields may be left blank since there
would only be one ChartString for the specific Project/Grant.
18. Click the Look up ChartField button.

QL

]
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Look Up ChartField

x

Help

Search by: ChartField begins wnnl:l

Amanced Lookup

Search Results
View 100 First (4}

AFFILIATE_INTRA1
AFFILIATE_INTRA2
ALTACCT
CLASS_FLD
DEPTID
FUND_CODE
OPERATING_UNIT
PRODUCT
PROGRAM_CODE
PROJECT_ID

1-12of12 (p) Last
Field Short Name
Account

Affiliate

Fund Afiil

Oper Unit Affil
Alt Acct

Class

Dept

Fund

Oper Unit
Product
Program

Project

Step Action

19. Click DEPTID from the Search Results table.
[DEPTID]
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PS Desktop - Citrix Receiver = |
Favorites ~ Main Menu~ > Purchasing = > Purchase Orders ~ > Reports = > Req and PO Budgetary Activity
. .
PSOFSCNV Home Waorklist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Al ~| gearch 2 | Advanced Search
PSOFSWEBDEV42

New Window | Help | Personalize Page | [

Req and PO Budgetary Activity

Run Control ID PO_ACTIVITY_RPT Report Manager Process Monitor Run
Language [English .

Report Request Parameters

*Business Unit LSUSH @,

*Budget Date From 01/01/2016 *To [04130/2016
Remaining Amount |<= . 0.000 UsD
Business Unit GL LSUSH @,
ChartField Sort Options Personalizs | Find | ViewAll |2 [ First 4 10f1 ) Last
‘ChartField Short Name From ChartField Value To ChartField Value
pEPTID x|@ Dept @, @, =
[l save [E% Add || 5] Update/Display
Step Action

20.

Enter the desired information into the From ChartField Value field. Enter
""1050100".

21.

Click the Save button.

NOTE: You must Save any changes made to the first row before additional
row(s) can be inserted. Failure to Save before adding the additional row will
change the first row data back to the default setting.

Bl Save

22.

Click the Add a new row at row 1 button.

23.

Click the Look up ChartField button.

Page 9




Training Guide
Managing Encumbrances 9 2

Look Up ChartField

i

Help

Searchby: ChartFieldbeginswith |
Look Up Amanced Lookup

Search Results
View 100 First [
ChartField

AFFILIATE
AFFILIATE_INTRA1
AFFILIATE_INTRA2
ALTACCT
CLASS_FLD
DEFTID
FUND_CODE
OPERATING_UNIT
PRODUCT
PROGRAM_CODE
PROJECT_ID

1120f 12 [ Last
Field Short Hame
Account

Affiliate

Fund Afiil

Oper Unit Affil
Alt Acct

Class

Dept

Fund

Oper Unit
Product
Program

Project

Step Action

24.
FUNMD_CODE

Click FUND_CODE from the Search Results table.

PSOFSSND

‘ Al v| Search

| » | Advanced search

Req and PO Budgetary Activity

Run Control ID: PO_REQ Report Manager

English .

Language:

Process Monitor

Report Request Parameaters

*Business Unit LSUSH|Q,
*Budget Date From 01/01/2016 5]

“To 002016 |1

Remaining Amount |€>

Business Unit GL |LSUSH|Q

~ 0000 ysp

ChartField Sort Options

*ChartField Short Name

From ChartField Value

Personalize | Find | View All | [E1} | =1
To ChartField Value

First B 12 or 2 B Last

DEFTID Q_ Dept [1050100

Ja |

< F[E

Funo_cooe  x [ Fand [

la |

<3 [
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Step Action
25. Enter the desired information into the From ChartField Value field. Enter "111".
26. Click the Delete row 1 button, if you wish to delete a row.
[=]
217. Click the OK button.
e
28. Click the Save button.
NOTE: The values entered in the Procurement Budgetary Activity Parameter
page, in this example, will retrieve only those Purchase Orders for the Department
and Budget Dates specified with a Remaining Amount not equal to 0 (Zero).
Bl Save
29. Click the Run button.
Run

Process Scheduler Request

User ID: WDOOL1

Run Control ID: PO_ACTIVITY_RPT

server Name: | RN : Run Date:@
Recurrence: : Run Time: \1 0:20:04PM
Tmezone| &

Process List
Select Description Process Name

Procurement Budgetary Activity P0OS8001
Requisition Budgetary Activity POS8002
PO Activity, Excel for POS8001 ZZPO0032
Req. Activity, Excel PO38002 Z7P00033

[ ok ] cancel |

| | ResettoCurrent Date/Time.

Process Type
SOR Report
SOR Report
SOR Report
SOR Report

“Type *Format Distribution

Web . PDF : Distribution

Web : PDF : Distribution
Web : FDF : Distribution
Web : PDF :

Distribution

Step

Action

30.

Click the Server Name list.
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Step Action

31. Click the PSNT list item.

Process Scheduler Request

User ID: WDOOL1 Run Control ID: PO_ACTIVITY_RPT

Server Name: |[EEIN1S . Run Date: 04/19/2016 [51)
Recurrence: T~ RunTime:[10:30.04P | | Resetto Current Date/Time

T —
Process List

Select Description Process Name Process Type E Distribution
O Procurement Budgetary Activity POS8001 SOR Report Distribution
O Requisition Budgetary Activity POS8002 SOR Report m lF. Distribution
[0 POActviY, Excel for POS8001 ZzzPOD032 SOR Report [weo  [¥][FoF  [¥] oistmibution

Req. Activity, Excel POS8002 ZZP00033 S0OR Report Web PDF Distribution

[ ok ] cancel |

Step Action

32. Click the Procurement Budgetary Activity option in the Process List.

Ol

33. Click the OK button.
Ok
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PS Desktop - Citrix Receiver

Favorites ~ Main Menu~ > Purchasing = > Purchase Orders ~ > Reports = > Req and PO Budgetary Activity

PS9FSSND
FSCM 9.2 PSTools £.53 All ~| Search
PSOFSWEBDEVH

Req and PO Budgetary Activity

Run Control ID: PO_REQ
Language: English .

Report Request Parameaters

Report Manager

*Business Unit LSUSH Q
*Budget Date From 01/01/2016 Ei]

Remaining Amount | <> .

Business Unit GL LSUSH|Q

*To 04/30/2016 |[5)

ChartField Sort Options

*ChartField Short Hame From ChartField Value

DEFTID Q. Dept 1050100

& Save || & Retumn to Search

% | Advanced Search

Process Monitor

0.000 usD

Personalize | Find | View All | [ Ell | i First B 1 or 1 B Lagt
To ChartField Value

o]

Home Worklist Add to Favorites Sign out

New Window | Help | Personalize Page |\,

El

B+ Add Update/Display

Step

Action

34.

Click the Process Monitor link.
|F'rn|::ess Mnnitnrl

Favorites ~ Main Menu~ > Purchasing ~ > Purchase Orders = > Reports ~ > Req and PO Budgetary Activity > Process Monitor

PS9FSUPG
FSOM 2.2 PSTools 8.52 Al ~| Search
PSOFSWEBDEV12

Process List || ServerList

View Process Request For

UserIDWDOOL1 % |@ Type v|| Last ]

Server Hame a Instance

Process List

Select Instance Seq. Process Type Process Name User Run DateiTime Run Status Status Details
11000078 SQR Report POS58001 WDOoOoL1 04/07/2016 1:13:13PM CDT Processing  N/A Details
11000077 SQR Report PORQO10 WDOoOoL1 04/07/2016 11:38:35AM CDT Success Posted Details
11000074 SQR Report FORQO10 WDOoOoL1 04/07/2016 11:27:01AM CDT Success Paosted Details

Go back to Req and PO Budgetary Activity
B Save |[=] Notify

Process List| Server List

3 | Advanced Search

Distribution Status Save On Refresh

Personalize | Find |\

Home Workdist Add to Favorites Sign out

New Window | Help | Personalize Page | \2,

_Days v Refresh

ewall |20 B8 First B 13 073 [ st

Distribution

®100% -
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Step

Action

35.

Click the Refresh button until the process is complete (i.e. Run Status = Success
and Distribution Status = Posted).

36.

Click the Go back to Req and PO Budgetary Activity link.
|G0 backto Reqg and PO Eudgetary.ﬁ.ctivitﬂ

PS Desktop - Citrix Receiver

=8 EOR (5
Favorites ~ Main Menu~ > Purchasing = > Purchase Orders ~ > Reports = > Req and PO Budgetary Activity
. =
PSOFSSND Home Waorklist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 All ~| 3earch 3 | Advanced Search
PSSFSWEBDEVH

New Window | Help | Personalize Page | /5,

Req and PO Budgetary Activity

Run ControlID: PO_REQ _ Report Manager Process Monitor Run
Language: English .

Report Request Parameters

*Business Unit LSUSH|Q
*Budget Date From 01/01/2016 [ *To 04/30/2016 |[H]
Remaining Amount | == . 0000 uUsD
Business Unit GL LSUSH|Q
ChartField Sort Options Personalize | Find | View Al | [ Ell | 2| First B 1 or 1 B Lagt
*ChartField Short Hame From ChartField Value To ChartField Value

DEFTID @ Dept 1050100 Q Q =

& Save | & Retum to Search E+ Add Update/Display

Step

Action

37.

Click the Report Manager link.
| Feport h1:3n:3ger|
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Favorites Main Menu~ > Purchasing ~ > Purchase Orders = > Reports ~ > Req and PQ Budgetary Activity > Report Manager
PSOFSUPG Home Workdist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 All ~| Search 3 | Advanced Search
PSOFSWEBDEV12
New Window | Help | Personalize Page | &,
Administration || List || Explorer || Archives
View Reports For
Instance: to: Refresh
Created On: H [Last v| 1| [Days V]
Reports Personalize | Find |View Al |2 | B First M 13 or2 [ Laat
Report Report Description Folder Name S;’:fr‘if::" I“;"”" I::’t:i:
FROCUREMENT 04107116
1 POS8001 BUDGETARY ACTIVITY General 116PM 9074765 11000078
0410716
2 PORQO10 REQUISITION PRINT SQR General 11-40AM 9074764 11000077
3 PORQOT0 REQUISITION PRINT SQR General S:Jg?:'g 9074761 11000074

Go back to Req and PO Budgetary Activity
& Save

Administration | List | Explorer | Archives

#®100% ~
Step Action
38. Click the Administration tab.
Administration

Favorites~ | Main Menu~ > Purchasing ~ > Purchase Orders ~ > Reports = > Reqand PO Budgetary Activity > Report Manager
PSOFSUPG Home Waorklist Add to Favorites Sign out
FSCM 0.2 PSTools 8.53 Al ~| Search 3 | Advanced Search
PSIFSWEBDEV1Z

New Window | Help | Personalize Page | B,
Administration List Explorer Archives

View Reports For

User ID: DOOL1
Status: | V‘ Fu\den‘ Vl\nslancs:
Report List Personalize | Find | view Al | &2 | B
m ST e Duterrme
9074765 11000078 Procurement Budgetary Activity sﬁgggghﬁ
9074754 11000077 Requisition Print SQR e
9074761 11000074 Requisition Print SQR 3:’2?‘321&
@Selem\\l DDese\en All

~ Click the delete button to delete the selected report(s)
Go backto Req and PO Budgetary Activity
& Save

Administration | List | Explorer | Archives

to:

First B 13 or 3 B Last

Format  Status
Acrobat

. Posted
(*.pdf)

Acrobat

(= pdn) Posted
Acrobat

= pdi) Posted

Refresh

Details
Details
Details

Details

H100% ~
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Step Action

39. Click the Procurement Budgetary Activity link.
This action opens a new window.
| Procurement Budgetary Activity |

40. As specified in the Procurement Budgetary Activity Parameter page, only the PO
line(s) with a Remaining Amount are retrieved. This will make it easier for the user
to analyze the report when determining the encumbrances that need to be closed or
adjusted.

41. View the Procurement Budgetary Activity Report.

The Procurement Budgetary Activity Report contains the following fields
(columns):

Field

Example

Explanation

PO ID
00351940
PeopleSoft auto-generated PO number and/or Confirmation Purchase Order.

Line/Sched/Dist

1/1/1

Line: ID Line # on the PO (should be the same on the Requisition).
Schedule: Number of scheduled delivery(s).

Dist: ChartString of Department(s) paying for item.

Dept
1050100
Department number from Chart of Accounts

Class
10105
Class number from Chart of Accounts

The fields (columns) of the Procurement Budgetary Activity Report
continued:

Field

Example

Explanation

Project/Grant
5050100000
Project number from Chart of Accounts, if applicable.
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Supplier
0000006478
ID of Supplier on PO

Supplier Short Name
3GS, LLC
Name of Supplier associated with ID

REQ ID

Source of PO, if exists

The Requisition ID may not appear on this Report if the PO was created
without a Requisition by the Purchasing Department.

Procurement Budgetary Activity Report continued:
Field

Example

Explanation

Original PO Amount
The total dollar amount of the PO Line. PeopleSoft calculates the amount
based on the total of the item quantity and the item price.

Liquidated Amount
The dollar amount of the PO Line that has been paid (i.e. the reversal of the
encumbrance).

Remaining Amount
Amount not spent from PO (Original Amount — Liquidated Amount =
Remaining Amount).

Vouchered Amount
The dollar amount of the PO line that has been invoiced and paid to the
supplier.
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PS Desktop - Citrix Receiver Fole =
& hitps:/ | psHsrcb.lsuhsc.edu/psreports/fssnd /3479 /POSB001_3553.PDF - Internet Explorer _[&] ]
Gev |"@ https: Jpssfsrch lsuhsc.edu/psreports/fssnd/3473/P0seo01_3s O =] & ‘i" (2 pssfrchlsuhsc.edu x AT
Fle Edt Goto Favorites Help

- B - Y e - Page - Safety - Tooks- @@- ] o 4

esplesore purchasis Page mo. 1
Beport ID:PosE0eL PROCTREMSNT BLDGETARY ACTIVITY SEPORT Baa Date: D4/30/301
s Tise: 03:31:10
Business Gnit: LSUSE Sudget Date From 2016-01-01 To 2016-06-30  ematning Amcust <x .00 wED
Levsa
Department - 105018

osoezzs 1nn 1050100 10205 0000025117 PATTERSON-005 0063033 aus.05 3908
ogaazzs 211 1050100 10205 an 7 oaTTERSON-005 ¢ .05 am.op
ogaazzs ann 1050100 10205 9000025117 PATTERSCN-005 90 w21 mmat
osae368 1nn 1050100 10205 0003005853 B & a PL0D-001 E01S: 9,412.90 000
ogamaaee 211 1050100 10205 9000005253 B & 3 FLOD-001 E01S3ISA 20970 0.0
ogamaaee nn 1050100 10205 9000005253 B & 3 FLOD-001 E01S3ISA s61.02 0.0

Torats 14,150.03 105655

Ena of Baport

Step Action

42, Click the Print button.

NOTE: You may save the report by clicking Save As... or email the report by
clicking Send, Page By E-mail...

Page 18



Training Guide
Managing Encumbrances 9 2

PS Desktop - Citrix Receiver

File Edit Goto Fa

G -8 - e

Beport ID:Poss0eL

AT HP Laserlet

Copies: [L j

Pages to Print
& Al
£ Current page

 pages L

Business Gnit: LSUSE
Levsa
Department - 1050180

» More Options

Page Sizing & Handling (3)

[®) Bookiet |

oo s
=181

i v f2}

Help @)
Comments & Forms
[Document and Markups =l
e o
Bt auzoszns
£
11 x8.5 Inches

P —— ’W BY poster | [E) Muttipte
w1

w24 | SizeOptions:

ot wn

osar83EE 1  Fit

ogoTEIEE mn  Actual size

womes  nn

& Shink oversized pages
I~ Choose paper source by PDF page size
I~ Print on both sides of paper

Orientation:
@ Auto portrait/landscape

" Portrait

© Landscape

Want to print colors as gray & black? (i)

Page Setup...

—

=
Pagelofl
Concd
VA

Step

Action

43.

Cancel

User will select to appropriate print options and click the OK button to print.

For training purposes only, click the Cancel button.

Page 19



Training Guide
Managing Encumbrances 9 2

PS Desktop - Citrix Receiver Fole =
& hitps:/ | ps¥srcb.lsuhsc.edu/psreports/fssnd /3479 /POSB001_3553.PDF - Internet Explorer _[&] ]
6@' |"@ https: Jpssfsrch lsuhsc.edu/psreports/fssnd/3473/P0sso01_3s O 7| & ‘i" (2 pssferch.lsuhsc.edu x AT
Fle Edt Goto Favorites Help

- B - Y o= - Page - Safety - Tooks- @@- ] o 4

esplesore purchasisg Page mo. 1
Beport ID:Poss0eL PROCTREMENT BLDGETARY ACTIVITY SEPORT Baa Date: B4/30/301
aa Tise: 03:31:19

Business Gnit: LSUSE Sudget Date From 2016-01-01 To 2016-06-30  ematning Amcust <x .00 wED
Levsa
Department - 105018

osoezzs 1nn 1050100 10205 0008025117 PATTERSON-005 0063033 aus.05 3908
ogaazzs 11 1050100 10205 an 7 oATTERSON-00 ¢ .05 am.op
ogaazzs ann 1050100 10205 9008025117 PATTERSCN-005 90 1211 et
osoe3es 1nn 1050100 10205 0003005853 B & J PL0D-001 E01S: 9,412.90 0.00
oaaaaee 11 1050100 10205 9000005253 B & 3 FLOD-001 G01S3ISA 20970 0.0
oaaaaee nn 1050100 10205 9000005253 B & 3 FLOD-001 G01S3ISA 36102 0.0

Torats 14,150.03 105655

Era of Rapore

Step

Action

44,

Click the Close button.

45.

This completes View and Print the Procurement Budgetary Activity Report to
HTML.
End of Procedure.
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View and Print the Procurement Budgetary Activity Report to Excel
Procedure

In this topic you will learn how to view and print the Procurement Budgetary Activity Report
in Excel.

NOTE: This report will retrieve information on Purchase Orders for your Department, for a

specified period of time. You will be able to view any remaining encumbrance amounts for the
PO Lines in this report.

Step Action

1. Navigation to the Req and PO Budgetary Activity Page

From the Main Menu, click the following:

Purchasing > Purchase Orders > Reports > Req and PO Budgetary Activity

2. Users can modify existing run control parameters, or can continue to use the current
settings.

The Excel Budgetary Activity Report lists additional fields that are not listed on the
report run to HTML (i.e. Buyer, PO Type, and PO Status)

Favorites~ | Main Menu~ > Purchasing ~ > Purchase Orders = > Reports ~ » Req and PO Budgetary Activity

PSOFSUPG Home Waorklist Add to Favorites Sign out

FSCM 0.2 PSTools .53 Al ~| Search 3 | Advanced Search
PSOFSWEBDEV12

New Window | Help | &,

Req and PO Budgetary Activity

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value

= Search Criteria

Search by: Run Control ID begins with

[Clcase sensitive

Search  |Advanced Search

Find an Existing Value \ Add a New Value

H100% ~
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Step

Action

3.

Click the Search button.

Search

Favorites= | Main Menu~ > Purchasing ~ > Purchase Orders ~ > Reports = > Req and PO Budgstary Activity

PSOFSUPG Home Waorklist Add to Favorites Sign out

FSCM B2 PSTools 8.53 Al ~| Search % | Advanced Search [l Last Search Resulis
PSOFSWEBDEV12

New Window | Help | \&,
Req and PO Budgetary Activity
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value

= Search Criteria

Search by: Run Control ID begins with

[lcase Sensitive

Search |Advanced Search

Search Results
View All First [§] 1-20f2 [ Last
Run Control ID

PO_ACT_REPORT

Find an Existing Value | Add a New Value

javascript:submitAction_win0{decument.wind, '#ICRowd); H100% -

Step

Action

Click the PO_ ACT_REPORT link.
| PO_ACT_REPORT |
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PS Desktop - Citrix Receiver
Favorites ~
PS9FSSND

FSCM 9.2 PSTools 8.53
PSIFSWEBDEV11

Req and PO Budgetary Activity

Run Control ID:
Language:

Report Request Parameters

Main Menu~ > Purchasing ~ > Purchase Orders = > Reports = > Req and PO Budgetary Activity

(=S EOR (5

Home Workdist Add to Favorites Sign out

Al ~| gearch % | Advanced Search

New Window | Help | Personalize Page | 15,

PO_REQ Report Manager

English .

Process Monitor

ChartField Sort Options

*Business Unit LSUSH|Q
*Budget Date From 01/01/2018 Ei]

Remaining Amount | <= .

Business Unit GL LSUSH|Q

*To 047202016 |5l

0000 usD

Personalize | Find | View All | [E1} | =i First B 1 or 1 B Lagt

DEFTID @, Dept 1050100 Q Q =
E Save | & Return to Search E+ Add Update/Display
Step Action
5. The Req and PO Budgetary Activity page displays. The user will enter or select the

report request parameters.

NOTE: If you had selected an existing Run Control ID, the above page would
contain the parameters from the last time you ran the report.

To eliminate retrieving all Purchase Orders for all 11 Business Units, the minimum
entries required are the following:

* Business Unit

* The DeptID or Project/Grant, if applicable. If Project/Grant is entered, there is no
need to enter any other parts of the ChartString since a Project/Grant number is tied
to only one ChartString.
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PS Desktop - Citrix Receiver

(=S E0R (5
Favorites ~ Main Menu~ > Purchasing ~ > Purchase Orders = > Reports = > Req and PO Budgetary Activity
. . -
PSOFSSND Home Waorklist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Al | Search 2 | Advanced Search [l Last Search Results
PSIFSWEBDEVH

New Window | Help | Personalize Page | 15,

Req and PO Budgetary Activity

Run Control ID: REQ_ACT_RPT Report Manager Process Monitor 0
Language: English .
Report Request Parameters
*Business Unit LSUSH|Q
*Budget Date From 01/01/2018 [ *To 04/30/2016 |[]

Remaining Amount |= . 0000 ysp

Business Unit GL LSUSH|Q

ChartField Sort Options Personalize | Find | View Al | [E1} | =i First B 1 or 1 B Lagt

*ChartField Short Name From ChartField Value To Chartfield Value
DEFTID @, Dept 1103500 [s% s} =1
E Save | & Return to Search [Er Add Update/Display

Step

Action

Click the Save button.

NOTE: The values entered in the Req and PO Budgetary Activity page will
retrieve only those Purchase Orders for the department specified that have a
remaining amount not equal to zero.

B Save

Click the Run button.
Fun
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Process Scheduler Request

User ID: WDOOL1 Run Control ID: REQ_ACT_RPT

Server Name: |[5]N1 . Run Date: | 04/20/2016 [51)
Recurrence: ¥ RunTime:[11:20164M | | Resetto Curent Date/Time
Tmezone| I

Process List
Select Description Process Type § Distribution

Procurement Budgetary Activity SOR Report Distribution
Requisition Budgetary Activity SOR Report m lF. Distribution
PO Activity, Excel for POS8001 SQR Report PDF Distribution
Reaq. Activity, Excel POS3002 SOR Report PDF Distribution

[k ] cancel |

Action

Click the Select PO Activity, Excel for POS8001 option.

Click the OK button.
OK

10.

Click the Process Monitor link.
| Process Monitor|
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Favorites Main Menu~ > Purchasing ~ > Purchase Orders = > Reports ~ > Req and PO Budgetary Activity > Process Monitor
PSOFSUPG Home Workdist Add to Favorites Sign out
FSCM 2.2 PSTools 8.53 Al ~ Search 2> | Advanced Search ol Last Search Results
PSOFSWEBDEV12
New Window | Help | Personalize Page | 2,
Process List || ServerList
View Process Request For

UserIDWDOOL1 x|Q  Type | [Last v 1 Refresh
server V] Hame @ nstance ©
Run Slalus Distribution Status Save On Refresh

Process List Personalize | Find | View All |20 [ B8 First [ 14 or4 B Last

Select Instance Seq. Process Type Process Name User Run DatefTime Run Status 2“?;‘;’”"“ Details
11000079 SOR Report 7ZPO0032  WDOOL1  04/07i2016 2:11:02PM CDT Processing  N/A Details
11000078 SOR Report POSE001 WDOOL1  04/07/2016 1:13:13PM CDT Success Posted  Details
11000077 SOR Report PORQOI0  WDOOL1  04/07/2016 11:38:35AM COT Success Posted  Details
11000074 SQR Report PORQO10 WDOOL1 04/07/2016 11:27:01AM CDT Success Paosted Details

Go back to Req and PO Budgetary Activity
& Save

Process List| Server List

Notify

H10% -

Step Action

11. Click the Refresh button until the process is complete (i.e. Run Status = Success
and the Distribution Status = Posted).

Refresh

12. Click the Go back to Req and PO Budgetary Activity link.
|G0 back to Req and PO Budgetary .ﬂ.miui’ry'|

13. Click the Report Manager link.
| Report Manager]|
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Favorites Main Menu~ > Purchasing ~ > Purchase Orders = > Reports ~ > Req and PQ Budgetary Activity > Report Manager
PSOFSUPG Home Workdist Add to Favorites Sign out
FSCM 9.2 PSTools B.53 Al ~ Search 3 | Advanced Search (ol Last Search Results
PSIFSWEBDEV12
New Window | Help | Personalize Page | &,
Administration || List || Explorer || Archives
View Reports For
Instance: to: Refresh
Created On: H [Last v| 1| [Days V]
Reports Personalize | Find | View All |2 | B First M 1.4 or 4 [ Last
Report Report Description Folder Name S;’:fr‘if::" I“;"”" I::’t:i:
PO ACTIVITY, EXCEL FOR, 04107116
1 ZZP00032 POS2001 General 2:14PW 9074766 11000079
PROCUREMENT 0410716
2 POS8001 BUDGETARY ACTIVITY General 1-16PM 9074765 11000078
04/07H16
3 PORQOT0 REQUISITION PRINT SQR General 11404 9074764 11000077
4 PORQOT0 REQUISITION PRINT SQR General Efg?:'? 9074761 11000074

Go back to Req and PO Budgetary Activity
& Save

Administration | List | Explorer | Archives

#100% ~
Step Action
14. Click the Administration tab.
Administration

Favorites~ | Main Menu~ > Purchasing ~ > Purchase Orders ~ > Reports = > Reqand PO Budgetary Activity > Report Manager
PSOFSUPG Home Waorklist Add to Favorites Sign out
FSCM B2 PSToolsB.53 Al ~| Search 3 | Advanced Search (@ Last Search Results
PSIFSWEBDEV1Z

New Window | Help | Personalize Page | B,
Administration List Explorer Archives

View Reports For

Status: | V‘ Fu\den‘ Vl\nslancs: to:

Report List Persanalize | Find | view Al | 0 |
Select ‘RDED"" ::;"EE Description S:fe'ﬁﬁ;e Format
9074766 11000079 PO Activity, Excel for POS8001 gﬁgggg?j ?f;%%a'
9074765 11000078 Procurement Budgetary Actvity FD |
9074764 11000077 Requisition Print SOR ?fg;ﬁgl& ?f;‘;%a‘
90747641 11000074 Requisition Print SOR ng;"gg_l& ?f;%%a'

selectal  Dpeselectal

Click the delete button to delete the selected report(s)
Go backto Req and PO Budgetary Activity

B Save

Administration | List | Explorer | Archives

Status

Posted

Posted

Posted

Posted

First B 1-4 or 4 B Last

Details

Details

Details

Details

Details

Refresh

®100% ~

Page 27



Training Guide
Managing Encumbrances 9 2

Step

Action

15.

Click the PO Activity, Excel for POS8001 link.
PO Activity, Excel for POS8001

Report Detail

Report

ReportID: 9074766 Process Instance: 11000079
Name: ZZP0O0032 Process Type: SQR Report
Run Status: Success

PO Activity, Excel for POS8001
Distribution Details

Distribution Node: REFNODE Expiration Date: 04/21/2016

File List

Name File Size (bytes)  Datetime Created
SQR_ZZP00032_11000079 log 2120 04/07/2016 2:14:28 693000PM CDT
Z7ZP00032_11000079 aut 59 04/07/2016 2:14:28 693000PM CDT
zzpo0032_11000079.csv 450 04/07/2016 2:14:28.693000PM CDT
Distribute To

Distribution ID Type *Distribution ID

User wDooL1

[ o | cancer |

javascript:submitAction_win0{document.wind,'PMN_DERIVED_MESSAGELOG_BTN'); H100% v .

Step

Action

16.

Click the zzpo0032_11000079.csv link.

This action opens a hew window.
|zzpo0032_11000079.csv |

17.

As specified in the Procurement Budgetary Activity Parameter page, only the PO
line(s) with a Remaining Amount are retrieved. This will make it easier for the user
to analyze the report when determining the encumbrances that need to be closed or
adjusted.

18.

View the Procurement Budgetary Activity Report.

The Procurement Budgetary Activity Report contains the following fields
(columns):

Field

Example

Explanation
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PO ID
00351940
PeopleSoft auto-generated PO number and/or Confirmation Purchase Order.

Line/Sched/Dist

1/1/1

Line: ID Line # on the PO (should be the same on the Requisition).
Schedule: Number of scheduled delivery(s).

Dist: ChartString of Department(s) paying for item.

Dept
1050100
Department number from Chart of Accounts

Class
10105
Class number from Chart of Accounts

The fields (columns) of the Procurement Budgetary Activity Report
continued:

Field

Example

Explanation

Project/Grant
5050100000
Project number from Chart of Accounts, if applicable.

Supplier
0000006478
ID of Supplier on PO

Supplier Short Name
3GS, LLC
Name of Supplier associated with ID

REQ ID

Source of PO, if exists

The Requisition ID may not appear on this Report if the PO was created
without a Requisition by the Purchasing Department.

Procurement Budgetary Activity Report continued:
Field

Example

Explanation
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Original PO Amount
The total dollar amount of the PO Line. PeopleSoft calculates the amount
based on the total of the item quantity and the item price.

Liquidated Amount
The dollar amount of the PO Line that has been paid (i.e. the reversal of the
encumbrance).

Remaining Amount
Amount not spent from PO (Original Amount — Liquidated Amount =
Remaining Amount).

Vouchered Amount
The dollar amount of the PO line that has been invoiced and paid to the

supplier.
PS Desktop - Citrix Receiver = |
& = 2zpo0032_3555 [Read-Only] - Microsoft Excel o B 8
Home | Insert  Pagelayout  Formulas Data  Review  View  Addlns a@co @ =
b General - L - E- N ja
, B I U- $ - % o | % 88| Condiional Format Cel | .. Find &
7 = [#Format - | 2~ Select™
Clipboard 1= Font . Alignment Number Styles Cells Editing
A1 - (" % v F| Reportip: v
A B = D E F G H [} J K L M N o =
1 REpurtID-POSEDDI PeopleSoft Purchasing B
2 PROCUREI Remainin; <> 0 UsD RunDate: 4/20/16
3 LSUSH BudgetDs  1/1/16 To 4/30/16 RunTime: 9:48:59
4 |Departme Fund = 111
=
6
7
8
9 POID Line/Sched/Dist Buyer PO Type PO Status Supplier REQID  Original P Liquidate« Remainin Vouchere
10| 6078228  1/1/01 1050100 10105 LTHOMA GEN D 25117 PATTERSC 63093 448.05 439.09 8.96 439.09)=
11| 6078228 2/1/01 1050100 10105 LTHOMA GEN D 25117 PATTERSC 63093 448.05 439.09 8.96 439.09
12 | 6078228 4f1/01 1050100 10105 LTHOMA GEN D 25117 PATTERSC 63093 182.11 178.47 3.64 178.47
13 | 6078366 1/1/01 1050100 10105 CTAYLZ GEN D 5853 B &) FLOC 6015395A 9412.9 0 9412.9 0
14 | 6078366 2/1f01 1050100 10105 CTAYLZ GEN D 5853 B & J FLOC 6015395A 3299.7 0 3299.7 0
15| 6078366  3/1/01 1050100 10105 CTAYL2 GEN D 5853 B &J FLOC 6015395A 361.02 0 361.02 0
16 Totals: 14151.83 1056.65 13095.18 1056.65
17
18
19
20 P
21 -
W 4 » M| zzpo0032_3555 /% M4 [ | 2l
Edit | | EHEIE 100%

Step Action

19. Click the Close button.
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Report Detail

Report

ReportID: 9074766 Process Instance: 11000079
Name: ZZP0O0032 Process Type: SOR Repaort
Run Status: Success

PO Activity, Excel for POS8001
‘ Distribution Details

Distribution Node: REFNODE Expiration Date: 04/21/2016

File Size (bytes)  Datetime Created
‘SQR_7ZZP00032_11000079 log 2120 04i07/2016 2:14:28 693000PM CDT
Z7ZP00032_11000079 aut 59 04/07/2016 2:14:28 693000PM CDT
zzpo0032_11000079.csv 450 04i07/2016 2:14:28.693000PM CDT
Distribute To
Distribution ID Type *Distribution ID
User wpooL1

[ o | gancer |

javascript:submitAction_win0{document.wind,'PMN_DERIVED_MESSAGELOG_BTN'); 0% v

Step Action

20. Click the OK button.
OK

21. This completes View & Print the Procurement Budgetary Activity Report in Excel.
End of Procedure.
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Run the ZZCLEANUP_PO_ACTIVITY Query

The ZZCLEANUP_PO_ACTIVITY Query report can only be run in PSO9FSRPT database.

The ZZCLEANUP_PO_ACTIVITY is public query within the PeopleSoft system. It has been
designed and developed to provide users with information necessary for managing encumbrances.
When running the query, the information can be displayed in three formats: HTML, Excel and/or
as a CSV Text File.

The HTML format displays the data in a specified order. HTML does not allow manipulation of
the data (i.e. moving columns). Users may elect to run the data to Excel or CSV Text File. The
data will display in the same order as it appeared in the HTML format. However, the data can be
manipulated (i.e. moving columns) within the Excel or CSV Text File formats.

NOTE: CSV is an abbreviation for Comma Separated Value File. This type of file is not often
used by general query users, but is available to you.

NOTE: Queries are run in the PS9FSRPT (Reports) database.
Procedure

In this topic you will learn how to Run the ZZCLEANUP_PO_ACTIVITY Query.

NOTE: The ZZCLEANUP query can only be run from the Reports (PS9FSRPT) database. It
cannot be run in the Production (PS9FSPRD) database.

Favorites ~ Main Menu ~
PSOFSUPG Home Waorklist Add to Favorites Sign out

FSCM 0.2 PSTeols 8.53
PSOFSWEBDEV12

Menu ~| Search 3 | Advanced Search  [al Last Search Resulis

Personalize Content | Layout ? Help

H100% -

Page 32



Training Guide
Managing Encumbrances 9 2

Step Action
1. Click the Main Menu button.
2. Click the Reporting Tools menu.
Reporting Tools 4
3. Click the Query menu.
| Query 4
4, Click the Query Viewer menu.
| = Query‘-fiewerl

Favorites ~ Main Menu~ > Reporting Tools = > Query = > Query Viewer
PSOFSUPG Home Workdist Add to Favorites Sign out
;iggw‘_vsz’:;::;ﬁ\;sas Al ~ Search 2> | Advanced Search ol LastSearch Results

New Window | Help | Personalize Page | 2,
Query Viewer

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

“Search 8 ——

Search Advanced Search

H100% -

Step Action

5. A portion of the Query Name must be known and entered in order to retrieve the
desired information. The Query Name field is not case sensitive; lower, upper or
mixed case letters may be entered.

Enter the desired information into the Search By field. Enter "ZZCLEANUP".

6. Click the Search button.
Search
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Favorites Main Menu~ > Reporting Tools = > Query = > Query Viewer

PSOFSUPG Home Workdist Add to Favorites Sign out
FSCM 2.2 PSTools 8.53 Al ~ Search 2> | Advanced Search ol Last Search Results
PSOFSWEBDEV12

New Window | Help | Personalize Page | \2,
Query Viewer

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

“Search By egnewin  ZZCLERUP

Advanced Search

Search Results

*Folder View
Query Personalize | Find | view All |2 | B First B 12012 B Last
Query Name Description Owner Folder g_‘;:,lt" E::e"" 2:;;_'“ Schedule ';:vi:“"es
ZZCLEANUP_PO_ACTWVITY 88 PO Cleanup query Public HTML Excel XML  Schedule Favorite
ZZCLEANUP_REQ_ACTIVITY 88 Requisition Cleanup guery Public HTML Excel XML Schedule Favorite

H10% +

Step Action

7. Click the HTML link for the ZZCLEANUP_PO_ACTIVITY query.

ZZCLEANUP_PO_ACTIVITY - 88 PO Cleanup query

Business Unit: |

Department:

Beg Accounting Date: Eﬂ

End Accounting Date: El
View Results

Unit :g ::zg Supplier Location Name Type Status "9 PO pyver status Rule Receipt Budget Change Original Liquidated

Date Date Status Order Amount Amount -S09°" Line

Sched Distribution Dist
Account Fur
Hum By

>
H10% +
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Step Action
8. Enter the desired information into the Business Unit field. Enter "LSUSH".
9. Enter the desired information into the Department field. Enter "1050100".
NOTE: You may run the query for a specific department by entering the
department number, or you may utilize the wild card, ""%"", to run the query for
the entire Business Unit.
10. Enter the desired information into the Beg Accounting Date field. Enter "110115".
11. Enter the desired information into the End Accounting Date field. Enter "113015".
12. Click the View Results button.

NOTE: It may take several minutes for the results to display since the data is
being pulled from many tables.

View Results

ZZCLEANUP_PO_ACTIVITY - 88 PO Cleanup query

Business Unit: |LsusH
Department: 1050100
Beg Accounting Date: 11/01/2015 Ei]
End Accounting Date: |11/30/2015 [5]

View Results

Download results in :  Excel SpreadSheet CSV TextFile XMLFile (1 Kb)
iew All

Unit  PONo. GuPP supplier  Locaion Name Type Status AcctgDate FODate  Buyer Status  Rule Budget|Change| Onginal | Liquiiated

ReCEPt Ststus Order Amount Amount

ATLAS

1 LSUSH 06078077 SHARE 0000038380 0000000001 FLAGS, GEN D 11/11/2015 11/11/2015 LTHOMA M STANDARD R 0575000 -575.000 DE
ATLAS

2 LSUSH 06078077 SHARE 0000038380 0000000001 FLAGS, GEN D

11/11/2015 1111/2015 LTHOMA M STANDARD R v 0 575.000 0.000 DE

H100% -

Step

Action

13.

The query results display at the bottom of the page. The query displays one line for
the original encumbrance amount and a line for each payment (liquidated amount)

In this example, only one result was returned. Generally, the system will display the

first 100 items on the screen. You would use the arrows and links on the far right of
the page view additional pages.
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Step

Action

14.

web page.

Excel and can then be sorted and filtered as needed.

Click the Excel Spreadsheet link.
Excel Spreadsheet

You may download your HTML results to either of the following:

Excel Spreadsheet: The results will display to a web page in Internet Explorer. The
Excel functionalism (Data, Sort and Filter, Format Cells, etc.) are available in the

CSV Text File: When you select this option, the results download into Microsoft

ZZCLEANUP_PO_ACTIVITY - 88 PO Cleanup query

Business Unit: LSUSH
Department: 1050100
Beg Accounting Date: |11/01/2015
End Accounting Date: 11/30/2015 Eﬂ
View Results
Download results in :  Excel Spreadsheet Csv TextFile MLFile (1 kb)
View All

Unit PO Ho. 5;:"3 Supplier  Location MName Type Status AccigDate PODate  Buyer Status  Rule

Budget Change Original Liquidated

RECEIPt gotus Order Amount Amount
ATLAS
1 LSUSH 06078077 SHARE 0000038380 0000000001 FLAGS, GEN D 1111172015 1111/2015 LTHOMA M STANDARD R 0575000 -575.000 DE
ATLAS
2 LSUSH 06078077 SHARE 0000038380 0000000001 FLAGS, GEN D 11/11/2015 11/11/2015 LTHOMA M STANDARD R 0575000  0.000 DE
Do youwant ta open or save ZZCLEANUP_PO_ACTIVITY_15840.xls (10.5 KB) from psSfsrch.Jsuhsc.edu?
& Open Save | v|| Cancel - 2
H100% -

Step Action
15. Click the Open button.
Dpen

Page 36




Training Guide
Managing Encumbrances 9 2

Ik

Insert

Microsoft Excel

) 2
Home

Pagelayout  Formulas  Data  Review  View  Acrobat

= B =R

0 Protected View  This file originated from an Internet location and might be unsafe. Click for more details.

Al - J= | 88 PO Cleanup query

Enable Editing x

(] ZZCLEANUP_PO_ACTIVITY 223:ds [Protected View]

[ A B ® D E F
1] 2

2 |unit PO No. [supp setup |Location  [Name

[Type

3 |LSUSH 06078077
4 LSUSH 06078077

SHARE
SHARE

0000038380
0000038380

0000000001
0000000001

ATLAS FLAGS, INC.
ATLAS FLAGS, INC.

28
H 4 b M| sheetl

IR ——

GEN
GEN

] 2|

Ready |

|[Eom 0% ) {} (1)

Step

Action

16.

Click the Enable Editing button.
Enable Editing

17.

Click the Close button on the Excel spreadsheet.
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@@|@ https://psdfsrch.lsuhsc.edu/psc/fsupg_2/EMPLOYEE/ERP/q/1CA O ~ & € || @ Query Viewer |@pﬂf§r:b]§uhsgedu x‘ ‘ ok T
s @ Citrix- Logon )] FINANCIALS & First Tech ) Google 5 LSU Health Remote Acces.. S]LSUHSC ) = [ ~ (- i v Pagev Safety~ Tools~ @v
Department: 1050100

Beg Accounting Date: 11/01/2015 Ei]
End Accounting Date: |11/30/2015 [5]
View Results

Download results in :  Excel SpreadSheet CSV TextFile XMLFile (1 Kb)

View All

: upp ! Budget Change Original Liquidated
Uit POMo. g BF  Supplier  Location MName Type Status AcctgDate PODate Buyer Status  Rule  Receipt g J° = 008® Rale CUCE B
ATLAS

1 LSUSH 06078077 SHARE 0000038380 0000000001 FLAGS, GEN D 11/11/2015 11/11/2015 LTHOMA M STANDARD R v 0 575000 -575.000 DE
INC

ATLAS

2 LSUSH 06078077 SHARE 0000038380 0000000001 FLAGS, GEN D 111112015 11/111/2015 LTHOMA M STANDARD R v 0 575.000 0.000 DE
INC.

>
®100% -

Step Action

18. Click the Close button on your search page.

Favorites Main Menu~ > Reporting Tools = > Query = > Query Viewer

PSOFSUPG Home Workdist Add to Favorites Sign out
FSCM 9.2 PSTools B.53 Al ~ Search 3 | Advanced Search (ol Last Search Results
PSOFSWEBDEV12

New Window | Help | Personalize Page | &,
Query Viewer

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

“Search By egnewin  ZZCLEAUP

Search Advanced Search

Search Results

*Folder View
Query Personalize | Find | view All |2 | B First B 1-2or2 B Last
Query Name Description Owner Folder g_‘;m_" E::e"" 2:1"'_“ Schedule ';:vi:“"es
ZZCLEANUP_PO_ACTVITY 88 PO Cleanup query Public Excel XML  Schedule Favorite

ZZCLEANUP_REQ_ACTIVITY 88 Requisition Cleanup guery Public HTML Excel XML Schedule Favorite

H10% +
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Step Action
19. The system also provides the option of running the query and displaying the results
directly in Excel. This option will be demonstrated now.
Click the Excel link.
20. Enter the desired information into the Business Unit field. Enter "LSUSH".
21. Enter the desired information into the Department field. Enter "1050100".
22. Enter the desired information into the Beg Accounting Date field. Enter "110115".
23. Enter the desired information into the End Accounting Date field. Enter "113015".
24, Click the View Results button.

View Results

ZZCLEANUP_PO_ACTIVITY - 88 PO Cleanup query

Business Unit: LSUSH

Department: 1050100

Beg Accounting Date: 110115
End Accounting Date: 113015 [E]
View Results
nit ﬁ: ::z; supplier Location Name Type Status 2519 PO Budget Change Original Liquidate

ctg
bate. Date BUYET Status Rule Receipt

Status Order Amount Amount

Sched Distribution Dist

d
Ledger Line " '™ i gy Account Fur

Do you want to open or save ZZCLEANUP_PO_ACTIVITY_21954.xls (10.5 KB) from ps9fsrch.lsuhsc.edu?

x

Save hd Cancel

Open
& ®100% -

Step Action
25. Click the Open button.
Dpen
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Z - Microsoft Excel - @ =
Home  Insert  Pagelayout  Formulas  Data  Review  View  Acrobat v @

o Protected View  This file originated from an Internet location and might be unsafe. Click for more details. Enable Editing x

Al - [ .f-l 88 PO Cleanup guery

] ZZCLEANUP_PO_ACTIVITY_21354.xls [Protected View] s B
[ A B ® D E F G

1 EEPg 2

2 |unit PO No. [supp setup i |Location  [Name [Type

3 |LSUSH 06078077 SHARE 0000038380 0000000001 ATLAS FLAGS, INC. GEN
4 LSUSH 06078077 SHARE 0000038380 0000000001  ATLAS FLAGS, INC. GEN

|>\m

[ 4% W sheet1 [ 1
T

Ble] il o™

Step Action

26. Click the Enable Editing button.
Enable Editing

BN -1 Microsoft Excel - & =
Home = Inset  Pagelayout  Formulas  Data  Review  View  Acrobat o @
| Zea - -
== 5 R s g
= 5 Z

o * N
_!] Arial Unicade MS + 10~ A" A7
- Ea-~ 3 Delete ~
Paste . T U-|@m- & A | § - 9% s | %0 ;% Conditional Format Cell Sort & Find &
ER n = = = = " 00 0 | imatting ~ as Table = Styles + | L) Format ™ | (2~ Fitter = Select -

Clipboard 1= Font o Alignment o Number 5 Styles Cells Editing

Al - [ f-l 88 PO Cleanup guery

=] ZZCLEANUP_PO_ACTIVITY 2235 [Read-Only] [Compatibility Mode] = B =
y! patibility

[ A B c D E F 3 =

1 [B8 2 M

2 |unit PO No. [supp Setip_ || i |Location  [Name [Type

3 LSUSH 06078077 SHARE '0000038380 0000000001  ATLAS FLAGS, INC. GEN

4 LsusH'D6078077 SHARE "Do00028380  DO0DDD0O00T  ATLAS FLAGS, INC. GEN

24 i |
25

-

R | sheet1 ~ %3 ~ | 0K v [
Ready | \@l m ot00% (- U (&
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Step Action

217. NOTE: Only one PO line is displayed for the original encumbrance amount. No
payment has been made against this PO.

Click the Close button on the Excel spreadsheet.

[=]

| (= |.§ hittps://psSfsrch bsuhsc.edu/psc/fsupg_3/EMPLOYEE/ERP/q/ICE O ~ & © || 2 Query Viewer @ p9fsrcblsuhic.edu *‘ ‘ Aok
iz @ Citrix- Logon 5] FINANCIALS & First Tech () Google &M LSU Health Remote Acces.. SLSUHSC 3 ~ B ~ (=) d@ v Pagev Safety~ Tools~ @~
Department: 1050100

Beg Accounting Date: 110115 E]

End Accounting Date: |113015 [

View Results

PO Supp Accta PO Budget Change Original Liquidated Sched Distribution Dist

Unit | oqp Supplier Location Name Type Status ‘"0 ° ' Buyer Status Rule Receipt ¢ oot ©10H9% \MARe HANCRET ) cdger Line (e T gy Acoount Fur

< >
#®100% -

Step Action

28. Click the Close button on the search page.

29. This completes Run the ZZCLEANUP_PO_ACTIVITY query.
End of Procedure.
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Inquire on a PO Activity Summary Page

The PO Activity Summary page indicates the following:

» Whether or not a Receipt(s) has been entered in the PeopleSoft system for the PO Line(s) with a
listing of the Receipt IDs.

» Whether or not an Invoice(s) (i.e. Voucher) has been paid by Accounts Payable for the PO
Line(s) with a listing of the Voucher 1Ds and Voucher Line Number(s).

» Whether or not an item(s) have been matched by Accounts Payable for the PO line.

View and Analyze the PO Activity Summary Page

The PO Activity Summary page indicates the following:

» Whether or not a Receipt(s) has been entered in the PeopleSoft system for the PO Line(s) with a
listing of the Receipt IDs.

» Whether or not an Invoice(s) (i.e. Voucher) has been paid by Accounts Payable for the PO
Line(s) with a listing of the Voucher IDs and Voucher Line Number(s).

» Whether or not an item(s) have been matched by Accounts Payable for the PO line.

Procedure
In this topic you will learn how to View and Analyze the PO Activity Summary Page.

NOTE: The PO Activity Summary page allows you to determine why there is a remaining
encumbrance amount on a PO Line.

Favorites ~ Main Menu ~

PSQFSUPG Home Worklist Add to Favorites Sign out
L Menu ~ | Search 3 | Advanced Search  [o Last Search Results

PSOFSWEBDEV12

Personalize Content | Layout ? Help

H100% -
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Step

Action

Click the Main Menu button.

Click the Purchasing menu.
| Purchasing "l

Click the Purchase Orders menu.
| Purchase QOrders k |

Click the Review PO Information menu.
| Review PO Information * |

Click the Activity Summary menu.
| Activity Summary |

If your Business Unit does not default into the Business Unit field, enter it directly
or search for it using the Look up Business Unit option.

@‘ )| @ hittps://psdisrcbsusc.edu/psp/fsupg/EMPLOVEE/ERP/c/MANE O ~ & & |[ @ Activity Summary

5% @ Citrix - Logon &) FINANCIALS 2] First Tech 2] Google k24 LSU Health Remote Acces... ] LSUHSC

PSOFSWEBDEV1Z

| N

»

»

f3 ~ B - = f=m v Page~ Safetyv Took~ @@~

New Window | Help | &,
PO Activity Summary
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

= Search Criteria

Business Unit: [= v LsUSH Q
PO Humber: @l
Purchase Order Date: = ~ &
Purchase Order Reference: @l
Supplier 1D: @l Q

[Clcase sensitive

Search Clear |Basic Search Save Search Criteria

#100% ~

Step

Action

Enter the desired information into the PO Number field. Enter "06678681".

Click the Search button.

Search
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Favorites Main Menu~ > Purchasing ~ > Purchase Orders = > Review PO Information ~ > Activity Summary

| 5
PSOFSUPG Home Waorklist Add to Favorites Sign out
FSCM 9.2 PSTools B.53 Al ~ Search 2> | Advanced Search ol Last Search Results

PSDFSWEBDEV12

Activity Summary
Business Unit LSUSH PO Status Dispatched
Purchase Order 05678631 Supplier NEW ENGLAND BIOLABS
Merchandise Amount 278.00 USD Supplier Location 0000000007
Merchandise Receipt 278.00 USD
Merchandise Returned 0.00 USD
Merchandise Invoice 273.00 USD
Merchandise Matched 278.00 UsSD
Lines Personalize | Find | view All |2 | B First B 1 or1 B Last
Details || Receipt || Invoice | Matched | RIV
Line ltem Item Description UoM Manufacturer ID Mfg Itm ID G
Agel-HF (1,500 units), #R3552L EA
< >
£ Return to Search | [=] Motify

New Window | Help | Personalize Page | o5,

javascrip

tisubmitAction_win0(document.wind,'PO_MVR_ACT_WRK_GOTO_LINE DTLSS0'); H100% -

Step

Action

View the Activity Summary page.

+ PO Status: The status should indicate Dispatched for most POs, but the status
could indicate Approved (someone may have changed the PO, but it was not yet
Dispatched or Budget Checked), Canceled or Complete.

 Order Qty: The quantity ordered.

» Amount Ordered: The total dollar value of the PO line.

NOTE: Listed under the PO number is an explanation of the Merchandise
Amount, Merchandise Receipt, Merchandise Returned, Merchandise Invoice and
Merchandise Matched. These are cumulative totals of all PO lines.
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Favorites =

PS9FSUPG
FSOM 2.2 PSTools .53
PSOFSWEBDEV12

Al ~| Search

Activity Summary

Business Unit LSUSH
Purchase Order 06678631

Merchandise Amount 278.00 UsD
Merchandise Receipt 278.00 USD
Merchandise Returned 0.00 USD
Merchandise Invoice 273.00 USD
Merchandise Matched 278.00 UsSD
Lines
Details Receipt || Invoice Matched RIV
Line ltem Item Description

Agel-HF (1,500 units), #R3552L

£ Return to Search | [=] Motify

Main Menu~ > Purchasing ~ > Purchase Orders = > Review PO Information ~ > Activity Summary

2> | Advanced Search ol Last Search Results

Supplier Location

Personalize | Find

uom

EA

Home Workdist Add to Favorites Sign out

New Window | Help | Personalize Page | o5,

PO Status Dispatched
Supplier NEW ENGLAND BIOLABS

NEW ENGLAND BIOLABS ~

Short Name NEW ENGLAND BI
Phone
Email
Location 0000000001
32TOZER RD
BEVERLY, MA 01915-0000
United States

i Contact Name

Title

Phone

< Email
Address v

H10% +

Step

Action

10.

Click to the Line Details button.

1

By hovering over the Supplier name, a dropdown box will appear with the Supplier
information. The supplier's phone number and address will display.
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PO Activity Summary Details

Help

PO Number 08678681 PO Status Dispatched
Line Number 1 Supplier NEW ENGLAND BIOLABS
Item ID

Line Details

Qty Ordered 1.0000 uom EA Amount Ordered 278.000 USD

Expand All Collapse All

| [ The price cannot be less than the previously matched voucher price, %1.

| [ Matching option cannot be changed as the data is already referenced by Voucher %1, Line %2.

| [ Matching option cannot be changed as the data is already referenced by Voucher %1, Line %2

| > Default Card Type %1 not found in the Types of Procurement Card accepted by Supplier %2 Location %3

javascript:submitAction_win0{document.wind,'PO_INQ_WRK _ITEM_DESCR):

Step Action

11. Click the Expand All link to view the line details (i.e. Open Quantity, Qty
Received, Amt Invoiced, and Un-Invoiced Amount)..
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PO Activity Summary Details

PO Number 06678681

‘Open Amount

Un-invoiced Amount

Amount Returned

Line Number 1 Supplier NEW ENGLAND BIOLABS
Item ID Agel-HF (1,500 units), #R3552L
Line Details
Qty Ordered 1.0000 UoM EA Amount Ordered 278.000 USD
Collapse All

= The price cannot be less than the previously matched voucher price, %1.

Open Quantity 00000 Qty Received 1.0000

< Matching option cannot be changed as the data is already referenced by Voucher %1, Line %2.
Un-invoiced Quantity 0.0000 ‘Quantity Invoiced 1.0000

< Matching option cannot be changed as the data is already referenced by Voucher %1, Line %2.
Qty Matched 1.0000
Amt Matched 278000 USD

= Default Card Type %1 not found in the Types of Procurement Card accepted by Supplier %2 Location %3
Qty Returned 0.0000

Training Guide
Managing Encumbrances 9 2

Help

PO Status Dispatched

0.000 USD Qty Accepted 1.0000

0.000 UsD Amt Invoiced 278.000 UsSD
[ Amount Only

0.000

Step

Action

12.

Click the Return button.
Return

Home | Worklist | AddtoFavorites | Sign out

| ))| Advanced Search @ Last Search Resulis

PSOFSUPG
FSCMB2 PSToolsB.53 ‘ All v‘ Search
PSOFSWEBDEV1Z
Activity Summary
Business Unit LSUSH
Purchase Order 06678681
Merchandise Amount 278.00 USD
Merchandise Receipt 278.00 USD
Merchandise Returned 0.00 USD
Merchandise Invoice 278.00 USD
Merchandise Matched 278.00 USD
Lines

| Details || Receipt | Invoice || Watched || RTV |

Line tem Item Description

Agel-HF (1,500 units), #R3552L

|& Retumto Search | (] Notity |

New Window | Help | Personalize Page | &,

PO Status Dispaiched

Supplier Location 0000000001

Personalize | Find | View Al |22 | B First B 4 or1 [ Last

uom Manufacturer ID Mfg itm ID c

H100% -
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Step Action

13. View the Details Tab to determine quantity ordered and cost of each line item.

Click the Receipt link.

Favorites ~ Main Menu~ > Purchasing ~ > Purchase Orders = > Review PO Information ~ > Activity Summary

| -
PSOFSUPG Home Waorklist Add to Favorites Sign out
FSCM 9.2 PSTools B.53 Al ~| Search % | Advanced Search (ol Last Search Results

PSDFSWEBDEV12

Mew Window | Help | Personalize Page | &,

Activity Summary
Business Unit LSUSH PO Status Dispatched
Purchase Order 06678681 Supplier NEW ENGLAND BIOLABS
Merchandise Amount 278.00 USD Supplier Location 0000000007
Merchandise Receipt 278.00 USD
Merchandise Returned 0.00 USD
Merchandise Invoice 273.00 USD
Merchandise Matched 278.00 UsSD
Lines Persanalize | Find | view Al |20 | B pirst [ 1 or 1 B ast

Details || Receipt || Invoice || Matched || RIV

i aty ity Open
Line Hem Item Description uom Received Accepted Quantity Open Amount FL
1 Fé Agel-HF (1,500 units), #R35521 EA 1.0000 1.0000 0.0000 0000 UE

< >

£ Return to Search | [=] Motify

H100% -

Step Action

14. View the Receipt tab.

* Qty Received: The quantity received in the shipment for the PO line.
 Qty Accepted: The quantity accepted from the shipment.

» Open Quantity: The quantity not yet received.

» Open Amount: The amount not yet received.

15. Click the right button on the Scrollbar.
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PS Desktop - Citrix Receiver = |
Favorites ~ Main Menu~ > Purchasing ~ > Purchase Orders = > Review PO Information ~ > Activity Summary
. . -
PSOFSSND Home Waorklist Add to Favorites Sign out

FSCM 9.2 PSTools 8.53 Al ~| gearch % | Advanced Search
PSSFSWEBDEV1

New Window | Help | Personalize Page | \5,

Activity Summary
Business Unit LSUSH PO Status Dispatched
Purchase Order 06678681 Supplier NEW ENGLAND BIOLABS
Merchandise Amount 278.00 USD Supplier Location 0000000001
Merchandise Receipt 278.00 USD
Merchandise Returned 0.00 USD
Merchandise Invoice 278.00 USD
Merchandise Matched 278.00 USD
Lines Persanalize | Find | view all |20 | B pirst B 1 or 1 B Last

Details Receipt Invoice Maiched RIV

! Open
Line item Item Description uoM antity OPEN Amount Currency
1 & Agel-HF (1,500 units), #¥R3552L EA 1.0000 0.000USD

< >

£ Return to Search Motify

Step

Action

16.

NOTE: If the Receipt button appears on the PO line (i.e. the icon next to the
Currency field), this indicates that a Receipt(s) has been entered in PeopleSoft for
the PO line. If a Receipt has not been entered in PeopleSoft for the PO line, the
Receipt button would not appear on this page as is shown here.

Click the Receipt icon.
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Favorites =

PS9FSUPG
FSOM 2.2 PSTools .53
PSOFSWEBDEV12

Receipts » | Search

Unit LSUSH POID 0GG78681 Line 1
Receipt
Sched : Receipt
o BURecv  Receipt No e Status Seq
1 LSUSH 236793 1 Closed 1

Go Back To Activity Summary

£L Return to Search | [=] Motify

Item ID

3 | Advanced Search

Persanalize | Find | view Al | 2 | B

Main Menu~ > Purchasing ~ > Purchase Orders = > Review PO Information ~ > Activity Summary

Home Worklist
2l Last Search Results

Add to Favorites

Mew Window | Help | Personalize Page |

First B 1071 B Last

Supp Rept Gty Supp Reject Gty Merchandise Amt Currency

1.0000

0.0000 278.000 USD =

Sign out

&l

1=

javascript:submitAction_win0{document.wind, RECEIVER IDSO');

#100%

Step Action

17. Click the Receipt Number link to access the Receipt page.

Click the 236793 link.
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Favorites ~

PS9FSUPG
FSOM 2.2 PSTools 8.52

Receipts ~ | Search
PSOFSWEBDEV12

Receipts

Unit LSUSH Receipt No 2386793

Receipt Lines

Receipt Lines More Line Data Optional Input

Sel Hem Description

O 1 Agel-HF (1,500 units), #R3552L

Header Details Line Details

Document Status Header Comments..

Distribution Putaway Information

£\ Return to Search Notify

Main Menu~ > Purchasing = > Purchase Orders = > Review PO Information ~ > Activity Summary

% | Advanced Search

Source On-line

Personalize | Find | View All | (E1) | i

Price Amt Only Recv Gty

278.00000 1.0000

Manufacturer Info
Display RTV Information

Device Tracking

> Receipts
Worklist
2] Last search Results

Home Add to Favorites Sign out

New Window | Help | Personalize Page | =}

Receipt Status Closed

First B 1 or1 B {ast

Recv
vom

EA ]

Reject Qty Device Track

Asset Information

Line Status

javascript:submitAction_wind(document wind,'RECV_LN_SHIP_FSShtabs0');

H10% +

Step

Action

18.

The Receipts page displays.

=

Click the Show All Columns button.

This will allow the user to view all data located on the tabs.
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Favorites ~ Main Menu~ > Purchasing = > Purchase Orders = > Review PO Information ~ > Activity Summary > Receipts
PSOFSUPG Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools B.53 Receipts v | Search » | Advanced Search (ol Last Search Results
PSOFSWEBDEV12
New Window | Help | Personalize Page | [,
Receipts
Unit LSUSH Receipt No 236793 Source On-line Receipt Status Closed
Receipt Lines
Sel item Description Price gm; Recv Gty sgﬁ RejectQty  Device Track Insp Gty Accept@ly Het Recv Supplier UOM
o 1 ;g‘;‘;’;zp'ﬁm units). 578 ooo0o 10000 EA (9] 1.0000 10000 EA
Header Details Line Details Manufacturer Info Asset Information
Document Status Header Comments... Display RTV Information Line Status
Distribution Putaway Information Device Tracking
<\ Returnto Search | [5] Notify
< >
H10% ~
|@Recerpts x‘ AN [ x |
» = e
o B d v Pd Close Tab (Ctrl=W) Jis~ @~
BV
Personalize | Find | view All | | B First B 1 or1 B Last
Reject Reject RMA Invoice PK Slip
Lie Date Supplier ltem 1D GTIN User ID e e —— Line Nor ol e Pro Number
/15/2016 DCARRC none none
< >
H100% -
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Step Action

20. Click the Close button.

[*]

Favorites~ | Main Menu~ > Purchasing ~ > Purchase Orders = > Review PO Information =~ > Activity Summary
PSOFSUPG Home Waorklist Add to Favorites Sign out
FSCM D2 PSTools 853 Receipts = | Search 3 | Advanced Search [l Last Search Results
PSOFSWEBDEV12
New Window | Help | Personalize Page | .5,
Unit LSUSH POID 06678681 Line 1 Item ID

Receipt Personalize | Find | View All Iﬁl | | First B 1 of 1 B Last

:i:‘:d BURecv  ReceiptNo ﬁ“:‘p' Status Seq Supp Rept Oty Supp Reject Gty Merchandise Amt Currency

1 L8USH 1 Closed 1 1.0000 0.0000 278.000 USD =

Go Back To Activity Summary

& Return to Search Notify
javascript:submitAction_wind(document.win0,'PO_MVR_ACT_WRK_GOTO_ACT_SUMMARY'); #100% -

Step Action

21. Click the Go Back To Activity Summary link.
Go Back To Activity Summany
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PSOFSWEBDEV12

Activity Summary

Business Unit LSUSH

£ Return to Search | [=] Motify

Purchase Order 06678631

Merchandise Amount 278.00 UsD
Merchandise Receipt 278.00 USD
Merchandise Returned 0.00 USD
Merchandise Invoice 273.00 USD
Merchandise Matched 278.00 UsSD

PO Status Dispatched

Favorites | Main Menu~ > Purchasing ~ > Purchase Orders = > Review PO Information ~ > Activity Summary
PSOFSUPG Home Workdist Add to Favorites Sign out
FSCM 9.2 PSTools B.53 Al ~ Search 3 | Advanced Search (ol Last Search Results

New Window | Help | Personalize Page | 5,

Supplier NEW ENGLAND BIOLABS

Supplier Location 0000000001

First B 1 071 B ast

Lines Personalize | Find | view All | 2 |
Details Receipt Invoice Matched RIV
Line Item Item Description uoM ;""tftg Open Amount Currency
168 Agel-HF (1,500 units), #R3552L EA 1.0000 0.000 USD
< >

0% ~
Step Action
22. Click the Invoice tab.
Favorites ~ Main Menu~ > Purchasing ~ > Purchase Orders = > Review PO Information ~ > Activity Summary
PSOFSUPG Home Workdist Add to Favorites Sign out
FSCM 9.2 PSTools B.53 Al ~ Search 3 | Advanced Search (ol Last Search Results

PSOFSWEBDEV12

Activity Summary

Business Unit LSUSH

£ Return to Search | [=] Motify

Purchase Order 06678631

Merchandise Amount 278.00 UsD
Merchandise Receipt 278.00 USD
Merchandise Returned 0.00 USD
Merchandise Invoice 273.00 USD
Merchandise Matched 278.00 UsD

PO Status Dispatched

Supplier NEW
Supplier Location 0000000001

New Window | Help | Personalize Page | B,

ENGLAND BIOLABS

First B 1 o1 B Last

Lines Personalize | Find | View All I@ | -]
Details || Receipt || Invoice | Matched || RIV
. . Un-invoiced Un-inve
Line ltem Item Description uom mt Invoiced Currency Quantity Al
1B Agel-HF (1,500 units), #R3552L EA 278.000 USD 0.0000 |
< >

®100% -
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Step

Action

23.

View the Invoice

tab.

* Quantity Invoiced: The quantity of the items invoiced.
» Amt Invoiced: The dollar amount to be paid for the items invoiced.
+ Un-invoiced Quantity: The remaining quantity of items not yet invoiced.

+ Un-invoiced Amount: The dollar amount of items not yet invoiced.

24.

as an Invoice.

Although the Invoice (i.e. the document from the Vendor) and VVoucher (i.e. the
document generated by Accounts Payable in the PeopleSoft system to pay the
vendor invoice) are really two separate documents, PeopleSoft refers to a Voucher

Vouchers are generated by AP in the PeopleSoft system for anything that shows
payment of funds in your Department:
* Invoice (for Vendors)
* Advance Payment (for Direct Pay and Travel)

Favorites ~

Al -

Activity Summary

Business Unit LSUSH

Search

Purchase Order 06678681

Merchandise Amount
Merchandise Receipt
Merchandise Returned
Merchandise Invoice
Merchandise Matched
Lines
Details Receipt Invoice Matched

Line tem Item Description

278.00 USD
278.00 USD

0.00 USD
278.00 USD
278.00 USD

RIV

1B Agel-HF (1,500 units), #R3552L

<L Return to Search Notify

Main Menu~ > Purchasing ~ > Purchase Orders ~ > Review PO Information ~ > Activity Summary

Home Waorklist
3 | Advanced Search [l Last Search Resulis

New Window | Help | Personalize Page | .5,

PO Status Dispaiched

Supplier Location 0000000001

Personalize | Find | View All |2 | B First B 4 or1 [ Last

ed Un-invoiced
uom ity ‘Amount CUTrEncy
EA 100 0.000 USD V=Y
< >

Add to Favorites

Sign out

#®100% -
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Step Action

25. The Invoice (Voucher) button displays on the PO line (i.e. the icon next to the
Currency field). This indicates that a payment(s) has been made by Accounts
Payable for the PO line. If a payment has not been made by AP for the PO ling, the
Invoice (Voucher) button would not appear on this page.
Click the Invoice button.

E

26. The user does not have to access the VVoucher Inquiry page to retrieve the Voucher
Number and Line Number, as this information is located on this page.
NOTE: More than one Voucher may appear, if the items on the PO were received
in more than one shipment. If the last Voucher ID issued by AP (i.e. the largest
or highest number in the list of Vouchers) and Voucher Line # are not provided to
AP when requesting finalization of the voucher, they cannot finalize the Voucher
(PO). The request will be returned to the user for completion of this information.
Both the PO Line # and the Voucher Line # MUST be provided to AP, since these
two numbers are not always the same.
NOTE: This is the only tool that will provide the user with all voucher activity for
a PO Line to be able to identify the last Voucher issued.

P:;”FESS;IPG B e ummaryHame Worklist Add to Favorites Sign out

FSCM .2 PSTools B.53

PSOFSWEBDEV12

Unit LSUSH

Invoice
Sched  ap ynit
Num

1 LSUSH

Activity Summary

£

Receipts

PO No. 06678681

S Return to Search | [=] Motify

= | Search

Line 1 Item ID

E
Personalize | Find | View All | | ]
Quantity Invoiced 1

1.0000

javascript:submitAction_win0{decumentwind, VOUCHER_IDSO");

3 | Advanced Search [0l Last Search Results

First 4 1 of 1 B L ast

Amouni it Invoiced i

278.000 [(#] [=]

New Window | Help | Personalize Page | .5,

H100% -
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Step

Action

27.

This action opens a new window.
00594300

Click the Voucher Number link to access the Voucher Inquiry page.

28.

of the fields on the Payment pages.

View the fields on the Voucher Details tab of the Voucher Inquiry Results section.

See the ""View the Payment Reference ID and Payment Pages for a PO Line"
topic for instructions on how to access the Payment pages from the Voucher
Inquiry page (i.e. by clicking the Payment Information button) and a description

Favorites~ | Main Menu~ > Purchasing ~ > Purchase Orders = > Review PO Information =~ > Activity Summary > Voucher
. . 5
PSOFSUPG Home Worklist Add to Favorites Sign out
FSCM D2 PSTools 8.53 Al ~| search 3 | Advanced Search (2l LastSearch Results
PSOFSWEBDEV12
N I} hdl
Amount ~
Currency Q,
*Voucher Sty\el;.” Vouchers v‘
Post Status| |
Approval Status ~
Voucher Balance ~
Voucher Source ~
User ID
GL Business Unit
Account
Department
VAT No
Process Instance
Malch Status | |
Sanctions Status| |
Max Rows 300 Search Clear
[ Sort Criteria
[ Display Currency Criteria
[ Late Interest Analysis
Voucher Inquiry Results Personalize | Find | view All | 22 | First B4 1 or 1 L& | ast
Youcher Details Amounts More Details Supplier Details
Business Transaction Gross Invoice  ouCher Unapplied  TotalNon-  Entered Gross Amount
Actions Voucher ID Unpaid PP - Net Amount Paid
Unit Currency Amount Balance  Prepayments Merch VAT Paid
~ Actions LSUSH 00594300 USD 306.00 306.00 0.00 28.00 0.00 0.00 0.00 v
< >
#,100% <«
Amounts

30.

View the Amounts page.

Click the More Details object.
More Details
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Step Action

31. View the fields on the More Details tab:
Due Date: The date that AP is scheduled to pay the Voucher.

Acctg Date: The Accounting Period in which the Due Date falls.

Entered on: The date that AP entered the VVoucher.

Favorites ~ Main Menu~ > Purchasing ~ > Purchase Orders = > Review PO Information ~ > Activity Summary > Voucher

§ .
PSOFSUPG Home Worklist Add to Favorites Sign out
FSCM 8.2 PSTools 8.53 Al ~| Search % | Advanced Search (ol Last Search Results
PSOFSWEBDEV12

| New Window | Help | Personalize Page | 15,

Voucher Inquiry

> Search Criteria
> Sort Criteria
I Display Currency Criteria

[ Late Interest Analysis

W E
Voucher Inquiry Results Personalize | Find | view All | 2 | E

Voucher Details Amounts More Details Supplier Details

Business Voucher  Supplier  Post Approval  Close Budge

Actions Voucher ID PP PP Origin Due Date  Basis Date AcctgDate Enteredon Heade
unit Style Loc Status  Status Status v

~ Actions LSUSH 00594300 R;Eégirr 0000000001 Posted ~ Approved Open ONL 03/28/2016 03/08/2016 03/18/2016 03/18/2016 Valid

<

>
javascript:submitAction_winl6(document.winl6,'AP_VCHR_INQ VWStaba4$0):

H100% -

Step Action

32. Click the Supplier Details tab.
|§Llpplier Details |

33. Click the Voucher Details tab.
| Voucher Details|
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Favorites Main Menu~ > Purchasing ~ > Purchase Orders = > Review PO Information ~ > Activity Summary > Voucher

PSOFSUPG Home Workdist Add to Favorites Sign out
FSCM 9.2 PSTools .53

PSIFSWEBDEV 1

| New Window | Help | Personalize Page | 15,

Voucher Inquiry

b Search Criteria

b Sort Criteria

b Display Currency Criteria

b Late Interest Analysis

Personalize | Find | View All |20 | 8 First B 1 or 1 B Last

Voucher Inquiry Results
Voucher Details Amounts More Details Supplier Details

Actions BUSINESS o cherID [Invoice Number Invoice Date  Supplier D Entry Status Incomplete L Shart Supplier Name
Unit Status
~ Actions LSUSH 00594300 90289771 03/08/2016 0000006621 Postable Matched NEW ENGLAND BI

javascript:void(0) *100% -~
Step Action
34. Click the Actions link to view the available actions.
B Ps Desktop - Citrix Receiver = =)
Favorites ~ Main Menu~ > Purchasing = > Purchase Orders ~ > Review PO Information ~ > Activity Summary > Voucher
PSO9FSTRN Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Al ~| gearch % | Advanced Search
PSSFSWEBDEV12
| New Window | Help | Persenalize Page | B2
Voucher Inquiry

Search Criteria

Saort Criteria

Display Currency Criteria
Late Interest Analysis

Voucher Inquiry Results Personalize | Find | view Al | & | [ First '+ 1 0f1 ‘%' Last

Voucher Details Amounts More Details Supplier Details

Actions 3:;mss VoucherID Invoice Number  Invoice Date  SupplierID  Entry Status  Incomplete ’;"(:"cul Shart Supplier Name
~ Actions LSUSH 00594200 90289771 03/08/2016 0000006621 Postable O Matched NEW ENGLAND BI

Review Accounting Entries
Match Workbench
Payment Information

Voucher Details
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Step Action

35. Click the Payment Information link.
Fayment Information

36.

The Voucher Payment Inquiry page displays in a pop-up box.

PS Desktop - Citrix Receiver

(=S| AR =)
/5 Voucher - Internet Explorer M=
Ko el = [ @ hips: jpsofrch bisc.edjpsp/fssnd_z/evpLoverierejcnt O =] B |[49| | @ Voudher x A 2
Fle Edt View Favorites Tools Help
L v B - ) o - Page~ Safety- Toos- @+ B o 4
Favorites ~ ‘ Main Menu= > Purchasing ~ > Purchase Orders = > Review PO Information ~ > Activity Summary > Vouchsr
PSOFSSND Home Worklist Addto Favorites Sign out
FSCM 9.2 PSTools 8.53 Al ~| Search > | Advanced Search
PSIFSWEBDEV11

| New Window | Help | Personalize Page | &,

Voucher Payment Inquiry

5]
Help

I

b Business Unit LSUSH Voucher ID 00594300 Invoice Number 90289771

D Supplier N\ame NEW ENGLAND BIOLABS Supplier Location 0000000001

I

Gross Invoice Amount 306.00 Transaction Currency USD
Y [ Details Personalize | Find | View all | 22 | &8 First B4 1 of 1 I8 Last
A pplied )
Bank Bank Payment Applied Payment Payment Payment Voucher Paid

ad |5 Code  Account [Referencem [MS"®SS voucherin  pate Amount Currency Amount PEYment status
*| SHARE SHRF SHRF 479393 03/24i12016 306.00 USD

306.00 Paid
Cancel

Step Action
37.

Click the Payment Reference ID link to access Bank information on the Payment
Inquiry page.

479393

38.

Click the Additional Info tab on the Payment Inquiry page to view bank information
(i.e. Bank number and description).

NOTE: Bank information can only be viewed if you have the proper security.

Click the Supplier Details to view Supplier ID and Supplier address information.

Click the X to close the Payment Inquiry window.
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Favorites Main Menu~ > Purchasing ~ > Purchase Orders = > Review PO Information ~ > Activity Summary

PSOFSUPG Home Workdist Add to Favorites Sign out

FSCM 9.2 PSTools B.53 Al ~ Search 2> | Advanced Search ol Last Search Results
PSEFSWEBDEV12

New Window | Help | Personalize Page | o5,

Unit LSUSH PO No. 08678681 Line 1 item ID

Invoice Personalize | Find | view All IE‘ | H First B 1 or1 B Last
:i:‘:d AP Unit Voucher Line Quantity Invoiced Amount Invoiced

1 LSUSH 00594300 1 1.0000 272000 [ &
Activity Summary

& Return to Search Notify

H100% -

Step Action

39. The voucher information displays.

Click the Activity Summary link to return to the Activity Summary page.
|.-°.I:1i'~.-'i‘1‘5-' Summary |

Page 61



Training Guide
Managing Encumbrances 9 2

Favorites Main Menu~ > Purchasing ~ > Purchase Orders = > Review PO Information ~ > Activity Summary
PSOFSUPG Home Workdist Add to Favorites Sign out

FSCM 9.2 PSTools 8.53
PSBFSWEBDEV T

New Window | Help | Personalize Page | B,

Activity Summary

Business Unit LSUSH PO Status Dispatched
Purchase Order 06678681 Supplier NEW ENGLAND BIOLABS
Merchandise Amount 278.00 USD Supplier Location 0000000007
Merchandise Receipt 278.00 USD
Merchandise Returned 0.00 USD
Merchandise Invoice 273.00 USD
Merchandise Matched 278.00 UsSD
Lines Personalize | Find |view Al | | B First B 1 or1 B Last
Details Receipt Invoice Matched RIV
N Amount
Line tem Item Description uoM Order Qty Ordorag Currency
1B Agel-HF (1,500 units), #R3552L EA 1.0000 278.000 USD
< >
£ Return to Search | [=] Motify
javascriptisubmitAction wind{document.wind,'PO_LN_ORDER VW5tab3050'): F100% v

Step Action

40. Click the Matched tab to view the Qty Matched and Amt Matched Columns.
Matched

Favorites= | Main Menu~ > Purchasing ~ > Purchase Orders = > Review PO Information ~ > Activity Summary
PSOFSUPG Home Waorklist Add to Favorites Sign out
FSCM D2 PSTools 8.53
PSIFSWEBDEWT
New Window | Help | Personalize Page | &,
Activity Summary
Business Unit LSUSH PO Status Dispatched
Purchase Order 06678681 Supplier NEW ENGLAND BIOLABS
Merchandise Amount 278.00 USD Supplier Location 0000000001
Merchandise Receipt 278.00 USD
Merchandise Returned 0.00 USD
Merchandise Invoice 278.00 USD
Merchandise Matched 278.00 USD
Lines Personalize | Find | View All |2 | B First B 1 or1 [ Last

Details Receipt Invoice Matched RTV
Line Item Item Description uom Qty Matched Amt Matched Currency

1 FE‘I Agel-HF (1,500 units), #R35521 EA 1.0000 278.000 USD

& Return to Search | [=] Notify

H100% ~
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Step

Action

41.

Click the Matching icon.
]

NOTE: The matching button displays on the PO line (i.e. the icon next to the
Currency field). This indicates that an Item(s) has been matched by Accounts
Payable for the PO Line. If a match has not been made by AP for the PO line, the
Matching Button would not display on the page.

Favorites~ | Main Menu~ > Purchasing ~ > Purchase Orders = > Review PO Information ~ > Activity Summary

PSOFSUPG
FSCM B2 PSTools 8.53
PSOFSWEBDEV11

Unit LSUSH PO No. 05678631 Line 1 tem ID
Matched Personalize | Find | viewall |2 | 8 First [ 1 071 [ Last

Sched Num AP Unit Voucher Line Quantity Matched ~ Amount Matched

1LSUSH 00594300 1 1.0000 278.000 (¥ [=]

Go Back To Activity Summary

. Return to Search Notify

javascript:submitAction_win{decument.wind, PO_MVR_ACT_WRK_GOTO_ACT_SUMMARY");

Home Waorklist Add to Favorites Sign out

New Window | Help | Personalize Page | 5,

H100% ~

Step

Action

42.

Go Back To Activity Summary]

Since this PO line has been matched, the Voucher Link displays. You may wish to
drilldown to review the voucher information here or from the Invoice tab.

Click the Go Back To Activity Summary link.
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Step

Action

43.

Analyzing the PO Activity Summary Page

When analyzing the PO, the general order of review will be as follows:
Purchase Order > Voucher > Receipt (if receiving is required)

The issues to consider are:
* Receipt:
Does the item(s) need Receipt in PeopleSoft?
* Purchase Order:
Does the PO or line(s) on the PO need to be changed or cancelled?
* Voucher:
Does the last Voucher need to be Finalized?

44,

How to Liquidate an Encumbrance and a Pre-Encumbrance

NOTE: The encumbrance and pre-encumbrance process can only be performed
by the purchasing department. Each business unit has their own process for
encumbrance liguidation; please review the process for your business unit.

45.

LSUNO Managing Encumbrance Liquidation procedure:

There are several ways the Purchasing Department can liquidate the PO
encumbrance, but before purchasing can take action, you must notify the AP
department first. The AP department verifies that there are no outstanding vouchers
on the PO; if none exist AP forwards the request to the Purchasing Department.

Liquidate encumbrance Options:

1. Cancel the PO - The PO is not needed and no AP activity on the PO (i.e. the
Vouchered Amount column is Zero dollars, hence no Voucher ID exists for the PO)

2. Cancel PO Lines — No AP activity (i.e. the Vouchered Amount column is Zero
dollars, hence no Voucher ID exists for the PO Line)

3. Close PO — If the user wishes to liquidate the encumbered balance and close the
PO.

46.

Change/Reduce PO Encumbered balance:

If the user wishes to Change/Reduce PO Encumbered balance of the PO (i.e. not
liquidate the entire encumbered balance), the request must be directed to Purchasing
(i.e. the Buyer) rather than to AP.

LSUNO - Managing Pre- Encumbrance Liquidation procedure:

If the user finds a pre-encumbrance remains (even after the PO as been built), he/she
should contact their Buyer for assistance rather than AP.

47.

This completes View and Analyze the PO Activity Summary Page.
End of Procedure.
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Inquire on a PO Document Status

Inquire on a PO Document Status
Procedure

In this topic you will learn how to Inquire on a PO Document Status.
NOTE: The PO Document Status page will allow you to view the status of any documents

associated with a Purchase Order (i.e. Requisitions, Receivers, Vouchers and Payments)
during its life cycle.

Step Action

1. Click the Review PO Information button.

NOTE: If you are not already on the Purchase Order Inquiry page, you may
navigate to the Document Status page as follows:

Click Main Menu > Purchasing > Purchase Orders > Review PO Information >
Document Status
Review PO Information

2. Click the Document Status link.

NOTE: If you were not already in a Purchase Order page, navigate to the
Document Status page as follows:

Purchasing > Purchase Orders > Review PO Information > Document Status
Document Status
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Favorites ~ Main Menu~ > Purchasing = > Purchase Orders = > Review PO Information ~ > Document Status

PSOFSUPG Home Worklist Add to Favorites Sign out
FSCM 8.2 PSTools 8.53 Al ~| Search % | Advanced Search

PSOFSWEBDEV12

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

Find an Existing Value

< Search Criteria

Business Unit: Zl |LsusH x|Q
PO Humber: @l
Purchase Order Date: jl

Purchase Order Referenca:@l

[Jcase sensitive

L E

Search Clear |Basic Search Save Search Crieria

New Window | Help | &

H10% +

Step

Action

Enter your Business Unit if necessary.

Enter the desired information into the PO Number field. Enter "06678681".

Click the Search button.
Search
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Favorites ~ Main Menu~ > Purchasing = > Purchase Orders = > Review PO Information ~ > Document Status
PSOFSUPG Home Worklist Add to Favorites Sign out
FSCM 8.2 PSTools .53 Al ~| Search % | Advanced Search

PSOFSWEBDEV12

| New Window | Help | Persenalize Page | o5,
Document Status

Business Unit LSUSH POID

Document Date 03/09/2016 Status Dispat
Currency USD Document Type Purchase Order
Buyer Thomas, Linda C Merchandise Amt 278.00

Budget Status Valid

Associated Document Personalize | Find | View All IE‘ | | First B 13 or3 B Last
Documents | Related Info

Business

Actions it Document Type  DOC ID Status Document Date  Supplier 1D Location
« Actions LSUSH Requisition 08678681 Approved 03/08/2016 B
~ Actions LSUSH Receipt 236793 Closed 03/09/2016 0000006621 0000000001 B
~ Actions LSUSH Voucher 00594200 Posted 02/08/2016 0000006621 0000000001 B
£\ Return to Search
javascriptisubmitAction winl (document.winl,"HDR ID'): #100% -

Step Action

5. View the PO Document Status page.

NOTE: From the Document Status page you may view:

* The Inquiry page of this document (in this example you may view the PO
Inquiry page);

» The Inquiry pages of the Requisition, Receipts, Vouchers and/or Payments
associated with the Purchase Order.

NOTE: You may only view the Vouchers and Payments if you have access to these
pages.
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Favorites ~ Main Menu~ > Purchasing = > Purchase Orders = > Review PO Information ~ > Document Status
PSOFSUPG Home Workdist Add to Favorites Sign out
FSCM 8.2 PSTools 8.53 Al ~| Search % | Advanced Search

PSOFSWEBDEV12

| New Window | Help | Personalize Page | &)

Document Status

Business Unit LSUSH POID 06678681
Document Date 03/09/2016 Status Dispatched
Currency USD Document Type Purchase Order
Buyer Thomas, Linda C Merchandise Amt 278.00

Budget Status Valid

Associated Document Personalize | Find | View All IE‘ | | First B 13 or3 B Last
Documents || Related Info

Business

Actions it Document Type  DOC ID Status Document Date  Supplier 1D Location

« Actions LSUSH Requisition 08678681 Approved 03/08/2016 B
LSUSH Receipt 236793 Closed 03/09/2016 0000006621 0000000001 B
LSUSH Voucher 00594200 Posted 02/08/2016 0000006621 0000000001 B

. Return to Search

H10% -

Step Action

6. Click the PO ID 06678681 link to view the PO Inquiry page.

This action opens a new window.
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Favorites ~ Main Menu ~

PS9FSUPG
FSOM 2.2 PSTools .52
PSOFSWEBDEV12

Purchase Orders ~ | Search

Purchase Order Inquiry
Purchase Order

Business Unit LSUSH
POID 06678681

< Header

PO Date 03/09/2016
SupplierID 0000006621
Buyer Thomas, Linda C

Supplier Details

PO Reference 06678681

Header Details Activity Summary
All RTV Header Comments
Watching Document Status
~ Adtions
Lines
Line item ID Item Description Category
Agel-HF (1,500 units),
1 #R3652L 00000
£ Retumnto Search | =] Moify

> Purchasing = > Purchase Orders ~ > Review PO Information ~ > Document Status

Home
| Advanced Search

PO Status Dispatched
Budget Status  Valid

Doc Tol Status valid

Backorder Status Mot Backordered

Receipt Status Receives

Hold From Further Processing

Amount Summary
Merchandise
FreightTax/Misc.
Total
Encumbrance Balance

Change Order Comments

Personalize | Find | View All | | B First [ 1 or 1 [ Last
PO Gty UOM ""E'“:‘:r'“gl‘f:' Status
1.0000 EA 27800USD  Approved

> Purchase Orders

Workdist Add to Favorites Sign out

| New Window | Help | Personalize Page | B,

d

278.00
0.00
278.00USD
0.00 USD

2 Related Links

H10% -
Step Action
7. View the PO Inquiry page.
({:D@K@ https://psdfsrcblsuhsc.edu/psp/fsupg_2/EMPLOVEE/ERR/c/MAT O ~ @ © | @ Activity Sum... |@ Dn:umentSt...| 2 Purchase .. x‘ ‘ ok

5% @ Citrix- Logon & FINANCIALS £ First Tech 2] Google k24 LSU Health Remote Acces... £ LSUHSC

Tl v B vl i v Pagew Sefetyv Toolsw @+

2z

Purchase Order Inquiry
Purchase Order

Business Unit LSUSH
POID 06678681

= Header
PO Date 03/08/2016
Supplier Hame NEW ENGLAND Bl

Supplier ID 0000006621
Buyer Thomas, Linda C

Supplier Details

ence 06678681

Header Details Activity Summary
AllRTV Header Comments
Matching Document Status
~ Actions
Lines
Line Hem ID Hem Description Category
Agel-HF (1,500 units),
1 #R3852L. 00000
L. Returnto Search | [5] Notify

PO Status Dispatched
Budget Status  Valid

Doc Tol Status valid

Backorder Status Not Backordered

Receipt Status Received
Hold From Further Processing

Amount Summary
Merchandise
FreightTax/Misc.
Total
Encumbrance Balance
Change Order Comments

Personalize | Find | View All \@ | i

Merchandise
Fae) L Amount

1.0000 EA 278.00USD

Status

Approved

| New Window | Help | Personalize Page | &,

278.00

0.00
278.00USD
0.00 USD

First B 1 or1 B a5t

@

Z| Related Links

®100% -
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Step Action

8. Click the Close button.

Favorites =

PS9FSUPG
FSCM D2 PSTools B.53
PSOFSWEBDEV12

Main Menu~ > Purchasing ~ > Purchase Orders =

Al ~| Search

Document Status

Business Unit LSUSH
Document Date 03/09/2016
Currency USD
Buyer Thomas, Linda C

Associated Document

Documents || Related Info
Actions 3::‘”9“ Document Type  DOC ID Status
~ Actions LSUSH Requisition 06678681  Approved
~ Actions LSUSH Receipt 236793 Closed
~ Actions LSUSH Voucher 00594300 Posted

£ Return to Search

> Review PO Information = > Document Status

% | Advanced Search

POID

Status Dispatched

Document Type Purchase Order
Merchandise Amt 272.00
Budget Status Valid

E
Personalize | Find | View All | | ]

Document Date  Supplier ID
03/0812016

03/09/2016 0000006621
03/08/2016 0000006621

Home Worklist Add to Favorites Sign out

| New Window | Help | Personalize Page | \&

First B 13 0r3 B Last

Location

B
0000000001 B
0000000001 B

H®100% -

Step Action

9. Click the Receipts Document ID - 236793 link to access the Receipts page. This
action opens a new window.
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@@k@ https://psdfsrch.suhsc.edu/psp/fsupg_3/EMPLOYEE/ERP/c/MAI O ~ & € || @ Activity Sum... |@ Document St.. | @ Receipts x‘ ‘ A AN

EVT

5% @ Citrix- Logon 2] FINANCIALS ] First Tech & Google kS LSU Health Remote Acces... £ LSUHSC

T M v B v @ v Pagev Safetyv Toolsv @v

Receipts

Unit LSUSH
Receipt Lines
Receipt Lines More Line Data

Sel Hem

O 1

Header Details
Document Status

Distribution

£\ Return to Search

Receipt No 236793

Optional Input

Description

Agel-HF (1,500 units), #R3552L

Line Details
Header Comments...

Putaway Information

Source On-line

New Window | Help | Personalize Page | 15,

Receipt Status Closed

Personalize | Find | View All | (E1) | i

Price Amt Only Recv Gty

278.00000 1.0000

Manufacturer Info
Display RTV Information

Device Tracking

Recy :
uom Reject Qty

EA ]

Asset Information

Line Status

First [ 1 or1 B Last

nEED

Device Track

H10% +

Step
10.

Action

View the Receipts page.

Click the Close button.
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Favorites ~ Main Menu~ > Purchasing = > Purchase Orders = > Review PO Information ~ > Document Status
PSOFSUPG Home Workdist Add to Favorites Sign out
FSCM 8.2 PSTools 8.53 Al ~| Search % | Advanced Search

PSOFSWEBDEV12

| New Window | Help | Personalize Page | &)

Document Status

Business Unit LSUSH POID 06678681
Document Date 03/09/2016 Status Dispatched
Currency USD Document Type Purchase Order
Buyer Thomas, Linda C Merchandise Amt 278.00

Budget Status Valid

Associated Document Personalize | Find | View All IE‘ | | First B 13 or3 B Last
Documents Related Info

Business

Actions it Document Type  DOC ID Status Document Date  Supplier 1D Location
« Actions LSUSH Requisition 08678681 Approved 03/08/2016 B
~ Actions LsUSH Receipt 236793 Closed 03/09/2016 0000006621 0000000001 B
~ Actions LSUSH Voucher 00594200 Posted 02/08/2016 0000006621 0000000001 B

. Return to Search

H10% +

Step

Action

11.

Click the Voucher DOC ID - 00594300 link to access the Voucher Inquiry page.
This action opens a new window.

NOTE: You may only view the Vouchers if you have access to this page.
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PS Desktop - Citrix Receiver

Favorites ~ Main Menu~ > Purchasing = > Purchase Orders ~ > Review PQ Information ~ > Document Status > Voucher
. .
PSOFSCNV Home Waorklist Add to Favorites Sign out
FSCM 9.2 PSTools B.53 All ~| search % | Advanced Search [l Last Search Results
PSOFSWEBDEV42

Voucher Inquiry

Search Criteria

Sort Criteria

Display Currency Criteria

Late Interest Analysis

Voucher Inquiry Results

Voucher Details || Amounts | MWore Details | Supplier Details
Actions Business /. cheriD Invoice Number Invoice Date Supplier ID  Entry Status Incomplete Cir Short Supplier Hame
Unit Status
~ Actions LSUSH 00590792 537231459 10/16/2015 0000001743 Postable O Matched SIGMAALDRICH

=S EOR (5

| New Window | Help | Persenalize Page | B2

Personalize | Find | view Al | & | [ First ‘4 10f1 %/ Last

Step

Action

12.

Click the Actions link.

13.

To access Payment Information - Click the Payment Information option from the
Actions dropdown and click the Payment Reference ID on the Voucher Payment

Inquiry page.

| Payment Information |
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er - Internet Explorer
%v & s ipesferch. lsunsc.eda/pepyfetm_s/EmPLOVES ERPc/EnT O ]| B |[ 42 |3 Voucher
Fle Edt View Favorites Tools Help

B - B - - page- Safety- Tods- @ 1 - §

Voucher Payment Inquiry.

Business Unit L3USH VoucherID 00594300 Invoice Number 90289771

Supplier Name NEW ENGLAND BIOLABS Supplier Location 0000000001

Gross Invoice Amount 306.00 Transaction Currency USD

Personalize | Find | view All | | First 1071 Last

Details

Applied . .
Applied Payment Payment Payment Voucher Paid oot Status

Bank Bank Payment Business
= VoucherlD  Date Amount Currency Amount

Bank SeiD code  Account  Reference ID

SHARE  SHRF  SHRF {79393 0312412016 306.00 USD 306.00 Paid

Step Action

14. The Voucher Payment Inquiry page will be displayed.

If you wish to drilldown further into the payment history, click the Payment
Reference link 479393 to access the Payment Inquiry page.
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PS Desktop - Citrix Receiver

=
G_t‘ w [@ https: jpssfirch. suhsc edujpsp/fstm_4/EMPLOYEE/ERP/c/ENT! O j\ﬁ[ 41| & Voucher x |_| {57 6o
File Edit View Favorites Tools Help

X - B - ) s - Page -

Favorites ~

safety - Toos - @~ ] - 4

PSOFSTRN
FSCM 9.2 PSTools 8.53
PSOFSWEBDEV12

Settiement Status |

Payments « | Search

[ single Payment Vouchers

Max Rows 300 Search

[ show Chart

Sorting Criteria

Main Menu~ > Purchasing ~ > Purchase Orders ~ > Review PO Information ~ > Document Status

> Voucher > Payment

1st sorllElank Account

2nd sonlpa'y'ment Reference ID

Payment Inquiry Result

Payment Details Additional Info Supplier Details

Source Payment Payment

Payment
Reference ID  Method Amount Currency Creation Date Payment Date Status Reconciliation Status Reconcile Date
VCHR 479393 gfé;’f 306.00 USD 03/24/2016  03/24/2016  Paid Reconciled 04/05/2016
v
<

Einancial Gateway

Home Worklist Add to Favorites Sign out
7> | Advanced Search 2l Last Search Results
2]
lal
Clear Keyword Search
*Chart Type [Bar Chart
[ Descending Sort
[ Descending

Personalize | Find | view all | 2 | E First ‘4 1 0f1 &/ Last

Step

Action

15.

Use the down Scrollbar on the right of the page to access the Payments Inquiry
page.

Click the Additional Info tab to view the Bank information.

NOTE: Bank information is security protected and may not be available to all

users.

Click the Close button to close the page and return to the Document Status page.
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Document Status

Favorites ~ | Main Menu~ > Purchasing = > Purchase Orders = > Review PO Information ~ > Document Status

PS9FSUPG
FSOM 2.2 PSTools 8.52
PSOFSWEBDEV12

Home
All | Search » | Advanced Search (ol Last Search Resuilts

Workdist Add to Favorites Sign out

| New Window | Help | Personalize Page | &,

Business Unit LSUSH POID 06077385
Document Date 06/16/2015 Status Dispatched

Currency USD Document Type Purchase Order
Buyer Cox CynthiaT. Merchandise Amt 18,000.00

Associated Document

|£L Retumto Search |

Budget Status Valid

Personalize | Find | View All IE‘ | | First B 14 077 [ Last

Documents Related Info
Actions S:;‘“ess Document Type  DOC ID Status Document Date  Supplier ID Location
« Actions LSUSH Requisition 0082351 Approved 06/12/2015
~ Actions LsUSH Voucher Posted 08/01/2015 0000020900 0000000001
~ Actions LSUSH Voucher 00589044 Posted 09/01/2015 0000020900 0000000001
~ Actions LSUSH Voucher 00590013  Posted 10/01/2015 0000020900 0000000001

m m o m

H10% -

Step Action

16.

Click the Show all columns button on the Document Status page.

Favorites Main Menu~ > Purchasing ~ > Purchase Orders = > Review PO Information ~ > Document Status
PSO9FSUPG Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools B.53 All | Search » | Advanced Search (ol LastSearch Results
PSOFSWEBDEV12
| New Window | Help | Personalize Page | B,
Document Status
Business Unit LSUSH POID 06077365
Document Date 06/16/2015 Status Dispatched
Currency USD Document Type Purchase Order
Buyer Cox,CynthiaT. Merchandise Amt 12,000.00
Budget Status Valid

Associated Document Personalize | Find | view All | &2 | B First Ml 14 of7
Actions Business Unit Document Type DOCID  Status g:’f:me"' Supplier D Location \'.::f:?nanch Accounting Entries

~ Actions LSUSH Requisition 0062351 Approved 06M12/2015 B Accounting Entries

= Actions LSUSH Voucher 00587930 Posted 08/01/2015 0000020900 0000000001 B wgﬁbsnm Accounting Entries

~ Actions LsUSH Voucher 00589044 Paosted 09/01/2015 0000020800 0000000001 B "‘iitr?hench Accounting Entries

« Actions LSUSH Voucher 00590013 Posted 10/01/2015 0000020800 0000000001 B "v’:'?ﬁ:bench Accounting Entries

£4 Return to Search

< >

#100% -
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Step

Action

17.

Click the Voucher Accounting Entries link. This action opens a new window.

NOTE: You may only view the Accounting Entries if you have access to this page.
Accounting Entries

Favorites Main Menu~ > Purchasing ~ > Purchase Orders = > Review PO Information = > Document Status > Accounting Entries

. . 5
PSOFSUPG Home Worklist Add to Favorites Sign out
FSCM 82 PSToolsB.53 All ~| Search 2 Advanced Search [l Last Search Results

PSOFSWEBDEVT2
New Window | Help | Personalize Page | 5}

oucher Accounting Entries

*Business Unit LSUSH|Q Voucher ID 00587930 Q = Invoice Number 20100715
*Accounting Line View Option | View Both Invoice Date 08/01/2015 [[] show Foreign Currency
Supplier ID 0000020900 *Sort Bv
Supplier N\ame RED RIVER PRESORT LLC Search Reset
Accounting Information Find | View All First 1]
Posting Process AP Accrual GL Dist Status Distributed Posting Date 08/13i2015

Personalize | Find |View Al |2 | B First B 1.2 or 2 [ (|
Main Information || Chartfields | Journal

Description Monetary Amount Currency Code Ledger GL Unit Accounting Date
Accounts Payable -1962.92 UsD ACTUALS LSuUsH 08M3i2015
BPO RED RIVER PRESORT MAIL SER 1,963.93 USD ACTUALS LSUSH 081312015

< >

#,100% ~

18.

View the Voucher Accounting Entries page to view the Chartfield and Journal
Information.
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Favorites ~ | Main Menu~ > Purchasing ~ > Purchase Orders = > Review PQ Information ~ > Document Status > Accounting Entries

PS9FSUPG
FSOM 2.2 PSTools 8.53 Al
PSOFSWEBDEV12

- | Search

oucher Accounting Entries

*Business Unit LSUSH| G,
*Accounting Line View Option
Supplier ID 0000020900
Supplier Name RED RIVER PRESORTLLC

Accounting Information

Posting Process AP Accrual

% | Advanced Search

Voucher ID 00587930 Q=

Invoice Date 08/01/2015

GL Dist Status Distributed

Home

&l Last Search Results

Personalize | Find | View All | e} | H

New Window | Help | Personalize Page | B,

Invoice Number 20100715

Worklist

[] show Foreign Currency

*Sort By [Posting Process ¥

Posting Date 08/13/2015

Add to Favorites

Sign out

Reset

First B

Search

Find | View All

First Bl 12 or2 [ ||

Main Information Chartfields Journal

Description Monetary Amount Currency Code Ledger GL Unit Accounting Date

Accounts Payable -1,963.93 USD ACTUALS LSUSH 0813/2015

BPO RED RIVER PRESORT MAIL SER 1,963.93 USD ACTUALS LSUSH 081312015

< >

H100% -
Step Action
19. Click the Show all columns button on the Voucher Accounting Entries page.

Favorites = Main Menu~ > Purchasing ~ > Purchase Orders = > Review PO Information ~ > Document Status > Accounting Entries
PSQFSUPG Home Worklist Add to Favorites Sign out
FSCM B2 PSToolsB.53 All  ~| Search 3 | Advanced Search [Tl Last Search Results

PSOFSWEBDEV12

oucher Accounting Entries

*Business Unit LSUSH|Q
*Accounting Line View Option
Supplier ID 0000020900
Supplier Name RED RIVER PRESORTLLC

Accounting Information

Posting Process AP Accrual

Monetary

Description vt Currency Code  Ledger
Accounts Payable -1963.93USD ACTUALS
SROREDINGER 1,963.93 USD ACTUALS

PRESORT MAIL SER

Voucher ID 00587930 |Q =

Invoice Date 08/01/2015

GL Dist Status Distributed

GL Unit Accounting Date
LSUSH 08/13i2015
LSUSH 08/13i2015

Tax Authority

New Window | Help | Personalize Page | B

Invoice Number 20100715

Entry
Event

[[] Show Foreign Currency

*Sort By | Posting Process v

Posting Date

EE Line
Nbr

Search Reset
08132015
Account Alternate Acc
221005
535800

>

H100% -
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Step

Action

20.

Click the Right button of the scrollbar to view additional fields.

21.

page to close all tbs.
X

Click the Close button. Click the Show All columns tab on the Document Status

Favorites =

PS9FSUPG
FSOM 2.2 PSTools 8.52 Al
PSOFSWEBDEV12

| Search

Document Status

Business Unit LSUSH
Document Date 06/16/2015
Currency USD
Buyer Cox,Cynthia T.

Associated Document

Actions Business Unit Document Type DOCID  Status
~ Actions LSUSH Requisition 0062351

~ Adions LSUSH Voucher 00587930

~ Actions LSUSH Vaoucher 00582044

~ Actions LSUSH Voucher 00580013

. Return to Search

Main Menu~ > Purchasing ~ > Purchase Orders = > Review PO Information ~ > Document Status

Home

2 Advanced Search [l Last Search Results

POID 06077365
Status Dispatched
Document Type Purchase Order
Merchandise Amt 18,000.00
Budget Status Valid

Personalize | Find | View Al IE‘ | |

Document

Supplierd  Location

Date Workbench
Approved 06/12/2015 Accounting Entries
Posted 080122015 0000020300 0000000001 B3 fimal . AccountingEntries
Posted 09/01/2015 0000020900 0000000001 E] !:q’a(]tfcip’semih Accounting Entries
Posted 10/01i2015 0000020900 0000000001 !lq?(]tri:'"eﬂgh Accounting Entries

Match

Workdist Add to Favorites Sign out

| New Window | Help | Persenalize Page | &)

First B 1-4 o

Accounting Entries

H100% -

Step

Action

22.

new window.

ages.

Click the Receipt Go To Document Status Inquiry button. This action opens a

NOTE: You may only view the Document Status pages if you have access to these
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Favorites ~ Main Menu~ > Purchasing = > Receipts ~ > Review Receipt Information ~ > Document Status

PSO9FSUPG Home Workdist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53
PSOFSWEBDEV 1

| New Window | Help | Personalize Page | 15,

Document Status

Business Unit LSUSH Receipt Number 236793
Document Date 03/09/2016 Status Closed
Currency USD Document Type Receipt

Merchandise Amt 278.00

Short Supplier Name NEW ENGLAND BI Carrier ID
Source On-line Bill of Lading 782546048374FEDEX
Associated Document Personalize | Find |view Al |2 | 8 First B 1.3 072 B Last

Documents || RelatedInfa

Business

Actions = Document Type DOC ID Status Document Date  Supplier ID Location

~ Actions LSUSH Requisition 06678681 Approved 03/08/2016
« Actions LSUSH Purchase Order 08678681 Dispatched 03/09/2016 0000006621 0000000001 E]
~ Actions LSUSH Woucher 00594300 Posted 03/08/2016 0000006621 0000000001

£ Return to Search

H100% -

Step Action

23. View the Receipt Document Status page.

NOTE: From the Document Status page you may view:

e The Inquiry page of this document (in this example you may view the Receipt
Inquiry page);

* The Inquiry pages of the Requisition, PO, Vouchers and/or Payments associated
with the Receipt.

NOTE: You may only view the Vouchers and Payments if you have access to these
pages.
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(E)E)e m

Sfsrch.lsuhsc.edu/psp/fsupg_5/EMPLOYEE/ERP/c/PRO O ~ & © |[ 2 Document Status

| 2 Document Status

|

|2

*] itrix - Logon & £ First Tech £ Google k¥ ealth Remote Acces.. &
3 @ Citrix - L FINANCIALS £ First Tech £ Google k=¥ LSU Health R A LSUHSC

"8 -2 @ v (CosTemb CulW posv @~ T

EVTT

Document Status

LSUSH
03/09/2016

Business Unit
Document Date

Currency USD

Short Supplier Name NEW ENGLAND BI

Source On-line
Associated Document
Documents Related Info
Actions 3:;‘"5“ Document Type DOC ID Status
~ Actions LSUSH Requisition 06678681 Approved
« Actions LSUSH Purchase Order 08678681 Dispatched
~ Actions LSUSH Vaoucher 00594300 Posted

[& reumto seamcn |

Receipt Number 236793
Status Closed
Document Type Receipt
Merchandise Amt 278.00

Carrier ID

| New Window | Help | Personalize Page | B,

Bill of Lading 782546048374FEDEX

Personalize | Find | View All |

Document Date  Supplier ID
03/08/2016

03/09/2016 0000006621
03/08/2016 0000006621

B

First M 1-3 or 3 B Last
Location
0000000001 B
0000000001

H10% ~
Step Action
24, Click the Close button and return to the Document Status page.
X
Favorites ~ Main Menu~ > Purchasing = > Purchase Orders = > Review PO Information ~ > Document Status
PSOFSUPG Home Workdist Add to Favorites Sign out
FSCM 9.2 PSTools B.53 All  ~| Search 3 | Advanced Search

PSOFSWEBDEV12

Document Status

Business Unit LSUSH
Document Date 06/16/2015
Currency USD
Buyer Cox,Cynthia T.

Associated Document

Documents Related Info
Actions E:;’"e“ Document Type  DOC ID Status
« Actions LSUSH Requisition 0082351 Approved
~ Actions LSUSH Voucher 00587930 Posted
~ Actions LSUSH Voucher 00589044  Posted
~ Actions L8USH WVoucher 00590013  Posted

& Return to Search

POID 06077385
Status Dispatched
Document Type Purchase Order
Merchandise Amt 18,000.00
Budget Status Valid

Personalize | Find | View Al | &2 | B

Document Date  Supplier ID
08/12/2015

08/01/2015 0000020900
08/01/2015 0000020900
10/01/2015 0000020900

| New Window | Help | Personalize Page | &,

First M 1-4 or7 D Last

Location

0000000001
0000000001

m m m m

0000000001

®100% -
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Step Action

25.
new window.

to this page.

Click the Voucher Go To Document Status Inquiry button. This action opens a

NOTE: You may only view the Voucher Document Status page if you have access

PS Desktop - Citrix Receiver
/2 Document Status - Internet Explorer

e | @ https: jpsstsrch.lsuhsc. edufpspfstm_ao/eMpLoYEE ERP /PR P 4#| (2 Dowment Status
File Edit View Favorites Tools Help

<]

Voucher Document Status

Business Unit LSUSH Voucher ID 005384300

Invoice ID 90289771 Invoice Date  03/08/2016

Gross Amount 306.00 usp Approval Status  Approved

Supplier ID 0000008621 _ pyions  NEWENGLANDEI Document Type Voucher
Location 0000000001

Associated Document

Status Posted

Documents Related Info
Actions SetiD 3:i'”ess Document Type DOC ID Status Document Date  Supplier ID
~ Actions  SHARE Payment 479393 Posted 03/24/2016 0000006621
~ Actions LSUSH Purchase Order 06678681 Dispatched 03/09/2016 0000006621
~ Actions LsUsH Receipt 236793 Closed 03/09/2016 0000006621
~ Actions LSUSH Requisition 06678681 Approved 03/08/2016

|5 Returnto Search || £ Refresh

Personalize | Find | View All | [E1} Il:I

f3 - B - =) o - Page- Safety~ Toos- @+ M| oo 4
Favorites ~ Main Menu~ > Purchasing ~ > Purchase Orders ~ > Review PO Information ~ > Document Status > Document Status
. =
PSOFSTRN Home Worklist Addto Favorites Sign out
FSCM 9.2 PSTools 8.53 Al | Search % | Advanced Search [l Last Search Results
PSIFSWEBDEV12

| New Window | Help | Personalize Page | I

Document Tolerance Status Valid
Budget Misc Status Valid
Budget Status Valid

Match Status Matched

First 4" 1-4 of 4 &' Last

Location

0000000001
0000000001
0000000001

mw M m m

Step Action

26. View the Voucher Document Status page.

Click the Close button.

217. This completes Inquire on a PO Document Status.

End of Procedure.
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Managing Requisitions Pre-Encumbrance

View & Print the Requisition Budgetary Activity Report to HTML

Procedure

In this topic you will learn how to View & Print the Requisition Budgetary Activity Report to

HTML.

NOTE: This report will retrieve information on Requisitions submitted to Purchasing from
your Department, for a specified period of time. You will be able to view any remaining pre-
encumbrance amounts in this report.

Favorites ~ Main Menu ~

PSOFSUPG Home ‘Worklist Add to Favorites Sign out
iggg‘jz;;::;j.‘:l;gm Menu | Search 2 | Advanced Search [gl Last Search Results
Personalize Content | Layout “? Help
< >
#100% ~
Step Action
1. Click the Main Menu button.
Main Menu
2. Click Purchasing link.
3. Click the Requisitions menu.
Requisitions k
4, Click the Reports menu.

Repors
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Step Action
5. Click the Req and PO Budgetary Activity menu.
| Req and PO Budgetary Adtivity |
6. The first time you use this method, you will need to create a Run Control ID in order
to access the Process Scheduler. Click on the Add a New Value tab or hyperlink to
create the Run Control ID.
The system defaults you into the Find an Existing Value tab. On all subsequent
prints, you will use the Find an Existing Value tab to search for existing Run
Control IDs.
See the Create/Find a Run Control topic in the Encumbrance Basics section for
additional information.
Favorites= | Main Menu~ > Purchasing ~ > Requisitions ~ > Reports ~ > Req and PO Budgstary Activity
PSOFSUPG Home Worklist Add to Favorites Sign out

FSCM 0.2 PSTools B.53 Al ~| Search

3  Advanced Search [l Last Search Results
PSOFSWEBDEV12

New Window | Help | \&,
Req and PO Budgetary Activity
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value

= Search Criteria

Search by: Run Control ID begins with

[Clcase sensitive

Search  |Advanced Search

Find an Existing Value | Add a New Value

H100% ~

Step Action
7. Click the Add a New Value tab.
Add a Mew Value
8. Enter the desired information into the Run Control ID field. Enter

"REQ ACT RPT".
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Favorites ~ Main Menu~ > Purchasing ~ > Requisitions =~ > Reports ~ > Req and PO Budgetary Activity
PSOFSUPG Home Worklist Add to Favorites Sign out
FSCM 8.2 PSTools 8.53 Al ~| Search » | Advanced Search (ol LastSearch Results
PSOFSWEBDEV12
New Window | Help | /&,
Req and PO Budgetary Activity
FEind an Existing Value Add a New Value
Run Control ID: REQ_ACT_RPT x
Add
Find an Existing Value | Add a New Value
javascriptisubmitAction win0(dacument.wind, '#ICSwitchMade); #100% ~
Favorites~ | Main Menu~ > Purchasing = > Requisitions = > Reports = > Req and PO Budgetary Activity
PSOFSUPG Home Worklist Add to Favorites Sign out
3 | Advanced Search (2 Last Search Results

Al ~| Search

FSCM D2 PSTools B.53
PSOFSWEBDEV12

Req and PO Budgetary Activity
REQ_ACT_RPT

Run Control ID:

Language:

Report Request Parameters

*Business Unit Q
*Budget Date From
Remaining Amount

Business Unit GL Q

ChartField Sort Options

*ChartField Short Hame
ACCOUNT Q_ Account
B save

New Window | Help | Personalize Page | 5}

Report Manager Process Monitor

0.000

First B 1 071 B ast

Personalize | Find | View All | &

From ChartField Value To ChartField Value

Q Q =
B Add Update/Display

H100% ~
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Step Action
10. The Report Request Parameters page displays. The user will enter or select the
Report Request Parameters.
NOTE: If you had selected an existing Run Control ID, the above page would
contain the parameters from the last time you ran the report.
To eliminate retrieving all Requisitions for all 11 Business Units, the minimum
entries required are the following:
 Business Unit
* The DeptID or Project/Grant, if applicable. If Project/Grant is entered, there is no
need to enter any other parts of the ChartString since a Project/Grant number is tied
to only one ChartString.
Favorites ~ Main Menu~ > Purchasing ~ > Requisitions =~ > Reports ~ > Req and PO Budgetary Activity
PSOFSUPG Home Workdist Add to Favorites Sign out
;iggég%:e:::;,?‘:ﬂm All | Search 3 | Advanced Search  [cl LastSearch Results
New Window | Help | Personalize Page | i&,
Req and PO Budgetary Activity
Run Control ID: REQ_ACT_RPT Report Manager Process Monitor Ry
Language:
Report Request Parameters
*Business Unit Q
*Budget Date From [& *To [
Remaining Amount 0.000
Business Unit GL Q
ChartField Sort Options Personalize | Find | view Al | 20 | 28 First 4 9 or 1 I8 Last
ACCOUNT @ Account [s% Q =
B Save E+ Add Update/Display
#100% -
Step Action
11. Enter the desired information into the Business Unit field. Enter "LSUSH".
12. Enter the desired information into the Budget Date From field. Enter "010116".

NOTE: If this involves a Project/Grant, you may retrieve information since the
inception of the Project/Grant.

For all documents for a specific fiscal year, enter 07-01-XX to 06-30-XX in the
From and To fields.
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Step Action

13. Click the Choose a date button.

PS Desktop - Citrix Receiver ol ==
Favorites~ | Main Menu~ > Purchasing = > Requisitions = > Reports = > Req and PO Budgetary Activity
. -
PSOFSSND Home Worklist | AddtoFavorites | Sign out
FSCM 9.2 PSTools 8.53 All | Search 3 | Advanced Search [l Last Search Results
PSIFSWEBDEVT

New Window | Help | Personalize Page | /&,

Req and PO Budgetary Activity

ftun Control 10: REQ_ACT_RPT  Report Manager Process Monitor Run
Language: English .

Report Request Parameters

*Business Unit LSUSH|Q

*Budget Date From 01/01/2016 *To
Calendar 3]
Remaining Amount . 0.000
v 2016 hd
Business Unit 6L [LSUSH @ (IE—] 207 []
S M TWTF S
ChartField Sort Options Pd 1 2 3 4 5 6 7 First B 1 o7 1 B Last
“ChartField Shart Name From ChartField Value g 9 10 11 12 13 14
ACCOUNT @ Account 15 16 17 18 18 [N 71 [sY HE
22 23 24 25 25 27 28
20 30 3
(4] CurrentDate [¥)
B Save Er Add Update/Display

Step Action

14. Click the Previous Month button.

15. Click the desired date.
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PS Desktop - Citrix Receiver
Favorites ~
PS9FSSND

FSCM 9.2 PSTools B.53 Al
PSIFSWEBDEV11

Req and PO Budgetary Activity

Run Control ID: REQ_ACT_RPT
Language: English .

Report Request Parameters

*Business Unit LSUSH|Q
*Budget Date From 01/01/2018 Ei]
Remaining Amount .

Business Unit GL LSUSH|Q

ChartField Sort Options

| Search

Main Menu~ > Purchasing ~ > Requisitions ~ > Reports ~ > Req and PO Budgetary Activity

(=S EOR (5

Home Workdist Add to Favorites Sign out

2 | Advanced Search [l Last Search Results

Report Manager Process Monitor

*To|04/30/2015 {5}

0000 usD

Personalize | Find | View All | [E1} | =i

New Window | Help | Personalize Page | 15,

First 8 1 or1 B L ast

ACCOUNT @, Account [s% [s% =1
B Save Ex Add Update/Display
Step Action
16. The user will specify the Remaining Amount fields as follows:

« If you wish to view all of your Department’s Requisitions, generated during a
specific period, regardless of the balance (i.e. those with a Remaining Balance of
Zero, as well as those not equal to a Remaining Balance of Zero), do not specify an
operand and accept the default entry of 0 (Zero) in the Remaining Balance field;

* You may specify an operand and enter the dollar amount in the adjacent field or
accept the default entry of 0 (Zero); or

* For the purposes of managing encumbrances, the user will select “Not Equal” (<
>) to a Remaining Amount of 0 (Zero) so that only the Requisition Lines with a
Remaining Amount (including credits) will be retrieved.
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PS5 Desktop - Citrix Receiver
Favorites ~ Main Menu =
PSOFSSND

FSCM 9.2 PSTools B.53 Al
PSIFSWEBDEV11

Req and PO Budgetary Activity

Run Control ID: REQ_ACT_RPT

English .v

Language:

Report Request Parameters

*Business Unit LSUSH Q
*Budget Date From 01/01/2016 Ei]
Remaining Amount .

Business Unit GL LSUSH|Q

ChartField Sort Options

*ChartField Short Name
ACCOUNT G, Account
& Save

| Search

o]

> Purchasing ~ > Requisitions = > Reportts ~ > Req and PO Budgetary Activity

Home Workdist Add to Favorites Sign out

2 | Advanced Search [l Last Search Results

New Window | Help | Personalize Page | 15,

Report Manager Process Monitor

*To 0473012016 |[5)

0000 usD

Personalize | Find | View All | [E1} | i First B 1 or 1 B Lagt

From ChartField Value To ChartField Value

& <

El

Add Update/Display

Step

Action

17.

Click the button to the right of the Remaining Amount field.

B Ps Desktop - Citrix Receiver = =)
Favorites ~ Main Menu~ > Purchasing ~ > Requisitions ~ > Reports ~ > Req and PO Budgetary Activity
PSOFSSND Home Workdist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Al | Search 2 | Advanced Search [l Last Search Results
PSIFSWEBDEVH

Req and PO Budgetary Activity

Run Control ID: REQ_ACT_RPT

English .

Language:

Report Request Parameters

*Business Unit LSUSH Q

*Budget Date From 01/01/2016 Ei]

Remaining Amount

Business Unit GL | ==

ChartField Sort Options

*ChartField Short N
ACCOUNT G, Account
& Save

New Window | Help | Personalize Page | 15,

Report Manager Process Monitor

*To 0473012016 |[5)

0000 usD

First 8 1 or1 B L ast

Personalize | Find | View All | [E1}

From ChartField Value To ChartField Value

& <

El

Add Update/Display
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Step Action

18. Click the Not Equal (<>) list item.

PS Desktop - Citrix Receiver

Favorites ~

PSOFSSND
FSCM 9.2 PSTools 8.53 All = Search
PSIFSWEBDEVT

Req and PO Budgetary Activity

Run Control ID: REQ_ACT_RPT

English .

Report Manager
Language:

Report Request Parameters

Process Monitor

Main Menu~ > Purchasing = > Requisitions = > Reports = > Req and PO Budgetary Activity

Home Worklist
3 | Advanced Search [l Last Search Results

Add to Favorites Sign out

New Window | Help | Personalize Page | /&,

ChartField Sort Options
*ChartField

ACCOUNT

B save

*Business Unit LSUSH|Q
*Budget Date From 01/01/2016

Remaining Amount |EaEEN| |

Business Unit GL LSUSH Q

*To 04/30/2016

0.000 ysD

Personalize | Find | View All | 2D | 88 First B 1 or 1 B Last

Short Name From ChartField Value To ChartField Value

@ Account Q Q =

B Add UpdateiDisplay

Step

Action

19.

Enter ChartField Options
The user may enter a single or multiple ChartFields.

« |If the user wishes to specify a different ChartField value than what is displayed in
the ChartField field, he/she should click the ChartField lookup button and select
another value (Account, Dept ID, Fund, Program, Class Project 1D, etc.);

« If the user wishes to specify more than one ChartField value, he/she will need to
click the Add a New Row (+) button to insert an additional row(s) and select the
appropriate values.

* If the user wishes to run the report to view all Requisitions for his/her Business
Unit, click the Delete a Row (-) button to delete the row indicating the ChartField
value.
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Step

Action

20.

Project/Grant.

NOTE: Most users will not run all Requisitions in their Business Unit.

NOTE: When a specific Project/Grant value is entered, the remaining fields may
be left blank since there would only be one ChartString for the specific

PS Desktop - Citrix Receiver

Favorites ~ Main Menu~ > Purchasing ~ > Requisitions =~ > Reports = > Req and PO Budgetary Activity

PSOFSSND
FSCM 9.2 PSTools 8.53 All = Search
PSSFSWEBDEVH

Req and PO Budgetary Activity

Run Control ID: REQ_ACT_RPT
Language: English .

Report Request Parameters

*Business Unit LSUSH|Q
*Budget Date From 01/01/2016
Remaining Amount

Business Unit GL LSUSH |G

ChartField Sort Options

2 | Advanced Search [l Last Search Results

Process Monitor Run

Personalize | Find | View All | 20 | 88 First B 1 or 1 B Last

(E=E| B8 )

Home Worklist Add to Favorites Sign out

New Window | Help | Personalize Page | /&,

*ChartField Short Name To ChartField Value
ACCOUNT @ Account Q =
B Save Er Add Update/Display
Step Action

21.

Q

Click the Look up ChartField button.

22.

Click the DEPTID link.
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PS5 Desktop - Citrix Receiver
Favorites ~ Main Menu =
PSOFSSND

FSCM 9.2 PSTools B.53 Al
PSIFSWEBDEV11

Req and PO Budgetary Activity

Run Control ID: REQ_ACT_RPT

English .

Language:

Report Request Parameters

*Business Unit LSUSH Q
*Budget Date From 01/01/2016 Ei]
Remaining Amount | <> .

Business Unit GL LSUSH|Q

ChartField Sort Options

*ChartField Short Name
pEFTID x|@ Dept
& Save

| Search

=)

==

> Purchasing ~ > Requisitions = > Reportts ~ > Req and PO Budgetary Activity

Home Workdist Add to Favorites Sign out

2 | Advanced Search [l Last Search Results

New Window | Help | Personalize Page | 15,

Report Manager Process Monitor

*To 0473012016 |[5)

0000 usD

Personalize | Find | View All | [E1} | i First B 1 or 1 B Lagt

From ChartField Value To ChartField Value

Q Q =

[Er Add Update/Display

Step Action

23.
Enter "1103500".

Enter the desired information into the From ChartField Value field.

PS5 Desktop - Citrix Receiver

Favorites ~ Main Menu =

PSOFSSND

FSCM 9.2 PSTools B.53 Al
PSIFSWEBDEV11

Req and PO Budgetary Activity

Run Control ID: REQ_ACT_RPT

English .

Language:

Report Request Parameters

*Business Unit LSUSH Q
*Budget Date From 01/01/2016 Eﬂ
Remaining Amount | <> .

Business Unit GL LSUSH|Q

ChartField Sort Options

*ChartField Short Name
DEPTID Q Dept
B Save

| Search

=)

==

> Purchasing ~ > Requisitions ~ > Reports ~ > Req and PO Budgstary Activity

Home Workdist Add to Favorites Sign out

2 | Advanced Search [l Last Search Results

New Window | Help | Personalize Page | 15,

Report Manager Process Monitor

*To 0473012016 [

0000 usD

Personalize | Find | View All | [E1} | = First B 1 or 1 B Lagt

From ChartField Value To ChartField Value

1103500 x|a a =1

[E+ Add Update/Display
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Step

Action

24.

NOTE: Before adding additional rows, click the SAVE BUTTON to save the
changes made on the first row. Failure to SAVE before adding the additional row
will change the first row data back to the default setting.

To add additional ChartField values, click the Add a new row at row 1 button.

25.

=

Click the Look up ChartField button for row 2.

26.

CLASS_FLD

Click the CLASS_FLD link.

PS Desktop - Citrix Receiver
Favorites =

PS9FSSND
FSCM 9.2 PSTools 8.53 Al
PSSFSWEBDEV11

Req and PO Budgetary Activity

Run Control ID: REQ_ACT_RPT
Language: English .

Report Request Parameaters

*Business Unit LSUSH Q
*Budget Date From 01/01/2018 Ei]
Remaining Amount |= .

Business Unit GL LSUSH|Q

ChartField Sort Options

| Search

Main Menu~= > Purchasing = > Requisitions ~ > Reports = > Req and PO Budgstary Actiity

2 | Advanced Search [l Last

Report Manager Process Monitor

*To 047202015 |5l

0000 usD

Personalize | Find | View All | &z | =

oo E=s

Home Worklist

Search Results

Add to Favorites Sign out

New Window | Help | Personalize Page | 15,

First B 1-2 or 2 B Last

“ChartField Short Name From ChartField Value To Chartield Value
DEFTID @, Dept 1103500 Q Q =
fcLass_FLD X |Q Class Q Q [=]
B Save Ex Add Update/Display

27.

Enter the desired information into the From ChartField Value field. Enter "10105".
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PS Desktop - Citrix Receiver

PS9FSSND
FSCM 9.2 PSTools 8.53 All ~| Search
PSSFSWEBDEV11

Req and PO Budgetary Activity
Run Control ID:

Language: English .

Report Request Parameters

*Business Unit LSUSH|Q
*Budget Date From 01/01/2018 Ei]
Remaining Amount |= .

Business Unit GL LSUSH|Q

ChartField Sort Options

REQ_ACT_RPT Report Manager

*ChartField Short Name From ChartField Value
DEFTID Q. Dept 1103500
CLASS_FLD Q) Class 10105

& Save

(=S EOR (5

Favorites ~ Main Menu~ > Purchasing ~ > Requisitions ~ > Reports ~ > Req and PO Budgetary Activity

Home Workdist Add to Favorites Sign out
2 | Advanced Search [l Last Search Results

New Window | Help | Personalize Page | 15,

Process Monitor Run

*To 047202015 |5l

0000 usD

Personalize | Find | View All | &z | = First M 12 072 I Lagt

To ChartField Value
aQ Q =
aQ Q =

[Er Add Update/Display

Step Action

28. Click the Delete row 2 button.

[-]

29, Click the OK button.

30. Click the Save button.

B Save

NOTE: The values entered in the Requisition Budgetary Activity Parameter page,
in this example, will retrieve only those Requisitions, for the Department and
Budget Dates specified, with a Remaining Amount not equal to 0 (Zero).
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PS Desktop - Citrix Receiver

(=S EOR (5
Favorites ~ Main Menu~ > Purchasing ~ > Requisitions ~ > Reports ~ > Req and PO Budgetary Activity
. . -
PSOFSSND Home Waorklist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Al | Search 2 | Advanced Search [l Last Search Results
PSIFSWEBDEVH

New Window | Help | Personalize Page | 15,
Req and PO Budgetary Activity

Run Control ID: REQ_ACT_RPT Report Manager

Language: English .

Report Request Parameters

Process Monitor Run

*Business Unit LSUSH|Q

*Budget Date From 01/01/2018 [ *To 04/30/2016 |[]

Remaining Amount | = . 0000 ysp
Business Unit GL LSUSH|Q
ChartField Sort Options

Personalize | Find | View All | [E1} | =i First B 1 or 1 B Lagt

*ChartField Short Name From ChartField Value To ChartField Value
DEFTID @, Dept 1103500 [s% [s% =1
& Save

[Er Add Update/Display

Step Action

31. Click the Run button.
Run

32. Click the button to the right of the Server field.
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Process Scheduler Request

User ID: WDOOL1 Run Control ID: REQ_ACT_RPT

Server Name: Run Date: 04/20/2016 [51)

PSNT
Recurrence: — Run Time: [10:46:36AM | | Resetto Current Date/Time

Time Zone:l:lQ

Process List
Select Description Process Name Process Type “Type *Format Distribution

Procurement Budgetary Activity P0OS8001 SOR Report PDF : Distribution

Requisition Budgetary Activity POS8002 SOR Report 'Web : PDF : Distribution
PO Activity, Excel for POS8001 ZZP00032 SQR Report ‘Web : PDF : Distribution

Reaq. Activity, Excel POS3002 ZZPO0033 SOR Report Web PDF Distribution

[k ] cancel |

Step Action
33. Select the PSNT option.
[PSNT
34. Click the Requisition Budgetary Activity option.
35. Click the OK button.
oK
36. Click the Process Monitor link.
|F’rncess Monitor |
37. Click the Refresh button until the process is complete (i.e. Run Status = Success
and Distribution Status = Posted).
38. Click the Go back to Req and PO Budgetary Activity link.
| Go back to Req and PO Budgetary Activity |
39. Click the Report Manager link.

| Report I'u'lanagerl
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Favorites ~ Main Menu ~
PSOFSUPG
FSCM 9.2 PSTools 8.53 All ~ | Search
PSOFSWEBDEV12
Administration List Explorer Archives
View Reports For
Instance: to:
Name: Created On:
Reports
Report Report Description Folder Name
1 POS8002 REQUISITION BUDGETARY General

ACTIVITY

Go back to Req and PO Budgetary Activity

& Save

Administration | List | Explorer | Archives

Personalize | Find | view All | & | B

> Purchasing ~ > Requisitions = > Reports ~ > Req and PO Budgetary Activity

% | Advanced Search

Refresh

» Report Manager

Home Workdist Add to Favorites Sign out

&l Last Search Results

New Window | Help | Personalize Page | [,

& [Last v 1

[Days v

Completion Report
Date/Time D
041116

9:24AM 9074890

First B 1 o1 B Last

Process
Instance

11000225

#®100% ~
Step Action
40. Click the Administration tab to access the report.
Administration

Favorites ~ Main Menu~ > Purchasing ~ > Requisitions ~ > Reports = > Req and PO Budgetary Activity ~ » Report Manager
PSOFSUPG Home Workdist Add to Favorites Sign out
FSCM 9.2 PSTools B.53 All ~| Search 3 | Advanced Search (&l Last Search Results
PSOFSWEBDEV12

New Window | Help | Personalize Page | &,

Administration || List || Explorer || Archives

View Reports For

SEIEL‘MH @Dese\emi\l\

Click the delete button to delete the selected repori(s)
Go back to Req and PO Budgetary Activity

B Save

Administration | List | Explorer | Archives

User ID:
Status: V| Folder: V| Instance: to:
Report List Personalize | Find | View Al \@ | i First B 1 or 1 B Last
Select ‘RDE""“ ":"::ma Description g:fe”;iﬁ:‘a Format Status  Details
9074890 11000225 Requisition Budgetary Activity gg?‘gﬂ:ﬂﬁ ;E;‘;%a‘ Posted  Details

Refresh

H10% -
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Step Action
41. Click the Requisition Budgetary Activity link.
This action opens a new window.
Requisition Budgetary Activity
42. As specified in the Requisition Budgetary Activity Parameter page, only the
Requisition line(s) with a Remaining Amount are retrieved. This will make it easier
for the user to analyze the report when determining the pre-encumbrances that need
to be closed or adjusted.
Pre-Encumbrance Tips: If the user finds that a pre-encumbrance remains (even
after the PO has been built), he/she should contact Purchasing (i.e. the Buyer
associated with the PO).
43. View the fields on the Requisitions Budgetary Activity Report.
PS Desktop - Citrix Receiver =1 =R
E https:/ /ps9fsrch.suhsc.edu/psreports/fssnd /3483 /POS8002_3557.PDF - Internat Explorer _[O] x|

6] ¥ [ @ htips: fpsofirch. irsc.edujpsreports fesndj3483posa0nz_3 O =] G || 42| | @ peofarch lsuhsc.edu x i~ e

Fle FEdt Goto Favorites Help

% - B - = = - Page - Safety - Tods- @+ N o 4

Step Action
44, Click the Print button.
]
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Step Action

45, NOTE: Select print options and click OK.
For training purposes only, click the Cancel button.
Cancel
46. Click the Close button.
47. This completes View & Print the Requisition Budgetary Activity Report.

End of Procedure.
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View & Print the Requisition Budgetary Activity Report to Excel

Procedure

In this topic you will learn how to view and print the Requisition Budgetary Activity Report to
Excel.

Step Action

1. Navigate to the Req and PO Budgetary Activity page as follows:

¢ Click Main Menu > Purchasing > Requisitions > Reports > Req and PO
Budgetary Activity

* Enter the Run Control ID

2. Enter Parameters

1. Enter Business Unit

2. Enter Budget Date From and To

3. Enter Remaining Amount

4. Enter Chartfield options

5. Enter From and To Chartfield Value(s)
6. Save

PS Desktop - Citrix Receiver ol ===
Favorites = | Main Menu~ > Purchasing ~ > Requisitions ~ > Reports = > Req and PO Budgetary Activity
. ;
PngssND Home Worklist Add to Favorites Sign out

FSCM 9.2 PSTools 8.53 All | Search 2 | Advanced Search [l Last Search Results
PSIFSWEBDEVT

New Window | Help | Personalize Page | \5)

Req and PO Budgetary Activity

Run Control ID: REQ_ACT_RPT Report Manager Process Monitor Run
Language: English .
Report Request Parameters
*Business Unit LSUSH|Q
“Budget Date From |01/01/2016 *To |04/30/2016
Remaining Amount | <> . 0.000) usD
Business Unit GL LSUSH|Q
ChartField Sort Options Personalize | Find | View Al | C0 | B8 First M 1 of 1 B Last
*ChartField Short Hame From ChartField Value To ChartField Value
DEPTID @ Dept 1103500 a, Q =
B Save & Retumn to Search E Add Update/Display
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Step Action
3. Click the Run button.
Run

Process Scheduler Request

User ID: WDOOL1 Run Control ID: REQ_ACT_RPT

Server Name: | (RIS : Run Date: 04/20/2016

Recurrence: < RunTime: 105426A | | Resetto CumentDate/Time
T —

Process List
Select Description Process Name Process Type *Format

Procurement Budgetary Activity POS8001 SQR Report
Requisition Budgetary Activity P038002 SOR Report
PO Activity, Excel for POS8001 Z7P00032 SQR Report
Req. Activity, Excel POSB002 ZZP0O0033 SOR Report

[ ok | cancer |

Distribution
Distribution
Distribution
Distribution
Distribution

Action

Click the Select Req. Activity, Excel POS8002 option.

Click the OK button.
OK

Click the Process Monitor link.
|F'rocess Monitorl
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Favorites ~ Main Menu~ > Purchasing ~ > Requisitions ~ > Reports ~ > Req and PO Budgetary Activity  * Process Monitor
PSO9FSUPG Home Workdist Add to Favorites Sign out

FSCM 9.2 PSTools 8.53 All | Search % | Advanced Search |2l Last Search Results
PSOFSWEBDEV12

New Window | Help | Personalize Page | 5}

Process List Server List

View Process Request For

useriDWDOOL1  x|@  Type ][ Last V] 1 Refresh
sover ] Hame @ instance ©
Run Slalus Distribution Status Save On Refresh

Process List Personalize | Find | view All |20 [ B First B 12 072 ] Last
Select Instance Seq. Process Type Process Name User Run DateTime Run Status g‘é'z‘;’”"”" Details
11000231 SQR Report 77P00033  WDOOL1 041112016 10:35:17AM COT Processing /A Details
11000225 SQR Report POS8002 WDOOL1  04/11/2016 9:22:03AM CDT Success Posted  Details

Go back to Reg and PO Budgetary Activity
B Save |[=] Notify

Process List| Server List

H10% -

Step

Action

Click the Refresh button until the process is complete (i.e. Run Status = Success
and Distribution Status = Posted).

Refresh

Click the Go back to Req and PO Budgetary Activity link.
|GCI back to Req and PO Budgetary Activity |

Click the Report Manager link.
| Repaort r-a1:3nager|
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Favorites ~ Main Menu~ > Purchasing ~ > Requisitions ~ > Reports = > Req and PO Budgetary Activity  » Report Manager
PSO9FSUPG Home Worklist Add to Favorites Sign out

FSCM 9.2 PSTools 8.53 All | Search » | Advanced Search (ol Last Search Results
PSOFSWEBDEV12
New Window | Help | Personalize Page | [,

Administration List Explorer Archives

View Reports For

Instance: to: Refresh
Name: Created On: [5 |Last V‘ 1 ‘Days V‘
Reports Personalize | Find | View All | 1 First B 12 or 2 B st
Report Report Description Folder Name S;’:ﬁr‘i‘:':" :‘;p"" I:';;::i:
REQ. ACTIVITY, EXCEL 041116
1 ZZP00033 POS8002 General 10:37A0 9074296 11000231
REQUISITION BUDGETARY 041116
2 POS8002 ACTIVITY General 9-24AM 9074390 11000225

Go back to Req and PO Budgetary Activity
& Save

Administration | List | Explorer | Archives

H10% +

Step Action

10. Click the Administration tab.
Administration

Favorites ~ Main Menu~ > Purchasing ~ > Requisitions ~ > Reports = > Req and PO Budgetary Activity — »> Report Manager
PSO9FSUPG Home Workdist Add to Favorites Sign out

FSCM 9.2 PSTools 8.53 Al
PSOFSWEBDEV12

I ~ Search 3 | Advanced Search (gl Last Search Results

New Window | Help | Personalize Page | &,

Administration || List || Explorer || Archives

View Reports For

Status: V| Folder: V| Instance: to:

Report List Personalize | Find | View All | = | | First B 12 or2 B Last
Report  Pres ) Request

select 1 P e DEsCriDtion Reduest  Format  Status  Detalls
9074896 11000231 Req. Activity, Excel POS8002 Eg’;g'sgla ;E;Z%at Posted Details
9074890 11000225 Requisition Budgetary Activity g_‘g;f‘lgiz“ﬁ E‘f;“d%at Posted Details

smem All EDEEElEC{ All

Click the delete button to delete the selected report(s)
Go back to Req and PO Budgetary Activity

B Save

Administration | List | Explorer | Archives

H10% -
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Step Action

11. Click the Req. Activity, Excel POS8002 link.
Req. Activity, Excel POS8002 |

Report Detail

Report

ReportID: 9074896 Process Instance: 11000231
Name: ZZP0O0033 Process Type: SOR Repaort
Run Status: Success

Req. Activity, Excel POS8002
Distribution Details

Distribution Node: REFNODE Expiration Date: 04/25/2016

File Size (bytes)  Datetime Created
‘SQR_77P00033_11000231.log 2116 04i11/2016 10:37:01 75000040 COT
Z7ZP00033_11000231 aut 225 04/11/2016 10:37:01 7500004 CDT
zzpo0033_11000231.csv 406 04i11/2016 10:37.01.7500004M CDT
Distribute To

Distribution ID Type *Distribution ID

User wDooL1

[ o ][ cancer |

javascript:submitAction_win0{document.wind,'PMN_DERIVED_MESSAGELOG_BTN'); H10% v |

Step Action

12. Click the zzpo0033_11000231.csv link.
[zzpo0033_11000231.csv|
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PS Desktop - Citrix Receiver = |
(™| &= Zzpo0033_3558 [Read-Only] - Micrasoft Excel o R
Home | Inset  Pagelayout  Formulas  Data  Review  View  Addns o @ o @ =
5 "° Calibri S oA === S General *gé ;'JE‘ ;ﬂ' ?"Im"‘ - ’}V \ﬁ
B3~ : % Delete - | [~ £ y
g B U324 TE s |8 o o O B @ Hra S
Clipboard x Font Alignment Humber Styles Cells Editing
Al - x| ReportID: -
A B Cc D E F G H [} J K L M N o =
1 |Re nrtID.POSBDDZ PeopleSoft Purchasing B
2 REQUISITI Remainin| <> o Run Date: 4/20/16
3 LSUSH BudgetDz  1/1/16 To 4/30/16 RunTime: 10:55:36
4 Department =1103500
=
6
7
8
9 REQID  Line/Sched/Dist Requestei Sourcing £ Original R Liquidate(Remainin; PO Amount
10 63373 1/1/01 1103500 20200 11035117:DWARDL A 97.6 0 97.6 o
1 63374 1/1/01 1103500 20200 110351175 DWARD1 A 279 0 279 o
12| 6667551 1/1/01 1103500 55200 11035120€MSTROY C 1338.75 264.75 1074 264.75 5
13 Totals: 1715.35 264.75 1450.6 264.75 I
14
15
16
17
18
19
20
21
22
23
24 L]
25
v
4 4 ¥ b zzpob033_3558 ¥ JIEN 1l | a0l
Ready | |[ED D@ 100% (=) Iy 3

Step Action

13. Click the Close button.

14. As specified in the Requisition Budgetary Activity Parameter page, only the
Requisition line(s) with a Remaining Amount are retrieved. This will make it easier
for the user to analyze the report when determining the pre-encumbrances that need
to be closed or adjusted.

Pre-Encumbrance Tips: If the user finds that a pre-encumbrance remains (even
after the PO has been built), he/she should contact Purchasing (i.e. the Buyer
associated with the PO).

15. View the fields on the Requisitions Budgetary Activity Report.

16. Print Report
Click the File Tab button.

File
17. Click the Print... menu.

clicking Send, Page By E-mail.
Print

NOTE: You may save the report by clicking Save As or email the report by
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Step Action

18. NOTE: Select print options and click OK.

For training purposes only, click the Close button or File, EXit to close the report.

=]

19. This completes View & Print the Requisition Budgetary Activity Report.
End of Procedure.
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Running the ZZCLEANUP_REQ_ACTIVITY

Running the ZZCLEANUP_REQ_ACTIVITY - RUN IN REPORTS DATABASE ONLY

The ZZCLEANUP_REQ_ACTIVITY query is a public query within the PeopleSoft system. It
has been designed and developed to provide users with information necessary for managing
encumbrances. When running the query, the information can be displayed in three formats:
HTML, Excel and/or as a CSV Text file.

The HTML format displays the data in a specified order. It does not allow manipulation of the
data (i.e. moving columns). The user may elect to run the data to Excel or to a CSV Text file. The
data will display in the same order as it displays in the HTML format. However, the data can be
manipulated (i.e. moving columns) within Excel and CSV Texts formats.

NOTE: CSV is an abbreviation for Comma Separated Value. This type of file is not often used
by general query users, but is available to you.

Procedure
In this topic you will learn how to Run the ZZCLEAN_REQ_ACTIVITY Query.

NOTE: This query must be run in the PS9FSRPT (Reports) database.

Favorites = Main Menu =
S 5
PS9FSUPG Home Worklist Add to Favorites Sign out
zﬁg&‘_g_z_;:e;;?[s 853 Menu - | Search 3 | Advanced Search [ Last Search Results

Personalize Content | Layout ? Help

H100% -

Step Action

1. Click the Main Menu button.
Main Menu
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Step Action
2. Click the Reporting Tools menu.
| Reporting Tools 4 |

Click the Query menu.
| CQuery r |

Click the Query Viewer menu.

Favorites = Main Menu~ > Reporting Tools ~ > Query ~ > Query Viewer

. . 5
PSOFSUPG Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 All | Search % Advanced Search  [ol Last Search Results
PSOFSWEBDEV 12

New Window | Help | Personalize Page | &,
Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values

"Search By veginswin |
Search Advanced Search
#H100% -

Enter the desired information into the Search By field. Enter "ZZCLEANUP".

Click the Search button.
Search
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Favorites ~ Main Menu~ > Reporting Tools = > Query = > Query Viewer

PSO9FSUPG Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools B.53 Al ~| Search % | Advanced Search (ol Last Search Results
PSOFSWEBDEV12

New Window | Help | Personalize Page | 5}

Query Viewer

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

"Search By wgnowin  ZZCLEANUP

Advanced Search

Search Results

*Folder View |—All Folders — v

Query Personalize | Find | view All |2 | B First B 12 or2 B Last
Query Name Description Owner Folder g_‘;:‘,l:_" E;‘:e"" ;;‘:Lm Schedule ’::‘?D:“"ES
ZZCLEANUP_PO_ACTIVITY 88 PO Cleanup query Public HTML Excel XML  Schedule Favorite
ZZCLEANUP_REQ_ACTIVITY 88 Requisition Cleanup guery Public HTML Excel XML Schedule Favorite

H10% +

Action

Click the HTML link related to the CLEANUP_REQ_ACTIVITY query.

ZZCLEANUP_REQ_ACTIVITY - 88 Requisition Cleanup query

Business Unit:

Department:
From/To: [5)
Accounting Date To: [
View Results
Acctg Req Req Srce Sched Distribution Budg Original Liquidated
unit * e Leager " status 50 " 00F Line S i Status Account Fund Dept Program Class Project Buyer Requester

Amount Amount

#100% -
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Step Action
8. Enter the desired information into the Business Unit field. Enter "LSUSH".
9. Enter the desired information into the Department field. Enter "1050100".
10. Enter the desired information into the From/To field. Enter "110115".
11. Enter the desired information into the Accounting Date To field. Enter "123115".
12. Click the View Results button.

NOTE: It may take several minutes for the results to display since the data is
being pulled from many tables.

View Results

ZZCLEANUP_REQ_ACTIVITY - 88 Requisition Cleanup query

FromiTo:

Business Unit: LSUSH
Department: 1050100
11/01/2015 |[5])

Accounting Date To: 12/31/2015 |[]

View Results

Download results in :  Excel SpreadSheet CSV TextFile XMLFile (1 Kb)

: Original Liquid
Unit AcctgDate  Ledger  ReqID Status RegDate ¢t Line " " T Status Account Fund  Dept Program Class Project BudgDt , @U% DH-©
1 LSUSH 11/10/2015 DETAIL_PRE 0062968 A 11102015 C 1 1 1P 549200 111 1050100 30001 10105 11/10/2015 575.000 0
2 LSUSH 11/11/2015 DETAIL_PRE 0062068 1 1 10 543200 111 1050100 30001 10105 11M1/2015  0.000 575

Srce Sched Distribution

>
H100% -

Step

Action

13.

Click the Excel SpreadSheet link.
| Excel Spreadsheet|
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ZZCLEANUP_REQ_ACTIVITY - 88 Requisition Cleanup query
Business Unit: LSUSH
Department: 1050100
From/To: 11/01/2015 |[5]
Accounting Date To: 12/31/2015 |[
View Results
Download results in : Excel SpreadSheet CSV TextFile XMLFile (1 Kb)
View All
: srce Sched Distribution Original Liquid
Unit AcctgDate  Ledger  ReqID Status RegDate ¢t Line " " T Status Account Fund  Dept Program Class Project BudgDt , @U% DH-©
1 LSUSH 11/10/2015 DETAIL_PRE 0062968 A 1111012015 C 1 1 1p 549200 111 1050100 30001 10105 1111012015 575.000 0
2 LSUSH 11/11/2015 DETAIL_PRE 0062068 1 1 10 549200 111 1050100 30001 10105 111112015 0.000 -575
Do you want to open or save ZZCLEANUP_REQ_ACTIVITY_7639.xIs (10.0 KE) from ps@fsrch.lsuhsc.edu? *
= Open Save | ¥|| Cancel - 2
H10% v
Open
ZC 11+ Microsoft Excel - ® =
Busi Home Insert Page Layout Formulas Data Review View Acrobat w2 0
Depd ﬂ Protected View  This file originated from an Internet location and might be unsafe. Click for mare details. | Enable Editing X
From Al - fx\ 88 Requisition Cleanup query v
Acc
(E) ZZCLEANUP_REQ_ACTIVITY_7639.ds [Protected View] o
Vi
A 8 z D E F G H
Do || 1 2
view | | 2 [Unit_[Acctg Date |Ledger |Req D [status |Req Date  |Srce Stat _|Line [Sched Num [Dis
3 |LSUSH 11/10/2015 DETAIL_PRE 0062968 A 11/10/2015 C 1 1 I
4 |LSUSH 11/11/2015 DETALL_PRE 0062968 1 1 's‘
g[8 0
219| [ 8 5
7
8
El
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25
26
i a e wi] koot
Ready
< >
H100% -
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Step
15.

Action

Click the Enable Editing button.

Enable Editing

16. View the Report

Click the Close button.

[x]

1050100

7 N,

(<= M\>n|§,‘t https://psSfsrcb bsuhsc.edu/psc/fsupg 4/EMPLOVEE/ERP/q/ICA O ~ @ € || 2 Docum.. ‘@Docum..- ‘@ Query V... | & psaf.. %
iy itrix - Logon & & First Tech & Google k= ealth Remote Acces... &

i @ Citrix - Log FINANCIALS & First Tech ] Google 558 LSU Health R A LSUHSC
Department:

sk &

T ¥y v B - v Page~ Sofety~ Tools~ @
FromiTo: 1110112015
Accounting Date To: | 12/21/2015
View Results
Download results in . Excel SpreadSheet CSV TextFile XMLFile (1 kb)
View All
Unit AcctgDate  Ledger  ReqlD Status ReqDate SS'(:f Line Sﬁc:ﬂ Dismﬂ““”” Status Account Fund Dept Program Class Project Budg Dt 2;‘35:“ Li::,ig‘
1 LSUSH 11/10/2015 DETAIL_PRE 0062968 A 11M10/2015 C 1 1 1P 549200 111 1050100 30001 10105 1111012015 575.000 0
2 LSUSH 11/11/2015 DETAIL_PRE 0062968 1 1 10 549200 111 1050100 30001 10105 11112015 0000 -575
< >
H100% v
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Favorites ~ Main Menu~ > Reporting Tools = > Query = > Query Viewer

PSO9FSUPG Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools B.53 Al ~| Search » | Advanced Search (ol LastSearch Results
PSOFSWEBDEV12

New Window | Help | Personalize Page | 5}
Query Viewer

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

"Search By wgnowin  ZZCLEANUP

Search Advanced Search

Search Results

*Folder View
Query Personalize | Find | view All |2 | B First B 12 or2 B Last
Query Name Description Owner Folder g_‘;:,l:_" E;‘:e"" ;::Lm Schedule ’::‘?D:“"ES
ZZCLEANUP_PO_ACTIVITY 88 PO Cleanup query Public

HTML Excel XML  Schedule Favorite
i Excel XML  Schedule Favorite

ZZCLEANUP_REQ_ACTIVITY 88 Requisition Cleanup guery Public

100%
Step Action
18. Click the Excel link.

ZZCLEANUP_REQ_ACTIVITY - 88 Requisition Cleanup query
Business Unit: |
Department:
From/To: [5)
Accounting Date To: [

View Results

Acctg Req Req Srce Sched Distribution Budg Original Liquidated
unit "= Leager " status =3 URE Line S . Status Account Fund Dept Program Class Project -~ @ JP90e =/ L08 5% Buyer Requester
#100% -
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Step Action

19. Enter the desired information into the Business Unit field. Enter "LSUSH".

ZZCLEANUP_REQ_ACTIVITY - 88 Requisition Cleanup query

Business Unit: LsUsH

Department:

From/To: [5)

Accounting Date To: [
View Results

Acctg Req
Unit 5 Ledger D Status

Req Srce Sched Distribution
= Line

s Budg Original Liquidated
Date Stat Hum T Status Account Fund Dept Program Class Project Dt |Amoun e t Buyer Requester

H100% -

Step Action

20. Enter the desired information into the Department field. Enter "10501%0".

NOTE: Using the wildcard will allow you to retrieve results for all department that
begin 10501

21. Enter the desired information into the Beg Accounting Date field. Enter "110115".
22. Enter the desired information into the End Accounting Date field. Enter "123115".
23. Click the View Results button.

View Results
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ZZCLEANUP_REQ_ACTIVITY - 88 Requisition Cleanup query
Business Unit: LSUSH
Department: 10501%
From/To: 110115 [5)
Accounting Date To: 123115 [
View Results
Acctg Req Req Srce Sched Distribution Budg Original Liquidated
unit * e Leager " status 50 " 00F Line S0 i Status Account Fund Dept Program Class Project & (O =t Buyer Requester
Do you want te open or save ZZCLEANUP_REQ_ACTIVITY_870.xls (15.0 KB) from psOfsrcb.bsuhsc.edu? *
Open Save |v| Cancel 5
#100% ~
Open
ZC 11+ Microsoft Excel - ® =
Busi Home Insert Page Layout Formulas Data Review View Acrobat < @
Depd ﬂ Protected View This file originated from an Internet lacation and might be unsafe. Click for more details. x
From Al - fx\ 88 Requisition Cleanup query v
Acc
(] ZZCLEANUP_REQ_ACTIVITY_870.4ls [Protected View] =
Vi
A E @ D E F G H
uni [ [ 1 25
2 |unit_[Acctg Date |Ledger |Req ID |status |Req Date | Srce Stat _|Line |Sched Num |Dig
3 [LSUSH 11/10/2015 DETAIL_PRE 0062968 A 11/10/2015 C 1 1
4 |LSUSH 1171172015 DETAIL_PRE 0062968 1 1
5 |LSUSH 12/1/2015 DETAIL_PRE 0063013 1 1
6 |LSUSH 11/262015 DETAIL_PRE 0063013 A 11/26/2015 C 1 1
7 |LSUSH 11/25/2015 DETAIL_PRE 0063013 A 11/25/2015 C 2 1
8 |LSUSH 12/1/2015 DETAIL_PRE 0063013 2 1
9 |LSUSH 12/3/2015 DETAIL_PRE 0063030 A 12/3/2015 C 1 1
10 |LSUSH 12/4/2015 DETAIL_PRE 0063030 1 1
11 |LSUSH 12/4/2015 DETAIL_PRE 0063030 2 1
12 |LSUSH 12/3/2015 DETAIL_PRE 0063030 A 12/3/2015 C 2 1
13 |LSUSH 12/3/2015 DETAIL_PRE 0063030 A 12/3/2015 C 3| 1
14 |LSUSH 12/4/2015 DETAIL_PRE 0063030 3 1
15 |LSUSH 12/3/2015 DETAIL_PRE 0063030 A 12/3/2015 C 4 1
16 |LSUSH 12/4/2015 DETAIL_PRE 0063030 4 1
17 |LSUSH 12/3/2015 DETAIL_PRE 0063030 A 12/3/2015 C 5 1
18 |LSUSH 12/4/2015 DETAIL_PRE 0063030 B 1
19 |LSUSH 12/4/2015 DETAIL_PRE 0063030 5 1
20 |LSUSH 12/3/2015 DETAIL_PRE 0063030 A 12/3/2015 C 8 1
21 |LSUSH 12/3/2015 DETAIL_PRE 0063030 A 12/3/2015 C 7 1
22 |LSUSH 12/4/2015 DETAIL_PRE 0063030 7 1
23 |LSUSH 12/4/2015 DETAIL_PRE 0063030 8 1
24 |LSUSH 12/3/2015 DETAIL_PRE 0063030 A 12/3/2015 C 8 1
25 |LSUSH 12/21/2015 DETAIL_PRE 0063069 1 1
26 |1 c1igH 12117/2015 NETAI_PRE _npRanes & 1ar17IanTE 1 1
i 0 4 —
Ready | ! ents [FH|0 @ 1003

R R

5]

1ssam | |

= [ AR )
4l 41172006 |
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Step Action

25. Click the Enable Editing button.

Enable Editing

26. Click the Close button.

[=]

Accounting Date To: 123115 [E

View Results
Acctg Req Req Srce Sched Distribution Budg Original Liquidated
unit * e Leager " status 50 00F Line S0 Status Account Fund Dept Program Class Project

Dt Amount Amount DUV Reauester

i ()| @ nttps://ps9tsrb lsuhsc.edu/psc/fsupg_S/EMPLOYEE/ERP/q/1CA O ~ i & |23 Documa: ‘@Dgcum___ ‘@ Quewvm‘ 2 psdt.. x‘ ‘ {0 e isd
< @ Citrix- Logen &) FINANCIALS & First Tech ) Google & LSU Health Remote Acces.. S|LSUHSC fj = E) = (=0 é@ = [ Clos Tab (CirlW) pols = @~
Department: 10501%

From/To: 110115 [E)

H100% -

Step Action

27. Click the Close button.

[X]

28.

End of Procedure.

This completes Running the ZZCLEANUP_REQ_ACTIVITY query.
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Appendix

Create/Find a Run Control ID

Procedure
In this topic you will learn how to Create/Find a Run Control ID.
NOTE: All reports and processes are run using a “Run Control ID”. You will need to create an

ID the FIRST time you run a report or process. All subsequent times you will use “Search” to
find your ID. You can create more than one ID.

Favorites ~ Main Menu ~

PS9FSUPG Home | Workiist | AddtoFavorites | Sign out
FSCM 8.2 PSTools 8.53 Menu ~| Search 2 | Advanced Search

PSOFSWEBDEV12

Persanalize Content | Layout ? Help

H100% -

Step Action

1. The Req and Budgetary Activity report will be used to demonstrate how to
create/find a run control ID.

Click the Main Menu button.

Main Menu
2. Click the Purchasing menu entry.

| Purchasing 4 |
3. Click the Purchase Orders menu.

| Purchase Orders ¥ |
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Step Action

4, Click the Reports menu entry.
| Reports r

Favorites ~ Main Menu -
Search Menu: a Worklist | AddtoFavorites | Sign out
Zﬁ?gispgzlg ® LI ACKNOWIEOgEMEnts
PSAFSWEBDEVI2 - (3 Budget Year End Processing 4
@ Accounts Payable L3 3 Manage Change Orders 4 Personalize Content | Layout ? Help
£2  Allocations 3 3 Reconcile POs 4
&  Background Processes 4 L Reporis Ij Acknowledgments
2 Banking 3 1 Review PO Information E : 9
Acti
1 Commitment Contral » 3 Stage/Source Requests ity
Backorder Stat
B CostAccounting R [E  AddUpdate Express PO S ackorasrStalus
Detail Listings
£ Customer Contracts 4 B daupdate POs B expedtng ’
N |j Approval Workflow
O3 Enterprise Components = B Listings
Approve Amounts
3 General Ledger 4 B Aoprove CharFieiss [E  Non-Owned History
O Inventory ’ Ij .Eudgetcheck |j Req and PO Budgetary Activity
0 ltems 4 . E  RequisitioniPO Xret
|j Buyer's Workbench
01 LsUProcesses r [E  schedule Listings
- , |j Create Backorders Ij
PeopleTools . Ij Dispatch POs Status Listings
= Procurement Contracls [E]  Effective Dated UOM PO Update
g 03  Analyze Procurement |j Entry Event Request
& Reporting Tools £ GPO Contracts [E  Maintain Distributions
8 SetUp Financials/Supg -
3 Purchase Orders i
O Suppliers .
0 Receipts 4
0 worklist
\j O Requestfor Quotes L3
My Personalizations B3 Requisitions »
3 Return To Vendor / Supplier 4
3 VendorRebates 4
< >
H10% ~

Step Action

5. Click the Req and PO Budgetary Activity menu.
|5l ReqandPO Budgetary Activity |

Page 118




Training Guide
Managing Encumbrances 9 2

Favorites Main Menu~ > Purchasing ~ > Purchase Orders = > Reports ~ > Req and PO Budgetary Activity

. 5
PSOFSUPG Home Waorklist Add to Favorites Sign out
FSCM 9.2 PSTools B.53 All ~| Search 3 | Advanced Search
PSOFSWEBDEV 12

New Window | Help | &

Req and PO Budgetary Activity
Enter any information you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value Add a New Value

< Search Criteria

Search by: Run Control ID begins with

[Jcase sensitive

Search  |Advanced Search

Find an Existing Value \ Add a New Value

#100% ~

Step

Action

The first time you run the Req and PO Budgetary Activity Report you will need to
create a Run Control ID in order to access the Process Scheduler.

The system defaults you into the Find an Existing Value tab. Click on the Add a
New Value tab or hyperlink to create a run control id.

NOTE: On all subsequent prints, you will use the Find an Existing Value tab to
search for existing run control ids.
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Favorites =

PS9FSUPG
FSCM 82 PSTools .53 All
PSOFSWEBDEV12

Main Menu~ > Purchasing ~ > Purchase Orders = > Reports ~ > Req and PO Budgetary Activity

Home
~ | Search

3 | Advanced Search
Req and PO Budgetary Activity
Enter any information you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value Add a New Value
< Search Criteria

Search by: Run Control ID begins with

[Jcase sensitive

Search  |Advanced Search

Find an Existing Value \ Add a New Value

Workdist Add to Favorites Sign out

New Window | Help | &

H10% -

Step Action

Click the Add a New Value tab.

Add a New Value

Favorites —

PSOFSUPG
FSCM 82 PSTools B.53 All
PSIFSWEBDEV1Z

Main Menu~ > Purchasing = > Purchase Orders = > Reports ~ > Reqand PO Budgstary Activity

Home

~ | Search 3 | Advanced Search

Req and PO Budgetary Activity

Find an Existing Value Add a New Value

Run Control ID:

Add

Find an Existing Value \ Add a New Value

Waorklist Add to Favorites Sign out

New Window | Help | &,

javascript:submitAction_winD(document.win, ‘#ICSwitchMede');

H100% -
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Step Action

8. Run Control ID
A Run Control ID is used as a means to access the Process Scheduler. You may save
parameters related to a particular process or report to a Run Control ID to minimize
data entry when running recurring processes and/or reports.

A Run Control ID is:

1. Specific to the end-user's Operator (User) ID;

2. Can be entered in upper case, lower case, or mixed case;

3. Can be up to 30 characters long;

4. Characters can be either number or letters, but cannot include any special
characters (e.g. $, &, #);

5. Cannot contain blank spaces; and

6. Must be one continuous string of characters or words must be linked by an
underscore.

9. Examples of Run Control IDs that meet the requirements:
1. PO_ACT_RPT can be used since an underscore links the three words together;
or
2. poactrpt can be used because it is one string of characters.

10. Examples of Run Control Ids that do not meet the requirements:
1. PO ACT RPT because there are a blank space between the words; or
2. PO_ACT_REPORT'S because a special character is used. In this example an
apostrophe is used.

11. A Run Control ID must be created to run many reports in PeopleSoft. If a run
control is created that is unique to a specific report, it can be used to run the
specified report in the future. The advantage to this method is that all Print
Requisition page parameters are saved with the run control. When running future
reports, a user would only have to change the Requisition ID instead of entering all
report parameters again. If you create one run control to use for all reports, then you
will need to change all report parameters each time a report is run.

12. Enter the desired information into the Run Control ID field. Enter

"PO_ACT_RPT".
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Favorites =

PS9FSUPG
FSOM 2.2 PSTools .53
PSOFSWEBDEV12

Main Menu~ > Purchasing ~ > Purchase Orders = > Reports ~ > Req and PO Budgetary Activity

Al ~| Search 3 | Advanced Search

Req and PO Budgetary Activity

FEind an Existing Value Add a New Value

Run Control ID: PO_ACT_RPT|

Add

Find an Existing Value \ Add a New Value

Home Worklist Add to Favorites Sign out

New Window | Help | &

javascript:submitAction_win0{document wind, ‘#ICSwitchMode):

#100%

Step Action

13. Click the Add button.

Add

Favorites =

PSOFSUPG
FSCM 0.2 PSTools 8.53
PSOFSWEBDEV12

Main Menu~ > Purchasing ~ > Purchase Orders ~ > Reports ~ > Reqand PO Budgstary Activity

Al ~| Search 3 | Advanced Search

Req and PO Budgetary Activity

Run Control ID:

PO_ACT_RPT

Report Manager Process Monitor

Language:
Report Request Parameters
*Business Unit
*Budget Date From

Remaining Amount
Q

0.000

Business Unit GL

ChartField Sort Options Personalize | Find | View All |

Home Waorklist Add to Favorites Sign out

New Window | Help | Personalize Page | .5,

First B 1 o7 1 B ast

*ChartField Short Hame From ChartField Value To ChartField Value
ACCOUNT @, Account a Q =
@ Save Add Update/Display
Get Related Actions

#100%
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Step Action
14. The parameters you enter on the Req and PO Budgetary Activity page will be saved
to the specified run control id. When running the report in the future, the user will
only change dates or Chartfield Sort Options. You must save your parameters in
order for your parameters to default in the future.
Favorites — Main Menu~ > Purchasing ~ > Purchase Orders = > Reports ~ > Req and PO Budgetary Activity
PSOFSUPG Home Workdist Add to Favorites Sign out
2‘;::‘5‘;}.‘25;;;‘3?‘;853 Al ~ Search 2> | Advanced Search
New window | Help | Personalize Page | i,
Req and PO Budgetary Activity
Run Control ID: PO_ACT_RPT Report Manager Process Monitor i)
Language:
Report Request Parameters
*Business Unit | Q
*Budget Date From [E *To E1l
RemainingAmoun( 0.000
Business Unit GL Q
ChartField Sort Options Personalize | Find | View Al | 2 | ¥ First 4 4 of 1 I8 Last
ACCOUNT @ Account [s% Q =1
B Save [Ex Add Update/Display
H100% -
Step Action
15. Enter the desired information into the Business Unit field. Enter "LSUSH".
16. Enter the desired information into the Budget Date From field. Enter "110115".
17. Enter the desired information into the Budget Date To field. Enter "123115".
18. Click the button to the right of the Remaining Amount field.
19. Click the Not Equal list item.
20. Enter the desired information into the From Charfield Value field. Enter "546700".
21. Click the Save button.
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Favorites Main Menu~ > Purchasing ~ > Purchase Orders = > Reports ~ > Req and PO Budgetary Activity

PSOFSUPG Home Workdist Add to Favorites Sign out

FSCM 9.2 PSTools 8.53 Al ~| Search 3 | Advanced Search
PSEFSWEBDEV12

New Window | Help | Personalize Page | o5,

Req and PO Budgetary Activity

fun Controt D: FO_ACT_RFT  Report Manager Pracess Monitor Run
Language: English v

Report Request Parameters

*Business Unit LSUSH|Q

*Budget Date From | 11/01/2015 [ *To|12/31/2015 |[H]
Remaining Amount 0000/ usD
Business Unit GL LSUSH|Q
ChartField Sort Options Personalize | Find | View All IE‘ | | First 4 9 or 1 B Last
*ChartField Short Hame From ChartField Value To ChartField Value
ACCOUNT @ Account 546700 [s% Q =1
B Save

[Ex Add Update/Display

H100% -

Step

Action

22.

After saving your parameters, you would click the Run button to begin the print
process. You must access the Report Manager to view and print your report.

NOTE: Reports can only be run one at a time. You must wait for the current
report to finish before initiating the print process again.

For training purposes only, click the Req and PO Budgetary Activity link.
|Req and PO Budgetary Actiuitﬂ
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Favorites Main Menu~ > Purchasing ~ > Purchase Orders ~ > Reports = » Req and PO Budgetary Activity

. 5
PSOFSUPG Home Waorklist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 All ~| Search 3 | Advanced Search

PSDFSWEBDEV12

Req and PO Budgetary Activity
Enter any information you have and click Search. Leave fields blank for 3 list of all values
Find an Existing Value

Add a New Value

< Search Criteria

Search by: Run Control ID begins with |

[Jcase sensitive

Search  |Advanced Search

Find an Existing Value \ Add a New Value

New Window | Help | &

H100% -

Step

Action

23.

from the most recent print request.

Click the Search button.
Search

You can select the Find an Existing Value tab to search for an existing Run Control
ID. Once selected, the Req and PO Budgetary Activity page displays the information
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Favorites =

PS9FSUPG
FSOM 2.2 PSTools 8.52 All
PSOFSWEBDEV12

Main Menu~ > Purchasing ~ > Purchase Orders = > Reports ~ > Req and PO Budgetary Activity
Home Worklist

~| Search 2> | Advanced Search ol Last Search Results

Req and PO Budgetary Activity
Enter any information you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value Add a New Value

< Search Criteria

Search by: Run Control ID begins with

[Jcase sensitive

Search  |Advanced Search

Search Results
View All First [§] 1-sof+ [ Last
Run Control ID

T
PO_ACT_REPORT
PO_ACT_RPT
REQ_ACT_RPT

Find an Existing Value \ Add a New Value

Add to Favorites Sign out

New Window | Help | &

H100% -

Step Action

24. Select a run control id by clicking the desired run control id link from the Search
Results list.
NOTE: If you did not save your run control parameters, the run control id was
not saved and the run control will not display in your search results.
Click the PO_ACT_RPT link.

25. The Req and PO Budgetary Activity page displays the previously selected
parameters. You can change any or all of the parameters for a new print.

26. This completes Create/Find a Run Control ID.

End of Procedure.
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