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PeopleSoft Financials Upgrade to PUM 51 - Delta
Overall Look and Feel Changes for PUM 51

Procedure

In this topic you will learn about the Overall Look and Feel Changes for PUM 51.

Step Action

1. NOTE: This topic was completed using the PSIFSPAT database for
training purposes only. Normally, these actions will be performed by users in the
PS9FSPRD (Production) database.

2. The purpose of this document is to share differences in the look and feel of the
PeopleSoft Financials application with the upgrade.
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Search in Menu Lsu

_ Menu -

LSU Health Financials v < 20f10 >
System Notifications Business Manager Purchasing L

PS9FSPAT Notice: This system is
configured for PUM51 Upgrade
Testing: contact the FS Support
team with questions
This is a test instance for LSU

Health PS Financials. Last refresh
dafe: 2025-04-01

Approvals Speedtype Lookup LSU ePro Requisitions

©] p—
° = LS =

15
eProcurement Payment Request Process Menitor
afh o LSU
=
o O
Step Action
3. LSU Health Financials Home Updates

Several tiles are added to the LSU Health Financials homepage for your use as
desired. We've included an Approvals Tile, Payment Request Tile, Speedtype
Lookup, eProcurement, Purchasing, and will include Expenses when we go-live
with that module.
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< LSU Health Financials Purchasing weatn FINANCIAlS PAT Q Q 0 E @

a New Window | Help

5 My Worklist - Summary View
Requisitions

i~ Process Monitor

‘ Find an Existing Value ‘ | Keyword Search ‘ [ Add a New Value
] Requisitions ~

Add/Update Requisitions | *Business Unit: ‘m‘

Requisition Inquiry *Requisition ID: ‘ﬁ|

Requester's Workbench

Budget Check - Requisitions Add

Document Status Requisition

Find an Existing Value Keyword Search Add a New Value
Manage Requisition Approvals =

Accounting Entries

Requisition Change History
I RFQs v
] Purchase Orders ~
| Reports ~

i~ PO Distribution Print

Delta

Step

Action

Larger View
PAT Upgraded
Users will notice that the screen display appears larger in the upgraded

form factor adjustment based on the device used.

environment. This is due to the use of the PeopleSoft Fluid stylesheet that allows
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< LSU Health Financials Business Manager ... FinanciasPRP @ Q A § @&

a New Window | Help
1 Worklist v o
Requisitions

| Process Monitor
Eind an Existing Value Keyword Search Add a New Value

] Requisition ~
*Business Unit: |LSUNO |Q

*Requisition 1D:|NEXT

My Worklist - Summary View

Add/Update Requisitions Add

Print Requisition

Find an Existing Value \ Keyword Search | Add a New Value
Document Status - REQ
Budget Check - Requisitions

Req & PO Budget Activity - Rpt

Requisition Inquiry

1 Purchase Orders ~
] Payables ~
] General Ledger ~
] Vendor ~
| Reporting v w

Step Action

5. Larger View

PRP - Not Upgraded

The buttons, tabs and fields on the Add/Update Requisitions page are substantially
smaller on the PRP - Not Upgraded page.
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_ Menu « Search in Menu . ;':4 T aﬁ P @

LSU Health Financials ~ < 20f10 >

»

System Notifications Business Manager Purchasing

PS9FSPAT Notice: This system is
configured for PUM51 Upgrade
Testing: contact the FS Support
team with questions
This is a test instance for LSU
Health PS Financials. Last refresh
date: 2025-04-01

® Approvals Speedtype Lookup LSU ePro Requisitions

° = LSL =
_® \;"_

eProcurement nVision Process Monitor
C O
Step Action
6. Notification Bell and the Notification Pane

PAT - Upgraded

Users will see the Notification Bell on all home and transactional pages. The blue
dot indicates that notifications are available. However, if the user elects to turn on
the Notification Pane, the Notification Bell will not show on the homepages. The
Notification Bell displays at the top right of the page between the Home and Actions
icons. From the Notification Bell, users can view tasks that require attention.

Users should not add pages to My Financials Home, Add to NavBar or Add to
Favorites using navigations from the Business Manager tile. When adding a page
from inside the Business Manager tile, users are adding the entire navigation
collection rather than the individual page. Users will need to navigate through the
NavBar to the desired page, and then add the page to My Financials Home, Add
to NavBar or Add to Favorites.
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I
LSU Health Financials ~ < 20f10 >
a
System Notifications Business Manager Purchasing

PS9FSPAT Notice: This system is

configured for PUM51 Upgrade

Testing: contact the FS Support

team with questions
This is a test instance for LSU
Health PS Financials. Last refresh
date: 2025-04-01
Approvals Speedtype Lookup LSU ePro Requisitions
=©
8
eProcurement nVision Process Monitor
C O
v
Step Action
7. Notification Bell and the Notification Pane

PAT - Upgraded

When a Home such as My Financials Home or LSU Health Financials, the
Notification Pane can be always turned on the display. This pane allows the user to
view tasks that require attention directly from that home. And, for the homepages,
the pane replaces the Notification icon, the Bell. However, when a user is navigating
and on tractional pages in the system, the pane does not display, and the bell icon
does.

Users should not add pages to My Financials Home, Add to NavBar or Add to
Favorites using navigations from the Business Manager tile. When adding a page
from inside the Business Manager tile, users are adding the entire navigation
collection rather than the individual page. Users will need to navigate through the
NavBar to the desired page, and then add the page to My Financials Home, Add
to NavBar or Add to Favorites.

Click the Actions menu to turn on the Notification Pane.

H
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_ Menu -

LSU Health Financials Personalize Homepage

Refresh

System Notifications Business Manager

PS9FSPAT Notice: This system is New Window
configured for PUM51 Upgrade
Testing: contact the FS Support My Preferences
team with questions
This is a test instance for LSU
Health PS Financials. Last refresh Help
date: 2025-04-01

Sign Out

@ I Approvals | I Speedtype Lookup | I LSU ePro Requisitions

° = LSU =
2o 5=

eProcurement nVision Process Monitor

W LSU LSU

C 0

Delta

Search in Menu Lsu 1 B m 0 E @

o]

Step

Action

Notification Bell and the Notification Pane

PAT - Upgraded

Click the Personalize Homepage list item.

Personalize Homepage
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Personalize Homepage

[ Add Homepage Common Settings
= My Financials Home Show Notifications Panel | No @
LU Health Financials Selected Homepage Settings
= [ArEEs S s Homepage LSU Health Financials
= LSU Health Reporting
= Asset Management ( System Notifications & Business Manager [
= Projects & Receivables
= General Ledger
= Procurement
= Inventory [
= O R e & Purchasing & Approvals &
Speedtype Lookup &8 ‘ | LSU ePro Requisitions a8
Step Action
9. Notification Bell and the Notification Pane
PAT - Upgraded
Click the Show Notifications Panel option.
| No
10. Notification Bell and the Notification Pane

PAT - Upgraded

The user must Save to complete the process.

Click the Save button.
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= Homepage x  +

c 23 rcbb.psfs.lsuhscedu/psc/fspat/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_LANDING L?Page=P... 3%

[3 Other [ PeopleSoftInfo [ PeopleAdmin Solutions @ HR End user websit... Ado obat PeopleSoft Web Lau...

Menu Search in Menu X Nofifications

LSU Health Financials ~

System Notifications Business Manager

PS9FSPAT Notice: This system is
configured for PUM51 Upgrade
Testing: contact the FS Support
team with questions.
This is a test instance for LSU
Health PS Financials. Last refresh
date: 2025-04-01

No notifications

When new notifications arrive, the Refresh (>
button will show a badge

Approvals Speedtype Lookup

= LSLU

®©

10:46 AM
*  9/18/2025

2 o

Step

Action

11.

Notification Bell and the Notification Pane

PAT - Upgraded

Notice that the Notification Bell does not display when the Notification Pane is
active.
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_ Menu -

LSU Health Financials ~

Search in Menu Lsu

System Notifications Business Manager Purchasing

PS9FSPAT Notice: This system is
configured for PUM51 Upgrade
Testing: contact the FS Support
team with questions
This is a test instance for LSU

Health PS Financials. Last refresh
date: 2025-04-01

@ I Approvals | I Speedtype Lookup | I eProcurement

You are not authorized for this page

Report Manager Process Menitor nVision

LS LS LS

Step Action

12. Notification Bell and the Notification Pane

PAT - Upgraded

Click the Business Manager button.
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< LSU Health Financials Business Manager ..., Financials PAT @ Q A ¢ @&

1 New Window Help | Personalize Page &
Worklist -
oris “ | Worklist
My Worklist - Summary View Workdist for
'Detail View! Worklist
Monitor Approvals - Workflow
Worklist Items
i~ Process Monitor —
B
I Grants & Project Costing e From Date From Work Item Worked By Activity
1 Billing & AR ~ 12/04/2012 Approval Routing Approval Workflow
] Requisition ~
09/18/2025 Approval Routing Approval Workflow
] Purchase Orders ~ D
09/18/2025 Notification Worklist
| Payables v o
09/18/2025 Notification Worklist
¥ General Ledger v 09/18/2025 Notification Worklist
] Vendor ~
] Assets ~
| Reporting ~
v
4 4

Step Action

13. Notification Bell and the Notification Pane

PAT - Upgraded

When users access transactional pages, the Notification Bell is displayed.

Click the LSU Health Financials button.

‘ < LSU Health Financials

Page 11



Training Guide
Delta

>\ e
LQJ Notifications C

Ne notifications

'When new nofifications arrive, the Refresh 'C,
button will show a badge

Step Action

14. Notification Bell and the Notification Pane

PAT - Upgraded

Users may choose to hide the Notification Pane from displaying on their My
Financials Home and LSU Health Financials.

Click the Close Notifications button.

o
)
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Search in Menu

_ Menu -

Lsu

LSU Health Financials ~

< 20of6 >

Bl » 2 [ @

System Notifications Business Manager

PS9FSPAT Notice: This system is
configured for PUM51 Upgrade
Testing: contact the FS Support
team with questions
This is a test instance for LSU
Health PS Financials. Last refresh
date: 2025-04-01

Purchasing

LS

® I Approvals | I Speedtype Lookup

N = LS
-©

eProcurement
You are not authorized for this page

Report Manager Process Menitor

LS LS

nVision

LS

Delta

Step

Action

15.

Notification Bell and the Notification Pane

PAT - Upgraded

Personalize Homepage.

Click the Actions menu.

Select the Actions icon, 3 ellipses at the fop right of the screen, and then select
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_ Menu « | Search in Menu Lsu ;Q T ﬁ_h a E @

LSU Health Financials ~ Personalize Homepage
-
Refresh
System Notifications | Business Manager 8
New Window

PS9FSPAT Notice: This system is
configured for PUM51 Upgrade
Testing: contact the FS Support My Preferences
team with questions
This is a test instance for LSU

Health PS Financials. Last refresh Help
date: 2025-04-01

Sign Out

@ I Approvals | I Speedtype Lookup | I eProcurement

You are not authorized for this page

4
Report Manager | I Process Menitor nVision
javascriptsubmitAction winO{documentwind, PTNUI_LP_HEADER_PTNUI_ACTION_LINK)
Step Action
16. Notification Bell and the Notification Pane

PAT - Upgraded

Click the Personalize Homepage link.

Personalize Homepage
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Cancel

Personalize Homepage

|

Add Homepage

My Financials Home

LSU Health Financials

LSU Health Reporting

Procurement

GT eForms™ Homepage

Payables Operations

=

Common Settings

e . e -
Show Notifications Panel | Yes ([ ) ®

Selected Homepage Settings

Homepage LSU Health Financials

System Notifications & Business Manager [
Purchasing & Approvals &

Speedtype Lookup &8 ‘ | eProcurement

Add Tile

a

Delta

Step

Action

17.

PAT - Upgraded

=
I

} Yes

o

Notification Bell and the Notification Pane

Click the Show Notification Pane option.
—

At the fop center of the page, toggle the display to Ve and then Save.

On the Personalize Homepage screen, the green colored highlight on the left

indicates the homepage, e.g., LSU Health Financials. If the user wanted to add a
tile, s/he could do so on this page. Or, the user could select a different homepage,
such as My Financials Home, to add a tile or toggle the Notification Pane.
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Personalize Homepage

Save

|

Add Homepage Common Settings

My Financials Home Show Notifications Panel i: /] No ’z @

LSU Health Financials )
Selected Homepage Settings

LSU Health Reporting Homepage LSU Health Financials

Procurement
GT eForms™ Homepage [ System Notifications & Business Manager [
Payables Operations (1]
Purchasing & Approvals &
eProcurement

Speedtype Lookup &8 ‘ |

Add Tile

Step

Action

18.

Notification Bell and the Notification Pane

PAT - Upgraded

Click the Save button.
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_ Menu -

Search in Menu Lsu

LSU Health Financials ~

< 20of6 >

System Notifications

PS9F SPRP Notice: This system is
refreshed daily from production to
support testing. Contact the support
team with questions.

Business Manager

LS

This is a test instance for LSU
Health PS Financials. Last refresh
date: 2025-09-18

Purchasing

LS

Step

Action

19.

Notification Bell and the Notification Pane

PRP - Not Upgraded

The Homepage displays, now excluding the Notification Pane. The Bell icon is

once again displayed.
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< LSU Health Financials Purchasing Health Financia|S PRP Q Q ﬂ i @

4

New Window | Help | Personalize Page

Maintain Requisitions

Requisition
Business Unit LSUNO Status Pending
Requisition ID NEXT Budget Status Not Chk'd
R Requisition Name Copy From [JHold From Further Processing
I Header (7 I
*Requester’ Q
*Requisition Date |09/23/2025 B Requester Info
Origin | ONL a On-Line Entry
*Currency Code usb US Dollar
Accounting Date|09/23/2025
- | Amount Summary (7 I
Requisition Defaults Add Comments
Requisition Activities Total Amount 0.00 usD
IAdtI Items From (2 I
Purchasing Kit Catalog
Item Search Requester ltems
I Line (2 Personalize | Find |

Details || Ship To/Due Date || Status || Supplier Information || Item Information || Atfributes || Contract | Sourcing Controls

Merchandise

Line Item Description Quantity *uom Category Price Amount

Status
1R Q P B, [0.0000 Q Q 0 0.00 Pendin

View Printable Version View Approvals *Go to __More. v

[§lsave ||[=] Motify | & Refresh

Step

Action

20.

Grid Lines and Section Dividers

PRP - Not Upgraded

resemble the views users are accustomed to seeing in the HCM application.

PRP - Not Upgraded
The grey section dividers display on the PRP - Not Upgraded Maintain

lines were removed with the introduction of Fluid.
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In the upgraded version of PeopleSoft Financials, the Fluid display s#yle of the pages
excludes the colored section dividers and section grid lines. This will more closely

Requisitions page. The grey sections dividers are Header, Amount Summary, Add
Items From, and Line. The page itself is laid out in a grid structure. However, grid
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< LSU Health Financials Business Manager ..., Financials PAT @ Q A § @&

Maintain Requisitions -
Requisition
Business Unit | gyNO Status  Pending
Requisition ID  NEXT Budget Status Mot Chk'd
Requisition Name ‘ Copy From Hold From Further E
“Requester | Q
*Requisition Date |09f131’2025
Requester Info
Origin |ONL Q
-~ On-Line Entry
“Currency Code |USD Amount Summary 3
- UsDollar
Accounting Date |09“3f2025 Total Amount 0.00
Requisition Defaults Add Comments
Requisition Activities
Add ltems Fro
Purchasing Kit Catalog
ltem Search Requester ltems
| Details | ‘ Ship To/Due Date ‘ | Status ‘ ‘ Supplier Infermation ‘ | Item Information ‘ ‘ Aftributes | ‘ Contract | ‘ Sourcing Col
Line Item Description Quantity *UoMm 4
v
4 »
Step Action
21. Grid Lines and Section Dividers

PAT - Upgraded

Grid lines and section dividers are not displayed on the PAT - Upgraded page. The
section dividers of Header, Amount Summary, Add Items From, and Line do not
have grey highlight bars over them. As previously mentioned, the grid lines were
removed with the introduction of Fluid.
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< LSU Health Financials Business Manager ..., FinanciasPRP @ Q A § @&

New Window | Help | Personalize Page

Maintain Requisitions

Requisition
Business Unit LSUNO Status Pending
Requisition ID NEXT Budget Status Not Chk'd
Requisition Name Copy From [JHold From Further Processing
Header (7
*Requester’ Q
*Requisition Date | 09/23/2025 B Requester Info
Origin | ONL a On-Line Entry
*Currency Code usb US Dollar
Accounting Date|09/23/2025
- Amount Summary (7
Requisition Defaults Add Comments
Requisition Activities Total Amount 0.00 usD

Add Items From (2

Purchasing Kit Catalog

Iltem Search Requester ltems
Line (2 Personalize | Find |
Details | Ship To/Due Date || Status || Supplierinformation || Item Information || Attributes || Contract || Sourcing Controls

Line Hem Description Quantity =uom Category Price m’;’l‘:‘“"“e Status
1R Q P B, [0.0000 Q Q 0 0.00 Pendin
View Printable Version View Approvals *Go to __More. v
[§lsave ||[=] Motify | & Refresh
4 »

Step Action

22. Button Color Change

The Save, Return to Search, Notify, Refresh, Add a New Value, and Update/Display
buttons displayed at the bottom of many transaction pages have changed color.
Instead of the yellow buttons, they are now blue or white.

PRP - Not Upgraded

The traditional yellow Save, Notify, Refresh, Add, and Update/Display are displayed
on the Maintain Requisitions page in PRP - Not Upgraded database.

NOTE: The Add and Update/Display buttons do not show on the screenshot.
Users will need to scroll over to view these buttons.
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< LSU Health Financials

@ Q N

Business Manager ... Financials PAT

Requisition Name |

| Copy From [OHold From Further F*

¥ Header @

*Requester | Q
“Requisition Date |09f18/2025
Requester Info
Origin |ON|— Q
On-Line Entry
“Currency Code USD Amount Summary @
US Dollar
Accounting Date |09’13f2025 Total Amount 0.00
Requisition Defaults Add Comments
Requisition Activities
Add Items From @
Purchasing Kit Catalog
ltem Search Requester ltems
Line @
RISy
| Details | Ship To/Due Date ‘ | Status ‘ ‘ Supplier Information ‘ | Item Information ‘ ‘ Aftributes | ‘ Contract | ‘ Sourcing Col
Line Item Description Quantity *Uom C
1B Q| e B [00000 | | al |
View Approvals “Goto --More

View Printable Version

4

Step

Action

23.

Button Color Change

PAT - Upgraded

Save, Notify, and Refresh buttons are now blue and white.

NOTE: Scroll to the right to view the Add and Update/Display buttons.
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< LSU Health Financials

a
Saving Page ®

Business Manager ... Financials PAT

View field properties, or use field as criteria in query statement.

Real

Fields
[=][a]
Col  Record.Fieldname Format Ord Heading Text
BUSINESS_UNIT - Business Unit | Charb | - Init
2 AVENDOCR_ID - Supplier ID 7 Char10 Supplier
3 B.NAME1 - Supplier Name Char40 Supplier
4 A ADDRESS1 - Address Line 1 Charb5 Address 1
5 AADDRESS2 - Address Line 2 Charbb Address 2
6 ACITY - City Char30 2 City
7 ASTATE - State Char6 1 St
8 APOSTAL - Postal Code Char12 3 Postal
9 D.TIN - Taxpayer Identification Number Char20 Tax ID
Save As Preferences Properties

4

Publish as Feed

New Union

Step

Action

24.

Save

PAT - Upgraded

When a document or page is saved, a green bar will display at the top of the page
indicating the save is in progress.
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< LSU Health Financials Pending Approvals ... Financials PRP & Q A
View By | Type V| E

@& A 4
All 4 rows

&  Requisition 4 Requisition LSUNO 7 0070169 Routed
67153 USD A\ Medium Priority 09/24/2025 >

& Delegated by

Requisition Allergan OMFS - LSUNO / 0069962 Routed

10,000.00 USD 09/24/2025

/\ Medium Prigrity
& Delegated by

Requisition LSUSH /0099177 Routed

6,080.00 USD /\ Medium Prigrity 09/24/2025 >
& Delegated by

Requisition LSUSH /0099178 i Routed

8,398.00 USD /\ Medium Priority 09/24/2025 >

& Delegated by

Step Action

25. Filter Button Appearance

PRP - Not Upgraded

The Filter button changes to a funnel shaped lined display instead of a more
traditional looking funnel.
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< LSU Health Financials Pending Approvals ... Financials PAT @& Q A
View By | Type V| All
@ | E
8 rows
[ Payment Request e Requisition LSUSH / 0095136 Routed
2690 USD /\ Medium Priority 08/14/2025
W Requisition 4
Requisition LSUNO / 0068336 Routed N
500 USD /\ Medium Prigrity 09/04/2025
Requisition Testz - LSUSH / 0095140 ¥ Routed
[ ™ Bus Mgr tst >
5472 USD 09/12/2025
/\ Medium Prigrity
Payment Request 0000042865 / LSUNE / DP10535002522 Routed
50.00 USD 09/16/2025 >
a Reassigned from
Payment Request 0000042907 / LSUSE / 6047376 Routed
1029 USD 09/16/2025 *
& Reassigned from
Payment Request 0000043012 / LSUNE / DP10535002524 Routed
50.00 USD > 09/16/2025 >
. Reassigned from | )
Payment Request 0000043614 / LSUNE / DP1052000P517 Routed N
188.00 USD 09/16/2025
Requisition LSUSH /0095144 Routed N
1.00 USD /\ Medium Priority 09/18/2025

Step Action

26. Filter Button Appearance

PAT - Upgraded

The new Filter button displays in the same place on the page. In the upgraded
database displays as a more graphic representation of a funnel.
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Menu ~ Search in Menu

Search in...

+ Menu

Content

All

Assets

Step Action

27. Key Word Search Expansion

Users now can use the Search for Content in Account Receivable, Billing, Journals,
and Projects in addition to all the existing search features.

PRD - Search Options
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Menu ~ Search in Menu

All

AR ltems

AR Payment Search

AR Payments

Assets

BU Item

Billing

Grants

Journals

Procurement Contracts

Purchase Orders

Receipts

Requisitions

Suppliers

Vouchers

Step

Action

28.

Key Word Search Expansion

PAT - Upgraded

To search for content in Projects for example, select the module from the list to
populate that in the search parameters.
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14974031

= Project - LSUNO | 149740312A
= Project - LSUNO | 1497403198
1
= Project - LSUNO | 149740317A
= Project - LSUNO | 149740318A
= Project - LSUNO | 149740319A
1
= Project - LSUNO | 149740311A
= Project - LSUNO | 149740316A

= Project - LSUNQ | 149740310A

= Project - LSUNO | 149740313A

Project - LSUNO | 149740314A
[l

Step Action

29. Key Word Search Expansion

PAT - Upgraded

Then, enter a Project ID. As you type, a list of projects meeting that criteria display.
You may select one or just continue typing and press the magnifying glass at the end
of the box.
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< My Financials Home Search Results ..., FInancials PAT Q Q ﬂ E @

» New Search View Search Results

1 results for keyword: "149740312A"

w Business Unit 1 row

[ LSUNO (1)
Project - LSUNO | 149740312A

~ Project Type Processing Status: Active

[J Clinical Trials (1)

w Project Status

[ Approved (1)
w Processing Status

O Active (1) D
w Project Manager

[ No Value (1)

w Start Date

2016 (1)

w Customer Name

[ Gilead Sciences Inc (1)

Step

Action

30.

Key Word Search Expansion

PAT - Upgraded

Results of the search display by search criteria on the left. Select and review as
desired.

31.

This completes Overall Look and Feel Changes for PUM 51.
End of Procedure.

Page 28




Download to Excel, Find, and Personalize Buttons

Procedure

Training Guide

In this topic you will learn how to Download to Excel, Find, and Personalize Buttons.

< LSU Health Financials

Worklist
Worklist for

Detail View

Worklist ltems

From Date From

09/16/2025

D 09/16/2025

09/16/2025

01/07/2013

08/14/2025

09/04/2025

09/12/2025

NOIMRDNDE
4

Business Manager ,...., Financials PAT

Work Item

Approval Reassign

Approval Reassign

Approval Reassign

Approval Routing

Approval Routing

Approval Routing

Approval Routing

A inl Dosdine

New Window

Help |

Qo i@

Personalize Page &

Worklist Filters

Worked By Activity

Approval Workflow

Approval Workflow

Approval Workflow

Approval Workflow

Approval Workflow

Approval Workflow

Approval Workflow

Priority

Link

PaymentRequestA

RDCRSOA
PaymentRequestA

\
‘ 2-Medium
‘ 2-Medium

‘ 2-Medium

‘ 2-Medium

PaymentRequestA
LSUI Pa

Requisition,

012-10-12 N

REQ_ID:0068336

)

Requisition, 70805
2012-10-12, N, 0, 1

REQ_ID:0095140

PaymentRequestA
ZZ LSUNE F‘avr;ﬂ'

Delta

Step

Action

PAT - Upgraded

links.

Download to Excel, Find, Personalize Buttons

With the upgrade, the Find link, Personalize, and Download to Excel grid links are
moved from the right of the page to the left of the grid list and are buttons instead of
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< LSU Health Financials Business Manager ..., FinanciasPRP @ Q A § @&

New Window | Help | Personalize Page a

P —
Personalize [ Find | view Al | &0 [ R]  First € 1011 b Last

*ltem Worked By Activity Priority Link
SR B 5010 1045,
woval Routing Approval Workflow 2-Medium 0 BUSINESS UNITMCLNG

REQ 1D:0097236

Step Action

2. Download to Excel, Find, Personalize Buttons

As you can see from the screenshot, Find and Download to Excel both appear on
top, right of the grid list bar.

PRP - Not Upgraded

The Find link and the Download Worklist Items Table to Excel appear on the fop,
right of the page before Worklist Iltem numbers.
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< LSU Health Financials Business Manager ..., Financials PAT @ Q A : @

New Window | Help | Personalize Pagea

Worklist

Worklist for

Detail View Worklist Filters v

Worklist ltems

=/
From Date From Work [tem Worked By Activity Priority Link
PaymentRequestA
09/16/2025 Approval Reassign Approval Workflow | v|
I P
09/16/2025 Approval Reassign Approval Workflow | v| I’%J L
RD
PaymentRequestA
09/16/2025 Approval Reassign Approval Workflow | v| %TV%
RDCRS0A,
01/07/2013 Approval Routing Approval Workflow |2-Med|um V| e
— Requisition, 70804
08/14/2025 Approval Routing Approval Workflow | 2-Medium V| 2012-10-12 N 0, 1
— REQ_ID:0095136
————— Requisition, 70804
09/04/2025 Approval Routing Approval Workflow | 2-Medium v| 2012-10-12 N 0, 1

REQ_ID:0068336

———— Requisition, 70805
09/12/2025 Approval Routing Approval Workflow | 2-Medium v| 2012-10-12, N 0,1

REQ_1D:0095140

PaymentRequestA
noremnoE Roce sl Do sbios Arrrnsinl WiarAna, .. 1 ZZ LSUNE Pavm¥
3

4

Step Action

3. Download to Excel, Find, Personalize Buttons

PAT - Upgraded

Find is designated by the magnifying glass button. In this example, the user will
search for the LSUSH requisition that is dated 09/18/2025.

Click the Find button.

Q
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rebb._psfs Isuhscedu says

Enter search string:

1]

Step Action

4. Download to Excel, Find, Personalize Buttons

PAT - Upgraded

Users must enter the date using the correct date format: MM/DD/YYYY.

Enter the desired information into the Search field. Enter "09/18/2025".
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Step

Action

Download to Excel, Find, Personalize Buttons

PAT - Upgraded

Users must enter the date using the correct date format: MM/DD/YYYY.

Click the OK button.

r

OK

h

_"
4
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< LSU Health Financials Business Manager ... Financials PAT & Q A ! @

New Window Help | Personalize Page &

Worklist

Worklist for

Detail View Worklist Filters ~

Worklist Items

B
From Date From Work ltem Worked By Activity Priority Link
—_— Requisition, 70805
09/18/2025 Approval Routing Approval Workflow 2-Medium v 2012-10-12, N, 0, 1

12,
REQ_ID:0095144

D Refresh

4

Step Action

6. Download to Excel, Find, Personalize Buttons

PAT - Upgraded

The 09/18/2025 Worklist Item is displayed by itself on the page.

Click the Refresh button.

Refresh
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Business Manager ... Financialls PAT & Q A : @

New Window Help | Personalize Page &

< LSU Health Financials

Worklist

Worklist for

Detail View Worklist Filters v

Worklist ltems
5|[a]

From Date From Work ltem Worked By Activity Priority Link
PaymentRequestA
09/16/2025 Approval Reassign Approval Workflow ‘ V‘ ’%Z LSRIE%,E Flsa %

RDC:RSO0A

Pa melnltRecluestA
D 09/16/2025 Approval Reassign Approval Workflow ‘ v‘ %TV'—TF[

N,
RDC:RS0.A
PaymentRequestA

09/16/2025 Approval Reassign Approval Workflow ‘ ~ ‘ %%{%

01/07/2013 Approval Routing Approval Workflow ‘2—Med\um V‘ Requisllon 55008 22

N UN
Requisition, 70804

08/14/2025 Approval Routing Approval Workflow ‘ 2-Medium v‘ 2012-10-12 N, 0,

— Requisition, 70804

09/04/2025 Approval Routing Approval Workflow ‘ 2-Medium V‘ 2012-10-12,
—— | REQ_ID:0068336
————— | Requisition, 70805

09/12/2025 Approval Routing Approval Workflow ‘ 2-Medium V‘ 2012-10-12, N 0

REQ_ID 0095140

PaymentRequestA
naMemnaE Arnrnuinl Do et CRTVRIE. B ..l 1 ZZ LSUNE PEVT'

4

Step Action

7. Download to Excel, Find, Personalize Buttons

PAT - Upgraded

The button that looks like a /ittle spreadsheet is the Grid Actions Menu. This
allows the user to download to Excel, zoom in on the list of items, or personalize the
grid for certain pages.

Click the Grid Action Menu button.
=
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< LSU Health Financials

Worklist
Worklist for

Detail View Worklist Filters v

Worklist ltems

112

‘ Personalize Work ltem Worked By Activity Priority

Business Manager ... Financialls PAT & Q A : @

New Window Help Personalize Page &

Link

Zoom Worklist ltems

Download Worklist ltems Table to Excel

PaymentRequestA

Approval Reassign Approval Workflow ‘ v‘ ’%Z LSR'E%IE F'SE %

RDC:RS0A

PaymentRequestA
ZZ_LSUSE _Paym

09/16/2025 Approval Reassign Approval Workflow ‘ v‘ N0 REQUEST Il
RDC:RS0A,
) Pay melnltRequesLA
Gonzales, Michele 09/16/2025 Approval Reassign Approval Workflow ‘ v‘ %‘F i
RDCRS,0
Dorsey, Taffy 01/07/2013 Approval Routing Approval Workflow ‘ 2-Medium v‘ %ﬁigwg” Tu%
Nguyen, Thien . A 7080
Tommy D 08/14/2025 Approval Routing Approval Workflow ‘ 2-Medium v‘
Bonura, Karen 09/04/2025 Approval Routing Approval Workflow ‘ 2-Medium v‘
Gonzales, M -
MGONZ2 Bus Mgr | 09/12/2025 Approval Routing Approval Workflow ‘ 2-Medium V‘
tst I
PaymentRequestA
..l 1 ZZ LSUNE PEVT'

Action

Download to Excel, Find, Personalize Buttons

PAT - Upgraded

By selecting the Grid Actions button on the Worklist grid, the user sees the menu
options shown in the screenshot.

Click the Personalize link.

Personalize
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Grid Customization

Worklist ltems

Personalize Column and Sort Order

To order columns or add fields to sort order, highlight column name, then press the appropriate button.
Frozen columns display under every tab.

Column Order Sort Order
From =

Date From = ]

Work Item

Worked By Activity

Priority Hidden Descending

Link Frozen
BTN_MARKWORKED

BTN_REASSIGN v

Step Action

9. Download to Excel, Find, Personalize Buttons

PAT - Upgraded

The Personalize page allows the user to order column or add field to the sort order.
The user accomplishes this by clicking on the column name and then pressing the
appropriate button.

Click the Cancel button.

Cancel
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< Asset Management AM Search for an Assgiw Financials PRP

New Window | Help | Personalize Page|
Search for an Asset

Asset Search Criteria

Unit|LSUNO Q Book Q Parent ID
Category Q Location Q Area D
Asset ID Asset Status
Tag Number Profile ID Q Group ID
Serial ID
O Approval Pending
Additional Search Criteria Chartfield Search Criteria
Acquisition Details
PO Unit Q Receipt Unit Q AP Unit Q PC Bus Unit
PO No Receipt No Voucher Project ID
Retrieve (2
[J Cost Information O Acquisition Information [ Location [ Non Capital Asset [ custodian [ Lease
Search Clear

=7 Notify

4

Step Action

10. Search/Find Button Moved to within the Field Box

PRP - Not Upgraded

Users will see that the Find button, the magnifying glass is now inside the field box
instead of immediately to the right.
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< LSU Health Financials Business Manager ..., Financials PAT @ Q A § @&
Search for an Asset -

* Asset Search Criteria

Unit |LSUNOD 2] Book | =]

camgor | ] i | [A]
Assee || R | In Senvice v

Tag Number | | Profile ID \:IE'
seiam [ ]

[J Approval Pending
Additional Search Criteria Chartfield Search Criteria

Acquisition Details

D PO Unit | |: | Receipt Unit | |:I AP Unit ‘ |:|

PO No | ‘ Receipt No | Voucher ‘

Retrieve 2

[ Cost Information [ Acquisition Information [ Location [0 Non Capital Asset [ Custc

[ Search l [ Clear

4

4

Step Action

11. Search/Find Button Moved to within the Field Box

PAT - Upgraded

The screenshot shows the Search/Find - magnifying glass - button within the field
box.
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<

LSU Health Financials Business Manager ..., Financials PAT @ Q A
Search for an Asset

¥ Asset Search Criteria

Unit |LSUNO [2] Book | 2]

camaor | ] i [ []
psstp [ | T S | 1n service v|

Tag Number | | Profile ID |:IE|
Serial ID | |

[ Approval Pending
Additional Search Criteria Chartfield Search Criteria

Acquisition Details

PO Unit | |: | Receipt Unit | |:| AP Unit | |:|

PO No Receipt No Voucher
L L L]

Retrieve

[0 Cost Information [ Acquisition Information [ Location [JNon Capital Asset

Search ] I Clear

4

P @

O Custc

Step

Action

12.

This completes Download to Excel, Find, and Personalize Buttons.
End of Procedure.
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Approvals Tile
Procedure
In this topic you will learn how to use the Approvals Tile.
LSU Health Financials v < 20f10 >
System Notifications Business Manager Purchasing
PSSFrSPA'LP}lollgﬁﬂg\ﬂsljysteg is
S sy LsU
This is a test instance for LSU
Health PS Financials. Last refresh
date: 2025-04-01
@ Approvals Speedtype Lookup LSU ePro Requisitions
< —
=) LSU ==
22
eProcurement Payment Request Process Menitor
B g | Lsu
o 0
Step Action

1. Users with appropriate approval security will access the Approvals Tile from the
LSU Health Financials homepage. Users will see any requisitions, vouchers,
payment requests, Journals (Shreveport), or GTeForms pending their approval.
Click the Approvals Tile button.

2. The system defaults into the All Type. In this view, the user will see all available
types of approvals needing attention. On the right side of the button is the number of
approvals by type. For example, All has 22 records to approve. Users may select the
Payment Request, Requisition or Voucher type to only view approvals for that
specific type.

Click the Payment Request button.
E} Payment Request 4
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Step Action

3. The user's view is limited to the 4 available Payment Request approvals.

Click the All button.

@ Al 22

< LSU Health Financials Pending Approvals ..., Financials PAT @ Q AQ
View By | Type v| All
@ A 2 =
22 rows
E‘ Payment Request o Requisition LSUNO / 0068336 Routed
500 USD /A Medium Priority 00/04/2025
& Requisition 17
Requisition Test2MG2 - LSUSH / 0095140 Routed
Bus Mgr tst >
5472 USD 09/12/2025
Voucher E /A Medium Priority
Payment Request 0000042865 / LSUNE / DP10535002522 Routed
50.00 USD
& Reassigned from 0911612025 >
Payment Request 0000042907 / LSUSE / 6047376 Routed
1029 USD - >
& Reassigned from 0911612025
Payment Request 0000043012 / LSUNE / DP10535002524 Routed
50.00 USD " 09/16/2025 >
am Reassigned from
Payment Request 0000043614 / LSUNE / DP1052000P517 Routed N
19800 USD 09/16/2025
Requisition Testing in PAT - LSUSH / 0095148 Routed
6290 USD . Bus Mgr tst 0912202025
/B Medium Priority
Requisition Testing in PAT MG2 - LSUSH / 0095149 Routed
' Bus Mgr tst >
3,000.00 USD
! /A Medium Priority 09r22/2025
Voucher LSUNO /00487218 / Routed
100043 USD A ) 091222025
/N Medium Priority
& Reassigned from -
Step Action
4. Users may select the Filter option to search for a specific approval option.
Click the Filter button.
5. Next to each Filter option is a drop-down arrow. Each option will display its list of

options from which the user can choose. In this example, the user will choose
Barbara Doss from the list of Requesters.

Click the button to the right of the Requester field.
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Step Action

6. A list of all those who have an active approval request will display.

Click the Doss, Barbara A list item.

7. Click the Filter button.

The lone Voucher approval request displays as Doss, Barbara A is the requester.

9. The Approvals Tile displays GTeForms pending approval. This includes Internal
Transaction Forms, Clincard Requests, and AP Special Meals &
Entertainment Requests that have been submitted for approval.

10. Due to the GTeForm special design for Internal Transactions, the Approvals Tile
can only be used after the debit chartstring has been entered. The GTeForm will
appear on the Approval Tile even if the debit chartstring has not been entered.

11. Use either of these three options to approve GTeForm Internal Transactions:
(1) use the IT GTeForm email link to update the debit chartstring, then use the
Approvals Tile to approve, or

(2) Use the GTeForm homepage navigations to update and approve, or

(3) use the IT GTeForm email links to update and approve.

12. This completes Approvals Tile.
End of Procedure.

Voucher Approval Page Enhancements

Procedure

In this topic you will learn about Voucher Approval Page Enhancements.

Page 43



Training Guide
Delta

< Pending Approvais Voucher ... Financials PAT @ Q A
1,000.43 USD
& Reassigned from
Summary
Business Unit LSUNO Voucher ID 00487218
Invoice Number bd123 Created By
Supplier Name HENRY SCHEIN, INC Modified By
Due Date 07/30/25 Invoice Date 06/30/25
Voucher Source Online Voucher Style Regular Voucher
Edit Voucher
Line Details
Voucher Line Item Description Quantity UoMm Unit Price Amount
1 DENTAL SUPPLIES 1.0000 YR 1,000.43 USD 1,000.43 USD >
~ More Information
View Attachments (1) >
View Printable Version >
View Remit Supplier Information >
Approver Comments
P v
Step Action
1. New - View Printable Version of the Voucher Approval Page

This is a new option available on Voucher Approval page. Users can view
attachments as they always have been able to do. Now, users can view and print a
copy of the invoice to process by selecting the View Printable Version option.

PAT - Upgraded
The screenshot shows the new button for View Printable Version.
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< Pending Approvais Voucher ... Financials PAT @ Q A
1,000.43 USD
& Reassigned from
Summary
Business Unit LSUNO Voucher ID 00487218
Invoice Number bd123 Created By
Supplier Name HENRY SCHEIN, INC Modified By
Due Date 07/30/25 Invoice Date 06/30/25
Voucher Source Online Voucher Style Regular Voucher
Edit Voucher
Line Details
Voucher Line Item Description Quantity UoMm Unit Price Amount
1 DENTAL SUPPLIES 1.0000 YR 1,000.43 USD 1,000.43 USD >
~ More Information
View Attachments (1) >
View Printable Version >
View Remit Supplier Information >
Approver Comments
P v
Step Action
2. New - View Remit Supplier on Voucher Approval Page

This is a new option available on the Voucher Approval page that allows the user to
View Remit Supplier Information.

PAT - Upgraded

The screenshot shows the new View Remit Supplier button on the Voucher
Approval page.

3. This completes Voucher Approval Page Enhancements.
End of Procedure.
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Payment Request Enhancements

Procedure

In this topic you will learn about Payment Request Enhancements.

_ Menu -

Search in Menu [~ 1 BT o A i @

My Financials Home ~ 10f10 >
System Notifications Create/Update Stock Request Review Budget Detail Test Add
PS9F SPAT Notice: This system is
configured for PUM51 Upgrade
Testing: contact the FS Support ORACLE ORACLE
team with questions.
This is a test instance for LSU PrOPLESORT PEOPLESORT
Health PS Financials. Last refresh
date: 2025-04-01
Speedtype Lookup Payment Request

Step

Action

Payment Requests

PAT - Upgraded

Payment Requests include several enhancements with the upgrade. The Support
Team has created an updated Payment Request User Guide for the New Orleans and
Shreveport campuses. The Payment Request Center, fo create or review requests,
is accessible from the My Financials Home or LSU Health Financials.

* Added the Payment Address field in the Supplier page.

* Added an option to edit the supplier payment address while creating or updating
payment request transactions.

* Validate duplicate invoice numbers before submission, review and approval of a
request.

* Fluid Payment Request template includes new fields: Payment Handling,
Payment Message, and Separate Payment.

* Requesters can now update payment requests until the transaction has been filly
approved.

* Requesters can now create a new request by copying from an existing request.

* Save For Later button changed to access from the Actions menu.
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_ Menu ~ Search in Menu | ‘ (5] kP @ [:‘l E @
It

LSU Health Financials v < 20f6 >

System Notifications Business Manager Purchasing

PS9F SPRP Notice: This system is
refreshed daily from production to
support testing. Contact the support
team with questions.

This is a test instance for LSU

Health PS Financials. Last refresh
date: 2025-08-29

Step Action

2. Payment Request - Save For Later

PRP - Not upgraded

In fluid payment requests, the ability to ‘Save For Later’ still exists. However, there
is no longer a button on the page. Users will need to select the Actions ellipses to be
able to ‘Save For Later' from the Payment Request entry page.
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x ext | Payment Request wns Financials PAT ~ [£]
P 'O N
1 {2 } {3 f { 4
O A AN \_/I
Summary Supplier Invoice Details Review and Submit
Step 1 of 4: Summary
‘ (i ] | Attachments (1)
*Business Unit ‘ LSUNE Q | Entered Datetime 09/24/25 4:23PM

“Invoice Number ‘1256

LSU New Orleans Employee BU

Request ID

“Invoice Date | 09/2412025 &)
“Cost Sub-Total |523.82 |
Total Amount 523.82
“Currency ‘USD Q
Description
4 &
Notes/Comments | pioace enter information below: e
fﬂee Name: 4 @
90 characters remaining
Step Action
3. Payment Request - Save For Later

PAT - Upgraded

3. Attachments

Click the Actions (3 dots) menu.

Three (3) fields must contain data before a Save For Later can be initiated:
1. *Invoice Number
2. *Cost Sub-Total
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X Exit

Payment Request

weatn FINANCIAlS PAT

'O
3 | Save For Later

a0
1 { 2 }
O AN

Summary Supplier

\ZJ
Invoice Details

LSU New Orleans Employee BU
“Invoice Number ‘1256 ‘
“Invoice Date | 09/2412025 &)

“Cost Sub-Total |523.82 |

Other Cost

Total Amount 523.82

“Currency ‘USD Q
Description
EN-
Notes/Comments | pioace enter information below: e
fﬂee Name: 4 @

90 characters remaining

Home
Step 1 of 4: Summary
‘ (i ] | Attachments (1)
*Business Unit ‘ LSUNE Q | Entered Datetime 09/24/25 4:23PM

Request ID

Step

Action

PAT - Upgraded

=ave For Later

Click the Save For Later link.

Payment Request - Save For Later
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P 'O N

{ 2} { 3} { 4)

@ (=) O, ®
Summary Supplier Invoice Details Review and Submit

Step 1 of 4: Summary

‘ (i ] | Attachments (1)

*Business Unit |LSUNE Q|
LSU New Orleans Employee BU

“Invoice Number ‘1256 ‘
“Invoice Date | 09/2412025 &)

“Cost Sub-Total |523.82 |

Other Cost

Total Amount 523.82

“Currency ‘USD Q
Description
EN-
Notes/Comments | pioace enter information below: e
fﬂee Name: 4 @

90 characters remaining

Entered Datetime 09/24/25 4:23PM

RequestID 0000043774

Step

Action

PAT - Upgraded

Click the Exit button.

o

Payment Request - Save For Later

NOTE: A green bar displays at the top of the page stating the save is in progress.
When completed, the Payment Request number is provided.
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< My Financials Home Payment Request Center ... Financials PAT m Q 3 @
All - 06/26/25 to 09/24/25
+[E]
Request ID Eqtered inyoice Description  Supplier ID Supplier otal Currency Request Scheduled Business Voucher Payr
e Datetine Juhl ambergaes SeP o PPIT Amount “HTEREY CERBSE toPay © Unitc Do Met
0000043774 2?53‘;’,@025 1256 9999999999 52382 USD New LSUNE
0000043770 99242025 1945 Testfor 9999999999 102.00 USD Cancelled LSUNE
3:29PM documentation
0000043769 09/24/2025 4545  Testfor 9999999999 102.00 USD Cancelled LSUNE
3:27PM documentation
4 [d
Step Action
6. Payment Request - Update

PAT - Upgraded

The top line is always the most recent request. Select the Payment Request you wish
to continue with by clicking anywhere on the desired line.
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< Payment Request Center Payment Request weamn FINANCIAlS PAT 1o} Q : @

a
Attachments (1)

« Summary Information

Business Unit LSUNE Entered By

LSU New Orleans Employee BU
Entered Datetime 09/24/2025 4:23PM

Invoice Number 1256
RequestID 0000043774
Invoice Date  09/24/2025
Request Status New
Payment Handling

Separate Payment No

Payment Message

Total Amount 523.82 USD
Description
Notes/Comments Please enter information below: Payee Name
Address: Emplid (LSUHSC direct deposit):
Personal Email(for non-employee direct deposit):
Message to appear on payment:
w Supplier Information

Supplier ID 9999999999

Supplier
Payment Address v
| Update ” Cancel H Copy I
Step Action
7. Payment Request - Update

PAT - Upgraded

To continue working on the Payment Request, the user must scroll to the bottom of
the Summary Page and select the Update button.
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X Ext | Payment Request vt FINANCIAlS PAT :
P 'O N
© O, ®
Summary Supplier Invoice Details Review and Submit

Step 1 of 4: Summary

‘ (i ] | Attachments (1)

*Business Unit |LSUNE Q|
LSU New Orleans Employee BU Request ID

Entered Datetime 09/24/25 4:23PM

“Invoice Number ‘1256
“Invoice Date | 09/2412025 &)

“Cost Sub-Total |523.82 |

Other Cost

Total Amount 523.82

“Currency ‘USD Q
Description
EN-
Notes/Comments | pioace enter information below: e
fﬂee Name: 4 @

90 characters remaining

Step Action

8. Payment Request - Update

PAT - Upgraded

The system will default the user onto the Payment Request page at Step 1 of 4:
Summary. The Save For Later option can be utilized as often as needed.

Page 53



Training Guide
Delta

< Payment Request Center Payment Request wean FINANCIAlS PAT 1o} Q : @

a
Attachments (1)

« Summary Information

Business Unit LSUNE Entered By

LSU New Orleans Employee BU
Entered Datetime 09/24/2025 4:23PM

Invoice Number 1256
RequestID 0000043774
Invoice Date  09/24/2025
Request Status New
Payment Handling

Separate Payment No

Payment Message

Total Amount 523.82 USD
Description
Notes/Comments Please enter information below: Payee Name
Address: Emplid (LSUHSC direct deposit):
Personal Email(for non-employee direct deposit):
Message to appear on payment:
w Supplier Information
Supplier ID 9999999999

Supplier

Payment Address v

I Update H Cancel II Copy |

Step Action

9. Payment Request - Copy

PAT - Upgraded

Users may copy an existing Payment Request (PR) to create a new one. To
perform this action, the user will select the Payment Request tile and then search
for the desired Payment Request. At the right end of the Payment Request list,
select the arrow to view the PR. Then, once in the PR, scroll down to the bottom of
the page. Select the Copy button.
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X Ext | Payment Request vt FINANCIAlS PAT :
P 'O N
© O, ®
Summary Supplier Invoice Details Review and Submit

Step 1 of 4: Summary

‘ (i ] | Attachments (1)

*Business Unit |LSUNE Q|
LSU New Orleans Employee BU Request ID

Entered Datetime 09/24/25 4:23PM

“Invoice Number ‘1256

“Invoice Date | 09/2412025 &)

“Cost Sub-Total |523.82 |

Other Cost

Total Amount 523.82

“Currency ‘USD Q
Description
EN-
Notes/Comments | pioace enter information below: e
fﬂee Name: 4 @
90 characters remaining
Step Action
10. Payment Request - Copy

PAT - Upgraded

All the data will be copied into the new PR EXCEPT the Supplier ID and the
Attachments. The user then updates the date, invoice number, supplier, amounts and
attachments to complete and submit the PR.

11. **********WARNING**********
Payment Request - Cancel

PAT - Upgraded

The Cancel button works as a DELETE button. Cancel cannot be undone. If the
user selects the Cancel option, a cancellation confirmation message will be
displayed.
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Step

Action

12.

**********WARNING**********
Payment Request - Cancel

PAT - Upgraded

If the user wishes to Cancel the payment request, s’he will select OK. If the user
does not wish to Cancel the Payment Request, s/he will select the Cancel button to
return to the Payment Request page.

In this example, the OK button is selected.

13.

**********WARNING**********
Payment Request - Cancel

PAT - Upgraded

The user is returned to the Payment Request Center, and the payment request
displays a Request Status of Cancelled.

14.

This completes Payment Request Enhancements.
End of Procedure.
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eProcurement Overall Look and Feel Changes

Procedure

In this topic you will learn about eProcurement Overall Look and Feel Changes.

Step Action

1. NOTE: The eProcurement section is for LSUSH users only.

2. eProcurement Requisition Changes

ePro requisitions are now in the Fluid style. This change presents a significant "look
and feel" difference to the user. But the functionality remains the same. There are a
few key differences to note.
* eProcurement Tile instead of LSU Health ePro Requisitions to create ePro
Regs
* Create Requisitions Tile selection directs the user to Requisition Defaults as
the landing page
* Requisition Defaults page in Fluid is the equivalent to the Requisitions Settings
page in classic
o Line, Schedule and Distribution Defaults sections display as collapsed.
Users must expand them to enter default information.
o The Chartfield Distribution section on the defaults page includes all the
chartfield options and cannot be personalized to hide or reorder the fields.
* New icons
* Justification Comments — Users should enter the purpose of the purchase
* Mass Change
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Search in Menu Lsu

_ Menu -

LSU Health Financials ~ < 20f10 >
System Notifications Business Manager Purchasing a

PS9FSPAT Notice: This system is
configured for PUM51 Upgrade
Testing: contact the FS Support
team with questions
This is a test instance for LSU

Health PS Financials. Last refresh
date: 2025-04-01

Approvals | I Speedtype Lookup | I LSU ePro Requisitions

© — ——
° = LSU =

16
eProcurement I Payment Request | I Process Monitor
s g  Lsu
c 0
Step Action
3. New Tile with the Upgrade - eProcurement

PAT - Upgraded

The new eProcurement Tile includes several tiles available to the user.
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< LSU Health Financials eProcurement ... Financials PAT @ Q A §{ @
Create Requisition My Requisitions Change Requests
|=F Q= P
oo =
Change Tracking | I Create Receipt | ( My Receipts
0= o 5
Y o=
My Returns
=
e
C
Step Action
4. New Tile with the Upgrade - eProcurement

PAT - Upgraded

The Create Requisition, My Requisitions, and Change Requests are the tiles that will
be most used.
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< Procurement ePro Requisitions Health Financials PRP Q Q ﬂ. 5 @

New Window | Help | Personalize Page|

ePro Requisitions Create Requisition
p— Welcome O'Connor, Karen r e
Document Status Home My Preferences Requisition Set]
Print Requisition
Enter search criteria or select 5
— o from the menu on the right to mn_:j Special Requests $ Web o
Requisition Inquiry begin creating your requisition. Create a non-catalog request Browse Supplier Websites
i Templates Recently Ordered
[ Manage Requisition Approvals Browse Company and Personal View recently ordered items and
Templates services

.=/ Manage Requisitions

4

Step Action

5. LSU ePro Requisition Tile Changes

PRP - Not Upgraded

The LSU ePro Requisitions Tile may still be used to perform Document Status
Inquiry, Requisition Inquiry, and Manage Requisition Approvals if desired. You may
no longer access ePro Requisitions to create reqs from this tile.
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£ ePro Req

vindow | Help | Personalize Page|

Create Requisition

Welcome O'Connor, Karen 3 &5 - .
Home My Preferences Requisition Settings I B OLines HIEEmL
Reguest Options = Search Search Advanced Search

Enter search criteria or select H_J Special Requests 5N Web Favorites
from the menu on the right to = P a t‘%‘ E
begin creating your requisition. Create a non-catalog request Browse Supplier Websites Browse Favorite ltems and Services

Thomas Scientific

Fisher Scientific

Grainger

McKesson Medical Surgical
BIOTECHNE/R & D systems

More.
Templates D@ Recently Ordered
Browse Company and Personal View recently ordered items and
Templates services

4

Step Action

6. LSU ePro Requisition Tile Changes

PRP - Not Upgraded

After completing Requisition Settings, users will see this screen.
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£ ePro Requisitions Req uisition

New Window | Help | Personalize Page &
Create Requisition

Welcome O'Connor, Karen 3 %, N
Home 7 My Preferences 32 Reauisition Settings | ¥ 0 Lines (e

Request Options - Search Search Advanced Search

All Request Options Web (7

Special Requests Merchant Description
Web
Thomas Scientific Thomas Scientific
Fisher Scientific

Thomas_|'

McKesson Medical Surgical = i
BIOTECHNE/ R & D systems S ‘[ ﬁ
Sigma Aldrich CIEH | C
Agilent Technologies

BIO RAD LABORATORIES

INC

Eppendorf North America Fisher Scientific

) fisher scientific

Favorites part of Thermo Fisher Scientific

Templates

Recently Ordered W Grainger
M K E S S 0 N =
—

bie-techne BIOTECHNE! R & D systems

igiesone Sigma Aldrich

0 =
4

Step Action

7. LSU ePro Requisition Tile Changes

PRP - Not Upgraded

Once the user selects Web, s/he will see this page.
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Homepage x  +

c 2% rcbb.psfslsuhscedu/psc/fspat/EMPLOYEE/ERP/c/NUI_FRAMEWORK.PT_LANDINGPAGE.GBL?&lp=ER... 3%

[ Other [ PeopleSoftinfo [ PeopleAdmin Solutions jmm HR End user
Menu « Search in Menu
LSU Health Financials v < 20f10 >
a
System Notifications Business Manager Purchasing

PS9FSPAT Notice: This system is
configured for PUM51 Upgrade
Testing: contact the FS Support
team with questions
This is a test instance for LSU
Health PS Financials. Last refresh
date: 2025-04-01

Approvals Speedtype Lookup LSU ePro Requisitions

13

Step Action

8. LSU ePro Requisition Tile Changes

PAT Upgraded

Once the user sets the default, then the main page displays.

NOTE: The Cart icon and the Cart section are located at the top of the page.
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Checkout - Review and Submit

New Window | Help | Personalize Page &

Checkout - Review and Submit

Review the item information and submit the req for approval
+
< My Preferences

Requisition Summary

Business Unit LSUSH |Q LSUHSC Shreveport Requisition Name

“Requester a priory

*Currency USD

Cart Summary: Total Amount 37.57 USD

Requisition Settings

Expand lines to review shipping and accounting details ar ‘Add More ltems

Requisition Lines (7

Line Description Item ID Supplier Quantity uom
1 @D TK1990365T Laser Pointer GRAINGER INC 1 EA
Beam
[ Select All / Deselect All Select lines to: E{}-‘ Add to Favorites '9_§| Add to Template(s) ﬁ Delete Selected

Shipping Summary

# Edit for All Lines
Ship To Location LSUSH

Address 1501 Kings Highway
Shreveport, LA 71103
Attention To
Comments

Requisition Comments and Attachments
=

4

Price Tot

37.57 vt

iamMas;s; Chan

Total Amount

Action

ePro Requisition Page

PRP - Not Upgraded

There are appearance changes in the ePro Req page.
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Create Requisition

Create Requisition

Checkout

w Requisition Summary

Business Unit LSUSH LSUHSC Shreveport
Requisition Name | Laser Pointer - Lab ‘

Requester KOCONN O'Connor, Karen
Currency USD

[ Header Comments.

I « Justification Comments I

v FiNANCias PAT @ Q ¢ @

Continue Shopping H Save I Submit

Order Total 39.55 USD

Priority | Medium ~

+ Requisition Lines Overview

[J selectAll Actions &

Line 1 BExternal ltem

TK1990953T Laser Pointer Beam Color
Red Class 3A Projection 655 ft Length 6
1/2 in Width 9/16 in Height 1 in Material
Plastic Color Black Includes 2 AAA
Batteries

o @

Quantity Unitof

1 row

Total
39,55

Price  Currency

4

|ﬁ heduleDetail | ‘?l

Step

Action

10.

ePro Requisition Page

PAT - Upgraded

Notice that the Header Comments is a button in the Requisition Summary section.
Select the button to add comments and attachments.

Justification Comments replaces Approval Justification. Users should enter the
"SWs" that Dr. Benefield has requested of all Shreveport users.
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Create Requisition v FiNANCIASPAT @ Q ¢ @

+ Requisition Summary
Business Unit LSUSH LSUHSC Shreveport Priority |W‘
Requisition Name | Laser Pointer - Lab ‘ -
Requester KOCONN O'Connor, Karen
Currency USD

| [@ Header Comments |

Actions x
w Justification Commen

Add to Favorites

Add to Template(s)

Delet
« Requisition Lines Ovg eee

O Select All |Act\on5 @)/ Mass Change
1 row

Line1 External ltem

TK1990953T Laser Pointer Beam Color
Red Class 3A Projection 655 ft Length 6
1/2 in Width 9/16 in Height 1 in Material

Plastic Golor Black Includes 2 AAA 3 Unit of . Total ——— —
O @Eb Batteries Quantity Monere ;'5‘;; Egge”“‘f 39.55 | [ ScheduleDetails ‘ > |
Item ID EA usb ——— —
Supplier GRAINGER INC
‘ [A Line Comments T Delete
Order Total 39.55 USD
v
Step Action
11. ePro Requisition Page

PAT - Upgraded

Notice the Action icon in the Lines section. This is where a user may add the item to
their Favorites, a template, delete it from the cart or make mass changes to the
requisition.
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Create Requisition wan FiNANcials PAT @ Q

+ Requisition Summary
Business Unit LSUSH LSUHSC Shreveport Priority |W‘
Requisition Name |Laser Pointer - Lab ‘ -
Requester KOCONN O'Connor, Karen
Currency USD

| [ Header Comments

w Justification Comments

@

|~ Requisition Lines Overview |

[ SelectAll Actions &)

Line1 External ltem

TK1990953T Laser Pointer Beam Color
Red Class 3A Projection 655 ft Length 6
1/2 in Width 9/16 in Height 1 in Material

1 row

Plastic Golor Black Includes 2 AAA . it of . Total —
oy e e S G L)
Item ID EA usb —
Supplier GRAINGER INC
‘ [A Line Comments T Delete
Order Total 39.55 USD
v
Step Action
12. ePro Requisition Page

PAT - Upgraded

accounting tags.

Guide detail all information on the ePro module.

In the Lines section, notice the Schedule Details button and the arrow at the far
right of the line. That is where the chartfields for the line and the schedule display
may be updated. Users would be able to select Amount Only in the Line Details,
select the Ship To location in the Schedule Details, or even split the chartfield

NOTE: The eProcurement Delta Document and the eProcurement Training

Page 68




Training Guide

Delta
< Procurement . My Requisitions weain FINANCIAIS PAT
| Requistion search || Keyword Search
Filters  Dore |
Business Unit ‘m‘ Requisition Name ‘—Q‘
Requisition ID | Q| PO Number | al
From Date “ To Date “
Requester ‘ Q ‘ Entered by ‘ Q ‘
Request State ‘W‘ Budget Status ‘—V‘
Supplier ID ‘ Q ‘ Supplier Name ‘ ‘
Item ID ‘—Q‘ Item Description ‘—‘
Ship To Location ‘ Q ‘ Supplier Item ID ‘ ‘
f T
® 0095155 LSUSH/0095155 09/25/2025 RBUCAS  Open Eﬁ:(d 1.00 USD
v

Step Action

13. eProcurement - My Requisitions Tile

PAT - Upgraded

Using eProcurement Home and the eProcurement Tile, users have access to the
My Regquisitions Tile. This tile grants the user access to review, update, and manage
inquiries.

After selecting the My Requisitions Tile, the user will need to set filters the first
time they access the page. The following fields must be entered at a minimum:
Business Unit, From Date, To Date, and Request State. The user may also wish to
enter the Requester to focus results.

Once the filters are set, the user should select the Done button. The My
Requisitions page displays requisitions meeting the filter criteria.
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< Procurement My Requisitions wans FiNANcials PAT @ Q

I Requisition Search H Keyword Search ‘

=

43rows =

Action - ™ Business Requisition Requester Request Budget Total A
1M Requisition Name[] UnitRequisition ID & Date & b State © Status <

Not

0095163 LSUSH/0095163 09/30/2025 Approved 54.00 USD >

Chk'd
Related 5162 LSUSH/0095162 09/30/2025 Pending ggf«d 33.69 USD ‘ > |
Actions —
©® 0095161 LSUSH/0005161 08/30/2025 Pending gﬁtkd 33.60 USD ‘ > |
® 0095160 LSUSH/0095160 09/30/2025 Pending gﬂtkd 33.69 USD \ > |
©® 0095159 LSUSH/0095159 09/30/2025 Approved gﬁtkd 33.69 USD \ > |
® 0095158 LSUSH/0095158 09/26/2025 Pending gmd 536.60 USD \ > |
@ 0095157 LSUSHI0095157 09/26/2025 Pending  toe  uen D 7|
[©] TESTING_REQ_JKEEGA LSUSH/0095156 09/26/2025 Pending EEL‘d 124 45 USD ‘ > |
@ 0095155 LSUSH/0095155 09/25/2025 Open ggi‘d 1.00 USD ‘ > |
—
Step Action
14. eProcurement - My Requisitions Tile

PAT - Upgraded

In this screenshot, notice the three icons highlighted by the purple outline.

Sorting - Next to the Requisition Name are two arrows, facing up and down. You
see this same icon in the header row across the display. The two arrows mean that
the field may be sorted. Selecting the arrows for any of the headers sorts all of the
results by that field.

Related Actions - At the /eft side of each requisition, the Related Actions Icon
displays. Selecting the Related Actions icon produces a menu that allows the user to
navigate to Details, Copy, Budget Check, View/Print, Create Receipt, View
Approvals, and Inquiry. The Related Actions available depend on the Requisition
Status.

Details Arrow - At the right end of the row, select the Details arrow to expand to
the ePro req.
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Details

a
Cancel Requisition
+ Requisition Summary
Requisition Name Laser Pointer - Lab Requester O'Connor, Karen
Business Unit LSUSH Entered By O'Connor, Karen
Requisition ID 0095164 Budget Check Status Not Chk'd
Requisition Date 10/01/2025 Total Amount 39.55 USD
Request State Pending
Approval Justification
Alaser pointer is being requested for Dr J Bon's lab. The previous laser
pointer is no longer working, so this will be a replacement. The laser
pointer is used regularly to identify lecture items and talking points
+ Requisition Lifeline
g [T —
=% = M (=% |= d 100 ‘E
= Collon E& =8 & 0
Purchase Change o e e
Requisition Approvals Inventory et e Receiving Delivery Retums Payment
Lines
e ltem 3 3 5 3 q Total
Item Description SupplierID  Supplier - ~ Line Quantity UOM Price
Image < < 0y < me < ShipTo © grate © < < < Srmount
v v v
4
Step Action

15.

PAT - Upgraded

eProcurement - My Requisitions Tile

Requisition pending Approval and Budget Check.
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Details
« Requisition Summary -
Requisition Name Laser Pointer - Lab Requester O'Connor, Karen
Business Unit LSUSH Entered By O'Connor, Karen
Requisition ID 0095164 Budget Check Status Valid
Requisition Date 10/01/2025 Total Amount 39.55 USD

Request State PO(s) Dispatched
Approval Justification

Alaser pointer is being requested for Dr J Bon's lab. The previous laser
pointer is no longer working, so this will be a replacement. The laser
pointer is used regularly to identify lecture items and talking points

+ Requisition Lifeline

SREEE L B2 E w

Requisition Approvals Inventory Purchase Change Retums Invaice Payment
Lines
N Li¢ - - q 3 q Total

:tme?ge = Doescnptlon "Sm s§ppl|erlD s:g‘pelleor Ship To © Léne State Qé.lantlty U/VPM Ponce Acl\'nzunt
Line 1 -
TK1990953T -

. i >
Step Action
16. eProcurement - My Requisitions Tile

PAT - Upgraded

Requisition sourced to PO and Dispatched.

Notice the differences in the links under the icons. When active and selectable, that
indicates that the requisition has been processed through that phase of the lifeline.
Users may select the icon to inquire further.

To close out the page and return to the My Requisitions list, select the small 'x' at
the fop right of the inquiry page.
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< Procurement

I Requisition Search H Keyword Search

My Requisitions

wan FiNANcials PAT @ Q

=

A(;.‘.tion Requisition Name < Business

Unit/Requisition ID &

@ Laser Pointer - Lab LSUSH/0095164

1 row
Requester Request State Budget Total Amount
< < Status < <
PO(s) ‘7|
KOCONN Dispatched Valid 39.55 UsD i

Step

Action

17.

End of Procedure.

This completes eProcurement Overall Look and Feel Changes.
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eForms

Procedure

In this topic you will learn about eForms.

@ GT eForms Work~Center X o+ m

&« C @ % prdpsfsisubscedu/psp/fsprd/EMPLOYEE/ERP/s/WEBLIB_PTALISCRIPT1 FieldFormulaScri.. ¥ In] & ®

< Process List GT eForms WorkCenter

GT eForms WorkCenter € « | GT eForms WorkCenter Personalize Content | Layout

eForms || Reports
General Accounting Forms

(4]
£-3
4

%] Add Internal Transaction Reqst
rf Evaluate a GL Form
) Update a GL Form

3 View a GL Form

ClinCards eForms

[+

ov
Landmg Page

%] Add a Clincards eForm

F/ Evaluate a ClinCards eForm

%] Update a ClinCards eForm

%] View a ClinCards eForm

Step Action

1. eForms

eForms are custom forms created for LSUHSC that are interfaced or imported upon
approval into the Financials data tables. Current forms include AP Special Meals
and Entertainment Request, Clincard Request, and GL Internal Transactions. In the

upgrade environment, users will access these forms from the GT eForms Home and
not from the NavBar menu.

PRP - Not Upgraded

Accessing eForms from eForm Workcenter.
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_ Menu ~ Search in Menu = 1 < 1 ﬁ-ﬁ ﬂ 5 @

GTeForms™ Homepage ~ < 100f10

NO AP Special Meal Form ClinCards eFerms GL Internal Transactions

LSU
e &l Gl

nGT mGr mGT

Step Action

2. eForms

PAT - Upgraded

GT eForms Homepage

Click the GL Internal Transactions button.
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< GT eForms™ Homepage GL Internal Transactions gisritinancials PAT Q Q ﬂ

71 Landing Page Welcome to Internal Transactions eForm

%] Add an InternalTr eForm

| Evaluate a GL eForm

5] Update a GL eForm

5! Viewa GL eForm

Step Action

3. eForms

PAT - Upgraded

After selecting a tile, the user will see the menu options.

4. This completes eForms.
End of Procedure.
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