
Finance System (PeopleSoft) Tutorial 

 

 

Introduction: 

The Finance System (PeopleSoft) offers a wide range of reports and queries.  To access the 

PeopleSoft reporting system, you will need your CIW login ID and password.  Please note that 

your login ID for PeopleSoft excludes the “CIW” part of the login ID.  Here is the link to the 

Login page:  https://saturn.cusys.edu/psp/fin8rpt/?cmd=login&languageCd=ENG& 

Once you log in, the following menu will appear: 

 

Most financial reports (balance sheet, summary of transactions, etc.) will be under the “Reports” 

section.  The “General Ledger” section provides lookup and query tools.  The “Reporting Tool” 

section is where your reports will be posted.  The following 4 sections provide step by step 

procedures to run balance sheet report, summary of transactions report, detail of transactions 

report, and journal entry query. 

 

1. Balance Sheet: 

PeopleSoft can run balance sheet reports by project, program, speedtype and org.   

 

Financial reports are under the “Reports” section 

The “General Ledger” section has lookup and query tools 

View and monitor your reports in “Reporting Tools” 

http://abs.colorado.edu/ABS_WEB/WEB_2003/ABS_Q&A.htm#ciw
https://saturn.cusys.edu/psp/fin8rpt/?cmd=login&languageCd=ENG&


 

 

 

 

1.  Click on the “Reports” menu to expand it. 

Select “Balance Sheet” 

2.  Then select “Finance Reports” 



 

 

 

 

1.  Select the “Add a New Value” tab 

2.  Enter a run control ID of your 

choice and click the “Add” button 

1.  Enter Fiscal Year and 

period 

2.  Enter Org, program, project, or 

speetype 

4.  Click on the “Run” 

button 

3.  Enter the page break code.  Click 

on the magnifying glass icon to guide 

you as needed 



 

 

 

 

1.  Click the “OK” button 

2.  Then click on the “Reporting Tool” menu to expand it 

Select “Report Manager” 



 

 

 

2. Summary of Financial Transaction: 

 

1.  Your report will be added to the report list below, but it usually is not 

available right away.  Refresh this page as needed to get an update on the 

status of your report. 

2.  When your report becomes available, a hyperlink (in blue underlined font) will appear.  

Click on it to view your report. 

From the “Financial Reports” menu, select 

“Summary of Financial Trans” 



 

 

 

 

1.  Select the “Add a New Value” tab 

2.  Enter a run control ID of your 

choice and click the “Add” button 

4.  Click on the 

“Run” button 

1.  Enter Fiscal 

Year and period 

2.  Enter Org, program, project, or 

speetype 

3.  Enter the page break code.  Click 

on the magnifying glass icon to guide 

you as needed 



 

 

 

 

1.  Click the “OK” button 

2.  Then click on the “Reporting Tool” menu to expand it 

Select “Report Manager” 



 

 

 

3. Detail of Financial Transactions: 

 

 

1.  Your report will be added to the report list below, but it usually is not 

available right away.  Refresh this page as needed to get an update on the 

status of your report. 

2.  When your report becomes available, a hyperlink (in blue underlined font) will appear.  

Click on it to view your report. 

From the “Financial Reports” menu, select “Detail of Financial 

Trans.”  Follow the same steps as detailed in the “Summary of 

Transactions” above to complete this report. 



 

4. Journal Entry Query: 

 

 

 

 

From the “Financial Reports” menu, select 

“Journal Entry Detail” 

1.  Select the “Add a New Value” tab 

2.  Enter a run control ID of your 

choice and click the “Add” button 



 

 

 

 

1.  Enter journal ID 

3.  Click the “Run” button 

1.  Click the “OK” button 

2.  Then click on the “Reporting Tool” menu to expand it 

2.  Enter journal date.  The magnifying glass 

icon can be used to find the date, given the 

journal ID. 



 

 

 

Select “Report Manager” 

1.  Your report will be added to the report list below, but it usually is not 

available right away.  Refresh this page as needed to get an update on the 

status of your report. 

2.  When your report becomes available, a hyperlink (in blue underlined font) will appear.  

Click on it to view your report. 


