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:
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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.
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2. When your report becomes available, a hyperlink (in blue underlined font) will appear.
Click on it to view your report.
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2. Summary of Financial Transaction:
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3. Detail of Financial Transactions:

.7 Favorites | 7= €] Web Slice Gallery =

‘ @ Base Navigation Page | |

University,s

ol

010140

Search: Main Menu > Reporis >

) ” Finance Reports
[> My Favorites ; P
-~ Reports
DAP == -
I Purchasing I=—| Report of Cash Balances I~ Balance Sheet (SNA}
- Report of Cash Balances
- Balance Sheet (SNA) .
- = Journal Entry Detail =
TB;(_La\ance Sheet (SNA) - = jg;g;ﬂ;;; Dg:;a” Summary of Budget Pools
rans
= Journal Entry Detail
= Summary of Budget Pools e . ” “ . . .
~ Summary by Subtotals i-| From the “Financial Reports” menu, select “Detail of Financial —
= Summary Fund Balance ” . . “
~ Summary of Financial Trans.” Follow the same steps as detailed in the “Summary of
Trans A7 . .
~ Detail of Financial Tran Transactions” above to complete this report.
= Detail of Salaries Benefits
- Journal Print




4. Journal Entry Query:

‘i\? Favorites | w @] Web Slice Gallery =

‘ @ Base Navigation Page | |

University

L 0loradao

Search: Main Menu > Reports >
.v/. j .
. @ ﬁ Finance Reports
[ My Favorites
~ Reports
DAP _ i
L Purchasing Report of Cash Balances Balance Sheet (SNA

- Report of Cash Balances
= Balance Sheet (SNA) -

Journal Entry Detail =
~ Balance Sheet (SNA) - =] e = e At -E
Traair;ce eef Journal Entry Detail Summary of Budget Pools

= Journal Entry Detail

= Summary of Budget &\S .
- Summany by Sublotals From the “Financial Reports” menu, select o na Ee

= Summary Fund Balance

- Summary of Financial u« s
- Journal Entry Detail

= Detail of Financial Tran
— Detail of Salaries Benefits
= Journal Print

E Journal Print
Journal Print.

‘@ Journal Entry Detail ‘ ‘

University,s
Colorado

[Meru __B|
Search: ® [ 1. Select the “Add a New Value” tab ]

| My Favorites Journal Print

"~ Reports

[ AP

[ Purchasing

= Finance Reports
= Report of Cash Balances i
- Balance Sheet (SNA) Run Control ID: |
- Balance Sheet (SNA) -

[ Find an Existing Value | Add a New Value |

Lrans Add | 2. Enter a run control ID of your
= Journal Entry Detail . . y "
- Summary of Budget Pools choice and click the “Add” button
= Summary by Subtotals Find an Existing Value | Add a

~ Summary Fund Balance

- Summary of Financial
Trans

= Detail of Financial Tran
= Detail of Salaries Benefits
= Journal Print




| @\ Journal Entry Detail

University,
C yj do

[Veru &
Search:
O]

[ My Favorites

"~ Reports

[ AP

[ Purchasing

< Finance Reports
= Report of Cash Balances
= Balance Sheet (SNA)
- Balance Sheet (SNA) -

Trans

= Journal Entry Detail

- Summary of Budget Pools
= Summary by Subtotals
= Summary Fund Balance

- Summary of Financial
Trans

= Detail of Financial Tran
= Detail of Salaries Benefits

= Journal Print

[ 3. Click the “Run” button ]

r‘ Journal Print

Run Centrol ID: |

N

. Run
Process Monitor

Report Manager

1. Enter journal ID

.

*Business Unit ucoLo 4

2. Enter journal date. The magnifying glass
icon can be used to find the date, given the

*Journal ID FiMJ139 Q

*Journal Date 11/30/10

journal ID.

J

[E¥ Add | Updale)‘Dlsplayl

& save |

| ﬂ Journal Entry Detail

[ Universit o
C y;f do

[Menu___8
Search:
@

[ My Favorites

<~ Reports

L AP

[ Purchasing

< Finance Reports
- Report of Cash Balances
= Balance Sheet (SNA)
- Balance Sheet (SNA) -

Trans

= Journal Entry Detail

= Summary of Budget Pools
= Summary by Subtotals
= Summary Fund Balance
= Summary of Financial
Trans
= Detail of Financial Tran
= Detall of Salaries Benefits
= Journal Print
[ GLA-M
[ GL N-Z
[ Spensored Projects
> Set Up Financials/Supply Chain
[ General Ledger
[ Accounts Payable
[ Purchasing
> Vendors

Process Scheduler Request

User ID: B02604 Run Control ID: |

Server Name: I - Run Date: 04/07/2011 Y

Recurrence: | Run Time: 11:23:30AM Reset to Current Date/Time |

Time Zone: Q

Process List

Select Description Process Name Process Type *Type *Fermat Distribution
Journal Print JRNLPRCU SQR Report Web ~ PDF ~ Distribution

1. Click the “OK” button ]

OK Cancel

[> Reporting Tools <
> PeopleTools

|
L

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




7.7 Favarites ‘ 35 €] Web Slice Gallery ~

| G| Base Navigation Page ‘ ‘

Unveriy
- 0i10raao

Search: Main Menu >

@ : Reporting Tools
[ My Favorites =F P 9
U Reports Run, create, and manage queries and nVision reports.
>

% gztngﬁﬂgg?sfswpw Gy E Repert Manager = Process Monitor
> Accounts Payable | Review report list. Review process and
U Purchasing
[ Vendors

- Report Manager 4——[ Select “Report Manager” ]

= Process Monitor
[ PeopleTools

|@ Report Manager | |

UniV“;"SitYof 1. Your report will be added to the report list below, but it usually is not
- 010Trado

available right away. Refresh this page as needed to get an update on the
status of your report.

Search
> My Favorites / Administration Archives /
[ Reports
[ Set Up Financials/Supply Chain
[ General Ledger Refresh | . D - . S . -
b Accounts Payable Last: 1 Days User ID: B02604 Type:
[ Purchasing Instance: to: Status: ¥  Folder: A
[ Vendors
= Re:)omng Tools Report List Customize | Find | View All | # First ) 10r1 L2 Last
A ge
= Process Monitor Select Report Pres Description Request Date/Time Format Status Details
1D Instance
> PeopleTools - —
O 1377885 4355508  Joumal Print T Aciobal Posted  Details

11:26:57AM (*.pdf)

T

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