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Chapter 1 Introduction to PeopleSoft
Welcome to the Pittsburgh Public Schools Combination Training!  It is designed to contain the tools needed to learn the concepts and procedures involved in PeopleSoft Requisitions.

Overview 

Before beginning we would like to give you a broad overview of this course, and PeopleSoft.  This chapter is designed to give a high-level understanding of navigation and the essential components of Purchasing 

General PeopleSoft Navigation

Menus
There are choices or selections under each

menu bar option.  These are called pull-down menus.

Each choice or selection is the name of a group that relates to that choice or selection.

(

The sign indicates that there are more 

choices or sub-menus that will take you to a

particular window.  
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 Window Layout
After you have used the menu options to access the window or the window group, the resulting window or group will be displayed.  Below is an example of a window group.
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Window
A window is simply an interface that makes it

easy for you to view information from the

application tables.

Window Group

A window group is a group that contains two or 

more windows.

Tab
The name of each window is on the top of the

window in a tab that looks like the top of a file

folder.

Field
A field is a place where data can be entered.

Sometimes the field will already be filled in with

a frequently used choice or value.  That is

called a default or default value.

Using Internet Architecture Buttons

PeopleSoft Internet Architecture (PIA) provides you with a multitude of buttons and links on your page to help you process transactions in your system. In general, if the action to be performed is navigation related, it will be shown as a link, which will bring you to another page. If the action is truly an action, such as Save or Process, it will be displayed as a button on your page. You only need to click the button or link to execute the command. 

If a gray button appears on your page, that action is not then available to you. For example, when working on the last page in a component, you might see the following:




The Previous tab button is gray because you are working on the first page of the component. Your only option is to select the Next tab button.

Likewise, links often appear at the bottom of your page to indicate which of the component's pages you are on. You'll notice that the current page is not underlined. For example, if you are on the Requisition Form of the Maintain Requisition component, the links at the bottom of the page will appear as follows:

[image: image4.png]Form | Schedule





[image: image5.png]PeopleSoft.

=13

NewWingow |
it pesor_renm: no oot [ Hlongee| T E A % 0 R
“Requeste Ql T Hold From Further Processing

pen  Budget Status: Not Chicd Accounting Date: [08/24/2003 | EJ)-currency: [J50  Dollar

000

‘Vendor ID: Discount Percentage

Req Oty

B s [
Total At 000 USD Total Base Ame: 000 UsD
“Goto: Heager Defaults Heaser Commerts e Searen e Detal e petais
Copy From Catalog Line Comments  Sourcing Controls. More.

Form | Schedule

0 out

Help




Most buttons and links in the system are self-explanatory. You'll find that performing transactions and navigating between pages and components will come easily. Nonetheless, we have included for your reference a few tables that detail the functioning of several PeopleSoft Internet Architecture buttons. 

Search Page Buttons

The following search related buttons are located on Search Pages of all types.


Processing Buttons

The following buttons are used for processing transactions.

Page Navigation Buttons


Using Access Keys

Access keys are shortcuts using keyboard strokes to perform a specific action on a page, like save. Sometimes called "hot keys" in a windows environment, access keys can save time and reduce mouse usage for power users who perform a great deal of repeated data entry. 

The table below outlines the shortcuts you may use in place of clicking the equivalent action button with your mouse. After pressing the desired key combination from the list below, you must then press the Enter key to execute the action. For example, to save a page you would press Alt+1 followed by the Enter key.


IMPORTANT HYPERLINKS AT THE BOTTOM OF THE FORM PAGE
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You can select any of these links when the name is underlined in blue (called a hyperlink). 
Chapter 2 Requisition 
This chapter contains the tools needed to learn all the concepts and procedures involved in Adding and Changing Requisitions.

Goal:
To have the skills and knowledge necessary to perform all the procedures identified in the adding and changing of Requisitions.

Participant
Objectives

At the end of this chapter you will be able to create and copy a requisition.
Understanding Requisitions

Requisitions can be viewed as the beginning of the life cycle of the procurement (purchasing) process.  This chapter describes the various methods used to create requisitions for purchasing, using the PeopleSoft Purchasing application.    
Requisition Overview

Pittsburgh Public School has two types of online requisition creation: 

Requestor – the individual or user entering a requisition in PeopleSoft

· Item Requisition – (Preprinted Lists)

· Description or Adhoc Requisition – (In the ‘old’ system these were done on a DBA 120 and usually came via a vendors catalog). Maintenance agreements are Description requisitions. 
These two types of requisitions cannot be combined together.  It has to be either all Item or all Description (Adhoc) requisitions.  Item requisitions use the pre-printed list from the General Service Purchasing Department.  Description (Adhoc) requisitions require vendor information and will allow the description field to open.  The requester must enter the catalog number FIRST ,then the description in the Description field as well as the quantity and a standard price fields for each line item. 

Requisition Structure

Requisitions are identified by requisition ID's. A requisition is comprised of four components.

· Header Defaults
· Lines

· Schedule

· Distribution

REQUISITIONS
ALL requisitions begin by navigating to:

Purchasing > Requisitions > Maintain Requisitions
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A. Business Unit:  PPS01 (if it did not appear click the magnifying glass

).

B. Requisition ID:  will default to Next – DO NOTHING (upon SAVE this will be given Requisition ID number)
C. Click Add

Instructions for adding an Item Requisition  
The Requisition Form page below will appear.
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Header Defaults

Use the Header Defaults page to enter default data that will apply to the requisition form as a whole. The information entered at the Header Default will appear on each line in the requisition.  You can override the defaults at the line, schedule, and distribution levels.
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The ITEM REQUISITION uses the pre-printed list found on the Pittsburgh Public Schools General Service’s website.  The following fields must be completed on the Header Defaults Page:  

A. Due Date (always two weeks from today on a Monday) 

B. Distribution (the account line REQUIRED INFORMATION:  Location, Department, Fund, Function, Object, Grade, Subject, and Class).  Use ZEROS for the grade (00), subject (000) and class (0000) if none other applies.
C. One Time Address (this is a hyperlink at the bottom of the page).
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CLICK OK 
THE HEADER DEFAULTS PAGE WILL APPEAR
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CLICK OK
THE FORM PAGE WILL APPEAR
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NOW CLICK CATALOG HYPERLINK
Order By Catalog Page

ONLY ITEM REQUISITONS USE THE CATALOG PAGE.  THIS PAGE IS NOT APPLICABLE FOR DESCRIPTION REQUISITONS. 
Please complete in the following order:
A. Catalog

B. Click the Retrieve Items button

C. Click the Select Items box

D. Complete the Quantity Ordered field

E. When you are DONE click the Order button.  You will go back to the Form Page.

F. CLICK SAVE ON THE FORM PAGE 
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YOU MUST CLICK SAVE ON THE FORM PAGE.  YOUR NEW REQUISITON NUMBER WILL APPEAR.
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Instructions adding a Description (Ad Hoc) Requisition

Use the same navigation on page 9, and then click Add to begin a new requisition.
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Header Defaults

Use the Header Defaults page to enter default data that will apply to the requisition form as a whole. The information entered at the Header Default will appear on each line in the requisition.  You can override the defaults at the line, schedule, and distribution levels.
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A. Vendor
B. Discount Percentage (ONLY USE WHOLE NUMBERS – NO DECIMALS OR FRACTIONS)
C. Due Date (always two weeks from today on a Monday)

D. Category (MUST USE THE CORRECT CATEGORY SEE PAGE __)

E. UOM (Unit of Measure – this will default to every line)

F. Distribution (the account line in your budget)

G. One Time Address (this is a hyperlink at the bottom of the page)
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CLICK OK 
THE HEADER DEFAULTS PAGE WILL APPEAR
CLICK OK AGAIN
THE FORM PAGE WILL APPEAR
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Now you can begin to add the items from the vendors catalog
A. Description – THE CATALOG ITEM NUMBER FIRST, THEN THE DESCRIPTION OF THE ITEM – IN CAPITAL LETTERS!
B. Quantity – in whole numbers

C. Price

D. Click the yellow plus sign (+…) to add more rows

E. Click Save
Maintenance Agreement Requisitions
Use the same navigation on page 9, and then click Add to begin a new requisition.

Complete the Header Defaults hyperlink as done in an Ad Hoc or Description requisition

The following fields must be completed on the Header Defaults Page:  

· Vendor

· Due Date (always two weeks from today on a Monday) 

· Category ( maintenance agreement)

· UOM (LOT)

· Distribution  (the account line)

Click the One Time Address hyperlink and complete as explained previously 

Click OK, the Header Defaults page will appear

Click OK the Form Page will appear.  Complete in the following order A, B, C, and D
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A. Type the Model number and Serial number in the Comments

B. Check all three boxes

C. Add another line
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D. Type the company contact person and phone number 
E. Check all three boxes

F. Add another line
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G. Type the Board contact person and phone number

H. Check all three boxes 

I. Click OK 

 The Form Page will appear – Click SAVE


Copying an Existing Requisition to a New Requisition

You can create a copy of an existing requisition to a new requisition.  This feature eliminates redundant data entry by using an existing requisition as a template. You can select and copy any requisition, except for cancelled requisitions. To c
opy an existing requisitions, you need to access the Copy Requisition page.

Navigation:  Purchasing > Requisitions > Maintain Requisition > Add a New Value

The Form Page will appear

Click the Copy From hyperlink at the bottom of the page. (SEE “D”)
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A. The Business Unit must be PPS01 

B. Type the requisition number
C. Click OK – and return back to the Form page
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ADDITIONAL REQUISITON INFORMATION

The status of the newly created requisition is Open, Pending, or Approved.  You can override any values that were copied over with the requisition. Activity and original requisition dates are not copied over.  You may add delete or change the new requisition.  Once the requisition is SAVED it will generate a new requisition number.
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	Click to cancel the requisition. Cancellation is irreversible and you must create a new requisition. You cannot make any changes to a canceled requisition. 

	Status
	Displays the requisition status.

	 
	Open: Displays by default from the requester. The requisition is not eligible for the approval process until this status is Pending Approval.

	 
	Pending Approval: The requisition is eligible for the approval process.

	 
	Approved: The requisition is approved.

	Budget Status
	Displays the requisition budget checking status.

	 
	Not Chk'd (not checked): This is the requisition's initial budget checking status. The status may also return to this value after a value change that affected the budget status.

	 
	Valid: The requisition has been successfully budget checked.

	 
	Error: The requisition has failed budget checking. The text is enabled as a link, which you can click to access the Requisition Exceptions page where you can view budget check exceptions for this requisition. 

	Currency
	Requisition transaction currency is USD (United States Dollar). 

	Total Amt (total amount)
	Total amount for all lines in transaction currency.


· Category - Category is required for each item ID and description line field you select on the Form page. It is not necessary to select a category for Item requisitions on the Header Default page, because it will default from the item ID number.  However, on Description requisitions a Category must be selected for the value to default for all the order lines on the form page. IT IS IMPORTANT THAT YOU CHOOSE THE CORRECT CATEGORY OR THE REQUISITION WILL GO TO THE WRONG BUYER.  Here are some examples of how to choose the proper categories
Line Details

Use the Line Details page to verify additional details on the line, such as the buyer, vendor, and other line specific information. Click the Line Details hyperlink to access this page.
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Header / Line Comments

Use the Header Comments hyperlink to enter additional details regarding the REQUSITION.  Use the Line comments to add additional detail with respect to a LINE ITEM on the requisition. 
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	Send to Vendor
	Select if you want comments to appear on POs dispatched to vendors. If the comments are for internal use only, leave the check box clear. The Send to Vendor option applies to comments in the comment text box only, not to the documents you attach using the Associated Document fields.

	Shown at Receipt
	Select if you want comments to appear on your receipt documents.

	Shown at Voucher
	Select if you want comments to appear on your vouchers.


Requisition Cancel
A cancelled requisition document is inactive. One cannot source cancelled requisition, lines or schedules.  Canceling a requisition will retain document for trace ability and visibility in inquire mode. You cannot cancel a requisition if any part of it has already been sourced. 
You can cancel a requisition online by selecting the red X Cancel Req. icon. 

Navigation:

Purchasing, Requisitions, Maintain Requisitions.  Click Find an Existing Value 
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Click the Red X
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Click Yes to Cancel and No to return to the Form page.

 HYPERLINK "javascript:submitAction_main(document.main, '" \l "ICNo');" 
.

Key Points
(
Pittsburgh Public Schools has two types of online Requisitions:  Item and Description Requisitions.  A Requisition must be either all Item ID or all Description.

· Item Requisitions (Preprinted Lists) require Item ID number and list can be found on the General Service website.
· All Item Requisitions from different list must be on a separate requisition.  DO NOT MIX TEXTBOOKS WITH FURNITURE.

· ALL REQUISITIONS MUST BE DONE IN CAPITAL LETTERS.

· Description / Adhoc Requisitions (DBA 120 form) require a selected vendor. 

· Use whole numbers for discounted items.  USE THE PROPER DISCOUNT AMOUT.

· When using the Copy From – Function in Requisitions, note:  the following fields will NOT be copied:  Due Date on the Header Default page and Address Line 1 on the One Time Address page.

· Maintenance agreements are different Description Requisitions because the total price is in the quantity field.  The quantity is always one (1) and unit of measure is always LOT.

RUN CONTROLS AND PRINTING A REQUISITION

Requisition Inquiry – Purchase Order Information
You can research a requisition history throughout PeopleSoft using the Requisition Inquiry page. Depending on the status of the requisition you can “drill down” nearly all the information you need relating to a specific requisition.

Navigation: Purchasing > Requisitions > Review Requisition Information > Requisitions

Fill in the requisition ID number; the number must be 10 digits.  (See Letter A)
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Click OK   (B)
 The system search will return applicable requisition
FYI NOTE…..NOW…Let’s assume you do not know your requisition number.  Navigate to the same place as above.  In the Requestor field (C), type your user name (you can use just two initials, click the magnifying glass 

 and allow PeopleSoft to display your user name).  Your name appears in the Requestor field, Click OK.  All of your requisitions and the status will appear in the list.  All this information can be loaded into Excel by clicking the “grid box” icon on the blue bar.  

  
NOW….Let’s see if the requisition has become a purchase order or if it out on RFQ meaning Request For Quote….. 
Complete A and B above
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If the “Show PO” hyperlinks at the bottom of the page are enabled (underlined in blue), the requisition has an associated purchase order number. Which hyperlinks are enabled depends on the status of the requisition. If the requisition was sent for a “Show RFQ”, the hyperlink would be enabled.  In the example above, the requisition in pending status has only the following hyperlink available:  Search, Approval History and Document Status.  To see the purchase order the navigation is:
Purchasing > Purchase Orders > Maintain Purchase Orders 
Run Controls and Printing a Requisition
A Run Control stores the criteria that you use to run reports and processes. In order for you to run any report or process in PeopleSoft you must first define a Run Control ID. Setting up a Run Control ID has time saving advantages.  Instead of defining the parameters each time you run your report or process, you simply enter the appropriate Run Control ID and the system restores the parameters that you defined. You need only to run the report or process.  

The first step in setting up a Run Control is to select the report or process from the appropriate menu in your application with an action of “Add”.  (IF YOU HAVE RUN THE REPORT BEFORE, YOU CAN CLICK SEARCH INSTEAD OF ADD).
Navigation: Purchasing > Requisitions > Reports > Print Requisitions 

[image: image35.png]2 Print Requisition - Microsoft Internet Explorer

Fle Edt View Favortes Took Help

Ghack v+ > - @ [0 Q| Qearch Gravortes Bivieds (3 |B- S = H W@

e [ 211 v s FACEVENFLOTEE EFPIcREQUISHION e POY 1005

PeopleSoft.

& Microphone [ZTools | & Handwiting &7 Diawing Fadl | (2)

~ Reports NewWwindow | Help

PO/Requisiion Xt
Requisition Template
Red and PO Buduetary
Actiity
Red lterns with expiring
prices
Mainlain Requisiions

Approve Amounts
Anprove CharfFields
Request Requisiions
Load Requisiions
Undate Drop Shipments
Buduet Check
Entry Event Request
Purge Requisiion Load
Regsts
Anproval Workflow
Und open req with valid
Drices

I Request for Quotes

Requisition Print
Enter any informatian you have and click Search. Leave fields blank fr a st af al values.

| Find an Evisting Vaiue (A& NEWVaIE"\
Run Control 0:[begmswin S

I case Sensitive

Search | | Clear | Basic Search () Save Search Crieria

Find an Existing Value | A a New Value





Click Add a New Value

Click the Yellow Add Button (IF YOU HAVE ALREADY CREATED A RUN CONTROL…YOU WOULD CLICK “FIND AN EXISTING VALUE” THEN SEARCH)
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This ID will appear in a listing of Run Control ID’s in the future.  REMEMBER use find an existing value AFTER THE FIRST TIME.  

Required Fields:

A.  Enter a Business Unit:  PPS01.
B. Requisition ID:  Choose a requisition number to print.    

C. LEAVE THE DATES BLANK

D. Status to Include:  use the SELECT ALL button to check all the boxes.  Change “drop down arrow” to ON HOLD AND NOT ON HOLD.
E. Click on the “Save” to save the Run Control ID and associated criteria selected.

F. Click on the “Run” to schedule process to execute.
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G. Server Name PSNT, Select Format – Type = Web, Format = PDF
H. Make sure the Process is selected.  


I. Click OK – The page below appears
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J. Click the Process Monitor hyperlink
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K. Click the Yellow Refresh button until the Run Status is a Success.

L.  Click Details

FYI - The Status column may contain one of the following:

· Queued - Indicates a process in line to be run.

· Initiated - Indicates that the process has started.

· Processing - While the process is running. 

· Error - If a problem exists with the process before it has started (such as a server being down).

· Unsuccessful - If a problem occurs while a process is running.

· Success - When a process completes successfully.

The Instance column identifies the instance number that was assigned when you initiated the process in the Process Scheduler Request page.  This can help you identify your process.  

L.  Click Details
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M.  Click View Log/Trace
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N.  Click on the PQRQ010 2154.PDF.  Your report will open an additional window to view your report before printing.Note:  You may have to sign in again – before you can view your report.  It is dependant upon how your system is setup – as well as if you just previously viewed a report.
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Chapter 4 Budget Transfer 
This chapter provides an overview of entering a budget transfer. 

Budget Transfers (Budget Journals)
Navigation: Commitment Control > Maintain Budgets > Budget Journals > Enter Budget Transfer 
· Click Add A New Value:  To add a new Transfer
· Business Unit: PPS01 (this will default)
· Journal ID:  NEXT (A Budget Transfer number will appear once you SAVE)
· Journal Date:  Today’s Date (this will default)
· Click the Yellow Add Button (The page bellow will appear).
[image: image44.png]2 Enter Budget Transfer - Microsoft Internet Explorer

Fle Edt View Favortes Took Help

ok - = - D [ 4| Qewch (iravoss Gveds 3| B 5 = ]
acress [&] hepifo

PeopleSoft.

-

New Winow | Help

Budget Header

Unit: PPS01  JournallD: 0000000158  Date: 0612572003
Fiscal Ye Period:

“Ledger Group:  [CC_LEDGER Budget Header Status: 5

currency: bso &
Rate Type: Q
Budget Entry Type Exchange Rote: [T 0000000 B

© Transfer O Transfer Adjustment coreas [oozsiz00s 6

BudgetType:  Expense

Control ChartField:  FUND_CODE

Long Description:

Budget Header | Budaet Lines | Budaet Errors





The Budget Header Tab: 
A. Ledger group CC_Ledger 
B. Budget entry type: Transfer adjustment
C. Long Description (reason for the budget transfer) 
D. Click the Budget Lines No Posting Tab 
Entering Budget Transfer Lines
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BUDGET Line 1 (Transferring funds into this line)
A.  Budget Period = Site Based Schools = SB2003-2004 (Administrative Offices = YR2004.
B. Department = Site Based Schools = 4+ Building number (Administrative Offices = “old responsibility number”). 
C. Fund = 010 

D. Function = 2540 
E. Object = 390 
F. Amount = $100,000.00
G. Click the Yellow Plus sign to Add lines
BUDGET Line 2 (Transferring funds out of this line)
H. Budget Period = Site Based Schools = SB2003-2004, Admin. Offices = YR2004.
I. Department = Site Based Schools = 4+ Building # (Admin. Offices = “old responsibility number”). 

J. Fund = 010 
K. Function = 2540 
L. Object = 340 
M. Amount = -$100,000.00 (NOTE:  THIS IS MINUS)
N. CLICK SAVE – NOTE:  TOTAL DEBITS AND CREDITS MUST EQUAL
The following elements enable you to manipulate the way you enter journal lines:
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The plus sign at the end of a journal line will add additional journal lines to the scroll, but will not copy the data onto the new line.
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	To add additional journal lines to the scroll, enter the number of lines you wish to add in the Lines to add field and click the Insert Journal Lines button.

	 Journal Line Copy Down
	All fields from the previous line are copied to the new line or lines. You can limit the fields that are copied by clicking the Journal Line Copy Down link to access the Journal Entry Copy Down Option page, where you can select fields for copying.
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	To delete specific lines from the journal, select the Delete check box for the lines and click the Delete Selected Journal Lines icon.
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	Click the Refresh button to update the Journal Totals and process.



View Budget Journal Errors

Access any budget errors from the Budget Errors Tab
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Budget Inquiry on One Budget Line
The Budget Detail allows you to view the amounts of one particular budget line.

Navigation: Commitment Control, Review Budget Activities, Budget Inquiry, Budget Detail

Enter the following:

A. Business Unit:   PPS01 (this will default)
B. Ledger Group:  CC_LEDGER
C. Enter a Department, Function, Fund and Object (No other information)
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D. Click Search 
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E. Select the Department / Fund detail by clicking the line. The “Without Tolerance” line is the amount of money available in that particular line.
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Budget Transaction Detail

This report summarizes transactions to the chartfield (account number) detail.

Commitment Control, Review Budget Activities, Budget Reports, Budget Transaction Detail

· Click Add A New Value
· Click the Yellow Add button
A. Business Unit: PPS01

B. Ledger Group:  CC_Ledger

C. The date should represent the desired time period
D. “Click Refresh – the Fields will open to allow you to input data
E. In the ‘Select’ column choose Fund, Department, Function and Object (ONLY)
F. Enter the necessary Fund, Department, Function and Object (ONLY)
G. Click Save (Bottom of the page, NOT SHOWN)
H. Click Run
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I. Server Name: PSNT
J.  Type: Web
K. Format: PDF
L. Select PPS Budget Transaction Detail
M. Click OK
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N. Click the blue Process Monitor hyperlink (not shown)
O. Click Refresh until the run says Success

P. Click Details

[image: image58.png]Pracess List

Server List

user : [FJosErH | Q)

we | = tast:

[ [oare=]_etrasn |

Sorver: [FonT =

Name: | Qmstance: |

Run Statu <]

©f

¥ Save On Refresh

Instance Seq.

2085
2084
2083
2082
2081
2080
2075
2074
2085
2084
2083
2062
2061
2080
2082
2081

Process Tyne

SOR Report
SOR Report
SOR Report
SOR Report
SOR Report
SOR Report
SOR Report
SOR Report
Crystal

Crystal

Crystal

SOR Report
SOR Report
Crystal

SOR Report
SOR Report

G0 backto Requisition Print

PORQ010 GJOSEPH 0612412003
PORQ010 GJOSEPH 0612412003
PORQ010 GJOSEPH 0612412003
PORQ010 GJOSEPH 0612412003
PORQ010 GJOSEPH 0612412003
PORQ010 GJOSEPH 0612412003
PORQ010 GJOSEPH 0612412003
PORQ010 GJOSEPH 0612412003
POYS035- GJOSEPH 0612412003
POYS030- GJOSEPH 0612412003
POYS030- GJOSEPH 0612412003
PORQ010 GJOSEPH 0612412003
PORQ010 GJOSEPH 0612412003
POYS030- GJOSEPH 0612412003
PORQ010 GJOSEPH 0612412003
PORQ010 GJOSEPH 0612412003

6:04:28PM EDT
6:01:18PM EDT
6:01:00PM EDT
5:56:40PM EDT
5:53:42PM EDT
5:48:31PM EDT
5:13:06PM EDT
5:11:10PM EDT
4:31:268PM EDT
4:31:268PM EDT
4:20:35PM EDT
347:51PMEDT
347:45PM EDT
3:38:48PM EDT
252:08PM EDT
2.48:10PM EDT

Queued
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success
Success

Details
Details
Details
Details
Details
Details
Details
Details
Details
Details
Details
Details
Details
Details
Details
Details




Q. Click View Log /Trace
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R. Click the PDF file under the file list (in this case it is PORQ010 2154 PDF)
S. You can print the file from the PDF print icon (not shown)
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PPS Budget Status Report

This report summarizes transactions to the chartfield level (account number).  The PPS Budget Status will list all of your financial information in one report.

Navigation: 

Commitment Control, Review Budget Activities, Budget Reports, PPS Budget Status

· Click Find An Existing Value or add a New Value.  If you add a new value, enter a description.  An existing value will save your previous criteria (description).
· Click the Yellow Add button

A. Business Unit: PPS01

B. Ledger Group:  CC_Ledger

C. Leave the “From” date blank (not shown below)
D. The through date should always be today’s date
E. Click Refresh – the Fields will open to allow you to input data
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F. In the ‘Select’ column: choose department, fund, function and object (ONLY)
G. In the ‘Subtotal’ column:  choose department and function

H. Type in the appropriate Fund and Department in ‘Value’ column (the same information should appear in the ‘Chartfield To Value’ when you save, make sure all values appears in that column also).  (Leave Location, Function and Object blank).
I. Fund MUST BE IN SEQUENCE NUMBER 1
J. Click SAVE (at the bottom of the page, not shown)
K. Click Run
L. On the Process Scheduler Request the Server Name is PSNT
M. Type is Web

N. Format is PDF

O. Click The Process Monitor hyperlink
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P. Click Refresh until the Run Status is Success
Q. Click Details
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R. Click View Log / Trace
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S. Click the PDF hyperlink under the file list

T. Print from the printer icon (Not shown)
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Budget Inquiry Budget Overview

The Budgets Overview inquiry component provides summarized and detailed information about activity across several control budgets.  It allows you to create a budget overview inquiry, view the budget overview, select display options for the budget overview and drill down from the overview to detailed budget and source transaction information.

Navigation: Commitment Control, Review Budget Activities, Budget Inquiry, Budget Overview, Criteria

Find an existing value or add a new value - Inquiry Name

If you add a new value enter a description.  An existing value will have previously saved criteria.

Enter search criteria to retrieve budget items for display on the Budgets Overview page.
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Specify the amount criteria for selecting ledger rows to view on the Budgets Overview page.

Click Search to process

View the results of the search criteria that you entered on the Budgets Overview - Criteria page. It displays ledger totals across all of selected budgets, as well as detail ledger amounts for each budget, summarized by budget period or by the ChartFields you select on the Budget Display Options page. 
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Specify how to summarize ledger rows on the Budgets Overview page and the sort order for the rows.  Click Fetch to process again if changes are made on the Display Option link.

View budget detail for a ledger row that appears on the Budgets Overview page. This page displays the same information as the Budget Details page.

Budget Inquiry Activity Log

The Activity Log allows you to view the transaction lines and affected budgets for a single budget-checking transaction.

Navigation: Commitment Control, Review Budget Activities, Budget Inquiry, and Activity Log

Click Go To Activity Log on the Commitment Control page.
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Budget Chartfields Tab

If you do not have the security authorization to access the drill down link you will receive an error stating the following:  “An error has occurred that has stopped this transaction from continuing.”  You are not authorized to access this budget.  See your Security Administrator.  The security profile set up for you does not give you access to this budget.  Please see your Security Administrator about the Commitment Control Security Event “Inquire”.

Chapter 5 Receiving Shipments
This chapter provides an overview of the receiving shipments process in PeopleSoft.


Understanding the Receiving Business Process

When stock arrives at your receiving location, you receive it using the PeopleSoft Purchasing Receiving component. Pittsburgh Public Schools will receive items only with associated Purchase Orders; therefore you will need the purchase order number to receive. 
Create a Receipt

Navigation:  Purchasing > Shipments > Maintain Receipts
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PeopleSoft will allow you to pick a purchase order number but you should have the number available. I will give the directions as if you have the  PO number.
A. Enter the Purchase Order Number against which to create receipts.

B. Click Search
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C. Check the box of the Sel box

D. Next click the SEL box next to each item you received or click Select All, if all items have been received (unless it is already selected).  A check mark will appear in the box.
E. ENTER THE PROPER QUANITY RECEIVED
F. SAVE

Note:  All relevant PO information is copied onto this page.
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Header Detail Page (Optional)
Click the Header Details hyperlink to enter any additional information regarding this receipt.
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Receipt Delivery Report

Provides a detailed list of shipments by receiver ID.

Purchasing > Shipments>Reports>Receipt Delivery (prints a single receipt)
Purchasing > Shipments>Reports>Receipt Delivery Summary (prints a all receipts)
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A. Click Run

B. Check the select box next to the Receiver Delivery report – POY5030 Crystal.

Note:  Shop Floor Receipt Delivery Report is not applicable to PPS.

C. Click OK – This will return you back to the Receipt Delivery Page.
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D. Click OK – This will return you back to the Receipt Delivery Page.

E. Click the blue underline text “Report Manager” (Right corner of the page).
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F.  Select the Administration tab. 

G.  Click Refresh – until process status returns to Posted
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H. Click View takes you to Report Detail
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I. Click on the blue POY5030-XXXX.HTM report (XXXX denotes process instance) – A new window session will open – provides you with a crystal report view.
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PEOPLESOFT REQUISTION WORKFLOW

Requisitions are routed through PeopleSoft by a process called Workflow.  We have designed the Workflow system to move Requisition to the next logical Approval based upon where it currently resides; the combination of Fund-Department ID (formerly Responsibility) and Object; and the Routing assigned to this combination Fund-Department-Object by the Budgeting Department.

There are five distinct types of Approval in our system:  Technology Approval, Book Approval, Program/Fund Managers, Finance Approval and Budget Approval.  Routing to Book and Technology Approval will be determined by the Object Code in the Account line of the Requisition regardless of the Funds.

· Object 640 will route to Book Approval before moving to next approver in the system. 

· Objects 448 618 648 758 768 788 will be routed to Technology for approval prior to moving to the next approver.

Program/Fund managers will receive only those Requisitions with account line combinations that have been assigned to them by the Budgeting Department prior to final approval by either Finance or Budgeting. The Budgeting Department or Finance is the last approval in this process prior to Budget Checking.

It is important to understand these features of the PeopleSoft Requisition Workflow process.

The actions that an Approver can take are: 

· Approve – Move to the next step in the routing process.  After the final approval, an e-mail will be sent to the Requestor stating that the Requisition has been approved.

· Deny – Return the Requisition to the originator with the message explaining the reason for denial that the Approver typed.

· Recycle – Move the Requisition backward through the process to the previous Approver for further action

Budget Checking will:

· Only occur after all approvals have been done.

· Occur several times during the day as per schedule.

· Make the Requisition available to be sourced as a Purchase Order.

· Create the Pre-Encumbrance.  The Available Balance for the Account Line will be reduced by the amount of the Requisition.

Requisitions awaiting approval will reside in the Approver’s Worklist.

Requisitions routing is not immediate.   Processes will be run twice a day; at noon and in the evening to move Requisitions to Approver in the routing structure.

REQUESTORS also have a Worklist.  It wll contain those Requisitions that have been returned to you for some reason that will be described by the Returnee in the COMMENTS box on the Requisition. You must check your Worklist daily for any returned Requisitions.

A.  YOU CAN LOOK AT YOUR WORKLIST BY CLICKING THE WORKLIST hyperlink.
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     THE FOLLOWING SCREEN WILL APPEAR
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B.  Click the hyperlink and you will see the requisition and the message attached.  
C. The message will be here telling you what is incorrect.
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D. Navigate to Purchasing > Requisitions > Maintain Requisitions
E. Go to Find An Existing Value and pull the requisition up
F. Make the necessary corrections (All CAPS, incorrect budget, etc ;)
G. Click SAVE
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H. Navigate to Purchasing > Requisitions > Approve Chartfields
I. Change the Requisition to APPROVE
J. Click SAVE
K. The message should say your “requisition has successfully submitted”
L. Click OK
B
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(A). MAINTENANCE AGREEMENT FOR THE FOLLOWING EQUIPMENT FOR THE PERIOD OF ONE (1) YEAR FROM 1/1/2004 TO 12/31/2004.





ALWAYS START HERE





Enter information HERE:


USE CAPITAL LETTERS


Use the following format(s):  


123 MATH SMITH or


C/O MATH SMITH or 


C/O MAIN OFFICE
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Enter information Here:


USE CAPITAL LETTERS


Use the following format(s):  


123 MATH SMITH or


C/O MATH SMITH or 


C/O MAIN OFFICE
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Tabs for each window in the group





Drop Down Arrow
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New requisition number appears here after saving
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(C). Enter the number 1 HERE





(D). Click HERE





(B). Enter the total price HERE (Reg Qty field)
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This is your new requisition copied from the previous one.  The quantity, price, UOM, account line and One Time Address can be changed for the new requisition.  BE SURE TO ADD THE DUE DATE AND HEADER DEFAULTS.  Saving will result in the new requisition number.
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If this is blue the requisition has a purchase order number








If this is blue the requisition is a RFQ
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CLICK 


ADD





Enter a name for your run control.  DO NOT USE QUOTES, DASHES, ETC OR SPACES
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Click this tab to begin





Click here next





Click Here





Start Here (if you have already ran the report use…Find an Existing Value
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