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DISCLAIMERS

State of Oklahoma
e This training manual is intended only for use when utilizing the PeopleSoft System. The
information provided in this training manual does not replace the State statutes, promulgated
rules, approved State procedures, or your approved State Agency internal procedures. If there is
a conflict in the information presented in this training manual and authoritative sources, the order
of precedence is as follows: 1. State Statutes, 2. OSF Policies and Procedures, 3. Approved
State Agency Internal Procedures, 4. PeopleSoft training manual.

Authorized by: CORE Original Issue: [03/25/2003]
Maintained by: General Ledger Lead Current Version: [10/01/2007]
Review Date: [12/31/2008]
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CHANGES TO GENERAL LEDGER

The upgrade from 8.4 PeopleSoft General Ledger to 8.9 PeopleSoft General Ledger included only minor
changes as related to inquiry and reporting. Some of the changes are only in the naming convention for
menu items, and some screens have changed in appearance. The changes in screens are addressed in
detail in this manual. The changes to menu names will be included at the end of the manual.
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L EDGER INQUIRY

The ledger inquiry is typically used to obtain account balance information. You select the initial ledger (or
account) criteria, and then by using the buttons on the pages you can drilldown all the way to the journal
line level of detail.

The look and feel on ledger inquiry has changed, but the basic functionality which existed in 8.4 is still
available in 8.9. The name of the menu item has changed as noted below:

Navigation: General Ledger > Review Financial Information > Ledger > Find an Existing Value

Press Search 253" | 1o find a list of available run control names and select the appropriate run
control.

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

/" Find an Existing Value “{_ Add a New Walue

Inquiry Name: | hegins with j |

Search | Clear | Basic Search Save Search Criteria

Search Results
1-2 of 2
Inguiry Hame

JEML MG
LEDGER MG

In the Ledger Criteria section, enter the appropriate criteria for the inquiry in the fields for Business Unit,
Ledger (Actuals), Year, and From/To Periods. If you want to see the cumulative balances on a balance
sheet account or want the year to date totals for income statement accounts, make sure the From Period
is equal to 1.

The ‘Show YTD Balance’ selection will return a summary of selected data by period totals. The ‘Show
Transaction Details’ is a new option which upon selection will return detail transactions for the first period
selected with an option to view the second and subsequent detail pages. The user must select from
either Show Transaction Details or Show YTD Balance when completing the inquiry parameters.

The ‘Max Ledger Row’ box allows the user in increase the number of rows returned. If this is set at 100,
the user will only get the first 100 rows per screen. If the search screen returns the ‘first 100 of 100’
there is a high likelihood that not all values have been returned. Return using the ‘Inquiry Criteria’ link
and increase the Max Ledger Rows.
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In the ChartField Criteria section enter the ChartField number(s) you want to inquire on in the ‘Value’
column. Note that you can start with just a single ChartField number and then drilldown to more specific
ChartField combinations (i.e. account and department combination) or if you know the specific ChartField
combinations you can enter them at this point.

Select the chartfields you would like to have totals for in the ‘Sum By’ column. To return the items in a
particular order, select the “Sum By” box for the initial sort first, followed by the secondary sort order next,
etc. For example, if you are wanting all information for accounts payable for all chartfields sorted first by
class funding then by account, make your selections in the following order: 1. Class Funding; 2.
Account. You will see the “Order By” column populate with the expected sort order. (The example above
will sort first by account then by class.)

\\SLedger Inquiry

Enter ledger, period, ChartField and rest of the criteria. Click on Search button to execute the query.

Inguiry Name *Unit *Ledger *Fiscal Year *From Period *To Period Currency Stat Code
LEDGER_ING  [psoon @ [scTuals @ [zo08 @ [1a [ [ a | Q
¥ Show YTD Balance [ Include Closing Adjustments
[ Show Transaction Details [~ Only in Base Currency Max Ledger Rnws:l 100

Search | Clear Delete
Chartfield Criteria Custo irst 4] 143 of 13 [P Last O
N o Sum Value E|
Value ChartField Value Set  Update/New [ —

ChartField Value ChartField Value Set  UpdateMNew By Required By

Account |202000 a | Q UpdateMew K & 1

Dept | Q| Q UpdaterMew [T ]

Oper Unit | Q| Q. UpdateiMew [ [ |

Sub-Account | a @, UpdateiMew [ [ ]

Fund Type | Q| @, UpdateiMew [ |

Clags-Funding |21000 a | Q. Updatelew W 2

Program | a | Q. Update/Mew [ ]

Bud Ref | Q| Q UpdaterMew [T ]

I I — =

After pressing the search button ﬂl the activity by period will be shown.
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Ledger Inguiry

Ledger Summary
Befare clicking on Detail hyper link, you can click on "Configure Ledger Chartfield Display' to display the charffields that are petinent to vour
inquiry.

Inquiry Name Unit Ledger Fiscal Year From Period ToPeriod Currency Stat
LEDGER_INQ@ 08000 ACTUALS 2008 1 2
¥ Show YTD Balance ™ Include Closing Adjustments
™ Show Transaction Details [~ Only in Base Currency Max Ledger Rows: 100
Go To: [nguiry Criteria Ledoer Detail Drill-Down Chartfield Display

Ledger Amount by Currency 1
Period ¥TD Period Perind Balahce o

ot pcy o o S Mo el ey, "URED b
Currencyl currencyl Currency}
0 Dietail 202000 21000 Accounts Payahle n.oo 0.00 Uso o.oon 000 uso
1 Activity Detail 202000 21000 Accounts Payahle -2R,226.44 -25,226.44 USD -26,22644  -25 22644 USD
2 Activity Dietail 202000 21000 Accounts Payahle 26,226.44 0.00 Uso 26,226.44 000 uUso
Amount (in Transaction Currencyy: 000 UsD Amount (in Base Currency): 0.00 UsD

Select the LeduerDetail Dvil-Down Chartield Disblay - hyperlink to select the chartfields to be viewed. The resulting
view when drilling down will include all chartfields unless some chartfields are unchecked.

Results can be sorted further by clicking on the column header. For example to sort by Class Funding,
click on the header for the Class Funding column, to sort by Period, click on the header for the Period
column.

This page allows the user to determine which fields to hide or freeze and it also allows you to change the
order of presentation. To hide or freeze fields, click on the Customize hyperlink, you will see a list of
available chartfields with a notation of which ones are hidden or frozen. To hide a chartfield, you would

click on the chartfield, and select the Hidden option. You can also change the column order by clicking
[oote]

on a field and then navigating using the ™/ buttons. To define sort order, use the E button after

selecting the field. In this case, we hid several fields but did not change the sort order.

To view the activities that made up each period amount, click on the D&tail link. The actual journal(s)
that made up each of the activity lines can be viewed by clicking on the Activity Link. The results are
shown in the page below.
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Amount {in
Journal ID Line Descr Date Seq Stat Amt NR Transaction Currency

Currencyi
APD1144878 AP Accruals 07/03zo007 0.00 N -25 60 USD
APO1145512 AP Accruals 07/o4;z2007 0.00 M -34,737.03 USD
APD1147108 AP Payments 07/05/2007 0.00 N 23,424 33 USD
APO1149833 AP Accruals 07/o9z007 0.00 M -3,197.83 UsD
APD1149834 AP Payments 07/09/2007 0.00 N 11,025.60 USD
APO1151421 AP Payments avMizo07 0.00 N 3,055.00 USD
APD1157037 AP Accruals 07MB/2007 0.00 N -88.45 USD
APO1157038 AP Payments o7Mesz007 0.00 N #2770 USD
APD1158474 AP Accruals 07MTizooy 0.00 N -24,925 45 USD
APD1158475 AP Payments oFMTizooy 0.00 N 88.45 USD

To view detail information about the journal header click on the Journal ID. This will take you to the
Journal Inquiry page.

Journal ID: APO1144878 Date: 07032007 Schedule:
Ledger Group:  ACTUALS Original Date: 07/03/2007 % Process: Mo Request
Source: AP Date Posted: 070452007 Total Lines: 23
Journal Status:  Posted Reversal Date: User ID: BATCHPROD
Balanced: DR=CR Reversal: Mone InterUnit BU: 09000
Doc Seq: Budget Status: Yalid
Long Description:[Accounts Payable :I
Totals by Currency | First [ 1 o 1 [¥] Last
Currency: USD Debit Amount: 4,013.73  Credit Amount: 401373 Net: 0.00
% Al Lines

 From/To From Line: I To Line: GuepoiEd s

Journal Line

Drill to Line # Line Descr T:‘ar:Is]:gioi: Currency Account Sub- Fund Tyne Class- Dept Bug
Source ~ Cumency) Account Funding
E% 3 AP Accruals -26.60 USD 202000 1130 21000

This page shows the impact of the journal on this particular ChartField combination. Note that this only
shows the specific journal lines (in this case journal line 1) that are posted to ChartField combination
being queried. Detailed information related to the Journal Entry is shown in the top section of the page

(i.e. Date, Status, Posted Date, # of Lines, etc.). To see all lines in a journal entry, use the
Guery Journal Lines | button.
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JOURNAL INQUIRY

As demonstrated in the inquiring on ledger data section above, you can drill down from the account
balance level to all of the journal entries that make up the account balance. However, in some cases you
may only want to review detail information about a single Journal Entry. Use the Journal Inquiry page to
inquire on particular journal entries. Follow the navigation below:

Navigation: General Ledger > Review Financial Information > Journals > Find an Existing Value

Press _%ah | to find a list of available run control names and select
the appropriate run control.

Journals
Enter anhy infarmation yau have and click Search. Leave fields blank far a list of all values.

/" Find an Existing Value {_Add a Hewyalug

Inquiry Name: [ hegins with = | [JRNL_INGUI

Search | Clear | Basic Search Save Search Criteria

Search Results
12 0f 2
Inquiry Name
JRRML (N2
LEDGER NG

Input the appropriate information (i.e. Business Unit, Ledger, Fiscal Year, and From/To Period). In the
middle section input the journal number that you want to view. You can use the lookup for the journal ID,
however, if you have a lot of journal entries or include multiple ranges, the lookup could be ineffective.
You can also leave this field blank to view all journals. To view some but not all journals, you can use a
wildcard character (%) in the journal field. For instance entering 000% will cause all journals starting with
000 to appear in the view. You can further narrow down the search by using the Source field (AP for
accounts payable entries, DEP for deposits, etc).
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Journal Inquiry

Inquiry

‘Unit

‘Ledger

B save | L Return to Search | [=] Moty |

JRML_IMNGU IDBDDD Q IACTUALS aQ

Journal ID Status

T —rY Ma

User Document Sequence Sort By

| Q |Journalig x|
Search | Delete | Clear |

Suspense Status

"Year *From Period  *To Period

[2o0e @ | e | 12a | Q

Source Currency Stat Document Type

el [la [ & Q
Max Rows

I 100

B Aeldd | Update Display |

You will receive a list of entries meeting your criteria from which to select. To select a Journal on which
to inquire, click on the Journal ID hyperlink. For instance clicking on £P01144873 takes you to the

inquiry page below.

Journal Inquiry

| Q

Delete |

Search I

Clear

Suspense

Journal I Date Unit U Status Source
I — I —— = Status
APO1144879 07/03/2007 09000 Posted AP Mo Susp

Suspense Status

Inquiry "Unit ‘Ledger “Year *From Period  *To Period
JRNL_INQUI [peonn & [ecias @ [zomea | o | za | Q
Journal I Status Source Currency Stat Document Type
[erotTaasra Q [MNa [ra [ a [a Q
User Document Sequence Sort By Max Rows

| Journal Id j IW

User Unpost Date
BATCHPROD 0770372007

Descr

Accounts Payable
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Journal Inquiry Details

Inquiry Name  Unit Ledger Fiscal Year From Period To Period Currency Stat Doc Type Suspense Status
JRNL_INGUI 08000 ACTUALS 2008 1 12

Max Journal Rows: 100

Go To: Journal Criteria

Journal ID: APO1144879 Date: o7iarzo007 Schedule:
Ledger Group: ACTUALS Original Date: 07/0362007 Process: Mo Reguest
Source: AP Date Posted: 07in4iz007 Total Lines: 23
Journal Status:  Posted Reversal Date: User ID: BATCHPROD
Balanced: DR=CR Reversal: MNone InterUnit BU: 09000
Doc Seq: Budget Status: Walid
Long Description:[Accounts Payable i’
Totals by Currency Find | %/ d First [ 1 of 1 [ Last
Currency: USD Debit Amount: 401373 Credit Amount: 401373  Net: 0.00
@ All Lines

 FromTo From Line:l To Line:l Guery Joumnal Lines |

Drilito ... Amount {in sub- Class-
Source Line # Line Descr Transaction Currency Account Bccount Fund Type @ Dept Bud A
Currencyd

% 1 AP Accruals -3,984.72 USD 202000 1000 19701

B 2 AP Accruals -3.41 USD 202000 1000 20000

B 3 AP Accruals -25.60 USD 202000 1130 21000

B 4 AP Accruals 94610 USD 522110 1000 19701 1000002 07
B 5 AP Accruals TTEEOUSD 522110 1000 18701 1000013 07
B 6 AP Accruals 206580 USD 522110 1000 19701 1000080 O7
B T AP Accruals 3500USD 536150 1000 19701 1000005 07

This page shot only shows the inquiry information for Journal AP00000133. The default view will show all
lines from the journal. You can also select certain journal line numbers that you would like to view by
entering the numbers in the From Line and Through Line boxes. Click on the “Query Journal Line Again”
icon to view the journal lines.

DRILL DOWN CAPABILITIES

Careful analysis often requires that you identify the source of accounting transactions. Now, using cross-
product drill down functionality across product lines, you can drill down from account balances in General
Ledger to specific transactions in other PeopleSoft products. This new feature provides quick and easy
access to detailed supporting information.

For example, in the Journal Inquiry pages, drill down to the Journal Line Detail, click on the Journal Line
# and from there the system will transfer you to the originating entry in the associated PeopleSoft
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application, such as Accounts Payable. From here, you can drill around to supporting detail within
Accounts Payable or to detail in another PeopleSoft application.

Click on the Drill to Source button B next to Journal Line # 6 in the previous screen shot to access the
following page.

Drill to Source

Unit Journal Date Ledger Line Line Descr GL Journal
ngooo AFPO1144879 o7i0zizoo7 ACTUALS & AP Accruals
Account Sub Eund C'“S?' Dept Bud Ref CFDAZ Program Project
Account Type Funding
522110 1000 19701 1000060 o7
Base Currency Base Amount Currency
UsD 2,065.90 UsD

Chartfields Y “oucher Information e Document Information =T

g Sub- Class- -
Unit Acctg Date Account Fund Type Fundin Dept Bud Ref CFDAz P
08000 07r0zrz2007 1000 19701 1000060 o7

Switch tabs to the Voucher Information Tab. See example below:
Drill to Source

Unit Journal Date Ledger Line Line Descr GL .Journal
ngoon APO1144879 0700352007 ACTUALS B AP Accruals
Account Sub fung Clai Dept Bud Ref CFDAZ Program Project
Account Type Funding
522110 1000 19701 1000060 07
Base Currency Base Amount Currency
UsD 2,065.90 UsD

Chartfields " Voucher Information Documernt Information

Voucher ID Descr VchrLine Distrib Line Amount Currency
00010737 Expense Distribution 2 1 2065.90 USD

Click on the Voucher ID hyperlink 22212732 t5 go to the following page:
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Voucher Accounting Entries

‘Business Unit: |UQUUU Q. Voucher ID: |DDU1 0737 G, Invoice Number: |080_20070627_001 Q,
‘Accounting Line View Option: | Standard j [ Show Foreign Currency Search | Reset |
Invoice Date: 062772007 Vendor ID: 0000001108 Vendor Name:  AUTHORITY ORDER-PCARD TvL

Accounting Information

Posting Process: AP Accrual GL Dist Status: Distributed

Main Information Chartfields

Journal

Description Monetary Amount Currency Code  Ledger GL Unit
Accounts Payahle -946.10 USD ACTUALS 09000
Expense Distribution 946.10 USD ACTUALS 09000
Accounts Payable -2,065.90 USD ACTUALS 03000
Expense Distribution 2,065.90 USD ACTUALS 03000
Accounts Payahle -T76E.ED USD ACTUALS 09000
Expense Distribution TT6.60 USD ACTUALS 03000

|

The header information on this page shows Voucher ID, Invoice Number, Invoice Date, Vendor ID and

Vendor Name. The Main Information tab shows the dollar amount for each row. Switch tabs to the
ChartFields tab

Voucher Accounting Entries

‘Business Unit: |UQUUU Q Voucher ID: |DDD1 0737 Q  Invoice Number: [080_20070627_001 Q
*Accounting Line View Option: | Standard ;I [~ Show Foreign Currency Search | Reset |
Invoice Date:  0&/27i2007 Vendor ID: 0000001108  Vendor Name:  AUTHORITY ORDER-PCARD Twl

Accounting Information

Posting Process: AP Accrual GL Dist Status:

Distributed

Main Information

Chartfields Journal

Tax Authority Account %I(:)m t Fund Type m Dept Bud Ref CFDAZ Program Project
202000 1000 19701
522110 1000 19701 1000002 o7
202000 1000 19701
522110 1000 19701 1000060 o7
202000 1000 19701
522110 1000 19701 1000013 o7

Switch tabs again to the Journals tab
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Voucher Accounting Entries

Business Unit: IDQDDD aQ, Voucher ID: IDDD1 0737 Q. Invoice Number: |080_20070627_001 Q,
Accounting Line View Option: | Standard j [ Show Foreign Currency Fearch Reset |
Invoice Date:  0G6/27/2007 Vendor ID: 0000001108 Vendor Name:  AUTHORITY ORDER-PCARD TvL

Accounting Information

Posting Process: AP Accrual GL Dist Status: Distributed

" Chartfields

Pel=in Information Journal

Journal I~ Line Jounal Date DocType ~ DocSeatb  DocS®1  gudgetpate U primary
APO11448749 1 07032007 07022007 W N
APD11448749 4 07032007 oFiozrzooT N
APD11448749 1 07032007 aFiozrzoo7r Y
APD11448749 6 070352007 oFiozrzooT N
APD11448749 1 07032007 aFiozrzoo7r Y
APD11448749 A 07032007 oFiozrzooT N

This tab shows the crossreference information back to the Journal that we started from.
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BUDGET DETAIL INQUIRY

This page is used to view specific budget details for a single control budget. You cannot view related
cumulative budgets on the same screen when using the Budget Detail Inquiry. The CASH budgets do
not include multiple budget periods, and this search is useful when looking at the remaining CASH
budget. However, when looking at a cumulative budget, such as the ALLOT budget, the budget overview
screens are usually more beneficial.

Navigation: Commitment Control > Review Budget Activities > Budget Details

Use the Criteria page to specify the values that identify your controlled budgets and Budget Periods on
which you wish to inquire. There are two views (Summary and Detail) of the four types of controlled
budgets (ALLOT, DEPT, CASH or CASHR) available from this page.

If you know the values, select the budget keys for the particular controlled budget on which you want to
make inquires. However, if you are not sure of the key values for Dept, Class-Funding, Account, and Bud
Ref you can leave the field blank to reference all possible values for that field in the controlled budget
you've selected. Using a combination of values and the wild card you can narrow your budget selections.

Input the Business Unit (09000), Ledger (CASH), the Class-Funding (198) and click on [ Seareh |,

Budget Details

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

Find an Existing Value
Business Unit: l;[ IUEIUDU— Q
Ledger Group: m ICASH— Q
Account: [begins with =] Q
Dept: |hegins withj| Q
Oper Unit: [begins with 7] Q
Sub-Account:  [hegins with ] [ aQ
Fund Type: [begins with 7] Q
Class-Funding:  [hegins Withjhgs Q
Program: [begins with 7] Q
Bud Ref: [ begins with =] Q
Bffiliate: [begins with 7] Q
Fund Affil: [ begins with j| Q
CFDA#: [beging with = | [ Q
PC Business Unit:[egins with = | Q
Project: [ begins with = || Q
Activity: [ begins with =] Q
Source Type:  [begins with 7] aQ
Budget Period:  [heging with =] | Q
Statistics Code:  [begins with 7] T A

Search | Clear | pasic Search Save Search Criteria
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If there is only one budget that meets your criteria, the system will automatically open the selected
budget. However, if there are multiple budgets that meet your criteria, the Search Results will be
displayed at the bottom portion of the page.

Search Results

Ledger Oper und
LInit Group Linit Type

G000 CASH (blark) (blank (blank) (blank) 100

Account Dept

=
—
(du]
{an}

Click on the link of the control budget being inquired on.

Commitment Control Budget Details

Business Unit Ledger Group Fund Type Class-Funding
0g0oo CASH 1000 198

Display Chart | i ]
Ledger Amounts

Budget: 0.00 USD *—»T] Aftributes Max Rows: m
Expense: 2,581 642,47 USD @ “—»T] Parenti Children
Associated Budnets
Associate Revenue: 4,027 14400 USD
Without Tolerance: 1,445501.53% USD  Percent (0% = Forecasts
With Tolerance: 1445501535 usD Percent: nw &
Exception Errors: 0 Exception Warnings: 1] Budget Exceptions

The top section of this page identifies the specific budget being inquired on. The Ledger Amount section
shows the total Budget, pre-encumbered, encumbered, expended or associated revenue, as appropriate.
The Available Budget section shows the amount of budget still available.

Attributes - Clicking this link will open the Budget Detail Attributes page, where the budget status,
Commitment Control option, begin and end dates, and budget tolerance for the control budget can be

viewed.
Budget Detail Attributes
Control Budget Attributes

Commitment Control Option: Contral

Tolerance Percent: 0.oooooo0o

Budget Status: Open

Beqin Date: 07i01/2002

End Date: O6/30/2099
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Budget Exceptions — Click the link to open the Budget Exceptions page, where exceptions can be

viewed.

% _ The Drill to Ledger button accesses the summarized Ledger data. You can then drill down further

to detail information.

< The Drill to Activity Log button returns the detailed transactions. In many cases the volume of
data included is very high, causing the operation to perform slowly or not return all rows. If this selection
is made, you may have to increase the maximum rows back on the Budget Details Page.

For demonstration purposes, we will first follow the Drill to Ledger option for the expenses. Click on the

Drill to ledger hyperlink.

DRILL TO LEDGER

The page may be used to view the control budget ledger rows that make up the ledger total.

Ledger

Budget Chartfields

2088

Ok

Business Unit: 03000

Ledger:

CASH_EXP

& | Find | B

First [ 1.5 01 5 [*] Last

Fund Type
1000

1000
1000
1000
1000

Class-Funding

198
198
198
198
198

You may navigate between the Budget Chartfields tab and the Amounts tab, or you can select the ‘Show
all Columns’ hyperlink =2 to see all information.

Ledger

@000 198
& 1000 188
& 1000 198
@ 7000 qoE

& 1000 198

Ok |

Business Unit: 03000

Fund Class-
Type Funding

2006

2008

2008

2008

2008

Ledger:

CASH_EXP

Fiscal Accounting Base
Year Period

Amount

10 -22.68 USD

1 94557730 USD

2 88717835 USD

3 649978.58 UED

4 -1069.07 USD

Transaction

Amount

-22.68 USD

945677 30 USD

987178.35 USD

64997268 USD

-1089.07 USD

Update
DateTime
092772007
B:57:22PM
a7i31/2007
11:99:57PM
090172007
12:19:094M
09i28/2007
B:56:49PM
10f25/2007
11:33:2280M

Process Instance

1005318695

5081805

5214313

5323308

4659538
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From the Commitment Control Budget Detail page, you may choose to drill down to the activity log by
using the < putton.

Activity Log
Ledger:  CASH_ExF
Line E::Ii%em Document ID ;%LL? % mﬂ Year Period Foreign Amount Amount Tran ID Tran Date
& ‘fo 1 Voucher ID: 00011439 M 1000 188 2008 4 -460.13 LISD -460.13 USD 0006426689 102472007
Q ‘:0 3 Voucher ID: 00011439 M 1000 198 2008 4 -123.35U8D -123.35 USD 0006426689 1002472007
K ':0 1 Voucher ID: 00011440 M 1000 188 2008 4 -445.04 USD -445.04 USD 0008426690 1002472007
@ ‘fo 3 %oucher ID: 00011440 M 1000 188 2008 4 -132.86 USD -132.86 USD 0006426890 1002472007
& ‘fo 1 Voucher ID: 000107492 M 1000 188 2008 1 4.911.75 USD 4,911.75 USD 0006057068 07162007
@ ‘:’ 1 Voucher ID: 00010824 M 1000 198 2008 1 26.00 UED 26.00 USD DO0BDGE3573 07N 72007
K ':0 1 Voucher ID: 00010852 M 1000 188 2008 1 9.00 UsD 9.00 USD 000B0E9314 07182007
@ ‘fo 1 %oucher ID: 00010853 M 1000 188 2008 1 9.00 UsD 9.00 USD 000B0E9315 071852007
& ‘:0 1 Voucher ID: 00010854 M 1000 188 2008 1 740000 USD 7,600.00 USD 0006069316 0701852007
@ ‘:’ 1 Voucher ID: 00010855 M 1000 198 2008 1 40.00 UED 40.00 USD 000B0E9317 O7nerzoov
K ':0 1 Voucher ID: 00010856 M 1000 188 2008 1 40.00 USD 40.00 USD 000069318 07182007
@ ‘fo 1 %oucher ID: - 00010857 M 1000 188 2008 1 349.80 USD 349.80 USD 000B0E9319 071erz2007
[ 4 T 4 hi 4 4 4 A Lon i Lo T4 T

Using the ® Drill Down icon, you will find additional information about the item selected. Using the v
Drill to Activity Log Inquiry icon, you will find additional data about how this transaction affected this and
other budgets.

Commitment Control Activity Log

Inquiry: PE_AUTO_DR Description: |

‘Transaction Type: lm s} Ledger Group: l— s}

Application Business Unit: l_ Q

Voucher ID From: IW Q Voucher ID To: IW Q
Tran ID: MQ Tran Date: IW ]

Process Status: hd Process Instance: l— Q

Maximum Rows: 100

Search Delete

Budget Chartfields
Leduer gﬁu GL Bu Voucher ID

Line

Fund Type  Class-Funding Dept Bud Ref  Program 3:])“& Buduet

Year Period

Group Bu Period
1 ACCT  ACCT_ENC 09000 09000 00010792 Y 532170 1000 18801 1000083 08 2008 2008 1
1 ACCT  ACCT_EXP 08000 08000 00010782 N 532170 1000 18801 1000083 08 2008 2008 1
1 ALLOT ALLOT_ENC 08000 08000 00010782 ¥ 18801 10 08 2008 2008 1
1 ALLOT ALLOT_EXP DS000 08000 00010782 N 18801 10 08 2008 2008 1
1 CASH CASH_EXP 09000 09000 00010782 M 1000 198 2008 1
1 DEPT DEPT_ENC 09000 03000 00010782 Y 532000 19801 1000083 08 200801 2008 1

m
b
n
P
A

ncoT cun 4 n Annos 4 4 4

NOTE: You can save frequently used searches by putting in the search criteria and clicking on
the Save Search Criteria hyperlink. You will be asked to name the search, and a box with a
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dropdown option will appear at the top of the search screen so that you can select a saved
search.
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BUDGET OVERVIEW

This page is used for an overview of specific budgets. It can be used with controlling or tracking budgets.
When searching on cumulative budgets that include multiple budget periods, this view is much easier to
use than the Budget Detail Inquiry.

Navigation: Commitment Control > Review Budget Activities > Budget Overviews
Search for an existing inquiry name or create a new inquiry. Select the inquiry name.

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

J Find an Existing Value {__Add a New Value_|

Inquiry Name:| begins with j |

Search | Clear | Basic Search Save Search Criteria

Search Results

12 of 2
Inquiry Name Description
BUD MG CLMULATIVE REWIEWY
BUD OVER BUDGET OVERWIEW

Use the Criteria page to specify the values that identify your budgets and Budget Periods on which you
wish to inquire.

If you know the values, select the budget keys for the particular controlled budget on which you want to
make inquires. However, if you are not sure of the key values for Dept, Class-Funding, and Bud Ref you
can leave the field blank to reference all possible values for that field in the budget you've selected.
Using a combination of values and the wild card you can narrow your budget selections.

When inquiring on the Allot budget, be sure to include all possible budget periods for that budget. For
instance, for the FYQ7 budgets, include budget period 2007 to 2008 if the budget dates encompass both
budget periods. You can make the From and To budget periods outside of your range to ensure you
have captured all budget periods. For example, you may set the From budget period at 2004 and the To
budget period at 2010. The system will return only the budget periods that exist in the budget attributes.

Input the Business Unit (09000), Ledger (ALLOT), the Class-Funding (19301), Department (10).

NOTE: You can save frequently used searches by saving them under unique inquiry names.
Once you have created an inquiry you can save it and use it as often as you like to access the
same or related budget information.
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Budget Inquiry Criteria
Budget Overview

Inquiry:  BUD_OVER Description:  [BUDGET OVERVIEW i

Amount Criteria Search |  cClear | Resat |
Budget Type
‘Business Unit: IUBUUU Q. Ledger Group/Set: ILEdgEfGFDUD ‘l ALLOT Q

[ View Stat Code Budgets allotment Budoet Ledger Group
[ pisplay Chart

Ledger Group:

‘Type of Calendar: |Dela\| Budget Perind

From Budget

[

Select  Ledger Group Calendar ID Period To Budget Period Period(s) Adjustments
¥ ALLOT EA f200r @ fzms Q@ W O
[ChartField Criteria Budget Status
ChartField S'a‘ﬁlrf'e"' Eom ChartField To ChartField Value Set  Update/add ™ Open
W Closed
Dept [ro Q Jro q O | Q) Updatessdd v
v Hold
Class-Funding [19801 Q [rasat q O | Q) Updatessdd
Bud Ref [os < |os q O | Q) Updatessdd

Include Adjustment

Include Closing

Click on &= | The Search Results will be displayed.

Inquiry Results

Budget Overview

Business Unit:

Ledger Group:

Type of Calendar:

Amounts in Base Currency:

Revenue Associated [~

09000
ALLOT
Dietail Budget Period
usD

Allatment Budget

Return ta Criteria

Budget:

Expense:
Encumbrance:
Pre-Encumbrance:
Budget Balance:
Associate Revenue:

Available Budget:

Budget Overview Resulis

Ledger Group

1R
=)

By aLLor
B aLLor

Max Rows:

24,162,867 46
258164247
1,481,304.43

20,009,320 56

20,099,920 56

Clas

Funding Dept
19801 10
19801 10

I 100
Ledger Totals (2 Rows)

0.oa

0.oa

Bud Ref

0g
08

Display Options

Net Transfers:

Search |

Bl—'d.ue—t Budget Expense Encumbrance
Period

2008 2416286746 2,581.642.47 1.481.304.43
2009 0.0d 0.00 0.0o

0.oa

Pre- Available Percent
Encumbrance Budget' Available
0.00 20,099,920 56 8319 5

0.00 000 0005
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The Ledger Totals reflects the cumulative budget for the criteria selected. If only one year is selected in
the criteria, only that year's amounts will be reflected. The most effective use of the Budget Overview will
be to include in the criteria all possible Budget Period combinations.

You can click on any of the ‘Budget Overview Results’ amounts which are hyperlinks to drill down to the
activity log. You can select the ‘Show Budget Details’ icon & to link to the Budget Detail Inquiry screen
and may use the items on that page as discussed above.
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REPORTS

Often the PeopleSoft ledger and journal inquiries, as discussed in the sections above, provide enough
information to answer basic questions about an account balance or specific Journal Entry. However,
there is often the need to see more information or detail than these inquiries provide. Using, PeopleSoft
baseline reports or Query you can obtain this additional information.

There has been very little change to the reports, delivered or state developed. An example of how to run
a delivered report is included for informational purposes only.

EXAMPLE REPORT - TRIAL BALANCE

This section describes how to create a trial balance report (GLS7012).
Navigation: General Ledger > General Reports > Trial Balance > Find an Existing Value

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

[ Find an Existing Value {_Add a New Yalue |

Run Control ID: [ begins with ]|

[ case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add & New Yalue

Press search to find an existing run control, or enter your individual run control name and press
il on the Add a New Value tab.

TRIAL BALANCE PARAMETERS PAGE
{ Tial Balance |

Run Control ID:  REPORTS Report Manager  Process Monitor

Run

Language:

Unit: EEEEEREY] L edger: I =y
Fiscal Year: Currency Cone: Periot: || Adiustment Period
Currency Option: | Base H I & m Display Full Numeric Field ] |_jEajel
Refresh
ChartField Selection .
Sequence Field Long Name Select Descr Subtotal Walue
— === Q)
B save)l  ([Elnetit [EAdd) | UpdaterDisplay
P123 Journal,Ledger,Budget Inquiry,Query & Reports Manual Page 23 of 31

Revised: October 1, 2007



The Trial Balance parameters looks like the above page upon initial use of the run control.

CORE Oklahoma

Several

values must be changed to identify the report to be created. The key fields on this page are discussed

below.

Unit

This value should be your business unit. For those with access
to multiple business units, this must be changed from the default
value of “99999" to the specific business unit to be reported on.

Ledger

This will typically be populated with “ACTUALS.” However, there
may be a need to run trial balances of various other ledgers
especially during year-end closing.

Fiscal Year

Enter the fiscal year to be included in the report. Remember that
fiscal year 2003 starts in July 2002 and ends in June 2003.

Period

Enter the accounting period the report will go through.
Remember that the accounting periods are 1 through 12 starting

in July.

Once these values have been populated, press m'. The page refreshes as follows:

Trial Balance Report

Run

RFun Control I REFORT Beport Manager Erocess hionitor

Language: I English :I'
Unit: IW Q ‘Ledger: W Q

] ) Adjustment Period
Fiscal Year: IW Perio: |—2 ; = =
Currency Option: Im Currency: I— Q
I Display Full Numeric Field
Refresh |

ChartField Selection Customize | Find | First (4 1.17 o 17 [F] Last
Sequence ChartField Name eTI® pescr Subtotal Value To Value
|—1 Account Vo - Q| Q
[ 2 class-Funding ¥ o [iesw a, [raso1 Q
I— Currency Code O O - | Q | Q
[ amiiate (A A Q| Q
[ Fundami [ A =y Q
I— Book Code O O - | Q | Q
| — I r

Once the page refreshes, you can define which ChartFields should be included in the output and also
define which ChartField values are to be included in the report. In the above example, we have checked
“Select” for various ChartFields. These fields will be included in the report. We could have also checked
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Descr to include the description of the ChartField or checked Subtotal to provide subtotals by the selected
ChartField.

There is a Value column that allows us to restrict the trial balance to specific ChartField values if we
choose.

Once all criteria are entered, press M. This brings up the process scheduler below.

Process Scheduler Request

User ID: CBURMETT Run Control ID; REFORTS [%

Server Hame: Run Date: 02/19/2003 (=]
Recurrence: | Run Time: 12:54:52FPM Resetto Current DatelTime |
Time Zone: ﬂ

Select Description Process Name Process Type Type *Format
¥ Trial Balance Report GLETO0M2 SOR Report Weh 'I FDF 'l Eﬁ
Qs | Cancel |

If the process type is Crystal, be sure to select Server Name of “PSNT”, otherwise the “PSUNX" server
can be selected. Then press LI This takes you back to the Trial Balance Parameters page.

[
Trial Balance

Run Control ID:  REFPORTS Eeport Manager et :

Language: IEninsh :l' Process Instance:1580
Unit: ISSDDD ﬂ *Ledger: IACTUALS g Customize | Eind | View Al
Fiscal Year: |2003 Currency Code: Period: I 8 Adjustment Period

] |—_|' 1
Currency Option: |Base | Q- Display Full Humeric Field I

ChartField Selection

Sequence Field L ong Name Select Descr Subtotal Value
I 1) Account | |
| 2 Sub-Account | [ mil|

As you can see above, the Process Instance is noted on this page. At this point, press Efatess Monitar ¢q
move to the Process Moniter.
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Process List ' SenerList |

User ID: I!JF'RA‘I‘I’ QL Twpe: I 'lLast: I 1 IDays vl Refresh |
Server: I 'I Name: I Q, nstance: | to |
Run | vl Distribution | vl ¥ Save On Refresh

Go backto Trial Balance

Status: Status
Process List ormize | Find | iew Al | B8
Select Instance Seq. Process Type m% User Run Date Time Run Status
] 4660372 SGR Report GLS70M12  JPRATT 10:27/2007 3:31:45PM COT  Queued
[} 4660370 Application Engine FS_BP JPRATT 100272007 2:59:59PM CDT  Success
- 4660363 PSdaob QOCPO24GL JPRATT 10/27/2007 9:47:17AM CDT  Success
- 4660362 COBOL SaEL GLPPPOST JPRATT 10/27/2007 9:28:40AM CDT  Success

First [ 1-4 of 4 [¥ Last

Distribution .
Status Details
(R Details

Fosted Dretails
Posted Details

Posted Details

This page shows all reports that have been created for a specific period of time.

In this case it shows all

reports run in the last 1 day. The report we want to pull up is the Trial Balance with Report Instance

4660372.

NOTE: the report process may not be completed by the time you get to this page. You'll know when the

process is complete by looking for the word “Posted” in the Status column.
hyperlink Details which brings you to the following page.

At this point, press the

Process Detail

Instance: 4GRO3T2 Type: SOR Report

Name: GLST7012 Description: Trial Balance Report

Run Status:  Success Distrilntion Status: Fosted

Run Control ID: REFORT " Hold Request

Location: Semer " Queue Request

SR S  cancel Request
” pelete Request

Recurrence:  Restart Request

Request Created On: 1052772007 3:31:52PM CDT Farameters Transfer

Run Amytime After:  10/27/2007 3:31:45PM CDT Message Log

Began Process At:  10/27/2007 3:32:10FPM CDT Batch Timings

Ended Process At:  10/27/2007 3:32:19PM CDT Yiew LooiTrace
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On this page press the hyperlink for ¥l LOWTIAate anq find the file ending in .PDF. In this case the

hyperlink is ols7012 4B60572PDE  Thig brings up the actual report in a PDF format in a separate
window.

TRIAL BALANCE REPORT

PaoplesScft CL

Raport ID: GLETOLZ TRIAL EALANCE Page Bz, 1
Bus. Unit: ©0000--2ffica of State Finance Run Data 1042772007
Ladoar: ACTUARLE -- Actuals Ledgar Run Tima 15:32:10

As of Yaar 2008 and Perisd 2
Bass Corrency: TS0
LClass-Fuoding Cur Transacktion Tabit Traosactioo Credit
1ED 2,013,572.0 0.00
1vED
TED
1ED
1vED
TED
1ED
1vED
TED
1ED
1vED
TED
1ED
1vED
TED
1ED
1vED
TED
1ED
1vED
TED
1ED
1vED a7%.75
TED 615.20
1ED 4,3831.75
1vED 40300
TVED 7922

The report can be saved or printed at this point using the functionality of the Windows Browser. To close
the separate window, press |E| in the upper right corner of the browser.
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RUNNING QUERIES
RUNNING A PREDEFINED QUERY

| To run a predefined query using the PeopleSoft Internet Architecture:

Navigation: Reporting Tools > Query > Query Manager or Query Viewer
1. You can then find an existing query by entering criteria in the Search For field and specifying the
Search In and Search Type criteria, and then clicking the Search button.

2. If you know the name of the query you want to run, type it in the Search For field, and click the

Search button.

a. If you want to search for a query, leave the field blank and click Search button to display a
list of all queries.

b. Perform a partial search by entering part of a query name or description in the Search For
field. Use the radio button options to select to search queries by nhame, description or both,
and then further define your search by selecting a Search Type. Click the Search button to
display a list of queries that match your search criteria.

The Search Results page appears. The results will list all the queries that match the search
criteria. The following information is displayed:

e Query name.

e  Query description.

e Ownership. (Public or Private).

e Actions allowed. (Based on security access).

3. Scroll to the name of the query that you want to run.
By default, only the first 20 queries appear on the page. To see more of the list, use the
navigation buttons and links located on the header bar.

To display all of the queries, select View All and use the scrollbar to go through the rest of the list.

4. Torun a query from the list of queries, click the Run hyperlink located on the same row as the
required query name. If there are no prompts in the query, a new browser instance will display
with the results of your query.

5. If there are prompts defined in the query, you will need to enter the desired criteria in the prompt
fields prior to seeing the results. Prompts make the query dynamic in that each time it is run, you
can change the selection criteria.

Yiew Results

6. Then press Ito display the results of your query.
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DOWNLOADING THE QUERY AS AN EXCEL SPREADSHEET

You have the option of downloading your query to an Excel spreadsheet. Click the hyperlink
Excel SpreadSheet

. You will be given the option to open the file in your browser in Excel or save the file to
your hard drive.

PRINTING A QUERY

To print a query, you must first have run the query and have it displayed in your browser. Select the Print
button from your browser or select File, Print from you browser menu. The query will be printed on your
default printer.

If you choose to download the query in Excel, you can print the query using Excel's print function.

RUNNING EXAMPLE QUERY FROM QUERY VIEWER

Navigation: Reporting Tools > Query > Query Viewer

QUERY VIEWER PAGE

Query Viewer

Find an Existing Query

Search by: [ame =l |eeginswin x| [ocP

Search |

Search Results

Customize | Find | Wiew Al | ]
OCP GL CLEARIMG FUMD CLEARING FUND ACTRTY Fublic  Run Schedule
QP JOURMALS To BE BUDGET CHIK Fublic  Bun Schedule
OCP JOURMALS TO HE EDITED Fublic  Run Schedule

On this page, enter a portion or the entire query hame you wish to access and then press ﬂl. In
the above example we entered “OCP.” A list of queries will appear in the Search Results list. To run the
query, press Eun The following page appears.

OCP_JOURNALS_TO_BE_BUDGET_CHK

Unit: I%
View Results |
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No results are immediately available since this query has prompts defined for it. Therefore, prior to
seeing the results, we must insert the required information. This query is prompting for the business unit.

We can either enter a specific business unit such as “58000” or we can enter a wildcard character (%) to

Wiewy Results

select all values. Once the prompts are populated, then press Ito see the results below.

NOTE: Some queries will have no prompts and therefore the results will be available immediately
upon pressing the Eun hyperlink.

OCP_JOURNALS_TO_BE BUDGET_CHK

Unit: I%
Wigw Results

Download results in:  Excel SpreadSheet CSV Text File (1 kb)

1-1 of

|1— 58000 Qooooono14 03/08/2003 ACTUALS E CBURNETT N Budget Errar Example

This view gives a quick look at the results. Since it is in the browser, you can print this page from the
browser menu. However, if you want to download the information to Excel to analyze the information,
press Excel SpreadShest,  This brings you to the same page but now in an Excel Spreadsheet as
follows.

E3 Microsoft Excel - OSF Journals to be Budget Checked

J File Edit Wew Insert Format Tools Data Window Help

DEES SRY | sBR| - (@= 42 @B 7w -0 - B
010 ~| =
A E [ ¢ [ b | E | F [ G | H
OCP_JOURNALS_TO_BE_BUDGET_CHK
Unit Journal ID Date Ledger | Status User Budget Long Descr
58000 {0000000014 3/9/2003 | ACTUALS|N CBURNETT [N Budget Errar Example

Now you can perform any Excel tasks you wish. To save the spreadsheet, go to File, Save As to see the
following page.
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2]

Sawve in: I[:I P123 Journal, Ledger, and Budge...ﬂ = | @ > ﬁ + Tools -
_1P123 Images

¥4 | Accourts Payable 84 Reparts For Oklahoma
Chartfield Crosswalk Mew Terminology - FAAC Line
% | Commitment Control &4 Reports For Oldahoma

¥ ) General Ledger &4 Reports for Oklahoma
Microsoft Excel Workbaok

3 OCP Journals to be Budget Checked

3 Purchasing &4 Reports for Oklahoma

Query to Excel 2

3 Quety ko Excel

[

File pame: IOCP Journals ko be Budget Checked

n Save I

Cancel I

Sawe as bype! |Microsoft Excel 97-2000 & 5.0/95 Warkbook
Template

Text (Tab delimited)

Unicode Text

Microsoft Excel 5. 0095 Workbook

b s g

RN RN

Be sure to not only name the spreadsheet, but also select Microsoft Excel 97-2000 & 5.0/95 Workbook
format. Then save the spreadsheet.
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