Georgetown University

Revised:  7/14/10
PeopleSoft Financial Management System

People Tools Client Overview & GL Report Training


Login

1. Select PeopleSoft icon or select Start, Programs, PeopleSoft Financials 7.61, People Tools

2. At login box check that ‘Connection Type’ = Oracle and ‘Database Name’ = FSPROD

3. Operator ID should = your GU netid.  Replace ‘YOURID’ with your own GU netid if necessary

4. Enter password and select OK

5. PeopleSoft Financials window will open.  

If YOURID appears in the Operator ID field follow the steps below to modify

1. From the PeopleSoft Financials window select Edit, Preferences, Configuration

2. The Startup window should open

3. Find the Operator ID row and replace YOURID with your netid in all caps (Ex.BARRETBJ).

4. Select Apply, then select OK

5. This task is complete.  Each time you login from this point forward you should only need to enter your password at the login box

Menus

1. The starting point for navigation is always GO

a. From GO  (depending on authorized functions a user’s menu may include): 

i. New window – used to open multiple Psoft windows

ii. Process financial information

1. Process journals – journal inquiry and entry

2. Review financial information – GL reporting & downloads

iii. Administer Grants

1. Establish awards – inquire on RX grant information

iv. Define business rules

1. Design chartfields – view chart of account tables

2. Define general options – view journal source & ref. tables

v. People tools – open process monitor

b. Within specific areas use the following options (based on user security):
i. Use – for entering, updating, and viewing certain data

ii. Process – initiate journal uploads and journal edits

iii. Inquire – inquire on journals or RX awards

iv. Report – run various reports

Toolbar
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Beginning from the left, the toolbar functions are as follows:

1. Save – used to save data into the system, e.g. journal entry, journal update, or report criteria.

2. Run – used to initiate a report or process request such as CSR report or journal combo edit.  This option requires user to select the output option of file or printer each time a request is submitted.

3. Run with defaults – used to initiate a report or process, however, the default output option (file or printer) is used.  The user is not given the opportunity to change the output prior to running the request.

4. Cancel – used to close an open screen without saving any data.

5. Next in list – used to scroll down table entries when a list has been opened.  Example, open account list starting with 71xxx.  Start with 71101.  Select the next in list button to go to 71102 without having to use the navigation buttons.

6. Previous in list – used to scroll up table entries when a list has been opened.

7. List – used to return to the original list in order to jump further in the list or begin a new list.

8. Next panel in-group – used to transfer to the next panel (screen) in a group.  In most cases you may select the tab provided at the top of the screen and skip this button.

9. Previous panel in-group – used to transfer to the prior panel (screen) in a group.  In most cases you may select the tab provided at the top of the screen and skip this button.

10. Next panel – used to transfer to the next panel (screen).  Use tabs provided on screens instead of this button.

11. Previous panel – used to transfer to the previous panel (screen). Use tabs provided on screens instead of this button.

12. Insert row – used to add a new row to a table, journal, or request screen.  Example, when entering a journal, the user must enter a new row for each debit & each credit of the transaction.

13. Delete row – used to remove a row from a table, journal, or request screen.  Example, from a journal, a user may elect to delete a debit and credit transaction row if it is no longer needed.

14. Change window content – not used for GU users

15. Back – returns user to the last window viewed (similar to back button in Netscape)

16. Forward – moves user up to the most recent window viewed 

17. Add – shortcut used to add a new record on a table such as chart of accounts, journals, or report requests.

18. Update/display – shortcut used to request a new table view of the current data row such as the current entry on the cost center (department) table.

19. Update/display all – shortcut used to request all rows of data for a record such as the cost center table where there may be historical entries with different names or hierarchy values.

20. Correction – shortcut used to correct a row of data on a table.  This option is highly restricted.

Chart of Accounts

Chart of accounts refers to the structure of the general ledger, i.e., the various fields used to record financial transactions in an organized manner.  The University’s chart of accounts includes fields such as account, fund, cost center, subclass, project_id, budget period, and fiscal year.

People tools client users have access to view some of these tables directly.  This access enables the user to check the status of an account or cost center, inquire description information such as the name and comments, or to look for any changes made to a chart value.  Follow the steps below to view chart tables.

1. Navigate from Go > Define Business Rules > Design Chartfields > Use

2. Select from options provided

a. Account

b. Budget Period

c. Class (subclass)

d. Department (Cost Center or four-digit home dept # for RX)

e. Fund

f. GU Home Dept

g. GU Job Code

h. Project_ID  (RX Cost Centers)

i. Campus

j. School

k. Division

l. Department

m. Program

n. Contacts

3. Select Update/Display (for current row) or Update/Display All (for current, history, future)

4. Enter a value to retrieve or enter a partial value.

Example: Select the Department option.  Enter GX68 and select OK.  A list is presented for all cost centers that start with GX68 – student activities.  

Using wildcards, a search may be based on home dept.  Enter %%6800%%% and select OK.  A list is presented for all centers where home dept is 6800 regardless of fund ctr type (GX, GD, EF, etc.)

For journal source and reference codes:

1. Navigate from Go > Define Business Rules > Define General Options > Use > E-P

2. Select from options provided

Run GL Reports

The following GL reports are available to most Financials client users.

1. General Ledger Detail Activity Report - Report segregated by fund that provides by account the balance at the beginning of the period, the detail transactions posted in the current period, and the balance at the end of the period.   Generally used to report on or reconcile asset and liability accounts, but revenue and expense reports may be run.  

2. Budgetary Accounts by Organization - Report that provides by account and by cost center the current period activity, year-to-date balance, and prior year-to-date balance for the specified account and cost center combination.  Totals by account by fund center or by account only are available as well.

3. Operating Statement - Report that provides operating results for a department, area, or campus by comparing budget to actual for revenue and expense summary accounts.  Generally used to create a summary report for many cost centers such as by campus or by school.

4. Cost Center Flux  - Report that compares current month results to prior fiscal year month and compares fiscal year to date results to prior year to date results and shows the changes in amount and percentage.
5. Cost Center Rollup - Report that provides summary budget and actual cost center activity for an individual cost center or a group of cost centers. 

6. Special Funds – Report that provides the fiscal year beginning balance, current year activity, and current ending balance in a summarized manner for easy reference.
7. Cost Center Status Report - Multi-part report that provides revenue and expense activity for a given month for an individual cost center.  User can select from summary level, detail account level, non-payroll and payroll transactions or all of the above. 

Note: The following financial data downloads are covered in a separate training course.

a. Download BAO Data – Extract to Excel budget and actual summary activity

b. Download ActBud Data – Extract to Excel budget and actual summary activity for RX
c. Download JV Data – Extract to Excel journal transaction detail

GL Report Procedures

General Ledger Activity Report

Report segregated by fund that provides by account the balance at the beginning of the period, the detail transactions posted in the current period, and the balance at the end of the period.   Generally used to report on or reconcile asset and liability accounts, but revenue and expense reports may be run.  

Sample Report
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1. Navigate from Go > Process Financial Information > Review Financial Information > Report > General Ledger Activity > Update/Display > Enter Run Control ID or select OK to see a list of run controls and select the appropriate ID.  The parameter screen is displayed.

Note: Select ADD instead of Update/Display the very first time the report is requested so that a run control ID may be created.
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2. Complete request parameters:

a. Fiscal Year – enter appropriate fiscal year

b. Accounting Period – enter an accounting period range (may be multiple months or just one month) such as 1 to 10 or 3 to 3.

c. Fund – limit the report to one fund by entering a value here or leave blank.

d. Account – enter an account code range (may be one account or multiple accounts)

e. Campus - An academic or administrative entity within the university.   Examples:  Main Campus, Medical Center, Law Center, University Services.  Click the drop-down arrow to see the campus code with the corresponding campus description.
f. School – A reporting unit within a Campus.  For example, Georgetown College is one of several schools associated with the Main Campus.  Click the drop-down arrow to see the school code with the corresponding school description.
g. Division – A reporting unit within School.  GC - Humanities is a division of the school, Georgetown College.  Click the drop-down arrow to see the division code with the corresponding division description.
h. Department – A reporting unit within Division.  H - Department of Performing Arts is a department within the division, GC - Humanities.  Click the drop-down arrow to see the department code with the corresponding department description.
i. Program - A reporting unit within Department.  H - DPA Music Academic is one of several programs within the department, H - Department of Performing Arts.  Click the drop-down arrow to see the program code with the corresponding program description.
j. Cost Center – enter a cost center value to limit output.  Enter a partial cost center number followed by a wildcard value to include a group of cost centers in the output or leave blank.  The wildcard values are % or _.  Example:  GX22% would report on all cost centers that begin with GX22xxxxx.

k. Grouping – enter a value to limit output to cost centers that are linked by this grouping value.  Otherwise leave blank.  This field is in limited use currently to link RX cost centers and construction project cost centers.

l. Sort Detail – select an option for sorting the journals.

m. Print Options – check all desired options.  Recommended: print monthly subtotals, print accounts with no activity, and print vendor, etc. for AP journals.  GAO, generally, uses the final two options for bank reconciliation purposes.  Summary journal total if checked will add an additional line to show a total for all lines within a journal.  Suppress journal detail if checked along with Summary journal total will eliminate the printing of the detailed journal lines and instead print only the summary journal total.  

3. Initiate the report by selecting the ‘run’ button (stoplight)

4. Run the report to the printer or to the file.

5. If report is sent to the file open process monitor to view the report in Notepad.

View Report from Process Monitor

A sqr report run to the file may be viewed from the People Tools Process Monitor panel  

1. Navigate from Go > People Tools > Process Monitor

2. The report run most recently is the first item listed on the panel (note: the process monitor panel will need to be refreshed if process monitor is already open or if the report is still running when the panel opens.  Select the refresh button on the toolbar (dog)

3. Highlight the report with the computer mouse

4. Select the notepad button on the toolbar (looks like a notepad or piece of paper)

5. Notepad will open and the report will be displayed (note that some garbage characters will appear in the top left corner.  Also note that some of the column header lines are shifted.  For these reasons printing from Notepad is not recommended.  To print rerun the entire report and change output to the printer).

6. After viewing the report simply close the Notepad window by selecting the ‘x’ at top right corner 

Budgetary Accounts by Organization

Report that provides by account and by cost center the current period activity, year-to-date balance, and prior year-to-date balance for the specified account and cost center combination.  Totals by account by fund center or by account only are available as well.

Sample Report
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1. Navigate from Go > Process Financial Information > Review Financial Information > Report > Budgetary Accounts by ORG > Update/Display > Enter Run Control ID or select OK to see a list of run controls and select the appropriate ID.  The parameter screen is displayed.

Note: Select ADD instead of Update/Display the very first time the report is requested so that a run control ID may be created.
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2.
Complete the request parameters:

a. Fiscal Year – enter the appropriate fiscal year

b. Accounting Period – enter the accounting period through which the results should be reported.  Note that the report will always begin with accounting period 1.

c. Account – enter the account code range for the output.  The range may be for one account code or multiple accounts.  Examples:  71101 to 71101 or 71000 to 71999.  This field is for the beginning range.
d. High Account – enter the account code ending range.

e. Campus - An academic or administrative entity within the university.   Examples:  Main Campus, Medical Center, Law Center, University Services.  Click the drop-down arrow to see the campus code with the corresponding campus description.
f. School – A reporting unit within a Campus.  For example, Georgetown College is one of several schools associated with the Main Campus.  Click the drop-down arrow to see the school code with the corresponding school description.
g. Division – A reporting unit within School.  GC - Humanities is a division of the school, Georgetown College.  Click the drop-down arrow to see the division code with the corresponding division description.
h. Department – A reporting unit within Division.  H - Department of Performing Arts is a department within the division, GC - Humanities.  Click the drop-down arrow to see the department code with the corresponding department description.
i. Program - A reporting unit within Department.  H - DPA Music Academic is one of several programs within the department, H - Department of Performing Arts.  Click the drop-down arrow to see the program code with the corresponding program description.
j. Cost Center – enter a cost center value to limit output.  Enter a partial cost center number followed by a wildcard value to include a group of cost centers in the output or leave blank if hierarchy values alone are to be the basis for reporting.  The wildcard values are % or _.  Example:  GX22% would report on all cost centers that begin with GX22xxxxx.

k. Grouping – enter a value to limit output to cost centers that are linked by this grouping value.  Otherwise leave blank.  This field is in limited use currently to link RX cost centers and construction project cost centers.

l. Print Options – Suppress cost center detail modifies the report to show totals by account code by fund center.  Suppress cost center and fund center detail modifies the report to show totals by account code only.

3.
Initiate the report by selecting the ‘run’ button (stoplight)

4.
Run the report to the printer or to the file.

5.
If report is sent to the file open process monitor to view the report in Notepad.


Suppress Cost Center View
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Suppress Cost Center and Fund Center Detail View

[image: image10.png]4] glsbao.lis - Notepad =18l
Fie Edt_Fomat_tielp
epore T cieBho.FepRoD Georgeom Dnivarity Page W2
hccoumcs= (72400 724101 Budgevary Accounts by Cost Canter Fun Da
Honth Bnding 10/31/2003 g
- 0 - Dniversics]
2004: 004 2004: oo1-004 20
Current Tonth P B
hccount Accouns Titie herivity Barance
2401 Telephone Line S.a49.72 20,075.01
72402 Telephone Long Dizcance 5560 143058
r20s  mudin 101078 P
72406 Telephone sec racovery 420.50 1,34 55
72407 Telephone Local Calls 1,050 40 £oe7 55
72405 Telephone Directory Assist 252 frtoent
2405 Cellular Phome Service s 153020
cRams ToTal 100,18 26.295.33




[image: image11.png]=8l

Fle Edt Format Help

[PRoD Georgetown Universicy Page Wo. 1 B
24101 Budgstary hocownts by Cost Center Run Date 01/16/2004
y Honch Ending 10/31/2003 Run Time 10:46:25
2004: 004 2004 001-004  2003: o0L-004
Current Honth ¥ Prior ¥ID
eriviey Balance Balance
8 544972 20,075.01 24,286 47
s Distance 59.60 14358 334
101075 367,86 42606
recovery 420 55 1,345.55 1,724 56
a1 calls 1,050 40 4067 55 4499 55
ectory assise 2926 11134 s
e service salez 18320 0758
GRAND TOTAL 7.180.18 26,295.33 51,536.84





Operating Statement

Report that provides operating results for a department, area, or campus by comparing budget to actual for revenue and expense summary accounts.  Generally used to create a summary report for many cost centers such as by campus or by school.

Sample Report – Group Presentation
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1. Navigate from Go > Process Financial Information > Review Financial Information > Report > Operating Statement > Update/Display > Enter Run Control ID or select OK to see a list of run controls and select the appropriate ID.  The parameter screen is displayed.

Note: Select ADD instead of Update/Display the very first time the report is requested so that a run control ID may be created.
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2. Complete the request parameters

a. Fiscal Year – enter the appropriate fiscal year.

b. Accounting Period – enter the accounting period through which the results should be reported.  Note that the report will always begin with accounting period 1.

c. Account Group – account group will determine the format of the expense rows.  Select the desired group.  GTACCOPS is the default and will show expenses in a format similar to the audited statement of activities.  GTACCNAT shows expenses by summary level roll up, i.e., 71000, 72000, 73000, etc.  GTACCOUNT shows very high-level summary, i.e., total revenue, total expense, total transfer and net.  GTACCCSR and GTOPER show rows similar to the CSR report.  
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d. Hierarchy: Campus, School, Division, Department, Program if desired to limit output.

e. Cost Center – enter a cost center or partial cost center with wildcard to limit results to a single cost center or group of cost centers.  Otherwise leave blank to include all cost centers within a hierarchy.

f. Line of Business – valid for Medical Center cost centers only.  Enter a value here to limit the output to an area such as research or allocations.

g. Program – not yet in use.  Leave blank.

h. Grouping – enter a value to limit output to cost centers that are linked by this grouping value.  Otherwise leave blank.  This field is in limited use currently to link RX cost centers and construction project cost centers.

i. Fund Centers – limit output to GX or select all non-GL to include all cost centers within a hierarchy.

j. Expense Presentation – group defined formats expense rows according to the account group selected.  Functional formats expense rows by the financial statement codes: instruction, research, academic support, student services, etc.

k. Print Options – select all that apply.  A user may request a total page as well as a page for each cost center.  Use the hierarchy options to get subtotals by a specific hierarchy level.

3. Initiate the report by selecting the ‘run’ button (stoplight)

4. Run the report to the printer or the file.

5. If report is sent to the file open process monitor to view the report in Notepad.

Sample Report – Functional Expense Presentation
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Cost Center Rollup

Report that provides summary budget and actual cost center activity for an individual cost center or a group of cost centers.

Sample Report – Total Page (Detail reports are similar)
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1. Navigate from Go > Process Financial Information > Review Financial Information > Report > Cost Center Rollup > Update/Display > Enter run control ID or select OK and choose run control ID from list.

Note: Select ADD instead of Update/Display the very first time the report is requested so that a run control ID may be created.
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2. Complete the request parameters:

a. Fiscal Year – enter the appropriate fiscal year

b. Accounting Period – enter the accounting period through which the results should be reported.  Note that the report will always begin with accounting period 1.

c. Account Group – account group will determine the format of the expense rows.  Select the desired group.  GTACCOPS is the default and will show expenses in a format similar to the audited statement of activities.  GTACCNAT shows expenses by summary level roll up, i.e., 71000, 72000, 73000, etc.  GTACCOUNT shows very high-level summary, i.e., total revenue, total expense, total transfer and net.  GTACCCSR and GTOPER show rows similar to the CSR report.  

d. Expense Presentation - group defined formats expense rows according to the account group selected.  Functional formats expense rows by the financial statement codes: instruction, research, academic support, student services, etc.

e. Filters:

i. Campus - An academic or administrative entity within the university.   Examples:  Main Campus, Medical Center, Law Center, University Services.  Click the drop-down arrow to see the campus code with the corresponding campus description.
ii. School – A reporting unit within a Campus.  For example, Georgetown College is one of several schools associated with the Main Campus.  Click the drop-down arrow to see the school code with the corresponding school description.
iii. Division – A reporting unit within School.  GC - Humanities is a division of the school, Georgetown College.  Click the drop-down arrow to see the division code with the corresponding division description.
iv. Department – A reporting unit within Division.  H - Department of Performing Arts is a department within the division, GC - Humanities.  Click the drop-down arrow to see the department code with the corresponding department description.
v. Program - A reporting unit within Department.  H - DPA Music Academic is one of several programs within the department, H - Department of Performing Arts.  Click the drop-down arrow to see the program code with the corresponding program description.

vi. Cost Center - enter a cost center or partial cost center with wildcard to limit results to a single cost center or group of cost centers.  Otherwise leave blank. 

vii. Grouping - enter a value to limit output to cost centers that are linked by this grouping value.  Otherwise leave blank.  This field is in limited use currently to link RX cost centers and construction project cost centers.

f. Fund Centers – select one or more fund centers to include in the output.

g. Output Options:

i. Cost Center

1. None – does not display cost center detail.

2. Detail – one report for each cost center

3. Monthly – one row per cost center with current month activity.  Columns are current budget spread, revenues, salaries, other, transfers, net, budget variance

4. Annual – one row per cost center with annual budget and YTD activity.  Columns are current approved budget, revenues, salaries, other, transfers, net, budget variance

5. Year to Date – one row per cost center with YTD activity.  Columns are estimated YTD budget, revenues, salaries, other, transfers, net, budget variance.

ii. Fund Center Totals – one report per fund center

iii. Hierarchy – one report per hierarchy level selected.  When used with a cost center option the report includes one row per cost center with subtotals at the hierarchy level selected.

iv. Total Page – one grand total report for all centers in criteria

v. Summary Mode (GTATHLETICS) – custom expense grouping for Athletics

vi. Include Inactive Cost Centers – includes cost centers that are inactive currently but may have had activity during the reporting period.  If not checked, this activity would be excluded from reports.

3. Initiate the report by selecting the ‘run’ button (stoplight)

4. Run the report to the printer or to the file.

5. If report is sent to the file open process monitor to view the report in Notepad.

Sample Report – Monthly
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Sample Report – Annual
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Special Funds Report


Report that provides the fiscal year beginning balance, current year activity, and current ending balance in a summarized manner for easy reference.


Sample Report – Cost Center
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1. Navigate from Go > Process Financial Information > Review Financial Information > Report > Special Funds > Update/Display > Enter run control ID or select OK and choose run control ID from list

Note: Select ADD instead of Update/Display the very first time the report is requested so that a run control ID may be created.

2. Complete request parameters:
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a. Fiscal Year – enter appropriate fiscal year.

b. Accounting Period – report starts with period 1; enter the ending period for report.

c. Filters:

i. Campus - An academic or administrative entity within the university.   Examples:  Main Campus, Medical Center, Law Center, University Services.  Click the drop-down arrow to see the campus code with the corresponding campus description.
ii. School – A reporting unit within a Campus.  For example, Georgetown College is one of several schools associated with the Main Campus.  Click the drop-down arrow to see the school code with the corresponding school description.
iii. Division – A reporting unit within School.  GC - Humanities is a division of the school, Georgetown College.  Click the drop-down arrow to see the division code with the corresponding division description.
iv. Department – A reporting unit within Division.  H - Department of Performing Arts is a department within the division, GC - Humanities.  Click the drop-down arrow to see the department code with the corresponding department description.
v. Program - A reporting unit within Department.  H - DPA Music Academic is one of several programs within the department, H - Department of Performing Arts.  Click the drop-down arrow to see the program code with the corresponding program description.

i. Cost Center – enter a cost center or partial cost center with wildcard to limit results to a single cost center or a group of cost centers.  Otherwise leave blank.

ii. Grouping – enter a value to limit output to cost centers that are linked by this grouping value.  Otherwise leave blank.  This field is in limited use currently to link RX cost centers and construction project cost centers.

d. Fund Centers – select one or more fund centers to include in the output.

e. Output Options:

i. Cost Center – check this box for output to include one row per cost center.

ii. Print $0 Cost Centers – check this box to include $0 balance cost centers in report.

iii. Fund-Center Totals – check this box to include a subtotal for each fund center within the report.

iv. Hierarchy – check a level of hierarchy for sorting and to include subtotals for the specified hierarchy levels.

v. Total Page – check this box to receive a grand total page for the report.

3. Initiate the report by selecting the ‘run’ button (stoplight)

4. Run the report to the printer or to the file.

5. If report is sent to the file open process monitor to view the report in Notepad.

CSR Report

Multi-part report that provides revenue and expense activity for a given month for an individual cost center.  User can select from summary level, detail account level, non-payroll and payroll transactions or all of the above. 


Sample Report
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1. Navigate from Go > Process Financial Information > Review Financial Information > Report > CSR > Update/Display > Enter run control ID or select OK and choose run control ID from list.

Note: Select ADD instead of Update/Display the very first time the report is requested so that a run control ID may be created.

2. Complete request parameters:
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a. Fiscal Year – enter the appropriate fiscal year.

b. Accounting Period – enter the accounting period through which results should be reported.

c. Hierarchy – Campus, school, division, department, and program to filter results to a specific area.

d. Cost Center – enter a cost center or a partial cost center with wildcard to run a single CSR report or to run CSR reports for a group of cost centers at one time.

e. Line of Business – valid for Medical Center cost centers only.  Enter a value to run CSR reports for cost centers within an area such as research or allocations.

f. Program – not yet in use.  Leave blank.

g. Grouping – enter a value to run CSR reports for cost centers that are linked such as RX program project centers or construction project centers.

h. Output Options:

i. Summary Report – check to receive the CSR Summary report page

ii. Detail Report – check to receive the CSR Detail report page

iii. Open Purchase Orders – check to receive the Open PO report

iv. Journal Activity (non-P/R) – check to receive the non-payroll journal transaction report.

v. Payroll Journals – check to receive the payroll journal transaction report.

vi. Cash-Basis Format – check for an RX center along with summary and/or detail report to receive reports that exclude accruals such as estimated payroll.

vii. Include YTD Journals – check along with journal activity and/or payroll journals to receive reports that include journals for the entire fiscal year to date rather than just one month.

viii. Payroll Encumbrances – check to view the detail behind the payroll encumbrance in the open commitment column

ix. RX Project YTD Option – check for an RX center along with summary and/or detail report to receive reports that summarize the project year totals rather than university fiscal year totals.  For example, a project with a start date of January 1 would have a project year equal to the calendar year.  Selecting this option would create a CSR report for January through December.

x. Print Inactive Centers – check along with summary, detail, journals, and/or payroll journals to receive CSR reports for cost centers that are inactive but may have had activity during the reporting period.

xi. Include Valid Unposted Journals – check along with journal activity and/or payroll journals to receive reports that include journals that are free from error but not yet posted in the GL.

3. Initiate the report by selecting the ‘run’ button (stoplight)

4. Run the report to the printer or to the file.

5. If the report is sent to the file open process monitor to view the report in Notepad.
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