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Signing in to PeopleSoft Financial Management Solutions (FMS)

@)
Use the following steps to sign in to PeopleSoft FMS.

1. Open a web browser.
2. Enter fms.bgsu.edu in the Address text box.
3. Press the Enter key.

The FMS Sign In screen is displayed.

4. Enter your BGNet Username and password.

Sign In
5. Click the Sign In button. g

BEG@100 FMS

[BG@‘H}‘J FMS SIGN-IN]

BGMet Username |APPBO1

Password: innu|

To settrace flags, click here

For assistance, please contact the Technology Support Center at 419-372-0999 or email tsc@bgnet.bgsu.edl
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How to View an Award

@)
Use the following steps to view an award:

1. Signin to FMS and click Grants, Awards, Award Profile.

2. The Award Profile page is displayed. Make sure that BGSUN is entered at the Business Unit.
Change the Project drop-down box to contains. Enter the project number in the Project field.
In the example below we are looking at the award profile for Project 233.

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

Find an Existing Value

AwardID:  |begins with ¥|
proect.  ([comans JFIG=1) a
Description: | begins with = '

PIID: [begins with =] |
Proposal 1D; Ibegins with ']'

" case Sensitive

Search | Clear | Basic Search Bl Save Search Criteria

_Searn:h
3. Click - . The Award Profile is displayed as shown below. Check the following infor-
mation for completeness and accuracy:

e Title

e Award PI

e CFDA (if applicable)

e Start Date of the award

e End Date of the award
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Award " Eunding Eesources
Award 1D: TRAINING2
Reference Award
Number:
Title: Pl Training Test Grant 1 Description
Award PL: Flynn,Meredith A Co-FI
Sponsor: MSF Mational Science Foundation
Purpose: Status: Accepted
Award Type: Fran CFDA: 47.049
ropesal e TRAINING2
Version I1D: V1.00
Start Date: 01/04/2007 End Date: 43/3112007
View Contract View Proposal  Additional Information  Grant Administrator  Sponsor Wehsite
Primary Project PL: Flynn Meredith A
Associated Project Customize | Find Firs
PC Business Unit Project Description
BGSUNM 00000233 Pl Training Test Grant 1

4. Click the Funding tab. Here you see the total funded amount.

Award Funding Resources
Award 1D TRAIMING2
Reference Award Currency: usD
Humber:
Award Pl: Flynn Meredith A Primary Project Pl: Flynn, Meredith A

Total Award Amount: 100,000.00

Funding Info

Find | View Al First U -
Project: 00000233 Project Pl:  Flynn Meredith A
Detail

; 3 £5 a1 Iy
Customize | Find | #= First 14 4 o1 12

Period |Start Date End Date |Fm1ded Amount To Project ID

1 01012007 1213142007 100,000.00 00000233

5. Click the Resources tab. If an award includes a subcontract to another entity, this is where
the information for that subcontract will be stored.

Principal Investigator’s Training Guide 7



-SU

BOWLING GREEN STATE UNIVERSITY

Resources
Award ID: TRAIMINGZ
Reference Award
Number:
Award PI: Flynn,Meredith A Primary Project Pl Flynn, Meredith &

| ¥
Find | view &l First 4] 1 0£4 [¥] Last

Project: 00000233 Project PI: Flynn Meredith A

Find | View Al First 1 1 oe1 [F] Last

Subrecipient

Find | View Al First 8 5 069 [P Last

Subrecipient: B = i+

MR,
™ QUICK STEPS

» To view an award:
o Click Grants, Awards, Award Profile
0 The Award tab contains general information about the award
0 The Funding tab displays the total funded amount

0 The Resources tab contains information for a subcontract if applicable
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How to View a Project

E
Use the following steps to view a project:

1. Signin to FMS and click Grants, Awards, Project.

2. The Project General page is displayed. Make sure that BGSUN is entered at the Business
Unit. Change the Project drop-down box to contains. Enter the project number in the Project
field. In the example below we are looking at Project 233.

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

Find an Existing Value

P .
Business Unit: | i
Project: &
Description; begins with j r
Program: | = j |Detai| Froject j
Processing Status:l = j | j

" Include History [ Case Sensitive

Search | Clear | Basic Search Bl Save Search Criteria

Search
3. Click . The Search Results are displayed. Click the link to the project.

Search Results

View All

First [4] 1of1 [»] Last

Business lilitmﬂm_:g Description Project Type |Processing Status

(BGEUN 000002331 Training Test Grant 1 00000 Active

4. The General Information tab is displayed.
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General Information 1 Budgetaiens
Project: 00000233 Add to My Frojects
Description: P| Training Test Grant 1 ™ Program Processing Status:  Active
: Project Status: Froject Stat
Integration: BGSUN Bowling Green State University : B eIt
Project Type: 00000 MNone
Percent Complete: 0.00 As OF
Project Health: As OF:

Project Schedule

Start Date: 01/0142007 End Date: 1213112007 Additicnal Dates
Description Find | View Al First 1] 1of 1 [¥] a5
Date/Time Stamp:  01/17/07 10:02:04AM User ID: MFLYMM_FI
Description:
=
=
Long Description:
=

5. Click the Manager tab.

Effective Date:
Manager Name:
Project Role:

Start Date:
End Date:

General Information

Project: 00000233 Description: Pl Training Test Grant 1

Find | view A1 First 4] 4 o5 1 L] 1gat

01012007
Meredith Flynn
Pi

01012007

1213112007

Save as Template

Copy Enoject

e QUICK STEPS

» To view a project:

o Click Grants, Awards, Project

0 The two tabs you are interested in are General Information and Manager
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Viewing Your Budget

E
Use the following steps to create a budget inquiry:

1. Signin to FMS.
The Menu Pagelet is displayed at the left of the screen.

Menu [~ X]
Search:

| ®

- BGSU Menu Menu
(- Supplier Contracts
- Vendors PaQEIEt
(- Purchasing

- eProcurement

- Project Costing

(> Travel and Expenses

- Accounts Payable

(- Asset Management

- Commitment Control

- General Ledger

- Set Up Financials/Supply Chain
|- Change My Password

|- Wy System Profile

2. Click Commitment Control.
The Commitment Control Navigation Page is displayed.

BGe100

Lt?—_% Commitment Control

Define or maintain budgets, budget-check, and review budgets and exceptions.

] Budaget Journals l “] Post Control Budget Journals
Access Commitment Control budget journalz. Pozt control budget journale.
=] Enter Budget Journals =] Budget Ledger Details Report
=l Enter Budget Transfer

Run budgset reports.
=] Budget Transaction Detail [ Purchasing and Cost Management
= Ledger Details [ Accounts Pavable
[ Project and Grants
4 More...

Review budget-check exceptions.

Budaget Reports P Review Budget Check Exceptions

Review Budget Activities
Review budget activities.

3. Click Budgets Overview in the Review Budget Activities folder.

The Budgets Overview search page is displayed. In order to create an inquiry you have to select

the Add a New Value tab.
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Pudgets Overview
E-nter any information you have and click Search. Leave fields blank for a list of all values)

Find an Existing Value | Add a New Value

Inquiry Name:| begins with = ||

Search | Clear |ElasicSearch B gave Search Criteria

Find an Existing Value | Add a MNew Value

BUDGET TYPE

4. Click the Add a New Value tab.
The Budgets Overview — Add a New Value page is displayed.

udgets Overview
Find an Existing Value | Adda New Value
Inguiry Hame:
Add

Find an Existing Value | Add a Mew Value

5. Enter a name for your budget inquiry in the Inquiry Name text box.
This names the inquiry for future use.

6. Click
The Budget lnqwry Criteria page is displayed.

'ﬁudget Inquiry Criteria
Budget Overview

Inquiry:  ENGLISH Description: | i}

Amount Criteria Search_ | Clear | Reset _|
 |Budget Type

*Business Unit: BGSUNC,  Ledger GroupiSet: ILedgerGroup 'l Ledger Group: Q

[ view Stat Code Budgets
[ Display Chart i)
*Type of Calendar: |DetaiIEludgetPeriod j

Customize | Find | View 2 i First 1 4 or 1 [M] Last

From Budgei Bud Include Adjustment |Include Closing
A ST 0 Period o thenod Penodls',l Adjustments

CC_APPROP [ Q [

ChartField Criteria Budget Status
ChartField ChartField From Value | ChartField To ChartField Value Set Update/Add ¥ Open

) Updatelddd ¥ Closed

V¥ Hold
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7. Make sure BGSUN is entered as the Business Unit.

8. Click next to Ledger Group.
The possible Ledger Groups are displayed.

Look Up Ledger Group

SetlD: BGSLUIM
Ledger Gmup:l beqins with j |

Look Up | Clear | Cancel |E35i|:|_c|c||{up

Search Results
Wiew All First [4| 1-9cf9 ~ Last

Ledger Group |Description
CC APPROP Appropriation | edger Group Expense
ZC i risrou Expense
[ [CC GRANT Detailed Budget Expense
S f get Group Expense
CC LM ATH BUDGETLEDGER-APPROP-ATHL Expense
CC PROJECT Projects | edger Group Expense
CC P G REV PROJECT-GRANT REVEMUE BUDGETS Revenue
CCREY Fevenue Ledaer Group Fevenue
CC REV INC Revenue Incrementation Ldg Grp Hevenue

9. Click CC_GRANT.
You are returned to the Budget Inquiry Criteria page.

CHARTFIELD CRITERIA

10. Enter your Project/Grant number in the Project text box found in the ChartField From Value
column. The example below uses Project #00000233.

ChartField Criteria

ChartField =

Account % Q (% Q@ | @, Update/Add
PC Bus Unit (%6 Q. (% Q O | @, Update/Add
Project (00000233 QY G O | G, Update/sdd
Activity 1% & [o Q @ | Q. Update/Add
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11, clk

The Budget Overview page is displayed.

Inquiry Results

Budget Overview

Business Unit: BGSUN

Ledger Group: CC_GRANT Grant Detail Budget
Type of Calendar: Detail Budget Period

Amounts in Base Currency: uso

Revenue Associated ™

Budget Overview Results

Customize | Find | Viev

Pre-| Available |Percent
Budget| Expense Encumbrance Encumbrance | Budaget* |Available

[ e B =

EJ. CC_GRANT 53100 00000233 BGSUN RESEARCH ALL
2 5§‘| E). CC_GRANT 53450 00000233 BGSUN RESEARCH ALL
3B Fé. CC_GRANT 53800 00000233 BGSUN RESEARCH ALL
4 B Edl CC_GRANT 58500 00000233 BGSUN RESEARCH ALL

Retur lo Ciiteria Max Rows: | 100 Display Options ~_Search_|
Ledger Totals (4 Rows)
Net Transfers: 0.00
Budget: 100,000.00
Expense: 0.00
Encumbrance: 0.00
Pre-Encumbrance: 6,965.00
Budget Balance: 93,035.00
Associate Revenue: 0.00
Available Budget: 93,035.00

w o | B First [ 14014 [*] L ast

25,000.00 0.00 0.00 0.00 25,000.00 100.00 5
20,000.00 0.00 0.00 0.00 20,000.00 100.00 5

0.00 0.00 0.00 £.965.00 -6.96500 0.00%5
55,000.00 0.00 0.00 0.00 55,000.00 100.00 F

12. To see details for any of the account numbers, click
The Budget Detalls page is displayed.
oK
13. i _
F save
14. Click to save this inquiry.

2 (Show Budget Details) for that line.

Once you have added and saved a new Budget Overview Inquiry, you can use that inquiry to view your

budget.
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Use the following steps to view a budget inquiry:

1. Signin to FMS.
The Menu Pagelet is displayed at the left of the screen.

Menu [~ X]
Search:

| ®

- BGSU Menu Menu
(- Supplier Contracts
- Vendors PaQEIEt
(- Purchasing

- eProcurement

- Project Costing

(> Travel and Expenses

- Accounts Payable

(- Asset Management

- Commitment Control

- General Ledger

- Set Up Financials/Supply Chain
|- Change My Password

|- Wy System Profile

2. Click Commitment Control.
The Commitment Control Navigation Page is displayed.

BGe100

% Commitment Control

Define or maintain budgets, budget-check, and review budgetz and exceptions.

=] Budget Journals 7] Post Control Budget Journals
Access Commitment Control budget journals. " Post control budget journals.

=] Enter Budget Journals
= Enter Budget Transfer

Budaget Ledger Detailz Report

“| Budget Reports =] Review Budget Check Exceptions

Run budget reports. L~ Review budget-check exceptions.
=] Budget Transaction Detail [ Purchasing and Cost Management
= Ledger Details 3 Accounts Payable

7 Project and Grants
4 More...

] Review Budaget Activities

Review budget activities.

Elzis

3. Click Budgets Overview in the Review Budget Activities folder.

The Budgets Overview search page is displayed. In order to create an inquiry you have to select

the Add a new Value tab.

4. Click the Find an Existing Value tab.
The Budget Overview page is displayed.

Search
5. Click . If you have only created one Budget Inquiry, you will be brought immedi-

ately to the budget overview for that inquiry. If you have created more than one inquiry, the
Search Results are displayed. Just click the name of the inquiry containing the budget you want

to view and the budget overview will be displayed.
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¥
™ QUICK STEPS

» To create a budget inquiry:
o Commitment Control > Review Budget Activities > Budgets Overview

o Click Add a New Value tab

Add
o0 Enter a name for the inquiry and click

o Make sure BGSUN is entered as the Business Unit
o0 For the Ledger Group select CC_GRANT

o0 Enter your Project/Grant number

o Click

Click (Show Budget Details) to see the details for a specific account

@]

» To view your budget using an inquiry that has been created:
o Commitment Control > Review Budget Activities > Budgets Overview

o0 Click the Find an Existing Value tab

Search
o Click
Search
o If necessary, click again
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Anatomy of a Requisition Approval Page

At the top of the page is general information about the requisition such as the requisition number and
the name of the requester. Clicking the Requisition Details link enables you to see greater detail, such
as the vendor name and the Ship To location.

Reqmsmon Amount Kpprcval

bnitt  8GSUN Req: 0000000444  Requester:  Training Requester &= Requisition Details
*Approval Action: i Approval Status: In Process View Printable Req |

A requisition can be approved, recycled, or denied. Clicking the Approval Action drop-down box en-
ables you to select the appropriate action option. The options for the Approval Status are /n Process and
Complete. Clicking the View Printable Req button builds a PDF file of the requisition that you can then
view.

Comments: The Comments section is used if you recycle or deny a requisition. In the Comments sec-
tion you would enter the reason why the requisition was denied.

i'l'his requisition has been denied. The workshop for which we were purchasing this has been canceled. ;l@

7|

Amounts Details: The Amounts Details section shows the date the requisition was entered and the
total amount.

Amount Details

Requisition Date: 11/06/2006

Total Amount: 1,797.750 Dollar
Total Base Amount: 1,797.750 Dollar

Line Details: The Line Details section provides more detail. Here you see a description of the item(s)
ordered, the quantity ordered and the item price.

Line Details customize | Find | B First [4] 13 0¢3 [¥] Last

Line |Sched |Status Description (Category 1D (UOM Req Gty |ltem Price Amount (Currency |Buyer
MFGHFAT-

1 Active = 00055 EA 20.0000 39.95000 799.00 USD MIRELAN N
Backaround
PaperWh
MEG#
' FA20-12

o 1 Active 00055 EA 15.0000 39.95000 599.25 USD MIRELAN N
Backaround
Paper
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Distributions/Chartfields: The Distributions/ChartFields section shows you the Fund, Depart-
ment Cost Center, and Account. The Department Cost Center (DCC) is what used to be the Agency/Org
number and designates a department that is based on a fiscal year period. If the requisition is for a Pro-
ject or a Grant, the Project/Grant chartfield and the Activity Chartfields will be displayed instead of the
DCC.

You may also see requisition lines referencing other DCCs or Project/Grants outside of your area of ap-
propriation. In this instance, the costs are being shared with another DCC or Project/Grant. Such requi-
sitions will need to be approved by all the parties involved.

DistributionsiChartFields Customize | Find | B First [*) 13073 ¥ Last
e hﬁh’ﬁ’?’: m.m ’piypi —— ’A— yg
I = 1 799.00 BGSUN 10000 008100 53900

5B 1 599.25 BGSUN 10000 005100 53900

2 B 1 399.50 BGSUN 10000 005100 53900

Processing Buttons: The Processing Buttons enable you to save the approval action, view your entire
worklist, view the previous requisition in your worklist, view the next requisition in your worklist and,
send an email with a link to the page you are presently viewing. NOTE: The recipient of the mail must
have the same or higher level of security to access and view the page.

Bl save | E view Warklist | | +E) Previous in Worklist | |+ Next in Worklist | [Z] Motify |

Other Links—In the upper right corner of the page there are a number of other links.

Mew Window | Help | Customize Page | &, Home | _Worklist | _AddtoFawerites | _Sign out

New Window enables you to open a new window in FMS and perform another task. By opening a new
window you can perform more than one task at the same time.

Help accesses PeopleSoft FMS help screens.

Customize Page enables you to make changes to some of the page settings such as the order of where
the mouse pointer moves when the tab key is pressed.

http copies the URL of the current page to the clipboard.
Home takes you back to the FMS Menu Pagelet.

Add to Favorites enables you to mark a page you use frequently so that you can open that particular
page quickly and easily.

Sign out signs you out of the system. Clicking Sign out is the proper way to end your FMS session.
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Approving a Requisition

@)
Use the following steps to view and approve a requisition:

1. Signin to FMS and click Worklist.

.']{_}? .ﬁ;"_.‘jSl l
=1% Mt i | AfigFaete | Sheo
Huig)

= /

search:
(%)

1 My Eamvoeiless

[ BGSU Menu

[ PeopleTocds

| Supplier Contracts

[ Vendors

[ Purchaging

[ eProcurement

[ Prejudt Casling

[ Travel and Expenses

[ Accounts Payable

I Commitment Condrol

I General Ledgar

I 26t Lip FinancialaBupply Chain

[ Waorklist

I Repartng Tt

Gnane My

[> My Favorites
[ BGSU Menu

[» Supplier Contracts
[> Vendors

3. Your Worklist is displayed. Your screen should look similar to the one below:

Worklist for MFLYNN_VP: MFLYNN_VP

Detail View Work List FiIlers:I LI
i Customize | Find | View All | # First |ﬂ 1-20f2 E} Last
From Date From |Work Hem Worked By Activity Priority Link
Req Approval BGSU Customn Requisition Iﬁ o :
Meredith Flynn 011112007 Workiist Amount Approval 125, BGSUN, 0000001086 Mark Warked | Reassign |
MeredithFlynn ~ 01/13/2007 PeAPProval - BGSU Custom Requisition =] 1161, BGSUN, 0000001120 iERWored | | Resssign |
Worklist Amount Approval

4. When you first access your worklist, it is in summary view. To see more detail, click the Detail
View link. Scroll across to see all the columns that are now displayed. For example, you can
now see the Comments column. If someone reassigns a requisition to you, any comments
that person has added will be displayed in this column.

5. Click the link to the requisition. For example, in the screen above you could click the link to
requisition 1086.

6. To see more details on this requisition, click the Requisition Details hyperlink. A new window
is opened.
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Requisition Amount Approval

Unit: BGSUMN Req: 0000001086 Requester: Meredith Flynn == Requisition Details
*Approval Action: IApprove 'l Approval Status: A — View Printable Req |

7. Click the Maximize button @ to maximize the window.

8. Click the Requisition link. In the example below you would click the link to requisition 1086.

9. The Line Details page is displayed. You can now see who the Vendor is. Click the Schedule

. ] .
Details button at the end of the line.

Requisition Details

[ vetans  Tiiee Vendor | — Schedule N

MFG#FA1-12 Backaround Paperwh 0000006046 (* Z2UbE imaing r "~ 20,0000 Each 7T USD
2 MFG# FAZ0-12 Backaround Paper  DO0DO0G046 ;?ﬁ:ﬁ&;ﬂag'”g 15.0000 Each 50925 USD . @
3 MFG# FA26-12 Backaround Paper 0000006046 ;?:gjé’;ag'”g 10.0000 Each 399.50 USD (@

: \ [ \ First [4) 4 of 4 [*] Last
Click here to

see the Ship r Revision

- To address
1 61040 20,0000 799.00 USD

11. The Ship To address is displayed as shown on the following page.
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Requisition ShipTo Address

Location Code: 61040

Country: LISA Linited States

Address 1: BG@100 Project Office

Address 2: 414 E Wooster

Address 3: Bowling Green State University

City: Bowling Green ~ In City Limit
Zip Code: 43403

State: oH Chio

12.

13.

14.

15.

16.

17.

Click . The Shipment Details page returns.

Return

Click . The Line Details page returns.

]
-

Return

Click . You are back to the original Requisitions page.

Close the window by clicking the close button in the upper right corner of the window.
Do not close the window using the Sign Out link. This will exit you out of the FMS session.

You are going to approve this requisition. The default Approval Action is Approve. Click

Notice at the top of the page the Approval Status now says “In Progress”. The requisition has
now been sent to Grants Accounting for completion. You have finished approving this requisi-
tion.
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4= Quick Steps

» To Approve a Requisition:
o0 Click the Worklist Link.
0 Click the link to the requisition.

0 To see the Vendor click the Requisition Details link and the link to the requisition.
A new window opens.

0 To see the Ship To address click the Schedule Detail s icon and click the
Ship To link.

o0 Close the new window that was opened.

E save
o Click to approve the requisition.
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Denying a Requisition

— Use the following steps to view and recycle a requisition:

1. Signin to FMS and click Worklist.

2. Close the Menu Pagelet by clicking on the Close button in the upper right corner.

Search:

[> My Favarites /
[ BGSU Menu

[> Supplier Contracts

[> Vendors

3. Your Worklist is displayed as shown below:

Worklist for MFLYNN_VP: MFLYNN_VP

Detail View Work List Filters:l ﬂ
Customize | Find | View Al | #H First E 1-20f 2 E Last
Date From |Work liem Worked By Activity Priority Link
' Ren Approval  BGSU Custom Requisition I—L' — .
Mereditn Flynn 0111112007 e PP b & 1125 BGSUN 0000001086 WarkWored || Reassian |
MeredithFiynn  01/13/2007 RedApproval - BGSU Custom Requisiton [ =] 1161 BGSUN 0000001120 iz Woed || Reassion |
Worklist Amaount Approval

4. Click the link to the requisition.

5. Click the Approval Action drop-down box and select Deny.

Requisition ChartField Approval

Unit  BGSUN Req:  00ooopopgg  Requester George AKnauss == Renquisition Details

Approval Status: In Process View Printable Req |

*Appr Act:

)

Comment Deny
Recycle

6. When you deny a requisition you need to add a comment letting the requester know why it is
being denied as shown below. This comment will appear in the e-mail notification that is auto-

matically sent to the requester.
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Requisition Amount Approval

=
T

Unit BGSUN Req: 00000040as  Reduester Weredith Flynn = Requisition Details

*Approval Action: IRECYC“‘? 'I Approval Status: In Process View Printable Req |

too much money we need to research ;l@

B save
7. Once you have selected Deny, click .

£ Quick STEPS
» To Deny a Requisition:
o Click the Worklist link.
0 Click the link to the requisition.
0 Select Deny from the Approval Action drop-down box.

0 Enter a comment explaining why the requisition was recycled or denied.

o ciox 2],
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How to View a Printable Requisition

E
Use the following steps to view a printable requisition:

1. Sign in to FMS and click Worklist. Your Worklist is displayed.

2. Click the link to any requisition.

The Requisition Amount Approval page is displayed.

. Yiew Printable Req
3. Click .

A new window is open. This step is building a PDF file that can then be printed. After a few
moments, the requisition is displayed in the window.

REQUISIIIOH
Business Unit: BGSUN
: ; ’ Req ID: Date Page
Ship To: BG(%WOO Project Office 0000000119 12/12/2006 1
414 E Wooster : ; Requester Currency
Bowling Green State University Training Requesterl UgD
Bowling Green OH 43403 Requester Signature
Line-Schd _item Description Mg 1D Quantity UOM Price Extended Amt Due Date |
1-1 MFG# FA1-12 20.0000 EA 30,95 799.00 12/27/2006
Background Paper
White 107"x12 yds
Buyer MO
Vendor: 0000006641 Laube Imaging Products
Line Total 799.00
24 MFG# FA20-12 15.0000 EA 30,95 599.25 12/27/2006
Background Paper
Black 107"x12 yds
Buyer: MO
Vendor: 0000006641 Laube \maglng Products
Line Total £98.25

4. Click to close the window.
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¥
™ QUICK STEPS

» To View a Printable Requisition:
o Click Worklist

0 Click the link to the requisition

| Yiew Printable Req I

o Click

o Click to close the Queued window
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How to Review Vendor Information

3]
Use the following steps to review vendor information:
1. Signin to FMS. You need to access the Menu Pagelet.

2. From the Menu Pagelet, click Vendors, Vendor Information, Add/Update, and Vendor.
The Vendor Information Search page is displayed as shown below. Make sure BGSUN is en-
tered in the SetlD field. If it is not, enter it either by typing it in the text box or selecting it

using the Look Up icon @ .

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

Find an Existing Value

SetlD: = |8 BGSUN (5§

Vendor 1D; Ihegins with *I_
Persistence: |= ;‘ | L‘

Short Vendor Name; Ibegins with 'I Q
Our Customer Numbenlbegins with 'i 'O\
Name 1: Ibegins with 'I a
" Include History [ CorrectHistory [ Case Sensitive

Search | Clear | Basic Search Save Search Criteria

Find an Existing Value | Add a Mew Value

3. Click the Look Up icon @ next to the Name 1 text box. The Look Up Name 1 page is dis-
played as shown below. Say you wanted to look up the vendor American Interiors. Changing
the drop-down box for Name 1 widens your search. Enter a portion of the name in the

Loaok LJ
Name 1 text box. Click . The vendor is listed in the Search Results table. Click

the link to the vendor you want to look up.
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Look Up Name 1

SetiD: BG3SUN

Name 1: contains » L INTER

Short Vendor Hame:  |begins withj| a,
Vendor ID: | begins with =] Q
Our Customer Number:lbegins withj|

Old Vendor ID: | begins with =]

Clear | Zancel |Elasi|:Lon|-:un

Search Results

View All First Ei 1-74 of 74 i__E:E Last
Hame 1 Short Vendor Hame |Vendor ID Our Customer Humber |0ld Vendor ID
AACSH International AACSE INTE-001 0000007581 (blank) V436036236
ASTM Igterpational ASTMINTL-001 0000005833 (blank) V231352024
AMERINTERI-001 0000008699 (blank) 7000003286
ArchCTRTeTTaaTal ARCTICINT-001 0000009308 (blank) blank)

Barnstead International BARMSTEAD-001 0000005571 (blank) V133326802
|Books International Inc BOOKS INTE-001 0000007690 (blank) V521337509

4. Click . The Summary tab is selected and summary information on the vendor
you selected is displayed. The Addresses tab provides information on the vendor’s address,
the Contacts tab provides information on sales representatives and the Location tab pro-
vides information on how you conduct business with this particular vendor.

[ summary T Identifyiing Information | Address T Contacts T Location | cCustom

SetiD: BGSUN
Vendor ID: 0000008235
Vendor Short Name: AMERINTERI AMERINTERI-001
Vendor Name: American Interiors
Order: AMERINTERI-001 Remit To: AMERINTERI-001
PO Box 73442

302 5. Byrne Rd.

Toledo, OH 43615 Cleveland, OH 44193

Status: Approved Last Modified By: MIRELAN
Persistence: Regular Last modified date: 10/10/2006 3:50PM
Classification: Supplier Created By: MIRELAN

HCM Class: Created Date/time: 10/02/2008 7:09PM
Open for Ordering:  Yes Last Activity Date: 10/10/2006
Withholding: Mo

VAT: Mo
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¥
™ QUICK STEPS

» To Look Up Vendor Location and Other Vendor Details:

0 From the Menu Pagelet select Vendors > Vendor Information > Add/
Update > Vendor

o Search for the vendor name
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Checking the Requisition Approval Status

The Monitor Workiist will allow you to track the approval status of a requisition, from the requester to all
approvers (Special Category Approvers, Grants/Profect Approvers, Budget Administrator, Senior Admin-
[strator, Vice-President, and President). Additionally, the monitor displays one of three statuses: Avail-
able (requisition is available to be selected by an approver), Selected (requisition has been selected by
an approver), and Worked (approver has selected an Approval Action and has saved the Requisition
Approval Page).

@
Use the following steps to check requisition approval status:
1. If necessary, sign in to FMS.

2. From the Menu Pagelet click BGSU Menu, Workflow, Monitor Worklist.

Search:
>

[ My Favarites
— BG3LU Menu
|~ Workflow |
— Amount Appraval
— Monitor Warklist

3. The Search Worklist page is displayed. Enter the desired search criteria and click

Search
. For example, you may want to see the approval status for the requisition

enter by your departmental Requester.

™ Search workist |

‘ ReqID: Q
Requester: Q
Search Clear Search
From Date: El
To Date: [#]
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4. The WorKklist is displayed. Note the following columns: Requisition 1D, Requisition Status, Date,
Requester (username), Worklist Name, OPRID (username of approver), Worklist Instance
Status, Instance Worked/Date/Time, and Instance Available Date/Time.

In the following example, the requisition is available for the approver to select. The
requisition is in the approver’s worklist but no action has been taken on it.

VVOTKIST Customize | Find | View 10 | ## First [ 1-100 of 5110 L Last
c= Worklist Instance
Requisition Ip [SeaUisition p,; Requester Work List Name OPRID instance  (mstance Worked -\, ;a1
Status Status e DatelTime
g . . 0116/07
1 0000001136 Pending 01/16/2007 Req01 Req Approval Worklist  APPS02 Available 9-32-26AM
] s . 0116107
2 0000001136 Pending  01M6/2007 Req01 Req Approval Worklist ~ APPS05 Available 9-3226AM

5. In the following example, the requisition has been selected by the approver but he or she has
yet to select an approval action. The approver is reviewing the requisition details.

12 0000001136 Pending  01MB/I2007  Req0d Req Approval Worklist  APPS01 Selected gg;gg;m

6. In the last example, the requisition has been worked by the approver. The approver has se-
lected an approval action and has saved the Requisition Amount Approval page.

I130000001136 Pending  01/16/2007  Req01 Req Approval Worklist ~ APPB10 Worked ggﬂgh |

D]
™ QUICK STEPS

» To check requisition approval status:
o Click BGSU Menu, Workflow, Monitor Worklist

o Enter the search criteria and click Search.
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How to Reassign a Requisition

E
Use the following steps to reassign a requisition:

1. Signin to FMS and click the Worklist link. Your Worklist is displayed.

2. Find the requisition you want to reassign. Click

Reassign

3. Click @ for User ID.

User IDx

Comment:

4. Select the person to whom you are reassigning the requisition.

5. Enter a comment in the Comment text box indicating what you would like the recipient to do
with the requisition. The comment will be displayed in Detail View under the Comment column
of your replacement approver.

6. oo —2< |

£

™~ QUICK STEPS

» To reassign a requisition:

(o}

o

o

(o}

Click the Worklist link

. | Reassign L .
Click for the requisition you want to reassign

Click 2l for User ID
Select the person to whom you are reassigning the requisition

Enter a comment in the Comment text box

ok
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Checking the Status of a Requisition

Use the following steps to check the status of a requisition:
1. Signin to FMS.

2. From the Menu Pagelet click Purchasing, Requisitions, Review Requisition Information
and Document Status. Make sure BGSUN is entered in the Business Unit field. If it is not, en-

ter it either by typing it in the text box or selecting it using the Look Up icon @ .
The Requisition Document Status page is displayed. There are a number of ways you can

search for a requisition. You can search using the Requisition 1D number, Requisition Status,
Requisition Date, Origin, Requester, or the Description.

[Requisition Document Status
Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value

Business Unit: = - BGSUN
Requisition [D: Im ]

Requisition Status:l = =] | 4
Requisition Date: | = - | 5
Origin: [begins with =] |
Requester: W
Description: Im [

" Case Sensitive

e

L=t

yelye

Search | Clear | Basic Search Save Search Criteria

3. Enter your search criteria.

o ook == |

A list of the requisitions meeting your search criteria is displayed.
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5. Click one of the requisitions.

Your screen will look similar to the following. Under Associated Documents you can see the
status of the requisition and view the other documents connected to it.

Req DOC Status
Business Unit:  BESUN Req ICx 0000000073 Status: Approved
Document Date: 10/23/2006 Document Type: Reguisition Budget Status: Walid
Currency: usD Amount: 89.99
Requester: Training Requester1

Associated Document Customize | Find | \ie
[ Documents T Related Info

Business  |ppem Document Type |Status ’m
PO

BGSUN 0000000032 Dispatched 10i25/20086 0000008235 TMAIN
0000000016 Receipt Received 10/26/2006 0000008235 TMAIN

0.
™ QUICK STEPS

» To check the status of a requisition:
0 Purchasing > Requisitions > Review Requisition Information > Document Status

o Enter your search criteria

o ok

o Click the requisition
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How to Access a Report

E
Use the following steps to access a report:

1. Signin to FMS and click Reporting Tools, Report Manager.

2. Click the link to the report.

View Reports For
Folder: I_ ] instance: | to: | Refresh |

Name:| Created Dn:| Eﬂ Last: |_‘1 IDa}.fs 'I

Customize | Find | View Al B First 4] 404 (M Last

Completion Process
Report Description Foider Kame DateTime ]IJ Instance

srant Summary Report-Pl GRANT SUMMARY REPORT-FI 017107

W Training Test Grant 1-2007-01-J TRAINING TEST GRANT 1-2007-01- General 8273 20093
1 31 10:52AM

3. Click the link to the report again.

Report ID; 8273 Process Instance: 20093 Message Log
Name: MYSRLM Process Type: n¥ision-Report

Run Status: Success

Grant Summary Report-Pl Training Test Grant 1-2007-01-31

Distribution Details

Distribution Node: PSHTTP Expiration Date: 01/24/2007

File Size es Datetime Created

41,472 0172007 10:52:32.000000AM EST

rant Summary Repor-Fl Training Test

rant 1-2007-01-31.xls
™

4. The report is an Excel spreadsheet file so you will be asked if you want to open the file.

Cpen

Click

. The report opens in on the Summary tab. To view details of the report click

the tabs at the bottom of the spreadsheet. Since this is an Excel file, you can save the report

on your own hard drive if needed.
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T e D TE] T G T il L T i
2 1
B3 GSU Bowling Green State University
% Bowling Green State University Grant/Project Summary Report
6 Grant/Project ID ‘00000233 Pl Training Test
| 7 | Repaort ID: GRANTDTL Budget Fiscal Year 2007
KX As Of Date: 2007-01-31 Period Ending Date 2007-01-31
9
10| Grant Award information
[ 11 Award #: 0000922838 Award Title Pl Training Test Grant 1
12 | Award Start Date 2007-01-01 Dept ID 035100
13 | Pi Mgr Flynn Meredith A Award End Date 2007-12-31 Dept Name Math and Statisitics Dept
Total Budgeted Fiscal YTD
| 14 | Account Description Original (F) Adjustment (G) Amount (H=F+G) = MTD Expenses (J) Expenses (K)
15
[ 16 $0.00
17 $0.00
18 $0.00
ﬂ ' 53100 Office Supplies 25,000.00 0.00 25,000.00 1,000.00 1)
A " 53450 Research Supplies 20,000.00 0.00 20,000.00 700.00
21 53000 SUPPLIES $45,000.00 $0.00 $45,000.00 $1,700.00 §1.7)
|22 $0.00
23 $0.00
|24 $0.00
25 $0.00
E 2 58500 Capital Equipment Over $3500 55,000.00 0.00 55,000.00 0.00
| 27 58000 MISCELLANEOUS EXPENSES $55,000.00 $0.00 $55,000.00 $0.00
El $0.00
29 |
| 30 |
31|
32 Total by all expenses $100,000.00 $0.00 $100,000.00 $1,700.00 $1.7)
33
» PreEnc /{_BudgeiDetails_j Open POs  ExpenseDetail ) Summary / JER | »

ﬂ QUICK STEPS

» Toview a report:

0 Click Reporting Tools, Report Manager

0 To see details of the report click the tabs at the bottom of the screen
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Keyboard Shortcuts

People Soft includes keyboard shortcuts that can be used as alternatives to using the mouse. There are
two categories of these keyboard shortcuts: hot keys and access keys. A printable list of these shortcuts
are available while online by pressing Ctrl+K while on a search or transaction page.

Hot Keys

When any one of the following hot key combinations is pressed the corresponding action occurs. Sev-
eral of the hot key combinations perform different actions depending on the currently active page. The
following table outlines the shortcuts that you can use in place of clicking the equivalent action button.

Hot Keys Action
ALT +1 Save a page in a transaction.

Moves to the Search or Add button on a search or look up page.
Moves to the OK button on a secondary page.

ALT+2 Returns to the search page from the transaction page.

ALT+3 View the next row in the list when the button is active.

ALT+4 View the previous row in the list when the button is active.

ALT+5 Accesses the Look Up page in place of the magnifying glass or calendar
prompt.
Opens the Calendar Prompt.

ALT+6 Opens the pop-up window on a page.

ALT+7 Inserts a row in a grid in place of the plus sign or scroll area.

ALT+8 Deletes a row in a grid in place of the minus sign or scroll area.

ALT+9 Accesses the Help line.

ALT+0 When in Expert Entry mode, activates the Refresh button, which validates the
data entered on the page.

ALT+. View the next set of rows in a grid or scroll area.

ALTH, View a previous set of rows in a grid or scroll area.

ALT+/ Finds data in a grid or scroll area.

Alt+’ Views all rows of data in a grid, scroll area, or search page results list.

Alt+\ Toggles between Add a New Value and Find an Existing Value on a search
page.

CTRL+J Displays the system information page.
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CTRL+K

CTRL+Y
CTRL+Z
CTRL+TAB

ENTER

ESC

Access Keys

When on a search or transaction page, accesses a page with a list of keyboard
navigation shortcuts using hot keys and access keys.

Toggles the Menu Pagelet between collapse and expand.
Accesses the menu search box.

Toggles the focus through the frame set.

Activates the OK button, where appropriate.

On a search page, activates the Search button.

On a Look Up page, activates the Lookup button.

Activates the Cancel button, where appropriate.

Access keys can be used for page tabs to help you move between pages in a component. Access keys
are identified by the underlined letter in the page tab name. To access a page, press ALT plus the un-
derlined letter, and then press ENTER.
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