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Below are the steps to login to PeopleSoft for 15t time users. Be sure to set up the “Forgot Your Password”
information in case you need to use this in the future, (See next page). If you need assistance in resetting your
password, please contact Tracy Fransway in the Technology Department. She can be reached at
tracy.fransway@santeesd.net or by calling (619) 258-2244.

Password Requirements

The first time you log in to the PeopleSoft Portal, you will need fo use the default password given to you.
Upan login, you will be prompted to change your password. Here are the password requirements.

Default Password Password Requirements
* FIRST 4 LETTERS OF LAST IN CAFS + =  Must have at least 7 characters.
Last 4 of SEN *  Must contain the following: an uppercase
Caldwell would be CALDS399 letter, lowercase letter, numeral, and a special

character (3.1, &).

= Cannot contain User 1D.

= Must he changed svery 365 days When
changed, it may not match the previous
password.



mailto:tracy.fransway@santeesd.net

This is what the Change Password screen looks like:

Change Password

User ID: 122105
Description: -

Password Requirements:

+ Must have at least 7 characters.

« Must contain the following: an uppercase letter, lowercase letter,
numeral, and a special character (%,!.&).

+ Cannot contain User ID.

» Must be changed every 365 days. When changed, it may not match
the previous password.

“Current Password:
*Mew Password:

“Confirm Password:

Change Password

Remember, if you need to change your password at any time, log into the Portal and go to Main Menu >
Change My Password (shown on p.9). Always change your password from the Portal Main Menu.



Below are some basic points to keep in mind when using PeopleSoft:

PeopleSoft is web-based. Access is from work only.
You can use Chrome, Firefox, Internat Explorer (IE), Opera, and Safari.

RULES OF T T L

THUMB In order to access PeopleSoft applications, you need to be set
up as a user with roles.
Your level of access to the Finance and HCM applications is based on the types

of things you need to see and do in PeopleSoft. This is determined by your
district. Every user is set up with the same basic access to the Portal.

Don’t hit your browser's Back button!

https:/
Use Home, Return to Search, and other links €| hitps =
within PeopleSoft to go back to previous pages— File Edit View Fm
don't hit Back in your browser!

If you use your browser's Back button, your transaction might not be saved or
you might experience odd behavior.

Periodically clear your cache.

VWhen you use PeopleSoft, you should periodically clear your browser cache to
allow your browser to function more efficiently. Directions are on p.38.

Be aware of the 830-minute timeout.

If you don't use PeopleSoft for 90 minutes, the screen will timeout. Please be
aware that if you have multiple windows open, including the Portal, and you
don't touch one of those screens within 90 minutes, all open PeopleSoft
windows will time out.

Don't share your password.
Log into PeopleSoft with only your ID and password, and never share this
information with anyone else.



Clearing your Cache in your computer periodically will help PeopleSoft run more efficiently. Here is how to do
this:

Clearing Your Cache

When you use PeopleSoft, you should periodically clear your cache to allow your browser to function
more efficiently.

Directions: Find your browser in the grid below and follow the directions to clear your cache. If you don't see
your specific version or browser, search your browser's Help menu for “clear cache.” If you're unsure what
browser version you're using, from the Help menu, select About [browser name). In Internet Explorer and
Firefox, if you don't see the menu bar, press Alt.

Chrome

In the browser bar, enter:
chrome:VeatingstlparBrowserData

Select the ltems you want o clear (e.g., Clear
browsing history, Clear download history, Empty
the cache, Delete cookies and other site and plug-
in data).

From the Obliterate the following items from menu,
you can choose the perdod of time for which yvou want
to clear cached information. To clear your entire
cache, select the baginning of timea.

Click Clear browsing data.

Firefox

From the Tools or History menu, select Clear Recent
History.

MOTE: If the menu bar is hidden, press Alt to make it
vislibbe.

From the Time range to clear: menu, select the
desired range; to clear your entire cache, select
Everything.

Click the down arrow nest 1o “Detalls” to chooze which
elements of the history to clear. Click Clear Now.

Internet Explorer 7

From the Tools menu In the upper right, select Delete
Browsing History...
=  Todelele your cache, click Delete files...
= Todelete your cookies, click Delate
cookies...
= Todelete your history, click Dalete history...
Click Close, then click OK 1o exit.

Safari

From the Safar menu, select Resat Safari...
From the menu, select the ems you want 1o resat,
and then click Resat. As of Safari 5.1, Remowve all
website data covers both cookies and cache.




Information to find reference/training guides for PeopleSoft.
Go to the PeopleSoft Home Page and click on the Resources tab.

Or type in crc.sdcoe.net in your browser.

SDCOEcrc

Search this site

CUSTOMER RESOURCE CENTER

Resources

Access guides, job aids, tutorials, and presentations.

« Guides & Job Aids

"Third Thursday" Demaos

Video Tutorials

FAQSs

Security

District-Created Resources
Legacy Applicaticns Resources

LN

Other resources:
How fo Request Configuration Updates



Type a key word for the materials you are looking for and click search.

TYPE KEY WORD HERE Search this site

SDCOEcrc

CUSTOMER RESOURCE CENTER

Resources » PeopleSoft Resources =

Guides and Job Aids

All posted Finance guides are current. These are the materials used for Group 4 training in Feb/March 2016.
All posted HCM guides are current. These are the materials used for Group 4 training in May/June 2016.
As edits are made, the CRC will continue to upload the newest versions.



Personalizing Peoplesoft can save a lot of time.

The personalizations that we have found to be most helpful are:
e Turning off “Autocomplete.”

* Changing the Menu Sort Order to Ascending.

* Tabbing over the Look-up button.

Go to Main Menu — My Preferences from drop down
In Navigation Personalizations, make these changes:

Drop down Menu Sort Order | Ascending v
Tab over Lookup Button | Yes
Autocomplete | Mo

“Drop down menu sort order”: Choose Ascending.
“Tab over lookup button”: Change to Yes
“Autocomplete”: Change to No

Hit SAVE at the top right.



To navigate through PeopleSoft, you move through paths named “Breadcrumbs.”
You can also open multiple windows by clicking on “New Window” in the upper right portion of your screen.

Using Favorites, Breadcrumbs, and Home

Directions: Use Favorites, Breadcrumbs, and Home to navigate.

Favorites ~ Main Menu = > Suppliers = > Suppher Information = > Add/Update = > Supphier
Home Workdist Add 1o Favorites Sign out

CLE

New Window | Help
Favorites and
recently used Breadcrumbs

= Favorites = Quickly go to recently used screens and reports. Go to screens you have saved as favorites.
NOTE: Your recently used list will not update if you close the browser without signing out or if your session
times out.

* Breadcrumbs = Navigate from the path that got you to where you are now. (You don't always have to start
from Main Menu.)

* Home = Go back home.

IMPORTANT! Don't click the Back button in your browser! As an alternative, click Home, the last part of your
Breadcrumb, or a link on the screen that takes you back.



For the screens that you will be using over again, just add them to your favorites lists. This will save you having
to navigate through the breadcrumbs each time to get to where you want to go.

Navigate to the screen you wish to use, then click on the drop down arrow at “Add To” and click on Favorites.

Favorites ¥ Main Menu ¥ Purchasing ¥ > Requisitions ¥ > Add/Update Requisitions # Home | Workiist | Sign out

ORACLE Y 0

AddTo ¥

Nofification ~ NavBar

Nesw Window | Help
Requisitions

Find an Existing Value || Add a New Value

Business Unit03200 1Q
Requisition ID NEXT

Add



EXPRESS ITEM ENTRY REQUISITIONS:
BREADCRUMBS: Main Menu (top left), eProcurement, Requisition

You can add lines by clicking on the (+) at the end of the line:

Express Item Entry

Detads Jpplier Informasor f 1 D

Quantity uom Category Price

Use the “Search” (middle of screen) for catalog items I

@ Home M MyPreterences & Requisition Setings B 0 Lines Checkout

Search | A v Search Advanced Search

Express Item Entry f

To find an item: Type a word of the item you are looking for such as paper, pen,
ink, etc. ..... Or just type in the warehouse stock number if you already know it.

Click the box next to the line item to choose that item. Then type in the
guantity and click the Add to Cart button.



Click on the Check Out button (top right).

If you need to add more items, click the plus sign that says Add More Items in the middle of the screen.

Click the Select All/Deselect All box (middle left)

Click the Mass Change link (middle right). Leave “Line Information” (supplies, etc.) blank.

Click Ship To hourglass (at center) and choose YOUR SITE (do not choose warehouse 0000000078) *Note,
When doing Warehouse order, never choose 0000000078 as your “Ship To” or it will turn your order into a
Purchase Order and Purchasing will delete it.

Fill in Attention field (this can be whoever will be getting the supplies ordered).

At the bottom, in the accounting lines, choose location (your site).

Leave 03200 in the GL Box — Or add it if it is not there.

Fill in the account number in the following boxes:

Fund (always 0100). Except Project Safe (6300) and a few other dept’s.

Location (your site)

Resource (here you will find LCFF, Donations, Title 1, etc...) Refer to your chart of accounts or reference
sheets for your available chart strings.

Goal

Function

Object

Site: This will always be your site for STORES Orders. Scroll over to see it.

Click OK.



Shipping Information

Ship To Location 0000000064  |@,

Address Add One Time Address

Due Date | 5 Due Date: Leave Blank
Attention | | Fill in Attention to who will get the item(s)
Comments

DO NOT USE THIS COMMENTS AREA

Accounting Lines

Accounting Information Personalize | Find | 22 | First'4' 1 of1 '} Last
| Chartfields1 | Details | Assetinformation |

Location GL Unit Fund Resource Goal Function Object Site

1 | |oooooooosa /@, (03200 |@, |0100/@, |0DDOOOD @, (0OOO[@, 7200 ‘@, |4300000/@, (064 |G
* | >




Then Click OK again at All Distribution Lines
VERY IMPORTANT - Type in “Warehouse” in the Requisition Name Box for future references.

To Add Comments: Use the Comments Box at the Bottom of the Cart Summary screen for comments to show up on the
Packing Slip AND so an outside supplier will see the comments

Cart Summary: Total Amount 3.80 USD

Expand lines to review shipping and accounting details c Add More ltems
Requisition Lines |-
Line Description temn ID Supplier Cluantity UomM Price Total Detail:  Comments Delete
¥ 1 @ BASKETBALL OFFICAL 00000113 Us GAMES 1.0000 Each 3.800 3.80 [ > add o
 SIZE
¥ Select All [ Desslect All Select lines to: |_ @ Add to Favorites ’F‘ Add to Template(s) ﬁ Delste Selected ?rg‘.dass Change
Total Amount 3.80 UsSD
Shipping Summary
# Edit for All Lines
Ship To Location 0000000064
Address
Attention To Mancy Stasch
Comments
Requisition Comments and Attachments
Enter requisition comments
EMTER COMMENTS HERE TO SHOW UP OM THE PACKING SLIP FOR STORES 1
AMD
TO SHOW UP OM THE PURCHASE ORDER y

#| Send to Supplier #| Show at Receipt Shown at Voucher
Add more Comments and Attachments

Approval Jugeation
Enter a| val justification for this requisitio
1B

E‘\ Check Budget lﬂ Pre-Check Budget
Q Save & submit ] Save for Later P Add More ltems 63 preview Approvals

Scroll down and click “Save & Submit... Do NOT check budget until after the Save & Submit is done.
Once saved, click check budget and look to see if the requisition is pending and valid. If there is an error, you will

need to correct it.



ADD/UPDATE REQUISITIONS:

The Add/Update Requisitions entry is the preferred method to use by Purchasing. It has a broader reach and
the views are easier to find.

This method can be used for Warehouse Orders also, There are more fields to use.
The breadcrumbs are as follows: (Don’t forget to add to your “favorites” list)

Favorites ¥ Main Menu ¥ » Purchasing ™ > Requisitions ¥ > Add/Update Requisitions

For new requisitions, click on the ADD icon:

Purchasing * Requisitions ~ AddfUpdate Requisitions !

Requisitions

Find an Existing “Valus Add a New Value

Business UnitlD3200 |G
Requizition ID[NEXT

Add
)

This will bring up the Maintain Requisitions Screen (see next page)



Maintain Requisitions

Requisition

Business Unit 02200
Requisition 1D NEXT

Requisition Mame Copy From
Header
“Requester 13g0em a Mancy Stasch
*Requisition Date 03/21/2018 B Requester Info
Crigin OML . onine Entry
* usD
Currency Code Dallar
Accounting Date 022172012 i

Requisition Defaulis Add Comments

Status  Pending
Budget Status Mot Chidd g &

Hold From Further Processing

Amount Summary 2

Requisiion Actities Total Amount .00 USD
Add tems From 2
Purchasing Kit Catslog
ltem Sesrch Requester liems
Line (7 Personslize | Find | Viewan | (0 | R At 4 1of1 b Last
Details Ship To/Due Date Status Supglier Information ltem Information Attributes Coniract Scurcing Controls =»
Line Item Description Quantity 4I0M  Category Price Nerchandise  Statusa
maount
10 a i@ R pooo a Q [T 0.00 Pending O = ==
*Go to . Maore... A

“Wiew Printable \Version iew Aporovals

il Save || Motify ||<¥ Refresh

% Add

& Update/Display

This requisition format allows for easier access to all areas of the requisition. Let’s work from the top down.
1. You can name your req. in the Requisition Name area at the top of the req.:

i

-
Maintain Requisiions
Requisition
Business Unit 03300
Requisition 100 NEXT

——  Requisition Name

A

Staius  Pend g
Budget Status Mot Chk'd

Copy From Hold From Further Processing



2. Click of Requisition Defaults to begin adding the pertinent information:

Header

"Requester 135949 = Maney Stasch

|
“Requisition Date 07252018 ¥ Requester Info

Origin oML "“R Onding Entry
*Currency Code USD Dollar
Accounting Date 0712572018 W)
Am rrim.
—— Requisition Defaults Add Comments L Ay

Requisition Activities -
9 Total Amount 0D UsD

3. This brings up a new screen where you can add the Supplier, UOM, Category Code, Ship to, Attention to, and chart
string all at once. IMPORTANT — CHANGE DEFAULT TO OVERRIDE.

Requisition Defaults

Business Unit 03200 Requisition Date 07/25/20158

Requisition ID} NEXT Status Pending

Default Options
Default If you select this option, the default values entered on this page are treated as part of the defaulting logic and are
only applied if no other default values are found for each field. If default values already exist in the hierarchy, they
are used, and the values on this page are not used
= Owverride . . .
If you select this option, all default values entered on this page override the default values found in the default
hierarchy, only non-blank values are assignad

Line
Buyer Q — it of Measure EA L=}
— Supplier|2F007S Qy OFFICE DEPOT INC Supplier Location [AMEX Q,
— Category (44120000 Q Supplier Lookup
Schedule
—  Ship To /0000000078 | Q WAREHOUSE *Distribute By | Quantity v
Due Date £
Ultimate Use Code x Ship Via COMMON Q
—— Attention To MRS, SMITH, ROOM 2 Freight Terms CORIGIN Q

One Time Address
Distribution

SpeedChart L=}
Distributions
Details Assel Information l_>]
Dist Percent GL Unit Fund Resource Goal Function Object Site Oper Unit
—— 03200 < 0100 < 0000000 Q. 1110 |Gy 1000 Oy 4300000 QL 001 (s} (1§

QK Cancel Refresh



4. Default is already selected; however, if you ever need to change / update anything after requisition is
made, you will need to switch to “override”.

Default Options

Default f you select this option, the default values entered on this page are treated as part of the defaulting logic and are
only applied if no other default values are found for each field. If default values already exist in the hierarchy, they

are used, and the values on this page are not used

® Override
if you select this option, all default values entered on this page override the default values found in the defauit

hierarchy, only non-blank values are assigned

5. To find a supplier, click on the look-up icon, change to contains, and begin typing in the name of the
vendor. From their you should see a list to pick from, and select the one you want.

Buyer Q /

et Supplier @ OFFICE DEPOT INC SetlD

03200
Category 44120000 Q Supplier ID| begins with ¥ /

Short Supplier Name|contains ¥ |OFFICE D

Ship T 0000000078 |Q WAREHOUSE

Look Up Clear Cancel Basic Lookup
Due Date e
ite Use Code Q Search Results
Attention To MRS. SMITH, ROOM 2 View 100
One Time Address Supplier ID Short Supplier Name Supplier Name Additional Name O

OF0075  OFFICE DEP-D01  OFFICE DEPOT INC (blank) s



6. Do the same for the unit of measure, category code and ship to if you don’t know what to pick. Always
ship outside order to the warehouse/receiving using 0000000078. STORES orders ship to site.

Line
Buyer Q
Supplier OF0075 Q) OFFICE DEPOT INC
Category 44120000 Q,
Schedule
Ship To 0000000078 |Q WAREHOUSE
Due Date #)
Ultimate Use Code Q,

Attention To MRS, SMITH, ROOM 2

One Time Address
Distributions
Details Asset Information | =K

Drist Percent GL Unit Fund Reszource Goal Function

03200, [p100|@ [poooooo  |g [1110|q (1000

Click on “OK” at the bottom and the Defaults screen returns to the 15t

Unit of Measure [EA

Supplier Location AMEX

Supplier Lookup

*Distribute By | Quantity

Ship Via COMMON

Freight Terms CRIGIN

Object Site

4300000 | & DOZ

Q

Q
Q

Q

Q



7. Add Comments here:

Header (7
“Requester |135949
*Requisition Date 07/25/2015
Origin ONL
*Currency Code USD

Accounting Date 07/25/2018

Requisition Defaults
Requisition Activities

pEHR

Mancy Stasch

Requester Info
Online Entry

Daollar

/

Add Comments

This screen will pop up. Please check on the appropriate boxes so the comments can be viewed:

Header Comments

Business Unit 03200
Requisition ID NEXT

*Sort Method | Comment Time Stamp v *Sort Sequence Ascending
Comments Find | View All
Use Standard Comments / Comment Status Active
ADD COMMENTS HERE!
¥ Send to Supplier ¥ Show at Receipt
Show at Voucher Approval Justification
Associated Document
Attach Delete

Attachment

From -> REQ 03200-NEXT

oK Cancel

Requisition Date 07/25/2018

Status Pending

Refresh

Hi

Sort

First ‘& 10f1 W/ Last

Inactivate e

g

Email



8. This is where you’d add everything for the vendor to see. Fill in Description, Quantity, and Price.
The UOM, & Category were already added in the “Req. Defaults”

Line (2 Perse

Details Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls | |[F=5k

Line [tem Description Cuantity *UOM Category Price JT
= Q L2 € [o.0000 Q Q 0
To add a Description, click on the Description Arrow and another box will pop up to type in all the
information.
Line 2 = Personaliz

Details Ship To/Due Date Status Supplier Information Item Infon tnonlz_,—:,,‘:_mributes Contract Sourcing Controls | [F=39)

Line Item Description Quantity *UOM Category Price x:]rg::s‘
1B Q@ _ FIELD TRIP L2 EQ 0.0000 EA |Q 44120000 |Q 0
Details | Ship To/Due Date J' Status || Supplier Information || Item Information ’ Atiributes \ Contract H Sourcing Controls ‘
ne Item Description Quantity *UOM Category Price m&’di“
10 la §5._0.0000 LEA_la la4120000 @ | 0 0.
Requisitions
fiew Printable Version - e
Help
il Save ||=] Notify !?LC Refresh | FIELD TRIP ADMISSIONS FOR SANTEE SCHOOL ON OCTOBER 28, 2018
40 STUDENTS @ $10.00
10 ADULTS/CHAPERONES @ NO CHARGE




9. To add a vendor item #, click on “Supplier Information.” Fill in the Supplier’s Item # here.

Line 7 l

Details Ship To/Due Date Status Supplier Information Item Information Attributes Contract Sourcing Controls
: A i o~ RFQ Stockless Device
Line Item Description GTIN Required Itemn Tracking
Eh - N 1~ o >
1 = Q FABRIC PANELS 'k
O
\9

Supplier Information Item Information Attributes Contract Sourcing Controls

‘;bjl

Ire
v
—_

. RFQ Stockless Device :
Description GTIN Required ltemn Tracking Supplier Item ID S
FABRIC PANELS Py b #25811 BLUE
'
\J

i

When done, click on details and this will bring you back to where you started.

When placing STORES orders with multiple entries, you can add more than 1 entry line at a time:

Item

Line (2
Details Ship To/Due Date Status Supplier Information Item Information Aftributes Contract Sourcing Controls
Line Item Description Cuantity *LOM Category Price
= Q A 83 p.oooo a a
View Printable Version Wiew Approvals *Goto ._More...
Line (2
Details
sdfp92.erp.sdcoe.net says
Line
Enter number of rows to add: 1By
2
3 _
=l
s B
“ I:al-”:EI E
5

Merchandise
Amount

Personalize | Find | View Al | 0 | B

Status

0.00 Pending )

L4

Ship To/Due Date Status Supplier Information

Description

(o}

Q
Added<5 Lines

Q

Q

Q

First

10f1 ast

ES)

Item Information Af

A@
A@
A@

L5
L5
L5
L5
L5
L3

Quiantity

0.0000
0.0000
0.0000
0.0000
0.0000

0.0000



10. To split a budget, after entering all the information you can, click on the Schedule Icon button below.
When the next screen opens up, click on the Distribution Icon. (see second screen shot)

Line 7 Personalize | Find | View All | &Y | &S First ‘& 1of1 ‘& Lam
Details Ship TofDue Date Status Supplier Information tem Information Attributes Contract Sougeing Controls | [F52)
Lins tem Description Cluantity *LICHA Calegory Prica :‘E:;:ﬂrmﬂ Status
1 B oy |FABRIC PANELS EIR S EA |y 44120000 oy 100 0.00 Pending om B RE
Line Find | View All First ‘& 1of1 “®' Last
[tem FABRIC PAMNELS Quantity 2.0000 Merchandise Amt 200.00 USD
Schedule Personalize | Find | View Al | &Y | (& First ‘&' 10f1 ‘&' Last
Details | [F5¥
—_ - ) Merchandise -
Sched Ship To Cuantity Price Amotnt Due Date Attention To Status
100.00000 200.00 5 MRS SMITH.F & [3 Active +| =

1 & DD0OOD(CY, L=l [2.0000



Scroll to the far right of the chart string and click on the (+) icon. Add the number of addition budget lines
that you will need to split the budget.

Click OK

Personalize | Find | view Al | (2 | E First 4 1071 '} Last

Fund

Affiliate Resource Affil

Yer Proj -
it e Affiliate

sdfp92.erp.sdcoe.net says:

|  Enter number of rows to add:

— 1

__| Prevent this page from creating additional dialogs.

oK Cancel




Change the *Distribute by drop down from Quantity to Amount. Now you can change the $$$ amounts and

split into 2 or more chart strings. Add the other chart strings.

Distribution

Requisition ID NEXT

Item
Line 1

Status Active
Schedule 1

Ship Te 0000000078
*Distribute By | Amount

WAREHOUSE Quantity

Open Amount
Merchandise Amt

SpeedChart O, Multi-SpeedCharts
Distributions
Chartfields Details Asset Information Budget Information | |F5TH
Distrib Status Percent Marchandise GL Unit Fund Resource
. Amount )
1 Open £0.0000 100.00 03200 I,*' 0100 :fg 0000000
2 Open 50.0000 100.00 03200 Q0100 < (0000000
0K Cancel Refresh

|

FABRIC PANELS

2.0000 EaA
200.000
200.00 UsD
Goal Function Object Site
1 1110 (& (1000 :’_‘;‘ 4300000 .'_‘-\ 001 1‘
Q0000 Q7200 Q 4300000 |1 084 Q

When complete, click OK, then click on “Return to Main Page” to get you back to the main req. page. You can
proceed to finalize the requisition by “Saving” it, then “Check Budget”



Maintain Requisitions

Requisition
Business Unit 03200 Status Pending
Requisition ID 0000005325 Budget Status Not Chk'd g @
Requisition Name|ODDOD[I'5325 | ¥ Hold From Further Processing

w Header (7

*Requester|135949 (€} Nancy Stasch
*Requisition Date 07/25/2018 [E) Reguester Info
Origin (ONL Q Online Entry
*Currency Code uso Dollar
Accounting Date |07f25"2013 |@
Requisition Defaults Add Comments e
Requisition Activities Total Amount 200.00 USD
Document Status Custom Fields
Add ltems From (7] Select Lines To Display (7
Purchasing Kit Catalog Search for Lines
ltem Search Requester ltems Line I:|Q To Q Retrieve
Line ' Personalize | Find | View All | [E | s
Details || Ship To/Due Date || Status || Supplier Information || Item Information || Attributes || Contract || Sourcing Controls |
Line Item Description Quantity *UOM  Category Price Merchandise  status
1R |@, |FABRIC PANELS 2§ 2.0000 | EA | [44120000 |@ | 100.00000| 200.00 Pending ®
WView Printable Version View Approvals *Goto ..More... v

||E|Save |||§1“ Return to Search |||E| Notify ||O Refresh |




11. Check the Status AND the Budget Status in the upper right hand corner. You are done if you show
“Pending and Valid”. However, if you get Pending and “ERROR”, this is how you go about figuring out what
is wrong.

Status Pending X
Budget Status Error ﬂa E_!E

! Hold From Further Processing

Message

Current document has failed budget check. (10222,23)
ount Summal

TDL1 0K




Click on the Blue “Error” word. This will bring up the chart string that is causing the error.

Status F'eq:IinV X
Budget Status Error g E:_—I

Hold From Further Processing

It opens up a new window. Click on the magnifying glass with the + sign located in Details:
Budgets with Exceptions Personalize | Find | View All | £ | Es First ‘4 1 of 1
Budget Override Budget Chartfields | [F=»)

Override

Budget Transfer

Details Business Unit Ledger Group Exception More Detail

1 & 03200 KK_DETAIL Mo Budget Exists More Deta GoTo..J§

1

This will tell you what chart string is causing the error. Check to see if it was entered incorrectly. If so, you
can fix it. It you believe it to be a valid chart string, Call Dianne at X2324 to see if the account code needs to

be set up for this fiscal year.  11512action Line Details

Emg Resource Goal Function Object Site
0100 Qoooooo 1110 1000 4300000 oo

Line Status Error

Budget Date 07/25/2018

Line Amount 100.00 UsD
Quantity 1.0000

Last



12. When you get a “DENIED” Requisition, see why it was denied by viewing the Approvals.

Line
Status Denied x : R . N ; . " ; ~
Details Ship Te/Due Date Status Supplier Information Item Information Aftributes Cont
Budget Status Error ﬂﬁ ﬁ;‘

| T T R Lime Item Description Cluantity =UOM
] q = - " ~ e = ] L S ——— . 5
B 1 & 0, |FABRIC PANELS 2§ 2.0000 EA QL

Cumrent document has failed budget check. (10222,23) _ . ) _
iew Printable “ersion View Approvals 3
oK
o] Save ||[@M Return o Search || 1] Previ List ||4=] Mextin List =] Motify || i* Refresh

Click on View Approvals. It will open up to the approvals communication page:

View Approvals

Busginess Unit 03200 U
Requisition ID 0000005325
Requisition Name 00030005325

Requested For MNancy Stasch
Status Denisd

Budget Status Emor

Site Approval

Requisition 0000005325:Denied
Financial Approval

Requisition 0000005325:Denied

Return



Click on the Arrows to open up the communication, then click on View/Hide Comments to see what the
reason is:

Site Approval
w—) Requisition 0000005325:Denied () ViewHide Comments
Financial Approval
Requisition 0000005325:Denied

Site Approval

Requisition 0000005325:Denied (VigwHids Comments
Site Approval

Denied
Tory Long
Requisition Approval Site
O7/25ME - 2:08 PM

Comments

Tory Long at 07/25/13 - 2:06 PM
Site code 001 is incorrect

Financial Approval
Requisition 0000005325 Denied

Financial Approval

Terminated
Multiple Approvers
x Requisiion Approval Financia



Go back to your Requisition Defaults or to your Schedule/Distribution areas to update the chart string.
To get rid of the “Denied” status, you may need to add a comment, or change and quantity (and then
change it back again). Then you can save and check budget again and look for pending and valid.

13. You should also check your requisitions status’ weekly by looking at the existing requisitions tab. Click
on search:

Main Menu * Purchasing ™ Requisitions ™ AddfUpdate Requisitions !

ORACLE

Requisijhs

Use the pr =earch to look for an existing Requisition

Find an Existing Value Add a Mew Value

Search Criteria

Business Unit = ¥ 03200 Q,
Regquisition 1D begins with ¥
Requigition Mame| begins with ¥
Requisition Status| = A
Ornigin|_begins with ¥

Requeszter begins with ¥

Jeyeye

Requester Name| begins with ¥
Hold From Further Processing
Case Sensitive

m
Search Clear | Basic Search [

1

Save Search Criteria



Click on the drop down arrow in requisition status and hit search:
Requisitions

Use the following gearch to look for an existing Requisition.
Find am Existing Value Add a Mew Value
Search Criteria

Business Unit| = ¥ 03200 Q
Requigition ID| begins with

-

-

Requisition Mame| begins with
Requisition Status| = T Denied T
Cnigin| begins with

-

Fequester begins with ¥

pPpp

-

Requester Mame|_beqins with
Hold From Further Processing

Case Sensitive
. (= _—
Search Clear Basic Search 2 Save Search Criteria
Se Results
izolll First ‘&' 1of1 " Last

Business Unit Requisition ID Requisition Mame Requisition Status Crigin Requester Requester Name Hold From Further Processing
03200 0000005325 0000005325 Denied OML 135949  Mancy Stasch M

14. You should run a query weekly to check for error status’ that you may have missed:

M_REQ_BUDGET_ERROR - Req Budget Error Report . ]

Unit 03200 |Q,
\iew Results
Downlead results in :  Excel SpreadSheet C5V TextFile XML File (1 kb)
iew All
Unit ReqID Requisition Status Req Date Requester Entered By User Modify
000000 0 Denied 25020 135848 135848 135848

Ermar

First 1-10f 1 Last
Budget Status






