Viewing Departmental Deposit Report

Getting Started in PeopleSoft



The PeopleSoft sign-on panel will prompt you to enter information in two fields. Use the

tab key to move to the next field. <Click on> after entering the data into the
specified fields.

PeopleSoft.

User ID: IW Select a Language:
Password:l“‘*‘*‘*‘“‘*— English Espariol
Dansk Deutsch
Francais ltaliano
Frangais du Canada H#E5E
To settrace flags, click here Palski Fortugués
Mederlands Svenska
TEHE R 3T EHHI

User ID: The PeopleSoft identification name assigned to you.

Password:  The PeopleSoft password associated with the operator ID.

Viewing Departmental Deposit Report



*Please note that this report can be run at anytime to see REAL TIME information.

Home - USM Procedures = Departmental Deposit Report

Departmental Deposit Report

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

[ Find an Existing Value % Add 5 Mew Value
S

Search by: Run Control ID begins with |

[lcase Sensitive

Search | Advanced Search

First time only: Select the “Add a New Value” tab { AddaNew Value

Departmental Deposit Report

{ Find an Existing Yalue | Adda New Value

Run Control ID:| DEFT_DEP_RFT

Add

Enter a run Control ID that identifies the process and <click on> Add __ Add |

Departmental Deposit Report

Run ControlI:  DEPT_DEP_RPT Report Manager Process Monitor [RUE

*From Date |02/0142005 |5 ‘Through Date |02/28/2005 |[5

@ Chartfield O Project

‘Fund Code 10h10 |
‘Department | 360001 Q
‘Program Code 04001 |

e

From Date: Enter the date that you would like to begin viewing from.

Through Date: Enter the date that you would like to end viewing through.

Select Departmental



Deposit Report: Choose Chartfield or Project™

*IF YOU SELECT “CHARTFIELD”

Fund Code: Enter your fund code.
Department: Enter your department’s code.
Program Code: Enter your program code.

*Note: Enter program code assigned to this chartfield (i.e., 01001, 02001,
03000, 04001, 05000, 06000, etc.)

*IF YOU SELECT “PROJECT?” (for DExxxxx and SRxxxxx projects only):

Departmental Deposit Report

Run Control Il GRANMT_DEFPOSIT_RPT Report Manager Process Monitar Run
‘From Date  |02/01/200 |[+1 ‘Through Date |02/28/2005 [
O Chartfield ® Project
‘Project DEDOOT3 Q
=] fve
From Date: Enter the date that you would like to begin viewing from.
Through Date: Enter the date that you would like to end viewing through.

Select Departmental
Deposit Report: Choose Project.

Project: Enter the DE or SR number for your account.

FOR ALL:

<Click on> the Save button B save)

<Click on> the Run button  FuN



Process Scheduler Request

User ID: Wi 29941 Run Control ID: DEFT_DEFP_RFT

Server Name: PSRN ~| Run Date: 051 612005 el

Recurrence: Run Time: 11:44:21AM Resetto Current DateTime |

Time Zone: Q

Select Description Process Name Process Type Tvpe ‘Format
Departmental Deposits GENRDBD SOR Report wieb  ~|[POF ~| ¥

Ok {E')J Cancel |

Server Name: Select PSUNX from the dropdown.
Type: Select “Web” from the dropdown.
Format: Select PDF from the dropdown.

<Click on> the OK button 0K |,
This will return you to the previous screen.

<Click on> the Process Monitor link Fracess Manitor at the top of the page.

[ Process List ' Server List |

User ID: [W129541 Q, Type: * | Last: 1) | Days v
Server: ~ | Name: L Instance: to
Run + | Distribution w Save On Refresh
Status: Status
Process List C mize | Find | % Al First [+ 1-18 of 16 [ Last
Select Instance Seq. Process Type E;‘i% User Run Date Time Run Status w Details
4182 S0R Repart GEMROGO Yy129941 048/16/2005 11:44:21AM CDT  Success IS Details

<Click on> the Refresh button 72" | ynti] the Run Status column says “Success.”

<Click on> the Details link Details to the right of the report you are attempting to run.



Process Detail

Instance: 4186 Type: S0R Report

Name: GEMROTO Description: USM Monthly Detail Repor

Run Status:  Success Distribution Status:  MiA

Run Control ID: Example_Run_Caontrol Hold Request

Location: Sener Queue Request

Server: BEUN Cancel Request
Delete Request

Recurrence: Restart Request

Request Created On: 050 8/2005 1:10:23PM COT FParameters Transfer

Run Anytime After: 050 6/2005 1:10:19PM CDT Message Log

Began Process At: 050 E/2005 1:10:2TPM CDT Batch Timings

Ended Process At:  03/16/2005 1:10:33PM CDT e LD% race

<Click on> the View Log/Trace link ¥iew LoaiTrace at the bottom right of the page.

View LoglTrace

Report ID: 2840 Process Instance: 4126 Message Log
Hame: GEMROTO Process Type: SOR Report
Run Status: Success

LISM Maonthly Detail Report

Distribution Node: PSREFPORTS Expiration Date:
File List
Name File Size {byvtes) Datetime Created
Message Log 1,964 05/16/2005 1:10:41.000000PM CDT
denrdy |-E,.4185.F'DF 43,9549 05162005 1:10:41.000000PM CDT
Trace Fi 162,491 05162005 1:10:41.000000FPM CDT
Distribute To
Distribution 1D Type ‘Distribution ID
Llser W1 29941

<Click on> the pdf file aenri4 4177.FOF
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A new window will appear with the report. <Click on> the printer icon = in the
toolbar at the top of the page to print.



