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Introduction to Shared Financial System

PeopleSoft Financials version 8.9 modules are designed to be 100% browser based, work
in an internet environment, and hence called PeopleSoft Internet Architecture. It provides
universal access through a web browser, and enhanced self-service web functionality.
This Web-based design, menu driven structure, and intuitive user interface makes
PeopleSoft Applications easy to learn and navigate.

UW-System uses the following modules of the PeopleSoft Finance Application version
8.9:

Shared Financial System (SFS)
— General Ledger

— Accounts Payable

— Procurement

— Asset Management

— Accounts Receivable

Navigation Reference Guide

This guide is designed to provide guidance and introduction in the use of the SFS.
Included is basic terminology, how to navigate through the system application menu,
using pages and getting online help by using PeopleBooks.

Getting Started

Signing in to SFS Database:

The web address to the SFS 8.9 databases can be found at http://sfs.doit.wisc.edu/support/
When you click on alink to an 8.9 database, the sign in page will appear.

ORACLE’

PEOPLESOFT ENTERPRISE

User ID: I!JUK— Select a Language:

Endlish Espafiol

Password: I Dansk Deutsch
Francais Erancais du Canada

l:l ltaliano Macyar

Mederlands Morsk
Polski Portugués
Suomi Swenska

To settrace flags, click here Cedting SE3
E=0 Pycrmi
Ty CACA
oy L i el



http://sfs.doit.wisc.edu/support/

1. Typeinyour User 1D and initial Password (both are case sensitive, User ID’s are
CAPITAL Letters, passwords are mixed-case)
2. Click the Sign in button to log into SFS.

The following Home Page is displayed providing you entered avalid user ID and
password.

ORACLE’
Sign ou

Personalize Content | Layout Help
Menu =
Search:
| &
[= Ny Favarites
[» Supplier Contracts
[> Order Management 1
> Wendors M al n TargEt
[ Purchasing
[> eProcurement M enu Area.
[» Semices Procurement
I> Accounts Payable

[ Commitment Control

[ General Ledger

[> Allocations

[: SCM Integrations

I et Up FinancialsiSupply Chain
I Enterprise Components
[ Worklist

[ Reporting Tools

[ LW niision

[: PeopleTools

[> 5F S Extensions

— Tax Center

— Change by Password

— My Personalizations

— iy Systern Profile

— Ny Dictionary

The main or home page contains the Main Menu, or the general list of areas that you can
link to and also includes user specific links such as (Change My Password, My
Personalizations, and My System Profile). Depending on the security level, the menu
may have more or less items than the one shown above. See Chapter 2 for additional
information regarding the home page.

Changing your password

Follow these steps to change your password:
Click on the “Change My Password” link at the bottom of the M enu:



Menu B EE

Search:

[> My Favarites

[ SF5 Extensions

[ terms

[ Wendars

[» Purchasing

[ Services Procurement

[» Accounts Payahle

[ Azset Management

[» General Ledger

[» Set Lp FinancialsSupply Chain
[» Enterprise Camponents

[ Worklist

[ Application Diagnostics

[ Tree Manager

[ Re
[

. ik
— My Systern Prafile
— My Dictionary

The “Change Password” page is displayed with your user id and name. Enter your
current password, your new password, then reenter your new password for confirmation,
and click on the “ Change Password” button.

Change Password

User D JUKA
Description:  Kuhn, Jeffrey

*Current Password: |

‘New Password: |

"‘Confirm Password: |

Change Password |

Once you click on the * Change Password” button, the following “ Saved” message
flashes in the upper right hand side corner of the page and your new password is now in
effect.

Mew Window | Help | Customize Pag Saved

Password Saved

“ Your password has successiully been changed. C| |Ck on OK tO return
to the Main Menu




Signing out from PeopleSoft Database

To terminate a user session in SFS, click the Sign Out link in the upper right hand corner.
DO NOT SIMPLY CLOSE THE BROWSER WHEN DONE, there is a chance this can
cause issues within the system.

Home Wiorklist Add to Favorites

Understanding Navigation

PeopleSoft applications are made up of navigational structure, components, and pages. (A
component is simply agroup of related pages.) These elements help to enter new data
and change, modify or delete existing data.

Even though SFSis aweb based application it isnot recommended that the web
browser tool bar be used when logged into PeopleSoft and therefore you should never
usethe Back button on the web browser tool bar. Internet Explorer isthe
recommended web browser when using SFS.

Do not use this toolbar to navigate within SFS!!
\_) Back - \_J - \ﬂ \ELI . ;\J | /-__‘| Search ME:'.\_{) Favorites {‘3

T ‘._-—.;: = ﬁ f‘

Y ou can press the F11 key in Windows Explorer to use the full screen and see more of
the entry screensin SFS.

PeopleSoft Home Page

Every time you sign in to PeopleSoft, the PeopleSoft “ Home Page’ is displayed first.
PeopleSoft “Home Page” consists of Universal Header, Menu or Left Hand
Navigation, and the Target Area.



OCRACLE’ Universal
Personalize Content | Layout Header

Menu =2 B

Search:

[ My Favarites

[> Supplier Contracts

[> Order Management 1

[ Vendors M an
[ Purchasing

[> eProcurement M enu
[ Serices Procurement
[- Accounts Payahle

[> Cormmitment Contral Target
[ General Ledger

[ Allocations Area

[> SCM Integrations

[- Set Up Financials/Supply Chain
[ Enterprise Components

[+ Winrklist

[ Reporting Toals

[ LWy nVigion

[> PeopleToals

[ SFS Extensions

- Tax Center

— Chanoe iy Passward

— bty Personalizations

— hity Systern Profile

— bty Dictionary

The Main Menu contains the folder list, user specific hyperlinks, and helpsto navigate
through different pages. PeopleSoft uses hierarchical type of navigation and contains a
list of folder drilldowns or dropdowns. This folder drilldown structure expands and
collapses based on the selection. To navigate, click on the item you want to use, the
folder will expand to show additional options available. Y ou can collapse and expand

the main menu by clicking on theE button in the upper right corner of the menu
for additional screen space.

Target Area isthe areain the browser window where the Home Pages and the
Components are loaded. Y ou can navigate to components through the main menu or
through the home pagesin the target area. The home pages are pictorial representations
of the main menu.

As seen here, navigating to Asset Management - Financial Management shows the
available options under thisfolder. The target area also shows the same foldersin an
easy to use page. Clicking either in the Target Area or the Main Menu will take you to
the same place. Only one folder will be expensed at one time, the others will
automatically collapse (if opened).




ORACLE

[ My Favorites

- Supplier Contracts
= Order Management
> Wendors

;I Main den.

sy
'\%‘ Asset Management

Aocess Azset Management.

Add to Favorites

[> Purchasing ]——% Asset Transactions

¢ ePrn.curement 0] Administer financial and non-financisl assst
[- Services Procurement transactions like Adds, Adustments,
transfers & retires

Search for an Asset
| Use the asset search utility with drill-down
to asset details.

ﬁ'\ Depreciation
é Process and review regular and group asset

deprecistion
(= Open Transactions

> Travel and Expenses
[- Accounts Payable

[ Diepreciation

[ Accounting Entries

[ Financial Repors

[» Send/Receive Information

[ General Ledger
[ Allocations

L= Ovvned Assets

« Agzet Management 1Leazed Assets
[» Asset Transactions [ Acquisition Details
4 More. .

=—E_% Accounting Entries
Ej] rocess and closs accourting activities

E] Service and Maintenance
Create and maintain insurance and

_ Financial Reports
= oduce reports and load reporting tables

»"1&‘ Asset Definitions Center
S5 Administer Asset setup and configuration

‘—:: SendReceive Information
Eg Send and receive Asset Management data

I» Service and Maintenance Review Financial Entties Asset Details ransactions
— Search for an Asset Freview Operating Leases 1 Leased Assets Target
— fAssel Definiions Center Beview Asset Journals [ Accounting Entries A
e 2More..
[ Cammitment Contral 2More.., rea

servicedrepair information

[> SCM Integrations
[ = inancialsiSupply
w\\ Collapsed

Folder
The Header areaislocated at the top upper right hand side of a page and remains static
as you navigate through different pages. The Navigation Header contains the following
navigation links/tools: Home, Add to Favorites, and Sign out.

Favorites

‘Add to Favorites' allows you to create alist of book marks to your most frequently used
folders/pages. Once you add a favorite page, it is maintained in the“ My Favorites’
folder in the menu. Thislink isfound at the top of the main menu.

ORACLE’

Personalize Content | Lavout

Menu = B

Search:
| 4/@_/

[ My Favarites

[ Supplier Contracts

[ Order Management

[> Wendors

[: Purchasing

[ eProcurermnent

[ Serices Procurernent
[ Accounts Payahle

[> Comrmitrent Contral
[» General Ledger

[> Allocations

[- SCM Integrations

[> Set Up FinancialsfSupply Chain
[ Enterprige Components
[ Warklist

[ Reporting Tools

[ LY nvision

[» PeopleTools

[ SF 3 Extensions

— Tax Center

— Change by Password
— My Personalizations
— hly Systern Profile

— by Dictionary

To add to your “Favorites’ go to the menu and click on the folder, (drilling down to the
component) then click on the sub folder and click on the selected component that you'd
like included as a“ Favorite”. Once the component that you want is displayed, click
“Add to Favorites’ from the Header located in the upper right hand corner of the screen.
For example, say you wanted to add Query Manager to your list of favorites. Navigate to



this component (Reporting Tools 2 Query - Query Manager). When Query Manager
loads, pressthe * Add to Favorites' link from the header.

ORACLE : :
Add to Favorites

&) |- e Windov

[ Wy Favorites
[> Supplier Confracls Query Manager

Help | Customize Page | 5

[> Order Management
[ fendors

[> Purchasing Find an Existing Query | Create Mew Query
[ eFrocurement

b Senices Procurement ‘Search By: [Guentame =] beginswin |
[> Travel and Expenses
[> Accounts Payahle Search I Advanced Search
[> Azset Management
[ Commitment Control
[> General Ledger

[ Allocations

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

[> SCM Integrations Find an Existing Query | Create Mew Query
[> Set Up Financials/Supply
Chain

[> Enterprige Componenis
[ Worklist
= Reporting Tools

— Gchedule Guery

A new screen will appear. Y ou can change the name of the link if you desire, or else
press OK.

Add to Favorites

Flease Enter a Unigue Description for this Favorite PreSS the
OK button
to save the

favorite

Back on the main menu, under the ‘My Favorites section, thereisnow alink for Query
Manager. The customization of ‘My Favorites' is specific to each user.

‘Description: |puer\,r Manager

Personalize Content | Lavout
Menu -]

Search:
®

- by 5
— Query Manager
— Add to F awarites

— Edit Favarites
[> 5F5 Exensions
[ ltems
[ Wendors
> Purchasing
[- Services Procurement
> Accounts Payable
> Assel Management
> General Ledger
> Set Up Financials/Supply Chain

> Enterprise Components
[ Worklist

> Application Diagnostics
> Tree Manager

> Reporting Tools

> PeopleTools

— Chane My Password
— Iy Personalizations

— hty Systermn Profile

— My Dictionary

Since the navigation can be complex for some pages, it isagood ideato set up favorites
for frequently used items to simplify using the system.



Navigation through the system

Accessing information stored in SFS through pagesis called Navigation. As mentioned

in Chapter 2, you navigate through the Menu to select the component (page) you want to
use. You can also use the target area to navigate to pages.

To begin navigation using the menu:
Step 1 — Click on a selected folder from the menu column. For example you want to see
what vendors are in SFS for your Business Unit. Click on “Vendors’ folder. Thisaction
expands and displays the contents of thisfolder.
Step 2 -Clicking on “Vendor Information” sub folder displays its contents or hyper links

to components (pages).

Step 3 - Clicking on “ Add/Update” hyperlink displays the corresponding page. When

you click on the Vendor Hyperlink, the page will load in the target area.

Step 1

Search:

Step 2

Search:

[= My Favorites

[ 5F5 Extensions

[+ tems

« Yendars
[ Yendor Information

[ Purchasing

[- Services Procurement

[ Accounts Payvahle

[= Azset Management

[ General Ledger

[ Set Up FinancialsfSupply
Chain

[ Enterprise Components

[= Worklist

[= Application Diadgnostics

[= Tree Manager

[ Reporing Tools

[ FeopleTaoaols

— Change My Password

— iy Personalizations

— My Systerm Profile

— Ny Diictionany

[= My Favarites

[ EF5 Extensions

[+ [tems

= Vendors

= Yendar Information
[ AddfUpdate
[ Maintain

[ Furchasing

[- Bervices Procurement

[= Accounts Payahle

[= Asset Management

[ General Ledger

[= et Up FinancialsrSupply
Zhain

[ Enterprise Components

[= Wiarklist

[= Application Diagnostics

[ Tree Manager

[ Reporting Toals

[ PeopleTools

— Chande My Password

— My Personalizations
— hiw Swetarn Profila

Step 3

Search:

[= by Favarites

[» 3F5 Extensions

[= tems

= Wendars

= Wendar Information

* Addilpdate
—endaor
[> Maintain
[ Purchasing
[» Services Procurement
[= Accounts Pavable
[ Azset Management
[ General Ledger
[ Set Up FinancialsrSupply
Zhain
[ Enterprise Compaonents
[= Wyorklist
[ Application Diaghastics
[ Tree Manager
[» Reporing Toals
[ PeopleTools
— Change My Password

— hlw ParcnnaliTatinnes

(While navigating through the menu, you will notice the target area is changing based on

the selection made.)

10



Working with Pages in SFS

Pages are the method to enter data into the SFS Database.

Keys and Search Pages

A field, or combination of fields, uniquely identifies every record within atable in SFS.
For example, in the Asset Management Module, Business Unit and Asset ID uniquely

identifies asset records.

These display-only fields that uniquely identify data are called keys. To display a page,
you need to enter the keys to search for on the Search Page so the system can return the
correct data. A search record isthe list of defined search keys that help locate data.
These arethefieldsthat are prompted on a search page. Every transaction page has a

search record associated with it. 1f you select other pages that have a common search

record (such as pages within a component), you will not be prompted to enter the search
criteriaagain. You will only need to enter new search keys when you select a new page
outside a component that has a different search record.

The following buttons are located on Search pages of al types.

| Search |

Processes the search once you have entered search
criteria in the key fields above the Search button.

[ Clear_|

Clears entered text from all fields on the page so you
can enter new criteria.

Search Pages

There are two types of search pages: the basic search page and the advanced search page.
Typicaly, the advanced search page is shown, as seen below. The advanced search page
generally offers several keysto search for your record. It allows you to enter multiple

criteriato narrow down the returned results.

Advanced Search for Journal Entry

Create Journal Entry

Enter any infarmation you have and click Search. Leave fields blank for a list of all value
j Find an Existing Value _Add a Mew Value |

Business Unit: = [T Q
Journal ID: |begins wirith j|
Journal Date: = = 5
Document Sequence Number: | hegins with :IT
Line Business Unit: = | | a,
Journal Header Status: |= j | j
Buiget Checking Header Status: | = j | j
Source: I;, | Q

Search | Clear | Basic Search Save Search Criteria
Find an Existing Yalue | Add a Mew Walue

Notice next to
each field, you can
also change the
type of search (=,
beains with...)

L —

Totoggle
between search
pages, click the
‘Basic Search’
link.

11




Basic Search for Journal Entry

Create Journal Entry

Enter any infarmation yvou have and click Search. Leave fields hlank for a list of all values.

Noticein the basic

[ Find an Existing Value " Add a Mew Value | search here, you
_ _ " can only search by
Search by: |[EMEIEENN :]'LJWADM
equalsto (=).

Search | Advanced Search

Find an Existing Value | Add a Mew Yalue

Thereisadrop-down list in the Search By. Y ou can select the key field to search with on
the most basic searches by changing the criteria. In this example, each field that is
available on the Advanced Search can be used in the basic search. However, you can
only use one field in the basic search, as seen here.

Create Journal Entry
Enter any inforrmation you have and click Search. Leave fields blank for a list of all values,

J Find an Existing Value {_Add a New Valug ',

Search by: |Business Unit x| =[uriapm
‘Hudget Checking Header Status
Business Unit
Search |ADDcumentSequence Mumber
Journal Date
Jaurnal Header Status
Jaurnal ID

Line Business Unit
Source

Find an Existing

Entering Search Criteria

The search page will bring back records based on what you enter in the dialog box(es). If
there is only one match, the page will load with the one record that matches. For
example, in the Vendor search above, if we enter SMITH in the Vendor Namefield, alist
of all vendorsthat begin with SMITH will be returned. Click on one of the results to load
the page.

12



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

[ Find an Existing Value {_Add a New Value |

SetlD: = - [LiADM Q.
Vendor ID: [ begins with x|
Persistence; |= j | j
Short Vendor Name: |begins withj|sru1|T Q
COur Customer Numl]-er:lbegins withj| Q
Name 1: |begins withj| Q.
[ mclude History [~ Correct History [ Case Sensitive

Search | Clear | Basic Search Save Search Criteria
Search Results

1-14 of 14

SetldD VendorID Short Vendor Name Our Customer Number Name 1 Persistence
UWADM 0000002524 SMITHBUFFY-001  (blank) SMITH, BUFFY One Tirme
WADM 000000261 4 SMITHCANDA-001  (blank) SMITH, CANDACE 5 One Time
LWADM 0000001016 SMITHGARYS-001  (hlank) SMITH, GARY S Regular
LWADM 0000001043 SMITHGARYS-002  (blank) SMITH, GARY 8 Regular
UWADM 0000002084 SMITHGREG-001  (blank) SMITH, GREG Reqular
WAL 0000001399 SMITHJAYL-001 (hlank) SMITH, JAY L Eegular
WADM 0000001505 SMITHJERMMEO01  (hlank) SMITH, JERMIFER A Regular
WADM 0000003443 SMITHIULIA-001  (blank) SMITH, JULIA A One Tirme
UWADM 0000001810 SMITHLAMON-001  (blank) SMITH, LAMOMNT One Time
JWADM 0000002563 SMITHLAURE-001  (blank) SMITH, LAUREN B One Time
LWADM 0000003303 SMITHPEGGY-001  (hlank) SMITH, PEGGY S One Time
UWADM 0000003494 SMITHSECQU-001 (blank) SMITH, SECQUOYAH JR One Time
UWADM 0000001841 SMITHSHARA-001  (blank) SMITH, SHARAINE One Time
WADM 0000003256 SMITHWIRGI-001 (hlank) SMITH, WIRGIMIA L One Time

The search function will display up to 300 entries from the database in the Search Results
list. If your search retrieves more than the maximum of 300 entries, the Search Results
will indicate 1-100 of 300. Y ou should attempt to narrow your search in another way, if
you are not able to retrieve the data you need on the first attempt.

Search Results

Only the first 300 results can be displayed. Enter more information above and search again to reduce the number of search results.
Wiewy Al 1-100 of 300 [ Last

To display all the records that have been retrieved, click on the *View All’ link.

Include History and Correct History

Depending on your level of security, you may see the ‘Include History’ and ‘ Correct
History’ check boxes as options. Y ou can select what type of action you want to perform
for your record before retrieving that record by selecting the appropriate checkbox. The
Vendor Search page seen here is an example of thisfeature.

13



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

| Findan Existing Value " Add a New alus

SetiD: (= =l UwiaDM Q
Vendor ID: |hegins Withj|

Persistence: | = j | j

Short Vendor Name: |begins withjl

Our Customer Number: | begins with x| |
Mame 1: | baging with j|
< T Include History [ Corl'e@t ase Sensitive

T —— y |
Search | Aedl 1 Basic Search Save Search Criteria

P2 oL

Find an Existing Walue | Add 3 Mew Walue

Include History Includes future, current, and historical dated
rows.

Correct History Allows a user to make a comrection without
creating an effective dated row. This
function should be available to authorized
personnel only.

Working with pages

Pages are the primary window by which you view or alter datain SFS. Pages are
representations of rows of datain the SFS database. Each page provides features such as
buttons or links to help navigate to other pagesin the system. These features are
discussed in more detail in Chapter 4.

It is helpful to be familiar with the types of page elements that are encountered and how

they work. The different kinds of data-entry fields are available to provide a ssmple way
to enter and update data within SFS.

14



Data-entry elements, which are associated with specific database fields, include the
following:

Check Box Small, square box that enables

or disables an option. Typically,
o Budgetary Only you select the check box by
clicking within it; this adds a
check mark and the option
becomes enabled. Click it again
to clear the check box and the
option is disabled.

Drop-
down list

Rectangular box similar to an
edit box with a prompt button

box i within the box. Clicking the
prompt button expands the box

to display a list of valid values

from which you can select a

single option.
Edit Box Rectangular box into which you
enter data. The size of the edit
'Stort Description: |C hancellor box—the number of characters

you can enter—is determined by
the length of the database field.
Edit boxes for fields with prompt
tables have a prompt button to
the right.

Grid Entry fields arranged like a
spreadsheet with a navigation
bar or footer and (Add) and/or
(Delete) buttons for each row.

Long Edit -

¢

Box Long rectangular box into which
you enter long text items such
as comments.

E
Radio * Reject Small round button that
Button represents one option in a
. .
Recycle group of mutually exclusive
" Warning options. Only one radio button
in a group can be selected at
one time (by clicking it).
Scroll An area where entry fields are
Areas arranged in a framed area with

a navigation bar or footer. Each
row of data may contain (Add)
and/or (Delete) buttons.

Required Fields

In most applications, an asterisk next to afield indicatesit isarequired field. Unlessthe
page has deferred processing, you will need to enter datain the field in order to navigate

15




to the next field or save the page. Deferred processing is afeature in PeopleSoft that
waits for a specific action (such as pressing save) before validating fields. If you attempt
to save the page before entering all required data, the first required field that isn’t
completed will turn red and an error message will appear. Click ‘OK’ on the error
message and enter correct datain the field. Often, required fields have drop-down lists or
prompt buttons to assist in entering the correct data. Make use of these promptsto help
find the correct data.

/Bummary_} |dentifying Information " Address Y Contacts <&Tocation

Setin:  LWADM

vendor: 0000000047  Short Vendor Name:

'endor Address

Tabs on apage,
click to navigate

CAMBRIDGET-001 MName:  CAMBRIDGE TECHMOLOGY PARTMERS

Press‘View All’ to
see dl 7 records

here, or press[} to
Address ID: 1 = . ! p
- navigate through
Description: |
records

Effective Date: |n1m1 13900 B

Status: | Active = l \

Country: [Uen @ G| L ook up Insert or

0 5470 SPRUCE STREET
Address 1: : Val ue Del ete a
Address 2:
Row of
Address 3: I
city: [MinnEAPOLIS data
Postal: I55446

State: IMN Q Minnesota

Email ID: |

>

i
‘Type Prefix Telephone Extension
= || | =

B cave | L Return to Search | +E Mextin List | +E Previous in List | = Motify *, Refresh | B Add | Update/Display

Summary | Identifring Information | Address | Contacts | Location

A component is agroup of related pages. Simply select atab on a component to access

that page.

Message when navigating to another page

Microsoft Internet Explorer

You have unsaved data on this page. Click Ok ko go back and save, or Cancel ko

® conkinue,

Ik I Cancel

16



This message will be displayed when there is unsaved information on the current page
and you attempt to navigate to another component (group of pages). If you do not wish to
save the information, select “Cancel”. Selecting OK will return you to the current page so
that the new information can be saved. This may be the opposite of what is expected.
Previously we selected “Cancel” to return to the panel we were working on and “OK” to
move to the next panel without saving the changes.

Timeouts

For increased security on SFS, connections are expired after 60 minutes of inactivity.
This meansthat if you have an open connection to SFS, after 60 minutes, this connection
will automatically log off. When you log back in, you will not return to the page you
wereworking on, you will be back at the main menu. If you time out, any data you
entered without saving will belost.

Using Keyboard Shortcuts

PeopleSoft Pure Internet Architecture provides buttons and links to help you process
transactions within SFS. In general, if the action to be performed is related to navigation,
it appears as alink, which you can click to move to another page. If the action istruly an
action, such as save or process, it appears as a button. Click the button or link to carry out
the command.

If agrayed out button appears on your page, that action is currently not available to you

or isinactive. For example, when working in atransaction for the first dataset from a
search list, you might see the following:

E  MedtinList | Previous in List

Y our only option in thisinstance is to click the Next in List button.

Similarly, links often appear at the bottom of your page to indicate which of the
components pages you are on. This example shows the Journal Entry Component. The
Header is not actually alink, asit is not underlined, because that is the page you are
currently on. Y ou could navigate to the other pages by clicking on the link. Y ou can also
use the folder tabs on the top of the component.
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/ Header Y Lines | Totals Y Emors ) Approval

Unit:  LyWADM Journal I NEXT Date: 1212002004

Long Description: I i‘
‘Ledger Group: IACTUALS Q, " Auto Generate Lines

Ledger: I Q Adjusting Entry: | Mon-Adjusting Entry ¥ |

‘Source: I?”%DW1 Q Fiscal Year: 2005

Reference Number: I Period: I 6 Q

SJE Type: I 'I ADE Date: |1 20202004 [#)

Journal Class: I aQ, [T save Journal Incomplete Status

Transaction Code: IGENERAL Q

Currency Defaults: WD CEEMT /1
Reversal Do Mot Generate Reversal Cammitrment Contral

B save =l Hotify % Refresh Er Add |

Header | Lines | Totals | Errars | Approval

Page links in a component

Most buttons and links in the system are self-explanatory; however, in this section, we
provide details about some processing buttons, toolbar buttons, and pop-up menus.

Tool Tips

Tool tips are pop-up text messages that appear on your page when your mouse hovers
over abutton or link. Sometimes called hover text, tool tips display additional
information about the action that the button or link performs. Prompt buttons, for
example, display what the system will look up for you. Toolbar and search buttons
display text describing the button and the hot key to accessiit.

Using Toolbar Buttons

The toolbar appears at the bottom of most pages. The toolbar may include search list
navigation buttons, page navigation buttons, and page action buttons, but the tool bar
changes depending on the type of page that’s active or the settings that the developer has
set for aparticular transaction. Not all buttons shown in the following table appear on

every page.
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Apply

Cancel

B Save

FERE

£ Return to Search |

+E

NextinList |

+E

Prewious in List |

Nexttab |

Frevious tab |

LpdateiDisplay |

Zllnclude Histl:unrl

EfCDrrectHistnwl

E!

Add

i Refresh

i

5 Related Links |

L

=] motify

&

Spell Check

Click to apply the data input without returning to the main page, in case you
want to perform additional searches. Usually found on a page that you opened
by clicking a prompt button.

Click to accept the data input made on an auxiliary page and return to the main
page.

Click to clear the page and any data that you may have entered or changed
without saving. When you click Cancel, the system doesn’t warn you to save
changes. Click Cancel if you entered data incorrectly and want to begin again.

Click to send the information that you’ ve entered on the page to the database.
Y ou generally save when you come to the end of a component. The Save
button updates the data for all pages in a component. When activated, the
system displays the saved message in the upper-right corner of the page.

Click to return to the search page.

Displays the information for the next data row in your search results grid. This
button is unavailable if you didn’t select the data row from a search results
grid, if there was only onerow in the grid, or if the datathat appearsisthe last
row in the grid.

Displays the data for the previous data row in your search results grid. This
button is unavailable if you didn’t select the data row from the search results
grid, if there was only onerow in the grid, or if the data that appearsisthe first
row in the grid.

Displays the next page in the current component. If you are in the last page of
the component, this button is unavailable.

Displays the previous page in the current component. If you're in the first page
of the component, this button is unavailable.

Click to access existing rows of datain the database. If datais effective-dated,
only current and future rows appear.

Displays all rows of data: current, future, and history.

Click to access existing rows of datain the database and display al effective-
dated rows. Enables you to update all rows, including history rows.
Note. This button is available only if you have the proper permission.

Click to add arow of datato the database for the current transaction.

Click to force atransmission to the application server to validate al data
entered on the page.

Note. This button is displayed only for components that are enabled for
Deferred Mode Processing.

Displays when there are several pages that are related to the current page.
Click to access a new page containing alist of related page links.

Click to access the Send Notification page, where you can specify names,
email addresses, or worklists to send notifications (currently not used in SFS).
Click to activate spell check for all spell check enabled fields on the page.
Each field is checked individually. As each field is checked, processing
continues to the next field, displaying the spell check page if there are errors. If
there are no errors, the No Errors message appears.
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Using Access Keys

Access keys move the focus of your cursor to a particular button on a page. Press enter to
carry out the command; thisis the equivalent of clicking the appropriate button.

The following table outlines the shortcuts that you may use in place of clicking the
equivalent action button. After pressing the desired key combination, you must then press
the enter key to carry out the action. For example, to save a page press alt+1 followed by
enter. Note that some access keys have multiple actions assigned to them, and the usage
depends on the currently active page.

Y ou can a'so use access keys for page tabs to help you move between pagesin a
component. Identify these access keys by noting the letter in the page tab name that is
underlined. To access a page, press alt and the underlined letter, and then press enter to
carry out the action.

Alt+9  Accesses the Help line.

Alt+\  Toggles between Update/Display, Include History, and Correct History action modes on
the toolbar on a transaction page.

Ctrl+ Z Accesses the menu search box.

Using Hot Keys

Hot keys perform immediate actions. When pressed, the designated actions occur. Notice
that several hot keys perform different functions depending on the page that you are on,
such as a transaction page or a search page.

ALT+1 Saves a page in a transaction.
Moves to the Search or Add button on a search or lookup 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 the in list when the button is active.

ALT+5 Accesses the Look Up page.
Opens the calendar prompt.

ALT+6 Opens the pop-up window on a page.
ALT+7 Inserts one or more rows in a grid or scroll area.
ALT+8 Deletes a row in a grid or scroll area.

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

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

ALT+* View 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.

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

CTRL+Y Toggles the menu pagelet between collapse and expand.

CTRL+  Toggles the focus through the frame set.

TAB

ENTER  Activates the OK button, where appropriate.
On a search page, activates the Search button.
On a lookup page, activates the Look Up button.

ESC Activates the Cancel button, where appropriate.

Using Scroll Wheel on Mouse

Use caution with the “ scroll” wheel on your mouse. Until you become comfortable with
the web navigation and moving from field to field, be aware that when you arein a
particular field “scrolling” can result in adifferent value being selected. Y ou must be sure
to click out of afield after selecting the appropriate value. Some panels default into a
field that can be scrolled.

For Example:
Here the Payment Handling code is set to Specify
*Payment Handling:

ISpEEiﬁ" :I"r Cm & Carmpus Mail

[ USRI NS N PR T W

With the scroll whedl still in the field, the Default can be selected by mistake:
*Payment Handling:

IDEfﬂU” =lcm @ Carmpus Mail

After clicki nf; on OK at the bottom of the page — the wrong value has been selected.

*Payment Handling:
I Default - I QL

Selecting OK at the bottom of the panel saved this vendor as a“ Default” Payment
Handling rather than the Campus Mail code because the user scrolled to “Default” using
the wheel to move around the page. After selecting avalue, click onto another part of the
page — not necessarily another field. Roll the cursor out of the field and click. Try thisa

21



few times as you are getting started so that you know how to properly get out of afield.
You can also “tab” to the next field.

Data Entry: Field Formats

Upper Casevs. Lower Case— Many datafieldsin SFS are case sensitive. SFSwill not
convert data to one case or another unless the field requires the entry to be all capitalized
(i.e. State). In these cases, the system will convert the entry into the proper format.

Names — Names are stored in SFSin the following format: Last Name,(no space)First
name (space with no punctuation) middleinitial.

Dates— Type datesasMMDDY'Y. SFSwill automatically place the slashes and
complete the year to four places after you tab out of the field (i.e. 020504 becomes
02/05/2004 when you leave the field). Enter alower caset for today’ s date.

Dollar Amounts— Typein the dollars with the decimals if there are centsto enter. The
system will insert commas into larger numbers.

Social Security Numbers— Type SSN nine digits without dashes. SFSwill insert the
dashes after leaving the field (i.e 444556666 becomes 444-55-6666).

Z1P CODE — Type ZIP CODES as either five or nine digits. SFSwill insert the dash if
needed after leaving the field (i.e. 537150484 becomes 53715-0484).

Phone Number s — Type phone numbers with ten digits. SFSwill insert a slash and dash
after leaving the field (i.e. 7154234222 becomes 715/423-4222).
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Customize PeopleSoft

Near the bottom of the Main Menu, thereisa hyperlink called ‘My
Personalizations'. Thiswill allow you to set specific per sonalizationsto aid in using
SFS.

— Change My Password
— My Personalizations
— My Svstem Frofile

— My Dictionary

The following four options are available. The ‘Navigation Personalizations' aid in page
navigation.

Changes to Personalization settings recuire you to log off and log back on in order to take effect.

Personalization Categories

Description Personalize Option
General Options Farsonalize Option |
Regional Settings Personalize Option |

System & Application Messages

Mavigation Personalizations

Restore Defaults |

Ciption Category:  Mavigation Personalizations

Personalizations

Personalization Option Default Value Override Value

Automatic menu collapse Mo | j Explain
Tab over Salendar Button Mo IYES x| Explain
Tab over Grid Tabs Mo | j Explain
Tah over Header lcong Ma | j Explain
Tab over Lookup Button Mo | j Explain
Tab over Mavigation Bar Mo I ﬂ Explain
Tab aver Browser Elements Ma | j Explain
Tab over Page Links Mo | j Explain
Tab over Related Page Links Mo I j Explain
Tab over Toolbar Mo | j Explain
| Restare Cateary Defaults |

ok | cancel
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Thereis ablue hyperlink called ‘Explain’ that describes what each personalization does.
Tab over means your cursor skips over the icons when you are entering data and using
the tab key instead of your mouse to move to the next field. In the above example, the
‘Tab over Calendar Button’ is changed to yes, so when you are tabbing on a page, it will
not stop on the calendar button.

Getting Help

Finding Functionality in SFS

On the top of the main menu, thereis a search box. This search is used to find pages
within SFS.

Search:

| ®

[= My Favorites

To find functionality in SFS, type in aword or phrase in the search box that describes
what you are trying to do, such asreview vendor. The results will bring back best
matches to your search, as seen here:

Search

Enter search keywords separated by a space. Use quotes for any phrases. For example: Cities
Countries 'United States’

% Mew Search " Search Within Results

|ReviewVendor Custormize Settings Search Tips

Hide Summaties

Search Resulis

1 Beview VYendaors

Search for existing vendors based on search criteria.
Home=%endars=Yendaor Information=2ddUpdate=Review Yendors

2 Eeview Yendor Pavments

Review payiments made to a paricular vendar
Home=Travel and Expenses=Audt=Review Paymentz=Review Vendor Payments

3 Approve Vendor

Review wendar data for appraoval such as address, cantacts, and lacations.
Home=%endors="endor Information=2pprove=~Spprove Yendor

Click on one of the blue hyperlink to go directly to the page. The navigation isalso
shown for reference.
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Page help

In the upper right hand corner thereisa‘Help’ hyperlink. When you are in a page, and
press help, a new window will open PeopleBooks specifically to the page you are
working on, if available.

The following screenshot is the Journal Entry page. Asyou can see, the ‘Help’ hyperlink
isavailable in the upper left hand corner.

[/ Header % Lines " Totals " Emors | Approval

Unit:  LWADM Journal ID: - MEXT Date: 12022004

Long Description: I

<l

‘Ledger Group: IACTUALS Q, [T Buto Generate Lines
Ledger: I Q Adjusting Entry: INon-Adjusting Entry ‘l
‘Source: I Q Fiscal Year: 2005

Reference Number: I Period: I BQ
SJE Type: I 'l ADB Date: |1 210202004 Eﬂ
Journal Class: I Q [T save Journal Incomplete Status

Transaction Cocde: IGENERAL Q

Currency Defaults: USD 7 CRRNT /1
Reversal Do Mot Generate Reversal Commitment Contral

B sae | B Natiy | b Rsfresh | E Aadd | J UpdaterDisplay |

Header | Lines | Totals | Errars | Approval

Pressing this hyperlink in this case will open a new window with all the available help
for this page.

Wultiple help topics found. Click on the topic you want.
PeopleBooks

PeopleSoft Enterprise General Ledger 8.9 PeopleBook: Making General Ledger Journal Entries

PeopleSoft Enterprise General Ledger 8.9 PeopleBook: Using Open Item Accounting

PeopleSoft Enterprise General Ledger 8.9 PeopleBook: Processing Yalue Added Tax (WAT) Transactions in General Ledger

PeopleSoft Enterprise General Ledger 8.9 PeopleBook: Using Commitrment Control in General Ledger

PeopleSoft Enterprise General Ledger 3.9 PeopleBook: Using Entry Events in General Ledger

PeopleSoft Enterprise Global Options and Reports 5.9 PeopleBook: Managing Multiple GAAPs and Prior Period Adjustments

PeopleSoft Enterprise Application Fundarnentals 8.9 PeopleBook: Setting Up Ledgers

Select alink to open the associated PeopleBook.
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PeopleBooks

PeopleBooks are available on the internet for reference. When you click on the help link
on any PeopleSoft page, you will be taken to PeopleBooks.

The PeopleBook main page looks like the following:

PeopleSoft.

PeopleSoft Online Library

English

{ Search

Search all documentation

Enter the ward{s) to search for:

Advanced Search

|»

Welcome to the PeopleSoft Online Library

Choose a Documentation Type:

PeopleBooks

The left hand side allows you to enter aword or phrase and search through PeopleBooks
for the word or phrase. Y ou can aso open a specific PeopleBook by pressing the
PeopleBooks hyperlink in the target area and navigating from there.
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Appendix A Clearing Cache and Cookies

Internet Explorer isthe recommended browser for logging in, navigating, entering and
accessing datain SFS. There may occur atime when you will receive an Application
Exception message, or Application Level Service Failure, or another similar type of
message. Thiswill likely result in not being able to continue using SFS until theissueis
resolved. Thefirst thing to try before calling SFS Support isto Clear the browser cache
and cookies.

What is Cache?

Cache is the computer’s memory. The most recent web pages visited are stored in your
browser’s cache memory. The next time you visit the page, it is retrieved from cache
memory rather then downloaded to save time. Caching problems can occur when pages
change since the last time you visited it.

What is a Cookie?

A cookietypically records preferences when using a particular web site. It put
information into afile (called a cookie) on your computer so it can be referenced the next
time you visit the website. Y ou may not want these preferences applied to the current
visit.

How to clear Cache and Cookies Immediately in Internet Explorer

When in Internet Explorer, select Tools - Internet Options

|Fi|e Edit View Favorites | Tols Help

Mail and Mews 4
Pop-up Elocker 3
Manage Add-aons. ..
Synchronize. ..

Windows Update

Windaws Messenger
Sun Java Console

Reset weh Settings. ..
Internet Options. ..

Click on the General Tab in the Internet Options window, and look at the middle of the
page, in the Temporary Internet files section
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General | Securit_l,ll F'ri\rac_l,ll Eontentl Eonnectionsl F'rogramsl Advancedl

 Home page
% *Y'ou can change which page to uze for your home page.

Addiess: kkp:ffinkranet, uwsa, edu)

1
b BTITET I I Use Dietrault | teeGdag)
/""“'L T |

— Temporary Internet files

o Pages vou views on the Internet are stored in a special folder
@ Y for quick viewing later.

Delete Eookjes...l Delete Files. . | Settings... |

\ =
e —

The History folder containg links to pages vou've vigited, for
quick access to recently viewed pages.

Days to keep pages in histony: I‘I 3: Clear History |

Colors... | Fonts... | Languages... | .ﬁ.ccgssibility...l

ITI Cancel | Apply |

— History

Click on the Delete Files... button to delete the cache.

Click the ‘Delete all offline content’ checkbox. Click the‘OK’ button to delete all fiels
in the Temporary Internet Files and all Web page content that you have made available

offline.
x

"j Delete all files in the Temporary Inkernet Files
23 ou can also delste al wour offline conkent stared
lozally

Iv Delete all offline content

[o]4 I Cancel

Next, click on the ‘ Delete Cookies' button. Press OK.

Delete Cookies x|
' Delete all cookies in the Temparary:
U Internet Files Folder?

Cancel |

Click ‘OK’ in the Internet Options window to close the window and return to your
browser.

Thereisalso an option in Internet Explorer to always clear your cache when you close
the browser. To turn this feature on, follow the following directions:
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When in Internet Explorer, select Tools = Internet Options

|Fi|e Edit Wiew Favorites | Tools  Help

Mail and Mews 4
Pop-up Blocker k
Manage Add-ons. ..
Synchronize. ..

Windows Update

Windows Messenger
Sun Java Console

Reset Web Settings. ..
Inkernet Cptions. ..

Click on the Advanced Tab and scroll down to the Security section.

Generall Securityl Privacyl Eontentl Eonnectionsl Programs  Advanced
Settings:
(& Just go to the most likely site ;I
5 Security

O #llaw active cantent fram CD'= ta run an My Camputer

O allow active content ta run in files on My Computer

O Allow software to run or install ever if the signature is invalid
Check for publizher's certificate revocation

O Check for server cerificats revocation [requires restart]

Check for signatures on downloaded programs
<- | | Do not save enciypted pages to disk

[MEErpty Temporary Internet Files folder when bray ze
d windows Authenticat bkl
Enable Profile &ssiztart
Use S5L 2.0
Uze S5L3.0
O UseTLS1.0
| ‘warn about invalid site certificates | _ILI
4 »

Festore Defaults |
Ok I Canicel | Apply |

Find the Entry * Empty Temporary Internet Files folder when browser is closed’ and
check the box. Click onthe*OK’ button to save the setting and close the Internet
Optionswindow. SFS Support recommendsturning thisfeatureon in Internet
Explorer toreducethe number of cache-related issuesthat may arise.



Appendix B — Configuring Pop-up Blockers

If you are using aweb browser that has a pop-up blocker, such as Internet Explorer 6.0,
you may have issues when using SFS version 8.9. This document will show how to set
up the pop up blocker in Internet Explorer so it will not be a problem in SFS.

Pop-up blockers are unique to each user. Before logging into a certain computer for the
first time, you may want to check this setup before logging onto SFS on the web. If the
pop-up blocker is not set up correctly, you will be unable to see certain features, such as
reports that open a new window.

To view the pop-up blocker settings, navigate to Tools > Pop-up Blocker - Pop-up
Blocker Settings... from the Internet Explorer menu.

| Tools  Help
 Mail and News b I
Pop-up Blocker Turn ©Ff Pop-up Elocker
Manage Add-ons. .. Pop-up Blo Setkings. ..
Synchronize. ..

Windows Lpdate

Windows Messenger
Sun Java Consale

Reset Web Settings...
Internet Cptions. ..

Y ou will see awindow similar to the following:

Pop-up Blocker Settings 5[
~ Exceptionz
Pop-ups are currently blocked. You can allow pop-ups from specific
“Web zites by adding the site to the list below.
Address of Web site to allow:
| fild
Allowed zites:
" zervices. wisc.edu Femove |
Remowve &l |
r~ Matifications and Filker Level
¥ PFlay a sound when a pop-up iz blocked.
¥ Show [nformation Bar when a pop-up is blocked,
Filter Lewvel:
IMedium: Block most automatic pop-ups j
Fop-up Blocker FAQ Cloze |
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The address we are concerned with is the *.services.wisc.edu. In the example above, the
siteisalready set up, as you can see thisin the Allowed sites section. If thisisnot in the
listing on your computer, click in the box entitled “ Address of Web siteto allow.” Type
in the “* .services.wisc.edu” (without the quotes), then click on Add. Ensureitisinthe
“Allowed sites’ section. When you go to SFS 8.9, (which has the .services.wisc.edu
extension in the web address) Internet Explorer will allow pop-up windows.

Y ou can also set up access to pop-up windows while you are in the system. Y ou may
notice aline that shows up under the address bar that 1ooks like the following:

File Edit ‘ew Favorites Tools Help
o

OBack - \_) - d @ ;‘] /',_\i Seatch x,;\;, Favaories é-‘{‘ - ‘..’—"; - ﬁ j_i

Address Iﬁj http:jfsfawebl.services, wisc, edufpspsfaagld [EMPLOYEE/ERP/c/[REPCRT _MAMAGER  COMTENT _LIST.GEL?Folder=MyFAYORITES
== —

Pop-up blacked, To see this pop-up or additional options click here. .,

PeopleSoft. D — . |

Click once on the pop-up message, and the following menu appears:

i Temporarily Allow Pop-ups

Alwaws Allow Pop-ups From This Sike. ..
Setkings k

Information Bar Help

Click on the “Always Allow Pop-ups from This Site...”, and thiswill place the entry in
the Allowed Sites that we did above.

Please refer to the Help section of other third-party pop-up blockers that may be installed
on your computer on how to allow pop-ups from specific sites.
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