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Introduction to the Shared Financial System (SFS) 
 
The Shared Financial System (SFS) is an integrated application to manage the financial, supply chain, and 
grant transactions of the University of Wisconsin System.  UW System uses the following modules of the 
PeopleSoft Financials and Supply Chain Application version 9.1: 
 

 General Ledger (GL) 

 Asset Management (AM) 

 Purchasing (PO) 

 Accounts Payable (AP) 

 Project Costing (PC) 

 Commitment Control (KK) 

 Cash Management (CM) 

 Travel and Expense (EX) – UW-Madison only 

 Grants Management (GM) – UW-Madison, UW-Milwaukee, and UW-Extension only 

 Contracts (CA) – UW-Madison, UW-Milwaukee, and UW-Extension only 

 Billing (BI) – UW-Madison, UW-Milwaukee, and UW-Extension only 

 Accounts Receivable (AR) for Grants – UW-Madison, UW-Milwaukee, and UW-Extension only 

 Accounts Receivable/Billing (ARBI) for non-Grants – Pilot as of October 2018 

 
 

Process Frequency Any time a user logs into SFS, they will navigate through the system.    

Dependencies None 

Assumptions None 

Responsible Parties N/A 

Alternate Scenarios None 

 

Getting Security to SFS 
 
For information on how to obtain access to the SFS application, please visit the following page on the SFS 
website:  http://www.uwsa.edu/sfs/security/ 
 

Signing in to SFS 
 
Once you have been granted access to SFS, you can log into the system using your campus credentials 
using the following instructions: 
 

1. Navigate to http://sfs.doit.wisc.edu/support/ 
2. Click on the “SFS Production (WIFed)” link in the top left corner. 

 

http://www.uwsa.edu/sfs/security/
http://sfs.doit.wisc.edu/support/
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3. Select the Radio button corresponding to your institution. 
4. Enter your campus credentials. 
5. Click ‘Log In”.  You should now be logged into SFS and taken to the SFS Home page 

 

 

Navigation in SFS 
 

I. Home Page 
 

The SFS 9.2 system features Tiles on the Home page.  A tile acts as a direct link to some of the most used 
pages in SFS.  The tiles display only for users with the appropriate access, so you may not see all the tiles 
shown here.   
 

 
 
You can click-and-drag tiles to rearrange your home page, to put your most used tiles at the top.   
 
When clicked a tile may take you to: 

• A page in SFS 
• A tile collection 
• An external location (such as WISDM) 
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II. Navigation Collection 
 

Navigation Collection pages group together functionally similar components. This enables users to easily 
navigate between the different components. In the case below, you can see the Expenses navigation tile 
collection.   
 

 
 

III. WorkCenters 
 

WorkCenters, introduced with the SFS 9.2 upgrade, are a grouping of functionality intended to provide a 
one-stop-shop for all the needs of a Job Function.  For information on WorkCenters, visit the WorkCenter 
Document(s) maintained for each module.   

IV. NavBar – Navigator 
 

In SFS 9.2, the navigation menu structure you used in 9.1 remains available.  To navigate to a given 
PeopleSoft page, use the following instructions. 

 
Note: The breadcrumbs used in SFS 9.1 are no longer available.   

 

 
1. Click on the ‘NavBar’ icon   . A drop down of menu items will appear.  
2. Click on the desired menu item. 
3. Continue clicking on menu items until you arrive on your desired page. 

a. Note: Folders have a small right arrow icon  to the side of their name.   A menu 
folder has additional pages and potentially sub- folders beneath it. 
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4. Once you have arrived on a page, you can return to the Homepage with a single click 
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V. NavBar - Favorites 
 

The Favorites functionality is a user-specific way to save bookmarks that link directly to pages. You can 
organize your bookmarks in any way you choose to aid you in navigation. 

Note: Favorites added are specific to your User ID. 
 

1. To add a PeopleSoft page to your Favorites, first navigate to that page. 
 

2. Click the ‘Action List’ menu drop down in the top right hand corner of the page.  
3. Click Add to Favorites. A popup window will display. 

 

 
4. Edit the Description to be what you want to display in your favorites menu and click OK 

 
 

6. You should then see a popup that indicates the favorite has been saved. 
7. To edit an existing favorite, go to the NavBar > My Favorites.  Click Edit Favorites. 

 

 
 

8. The Edit Favorites page allows you to change the Favorite description and the order 
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in which the favorites are displayed. 
Note: As a default, all of the favorite sequence numbers are set to ‘0’, and the favorites are sorted in 
alphabetical order. In order to modify this, change the Sequence number for the Favorites. Favorites 
will then display in order from the lowest sequence number to highest, starting with ‘0’. 

 
 

9. Click   to save your changes. 

 
VI. NavBar – Recent Places 

 
Recently Used Pages act like a browser history and stores the last five PeopleSoft pages visited. 

 
 

1. Click on the NavBar button , and then click Recent Places. Your five most recently used 
pages are at the top of this menu. 

2. Click on any one of these hyperlinks to navigate your recently visited pages. 
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I. Search Functionality 
 

PeopleSoft also offers the ability to search for PeopleSoft pages using keywords where you may 
not know the exact menu navigation to get to that page. 

 

1. Click on the Search button .   
2. Type your keyword(s) into the Search Menu box at the top of the menu drop down.  

a. If you select the option “Navigator”, the search will be limited to page names within 
the Navigator.  This is useful for finding a specific page.   

b. If you select “All” the search will include pages whose descriptions match your 
search criteria. 

 

 
 

3. Click the  icon OR hit ‘Enter’ on your keyboard.  This will take you to the search results 
page for the keywords that you have entered.  Your search results will display a link to the 
page, a description of that page, and the navigation to that page. 

 

 
 

4. Click on the page hyperlink to navigate to the page. 
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Working with PeopleSoft Pages 
 

I. Search Pages 
 

Generally, when you navigate to a PeopleSoft transaction page, you will first be taken to a Search 
Page, where you can enter criteria to search for a specific transaction.  This search happens on the 

 tab.  Additionally, many search pages have a second tab to 

 
 

1. Once you have navigated to the search page, enter criteria to help search for the transaction.  
Different transaction search pages have different search criteria fields.  You can enter as many 
or as few search criteria as needed to find your transaction. 

 
 

 
2. Try to be as specific as possible when entering your search criteria.  The maximum number of 

results that will come back in your search is 300.  If you receive 300 results, the specific 
transaction you are looking for may not be included.  You will need to enter additional criteria to 
filter further. 
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3. In order to create a new transaction or entry, click  at the top of the page. 
 

 
 

4. Click  
5. This will create a new transaction. 
6. Enter the relevant information for this new transaction. 

 
 

II. Including History and Correct History 
 

Some transactions in PeopleSoft are effective dated, which refers to the date a transaction or entry 
takes effect.  This can be different from the date of entry, either future dating a transaction or back-
dating a transaction.  

 
The “Include History” function allows you to see all of the effective dated rows for a given 
transaction.  To enter into “Include History” mode (for pages that leverage effective dating), click 

. 
 

The “Correct History” function alters the historical record of the transaction by allowing you to 
change previous effective dated rows.  This functionality should be used with extreme caution as it 
can have far-reaching impacts throughout the application.  Please contact 
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uwsaproblemsolvers@maillist.uwsa.edu if you have an issue that you believe requires a correction 

to the history.  You can correct history by clicking . 
 
 

III. Entering information on Transactional Pages 
 

Pages are the primary means by which you view or alter data in SFS.  Pages are representations of 
rows of data in the SFS database.  Each page provides features such as buttons or links to help 
navigate to other pages in the system or to drill down into more detail for that specific transaction.  
Data entry into the many transactional pages within the SFS application is covered in the Business 
Process Documents stored on the UWSA SFS Operations website in the following location:  
http://www.uwsa.edu/sfs/documentation-training/ 

 
Required Fields 
When viewing a PeopleSoft page, an asterisk next to a field indicates it is a required field.  You will 
need to enter data in the field in order to save the page or in some cases to navigate to the next 
field on the same page.   

 

 
 

Message When Navigating to Another Page 
On many PeopleSoft pages, if you have modified the data on the page but have not saved the 
page, attempting to change pages will give you the following warning message. 

 

 
 

If you click , you will be returned to the page with unsaved data and able to save the 

page.  If you click , you will navigate to a different page, and the unsaved information 
will not be recoverable.   

 
View All 
On pages with a grid that contain multiple records, sometimes only the first record or the first few 
records are visible.  To see all the records for a given grid, click the View All hyperlink. 

 

 
  

mailto:uwsaproblemsolvers@maillist.uwsa.edu
http://www.uwsa.edu/sfs/documentation-training/
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Personalize View 
On pages with a grid, the user can personalize the grid display, specifically the number and order of 
columns.  To change columns display, click the Personalize hyperlink. 

 

 
 

Opening a New Window and Navigating Between Pages  
To open a second PeopleSoft window without navigating away from your original PeopleSoft 

window, click the  link in the top right hand corner of the page.  This will open up as 
a separate browser window or a separate tab in the same browser window depending on your 
browser settings and your user personalization options.  For assistance with changing this default 
setting, please email uwsaproblemsolvers@maillist.uwsa.edu.  

 
 

IV. Run Control Pages 
 

Run Control pages are pages where users enter parameters into fields that are then used by the 
resulting PeopleSoft processes.  For example, if you wanted a specific process or report to run only 
for one Business Unit, you can input a Business Unit into the run control to limit the scope of the 
process or report.  Please see the individual business process documents found on the UWSA SFS 
Operations website http://www.uwsa.edu/sfs/documentation-training/ for details on creating specific 

run controls to run certain processes/reports.  Clicking on your Run Control page after 
inputting the information on the run control page, 

 

 
 

1. In the Server Name field, select ‘PSNT’ for any processes with a process type of ‘Crystal’ and 
‘nVision’. Select ‘PSUNX’ for all other process types. 

mailto:uwsaproblemsolvers@maillist.uwsa.edu
http://www.uwsa.edu/sfs/documentation-training/
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2. The Recurrence field can be used to set up a process to run on a regular basis with the set of 
parameters that you have entered on a previous page.  There are many options for the 
recurrence frequency in that drop down menu, but if there are additional options needed, please 
contact uwsaproblemsolvers@maillist.uwsa.edu. 

3. Select the process or job that you would like to run using the Select checkbox. 
4. Select the Output Type you would like for this process in the Type dropdown.  Options include: 

a. ‘Web’ – this is probably the most common option and the output will be available in the View 
Log/Trace of the Process Monitor. 

b. ‘Email’ – can be configured using the Distribution hyperlink to send an email. 
c. ‘Window’ – this is generally used for nVision reports and will create a popup window that will 

remain open until the process has completed when your output file will appear. 
d. ‘File’ and ‘Printer’ – these options can be configured to output to a file to either a file 

directory or a printer directory. 
5. Select the Format of the output file you would like for this process in the Format dropdown.  

Options are numerous and include (but are not limited to): 
a. ‘PDF’, ‘XLS’, ‘DOC’, ‘TXT’, and ‘CSV’ 

 
 

V. Launching PeopleBooks Page-Specific Help  
 

PeopleBooks is a resource provided by PeopleSoft that provides additional detail about PeopleSoft 
tables, pages, and processes.  Links from SFS to PeopleBooks exist throughout the application in 

the top right hand corner of the page, where you see the  icon.  The PeopleBooks entry you 

will be taken to is context specific, meaning if you click  from the Journal Entry page, you will 
be taken to a PeopleBooks entry on “Pages Used to Create Journal Entries”.  Please note: This 
information is provided by PeopleSoft, is often very detailed, may include components that UW 
does not utilize, and does not reflect UW business processes.  For detailed business process 
documentation, please visit the UWSA SFS Operations website:  
http://www.uwsa.edu/sfs/documentation-training/ 

 
 

VI. Signing Out of SFS and SFS Automatic Timeout 
 

When you are finished with a session of SFS, click on the Sign Out hyperlink in the top right hand 
under the Actions List to sign out.   

 

 

mailto:uwsaproblemsolvers@maillist.uwsa.edu
http://www.uwsa.edu/sfs/documentation-training/


University of Wisconsin System 
SFS Business Process 

Introduction and Navigation Reference 
 

 

14 
 

 
If one of the windows in your session remains inactive for 60 minutes, you will receive the following 
warning message: 

 

 
 

Clicking  will keep you signed in.  If you don’t click , you will be automatically 
signed out of the application after 60 minutes. 

 

VII. Pop-up pages and External Windows 
 

Some links will display information in an external window.  In order for these links to function, you 
must have pop-blockers turned off in your browser.   
 
All browsers display notifications of blocked pop-ups differently.  Here are some samples: 
 
Review documentation for your browser on how to disable pop-up blockers for specific web pages. 
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