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Introduction

a. History

University of Rhode Island has used the Oracle software marketed as PeopleSoft (PS) since
7/01/03. PeopleSoft provides an integrated software solution for URI’s three e-Campus systems:
Student Administration, Financials, and Human Resources/Payroll.

At URI we are currently using version 9.2 of this software. Modules in use here at the University
are: Accounts Payable, Purchasing, Commitment Control, Project Costing, Travel and Expense,
Grants Management, Grants Portal, Accounts Receivable, Billing, and General Ledger.

b. Terminology

vi.

vii.

Setid: PeopleSoft allows us to maintain more than one Business Unit for the general ledger. At
URI we have only one set of books (general ledger) and we identify it as URIPS (University of
Rhode Island PeopleSoft). Therefore, any Setid field will always equal URIPS when it is a required
in a PeopleSoft screen.

ChartFields: Accounting fields that are used in each entry in the Financials system to identify how
the transaction flows and where it belongs. ChartFields are combined to form ChartField strings

ChartField Strings: Concatenated values of the ChartFields which control transaction flows and
workflow routings to Authorized Signatories. ChartField strings have the format of 4-5 sets of
numbers: ACCT-DEPT-FUND-PROGRAM-PROJECT.

Account: Accounts are asset, liability, and fund balance (equity) items that appear on the balance
sheet. Accounts are also revenue and expense items that appear on the statement of revenues
and expenditures (profit and loss). This is a four-digit field and is not required in all chart field
strings searches. The account number is required on all expense documentation requesting
payment.

Fund: A fund is an accounting entity established for the purpose of carrying out specific activities
or attaining certain objectives in accordance with special regulations, or restrictions. For
reporting purposes, funds of similar characteristics are combined into fund groups, such as
restricted funds, auxiliary enterprise fund, sponsored research, unrestricted funds, etc. This is the

only level where you can maintain cash balances. In PeopleSoft this is a required three-digit field.

Department: A department is an organizational unit established for the purpose of carrying out
specific activities or attaining certain objectives with its own organizational structure. For
example, academic departments include Civil Engineering, Journalism, etc., while administrative
departments include Purchasing, Facility and Operations, etc. In PeopleSoft this is a required
four-digit field.

Program: Programs are groups of related activities directed toward the accomplishment of a set
of objectives that are budgeted for separately. Programs might include start-up funds, research
incentive funds, faculty recruitment, and so on. These activities may occur within a single
department or across multiple departments. In PeopleSoft this is a required four-digit field.
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Project: Projects can represent capital or research/grant funding. Projects accumulate financial
information related to a specific project or group of activities from all financial resources.
Projects are separately budgeted and have a defined life cycle. Projects could be capital projects
such as the Convocation Center or groups of activities such as the Higher Education Technology
Initiative. Grants are contributions or gifts of cash or other assets from another government or
entity to be used or expended for a specified purpose, activity, or facility. Project number is a
seven-digit field that is not required in all chart field strings.

W-9: This is a form required by the federal government (payer’s request for taxpayer
identification number and certification). We are required to obtain a taxpayer identification
number for individuals (a social security number SSN) and registered businesses (a Federal
Employee Identification Number FEIN) for all payments made by the University. We need to
supply this information to the government at the end of every calendar year.

Wildcard % symbol: This symbol “%” is a “wildcard”. When you enter the wildcard symbol you

will receive all the data elements being specified. For example, entering % in the Account field
when pulling a report will show all accounts related to a specific fund or department.
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2. Accessing PeopleSoft Financials

a. First-time users — Registration:
i. Download the PS Financials Access Form on the Controller’s Office website

ii. Enter the user information

iii. Select the necessary roles. (Note: if you’re unsure what roles you need, check with your
supervisor or business manager)

iv. Obtain the proper signatures and email the completed form to financials_e-campus@etal.uri.edu

v. You will receive an email notifying you that your access has been approved and you’re ready to
log into PeopleSoft Financials.

NOTE: Signatures must be handwritten, or a certificate-based digital ID in Adobe Acrobat (below). If you do
not yet have a digital ID certificate set up in Adobe, follow the instructions on the Controller’s website.

T T T T T T T O TO S T T PP T T O T T OrOTThTTSTTT
Name Grace 0. Wyld Date 03/08/2021
Digitally signed by
Grace O Grace 0. Wyld
Date: 2021.03.08
Signature Wyld 12:04:38 -05°00°

b. Logging into PeopleSoft Financials:
i. Navigate to the URI homepage: www.uri.edu

ii. Click the “You” dropdown menu on the top right, then click Faculty or Staff

< C & uriedu = o W ’
rHE UNIVERSITY oF RHODE 1SLAND

COVID-192 updates: Masks still required indoors
Future Students

Admission Academics Research Campus Life Abc

Students

Faculty

Staff

Parents and Families
Alumni

Community
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iii. Once on the Faculty or Staff gateway, bookmark the page for quick access in the future. Then
click the Financials logo:

way » ForFaculty
COVID-19 Response

: . Before coming to campus, you must complete a daily
Before coming to campus, you must complete a daily health assess

|

X} e-Campus ol o Fir;;;::u'ials
Academic - i

Starfish Brightspace Calendar P e:tameus

&b ) b
e-Campus H"TE:;;‘L:"“ Fiﬁéaou:uials Gmail Brightspace Starfish

**|f clicking on the Financials link brings you to this screen, you need to connect to the URI
domain through the Virtual Private Network (VPN). Users must request access to the VPN. VPN
access is managed by URI IT Service, and instructions can be found on their website**
"V

THE A
UNIVERSITY m"
OF RHODE ISLAND B\ =

Information Technology Services > eCampus > Login Security

Your device did not meet the security criteria
for accessing eCampus HCM and Financials

See the access criteria and device testing page
for more information and details.

University of Rhode Island ~ Information Technology Services ~ Security

iv. Logging In: Enter your User ID and password you use in Student e-Campus. Passwords created in
Student sync to Human Resources and Financials. Do not use the “Forgot Your Password” link on
the Financials log-in. Password changes must be made in the Student module.

Financials

UNIVERSITY e-Campus

User ID

username

Password

Forgot Your Password?
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3. Basic Functions in PeopleSoft Financials:

a. Utilizing the Favorites functionality: use the Favorites functionality to set up quick access to pages
you use frequently from the Favorites dropdown menu.

Example: You’'d like to add the Report Manager to your Favorites list. Navigate to the Reports Manager page
from the Main Menu. There are two ways to add a page to your Favorites list: 1, click the Favorites dropdown
list and select “Add to Favorites,” or 2, click the Add to Favorites button at the top right.

All  * search

Home | WWorklist | MultiChannel Consol

Faw:‘u_'ites Main_rMenu B Rf:purligg Tools > Report Manager
& New Window ‘7 Help " Personalize Page
Recently Used .
—| Report Manager
-] User Profiles
~| Payment to Refresh
=| Regular Entry £ 1| [Days__w
-] Update Profile
B & ro K ggors D
My Favorites Completion Process
' ) e —— Date/Time el Instamce
« Add to Favorites EBIJT -
' Edit Favoritas General e 53800797 10757817
Budgets Owverview 102122
J sude o Accounts Payable 03i02/22 53507654 10760300
| Cancel Travel Authorizations 3:00AM
-] Cash Advance View General Do 53798868 10757761
ER View —————
3 Ledger General e 53805110 10759856
Monitor Approvals 0122
— BRI _ General oo 53505109 10759955
= Monitor Approvals - Reassign £ .
| Query Viewer General e 53805108 10759854
= Renular Fntry - :
| signature Authoriz, tion

b. Utilizing the Elastic Search functionality: Type the page or function you need into the Search Menu
field under the Main Menu dropdown, and a list of results will populate.

) Acuanced Seach
ome | Worklist | MuliiChannel Console | Addto Fawvortes | Sign Out
Favgrrites "'.u.n_Menu > Rﬂmrligg Tools » -mort Manager
Search Menu: _ ] New Window 9 Help [& Personalize Page
&, |Report Manageq | o>
Report Manager l )
Folder | T recomms rrrrmme—————— ' to Refresh
Name [ 1 Allocatiis b o [Gast  w] v

Another helpful feature — clicking “New
Window” opens a new PeopleSoft tab in
your browser
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c. Searching for ChartField Values Navigation:

i. Follow the path: Main Menu—>Set Up Financials/Supply Chain=> Common Definitions=> Design
ChartFields—> Define Values - ChartField values

ii. Use the ChartField Values page to look up values and descriptions for any of the ChartFields used
at URI. As an example, we’ll look up an account for information on assets.

ampu. | Workist | M = | Addio
Fa\ng'ites Main'Menu » SetUp Hnancia!sfSupplvd'lain H Cummnngeﬁnitiom: + Design CLIEI‘IFIEHE > Deﬁne‘_vdues » ChartField Values

= F

& Mew Window 9 Help
ChartField Values

ChartField Values

Fund Code

Department

Program Code

Budget Reference

Finar

e-Campus
Main'Menu » Set Up Hnam:ii!stupphrG‘lain ] Cnmmunge.ﬁ

Enter the Account Number and click the
search button or magnifying glass to see a
list of possible accounts (see next page)

Favorites
-
New Window

Account

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

Add a Mew Value L. .
You can also enter the description to display any

accounts beginning with the description. A
search can also be done with “contains”. For
example, computer, repairs, travels, etc.

*SetlD[= w | [LURIPS
Account| begins with v |
Descriptinn
Account Typ&

[ include History [l Comrect History (] Case Sensitive

Insert part or all of a PS Account type and
click the search button, or click the

Search Clear Easic Search __-'J Save Search Criteria magnifying glass.

You do not have to fill in every value to search. If you asked for an account that started with 53 (see
next page) and clicked on Search, a listing of accounts that start with 53 will be displayed. You would
then select the appropriate account to use for processing requisitions, vouchers, etc.
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@ New Window 2 Help

Account

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

Find an Existing Value Add a New Value

*SetlD[= v | |URIPS Q
Account| begins with w |[53 Q
Descripticn| Account Description Account Type Control Flag Book Code
- - 5300  Deficit Transfers E M
Account Type[begins with || g2 ¢y bhone Stipend E N
[Cinclude History [ Corre 5305 Compensaled Absences E N
5310  Foreign Cash Advances E M
53N Foreign Cash Advances E M
| Search || Clear Eas5320  Telephone-Cellular And Mobile E M
5321 Pastage E M
§322 Telephcne E M
5323  Office Expanse E M
5324  Dues & Subscriptions E M
Find an Existing Value | Add a|5325  Freight/Cariage/Express E N
5326  Insurance E M
£327  Telephone-Leng Distance Calls E M
5325 Bank Service Charges E M
5329  Infernet Services E M
-

You can also search by clicking on the magnifying glass and it will give you a listing of items in that category

Look Up Account

*SetlD URIPS
Account|begins with v ||
Description| begins with ||
Account Type| begins with w ||

| LookUp | Clear | Cancsl Easic Lookup

Search Results

Cnly the first 300 resulis can be displayed.

100 First [ 1-3000f300 5] Last|

3
g
1
(]

ontrol |Book Balance Sheet
Code
(blank)
(blank)
(blank)
(blank}
(blank})
(blank)
(blank)
(blank)
(blank)
(blank)
(blank)
(blank}
(blank)
(blank}

Account Description

i®

Mone

Cash-Fleet-General Disbursemen
Cash-Fleei-Federal Direct Loan
Cash-Fleet-Research

Flt Bank - Payroll Account
Cash-Firstar-Afsa

Wash Trust - Checking

Cash At State - Unrestricied
Cash-Fleet-AP
Cash-Fleei-Federal Perkins Ln
Cash-Fleet-General Depository
Morthern Capital

Petty Cash

Savings Account - Philippines

13 12 |12 13 13 13 2 2 1 13 12 (|2 3= im
ZIZEEEIEEIEElZZEI=E = L':”I:‘
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4. Commitment Control

a. Definition: Commitment Control is a tool to enforce budgetary control over Expense Accounts and
budgetary tracking over Revenue Accounts. It’s used to view funds available and perform budget
checking from other modules

b. Budget Checking: Budget checking is processed through the Commitment Control module. Budgets
must exist for each ChartField string. Transactions are processed when there is sufficient budget
balance available. Transactions will not be processed when they fail budget checking for the
following reasons:

1. No budget exists for the ChartField string referenced
2. Insufficient budget balance available for the ChartField string referenced

When a budget checking error occurs, there are different methods of notification. Requisitioners
will receive an email from the system letting them know that the requisition is in budget error. If
there is a problem with a Purchase Order, the buyer will let the department’s business manager
know. If the PCard voucher fails budget checking, the PCard administrator will inform the
department’s business manager. Expense Reports in budget error cannot be approved, and an
“Error” message is displayed on the report header.

c. Budget Inquiry: You can check information about balances, encumbrances, and spending by
creating a budget inquiry. This section will demonstrate how to create an inquiry about your budget
based on the security levels assigned to you.

i. Navigate to Main Menu—> Commitment Control-> Review Budget Activities> Budgets Overview

All * Search @Mvan-:e:l&‘eamh
Home | ‘Worklist | MultiChannel Console | Addto Fawortes | SignOut
Fa\n\nvrites Main'Menu ¥ Commil:rn'entContrd » Review BudgetAd:ivities » Budgets Overview

& Mew Window % Help

Budgets Overview . . .
To create a new inquiry, click
Find an Existing Value on the Add a new value tab.
Inquiry Name[ORG_4001

Insert the name for your new
budget inquiry. (Ex. Org_xxxx)

N _

Then click “Add” ’

Add
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ii. The system then opens the Budget Overview Inquiry Criteria page

iii. Add a description and select “Ledger Group” from the Ledger Group/Set drop-down menu
iv. Select a Ledger Group

Ledger Groups:

- ORG Summary categories for Budget Checking purposes
ORG_DTL Detail Expenses budgets for reporting purposes
- ORG_RV Detail Revenue budgets for reporting purposes

- GRT Summary for Grant Budget Checking Purposes
- GRT_DTL Detail Grant Expenses Budgets for Reporting Purposes
- PRJ Summary for Capital Projects Budget Checking Purposes
- PRI_DTL Detail Capital Project Expenses Budgets for Reporting Purposes
. . \
Budget Inquiry Criteria Insert a description Select the Ledger Group by
Budget Overview clicking the magnifying glass (see
below).
Inquiry ORG_4001 Description [
= Search Clear Resat
*Business Unit [URIPS |0 Ledger Gmup_.-sﬂl Ledger Group o Ledger Group Q
[l view Stat Code Budgets
©®  Opisplay Chart
— ey e Set this field to “Ledger
“Type of Calendar Detail Budget Period v
] 1] 3
Select Ledger Group Calendar ID From Budget Period To Budget Period Incluc;eegndél.;:;ment Include Closing Adjustments
DTL Q, a, O
ChartField ChartField From Value ChartField To Info ChartField Value 5et Update/Add Cpen
% Q [% aq O Q, Updateifdd Closed

Selecting the Ledger Group (right bubble) will expand the ChartField Criteria section.

Confirm the
fiscal year
(Budget Period)

Select Ledger Group Calendar ID From Budget Period To Budget Period Inclu?)e AdJUStm osing Adjust

Overview header

ORG YR FY2022 qQ, [Frzozz Q % is the wild card
< symbol. This means

ChartField ChartField From Value ChartField To Info ChartField Value Set Update/Add a” accounts W|” be
Account % Q [® ——— _ shown in this inquiry
Dept 4001 Q_ [4001 o @ Q, Update/Add Ham
Fund [100 a, [100 la @

: . _ Insert a
Program Yo Q % NQLEE.’M& department

? number or
Click “Search” under the Budget ’ Insert a fund number or range ’ e
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v. Ledger Totals:
- Net Budget
Expenses — YTD actual expenses
Pre-Encumbrance — Requisitions
Encumbrance — Purchase Order or Travel Authorizations
Available Budget — Balance Available

vi. Budget Overview Results:
Management Category (MC) Accounts: Budget checking is done on a summary account
Management Category (MC) level. The “balance available” is determined by summarizing the
balances for all the accounts attached to a summary (MC) account. For example, the MC
account “Printing” includes accounts 5330-5331. The complete list of account codes is
attached at the end of this document.

Transaction details: You can drill down into the account/transaction details by clicking the blue
links. The detailed information can include voucher, purchase order, supplier, ChartField string,

etc.
Fa\rg'ites Main'Menu > Comm'rh’nsnt(:nnhd » Review mdgeihdjwties > Budgets Overview
@] New Window 9 Help _,' Personalize Page
Inguiry Results
Business Unit URIPS
Click “Return to Criteria” to edit Ledger Group ORG
the Budget Overview search Type of Calendar Detail Budget Period
Amounts in Base Currency USD
Revenue Associated:
Return to Criteria Max Rows 100 Display Opfions Search
Budget 1,502,897.39 Net Transfers -5,5820.00
Expense 957 667.53
Summary Budget
Encumbrance 28 418.55 o
Information
Pre-Encumbrance §,655.00
Budget Balance 50995331
Associate Revenue 0.00
Available Budget 50995331
1 =R 4] o
Account E;:g:::lﬂ Fumd Dept Program Budget Expense Encumbrance Encumbr;ﬁ % %g;_l
1 |_.='ﬂl EJ. REPAIRS_MC  Repairs 100 4001 3010 1.000.00 106.35 0.00 0.00 893.65 FY2022
2|’y F{ REPAIRS_MC  Repairs 100 4001 oooo 3.500.00 290.95 2,354.05 0.00 855.00 Fy2022
Subscripfions
3|2 FL SBSCRPT_MC |and 100 4001 3045 50000 0.00 0.0 0.00 800.00 FYy2022
Memberships
| Subscripfions
2 |_'—L '-_-_L SBSCRPT_MC |and 100 4001 oooo 1.200.00 0.00 0.00 0.00 1,200.00 Fy2022
Memberships
5 E, '-:-J. PRINTHG_MC | Printing 100 4001 nooo 250.00 0.00 0.0 0.00 250.00 FYy2022
o lEh '=| DOCTARE BN Doctang 100 ANN 010 1 447 O0 A1 AC 000 0on 4 32 EC VN
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d. ChartField Value Sets: the ORG Ledger Group provides an overall budget vs. actual comparison.
More detail can be attained using the “ORG_DTL” Ledger Group and adding an MC label in the
ChartField Criteria under “ChartField Value Set”.

Budget Inquiry Criteria
Budget Overview
Inquiry 1324 Descriplionl B
Amount Criteris e ey el LedgerActivity Log Integrity Act Log Internal Integrity
*Business Unit| URIPS |04 Ledger Gruupn'Se‘t Ledger Group | CRE_DTL Q
[ Wiew Stat Code Budgets Dept Expense Deia
® O pisplay chart
TimeSpan
*Type of Calendar | D=l Budgst Period |
Budget Criteria Personakize | Find | View All ] ® | = Firct & 4074 12 (3ot
. 5 Include Adjustment : :
Select Ledger Group Calendar ID From Budget Pericd To Budget Pericd Period(s) Imclude Closing Adjustments
ORG_DTL YR [Fra022 Q ([Fr2022 Q 0
ChartField ChartField From Valus ChartField To Infe  ChartField Value Set Update/Add Open
Account [% Q [% Q pdatﬂ Closed
Dept (4001 @ [4001 o @ @ UndatelAdd Hold
Fund [100 o [100 o O @, Updateitdd
Program [204s @ [2045 aQq @ @ Updateltdd
! Sawe | |ohReturn to S=arch Previous inList | 5 | Mextinlist =] Mosify | % Refresh s Add I Update/Display

vii. Search Results
- Blue Hyperlinks: These amounts are drillable when you click to see more detail. Details will
open the Activity Log, which shows transaction information such as document label (Voucher,
PO, ER #, etc.), ChartField string, etc.

Ledger Group  Account % Management 3ummary Category Fund Dapt Program Eudgst Exzpenzs Encumbrancs Enr.umlma% % m
1E3EL ORG DTL  ALLOTOF gjég"mhu?n’g All Cther Gparating 100 4001 3045 0.00 0.00 0.00 27.000.00 mu?
2|By By lore OTL 5323 Ofiics Expense Al Other Spersting 100 4001|3045 0.00 11187 0.00 0.00 -111.97| 0005
2B B nee om Fas Computer All Mehar Dinsrstinn A AN an4s nnnl 42 sRoon 0 nn nnn A3 ERo AN 0100 =

Activity Log Personaize | Find | View o | B 58 52 B 5065 10 fan
Tran Line Eau;trm—lmt Document 10V Account Fund Dept Program Year, Period Monetary Amount Tran D Tran Date

@ ‘fl' 1 [Woucher [Dx: 00858530 5442 100 4001 3045 2022 g 2.080.80) 0004480851 |02/24/2022

| alya e —— s am e srna mmae . o P PR P——

- Download to Excel: the
downloaded as a spreadsheet

icon on the upper right of the grid allows the content to be
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5. Accounts Payable

a. Supplier Lookup Navigation: M=niens s Supgliess 5 Supplisr Infarmation - AcdUpsat= 5 Susplies

Use the Supplier Information Page to determine if a Supplier is on file with the University. If the
Supplier is on file with the University, use the Supplier number for processing all of your invoices and
purchase orders for that Supplier.

i. Insert a portion of the Supplier name in the “Supplier Name:” box, change the operator to
“contains” and click the search button. Suppliers that match the criteria will be listed below. In
the example below, a search is performed to determine if Apple Computer is included in the URI
Supplier File.

Fawvorites  Main Manu @ Suppliers  » Supplier Information @ AddfUpdate @ Supplier
Supplier Information
Enter any information you hawve and dick Search. Leave fields blank for a list of all values

Add a Mew Value

*SatiD] = W | [URIFS QL
Supplier 1D begins with % ||
Persistence| = w | | w
Short Supplier Name| begins with [ a
Our Customer Number| begins with % [ aQ
Supplier Mame| contains % | apple w |
Mame 2[ begins with W || . ]
Supplier Status| = w | | g

[ Include History Correct History [ Case Sensitive

_— - . .
Search Clear Basic Search |G Sawe Search Criteria

Search Results

Wiew Al First [y 1-20af20 ;3 Last
SetlD SupplierlD Persistence Short Supplier Mame Owr Customer Mumber Supplier Mame Hame 2 Supplier Status
URIPS 000000442 Permanent APPLECOMP-001 |(blank) Apole Computer Inc {olank) Approved
URIPS 0000000443 Regular APPLERUB-001 (blank) Apole Rubber Products Inc {blank) nactive

(LN,
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6. Reports

a. Report Manager Main Menu » Reporting Tools » Repork Manager
There are many reports available to users via the Report Manager. Reports are delivered to your
Report Manager on schedules from daily to monthly. The two main reports for a formatted,
organized layout of a department’s data are the Department Statements and the YTD Details.

ii. Yourreport manager should only be viewed using the Administration tab; the other tabs are not
reliable. You can choose to view different folders depending on the report you are looking to
reference or change the number of days to look for a report generated within the last week,
month, or other time span. Always hit refresh when you change criteria.

/ . . .
—LAdmlmstratlon tab

List Explorer [ Archives

Time period to —
2 New Windo

User ID: dcole Type: -

Days v Refresh

Status: % | Folder; Dept Stmts 2013 v | Instance:

) K

Refresh whenever

Report Prcs . Request . H i
Select D Trores Description Date/Time Format  Status Details criteria are changed

Microsoft
09/10/2012 | Excel

O 16331650 3128204 STMT_2012-09-10 4001_401_5022.XLS 10:03-04AM  Files Posted | Details
(* xls)
Microsoft
raadm . 09/10/2012 | Excel
O 16331641 3128204 STMT_2012-09-10_4001_400_0000.XLS 10:02-16AM  Files Posted  Details

(*xls)

b. PROIJECT REPORTS

Log into the PS financials system using the login ID = reporting and the password = 123456.
This is a general login that everyone in the university has access to. Thousands of reports are
generated for projects, use the “Find” option to locate your specific project number.

User ID is
“reporting”

Ma'nvMenu > Reporting Tools > Report Manager
- il q
Administration tab
xplorer =—FTCTVES
User ID: reporting Type: ~ || Last ~ 1 Days - Refresh
Status: ¥ | Felder: ¥ | Instance: to:
&y 4] ]
Report Prcs P Request .
Select D Instance Description Date/Time Format Status etalls Flnd
Microsoft
Y c 09/19/2012 Excel .
O 16452104 3145956 PROJ_SUMM_0003445 2012-09-19.XLS 8-40-39AM Files Posted Details
(* xls)

appfsprod.ecampus.uri.edu says

Enter search string:
| | Find search box: enter your 7
digit project number here

[ —
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c. Personalization: You can personalize your PeopleSoft settings to view Reports your home page
when you log into PeopleSoft Financials.

iii. Add your Reports to your home page:
- On your homepage, click “Content” on the upper right under the gold bar to open the
“Personal Content: My Page” window

MultiChannel Console | Add o Favorites. | Sign Out

iv. Check off “My Reports” under PeopleSoft Applications, then click “Save”. Your report list will
appear under your home page Menu

Menu s 6v
(& New Window  ? Help Seneis

=

®)

Personalize Content: My Page
[ My Favorites

[ Data Expansion Tools
Tab Name |My Page I URI Menu

> URI Tools

— My Preferences

Welcome Message — My System Profile

— My Dictiona
Choose Pagelets: Simply check the items that you want to appear on yeur homepage - E; Feeds &
Remember to click "Save"” when done
My Reports o ov
Arrange Pagelets: Go to Personalize Layout
Report Folder Personalize
Joumnal Budget Errors General
PeopleSoft Applications Cross-Financials Cross-Supply Chain 20220307 Minimize
2022-03-07-
(J Bl Publisher O Media Sources (0 Change Request Aging 06302 Remove
(O College Regs Not Printed (0 Operational Threshold Chart (O Approved Change Request Trend YTD
DETAILS 2022 4001.XLS Details
: [0 Manage Programs & Projects (O Product Categories 2022
My Reparts O  Product Alternates (O Top 10 Non Gontract Category. 2022-03-07-
04022
i uam O Activity Monitor
0 Product Notes ! U_FGL046 General
O signin O Product Search (O Procurement Spend Analysis 20220807
- - -

- - 00002

( Save ’ Cancel Report Manager

v. You can customize the layout of your home page into columns to easily view multiple sections at
login.
- Click “Layout” at the top right under the gold bar e IoneL L s el LA e S oy
- Select the number of columns to display and use permuzecﬂ@ ) Help
the Display arrows to move sections between columns and click “Save”
- Your sections will now be viewable across your home page

All ~ Search ) Advanced Search

Personalize Layout: My Page
Tab Name Wy Page s | e e
@ ~ - -
Basic L: t. @ 2 columns O 3 columns
asic kayoul Personalize Content | Layout Help|
Menu S ev My Reports S ov
Click arrows to move pagelets up and down or into neighboring columns. Click "Delete Pagelet" Search:
to remove the selected pagelet from your portal home page. Remember to click "Save" when done| o Report Folder
)
Add Pagelets: Goto Personalize Content S T Journal Budget Errors General
#= Required - fixed position pagelet [» Data Expansion Tools 96302 o
* = Required - moveable pagelet I URI Menu o
> URI Vendor Registration YTD
Left Column: > URI OPC Vendor Information DETAILS_2022_4001.XLS Details
Menu My Reports I» Employee Self-Service 2022
[> Cost Accounting 2022.03-07-
[ Suppliers 04.02.2
> Procurement Contracts
Delete Pagelet B URI Toals U_FGLO46 General
— My Preferences 2022-03-07-
— My System Profile 00.00.2
— My Dictionary
WMo Fonde Report Manager
Save Cancel — My Feeds hep ger
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7. Reviewing Signature Authorization for a ChartField String:

a. Navigate to Main Menu > URIMenu > Signature Authorization > Signature Authorization

b. Entering Search Criteria:
i. View a single ChartField string:
- Enter the Fund, Department, and Program or Project numbers, then click Search

+ Search Criteria

*Business Unit[= | [uriPs

Fund Code| begins with w |[100
Department| begins with |4OD1
Program Code | begins with v |[0000
Project| begins with v ||
SpeedType Key | begins with v ||

Status as of Effective Date|= ~| |

opPpPLLO

<)

Dinclude History B Correct History

Search | [ Clear | Basic Search B Save Search Criteria

- The resulting page automatically displays the Responsible Person and the first user under
Authorized Signatories. To view the complete list of signatories, click “View All”

Attached Document

Unit: URIPS University of Rhode Island

Fund: 100 Unrestricted Funds

Dept: 4001 Controller

Program: 0000 None

Project:

SpeedType:

Responsible Person Find | ViewAll First “ 1 of 11 L& Last

[+ [=]

Effective Date: (01292020 )& status:
Descr: | Controller Phone:li

*Responsible Person EmpliD: 100001327 Q Mace Cynthia A

Delegate EmpliD: 100230135 Q. Hansen,David 5

Fii | ViewaAn 0 irst 0 10f3 Ll Last

+ —
*Empl ID;| 100001327 &} Mace, Cynthia A View Signature EE=
Title: |e‘-‘«ssoc Controller I Final Review
v College Requisition 4 Travel Expense Voucher
B 2 Invoice Voucher 5 Purchase Order Receiving Rpt

B 3 Travel Authorization Request 6 Biweekly Payroll Attendance

Update Form Number: 0000011859 Last Updated: 02/14/20 7:48:49AM UserID: dhansen

[l save | [[ERetum to Search | PreviousinList | (45| NextinList | [ notity | [Eyadd | | updatemispiay | [ 5
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ii. View list of available ChartField strings for a given Search Criteria entry:
- Entering information into only one or two Search Criteria fields will generate a list of all
ChartField strings containing those field entries. E.g., to view ChartField strings associated with
a certain department, enter the department number and click Search

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

e

'.‘ I -I. I---.- -. diL - ﬂdﬂ a Mew Value

*Business Unit[= v | [URIPS Q
Fund Code| begins with + || Q
Department| begins with |4':}D1 QL
Program Code | begins with w | o'}
Project| begins with + || Q
SpeedType Key | begins with | o}
Status as of Effective Date | = v| | v |
(U include History B correct History
Search Clear Easic Search @3 Save Search Criteria
Search Results
Wiew All First |ﬂ 1-17 of 17 |ﬂ Last
Business Unit Fund Code|Department Program Code Project SpeedType Key|Status as of Effective Date
URIPS 100 4001 0000 (blank) (blank) Active
URIPS 100 4001 0000 (blank) (blank) Inactive
URIPS 100 4001 3010 (blank) 240924 Active
URIPS 100 4001 3010 (blank) 240924 Inactive
URIPS 100 4001 3045 (blank) 240932 Active
URIPS 100 4001 3045 (blank) 240932 Inactive
URIPS 110 4001 0000 (blank) (blank) Inactive
URIPS 111 4001 3045 (blank) (blank) Active
URIPS 111 4001 3045 (blank) (blank) Inactive
URIPS 111 4001 37T (blank) (blank) Active
URIPS 111 4001 7377 (blank) (blank) Inactive
URIPS 115 4001 1212 (blank) 760065 Active
URIPS 115 4001 1212 (blank) 760065 Inactive
URIPS 115 4001 3045 (blank) (blank) Active
URIPS 115 4001 3045 {blank) (blank) Inactive
URIPS 400 4001 0000 (blank) (blank) Active
URIPS 400 4001 0000 (blank) (blank) Inactive

To update Signature Authorization: Instructions for updating signature authorization can be found
on the Controller’s PeopleSoft Financials page: https://web.uri.edu/controller/peoplesoft-financials/
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8. Approvals Workflow:
a. Requisitions: After a Requestor submits a requisition, it triggers the workflow approval process

APPROVAL LEVELS
Level 1 - Signature Authorization — Box 1: When a requisition is submitted, an email is sent to
every authorized signatory who has Box 1 checked off in SigAuth. If there are multiple
signatories, the requisition will be added to a Level 1 pool. Any of the Level 1 approvers can
select the requisition and approve it. When an approver selects the requisition, it no longer
appears in any of the other Level 1 approvers’ worklists

“Empl ID:| 000000000 Q, View Signature
N — ] Final Review
* & 1 College Requisition [ 4 Travel Expense Voucher
)2 Invoice Voucher [C] 5 Purchase Order Receiving Rpt
[_13 Travel Authorization Request [ 6 Biweekly Payroll Attendance

Level 2 (optional) - Signature Authorization — Final Review: If any authorized signatories have
the Final Review box checked off on SigAuth, the requisition will require a Level 2 approval. Level
2 approvers can take action on both Level 1 and Level 2 approval requests; therefore, if a Level 2
approver wants another signatory to review the requisition prior to Level 2 approval, they should
wait to receive the Level 2 approval email before reviewing the requisition. ChartField strings
without any final review signatories will auto-approve and flow to Level 3.

*Empl 1D: [200000000] Ja, View Signature /
Final Review

) Adminictrato
Title: [AdMinisirator

B3 1 College Requisition (] 4 Travel Expense Vioucher

[J2 Invoice Voucher [ 5 Purchase Order Receiving Rpt

()3 Travel Authorization Request [ 6 Biweekly Payroll Attendance

Level 3 (optional) - Administrative Approvals - Funds: A requisition will only flow to a Level 3
approval if any of the following funds are included in the ChartField string(s):

- Foundation Office when using Foundation funds (e.g., Fund 401)

- Sponsored and Cost Accounting when using Research funds (e.g., Fund 500)

- Business Services when using Bond funds

Level 4 (optional) - Administrative Approvals — Category/Account: A requisition will only flow to
a Level 4 approver or approval pool if any of the following categories/accounts are included in the
ChartField string(s):

- Controller’s Office for Prepaid Costs, Revolving Loan Costs, and Service Charges

- Capital Projects for Construction-related expenses
Public Safety for Radioactive Materials and Safety Supplies
Property Department for Capital Equipment on Fund 500
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b. Travel and Expense Module

i. Full Approval Workflow: The full travel and expense approval workflow has five approval levels,
depending on ChartField string SigAuth requirements. When a Travel Authorization or Expense
Report is submitted or approved at a certain level, an email is sent to the next level approvers
notifying them that the document is available for approval. If multiple signatories have
authorization on a given level, the document is added to a worklist pool. Once an approver
selects a document from a worklist pool, it’s no longer available to the other approvers at that

level.

Travel and Expense Module Full Workflow Train

HR SUPERVISOR LEVEL 1 - SigAuth LEVEL 2 - SigAuth LEVEL 3 - SigAuth LEVEL 4 - NCAA
, : , : Are Grantor Compliance
Traveler’s Any signatory with Does SigAuth have Foundation s the submission
supervisor as Box 3 checked off a Final Reviewer? Funds used? for Athletics?
assigned in HR email sent _ _
email sent
l YES: approval required NO: no approval required l
email sent auto-approves/no email sent

APPROVAL LEVELS
HR Supervisor Level: The traveler’s supervisor in Financials is determined by information
synced from the Human Resources system
Level 1 - Signature Authorization: All signatories with Boxes 3 and 4 checked in SigAuth are
authorized to approve at Level 1

*Empl ID: | 000000000 Q View Signature
Title: [Staff [JFinal Review
)1 college Requisition 4 Travel Expense Voucher
[ 2 invoice Voucher [CJ 5 Purchase Order Receiving Rpt

B 3 Travel Authorization Request Os Biweekly Payroll Attendance

Level 2 - Signature Authorization — Final Review: If SigAuth has any signatories with a
checkmark in the Final Review box, the TA or ER will require Level 2 approval. If SigAuth does
not have any Final Review signatories, it will auto-approve and flow to Level 3.

“Empl 1D; | 000000000 Q View Signature /
Final Review

Title: | Administrator

1 College Requisition 4 Travel Expense Voucher

)2 Invoice Voucher [ 5 Purchase Order Receiving Rpt

4 3 Travel Authorization Request Os Biweekly Payroll Attendance

Level 3 - Grants or URI Foundation: If a ChartField string on a TA or ER uses Grant or
Foundation funds, approval by an authorized Grant or Foundation signatory will be required. If
neither fund is included, it will auto-approve and move to Level 4.

Level 4 - NCAA Compliance — Athletics: This level is only related to Athletics travel. Any non-
Athletics travel documents will auto-approve at this level
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ii. Travel Authorizations: A TA will always go through the full workflow approval process
iii. Expense Reports: Expense reports automatically go through a three-level approval workflow,
starting with the traveler’s HR Supervisor.

ER APPROVAL LEVELS
HR Supervisor: the HR Supervisor approves the ER
Pre-Pay Auditor: when the traveler’s HR Supervisor approves an ER, it enters the Pre-Pay
Auditor worklist pool in the Accounting Office. The pre-pay auditor reviews the ER and
takes one of two actions:

- Sends the ER back for resubmission: If the ER requires more approvals (e.g., there’s
no associated TA in place), they will send the ER back for the traveler to resubmit.
Resubmitting an ER triggers the Full Workflow process, requiring approvals at all
levels before returning to the Pre-Pay Auditor pool.

- Approves the ER: the auditor approves the ER, and the ER goes to the AP Manager

AP Manager: When the AP Manager approves the ER, the ER is staged for payment and the
process is complete.

9. Other Helpful Information:

a.

The PeopleSoft Financials Lab has a team email address and team phone number:

Email: financials_e-campus@uri.edu Phone: 401-874-4078
The team email and phone are monitored continuously throughout the workday. If you need help,
calling or emailing the team will result in a faster response than emailing individual staff members

The PeopleSoft Financials Management page on the Controller’s Website offers more information
on various processes and procedures, as well as a link to access the Financials system.

The Controller’s Office website also offers information on a variety of topics relating to financial
transactions across the University. Topics include Accounts Payable, Payroll, Travel, Student Loans,
and more. There’s also information on various policies, as well as a repository of forms.

FORMS POLICIES

The Controller’s Office Travel page offers information for getting started with travel as well as a
Training page with step-by-step PDF guides to working in the Financials Travel & Expense module

The Controller’s Office Accounts Payable page provides information on vendor/supplier activities in

Financials, as well as submitting Non-Travel Expense Report reimbursement requests in the
Financials Travel & Expense module.

The Purchasing website offers additional resources related to activities performed in PeopleSoft
(e.g., POs, requisitions), such as Category, Account, and Commodity codes.
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