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Before You Begin...

You will not be given access to run reports in PeopleSoft Financials until you have attended
beginner and intermediate Budget Report training offered by the Division of Business and
Finances’ Center for Business Excellence. Please contract Tricia Durrough for available
times or visit the training website at: http://www.westga.edu/training/.

You will be sent a Security Request Form that must be completed. The form needs to be
signed by your supervisor and sent to Tricia Durrough in Row Hall prior to your training
date. The form can be found on the Controller’s website under ‘Forms’.
http://www.westga.edu/controller/index.php

You need to be familiar with the different codes used in PeopleSoft. The most common
codes used are:

e Account Code (type of expenditure/revenue)
e Fund Code (source of funds)
e Department ID (budget number)

e Program Code (type of activity, e.g. academic, research, student services, business
services, etc.)

e Class Code (type of revenue funding the activity)

A complete budget number is called a chart string and consists of an account code, fund code,
department id, program code, and class code. An account code may not always be needed.

Please view the list of Departments’ chart strings on Budget Services website at:
http://www.westga.edu/budget/index_9855.php

You may find a listing of Account Codes and Fund codes on the Controller’s Website at:
http://www.westga.edu/controller/index 1601.php

The following instructions are provided as a refresher for accessing the Revenue Budget
Progress Report. If you need additional review or clarification regarding the details of the
report, please sign up to repeat Intermediate Budget Report training; contact the budget
manager for your department; or call Budget Services at ext.9-6406.
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Verifying Revenue Account Codes

The second step you may prefer to perform prior to accessing the Revenue Budget Progress
report is verifying your revenue account codes. This is accomplished easily by looking at a
Budget Overview screen. Select the DETAIL ledger and input the applicable department id
and fund code. This is an optional step and is only needed if you do not know your 6-digit

revenue number(s). Please see the separate instructions on Budget Services website for
accessing this screen.

Budget Overview

Inquiry: BUDDVRWAPP Description: ﬁ[
Amount Criteria Search Clear | Reset
Budget Type
*Business Unit: 54000 Ledger Group/Set: Ledger Group - Ledger Group: -
[T view Stat Code Budgets Detail KK Ledger Grolp

[T] pisplay Chart i
*Type of Calendar: Detail Budget Period -

Customize | Find | view &l | B First [ 1 04 [H La:
From Budget . Include Adjustment Include Closing

Select Ledger Group Calendar ID Period To Budget Period Period(s) Adjustments

DETAIL YE 2014 Q, 2014 Q, =
ChartField Criteria
ChartField CaF'e'd From ChartField To ChartField Value Set  Update/Add Open

Closed
Account 4% QL % (SR i ] 3, Update/Add Hold
v ]
Dept 1067000 g % [} o &, Update/Add
Fund 10800 g % [} o ), Update/Add
Class g % [} o 3, Update/Add
ORACI-E Worklist Add to Favorites
=]

Revenue Associated

Return to Criteria Max Rows: 100 Display Options Search

Net Transfers: 0.00

Budget: 0.00

Expense: 214 586 64

Encumbrance: 664,522 .26

Pre-Encumbrance: 0.00

Budget Balance: -879.208.90

Associate Revenue: 0.00

Available Budget: -879,208.90

Budget Overview Results

Customize | Find | View All | 88 First (4 1450145
Fund Dept Program Class Project Bud Ref Budget Budget Expense Encumbrance Pre- Ave

Ledger Group

Period Encumbrance Bu
il F‘_‘. DETAIL 409700 NG00 1045103 16200 11000 2014 2014 0.00 -10,185.58 0.00 0.00 10,
2 [ pETAL 470128 10400 1045103 16200 11000 2014 2014 000 -375.00 0.00 000
3 [ pETAL 470416 10800 1045103 16200 11000 2014 2014 0.00 -925.70 0.00 0.00 4

-

. 3
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Accessing Revenue Budget Progress Reports

Log in to PeopleSoft. The URL may be found on Budget Services website at:
http://www.westga.edu/budget/. It is listed as the “PeopleSoft Portal” and will take
you to the screen shown below.

.
€ Oracle | PeopleSoft Enterprise 8 Sign-in - Windows Internet Explorer g@
@.\-___/. - |g. https usg.edy, Iv] g ‘ B[+ X | | i
x %Convert - @Select
R = . »
3¢ Favorites | (@ Oracle | PeopleSoft Enterprise & Sign-in -8 | = v Page~ Safety - Tools - (@

ORACLE

PEOPLESOFT ENTERPRISE

Financials 8.9

UserID:

Password:
[Signin

Notice to Users of this Computer System

This is a University System of Georgia computer system. This computer system,
including all related equipment, networks and network devices (including internet access),
is provided only for authorized University System of Georgia use. Unauthorized use may
subject you to criminal prosecution. All information, including personal information,
placed on or sent over this system may be monitored. Use of this system constitutes
consent to these terms of usage.

Danie & mnternet va v Hs0% v
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Revenue Budget Progress Report Setup Instructions

To navigate to the Revenue Budget Progress Reports, first click on “BOR Menus”.

—

6@; w [ https:yidfs-fscon. gafirst.usg.edujpsp/FESPRO{EMPLOYEE/ERP byt ab—CE LT [~ & IEIIEIIZI = ing |[2]-]

% @ Convert -~ [ select

& Employee facing registry Windows Internet Explorer

(e [ d=h v Ppage~ Safety - Took - @~

i Fevorites | & Employes-facing registry cankent

ORACLE

Personalize Content | Layout
[Menu 2 = |

Search:
|

Worklist Add to Favorites

Sign out
Help

L My Favorites

[ Supplier Contracts

> Vendors

[> Purchasing

> eProcurement

[> Travel and Expenses
[> Accounts Receivable
[ Accounts Payab
> BOR Menus
> Commitment
[> General Ledger

[ Statutory Reports

> Set Up Financials/Supply Chain
[> Background Processes

[ Worklist u
[> Tree Manager

> Reporting Tools

[ PeopleTools

-= BOR Reporting Instance

= GeorgiaFirst Marketplace
= Qrhadule Ouary (el

€ 1rkernet g v R 1s0% -

Next, click on the “BOR General Ledger” folder.

==
ez [ G | (] (€2 [ %] [Fein [l2]-]

-E Base Mavigation Page - mnduws Internet Explorer

%ﬂ - |g, https:i/dfs-Fscon. gafirst.usg.edufpsp/FEOPRDJEMPLOYEE/ERPYs/WEBLIE_PTPP_SC.HOMEPAGE Ficld

> @gConvert ~ [ Select

- 9 @=n v Page =~ Safety~ Toolks - W@hv

i Favorites | @ Base Navigation Page

ORACLE

Worklist

Add to Favorites Sign out

> eProcurement L e

> Travel and Expenses ﬁ’}

[ Accounts Receivable BOR Menus
[> Accounts Payable
~ BOR Menus

e e —
© BOR Budget Prep m‘ BOR Budget Prep m‘ BOR General Ledger pf BOR Payroll
ADP Reporting Views and

I BOR General Ledger = - Maintenance Tables

[> BOR Payroll [ Budget Prep Setup [1BOR GL Reports
[» Commitment Control [ Budget Prep [ BOR GL Interfaces
> General Ledger Processing [1BOR GL Processin

9 [1 Budget Prep Reports [1BOR Year End

[ Statutory Reports

[> Set Up Financials/Supply
Chain

[> Background Processes

[ Worklist

[> Tree Manager

[> Reporting Tools

[> PeopleTools

- BOR Reporting Instance

— GeorgiaFirst Marketplace

- Schedule Query

- Change My Password

= My Perscnalizations

- My System Profile

[<]

&0 Internet G v W1S0% <
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Click on the “BOR GL Reports” folder to expand the options.

—

‘€ Base Mavigation Page - Windows Interne

plorer

=1

%ﬂ - |g, htkps:/jdFs-fecon aafirst usguedu)/psr,

PRDp’EMPLOVEE;’ERPISJWEBLIB_PTPP_SC‘HOMEPAGE.F\eIdFormuIa‘I:M %IEHEHEI @Bing

(2]

% @Corvert - [ Seleck

5lp Favarites

‘ @ Base Navigation Page

ORACLE

[> eProcurement

[> Travel and Expenses

[ Accounts Receivable

[> Accounts Payable

+ BOR Menus
[ BOR Budget Prep
[ BOR General Ledger
[ BOR Payroll

[» Commitment Control

[ General Ledger

[> Statutory Reports

[> Set Up Financials/Supply
Chain

[> Background Processes

[> Worklist

[> Tree Manager

[ Reporting Tools

[> PeopleTools

- BOR Reporting Instance

~ GeorgiaFirst Marketplace

= Schedule Query

— Change My Password

- My Personalizations

= My System Profile

E]

Home Worklist

M. r| Me: > BOR Menus >

Y General Ledger

W BOR GL Interfaces m

=] Encumbrance
Projection to GL

W EOR GL Reports

=] Ledger History Reports
=] Balance Sheet By Fund
=] Grant Bill

12 More._.

ﬁ BOR Year End

[1Year End Processing
[1Year End Reports

- ] = v Page -~ Safety ~ Tools v (@~ i

Add to Favorites Sign out

BOR GL Processin

= Mark KK Journals for
Posting

=] Sync KK and Project
Definition

=1 Valid Chartfield
Combinations

o Internet

| 150%

&
4]

Now click on “Revenue Budget Progress Report”

E Base Navigation Page - Windows Internet Explorer

M=)

@f w [&] https:ijdfs-fscon. gafirst usg.edu/psoiFa3PRDEMPLOYEE [ERP/S/ WEBLIE_PTPF 3

HoMERAGE. FeldFarmula.z [se] | (B8] [#2] [%] [E o

|[2[]

% @gconvert - [ Select

57 Favorites

| (& Base Navigation Page

fi- B =

f= v Page -~ Safety ~ Tools - @~

ORACLE

()

[ eProcurement

[ Travel and Expenses

[> Accounts Receivable

[> Accounts Payable

+~ BOR Menus
[> BOR Budget Prep
[ BOR General Ledger
[ BOR Payroll

[» Commitment Control

[ General Ledger

[» Statutory Reports

[> Set Up Financials/Supply
Chain

[ Background Processes

[> Worklist

[ Tree Manager

[» Reporting Tools

[ PeopleTools

- BOR Reporting Instance

— GeorgiaFirst Marketplace

~ Schedule Query

= Change My Password

- My Personalizations

- My System Profile

]

Home Worklist

Main Menu
ﬂ BOR GL Reports

ain Menu > BOR Menu OR General . dger »

Ledger History
Re orts

Grant Indirect
Revenue

Grant Reco

Revenue Sum!
Report

Profit and Loss
Statement

Budget History
Re ort

Budget Transaction
Rewew

Proiect Budget
Progress Report

Grant Budget
Progress Report

Add to Favorites Sign out

Grant Bil
iliation (|- |
=]
=

= Revenue Budget

Expenditures Free
Balance Rpt

Surplus/Deficit
Report

Budget Progress
Report

Progress Report

€ internet

fa v ®i1s0% -
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You will need to set up a run control ID that you will use each time you want to run the report.
e First, click on the “Add a New Value” upper tab.
e Then, enter a name for your report. We suggest “Revenue_Budget_Progre
e Click the “Add” button and your run control will be saved for future use.
E Revenue Budget P
&g;ﬂ' |&] hetps
% SEyConwert -
¢ Favorites |@REV

_Report.”

M=%
[2]-]

gress Report - Windows Internet Explorer

dfs-Fscon.gafirst.usg.edu;psp,rFsgPRDJEMPLOVEEJERP;:;BORM % _&’_‘||E||E| | Bing

Elect

ue Budget Progress Report | | ﬁ = E =1 @ =~ Page = Safeb

Tools = @- >

Home Worklist

L+ =il
" BOR General Ledger
= BOR GL Reports

= Ledger History Reports R
= Balance Sheet By Fund
= Grant Bill
= Grant Indirect Revenue
= Grant Reconciliation
- Expenditures Free

Balance Rpt
- Profit and Loss

Statement

- Revenue Summary
Report

= Surplus/Deficit Report Find an Existing Value | Add a New Value

= Budget Transaction
Review

= Budget History Report
= Budget Progress

enue Budget Progress Report

d an Existing Value Y Add a New Value

Rul Control ID:|Revenue_Budget_Progress_Report

Add

Report
Mrmmd DAt Ml e~ tlil L I m
Done €D Internet dh v Hzswm - ||

Each subsequent time, click on the tab “Find an Existing Value”, next click on the “Search button and
you will see a list of any run control IDs you have already established.

€ Revenue Budget Progress Report - Windows Internet Explorer

6@#' ‘g, https: /{dfs-fscon, gafirst usg. edu/psp/FE9PROYEMPLOYEE/ERPY C/BOR _GENERAL_LEDGER RUN, RRGUW_M ERIEINEIES | Bing

3 @gConvert - [BSelect

o= ~ Page - Sefety~ Took - (@~

¢ Favorites ‘ (& Revenus Budget Progress Report

ORACLE’
Home Worklist Add to Favorites Sign out
< BOR GL Reports [=] New Window | Help | hl‘% |

= Ledger History Reports

— Balance Sheet By Fund

= Grant Bill

= Grant Indirect Revenue

= Grant Reconciliation

— Expenditures Free
Balance Rpt

- Profit and Loss
Statement

= Revenue Summary
Report

= Surplus/Deficit Report

= Budget Transaction
Review Search | Clear | Basic Search [E Save Search Criteria

= Budget History Report

— Budget Progress

Report Search Results
= Grant Budget Progress 1 1-BofE [
- s_i,% Budget sallRun Control ID Language Code
Progress Report Budget Progress Report English
= Revenue Budget Revenue_Budget Progress_Report English
Progress Report bud stat English b |
[ BOR GL Interfaces budget_transaction_review English
[ BOR GL Processing ledger_activity English
5 ggg:z Year End revenue_summary_report English
. LBORPayroll (] v

€ Internet Gh v Hzsm <
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The parameter screen for the Revenue Progress Reports will appear (see below).

o Complete the fields using the look up tool (magnifying glass) if needed. You may select a
portion of the desired code and a list of options containing that portion of the coding will
appear. For example, if you know the first 5 digits of a department ID are “10011” and are
unsure of the last two, you may type those in and a list of options will appear. This works for
any number of digits in any data element.

e Hit tab to navigate between fields or click in each box.

¢ In PeopleSoft, the % sign is a wildcard and generally means “all.”

Business Unit: 54000
Budget Period: The year of data you are requesting.
Fund Code: Enter specific fund code or leave % to pull all fund codes.
From Acctg Period: Enter the beginning accounting period you want to see. (July=1, Aug =
2...Jan =7,etc.)
To Acctg Period: Enter the ending accounting period you want to see.
From Department: Enter your department id #. (You may place the % sign if
you are unsure.)
To Department: Enter your department id #. (You may place the % sign if
you are unsure.)
To Account: Enter your revenue account #. (If you included a department id

and would like to see all the revenue accounts for this department,
place the % sign in this field.)

From Account: Enter your revenue account #.
From Class Field: Enter specific class code or % to pull all class codes.
To Class Field: Enter specific class code or % to pull all class codes.

Once all your values are entered, click the “Run” button.

© Revenue Budget Progress Report - Windows Internet Explorer

@'{_/ < [ reos Lsg.&dy
% @Corwert - [H)Select

i Favorites | @ Revenue Budget Progress Report

ORACLE’

Worklist

Add to Favorites Sign out
= BOR GL Reports (]
= Ledger History Reports

= Balance Sheet By Fund
- Grant Bill [ Revenue Budget Progress Report \

New Window | Help | Customize Page | E‘, -

= Grant Indirect Revenue

- Grant Reconciliation

- Expenditures Free
Balance Rpt

= Profit and Loss
Statement

= Revenue Summary

Run Control ID: Revenue_Budget_Progress_Report Run

Report Manager Process Monitor

: it 54000 |C
Business Unit: < University of West Georgia

Account: Fund Ceode: Department:
% Qo Q 1420103 Q

Project: Budget Period: Program Code: Class Field:

~ Project Budget % G 2011 G % & % G
Progress Report n L 2 2

= Revenue Budget

Progress Report

[ BOR GL Interfaces

[ BOR GL Processing

[ BOR Year End

[ BOR Payroll

[ Commitment Contral a S dateDisnla

[ General L edger = save | A Return to Search [E+ Add #3| Update/Display |

[ Statutory Reports
I Set |In Financiale/Snnh [vI<] m N

Done iF3] & Internet 45 -| ®imew -
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The “Process Scheduler Request” screen will appear. Click the “OK” button and you will be taken
back to the Revenue Budget Progress Reports screen.

E Revenue Budget Progress Report - Windows Internet Explorer L:JLEIJH

g@f - ‘E https:,Udfs-fscon‘gaf\rst‘usg.adufpspfFSQPRDﬂEMPLOVEE,iERPﬂcﬁ’EOR_GENERAL_LEDGER‘RUN_EORRGUS?_EOR.GBL?PORTALPARAM_PTM %|§Hﬁ”ﬁ| |E ging ||P -

% @ Convert + [I Select

< Favorites |@RevenueaudgetpmgressReport ‘ | M- [ e v page~ Safety~ Tods~ @+

ORACLE’

Add to F.

Sign out

>

~ BOR GL Reports (] New Window | Help | Customize Page | &,
= Ledger History Reports l l . l nie
= Balance Sheet By Fund
- Grant Bil Process Scheduler Request
= Grant Indirect Revenue
- Grant Reconciliation User ID: jgordy_54 Run Control ID: Revenue_Budget_Progress_Report

- Expenditures Free

Balance Rpt Server Name: Run Date: 04112/2012 6y

= Profit and Loss

Staterment Recurrence: Run Time: 4:-18:18PM Reset to Current Date/Time |
- Revenue Summary
Report Time Zone: |:|Q-

= Budget Transaction m— —
Review Select Description Process Name Process Type *Type *Format Distribution

= Budget History Report Revenue Budget Progress Report BORRG037 SQR Report Web

= Budget Progress
Report

= Grant Budget Progress |-
Report

= Project Budget
Progress Report

= Revenue Budget

Distribution

OK Cancel
[ BOR GL Interfaces

[» BOR GL Processing [v]
[> BOR Year End [w]<] i | @

Done 71 & Internet sa v Bizsm v

Click on “Process Monitor”

(=)
2| [43] [ [Bor |[2]-]

E Revenue Budget Progress Report - Endm Internet Explorer

55 J w [E] tktps:/ids-fscan. gafirst.usg.edulpspiF83PRO/EMPLOYEE ERP/c/ECR_GENERAL_LEDGER. RUN_BORRGI37_BOR. GEL7PORTALPARAM_PTC! [se] BB

x ﬁcanvert - Select

ﬁ - = @ - Page ~ GSafety - Toals - @v >

5l Favorites | (& Revenue Budgst Progress Report

ORACLE’

Home orkli Add to Favorites

Sign out

<~ BOR GL Reports [~
= Ledger History Reports

= Balance Sheet By Fund
- Grant Bill f Revenue Budget Progress Report \\

>

New Window | Help | Customize Page | nl‘%

= Grant Indirect Revenue

= Grant Reconciliation

- Expenditures Free
Balance Rpt Process Instance 3691354

= Profit and Loss
Statement

- Revenue Summary
Report o . -54000 .

- Surplus/Deficit Report Business Unit: -Q University of West Georgia

— Budget Transaction
Review Account: : Department:

= Budget History Report Fund Code: pa

- Budget Progress % | |2 la 11420103 la
Report

= Grant Budget Progress
Report

Run Control ID: Revenue_Budget_Progress_Report Report Manager ~ Process Monitor e

Project: Budget Period: Program Code: Class Field:

=-P t Budget
P;ggsr[;ssuRegeort |% |Q |201 ! |Q |% ‘O\ ‘% |O\
= Revenue Budget

Progress Report —
[ BOR GL Interfaces
[» BOR GL Processing
[» BOR Year End
[» BOR Payrall
[ Commitment Control
[ General Ledger
nl) §t§t!.!lor1 Repqrt_sm ) <] m

‘lDone il & Intermet Fa3 v HI25% v

E Save | .Q Return to Search E‘-t Add
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Wait a few moments for your request to process and hit the “Refresh” button. If the “Run” status
reads “success” and the “Distribution Status’ is “posted”, your report is ready. If the run status is
“Queued”, wait a few more moments and click the “Refresh” button again. When your report is

ready, click on “Details”

-@ Revenue Budget Progress Report - Windows Internet Explorer

B[E X
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Click on “View Log/Trace”
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Under the Name List, click the file name that is a PDF document. Your Revenue Budget Progress
Report will open up in a new screen. Now you can print the report or save it to your computer.

© Revenue Budget Progress Report - Windows Internet Explorer
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This is an example of what your PDF report should look like:
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