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PeopleSoft Financial Upgrade

OMB will be implementing a People Tools and Image upgrade to the system the weekend
of September 23-25. Users will be locked out of the system starting at noon on Friday, September
23, We will still print checks that day and they will be available Monday morning. Users will not
be allowed back into the system until Monday morning, September 26t.

Please plan accordingly.

PeopleSoft WorkCenters

WorkCenters in PeopleSoft offers users a one stop shop approach to getting access to their
work and reducing the amount of navigation required. There are currently WorkCenters for
Accounts Payable, General Ledger, Biling, Receivables, Asset Management, Buyer and Supply/
Demand. Instruction sheet on how to configure WorkCenters.

AR/Billing Module

To clean up unneeded/unprocessed bills, a monthly process has been scheduled to delete
old invoices that never ran through Single Action Invoice or AR Update. The invoices must meet
specific criteria such as: CAN (cancelled), HOLD, or NEW status, are at least 60 days old/in closed
accounting periods, and that no data is on the pending item, item, worksheet item, or project
resource tables. If you have any further questions, please call Lynn Shannon-Gall.

’//'{/Mﬂ Rgency Nightly Check Register—New Feature

@\7 ‘?‘m\\‘“‘ 418 Agencies can now schedule to run on a nightly basis, a daily check
Nk - register. It will list all payments your agency made that day. Instruction
sheet on how to schedule nightly check register.
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https://www.nd.gov/omb/sites/omb/files/documents/agency/financial/workcenters-in-peoplesoft.pdf
https://www.nd.gov/omb/sites/omb/files/documents/agency/financial/schedule-nightly-check-register.pdf
https://www.nd.gov/omb/sites/omb/files/documents/agency/financial/schedule-nightly-check-register.pdf

PAGE 2

Downloading PeopleSoft Data to Excel

Some screens enable you to download table data to a Microsoft Excel spreadsheet. The download
feature extracts all active, unhidden rows, that are visible on your screen.

Header || Lines || Totals | Emors | Approval

Unit 11000 Journal ID 0001735646 Date 07/312016 Errors Only
I Search Criteria
'Piocesled:lJDurnal v Process F Line 10
Lines Personalize | Find | (2] | [ e
Select Linga Unit Account Oper Unit Fund Depta Class Amount PC Bus Unit Project An
3 11000 105251 461 -10,167,502.38
1 11000 516115 a0 461 3002 90170 10,131,245.80
2 11000 516135 901 461 3002 90170 36,256.58
< >

To download table data:

1. Click the Download button in the table's navigation bar. A new browser window opens,
showing the data in a spreadsheet-like format.

2. Select File, Save As and save the data as a Microsoft Excel file.

Note. The system downloads all field types (columns) with the exception of images.

Note. If you use Microsoft Office 2007, then when performing a download-to-Excel, you might en-
counter a Microsoft Office Excel warning message suggesting you verify that the file is not corrupted and
that it is from a trusted source before opening it. You should click the Yes button in this situation.

New PeopleSoft Queries—Workflow

OMB has added two new queries to the Accounts Payable Workcenter under the Reports / Queries tab
to assist agencies with questions about where vouchers are in the workflow process.

Accounts Payable WorkCenter O «

Man || Reports/Queries Welcome to Accounts Payable WorkCenter
Queries Welcome to the WorkCenter. This WorkCenter has one "Task Panel” and one "Work Area”. The "Task
m] Panel” is on the side displaying the pagelets azsigned to the WorkCenter page and the "Work Area”
Query Manager k X :
displays transaction pages such as this page.
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= Vouchers Each pagelet may have the following actions depending on its configuration: Hide/Show, Reload,

= Voucher Budget Check Errors Personalize.
& Dally Check Register-BU Prompt € Displays the menu for the pagelet actions available
P> O Vchrs Waiting Final Approval
E xgﬂz::;gﬂg’o‘;aé:‘”f"k c Within each pagelet there may be the following action icons depending on the pagelet:
D Voo Posg.:ad buetcnot g::'j O Opens the content ing new window
= = Collapses a group of links

Vouchers Mot Sent for Approval b Expands a group of links

= Purchasing Card

5 JP P-card Reallocation Trans
& JP Pcard Reallocation Trans AP

The ‘Vchrs Waiting Final Approval’ query lists all the vouchers for your agency that are waiting final
approval. This query generates the same results as seen on the final approver’'s Worklist or Voucher
Mass Approval page. The '‘Vouchers Not Sent for Approval’ query lists all vouchers entered by your
agency that have not been submitted for final approval.

These queries can also be run from the Query Viewer page as well. The query names are—
NDSALL_VOUCHER_APPROVAL_STATUS (Vchrs Waiting Final Approval) and
NDS_VCHRS_NOT_SENT_FOR _APPROVE (Vouchers Not Sent for Approval).
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Did You Know

Email Notification—Are you a final approver of vouchers and journals and receiving an email
and you don't want to receive an emaile OMB can furn this feature on or off for you. You can
notify Larry Martin, Toby Mertz or Jeff Larshus to change this setting.

e Separate Checks—Are you paying the same supplier on multiple vouchers and need separate
checks? To do this, go to the Payments tab of the voucher and check the Separate Payment
box. If this is not selected, all vouchers to the same supplier, paid on the same day, will be
combined info one check.

Payment Information Eind | View All First & 10f 1 ® Last
[+ =
Payment 1
*Remit to 0000025264 @, Gross Amount 0.00 usp Scheduled Due [ Payment Inquiry
Location MAIN i, D|scount| 0.00 uso Net Duel = Express Payment
Discount Due Payment Comments{0)
"Address |4 Accounting Date| Holiday/Currency
A& B PIZZA INC

CHOOSE LOCATION
KOO0, ND 00000

Payment Options

*Bank BND @ Pay Group | *Netting [ Not Applicable  w Supplier Bank
: - Messages
*Account BND Q, Handling BU 11000 uci[— « Actions

O Hold Payment
1 separate Payment

*Method CHK @, Check Hold Reason | v

Message
Message will appear on remittance advice

Schedule Payment

+Action payment Date]
Pay ~] Reference |

e Outstanding IDB Vouchers—Remember, to view the outstanding IDB vouchers that your agency
has to pay, go to Find an Existing Value tab on the voucher Regular Entry page. In the Entry
Status drop-down, select Recycle and then click Search. A list of all IDB's that need to be paid
will appear.

ORACLE You are on Database: STFQ

Veucher
Erdae 2 fe. Lisdve Seids Blank %o 3 sl 3 values
[Fird am Exisding Value Add a New Value
i
Bairwss Unit: = v 1500 4
Woisc i I0Y Edpng with v .
Invoice Humber: beins Wit ¥
v oice Date: N ¥ )
Short SUpplisr Name: | tecins wits v
Supplier I bagyres with v oA,
Supplei Hame Eegns Wit v
Wowcher Style: ¥ =
Reflated Voucher: BN wWith v
Eniry $tabus: - v | [Reécythe 7 | —
VoI SOUTCH v -
InCompieie Voucher: v v

Case Sensitive

Seanh Clgar  |Basic Seanh o Save Search Crilna




