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1. Go to Oracle Peoplesoft website (Known as spectrum plus at GSU). If
you are not familiar with it here is the address: cut and paste then
bookmark this page)

https://www.spectrum.gsu.edu/

2. Login with your campusID and password.

) Oracle | PeopleSoft Enterprise 8 Sign-in - Mozilla Firefox

Elle Edit “ew History EBookmarks Tools Help

O cxal

@ Most Visited |_1‘] Getting Started |51 Latest Headlines

SN https:fuseses, spectrum, gsu, edufpspiFPROD/Pcmd=loginélanguage Cd—EHG - 2 P

|j Dracle | PeopleSoft Enterprise 8 Sig... | -+

ORACLE
PEOPLESOFT ENTERPRISE

User ID; I:l Select aLanguage:

Endlish Espafiol

password:| | Dansk Deutsch
Frangais Francais du Canada

ETT3 Italiane Matar

Mederlands Maorsk
Polski Partugués
Buomi Svenska
Cestina BEE
zr=H Eryroimi
g JilEihe
o by el

Copyright 1@ 2000, 2006, Oracle. Al rights reserved. PeopleSoft is 3 registered trademark of Oracle Corporation and/or its affiliates. Other names
may be trademarks of their respective owners.
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3. On the left hand side of the screen is your portal menu. Select GSU.

2) Employee-facing registry content - Mozilla Firefox

Eile Edit Wiew

Histary

6‘04§u_r

Bookmarks

Toals

Help

21| https: fuwva. spectrum. gsu. edufpsp{FPROD/EMPLOYEE/ERP hy Ptab=DEFALILT

Gangle

@ Mast Visited |:] Getting Started |5 | Latest Headlines

J |j Employee-facing registry content

[ —————

ORACLE

Menu
Search:

[> My Favorites

[ GEU

[ Purchasing

[ Grants

[» Accounts Payable

[ BOR Menus

[ Asgat Managerment
[ Commitment Contral
[ General Ledger

[ Waorklist
[» Reporting Toals
[> PeopleTools

®

[ Set Up Financials/Supply Chain

Help

2R B
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ey

4. Select Actuals Drilldown Report under GSU Reports or Grants Prolects

?) Base Navigation Page - Mozilla Firefox

File Edit W¥ew History

[ ] Most Yisited | ] Getting Started

Bookmarks

G‘Co\\u_r

Tools  Help

https:f,iwww.spectrum‘gsu.edu,ipspfFPROD,iEMPLO\‘EEIERP,!S;’WEELIE_PTPP_SC‘HOMEPAGE‘FleIdFormu\a.IScr\pt_AppHP’pt_Fnama:GSU&FolderFﬁ - 'g-l' izoogle

5] Latest Headines

J \j Base Navigation Page

ORACLE’

Search:

®

1> My Favirites

[: Grants Projects
[» GEU Reporis
[> Purchasing
[ Grants
[» Accounts Payable
[ BOR Menus
[ Asset Management
[ Commitment Contral
> General Ledger
1> Set Up FinancialsiSupply
(Chain
[ Wiorklist
[» Reporting Tools
I> PeopleTools

[ esu

GEL Applications

Grants Projects
Grants and Projects Menu

=l Actusls Drildown Report

GSU Reports.

GEU Reparts:

=l Actuals Drildown Report

=l Budget Progess Report

[E] Project Budget Progress Report
=l Revenue Budcet Progress Report
E P Surplus Analysis

FEl Surplus/Deficit Report

= iwvorkflow Approwal History

P ~
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REPORT BY PROJECT

Navigation: GSU> GSU Reports> Actuals Drilldown Report

= GEU Reports "
= Actualz Drildown Report

Budget Progess Report
Project Budget Progress
Report

Revenue Budget
Progress Report [ Find an Existing Value | Add a New Value

PO Surplus Analysis
positive pay report
Pavment Register by

Payment [| case sensitive
Surplus/Deficit Report

Workflow Approval
History Search Advanced Search

Customers
Products
Customer Contracts

Actuals Drilldown Report
Enter any information vou have and click Search. Leave fields blank for a lizt of all values.

Search by: Run Control IDbegins with

Find an Existing Value | Add a New Value

Step Action

1. Find an Existing Value — If you have previously run this report. Click
Search to see all the run control ids (names of reports) that you have
previously used. Click on the run control that you want to use. Any
reports you have created will be available Skip step 2 and 3.

2. Add a New Value - If you have never run this report or want to run this
report with different projects or criteria click on Add a New Value to create
a run control Id.

3. Actuals Drilldown Report

| Eind an Existing Value | {Add a New Value

Run Control ID: F| 13

Add

Run Control ID: What you enter here will be the name of your report. Any
name will do but we suggest you name your report with your project ID
(short speedtype) if conducting a report for a specific project.

Click Add
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Actuals Drilldown Rpt

Run Control I FLU43

Report Manager Process Monitor

Business Unit: GSUFS )

Period Date: 0%/30/2009 |5 Fizcal Year:

2010 Period:

3

Report Desired:

General Accounting

Fiscal ¥TD Override

Number of projects: G_SinD

Multiple
Or
Summary only
Summary Plus Detail Options
Current Period
Year to Date
Prior Years
Froject
SPOOOFLU13
Step Action
1. Report Desired: Check Grant/Project
2. Number of Projects: Check Single
3. Single Project Option: Check type of report you want. (e.g., all Activity)
4. Project- Enter project ID for new reports. If you don’t know the prefix of the
project, Enter % and the last 5 digits of your project and then click on the
lookup icon on the right of the field and select your project. For instance
%FLU13 and then lookup
5. Click Run
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Step Action
REPORT BY NON-PROJECT

To run the report for a non-project, select General Accounting instead of Grant/Project
(Step 1). In step 4, you will see a textbox entitled “SpeedType”, enter the Department
SpeedType. Follow Steps 6 - 9 to view report.

Report Desired: ) Grant/Project General Accounting
Mumber of projects: KEinuh Multiple
Or

O Summary only

Summary Plus Detail Options

) Current Period

O Al Activity

) Prior Years
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Step Action
6. This screen appears

Process Scheduler Request

UserID: AELBACHA Run Control  FLU13
I
Server Name: +* Run Date: 0902372009 [51]
Recurrence: +  Bun Time: 10:11:324M Reset to Current Date/Tim
Time Zone: Q,
Process List
Select Description Process Name Process Type Type *Fol
Actuals Drildown Report GEUGACT SQR Report Web - P

Ok | Cancel |

e

Click Ok. (Note: Always leave Server Name blank.)

Actuals Drilldown Rpt |

Run Control ID:  FLU13 Report Manager )Process Monitor Run

Process Instance 70517

Business Unit: GSUFS O Period Date: 09/30/2009 [ Fizscal Year: 2010  Period: 3
Report Desired: @ Grant/Project ) General Accounting Fiscal YTD Override ||
Mumber of projects: @ Single Multiple

After you run the report, Click on Report Manager Hyperlink to view your
report. Note that it might take up to a minute for the report to show up under
your report manager.
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Step Action
8. List \1 Explorer Administration Archives

Folder: - Instance: ton

HName: Created On: [+ Last: 1 Days -

Reports Customize | Find | View All | 2 First 1414

Completion Report

Report Report Description Folder Name Date/Time D
ACTUALS DRILLDOVYM REPORT General Eg'?fia 39330
2 GEUGAC ACTUALS DRILLDOVYMN REPORT General 35'?2‘23 39328
3 GSUGACTT ACTUALS DRILLDOVYM REPORT General 092309 9:47AM 59324

The report manager keeps reports for about 10 days before deleting them
from the Report list. Click Refresh until the report that you have just ran show
on the list. Refer to the completion date/time on the right to distinguish
between your reports.

Click on the GSUGAC11 hyperlink to open the next window (shown below).

Hame File Size (bytes) Datetime Created

leszage Log 1,624 09/23/2009 10:14:23.000000AM EDT
@ﬁécﬂ 70817.P0F = 33,107 0%23/2009 10:14:23.000000AM EDT
[race File 35,688 09/23/2009 10:14:23.000000AM EDT
Distribution 10 Vype *Distribution 1D

User \ AELBACHA

Click on the PDF file and the report will open in a new window.
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REPORT BY DEPARTMENT

Navigation: GSU> GSU Reports> Actuals Drilldown Report

= GEU Reports -
= Actualz Drildown Report

Budget Progess Report

Project Budget Progress

Actuals Drilldown Report

Report
Revenue Budget
Progress Report

PO Surplus Analysis

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

[ Find an Existing Value | Add a New Value

positive pay report

Pavment Register by

Search by: Run Control IDbeging with

Pavment

Surplus/Deficit Report

D Case Sensitive

History
Customers
Products
Customer Contracts

Search Advanced Search

Find an Existing Value | Add a New Value

Step Action

4, Find an Existing Value — If you have previously run this report. Click
Search to see all the run control id’s that you have previously used. Click
on the run control that you want to use. Skip step 2 and 3.

5. Add a New Value - If you have never run this report or want to run this
report with different criteria’s click on Add a New Value to create a run
control 1d.

6. Actuals Drilldown Report

| Find an Existing Value | Add a New Value |

Run Control ID: Dept_F'.epurﬂ

Add

Run Control ID: Enter the Dept ID for which you want to run this report in
order to recollect the run control for further reports run. Note that this is
not required and you can enter whichever value you choose.

Click Add
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Actuals Drilldown Rpt
fun Control ID: Dept_Report Report Manager Process Monitor Run |
Business Unit: GSUFS CL Period Date: 0%/30/2009 [+ Fizcal Year: 2010 Period: 3
Report Desired: _! General Accounting Fiscal YTD Override |:|
Mumber of projects: _! Single @ult@
Or
2 Summary only 9 For Department 110800000 O
Summary Plus Detail Options Biology
Current Period _! For Accountant
Year to Date
All Activity _! For Sponsor
Prior Years
_! For Director
Project
= ! For Frequency
Step | Action
1. Report Desired: Click on radio button “Grant/Project”
2. Number of Projects- Click on radio button “Multiple”
3. Multi Project Option: Click on radio button “For Department”
4. Department- Enter the Department ID for which you want to run this report
5 RUN. Click Run
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Step | Action

10. A new window will open

Process Scheduler Request

Process List
Select Description
Actualz Drildown Report

oK | Cancel |

User ID: AELBACHA, Run Control  Dept Report
1D
Server Name: »  Run Date: 092372009 [+4]
Recurrence: *  Run Time: 10:38:24AM Reset to Curre
Time Zone:

Process Name

Process Type

Type

GSUGAC

SOR Report

Web

Click OK to “run” the report. Wait a few minutes before clicking on the Report
Manager. It will take a little while for the report to finish running.

11. Actuals Drilldown Rpt |

Run Control ID:  Dept_Report

Process Instance: 70622

Business Unit: GSUFS O

Period Date: 0W/30/2009 ¢

Fizscal Year:

2010 Period: 3

Fiscal YTD Override ||

':'Summar!.r only

Summary Plus Detail Opticns

Report Desired: @ Grant/Project D) General Accounting
Number of projects: ':'Single '@' Multiple
Or

@ For Department 110500000
Biology

Q

Click on Réﬁoft Manager Hyperlin'krtolview S/ohr report. Note that it might take
up to a minute for the report to show up under your report manager.
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Step | Action
12. List \[ Explorer Adminiztraticn Archives

Folder: - Instance: to:

Hame: Created On: [54] Last: 1 Days -

Reports Customize | Find | View All | L

Completion Report

Report Report Description Folder Hame Date/Time D
ACTUALS DRILLDOWYN REPORT General ?g'?iila 29330
2 GSUGACT ACTUALS DRILLDOWYN REPORT General ?g'??ﬁa 29328
3 GSUGACTT ACTUALS DRILLDOWYN REPORT General 092309 947AN 59324

The report manager keeps reports for about 10 days before deleting them from
the Report list. Click Refresh until the report that you have just run shows on
the list. Refer to the completion date/time on the right to distinguish between
your reports.

Click on the GSUGAC11 hyperlink to go to the window shown below.

13.

e = OO ToT —rETTEETTE T e m e

Hame File Size (bytes) Datetime Created

Message Log 1,624 09/23/2009 10:14:23.000000AM EDT
@aécﬂ 70517.PDF___—=> 33,107 09/23/2009 10:14:23.0000004M EDT
[race File 35,688 9/23/200% 10:14:23.000000AM EDT
Distribution 10 Type *Distribution ID

Uzer AELBACHA

Click on the P\DF and your report will open as a pdf file.
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