RUNNING A BUDGET UNIT DETAIL
TRANSACTIONS REPORT

S OUT H E ASTE RN In PeopleSoft Financials

LOUISIANA UNIVERSITY

1. After logging into PeopleSoft Financials, navigate to Southeastern GL Data:
Southeastern GL Data > Budg Unit Detail Transactions

Depending on your level of security, your menu may not allow you to access this menu selection. If you do not
have access, contact Lori Gray at ext. 3754 or PeopleSoft Financials at ext. 3243 for assistance.

Search: = 3 .
i Budg Unit Detail Transactions
Enter any information you have and dick Search. Leave fields blank for a list of all values.
[+ My Favorites
[» Boutheastemn FIS Menu — .
= Southeastern GL Data Find &n Bdstng Value
ipenze Detail Repod
Expens

Search by: Run Control IDbegins with

[T Case Sensitive

Search I Advanced Search

P-Card Journal Load i E—— )
I Southeastem TA Data Find an Existing Value | Add 5 New Vaiue

Lics T

2. The first time you run this report, you will need to click on the "Add a New Value" tab. In

the Run Control ID box, enter the name for this report.

{ W Add a New Value |

Run Control ID: TRANSACTION_DETAIL_BY_BU| |

Add -c:"_. Click "ADD" I

"\-_‘_-___',pl'
Find an Existing Value | Add a Mew Value

Note: The next time you need to run this report, the Run Control ID will already be set up.
You will be able to click on the "Find an Existing Value" tab and click on "Search" .
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RUNNING A TRANSACTION DETAIL REPORT

After you click on RUN, verify the settings on the next screen.

3.  The following screen will appear. It will allow you to set report parameters, such as budget
unit, from and to period, and fiscal year. When the parameters have been set, click on
SAVE, then click the RUN button.

Detail Transaction File
Run Control ID: TRANSACTION_DETAIL_BY_BU ReportManager  Process Monitor _ FRUN
Language: L ]v After parameters have
= been set and the file has
Budget Unit | 12343 Q been saved, click RUN
From Period| 1 To Period| 12
Fiscal Year 2009
4.

Process Scheduler Request

User ID: JOOUIGH

Run Control I0: TRANSACTICH_DETAL_BY_BU
Verify Server

Server Hame:

Recurrence:

Nameis Psunx |[© "

Time Zone:
Prociss List

T, I .
et M \Jcrify bOX is
checked

After verifying settings, click OK.
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RUNNING A TRANSACTION DETAIL REPORT

5. A Process Instance number will appear on the screen. Click on Process Monitor.

Click on Process
. " . Monitor
Detail Transaction File v
Run Controd ID:  TRAMSACTION_DETAIL_BY_BU Report Manager Frocess Monitor Run ]
Language: |E”ﬂ”5“ j" Process Instance: 73504
Budget Unit | 12345 Q A
Process
From Period ! To Period | 12 Instance Number
will appear
Fiscal Year| 2009

6. On the next screen, your Process Instance will be the first line in the Process List.
"Success" should appear under the Run Status block. If it does not appear, click Refresh
until it appears. Click on the Details link.

[ et )
View Process Request For
e Click REFRESH if
User I0: [JooucH O, Type: | ] Last: 10, |Days =] Refrash I Success does
Berue-r.l *'I Mame: 2 Instance: 1o rm;ﬁﬂp:_‘?‘;_ll_‘l?ger
Run | =] Distribution | = ¥ save On Refresh

Status: Status
Process Lis Customize | Eind | View a5 B

T r i
_“.Lr_iﬂ'_hflm:tan:. !'ﬂ}!lﬁrncgl Type |r% |uer Fun Date/Time Iﬁun Statug I:ﬂ:;:!w | Dextails
| | |

Process Instance number [

JOCOUGH [232000 4:11:31FPM CDT CLRs
will appear in list Ll : B
= 73503 EPOT Teormerer | JDOUGH  DEEZIZ008 30X22PMCOT  Sud click on DETAILS to go

. 7as0z S0R Report SLUGLRF1 JDOUGH DEZA2000 24258FMCDT  Sud to the next screen

7. The Details screen will appear. Under the "Actions” column, click on the View Log/Trace link.

Process Detail

Ron ___________________________________[llUpdateProcess

Request Created On: 06/22/2009 5:07:47FM CDT Farameters Transfer
Run Anytime After: 067232008 411:31FPM CDT Message Log

Click on VIEWW

Began Process At 505 W imi
eq 06/22/2009 5:07:55PM CDT Batch Timings i RACE

Ended Process Af: 06/22/2009 5:08:40FPM CDT View | og/Trace

SOUTHEASTERN LOUISIANA UNIVERSITY 3 PEOPLESOFT FINANCIALS 2010
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8.  The following screen will appear. Under _File List, right click on the report ending in .LIS.

View Log/Trace
Report

Distribution Details

File List

Hame

File Size (bytes) Datetime Created
SR SLUGLRP1 Y3504 |0 e

08/23/2008 5:08:40.000000PM CDT
Right click rt

Siuglrp 73504.L1S < e B 06/23/2009 5:08:40.000000PM COT

= 08/23/2008 5:08:40.000000PM CDT

Distribute To

Distribution ID Type *Distribution 1D

Lser JDOLIGH

9. The window that appears will allow you to save your list to your computer. Click on "Save
Target As" and save to your designated file location.
Cpen
Note: Depending on your computer settings,
the next steps may differ slightly. If you have
E .
E"" problems, please contact Lori Gray at
Oy .
by SHEECELE extension 3754.
Pazte
Add to Favorites, ..
Append Link Target to Existing PDF
Append to Existing PDF
Conwvert Link Target to Adobe PDF
Convert to Adobe PDF
Properties
=10l
P This window may appear, indicating your report is
being downloaded to your computer. Shortly, it
sluglrpl_73504.LIS From pippin. selu,edu Wl" aSk fOI‘ the flle |OcatI0n tO save the f||e
Download ko
Transfer rate:
™ Close thiz dislog box when download completes
Dpen [Hpen Folder | Cancel I
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RUNNING A TRANSACTION DETAIL REPORT

File, then Save As.

Download complete

s
— Download Cormplete

sluglrpl 73504 .LIS from pippin.selu.edu

=

86.4KB in 1 sec
Osluglkpl_73504.L15
86.4KE Sec

Downloaded:
Download fo;
Transfer rate:

[ Close this dislog box when download completes

(m Open Folder | Cloze I

File | Edit  W¥iews Insert Format Tools  Data  window
D [n Click on File for the CEFII
= drop down menu
[ Cpen.. Chrl+O
Close

& save Chrl+5
| (S;ve ﬂs:‘)

g Sawve as Web Page. ..
Ig Jgeugn on "Sluch_db_serverh\DEYPs j € | ? v '

L) Accounts

\LMIsC

{_)month end

\_ZJDEFT BY FUNCTION

CSJDEPT LISTS

| &) slughvpt _73502 LIS

|B] slughvp1 _73503 L15

Give your file
aname
Save as an Excel
Workbook file

File name: d Save I
Saveastype  [WicrasoRt Excel Workbook [* xis) =l Cancel |

7

10.  When this window appears, choose the file location for this report.
Ix Jdough o 'Sluclu_db_serverhDBEAPE' (0] j € 1? o [
L7 Accounts
]
I )month end
\CTIDERT BY FUNCTION
[ J)DEPT LISTS
=) shugirp1 _73502.L1S
=) slugirp1 _73503.L1S
File name: :E:|I_J|Il|[ 1 73504.1L15) j Save I
Save as lype: I_LIS D acurnent j Cancel /l
o
11.

The Download window will appear and notify you when the file has been completely down-
loaded. Click on OPEN. Your report will open in Excel. To save as an Excel file, click on

If you are using Office 2007 Excel,
the file extension will be (*.xlsx).
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