Report Access in PeopleSoft  Financials 9.0

Once you have logged into PeopleSoft Finance, select WMS Financial Reports from the menu on the left side.
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Search Criteria can include:

Fiscal Year


Insert all four digits.

Accounting Period (if applicable)


Use the Accounting Period of the transaction report that you would like to access.  


Current Fiscal Year transaction reports will include




year to date

current & prior month 



Accounting Periods for monthly transaction reports include:




Jul 
= 1
Oct
= 4
Jan
= 7
Apr
=10




Aug
= 2
Nov
= 5
Feb
= 8
May
=11




Sep
= 3
Dec
= 6
Mar
= 9
Jun
=12

Report Type


Select One of the following types of reports or leave blank to see all types:
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Location


This is useful if you have access to many different reports.  The location is the area that the report is stored in the reporting hierarchy.  

Department


Specify a specific department or part of a department number

Project


Specify a specific project or part of a project number

Include only what I manage


If you are the manager on specific accounts, you can select this to only see those accounts, otherwise you will see every account that you have access to view.  


Once you have selected your search criteria, the results will be displayed under the criteria:
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If you would like to print more than one report at a time, you can either select the reports to print by clinking here, or you can use the yellow buttons to select specific types of reports.
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HELPFUL HINTS:

DO NOT USE THE ENTER KEY.  Use the Search Key

Try to have the EXCEL file open up in it’s own window (not the browser)


-Uncheck the Windows setting "Browse in same Window".  

Control Panel>Folder Options>FileTypes>XLS>Advanced> or

 

Windows Explorer>Tools>FolderOptions>File Types>XLS>Advanced.

[image: image6.png]Fle Edt View Favorites

Tools Hep

EBack v &+ @ [2) A | Qsearch GiFavorites @veda 3| B S =1 2 D

Adcress [€] http:/finance.wilarms.eduypsp/SEPrd/EMPLOYEE/ERP fc/WMS_GL.WIMS_M999.GBL

Lirks €]ChartField Values €]JE's €]Quick Invoice Entry €]Student Post €]Tree Manager &]User Preferences €IRegular Entry €]Query Manager

PeopleSoft.

New Window | Help

Fiscal Year|  Accounting Period| | _Search | _ Clear |

Report Type

I” Include Only What | Manage

Location®

Department*

Q

[ ProjectiGrant| Q@ 'Partialvale

okay

Select DSOA - Select PSOA]  Seect Tran Detal M| Seect Tran Deta | Unselect
Q. Send Selected Reports to Desting

Report
Destination

Find | First (] 10r1

Ip | Custornize Page | 8





You can search by description.

Click view to pull the report up into Excel you want to view





If the EXCEL file is open, you can print using the EXCEL print function.








Select to print the reports selected.





  Choose the printer that you want your reports to be printed.





Once you have entered all your criteria, press SEARCH


DO NOT PRESS ENTER


Any files matching your criteria will be displayed.





CRITERIA is anything above this line








Select to see all Deptartments that you have access to see.





Select to see all Projects that you have access to see.
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