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Ledger Inquiry and Ledger Period Comparison

This manual explains how to use the Ledger Inquiry and Ledger Period Comparison Tools in the
Financials RPT database. http://www.case.edu/erp/report

The Appendices include information about browser setup and settings for using these Tools.
Using Ledger Inquiry and Ledger Period Comparison

General Ledger Inquiry

This business process provides Ledger data by chartfields and periods with drill downs to detail
transactions and the ability to export data to Excel.

Procedure

This section will demonstrate how to use the General Ledger Inquiry search and other features to
inquire on Journals that have been posted. This feature is only available in the Financials RPT
database. http://www.case.edu/erp/report

Step Action

1. Click the General Ledger link.
[ General Ledger |

2. Click the Review Journal/Ledger Data link.

+ Review Journal/Ledger Data

3. Click the Ledger link.
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Search:
&)

[» Set Up Financials/Supply
Chain
I+ Accounts Payable
- General Ledger
= Review Journal/Ledger
Data
— Journals
— Ledqer Period
Comparison
[ Application Diagnostics
- Case Reports
[» Reporting Tools

> PeopleTools

¢ CASE WESTERN RESERVE

Ledger
Enter any information you have and click Search. Leave fields blank for a list of all values

1 Find an Existing Value " Add a New Value |

Inquiry Name:‘begms with [ |

Search Clear | pasic search & Save Search Criteria

Find an Existing Value | Add 3 New Value

IQ;;SE_\\f’gsTglzN_RESElav-'E

Home Sign out

New Window | Help | .5,

[ % € mtermet EH 1009 ~

Step

Action

OR

The Ledger screen appears.
You may use the Find an Existing Value tab and click the Search button to find an
existing Inquiry that you have created and saved.

Click the Add a New Value tab.

Enter the name of your Inquiry in the Inquiry Name field. Your inquiry criteria can
be saved for future use. For example, enter "ledger_ing".
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B e ien
JUNIVERSITY nd

- New Window | Help | B,
I Set Up Financials/Supply Ledger

Chain
[- Accounts Payable Find an Existing Valug " Add a New Value \

- General Ledger

= Review Journal/Ledger .
Data inquiry Name:|iedg_ind___
— Journals
e
— Ledqer Period
Comparison
3 1Di Find an Existing Value | Add a New Value
- Case Reports
[» Reporting Tools
> PeopleTools

Done [ % € mtermet 100% v

Step Action

6. Click the Add button.
Add

Wi

Search: New Window | Help | Customize Page | B,
[ Set Up FinancialsiSupply Ledger Criteria
Chain i “Uni | e i
Inqui Unit Ledger *Year From*To Period Currel Stat
[ Accounts Payable nauny ney Cantinue

szia el e[ Jal al al la

= General Ledger LEDG_INQ
« Review Journal/Ledger

Data [ Include Balance Forward [ Include Adjustment Period(s) [] onlyin Base Currency
— Journals [ Include Closing Max Rows:

— Ledaer Period

Comparison Clear Criteria

[+ Application Diagnostics
> Case Reporis

[> Reporting Tools B Save = Notify s Refresh B Add Update/Display

- PeopleTools

[% € Intermet E100% v
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WA CASE WESTERN RESERVE

Step Action

7. The Ledger Criteria screen appears. This page allows you to specify Ledger, fiscal
year, period and Chartfield values.
Enter the Unit name in the Unit field, this is a required field. You will
enter "CASE1" which is the only Business Unit Case has.

8. Enter the Ledger name in the Ledger field, this is a required field. You will
enter "ACTUALS" which is the only detail Ledger Case uses.

9. Enter the fiscal year you are searching in the Year field. For example, enter *2009"
for the fiscal year 2008-20009.

10. Enter the starting Period in the From field. For example, enter "1".

11. Enter the desired information into the To Period field. Enter "3".

12. Click the Include Balance Forward option to include any balances that were
brought forward into the current open year.
You must select this option to access Per Balance by Account link, Per Balance by
Acct, Dept link, Per Balances by Acct, Proj link.
| [] Include Balance Forwar4

13. Click the Include Closing to include closing balances along with the current open

eriod amounts.

[] include Closing

14. Click the Include Adjustment Period(s) option, if you want to include any

adjustment period amounts.
| ] Include Adjustment Period(s|
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CASE WESTERN RESERVE

Home Sign out
Search: Mew Window | Help | © Page | &
[» Set Up Financials/Supply Ledger Criteria
Chain = s B - -
Inquiry Unit Ledger Year From*To Period Currency Stat
I Accounts Payable Continue
- General Ledger tepema  [OASEM[Q [actuas fa [zoosla [ dja [z [ e[ a
= Review Journal/Ledger
Data o Include Balance Forward Include Adjustment Period(s) [] Onlyin Base Currency
— Journals Include Closing Max Rows
— Ledqer Period
Comparison Clear Criteria
[ Application Diagnostics
- Case Reports
I Reporting Tools & save | 5] Notiy s Refresh Er  Add Update/Display
> PeopleTools

[ % € mtermet H 100 -
Step Action
15. Change the Max Rows field so that you will receive all the rows of data for the
Period requested. Enter "999".
16. Click the Continue button to add chartfield to your inquiry. You will see search
fields for the Chartfields to enter more criteria.
Cantinue |
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CASE WESTERN RESERVE

2 CASE WESTERN RESERVE

Home Sign out
Search: IMew Window | Help | C Page |, &
I [
[» Set Up Financials/Supply Ledger Criteria
Ghain Inquiry “Unit *Ledger *Year *From*To Period Currency Stat
[ Ai its Payabl Continue
Gt i teoc e (CAsEM| s A fzosia [ e Tosa[ el ja
= Review Journal/Ledger
Data Include Balance Forward Include Adjustment Period(s) [] Onlyin Base Currency
7 Include Closing  Adjustment Period From: To: Max Rows:
— Ledager Period
Comparison Chartfield Criteria Customize |Fing | B rirst 4] 144 0 14 ] Last Show
> Application Diagnostics ChartField Value View Per Balances by Account
- Case Reports
[» Reporting Tools Account ‘ ‘o\ Eer Balances by Acct, Dept
I> PeopleTools Per Balances by Acct, Pri
Department ‘ ) Sum by Period, Account
Operating Unit \ \O\ Sum by Period, Account, Dept
Sum by Period, Altacct
Product ‘ ‘O\ Sum by Period, Proj
Funa Gode ‘ a Leoger Balances
Class Field I =3 Ledger Activity
Pragram Code ‘ ‘O\
Clear Criteria
Budget Reference ‘ ‘O\
Affiliate ‘ ‘O\ Delete Criteria
Fund Afiliate I s
Event ‘ ‘O\
Speed Type ‘ ‘O\
Project ‘ ‘O\ 1
Adjustment Type ‘ ‘O\
Al
< | >
[§ @ mtermet H 100~
Step Action
17. In the Chartfield Criteria section, enter information into the Value field for any of

the Chartfields. For example, enter "532%" for the Account field.

The % sign is a wildcard feature. You can enter a partial chartfield and use % to get
all chartfields, based on your criteria, in that range.

A feature that is located on most fields in Financials is the Look up icon .
This icon allows you to enter none to partial informatin in the field, when you
click this icon you will see a list of the available choices.

For example, if you enter 532 in the Account field and click the Look up icon
you will see a list of all the Accounts that start with those digits.

On the Ledger criteria page you can use a combination of Chartfield values to
conduct your search.

In general, for a speedtype starting from “OPR” or “INS”, use a combination
of Department and Fund Code to conduct the search; for the rest of the
SpeedType, use a combination of Project and Fund Code to conduct the
search. See Appendix D on how to use Speedtype page.
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All data is secured by row level security (Dept ID/Project ID). If you receive
no data after submitting an inquiry and a message "No records found" in the
Query Results area, this means that you either do not have security to all or
part of the chartfield information that you entered or you used an invalid
chartfield combination. See example below:

Inquiry Unit Ledger Year From To Currency  Stat
LEDGER_INQ CASE1 ACTUALS 2009 1 2 uUsD Chartield Criteria

Include Balance Forward Include Adjustment Period(s)
4 Query Results: Mo records
Include Closing Adjustments  Adj Period From: 998 Tac 298 found

Go To: Inguiry Criteria

For this example, we are entering a combination of Project and Fund Code
based on the Speedtype lookup to conduct the search. For SpeedType
RES002575, the Project is RES002575 and the Fund Code is 96010. See
Appendix D on how to use the SpeedType page.

Step Action

18. Enter a value in the Fund Code field, for example, enter "96010".

19. Enter a value in the Project field, for example, "RES002575".

20. Click the Save button if you would like to save this inquiry to use it again. You can
access it by using the Find an Existing Value Tab.
Click the Save button.
B save

21. Click the Sum by Period, Account link.

|Sum by Period, Accoun{

Sum by Period, Account displays summarized transaction totals by Period,
Account in a grid, which can be downloaded to Excel. This page also contains
a total for all transactions. You can drill down to get detailed Chartfield
information from the Detail link, and get transaction detail information
through the Activity link.
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Search:

®

> Set Up FinancialsiSupply
Chain
[~ Accounts Payable
[~ General Ledger
« Review Journal/Ledger
Data
— Joumnals
— Ledaer Period
Comparison
[+ Application Diagnostics
- Case Reporis
- Reporting Tools

- PeopleTools

Inquiry unit
LEDG_ING CASE1
Include Balance Forward

Include Closing Adjustments

Ledger Year From To

ACTUALS 2009 1
Include Adjustment Periodi(s)

Adj Period From: 998 To:

CASE WESTERN RESERVE

Sign out

New Window | Help | Customize Page | &,

Currency  Stat

Chartfield Criteria

908 Query Results:

Go To:

Inquiry Criteria

Ledger Amount by Currency
Period Activity —Detail Account Transaction Amt Currency
0 Detail 532610 531.84 USD
0 Detail 532700 1,418.82 USD
0 Detail 532900 2,042.07 USD
1 Activity 532700 8468 USD
1 Activity  Defail 532900 170.76 USD
2 Acfivity  Detail 532610 5.03 USD
2 Activity Detail 532700 74.24 USD
2 Activity  Detail 532000 476.01 USD
3 Adivity  Detail 532610 13.73 USD
3 Activity Detail 532700 664.28 USD
3Actvity  Detail 532900 2671.69 USD
Transaction Amount: 574315 USD

53184 USD
141882 USD
2,042.07 USD
84.68 USD
170.76 USD
503 UsSD
74.24 USD
476.01 USD
1373 USD
664.28 USD

261.69 USD

Base Amount: 5743.15 USD

~

[ & € Intarmet

H 0% v

Step

Action

22.

Click the Detail link.

@ This page can be downloaded to Excel, i see details in Appendix A.
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Home Sign out
Mew Window | Help | € page | B
Inquiry Unit Ledger Year From ToPeriod Currency  Stat
LEDG_ING CASE1 ACTUALS 2009 1 3 Chartfield Criteria
Include Balance Forward Include Adjustment Period(s)
Include Closing Adjustments Adj Period From: 908 Tox 908
Scroll Message Detail:
Go To: [ngquiry Criteria = Sum by Period, Account
1ta10f1
Ledger Details
Period Activity Account Department Fund Class  Project Speed Type Transaction Amt Event
1 Activity 532700 96010 10 RES002575 RES002575 8468
< »
[ % € mtermet 100
. CASE WESTERN RESERVE
E Y ® ion out
(E3
New Window | Help | Customize Page | B,
Inquiry Unit Ledger Currency Stat Year From To:
LEDG_IMNG - CASE1 ACTUALS 2009 1 3
Include Balance Forward Include Adjustment Period(s)
Include Closing Adjustments  Adj Period From: 993 To: 993 Sort By:| Journal Id v
GoTo: |nquiry Criteria - Sum by Period, Account » Detail Show Transaclion Criteria
 Transaction Details
Period Account Alt Acct Oper Unit Eund DeptiD Program Class  Bud Ref Product  Project Affiliate Fund Af
1532700 96010 10 RE2002575
Transaction Amt: 84.68 USD Base Amount: 84.68 USD
First 4] 1 of 1 [M] L
Journal ID Date Seq Stat Amt NIR Amount Base Amount
0000165117  07/31/2008 ] 8468 USD 8468 USD
< >

[# € Intarmet EA00% v
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Step Action

24, Click the 0000165117 link.

CASE WESTERN RESERVE

Home | Wiorkist | Add to Favorites Sign out
Mew Window | Help | Customize Page | .5,
Inquiry Unit Ledger Year From To: Curr  Source Journal ID Date Status Suspense Status
LEDG_ING  CASE1 ACTUALS 2009 1 3 0000165117 07/31/2008
GoTo: Inquiry Criteria = Sum by Period. Account » Detail » Activity Header Msg:
=)
Journal ID: 0000165117 Date:  07/31/2008 Schedule: Source: ARC
Ledger Grp:  ACTUALS Original 08/05/2008  Lines: 254 Occur: InterUnit BU: CASE1
Status: Posted Posted: ' 08/07/2008 Process: Mo Request Reversal: MNone
Balanced: DR=CR Controls: Cirls OK Errors: Edits OK Reversal
Date:
Operator Id: Fs Doc Sequence #:
Long Description: Animal Resources |
Totals by Currency Find | View Al First ] 1 of 1 [H] Last
Currency: USD DR: 421,547.55 CR: 42154755 MNet 0.00
© Show Al Lines %
O show  From Line: l:l Thru Line: l:l Refresh
[Journal Line
Line # Transaction Amount Account  DeptiD FundCode Class Speed Type Project Event Line Descr
224 84.68 USD 532700 96010 10 RES002575 RES002575 ARC43934
< >
(@ € Intarmet EA00% v
Step Action
25. The Journal ID takes you to the detail of the Journal and the Journal Header page.

This is also the page where you can see the Line Description of the Journal.

You can customize the Journal Line section by using the Customize link. See
Appendix A for information.

Use the breadcrumb links above the Journal Header to return to any place in your
inquiries. In this example, click the Inquiry Criteria link to return to submit
another inquiry.
Inguiry Criteria -
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CASE WESTERN RESERVE

Home _Sian out
=13
Mew Window | Help | C Page |5 =
Ledger Criteria
Inquiry “unit “Ledger *Year “From*To Period Currency Stat T
LEDGER N |CASETQ [acTuas @ [200eja [ dja [ 2@ [usola [ &
[ Include Balance Forward [] Include Adjustment Period(s) 1 only in Base Currency
[ include Closing  Adjustment Period From: To:| 998] Max Rows:
Chartfield Criteria Customize | Find | 3 First [ 114 0r14 ] Last Show
ChartField Value View PerBalances by Account

PEETTh [531% Ja PerBalances by Acct, Dept

PerBalances by Acct, Pri
Department 7% ) Sum by Period. Account
Operating Unit ‘ |Q Sum by Period, Account, Dept

Sum by Period, Altacct

V]

Product ‘ |Q Sum by Period, Pro
Fund Code a7000 e

Ledger Balances
Class Field ‘ la Ledaer Activity
Program Code ‘ |Q

Clear Criteria
Budget Reference ‘ |O\
Affiliate ‘ |Q Delete Criteria
Fund Afiliate | e
Event [ Ja
Speed Type ‘ |Q
Froject ‘ |O\
Adjustment Type ‘ |Q

M
Done [§ € mtermet 1009

Step

Action

26.

Subsystem's Accounting entries, such as Accounts Payable, can also be seen using
the Ledger Inquiry. In this example, we use a combination of Department and Fund
Code to conduct the search. We enter 531% in the Account field to further narrow
down the search and click the Sum by Period, Account link.

Bum by Period. Account]|
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e ]

A

CASE WESTERN RESERVE

226

Inquiry Unit Ledger Year From To Currency  Stat ~
LEDGER_INQ CASE1 ACTUALS 2009 1 2 usD Chartfield Criteria
Include Balance Forward Include Adjustment Periodi(s)
Query Results:

Include Closing Adjustments

Inquiry Criteria

Ledger Amount by Currency

Period Activity — Detail Account nsaction Amt Currency Base Amount Base Currency
1 Activity  Detail 531100 6,681,690 USD 6,681,690 USD
1 Activity  Detail 531200 1,933.04 USD 1,933.04 USD
1 Activity  Detail 531300 11,003.91 USD 11,003.91 USD
1 Activity Detail 531400 13,179.70 USD 13,179.70 USD
1 Activity Detail 531600 1,026.00 USD 1,026.00 USD
1 Activity  Detail 531700 2,219.41 USD 2219.41 USD
1 Activity Detail 531800 69.93 USD 69.93 USD
2 Activity 531100 3,309.53 USD 2,300,532 USD
2 Activity  Detail 531200 3,530.65 USD 3,530.65 USD
2 Activity Detail 531260 18,079.42 USD 18,079.42 USD
2 Activity  Detall 531300 34,332.18 USD 34,332.18 USD
2 Activity Detail 531400 876,50 USD 876.50 USD
2 Activity Detail 531600 49310 USD 49310 USD
2 Acivity  Detail 531700 3,409.63 USD 3,409.63 USD
2 Activity Detail 531800 1,978.63 USD 1,978.63 USD
Transaction Amount: 10712332 USD Base Amount: 107,123.32 USD

~

[ % € mtermet 1009

Step Action

27. Click the Detail link.

New Window | Help | Customize Page | &,

Inquiry Unit Ledger Year From ToPeriod Currency  Stat
LEDGER_INQ  CASE1 ACTUALS 2009 1 2 usD Chartfield Criterig
Include Balance Forward Include Adjustment Period(s)

Include Closing Adjustments

Scroll Message Detail:
Go To: Inquiry Criteria = Surn by Period, Account

110 17 of 17
Period Activity Account Oper Unit Department Product Fund  Class  Program Code Bud Ref Project Affiliate Fund Affil
2 Activity 531100 701000 97000 10
2 Adtivity 531100 701011 97000 10
2 Adtivity 531100 701013 97000 10
2 Activity 531100 707722 97000 10
2 Adtivity 531100 711027 97000 10
2 Adtivity 531100 711027 97000 10
531100 737730 97000 10
2 Adlivity 531100 797703 97000 10
2 Adtivity 531100 797704 97000 10
2 Adtivity 531100 797705 97000 10
2 Activity 531100 797707 97000 10
2 Activity 531100 797708 97000 10
2 Adtivity 531100 797709 97000 10
2 Adtivity 531100 797710 97000 10
2 Activity 531100 797711 a7000 10
2 Activity 531100 797716 97000 10
2 Adtivity 531100 797717 97000 10

~

>

(@ € Intarmet EA00% v

[l
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Action

Click the Activity link.

CASE WESTERN RESERVE

Inquiry Unit
LEDGER_INQ CASE1

Ledger
ACTUALS

Currency Stat
usD
Include Balance Forward

Include Closing Adjustments

Home Sign out

New Window | Help | Customize Page | .5,

Year
2009 1 2

From To:

Include Adjustment Period(s)

Sort By: | Journal ld hd

GoTo: Inquiry Criteria - Sum by Period. Account - Detail

Transaction Details

Show Transaction Criteria

Period Account Alt Acct Oper Unit Fund  DeptD Program Class  Bud Ref Product  Project Affiliate  Fund £
2531100 97000 737730 10
Transaction Amt: 264254 UsSD Base Amount: 2,642.54 USD
Customize | Find First [4] 141 or 11 [M] Last
Journal ID Date Seq Stat Amt N/R Amount Base Amount
0000166928  08/31/2008 N 5.05 USD 5.05 USD
0000166928  08/31/2008 N 1,273.28 USD 1,273.28 USD
0000166928  08/31/2008 N 241.00 USD 241.00 USD
0000166928 0813112008 N 486.63 USD 486.63 USD
0000166928  08/31/2008 N 242.64 USD 242.64 USD
0000166928  08/31/2008 N 2272 USD 2272 USD
0000166928  08/31/2008 N 202.98 USD 202.98 USD
0810412008 N 9231 USD 93.81 USD
APODTB5175  08/05/2008 N -98.81 USD -98.81 USD
AP00165365  08/07/2008 N 98.81 USD 98.81 USD
APD0166504  08/28/2008 N 69.43 USD 69.43 USD
il >
[ @ € Intarmet EA00% v
Step Action

29.

Click on the AP Journal ID.

For example, click the AP00165065 link.
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IQ;;SE_\\f’gsTglzN_RESElav-'E

_ASE WESTERN RESERVE
J Home Sign out
Mew Window | Help | C Page | /5
Inquiry Unit Ledger Year From To: Curr  Source Journal ID Date Status Suspense Status
LEDGER_INQ CASE1 ACTUALS 2009 1 2 usD APO0165065  08/04/2008
GoTo: Inquiry Criteria - Sum by Period. Account « Detail - Activity Header Msg:
=
Journal ID:  AP00165065  Date:  08/04/2008 Schedule: Source: AP
Ledger Grp:  ACTUALS Original 08/04/20058  Lines: 896 Occur: InterUnit BU: CASE1
Date:
Status: Posted Posted: 08/11/2008 Process: No Request Reversal: MNone
Balanced: DR=CR Controls: Ctrls OK Errors: Edits OK Reversal
Date:

Operator Id: GLOPS Doc Sequence #:
Long Description: AP Accruals |
Totals by Currency

Currency: USD DR: 585,622.13 CR: 58562213 Net 0.00
© Show All Lines %
© show  From Line: l:l Thru L\ne:l:l Refresh
[Journal Line
% Transaction Amount Account Operating Unit DeptiD Product FundCode Class Program Bud Ref Affiliate Fund Affil
170 98.81USD 531100 737730 97000 10

L] v
[ % € mtermet 100 -
H H H H 1] n
30. Click the Journal Line number link that you want to see, for example, click "170".

31. The Journal Drill Down page appears. Click the Voucher Information tab.
Click the object.

| Voucher Information|
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= Journal Drill Down - Windows Internet Explorer

"ASE WESTERN RESERVE
HIASVAERR : 8 Home Sign out
(=3
New Window | Help | C Page | neh
Journal Drill Down
Unit Journal Date Ledger Line Line Descr
CASE1 APOD165065 08/04/12008 ACTUALS 170 CEXP 187818916001/217555230
Account Operating Unit  Fund Code  Department Program Code Class Field Budget Reference Product  Project Event
531100 97000 737730 10
Base Amount Transaction Amt
9881 USD 9881
First [4] 1 or1 M Last
Chartfields | Voucher Information Y Document Informaticn
VoucherID  Descr Amount Base Amount
CEXP 187818916001/
05415201 217565230 B 1 98.81USD 98.81 USD
B Ssave L. Retumto Search | =] Notify
4 ]
[% € Intemet 100 v

Step Action
32.

Click on the Voucher Id to see details about the AP Voucher. For example, click
the 05415201 link.

05415201
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Search:

Voucher Accounting Entries

> Set Up Financials/Supply

Mew Window | Help | &

(CASE WESTERN RESERVE

CASEWESTERN RESERVE - .

Page | & =

Chain
~Business Unit: | CASET|2,

I~ Accounts Payable Voucher ID:
+ Review
= Vouchers *Accounting Line View Option:
— Voucher Accounting
Entries Invoice Date:  08/01/2008 VendorID: 0000000001

- Journal Drill Down
[ General Ledger
[ Application Diagnostics
[ Case Reports
[» Reporting Tools
> PeopleTools

[Accounting Information

Posting Process: AP Accrual GL Dist Status:

Main Information Chartfield Journal

05415201 |Q  nyoice Number: |29074647

[] show Foreign Currency Search Reset

Vendor Name: Corporate Express

Find | View All

Distributed

Q

First 4] 4 or2 B Last

Description Monetary Amount Currency Code
CEXP 187096560002 1 ~119.10 USD
CEXP 187176367002 / 216518223 -21.99 USD
CEXP 187528675002 / 217098352 6.36 USD
CEXP 137729349002 / 217426512 56.39 USD
CEXP 187733844002 | 217431804 35.28 USD
CEXP 187818916001 / 217555230 98.81 USD
CEXF 187849721001 / 217617858 7.7 USD
CEXP 187877796001 | 217490018 76.18 USD
CEXP 187929424001 | 217744054 77.45 USD
CEXP 187930961001 / 217747035 3134 USD
CEXP 187932042001 / 217747601 6.08 USD
CEXP 187032262001 1 217749416 5.21UsD
CEXP 187935202001 / 217754606 294.65 USD
CEXP 187938675001 / 217761361 36.72 USD
CEXP 187939353001 / 217762650 563.10 USD
CEXP 187939733001 | 247746056 95.17 USD
CEXP 187939969001 / 217763822 1276 USD
CEXF 187940021001 / 217763928 317.00 USD
CEXP 187040234001 | 247763647 101.92 USD
CEXP 187941512001 / 217766430 14.40 USD
CEXP 187944553001 / 217772122 126.80 USD

Li er

ACTUALS
ACTUALS
ACTUALS
ACTUALS
ACTUALS
ACTUALS
ACTUALS
ACTUALS
ACTUALS
ACTUALS
ACTUALS
ACTUALS
ACTUALS
ACTUALS
ACTUALS
ACTUALS
ACTUALS
ACTUALS
ACTUALS
ACTUALS
ACTUALS

GL Unit
CASET
CASET
CASET
CASE1
CASET
CASET
CASET
CASE1
CASET
CASET
CASET
CASET
CASET
CASET
CASET
CASE1
CASET
CASET
CASE1
CASET
CASET ~

[# @ mtermet

FA00% -

Step Action

33.
about the AP Voucher.

The Voucher Accounting Entries screen appears. This page will give you details

34.

your browser.

Once you have drilled down to the various inquiries, close all additional browser
windows and use the breadcrumb links in the Go To: section of the screen to go
back to your previous page or start a new Inquiry. Do not use the BACK Button in

submit on the Ledger Criteria page:

Below are the descriptions of the various other online inquiries you can

Per Balances by Account displays summarized transaction totals by Account
by Period in a grid, which can be downloaded to Excel. This page also
contains Balance Transaction Amount and a total for the entire transactions.
You can drill down to get detail Chartfield info from the detail link, and get
transaction detail information through the Activity link.

Per Balances by Acct, Dept displays summarized transaction totals by
Account by Period in a grid, which can be downloaded to Excel. This page
also contains Balance Transaction Amounts and a total for the entire
transaction. You can drill down to get a detail Chartfield info from the Detail
link, and get transaction detail information through the Activity link.

Per Balances by Acct, Prj displays summarized transaction totals by
Account, Project, and Period in a grid, which can be downloaded to Excel.
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this page also contains Balance Transaction Amount and a total for the entire
transactions. You can drill down to get detail Chartfield information from the
Detail link and get transaction detail information through the Activity link.
You must select the Include Balance Forward check box to access this option.

Sum by Period, Account, Dept displays summarized transaction totals by
Period, Account and Department in a grid, which can be downloaded to
Excel. This page also contains a total for the entire transaction. You can drill
down to get detail Chartfield info from the Detail link, and get transaction
detail information through the Activity link.

Sum by Period, Proj displays summarized transaction totals by Period, by
Project for the selected criteria in a grid, which can be downloaded to Excel.
This page also contains a total for the entire transactions. You can drill down
to get detail Chartfield info from the Detail link, and get transaction detail
information though the Activity link.

Ledger Balances displays transaction totals by Account by Period in a grid,
which can be downloaded to Excel. The transaction details can be accessed
through drill down of the Activity link.

Ledger Activity displays summarized transaction totals by Account by
Period, along with transaction details at one glance.

Step Action

35.
End of Procedure.
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Ledger Period Comparison Inquiry

This section explains how to use the General Ledger Comparison options. The feature is only
available in the Financials Reporting (RPT) database. http://www.case.edu/erp/report

Procedure

This inquiry compares, for any Chartfield combination selected, Ledger details by account across
the selected periods of a fiscal year.

CASE WESTERN RESERVE

Search:

®

[ Set Up Financials/Supply Chain
[» Accounts Payable

> Review Journal/Ledger Data
[> Application Diagnostics
> Case Reporis
> Reporting Tools
> PeopleTools

ERP Home Page SpeedType Lookup ITS Help Desk

(@ €D Intarmet 100 v
Step Action
1. Click the General Ledger link.
2. Click the Review Journal/Ledger Data link.
[l- Review JournaliLedger Data|
3. Click the Ledger Period Comparison link.
[Ledger Period Comparison]
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¢ CASE WESTERN RESERVE

Home Sign out
Search: New Window | Help | .5,
[» Set Up Financials/Supply Ledger Period Compare
Chain Enter any information you have and click Search. Leave fields blank for a list of all values.
I+ Accounts Payable
I~ General Ledger 1 Find an Existing Value " Add a New Value |
= Review Journal/Ledger
Data
_ Journals Inquiry Name:| begins with |+ | |
L
C Search Clear | pasicsearch [E) Save Search Criteria
[ Applicatio agnostics
I Case Reports Find an Existing Value | Add a New Value
[» Reporting Tools
> PeopleTools
javascript:Select('EPGL_REWIEW_GL_ONLINE","http:fcessnalaS. case. edu:8180/psc/fskst/EMPLOVEEERP/s/WEBLIE_PT_NAY.IS( [ €D Internet H100%

Step Action

4, The Ledger Period Compare screen appears.

You may use the Find an Existing Value tab and click the Search button to find an
existing Inquiry that you have created and saved.

OR

Click the Add a New Value tab.

Add a Mew Value

Enter the desired information into the Inquiry Name field. Enter "'ledg_comp"".

Click the Add button.
Add
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CASE WESTERN RESI RVE =
Meu 8
Search: Mew Window | Help | € Page | w5
%I‘f@ Ledger Criteria
gé%}%%}%?ﬁ?::f\_edger Ir::g:,cow ’%Q - Q%&lq ‘g‘z\“ | G|
) ot ror
1 Include Closing
gg:?ig:;g’gzls B Ssave ‘ = Notify 4 Refresh Er  Add Z Update/Display
Don [ % € mtermet H 100 -
Step Action
7. The Ledger Criteria page appears. Enter the Business Unit into the Unit field. For
Case our only Business Unit is "CASE1".
Enter the desired information into the Ledger field. Enter "ACTUALS".
Enter the desired information into the Year field. Enter "2009".
10. Enter "USD", into the Currency field.
11. Click the Include All Periods option if you want to include all thirteen periods.
|1 include All Periods|
12. Click the Include Balance Forward option if you want to include any balances
carried forward from the previous period in the totals.
| [] Include Balance Forwar
13. Click the Include Closing option if you would like to include closing adjustments
for period 999 in the totals.
|1 Include Closing|
14. Click the Continue button.
Cantinue |
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Home Sign out
Mew Window | Help | € Page |2 &
Ledger Criteria
Inquiry: *Unit: *Ledger: *Year: *Currency: *Amount Field: Amount to display:
LEDG_coMp [CASEN @ [ACTUALS @ [2008]@ [USD|QL [POSTED_TRAN_ANT | @ pysted Transaction Amount
Include All Periods
[ Include Balance Forward
L1 include Closing Display Comparative Balances
Chartfield Criteria Custornize | Find | 8 First (4] 144 or 14 7] Last Customize | Find | 8 First 4 14z 01
ChartField Value View 13 [H Last
Account [ e Adj Period Delete
Depariment I [ o [  JaD =
Operating Unit [ Ja O 2 o =
Progust \ la o B JaO =
Fund Code \ o O [+ JaO =
Class Field ‘ ‘O\ ] Q O =l
Pragram Code ‘ ‘O\ O Clq ] =l
Budget Reference I o ] Q (4] =
Affiliate ‘ o o B JaO =
Fund Afiliate \ o O [ Jad =
- \ la O [ JaD =
Spee Typs \ la o [ JaD = -
Projc \ la o 2 JanD =
Adjustment Type ‘ ‘O\
Delete | i
< ] >
[ % € mtermet 100 -
Step Action
15. In the Chartfield Criteria section, enter information into the Value field for any of

the Chartfields. For example, enter "532%" for the Account field.

The % sign is a wildcard feature. You can enter a partial chartfield and use % to get
all chartfields, based on your criteria, in that range.

@ A feature that is located on most fields in Financials is the Look up icon .
This icon allows you to enter none to partial informatin in the field, when you
click this icon you will see a list of the available choices.

For example, if you enter 532 in the Account field and click the Look up icon
you will see a list of all the Accounts that start with those digits.

U On the Ledger criteria page you can use a combination of Chartfield values to
conduct your search.

In general, for a speedtype starting from “OPR” or “INS”, use a combination
of Department and Fund Code to conduct the search; for the rest of the
speedtypes, use a combination of Project and Fund Code to conduct the
search. See Appendix D on how to use Speedtype page.
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All data is secured by row level security (Dept ID/Project ID). If you receive
no data after submitting an inquiry, and a message "No records found
(5000,167)" in the Query Results area this means that you either do not have
security to all or part of the chartfield information that you entered or you used
an invalid chartfield combination. See example below:

ZTMCIude CIosng

Chartfield Criteria

ChartField

Account @ Adi 4

Department T boon :

Operating Unit 3 e o e Q E 2

Product L, Q

Fund Code Q | 4

Class Field @ E !

Program Cade (g ] Gl ?
7

R Sy -V Y R S S P

Step Action

16. You may enter more information in the Chartfield Value field. For example enter
"7%" into the Department field, " and enter 97000 into the Fund Code field.
17. The Period field is pre-populated with 12 periods when you selected the Include

All Periods check box in the Criteria section.

18. Checking the Delete option allows you to delete some of the periods you do not
want in your comparison. For example, if the year has not completed periods
10,11,12 you can delete those from you inquiry comparison.

19. Once you have chosen the Periods to delete, click the Delete button.

Deleta |

20. Once you have set up your criteria and you would like to save the inquiry, click
the Save button.

B save

21. To view your information, click the Display Comparative Balances link.
Display Comparative Balances|
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¢ CASE WESTERN RESERVE

Home _Sign out
=13
Mew Window | Help | C Page | & &

Inquiry Unit Ledger Fiscal Year Currency Amount to display

LEDG_COMP CASE1 ACTUALS 2009 usD Posted Transaction Amount

Description: ACCOUNTING PERIOD IN (1,2,3.45,6,7.89) Currency Details: Chartfields

All Amounts in ‘USD"
Query Results:

GoTo: Ledger Compare Criteria 11030 0730
Ledger Comparison

Period 1,2,3 | Period 456 | Period 7,88
%ﬂl Account Speed Type Fund Code DeptiD Project Class Field Event
1 532200 OPR701010 97000 701010 10
2 532200 OPR721319 97100 721319 10
3 532200 OPR737730 97000 737730 10
4 532490 OPR701000 97000 701000 10
5 532490 OPR701010 97000 701010 10
6 532490 INS701010 95000 701010 10
7 532490 OPR797708 97000 797708 10
8 532490 OPR797709 97000 797709 10
9 532610 OPR701000 97000 701000 10
10 532610 OPR701011 97000 701011 10
i 532610 OPR701013 97000 701013 10
12 532610 OPR707722 97000 707722 10 B
13 532610 OPR711027 97000 711027 10
14 532610 OPR721318 97100 721318 10
15 532610 OPR721318 97100 721318 10 CASINO
16 532610 OPR721319 97100 721319 10
7 532610 OPR721320 97100 721320 10
18 532610 OPR737730 97000 737730 10
19 532610 OPR797704 97000 797704 10
20 5326810 OPR797705 97000 797705 10
21 532610 INS797705 92000 797705 10 4

< | >
[ % @ mtermet H100%
Step Action
22. By default if you have chosen more than 3 periods the periods will be divided into

Tabs across the top. For example, Period 0,1,2 is on the first tab, click the Period
3,4,5 tab to see the next three periods and so forth.

Period 4,56

23. If you are planning to download the information to Excel, you will only download
what is shown on the screen. To see all the Periods you have chosen, click
the Show all columns button.

24, Click the Customize link to rearrange or hide columns. For details on how to do
this see the General Ledger Inquiry document, Appendix A.

Customize

25. Click the Download button to download your information to Excel. Make sure that
you have clicked on the Show all columns button before downloading. For details

on how to configure Excel for downloading, see Ledger Inquiry and Appendix C.
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(=] Microsoft Excel - = x
2] ps [Read-Only] - o x
A B C D E F G H 1 1 K L M N (o] P Q
1 Row Count|Account | Speed Type |Fund Code | DeptiD | Project | Class Field | Event | Period 1 | Period 2 | Period 3 | Period 4 | Period 5 | Period 6 | Period 7 | Period 8 |Period 9
2 1[532200 |OPRxwox [97000 [k 10 0 0 0 0 0 o| 14287 0
3 2(532200 |OPRX0ooe [97100  [oocoo: 10 38.16 0 0 0 0 0 o 0 ]
4 3[532200 |OPRxxxxxx |97000 XNHAX 10 0 0| 0|-5,467.50 0| -315 0| 0
5 4[532430 |OPRxxxxxx |97000 KENKRK 10 0 0| 0 0 0| 69 0 0| 0
6 5[5324390 |OPRxxoxx |97000 MK 10 0 0| 0 0 0| 21195 0 2999 0
7 6[532490 |OPRxooxx [98000 MK 10 0 0| 0 0 0| 799 0 0| 0
] 7(532490 |0PRMxocx [97000  [wocox 10 0 0 0 0 0 0 o 156 0
9 8[532450 |OPRxxxxxx |97000 XNHAX 10 0 0| 0| 2,025.00 0] 0 0| 0
10 9[532610 |OPRxxxxxx |97000 XNHAX 10 108.69| 172.45 238.43 304.65| 196.42 218.5(1,157.20| 288.38 79.7
11 10[532610 |OPRxxxxxx |97000 KENRRK 10 0 0| 0 0 0| ) 0 10 0
12 11[532610 |OPRxxoxx 97000 MK 10 0 0| 72 0 0| 0 9 0| 0
13 12[552610 |OPRxwoc [37000  [woco 10 336.4| 7835 353.87| 649.74| 83035 293.47| 39622 33697| 42252
14 13[532610 |0PRxvooe [97000  [oocoo: 10 17| 2035 o| s125 0 o| 222 0 ]
15 14[532610 |OPRxxxxxx |97100 XNHAX 10 417.81| ©6B.BL 28.73 51.76 20.89 28.82| 139.69 204.15| 387.15
CASIN
16 15[532610 |OPRxxxxxx |97100 XNHAX 10 =} 0 0| 0 0 0| 0] 0 0| 10.78
17 16[532610 |OPRxxxxx |97100 KENRRK 10 111 21.86 380.63 278.24 125 238 31.46 166.52 38.37
18 17(532610 |OPRxooxx 97100 MK 10 0 0| 0 13398 0| 0 0 0| 0
19 18[532610 |0PRxwoc [37000  [woco 10 2021| 3897 534 1318 276 051 1416 108|476
20 19[532610 |0PRxvooe [97000  [ooooo: 10 617.99) 3045 4265 7475| 21524| 6876 19266 11186| 136.27
21 20(532610 |OPRxxxxxx |97000 XNHAX 10 176.52 263.2 627.01 593.37| 478.87 305.2| 42163 -56.5 70
22 21[532610 |OPRxxxxxx [98000 KENKRK 10 0 0| 0 147.76 0| ) 0 0| 0
23 22(532610 |OPRxxoxx 97000 MK 10 0| 23397 512495 49826 85351|-190368|1,17972 62158| 76938
24 23[532610 |OPRxwoux [97000 oo 10 3951 0 0 0 345 o| 229 -340 0
25 24[532610 |OPRxwoox [97000  [woco:x 10 2,605.90|2,388.79|-1,178.24| 63669 909.7| -768.97|4,835.15)-3,037.81 16058
cID_2
26 25[532610 |0PRxvooe |97000  |ooooo: 10 277 0 0 0 0 0 0 o 8 ]
27 26(532610 |OPRxxxxxx |97000 XNHAX 10 0| 23978 37.75 0 425 37.7| 22866 189.88 0
28 27[532610 |OPRxxxxxx |97000 KENKRK 10 1612 45.3 103.2 96.78 89.5 198 £5.95 110.8| 280.88| g
29 28(532610 |OPRxxoxx 97000 MK 10 1,64847 40 27892 839973 103| 3,369.60| 103496 68| 19326
30 29[532610 |OPRxwoux [97000 oo 10 0 0 0 0 0 0 o 495 0
W 4 » W[ Chart? . Chartl . Chart5 , Chart4  Chart3 ,~ Chart6 | ps ~¥2 [ m ]

Step Action

26. This page is an example of information that has been downloaded to Excel.

217. To return to your Criteria page, click the Ledger Compare Criteria link.
!Ledqer Compare Criterial

28.
End of Procedure.

Page 24




CASE WESTERN RESERVE _ User Manual
- Ledger Inquiry and Ledger Period Comparison

Appendices
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Appendix A: Download to Excel and Customize link

The appendix details how to use the download to Excel icon and the Customize link. These will
allow you to customize the online inquiry you see as well as download data to Excel for further
manipulation.

Procedure

This section will demonstrate how to use the Download to Excel icon and the Customize link for
doing reports in General Ledger Inquiry.

CASEWESTERN RESERVE
R : : R Home Worklist Add to Favorites Sign out
(=3
Mew Window | Help | C Page | 5, #
Inquiry Unit Ledger Year From To Currency  Stat
TEST3 CASE1 ACTUALS 2009 103 Chartfield Criteria
Include Balance Forward Include Adjustment Period(s)
Results:
Include Closing Adjustments  Adj Period From: 998 To: ggg  CueryResulls
Go To: [nauiry Criteria
First [4] 1 or 1 [H Last
Ledger Amount by Currency Customize | Find
Period Activity Detail Account Transaction Amt Currency Base Amount Base Currency
0 Detail 532610 531.84 USD 531.84 USD
0 Detail 532700 1,41882 USD 141882 USD
0 Detail 532900 2,042.07 USD 2,042.07 USD
1 Activity Detail 532700 84.68 USD 84.68 USD
1 Activity Detail 532900 17076 USD 170.76 USD
2 Activity Detail 532610 503 USD 503 USD
2 Activity Detail 532700 7424 USD 7424 USD
2 Activity Detail 532900 476.01USD 476.01 USD
3 Activity Detail 532610 1373 UsSD 1373 USD
3 Activity Detail 532700 66428 USD 66428 USD
3 Activity Detail 532900 261.69 USD 261.69 USD
Transaction Amount: 574315 UsSD Base Amount: 574315 USD
>
(@ € Intarmet EA00% v

Click on the download icon on any page to download the information to an Excel
spreadsheet.

Make sure you have allowed pop up's and that you have configured Excel to
download files. See Appendix C for instructions on how to set your settings to use
this feature.
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[~ RS s Microsoft Excel -
Home | Inset  Pagelayout  Formulas  Data  Review  View  AddIns  Acrobat
2 (1D : Calibri o A a [==l=]] ‘Eﬁ General - % Q?' ;:::;’;: 5: ﬂ i
— = | E A 5 o o] oo o | e e
Clipboard ™ Font & Alignment & Number & Styles Cells Editing
é| A1 -0 fe | period
Sear ‘ T
[ | @ - o
Eg: A B c D E F G H 1 J K L M N o]
chl 1 |Period|| Activity | Detail | Account | Transaction Amt | Currency | Base Amount | Base currency
b Ve 2 0 Detail 532610 531.84[UsD 531.84[UsD
EZ; 3 0 Detail 532700 1,418.82|UsD 1,418.82|UsD
& Ac a 0 Detail [532900 2,042.07|UsD 2,042.07[UsD
- Co 5 1|Activity |Detail 532700 84 68|USD 84 68|UsSD
vge [} 1|Activity |Detail 532900 170.76|USD 170.76|USD
~F 7 2|Activity | Detail | 532610 5.03|usp 5.03|usp
] 2|Activity |Detail | 532700 74.24[usp 74.24[usp
k| 9 2|Activity | Detail | 532900 a76.01{usD a76.01[usp
E 10 3[Activity |Detail [532610 13.73[usp 13.73[usp
De| 1 3|Activity |Detail 532700 664.28|USD 664.28|USD
> Daj 12 3|Activity |Detail 532900 26163|USD 26163|USD
b W &
[ Ap
- Tre 14
[> Ca 15
[ Re
[ Pe: &
" 1y 17
— Ly | 18
P
20
21
22
|| 23
24

Step Action

2. Information that has been downloaded to an Excel spreadsheet.

CASE WESTERN RESERVE
HIAVAELR : 8 Home | Workist | _Addto Favorites | Sian out

Base Amount Document Type Doc Closing Status

84.68 USD

B
(%

[ € mtermet H100% v
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Step

Action

3.

You can reduce the line width of the Journal Line by removing fields. Click
the Customize link on the far right of the Journal Line section of the screen.

Customize

Two columns will appear. One will list all the fields in the Journal Line. Any field
can be hidden, just click the field name. For example, click the Event list item.

Once you have selected the field, then click the Hidden option in the center of the
two columns.

You can also move the fields up or down in the order. For example, click on Event
and then click the up arrow in the center of the screen 2 times and it would move in
front of the Speedtype field.

(=)

=]

CASE WESTERN RESERVE
(=3
Operating Unit (hidden)
DeptlD
Product (hidden)
Fund Code
Class
Program (hidden)
Bud Ref (hidden)
Affiliate (hidden)
Fund Affil (hidden)
Speed Type
Project
Event (hidden)
Line Descr
PC Bus Unit (hidden)
Activity (hidden)
Res Type (hidden)
Category (hidden)
SubCat (hidden)
Book Code (hidden)
Adjustment (hidden)
Scenario (hidden)
N/R (hidden)
Exchange Rate (hidden)
Base Amount
(column 38)
Stat (hidden)
Statistic Amount (hidden)
Document Type
Journal Code
Doc Sequence #
Closing Status

Hidden
Frozen

0K Cancel | Preview | Copy Settings Share Settings Delete Seftings

Journal Line
Line #
224

Transaction Amount Account  DeptiD
8468 USD 532700

Fund Code Class
96010 10

Speed Type
RES002575

<

Descending

Project

RES002575

Home Worklist

Add to Favorites Sign out

~

Line Descr
ARC48934
=

>

Done

0% -

(% € Intermet

Step

Action

Preview

When you are finished hiding and moving fields, you can see what the row will look
like by clicking the Preview button at the bottom.
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Step Action

8. When you have finished, click the OK button.
Ok

End of Procedure.
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Appendix B: Clearing Browser Cache in Internet Explorer
This process describes how to clear your browser cache in Internet Explorer.

Procedure

Step Action

1. Click the Tools menu on your browser.

(= Case Western Reserve University - Home - Windows Internet Explorer

@;; o Rtp i case.adul &[4[ x| [so0ae |2~
File Edit View Favorites mg Help Cortribute B Editin Contribute  [5F] Post to Blog & -
— | Delete Browsing Histary... - g F - »
w W [Case wiestem R I - Bl - @ - hPage - 0 Teds -
Pap-up Blocksr 3
Phishing Filter v " A
Manage Add-ons [ =
Subscribe b this Feed. . PLY
Feed Discovery 13
Windows Lpdate
Windows Messenger
Diagnese Cannection Problems. .
Send ko Onehlcte
Sun Java Console
read more \
about case» v
UNIVERSITY HEADLINES and EVENTS Case Westem Reserve A fo 7
academics »
------------------------------- e Understanding Hair Biology Could Pave Way for Treating
admissions» Disorder E
alumni» " , Upoomlngevents
Parents of International Adoptees Urged to Verify »
Enables you ko change settings.

:4 start 75 2 Item... - Search with Gaogle [ &nec Wy,

Step Action

2. Click Internet Options on the Tools menu.
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"~ Case Western Reserve Un dows Internet Explorer

G@ v I8 . case eduf &[4[ x| [so0ae |-
File Edit Wiew Favortes Tocls Help Contribute B Edit in Contribute Post ta Blog & -
= = = »
w W [ Case Western Reserve Lniversity - Home I I - B - @ - hPage - ) Teuls -
A
Internet Options
Delete Browsing History
Temporary Internet Files
Copies of webpages, images, and media that Delete files. . ONE of the NATION'S TOP UNIVERSITIES*
are saved For Faster viewing. =
Case Western Reserve, a lesder among independent research universities, offers
warld-class academic programs in Cleveland's culturally visrant University Circle
Cookies
save preferences such as login information.
History
Lisk oF websites you have visited, Delete history...
Form data ¥
Farms,
Passwords
Passwards that are automatically filed inwhen | Delete passwards. ..
voulog on ko a website you've previously
wisited,
about deleting browsing history | Delete ll .
apply HEADLINES and EVENTS Case Westem Reserve A to Z
Understanding Hair Biology Could Pave Way for Treating
Disarder E
i» . _ upcomingevents
Parents of International Adoptees Urged to Verify )|
[ @ Internet | E00% v

Search with Google 2

Step Action

3. The Delete Browsing History menu appears. Click the Delete files... button.

[ Delete files. ..
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|[2]-

Contribute Edit in Contribute Past to Blog & -

=
Internet Options (?] w

~ . Page « {F Tools -

>

Delete Browsing History

Temporary Internet Files

Copies of webpages, images, and media that Delete fies. .

are saved Far Faster viswing.

ONE of the NATION'S TOP UN.

among

Cookies -
Files stored on your computer by websites ko Delete cookies JUAHCR1E

save preferences such as login information.
Are you sure you want to delete al
temporary Internet Explorer filss?

History
List of websites you have visited, Delete history,
Form data

Saved information that you have typed into {M}

Farms,

Passwords

Passwords that are automatically filed inwhen | Delete passwords. ..

you log on ko a website you've previously
visited.

about deleting browsing history

HEADLINES and EVENTS Case Western Reserve A to Z

i Understanding Hair Biology Could Pave Way for Treating
admissions» Disorder

upcomingevents

[% € Intemet 100%
Search with Google B &/r0ClY

Parents of International Adoptees Urged to Verify

Step Action

4, Click the Yes button on the confirmation pop up.
[ e l

¥4 x] |

Contribute [EEdR in Contribute ] Post to Blog & -

]_I f v B v s v eRege « {0 Tk -

A

Delete Browsing History
Temporary Internet Files

Copies of webpages, images, and media that Delets fies. .

are saved for Faster viewing.

ONE of thy

IVERSITIES*

e NATION

Cookies

Files stored on your computer by websites ko Delete cookies. ..

save preferences such as login InFormatian.

History

List of websites you have visited,
Form data

Saved information that you have typed into Delete forms....
forms.

Passwords

Passwords that are automatically filed inwhen | Delete passwords. ..

you Iog on ko a website you've previously

wisited,
) read morz2
fbout deleting browsing histary

four

IHEADLINES and EVENTS Case Westem Resé

anding Hair Biology Gould Pave Way for Treating

i RdErs!
admissions » Disorder

upcomingevents

(@ € Intarmet 100% -
Search with Google B &A0CY

Parents of International Adoptees Urged to Verify
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Step Action

5. Click the Delete cookies... button in the Cookies section of the Delete Browsing
History menu.

Delete cookies. ..

= - Wi nierne ore
@;:' [T o[ ][x]| |EE

Contribute [EEditin Contribute [ Post to Blog & -

w o [CaseWesternReserveUnivers\tyrHome ] I B &

- »
v :fPage = () Todls -

&

(3

Delete Browsing History E

Temporary Internet Files

Copies of webpages, images, and media that Delets fies. .

are saved For Faster viewing.

“the NATION'S TOP UNIVERSITIES*

chu

Cookies
Files stored on your computer by websites to
sawe preferences such as lagin information.

History ¢
List of websites you have visited. Delete history.
Form data

Saved information that you have byped into Delete forms. .

Farms,

Delete cookies JUEECHRIH TR

) Are you sure you want ko delete your
histary of visited websites?

Passwords

Passwords that are automatically filed inwhen | Delete passwords. ..

wou Iog on ko a website you've previously
vislked.

fbouk delsting browsing bistary | Delete ..,

HEADLINES and EVENTS Case Western Reserve Afo Z

i ndersfanding Hair Biology Could Pave Way for Treating
admissions » Disorder

............................... = upcomingevents

Parents of International Adoptees Urged to Verify

[# € Intarmet EL100%
4 Start S 2Intern.., - Search with Google B &/a0C WY

Step Action

6. Click the Yes button on the confirmation pop up.
[ fies l

7. Click the Close button on the Delete Browser History window.
I Close l

8. Click the OK button on the Internet Options window.
[ o

End of Procedure.
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Appendix C: Configure Internet Explorer for Excel

This procedure describes how to setup Excel to be able to use the Download button to download
data to Excel.

Procedure

Click here to begin
T =

g Start S 2 Intern.. ~

Step Action

1. Click the Start button (Windows XP) or the Windows icon (Windows Vista) on

iour computer in the lower left hand corner if you have Windows XP or Vista.
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",; My Documents

(’e Internet
& Internet Explorer

- My Recent Documents »
= E-mail L-b 7
M) Microsoft OFfice Outlaok.

3: My Pictures

B |G
==
Lﬁl Calculator L My computer

— b My Network
(= Microsoft Office Word ) My etwor

other hardware connected to your computer,
= 2007
[@ conrolpanet

|25 Mierosoft Office Excel 2007 | (@ 52k Proaram access and

Defaults

% Oracle Calendar gy Printers and Faxes

[E< Micrasaft Office PowerPint | @) Help and Supmart

2007 -
oy

=7 Run...

=) spark

Adobe Dreamuweaver C53

% UPK Developer ient

All Programs D

74 start 7. 2 Inkern. Search with Google

Action

Click the My Computer or Computer list item on your menu.

('Mndmputer
File Edit View Faworites Tools  Help

€] O Oseach [ roders [T+ (8 Folder symc

Address | 1 My Computer

Hard Disk Drives
System Tasks

Viw system information @ Local Disk (C1)
24 Add or remove programs
[ Change a setting
Devices with Removable Storage

Other Places
§ DVD-RU Drive (Dt

W My Metwork Places —
(L) My Documents
@ control Panel Metwork Drives

Details S contenton‘erpupkeor () S st on Droid ()
_—_

_l=
My Computer

System Folder - — \
S Contert on erprupkc DL (1) Q" TR SHASITS.5.32.4 (sl
=

—l=

P oiar [ S % (@
14 Start 7 3 Search with Google " - (J\u(l o
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Step

Action

3.

The My

Tools

Computer (in Windows XP) window will open.

Click Tools on the menu.

£ My Computer,

File Edit View Favorices [N

address | 1 My Computer

System Tasks

‘igw system information
"L Add or remave programs
[ changs a setting

Other Places

L_) My Metwork Places
(53 My Documents
B Control Panel

Details

My Computer
System Falder

Map Hetwork Drive...
Disconnect Network Drive...
Synchronize...

Iv (G} Foider symc

g;a Local Disk (C:)

Devices with Removable Storage

,. _ DVD-RW Drive (D)
=

Network Drives

W Content on 'erprupk-01' (W:)

——

E::.—P Content on 'srp-ugkeD1’ (V)

—_—i=

Q’@ its$ on ‘Droid ()

——

&;;? erp_doc on
'EMC-5HAS:TS.5.32.4 (sicll..
_—_

Search with Google

B 7 &0C 0 25

Step

Action

Click the Folder Oitions... on the Tools Menu.

or Press [O].
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o Folder Options

| General | view | File Types | ffine Files|

Folder Sync
Tasks

@ Show commen tasks in folders
) Use windows classic folders

Browse folders

E (&) Open each folder in the same window

©) Open eash folder inits own windaws

Clck itams as follows
ﬁ (O Single-clck ta open an ter [paint to select]
b WrEks e (1 Earet e sl sy
Undetlne isor tilss ariy when | point t them
® Doublerslick to open an item (single-click to select)

Fiestore Defaulls i
W’ its$ on Droid (3}

)

S e
'EMC-SMAS: TS, 5,32 4 (sicl, .,
_—l=

Apply

T21Ink.. ) . Search with Google

Step Action

5. The Folder Options window opens. Click the File Types tab.

o Folder Options,

General | View | File Types | ffine Files|

Folder Sync
Fegistered fils types

Extensions | File Types
GRMLK Microsoft Office Excel Backup File
BPML Microsoft Office Excel XLL Addin
&hRLM  Microsoft Office Excel 4.0 Macro

@XLSE Microsoft Office Excel Binary Worksheet
@]XLSH . Microsoft Office Excel HTML Document

[ESIVN-TY] %} a1, N Y Py U N | Lol =

Details for LS extension

Opens wih, [ Microsoft Office Excel

Files with eatension LS are of typs Mictosoft Office Excel .
97-2003 Workshest'. To change settings that affect all Miciosaft W) V te$ on Droid (%)
Dffice Excel 97-2003 Workshest fles. olick Advanced -

W erp_doc on
‘EMC-SNAS:TS. 5,324 (sicl ..
——

idstart [ Czm : S earch with Google B °&0Ca
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Step

Action

6.

Click the XLS or the XLSX (if using Office 2007) name in the Extensions column
in the Registered file types list.

icrozoft Office

Click the Advanced button.
Advanced

The Edit File Type window opens. Uncheck or make sure it is not checked the

option Confirm open after download option. Also the other options, Always show
extension and Browse in same window are not checked.

Click the OK button.

General | View | File Types | Offine Files|

I older Sync
Fegistered file types:

Extensions  File Types
@XLK Microsoft Office Excel Backup File
%‘XLL Microsoft Office Excel ALL Addn
&XLM Microsoft Office Excel 4.0 Macro
@]XLS Microsoft Office Excel 37-2003 Worksheet
EallxL5B Microsoft Office Excel Binary Workshesat
@XLSH . Microgoft Office Excel HTML Document

v Rdnmen C.

[ECIVR-TY) imrnft Offinn ool

T

Details for %L5" extension

Openswith: [ Microsoft Office Excel

Files with extension %L5" are of type 'Miciosoft Office Excel -~

57.2003 Waorksheet'. To changs settings that affect all Miciosoft ; E;‘@ its on Dreid (1)
Difice Exsel 57-2003 Worksheer fles, cick Advanced

Advanced .
: w erp_doc on
- ‘EMC-SNAS:TS. 5,32 4 (sicl, ..
——

Search with Google B S &9C 5 z55m

Step

Action

10.

Click the Close button.

[

Cloze
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2 My Computer, |ZHEHX‘
File Edit View Favorites Tools Help
Q ) (B Oseach [ poders [~ (i@ Folder syme

address | 1 My Computer

Hard Disk Drives
System Tasks

igw system inFormatian Q Local Disk (1)
T Add or remove programs
@ Changs a sstting
Devices with Removable Storage

Other Places
- R _ DND-RW Drive (D2}
g My Metwork Places =

153 My Documents
@ control Panel Network Drives

Details S Contenton‘erprupkent’ () S st on oo (22
el e
My Computer

System Folder - i \
<= Contert on‘erprupk-O1" (1) *‘ EME SHASTS.5.32.4 (sicll..
——

—=

Search with Gongle B 7 &9C . zsm

Step Action

11. You should now be able to download Excel files from PeopleSoft. Close your My
Computer or Computer window.
End of Procedure.
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This business process demonstrates how to use a Speedtype to look up other Chartfield
information. This feature is only available in the Financials Reporting (RPT) database.

Procedure

> Set Up Financials/Supply Chain
> Accounts Payable

[ General Ledger

[ Application Diagnostics

[» Case Reporis

> Reporting Tools

I PeopleTools

ERP Home Page SpeedType Lookup ITS Help Desk

|,,\ CASE WESTERN RESERVE m—

Help

@ Internet | Protected Mode: On H100% -
Step Action

1. Click the Set Up Financials/Supply Chain link.

[l Set Up Financials/Supply Chain|
2. Click the Common Definitions link.

|l- Common Definitions|
3. Click the Design ChartFields link.

[l Design ChartFields|
4. Click the Define Values link.
5. Click the SpeedTypes link.
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Search:

Mew Window | Help | 5

| Set Up Financials/Supply SpeedTypes
Chain Enter any information you have and click Search. Leave fields blank for a list of all values.
+ Common Definitions
= Design ChartFields { Find an Existing Value
= Define Values
— SpeedTypes
> Accounts Payable SetlD: = - CASE1 @
[ General Ledger UserID: begins with ~ Q
[ Application Diagnostics
[> Case Repors Primary Permission List: begins with ~+ Q
[- Reporting Tools . " -
- PeopleTools SpeedType Key: begins with
Type of SpeedType: = - One User -
[CIcase sensitive
Search ‘ Clear | pasicsearch 5 Save Search Criteria

@ Internet | Protected Mode: On #100% -

Step Action

6. The SpeedTypes page appears. On this screen you will enter the SpeedType Key and
change the Type of SpeedType.

7. Enter the SpeedType to look up into the SpeedType Key field. For example,
enter "OPR261221".

8. Click the Universal (All Users) in the Type of SpeedType dropdown list.
[Universal (All Users) |
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Search: New Window | Help | 5,
= Set Up FinancialsiSupply SpeedTypes
Chain Enter any information you have and click Search. Leave fields blank for a list of all values.
= Commaon Definitions
< Design CharfFields { Find an Existing Value
= Define Values
[ Accounts Payable SetlD: =T CASE1 Q
I General Ledger UserID: begins with a
[ Application Diagnostics
[> Case Reports Primary Permission List: begins with Q
- Reporting Tools . " - opropioonl
- PeopleToals SpeedType Key: begins with OPR261221
Type of SpeedType: = - Universal (All Users) -
[CIcase sensitive
Search | Clear | pasic Search [ Save Search Criteria
Mo matching values were found.
Done & Internet | Protected Mode: On #H100% -

Step Action

Search

Click the Search button.

Search:
> Set Up FinancialsiSupply SpeedTypes
Chain

~ Common Definitions
= Design ChartFields
 Define Values

I Accounts Payable SetiD:

> General Ledger

[ Application Diagnostics
- Case Reports

> Reporting Tools

> PeopleTools

UserlD:

Primary Permission List:
SpeedType Key:

Type of SpeedType:
[[Icase Sensitive

Search |

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

Find an Exi g Value

Clear | Basic Search [E Save Search Criteria

W ke

New Window | Help | B,

= - CASE1
begins with ~

begins with -

L L L

begins with ~ OPR261221

Universal (All Users) -

Search Results

CASE (blank) (blank)

rimary Permi on List SpeedType Key Description

[4] 1eft [¥]
Type of SpeedType|
Controllers Office Universal

OPR261221

& Internet | Protected Mode: On #100%
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Step Action

10. In the Search Results, click the SpeedType number. For example, click the
OPR261221 link.
DPR261221

Search: Mew Window | Help | Customize Page | 5,
- Set Up FinancialsiSupply SpeedTypes

Ghain setn:

~ Common Definitions etiD: CASE1

/DesignCharkiclds Type of SpeedType:  Universal (All Users)
< Define Values
TR Find|view Al First (4] 4 or4 [ Last

[ Accounts Payable 5 Type Key: OPR261221 Type:
- General Ledger

[> Application Diagnostics Description: Controllers Office
> Case Reporis

> Reporting Tools
> PeopleTools Alternate Account:

Operating Unit:

Fund Code: 97600 General Administration
Department: 261221 Controller's Office
Program Code:

Class Field: 10 Unrestricted
Budget Reference:

Product:

Project:

Affiliate:

Fund Affiliate:

Event:

Currency Code: usD US Dollar
Statistics Code:

Account:

=] ‘ .QRelummSearch‘ = Notify |

Dene & Internet | Protected Mode: On #100% ~

Step Action

11. The SpeedTypes screen appears. This page gives the Chartfield details for the
Speedtype that has been selected. In this example, you see the Fund Code,
Department, and Class Field.

12.
End of Procedure.
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