(CASE WESTERN RESERVE _ )
UNIVERSIT) Adding an Event Chartfield

Adding an Event Chartfield

Concept
This business process explains how to create a new Event chartfield.
Procedure

The Event chartfield can be created to represent a particular program, event, or conference to
track expenditures and/or revenues. This is an optional chartfield.

W CasE WESTERN RESERVE
U:\I\etilh\l I YR e

Worklist | _Add to Favorites

Personalize Content | Layout Help
Menu 2 2

Search:

[ My Favorites

[- Employee Self-Senvice

[ Vendors

> Purchasing

[ eProcurement

[- Services Procurement

[ Accounts Payable

- Commitment Control

> General Ledger

[» Case Deparimental Deposits
I Case Petty Cash Management
[> SCM Integrations

> Set Up FinancialsiSupply Chain
[ Warklist

> Tree Manager

> Reporting Tools

> PeopleTools

— v Personalizations

— by System Profile

— bly Diclionary

Done o/ Trusted sites | Protected Mode: On #®10% -

Step Action

1. From the Menu, click the Set Up Financials/Supply Chain link.
- Employee Self-Service |

2. Click the Common Definitions link.
[l> Common Definitions|

3. Click the Design ChartFields link.
[i- Design CharfFields)|

4. Click the Define Values link.
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Step Action

5. Click the ChartField Values link.

|ChartFieId Yalues

- WESTERN RESERVE
§ X 18 Home Worklist Add to Favorites Sign out

Search: New Window | Help | Customize Page | B,
[ My Favorites 3
<~ Set Up Financials/Supply ChartField Values
Chain . .
< Common Definitions You do not have security privileges to access the ChartFields that are not hyperlinks:
= Design ChartFields Account
< Define Values Alternate Account
— ChartField Values Operating Unit
— SpeedTypes Fund Code
— CASE CrossQver Th| Depart N
[ Journals Lepariment
[> Location Program Code
[- Shipping and Receiving Class Field
b P T = Budget Reference
[- Vendors Product
> Purchasing rodu
[ eProcurement Project
[ Accounts Payable Event
[ Commitment Control
[ General Ledger Elo.ak Code
[» Case Departmental Adjustment Type
Deposits Scenario
[ Data Exchanges Statistics Code
[ Worklist
[ Application Diagnostics
- Tree Manager
[» Case Reports
> Reporting Tools
> PeopleTools
— My Personalizations
— My Systemn Profile
— My Dictionary
Done [# € Internet | Protected Mode: On H100% v
6. Click the Event link, in the center of the screen.
Event
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Add to Favorites

Search: New Window | Help | B,

[- My Favarites Chartfield1
[~ Set Up Financials/Supply Enter any information you have and click Search. Leave fields blank for a list of all values,
Chain
= Common Definitions / Find an Existing Value {_Adda New Value ',
< Design ChariFields
= Define Values T
— CharfField Values SetiD: = ~ foasE1 Q
— SpeedTypes Event begins with
— CASE CrossOver 10|
[> Journals [T include History
[+ Location
[- Shipping and Receivin,

DPrudu"c‘l’Rglated < Search | Clear | Basic Search &) Save Search Criteria
[+ Vendors
I Purchasing Find an Existing Value | Add a New Value
[ eProcurement
(- Accounts Payable

[ Commitment Control

[ General Ledger

> Case Departmental
Deposits

[~ Data Exchanges

[ Worklist

[ Application Diagnostics

> Tree Manager

[» Case Reports

> Reporting Tools

> PeopleTools

— My Personalizations

— My System Profile

- My Dictionary

Done [ €D Internet | Protected Mode: On ®100% ~

Step Action

7. The Chartfield screen appears.

Click the Add a New Value tab.

8. Enter the name of the Event in the Event field. It can be up to 10 alphanumeric
characters. For example, enter the name “train5".

9. Click the Add button.
Add
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Worklist Add to Favorites Sign out

=3
New Window | Help | Customize Page | 5,

Event

Ilve - — Customize | Find | Vi A First 1] 10f 1 ] Last

*Effective Date *Status *Description :)5:5?:: tion Budgetary Only  Attributes

04/01/2000 [ Active -~ ]| Aftributes =1

& save | [Z] Motify Esadd | FUpdateDisplay | /& Include History

/ Trusted sites | Protected Mede: On #100% -
Step Action
10. Verify or update the Effective Date. A best practice is to update the date to the
beginning of the current month.
04/01/2009
11. The Event screen appears. Enter the name of the Event in the Description field,
up to 30 characters. For example "Tracking of Conf attendees".
Please note: Be as specific as possible in maing an event. This will assist you later
in finding your event.
12. Enter the Short Description which is up to 10 alphanumeric characters. For
example, enter, Conf 1
13. Click the Save button.
E zave
14. If the effective date for the event is the current date or earlier it will be active

immediately in PeopleSoft.
End of Procedure.
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