DEPARTMENT EXPENSE
REPORTS

AUTHORIZED REQUESTERS AND AUTHORIZED
APPROVERS

CHAPTER 10

ORACLE
PEOPLESOFT ENTERPRISE

Bowie State University
September 2010

O
=5
Q
i®)
—
®
]
[EEN
o

BOWIE STATE UNIVERSITY PEOPLESOFT CHAPTER 5 - BUDGET CHECKING 1



BOWIE STATE UNIVERSITY PEOPLESOFT CHAPTER 5 - BUDGET CHECKING 2



DEPARTMENT EXPENSE REPORTS

Overview

BSU has developed two customized expense reports designed for departmental
users

e Department Expense Summary
o Transaction Activity Log

The Department Expense Summary is used to review the balances for
departments or projects at the class level. The Activity Log is used to view detail
transactions for departments or projects at the class level.

Objectives
By the end of this session you will be familiar with
e How to run an Expense Summary for your Department or Project
e How to drill from the Expense Summary to the Activity Log
e How to customize the Activity Log
e Terms and definition used in the reports

e How to send your reports to a printer or to an Excel Spreadsheet
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Department Expense Summary

Navigate to the BSU Expense Summary component. From here you will
be able review the expenses for your department.

Navigation e —
Fagkes  Man Menu » Bave FIN Cuborrmations » Commitment Control » D50 Exense Dudget dngury
0 ndow (@Heln [ Custonize Page B
H T
° BOWIG FIN Unit Departiment “Flscal Yaar  *Accounting Parod Fum Dubic (R9PAC
Ficmct A Buops Penod

Customizations
o Commitment = R o o
Control

e BSU Expense
Budget Inquiry

$0.000 $0.000 $0.000 $0.000 $0.000 $0.000 Sood 0000 0008

The top section provides a place to specify the search criteria to look up your
budget detail. The fields provided allow you to search for specific accounting
period. These fields include the following:

Unit This will be BSU, the only business unit
used.

Department Your Department number.

Fiscal Year The fiscal year you want to examine.

Accounting Period 1-12 (use 12 to obtain a year-to-date
summary)

Project Use this to report for a specific project/grant.

Click Fetch, to view the Department Expense Summary.

Note: when you enter the Department number, the Fiscal Year option is not
available.

The department summary will be displayed.
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Navigation

Favijtes | Han Menu 7 Bowe FI Cabtemraations »  Commitmnt Contral 85U Expense Dugget ngury
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s A 111710 A Depl Of Teaching 013mith Burbara 1 !
. . Progect: -, Dudgst Petie: 2070
Customizations - s e proge
L]
- Claay Autuntments Rovimol MID m m hil Armdalilc Sal o il
[ ] Com m Itment 1] ’::":‘ & S0.000 $9776,662000 $6I0RG.900  §53196R 000 51587 7A2 100 50.000 S124892000 70300
B TR $524 543 000 $0.000 3528 643000 0,000 $0.000 $0.000 50000 $520.643000 100.0000
Specal Fees
Control L] Communicaleny £7T.410.000 $0.000 57,410.000 3358248 $350248 $0.000 50.000 ETOSLTSE 954700
o Trew $10.450000 50000 40450000 50.000 50,000 50.000 50000 $10450000  100.0000
06 Fusl& Lnines 50000 50000 50,000 50000 50000 50000 50,000 50000 00000
° BS U EX pense 07 vehicses £0.000 £0.000 s0.000 £0.000 £0.000 £0.000 s0.000 0000 00000
Contrathial ” - i T .
" £12450.00¢ ® TIAA0000  $ULS4B000  SIEM000 85458740 0 $0.282420 24920
B d t I ; LT -wirivcs $13430.000 SO000  $13890.000  STA000  E1LEMO00  $E8M 500,84 8252420 289200
s Suopkesd e 41000 $447600 2 : 2 &
u ge nqulry L $2450.000 0,000 $821,000 $821,000 0,000 $0.000 $2.009.000
Equpment S— 5 0.0 ) 0 0 5 :
W aplacamet 52945000 50,000 0,000 20,000 $0.000 50.000 5
° Enter Seal’Ch ) S i $0.000 0,000 0,000 50,000 $0.000 50.000 50,000 0000 00000
Grants
- - 2 Subidies 3 $0.000 £0.000 £0.000 $0.000 $0.000 £0.000 50.000 20000 0.0000
Criteria
13 Fieed Charges o $0.000 50000 §0.000 $0.000 §0.000 §0.000 SO0 00000
R 14 LandSvucees 50000 50,000 50,000 50,000 50,000 50,000 50,000 0000 0.0000
o Click Fetch
$2.340,041,000 $0000 52,340,641.000 $STO36.048  $STOBEA4H  $1603.240.840 SS0B40 SOOOTIAIA ZBOGIS

The report is organized by class.

Click the box in the Y column to see the activity log for Year-to-Date
transactions.

Click the box in the M column to see the activity log for Month-to-Date
transactions.

Navigation ORACLE

Favgites  Mum Menu o+ Bowe FIN Costomiatons » Commiment Contral o BS5U Experde Budget Ingury

» Bowie FIN ety Lao

Fain Date: 1308110
Lnit: Duepartment: Accounting Period:

Customizations . =
= Tudget Penect: 2010

« Commitment -
Control o e e e e e R el e — ]
e BSU Expense
Budget Inquiry
o Enter search
Criteria Rohn
e Click Fetch
e Click M box

Click Return to display the main page after you have reviewed the information.
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Project Expense Summary

The Project Expense Summary may be obtained by entering a project number in
the project field without a department.

NaVigation Nome | worst | MubChaanel Consam | Addtefaveres | Seno

Faoites | Mari Mefiu » Bowee FIN Comtomaations »  Commement Control 85U Expense Budget Igury

I, . Oots: 0300110

) BOW' e F I N Unit: Dopartment; “Hiacal Year: Accounting Ponod Faicn

TR Q 7010 1

- - Project 1574 94 DOE-Principal sinstituiet 30155
Customizations . A e
Y m

- uID m i} bai ] A
° Commltment 0,000 $20092500 514,990 000 §0.000 74,1500
50.000 50.000 2000 22000 100.0000

£0.000

Control

$0 000 $4.4T0 GA0 $0000 $0.000

° BSU EXpense i 50000 S4000000 54000090 50000 51029900 50000 50000
Budget | . 12 55000 0000 SIBIISHOD 50000 S26511.000 0000 S0000  S12S4000 310400
SIPISE000  SAB0D MIVSO000 SO000  $05364360 400920 HOU0 SR AR

o Enter search
Criteria
o Click Fetch

The Year-to-Date and Year-to-Date activity logs can be viewed by clicking the Y
or M button in front of each Class line.
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