EXERCISE 1 – Inquire on ChartFields

Navigate to the following:

Setup Financials/Supply Chain ( Common Definitions ( Design ChartFields ( Define Values ( ChartField Values ( Account 

1. Look up Account 660003.  

a. What is the description of the account?

b. What is the monetary account Type?

c. What is the effective date of the account?

Navigate to the following:

Setup Financials/Supply Chain ( Common Definitions ( Design ChartFields ( Define Values ( ChartField Values ( Fund Code
2. Look up Fund 10003.

a. What is the description of the fund?

b. What is the effective date of the fund?

EXERCISE 2 – Inquire on Legacy Mapping

Navigate to the following:

CSU Administer Integration ( CSU Manage Conversion ( Create Banner Account Mapping 
1. Look up Banner account 4501.

a. Which PeopleSoft account is this being mapped to?

b. What is the PeopleSoft description?

c. What is the Banner (legacy) description?

CSU Administer Integration ( CSU Manage Conversion ( Create Banner Fund Mapping

2. Look up Banner Fund 001103.

a. Which PeopleSoft fund is this being mapped to?

b. What is the PeopleSoft description?

c. What is the Banner (legacy) description?

CSU Administer Integration ( CSU Manage Conversion ( Create Banner Dept Mapping 
3. Look up Banner org 101107.

a. Which PeopleSoft department is this being mapped to?

b. What is the PeopleSoft description?

c. What is the Banner (legacy) description?

CSU Administer Integration ( CSU Manage Conversion ( Banner Class/Prog/Proj Mapping 
4. Search for all SetIDs = SMCMP.

a. Find Banner org 102115.

b. To which PeopleSoft ChartField is this being mapped (Program, Class, or Project)?

c. What is the value of that ChartField?

EXERCISE 3 – Vendor Lookup

Navigate to the following:

Accounts Payable ( Review ( Vendor ( CSU Vendor Lookup

1. Enter the SETID of SMCMP, and then click on the yellow SEARCH button.
a. Look up Verizon (enter Verizon in the Name field, then the yellow Fetch button).
b. What is the Vendor ID?

EXERCISE 4 – Requisition Inquiry

Navigate to the following:

Purchasing ( Requisitions ( Review Requisition Information ( Requisitions

1. Search for all requisitions assigned to requestor ekist.
a. How many requisitions are there?

b. Select one that has been assigned to a PO.  Once you’ve found one that’s been assigned to a PO, select the Show PO link.

2. Return to the Requisition Inquiry page by clicking the dark blue Requisitions item in the left-hand navigation (or repeat the navigation for this exercise).  Look up requisitions that have been charged to department 1047.

3. Return to the Requisition Inquiry page by clicking the dark blue Requisitions item in the left-hand navigation (or repeat the navigation for this exercise).  Look up requisition 0000000058.
a. Via the appropriate links at the bottom of the page, drill to the Show PO link, Show Receipts link, and Show Voucher/Payment link.  Click on the yellow RETURN button to navigate back and forth between the items.
EXERCISE 5 – Requisition Document Status Inquiry

Navigate to the following:

Purchasing ( Requisitions ( Review Requisition Information ( Document Status

1. Look up requisition 0000000024.  
2. Everything you need to find for this exercise is on this page.

a. Has this requisition been assigned a PO?  
b. If so, what is the PO number?

c. What is the status of the PO?

d. Are there receipts?

e. Is there a voucher for this?

EXERCISE 6 – Open Requisition Report 

Navigate to the following:

San Marcos Reports/Interfaces ( Purchasing ( Reports ( Open Requisitions ( click on the Add an New Value tab
1. Create a Run Control, naming it XX_REPORTS  (XX = your initials)

2. Business Unit = SMCMP; To Date = 6/30/04; Dept = 1047.  
3. Click the yellow RUN button.

4. Choose PSUNX as the server, and make sure Type = WEB, Format = PDF.  Click on the yellow OK button.
5. Do you have a Process Instance (it will show under the RUN button)?  If yes, continue with next step.  If no, ask for assistance.
6. Click on the Process Monitor link.  If Run Status is not yet Success, click the yellow Refresh button until the Run Status is Success.

1. Click on the Details link next to your report (choose the file that ends in PDF).  If more than one report shows, choose the latest report.  

7. Click View Log/Trace to view the report.  
EXERCISE 7 – Purchase Order Inquiry 

Navigate to the following:

Purchasing ( Purchase Orders ( Review PO Information ( Purchase Order 

1. Look up PO – 0000000102

a. Who is the vendor?

b. What is the PO status?

c. Who is the buyer? 

2. Lines section.

a. How many lines does this PO have?

b. What is the quantity for line 1?

c. Is receiving required for line 2?  (Click on the Line Details link for receiving information.)
3. Click on the Schedule tab.

a. What are the ChartFields being charged (expensed) to for line 1/schedule 1?  (Click on the Distribution link to see ChartFields.)
b. What are the ChartFields being charged (expensed) to for line 2/schedule 1?  (Click on the Form tab to select line 2, and then click on the Distribution link to see ChartFields.)
EXERCISE 8 – PO Activity Summary
Navigate to the following:

Purchasing ( Purchase Orders ( Review PO Information ( Activity Summary

1. Look up the PO 0000000051 

a. How many receipts are there against this PO?  (Click on the Receipt link.  When done, click on Go Back to Activity Summary link.)
b. What are the quantities received for each line?  (Select each line and note the quantity received for each line.)
c. What is the sales tax for Voucher ID 00000064?  (Click on Invoice, select line, then the Voucher Inquiry link.  Find the Total Non-Merch item for the tax amount.)
d. Was there a payment against this voucher?  (Click on the icon under Payment Information.)
EXERCISE 9 – PO Document Status Inquiry

Navigate to the following:

Purchasing ( Purchase Orders ( Review PO Information ( Document Status

1. Look up PO – 0000000104

a. What is the status of the PO?

b. Who is the vendor?  (Click on PO to show Vendor.)
c. Is there a requisition(s) related to this PO?  

d. Have any items been received against the PO?

e. Is there a voucher for this PO?

f. Has a payment been made?

EXERCISE 10  – Open PO Report
Navigate to the following:

San Marcos Reports/Interfaces ( Purchasing ( Reports ( Open Purchase Orders ( click on the Find an Existing Value tab
2. Create a Run Control, naming it XX_REPORTS  (XX = your initials)

3. Business Unit = SMCMP; To Date = 6/30/04; Dept = 1047
4. Click the yellow RUN button.

5. Choose PSUNX as the server, and make sure Type = WEB, Format = PDF.  Click on the yellow OK button.
6. Do you have a Process Instance (it will show under the RUN button)?  If yes, continue with next step.  If no, ask for assistance.

7. Click on the Process Monitor link.  If Run Status is not yet Success, click the yellow REFRESH button until the Run Status is Success.

8. Click on the Details link next to your report (choose the file that ends in PDF).  If more than one report shows, choose the latest report.  

9. Click View Log/Trace to view the report.  
EXERCISE 11 – Voucher Inquiries

Navigate to the following:

Accounts Payable ( Review ( Vouchers ( Voucher Inquiry

1. Look up Voucher – 00000115.

a. Who is the vendor?

b. What is the invoice number?

c. What is the invoice amount?

d. What is the payment date?  (Click on the Payment Information icon to find payment date.)
e. Was the voucher paid?

f. What is the reference number (check #)?

g. What is the dollar amount paid?

EXERCISE 12 – Voucher Document Status Inquiry

Navigate to the following:

Accounts Payable ( Review ( Vouchers ( Document Status

1. Look up voucher 00000116.

2. Everything you need to find for this exercise is on this page.

a. Was the voucher paid?  

b. What is the payment date?

c. To whom it paid?

d. What is the PO number?

EXERCISE 13 – Payment Inquiry

Navigate to the following:

Accounts Payable ( Review ( Payments ( Payment Inquiry

1. Look up vendor 3M Minnesota Mining & Manufacturing.  (Click on the magnifying glass to find the vendor, enter part of the name, and then Search).
a. How many payments have been made to this vendor?

b. When was the last payment made?

EXERCISE 14 – Payment History by Vendor Report

Accounts Payable ( Reports ( Vendor ( Payment History by Vendor ( click on the Find an Existing Value tab
1. Create a Run Control, naming it XX_REPORTS  (XX = your initials)

2. From Date = 05/01/04   Through Date = 05/31/04

3. Print Options = Detail

4. SetID = SMCMP; Vendor ID = 000000004

5. Click the yellow RUN button.

6. Choose PSNT as the server; Type = WEB, Format = HTM.  (PSNT is the server because this is a Crystal Report.)
7. Do you have a Process Instance (it will show under the RUN button)?  If yes, continue with next step.  If no, ask for assistance.

8. Click on the Process Monitor link.  If Run Status is not yet Success, click the yellow REFRESH button until the Run Status is Success.

9. Click on the Details link next to your report (choose the file that ends in HTM).  If more than one report shows, choose the latest report. 
10. Click View Log/Trace to view the report.  
EXERCISE 15 – Actual Ledger Inquiry

Navigate to the following:

General Ledger ( Review Journal/Ledger Data ( Ledger 

Create an Inquiry Name of “XX_ACTUALS” where XX equals your initial.

1. Ledger = Actuals

2. What is the transaction amount for account 660003 department 1047 in period 11, 2003?
3. Drill Ledger Activity by clicking on the Ledger Activity link.

4. What subsystem did these charges come from?

5. What are the subsystem’s journal numbers?

6. What vouchers made up the 2nd Journal?  (Click on the second journal, then drill down to the Journal Line.  Then choose the Voucher Information tab for Voucher IDs.)
EXERCISE 16 – Budget  Ledger Inquiry

Navigate to the following:

General Ledger ( Review Journal/Ledger Data ( Ledger 

Create an Inquiry Name of “XX_BUDGETS” where XX equals your initial.

1. Ledger = STANBUDG

2. What is the transaction amount for department 1082 in period 1 - 12, 2003?

3. Drill Ledger Activity by clicking on the Ledger Activity link.
4. What is the journal number(s)?

EXERCISE 17 – General Ledger Activity Report

Navigate to the following:

General Ledger ( General Reports ( General Ledger Activity ( click on the Find an Existing Value tab
1. Run Control = XXREPORTS  (XX= your initials)

2. Fiscal Year = 2003 / Per 11.  Click on the yellow Refresh button.
3. Select Show Journal Detail

4. Accounts from 601030 to 690822

5. Department 1047

6. Run on PSUNX, Type = WEB, Format = PDF.  Click on the yellow OK button.
7. Do you have a Process Instance (it will show under the RUN button).

8. Click on the Process Monitor link until the Run Status is Success.

10. Click on the Details link next to your report (choose the file that ends in PDF).  If more than one report shows, choose the latest report.  

11. Click View Log/Trace to view the report.  
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