E San Francisco
Hate University

FISCAL AFFAIRS

FINANCIAL MANAGEMENT SYSTEM
(FMS)

Navigation Reference Guide

June 2004

Revised 6/17/2004



Table of Contents

Introduction to Financial Management System...........cccuiminiminnennesinnases ii
Navigation Reference Guide.......ccorcurmmmrmmmamrasmsssmasssssmasssssmassssssassssssnssnnssnsses i
(@)Y= Y=Y ii
(O] o] [0l A V7T PP PPRPRPPRRN i
Chapter 1 —Getting Started ... 3
Signing in to Financial Management System Database:..............c.cccuuen.... 3
Changing YOUT PASSWOI .........cuiuiiiiiiie et e e e eneaenas 4
Signing out from PeopleSoft Database............ccccooiiiiiii 6
Chapter 2 — Understanding Navigation..............c...cccoviiiiiinnnen.. 7
Web Based APPHICATION .....c..ieie e 7
PeopleSoft HOME Page......cciuiiiiiie e 8
Universal Header (HOME Page).... ..o e 8
= AV L0 1 = T PP 9
Menu or Left Hand Navigation ..........coooiiiii i 10
RETTES N .. 10
MINIMIZE The MENU.. ... e 10
Folders/ Sub-folders/Components and Target Area .......c..coceevvevnienennen. 11
Chapter 3 — Navigation through the system........................... 12
Understanding page elements........ccoiiiiiii i 13
NEW WINAOW ... e 13
= [ 13
PagE TabS. ... 13
= o] g =L [ o =T ) PP 13

(08 =T o 1l =0 )= 1 T 14
COMMENT BOX .t 15
DropdOWN LIST BOX.....uuiiiiiiiiii e 15
Prompt EIit BOX....ou i 15
MagnNIfYING GIassS..... ..o e 15
Record (row) Counter or Navigator..........ocovuviiiiiii e 16
RAAIO BUTEONS .. e e 16
Sorting Data COIUMNS ... ..o 17
Required FIields™ ... ..o 18
Related Pages / Hyperlinks..... ..o 18
BUTEONS .. 18
Page LINKS. ..ot 18
SEArCN/LOOK UP PAGE. ... it 19
AdVance SearCh Page........c.oou i 19
BasSIC SearCh Page ..o 19
Y=Y T g od o IO 1 =] o - 20
Row Navigation BUTTONS..........c.ioiiiiiii e 21
Chapter 4 — Using Keyboard Shortcuts.............ccoevviiiiiiiienenen. 22
Using Keyboard SNOFTCUTS.........c.iuiiiiii e 22
Chapter 5 - Getting Help ..o, 25

Revised 6/17/2004



Introduction to FMS

Introduction to Financial Management System

PeopleSoft version 8 applications are 100% browser based, work in an internet environment, and
hence called PeopleSoft Internet Architecture. It provides universal access through a web browser,
and enhanced self-service web functionality. This Web-based design, menu driven structure, and
intuitive user interface makes PeopleSoft Applications easy to learn and navigate.

SFSU is implementing the following modules of the PeopleSoft Finance Application version 8.4:

Financial Management System (FMS)
» General Ledger
» Accounts Payable
» Procurement

SFSU Financial Management Systems is scheduled to “go-live” in July 1, 2004.

Navigation Reference Guide
Overview

This guide was designed to provide guidance and introduction in the use of the Financial
Management System (FMS). Included is basic terminology, how to navigate through the system
application menu, pages and getting online help by using PeopleBooks.

Objectives

A\

Introduction to (FMS) Financial Management System — PeopleSoft Finance Application version
8.4

Signing into PeopleSoft Finance Database

Understanding basic terminology

Navigating through the system

Working with pages

Getting help

Y VVVYYVY
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Getting Started

Chapter 1 — Getting Started

Signing in to Financial Management System Database:

Clicking on the following link will display the “PeopleSoft 8 Sign in” page.

Longuage: Engish  Espefiol  Fracgals
illill!t !ig el h Flﬂf.'ili - :‘il":iﬂi
BER Postugués  Medeslandgs

To sattraca Nags, toew

i TR ?lel ot thipaiitad Al Agke rhiafeed

T e B PeopleSoft.

1. Type in your User ID and initial Password (both are case sensitive; ALL CAPS)
o User ID is your current MVS ID and the password will be provided to you by the trainer.

2. Click the Sign in button.

FMS Navigation Reference Guide Page 3
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Getting Started

The following Home Page is displayed.

PoopleSoft.

Heln

Search:

@

[» General Ledger
[> allocations

[> Accounts Payable
B Furchasing Menu

> vendors

I Set Up Financia IsiSupply Chain /

I PeopleTools —

[» Reporting Taols

[> Gompmitrment Gontral

[> ©5U Administer Integration

[> manager SelrService

b lterns

B Inventory

B Banking

D AT and Intrastat

[» Statutory Reports

[» Data Exchanges g -

£ Stpana | —— User specific links
Change My Password 4/
My Fersonalizations

hiy Svstermn Profile

" PeonleSoft

The main or home page contains a general list (Menu) of areas that you can link to and also includes
user specific links such as (Change My Password, My Personalization’s, and My System Profile).

Depending on the security level, the menu may have more or less items than the one shown above.

Changing your password

The password initially assigned to you is a temporary password. Once you have logged into the
system, you should change this temporary password immediately. = Remember that your
password must be at a minimum of 8 characters long (password must contain at least
one number and one special character (such as “&” or “*”) with either 6 other alpha or
numeric characters. Follow these steps to change your password:

Click on the “Change My Password” link at the bottom of the Menu:

PeopleSoft.

Zearch:

| D

[* My Favorites

[ General Ledger Click on the “Change My Password” link

D> Allocations at the bottom of the Menu.
[ Commitment Cantral

[ Purchasing

[ vendars
L= Worklist
ERE
= ihange My Passwiore

FMS Navigation Reference Guide Page 4
Revised 6/17/2004



Getting Started

The ‘Change Password” page is displayed with your user id and name. Enter the current
password, new password, confirm password, and click on the “Change Password” button as shown
below.

Search:

@

[ General Ledger Change Password

[+ Allocations

[* Accounts Pavable }
[* Purchasing =D FSCEMS0T

[ wendors T T

[+ Set Up FinancialsiSupply Description: - Chandra Muthuswary
Chain

[* PeapleTaoals

[* Reporting Toals

[» Commitment Contral . ]

[* ¢85 Administer Integration New Password:

[* Manager SelfSenvice

“Current Password: | LU Ll L L) |

—
lceeeesaes ™~ |
e

[+ tems “Confirm Passwor s

[+ Inventary
[* Banking
[ AT and Intrastat Change F:ﬁ,_ﬁSWDrd |
[ Statutory Reports W
[+ Data Exchanges
[ Stipend

= hange hly vard
My Personalizations
Wy Swstern Profile

Once you click on the “Change Password” button, and click “Return” the following “Saved”
message flashes in the upper right hand side corner of the page and your new password is now in
effect.

PeopleSoft.

Smar o

[ sy Fonaiiing m Pasewoerd Changed
[ Oeraned Ledgear
o Al IDGeTOr Password Saved

[F Commimert Canll
[* Furzhas=ing w
[ vardors o e Srweoedl Bars @ UCCEs sl i DaEn changad.

[ Banking
[+ Baiilp FinasciaisiSupsn < M
Ehali

[ vkt
[x ﬁﬁuumn D:nﬁnsll:i \
|
Bte Bryaiem Ercdla

Click “Return” here and the following “Saved”
message flashes in the upper right hand corner

FMS Navigation Reference Guide Page 5
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Getting Started

Signing out from PeopleSoft Database

To sign out from the finance application, just click on the “Sign o
shown below.

” link at the top of the page as

Home Warklist Add to Favarites

Mew Window | Help

FMS Navigation Reference Guide Page 6
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Understanding Navigation

Chapter 2 — Understanding Navigation

PeopleSoft applications are made up of navigational structure, components, and pages. These
elements help to enter new data, change, modify or delete existing data.

Web Based Application

Even though FMS is a web based application it is not recommended that the web browser tool
bar be used when logged into PeopleSoft and therefore you are never use the Back button on
the web browser tool bar.

B Peo pleSaft 8 5= 25 micnosofi laternet Explarer

et W Fevonites  Tools

- _PéopleSOftS

Welrame to FESFTRT
PeapleTools § 45 13

Lamyuiage:  Englsh Espafinl Frargals

[1=TETi 1] Deuggch Erarnals du Consy
BER Poduguds  Mederlanis
P T T Se——
User
Posswoik

To =el trace Nisgs, cick here

£ 452002 Freopledoft Imoibouled Wl ights et li“'ﬂ ’JIESI'}[[.
— - : P

4l B @ reema
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Understanding Navigation

PeopleSoft Home Page

Each time you sign in to PeopleSoft, the PeopleSoft “Home Page” is displayed. PeopleSoft “Home
Page” consists of Universal Header, Menu or Left Hand Navigation, and the Target Area.

Universal Header

PeopleSoft Home Page

PeopleSoft.

Fersonalize Content | Layout

Acid to Favorites

Menu or Left Hand
Navigation

Menu =[]

Search
[> My Favorites

[> General Ledger

[> Allocations

Eoumm\tmemoumrul
Furchasin

[ Wendors ’ Target Area

[> stipend

[ worklist

[> Application Diagnaostics
Channe by Paggward
My Personalizations
Wy Systern Profile

Universal Header (Home Page)

The Header area is located at the top upper right hand side of a page and remains static as you
navigate through different pages. The Navigation Header contains the following navigation
links/tools: Home, (Worklist N/A) Add to Favorites and Sign out.

PeOp].eSOfts Add to Favarites
FPersonalize Content | Layout Help
Menu - IX
Search
@
Click the Home link to return to the Home page of the application.
FMS Navigation Reference Guide Page 8
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Understanding Navigation

Favorites

Add to Favorites allows you to create a list of book marks to your favorite folders/pages. Once you
add a favorite page, it is maintained in the “My Favorites” folder in the menu.

PeopleSoft.

Personalize Content | Layout

Menu 1= RIX]

Search;

@
W Favortes > /

[> General Ledger

[> Allocations

> Commitment Control

[> Purchasing

[> vendors

> Stipend

[ wintklist

[> Application Diagnostics
Change by Password
My Personalizations
My Systern Profile

" BeopleSoft

To add to your “Favorites” go to the menu and click on the folder, (drilling down to the component)
then click on the sub folder and click on the selected component that you'd like included as a
“Favorite”. Once the component that you want is displayed, click “add to Favorites” from the
Universal Header located in the upper right hand corner of the screen. Below is an example of your
“Favorites” after you’'ve completed this task.

“My Favorites”

PeopleSoft.

Fersonalize Content | Layout

Menu B E3
Search:
@ Your favorites are now
= avorites A
e e T customized to your needs.
“Wendar Information
Edit Favorites 7

~ ral Ledger
[> Application DTEAROSTeE

Channe by Passward
My Personalizations
My Systern Profile

The customization of “My Favorites” is specific to your login and each user can create their own list
of “Favorites”. Click Home to go back to the “home page” and you may continue to work or click
“sign out” from the application.

FMS Navigation Reference Guide Page 9
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Understanding Navigation

Menu or Left Hand Navigation
Menu contains the folder list, user specific hyperlinks, and helps to navigate through different pages.

PeopleSoft uses hierarchical type of navigation and contains a list of folder drilldowns or dropdowns.
This folder drilldown structure expands and collapses based on the selection.

Refresh

PeopleSoft.

FPersonalize Content | Layout

Home Worklist | _Add to Favorites

4_/-Not applicable

Search

- |®

> My Favorites

[» General Ledger

> Allocations

> Commitment Control

b Purchasing / Menu or Left hand Navigation
P wendars
[> Banking

[> Set Up FinancialsiSupply Chain

[> Reporting Tools

[> Tree Manager

[> SFSU Custom

> Manager Sel-Service

P Items

[> Inventary

[» VAT and Intrastat

[> Statutory Reports

[> Data Exchanges

[> stipend

[ worklist

[> Application Diagnostics
Chande by Passward
My Personalizations
My Systern Profile

" BeopleSoft

Refresh

The refresh . is located on the upper right hand corner of the left hand navigation bar and is
there to return to the main menu.

Minimize the Menu

When drilling down within the folders to subfolder and components you can minimize the menu
clicking on the and the menu closes leaving this icon ¥ for re-opening the menu when

needed. \

_— PeopleSoft. _—
=
< My Favorites Requisitions Requisitions
Maintain Redguisitions
Edit Favorites | Eind an Existing Value / Eind an Existing ¥alue | Add a New Value |
FMS Navigation Reference Guide Page 10
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Understanding Navigation

By minimizing your menu the component/ that you're viewing is now more fully displayed.

PeopleSoft. m
" )<

Click here to open up menu

beviindmer | Helo

" rem Y Benedule

Umk FFOMP Reqlln 1300400002 Fiaq Data: |DSE2004 | Bl ggne ol B A X 01 T

‘egmeate T | wess e [ ] #ohi Frsan Furnes Processing

Staims Crion Byt Statuss ol Chicd Aocomsting Dabe: NS RI2004 | BYlc ey | as1'H| Ciallar

Sl Line Aew i e ciintion Ragday MK Ly B Ship To Sl

= 1 R [iner BP0 2200400001 STEY 1ooon |[LoT| &) (eo6as |G [1500000) [REC_LC A Arive 4] =]

Total &at: 1500000 S0 Tolsl Base Amk 15,000.00 LISD

‘Gotec Hegler Dgfauile Hedoer Comments.., Bm Sedrt {tern Detsl lpe Defalis  Ling Detsile

Lalalog Lng Covenerts  Sourcio Corkoly  |--WOM-- _

Wsevel  (CLRetundo Sech) EHestList) TEP e i Ust ) | Ednowy | S Reiesh | Al =
Form | Echedule

Folders/ Sub-folders/Components and Target Area

The menu is made up of folders, sub-folders and components and may also include “sub-
folders”.

Components are groups of related pages pertaining to a specific task and displayed in the same
window. You can access a component through the left hand navigation.

Target Area is the area in the browser window where the components are loaded.

PeopleSoft. =

Fersonalize Content | Layout Hel

Collapsed
Search folder

> My Favorites /
[ Commitment Control Folder
VPurchasing/ B

= Requisitions
> Reconcile R
[ Review Requisition
[ Reports
Maintain Requisitions
Approve Amounts
Approve CharlFields Expanded
Request Reguisitions
Load Requisitions folder
Update Drop Shiptments H
Budget Check \dlsplays
Entry Event Request -
Purge Requisition Load Regsts sub-folder
Approval Yok ow an d

[> Request for Guotes
Yendors

D> worklist

[» Application Diagnostics
Change by Password
My Personalizations
My Systern Profile

Target Area

FMS Navigation Reference Guide Page 11
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Navigating through the system

Chapter 3 — Navigation through the system

Accessing information stored in the system is called Navigation. Once you are logged into the
finance application, the Home Page is displayed. From the Home Page you navigate through the
Menu or Left Hand Navigation column to select a folder of activity (page) you want to work on.

To begin navigation:

Step 1 — Click on a selected folder from e menu column. For example you want to see what
vendors are in our system. Click on “Vendors” folder. This action expands and displays the contents
of this folder.

Step 2 - Clicking on “Vendor Setup/Maintenance” sub folder displays its contents or hyper links
to components (pages).

Step 3 - Clicking on “Vendor Information” hyperlink displays the corresponding page.

Step 1 Step 2 Step 3

| @ || @ | D
[* My Favarites [ My Favorites [+ miy Favorites

[* General Ledger [+ General Ledger [* General Ledger

[+ Allocations [+ Allocations [ Allocations

[+ Accounts Payahle [ Accounts Payable [ Accounts Pavahle

[ Purchasing [ Purchasing [> Purchasing

= S endors = endaors
[ VEnErlb SetupIMaintenances | S=Endor SetupiMainten = vend '
[ withholdings ( Wendo rrmation endar Infarnfiation

Financials hain _ Wendor Apprcedl
[> PeopleTools CA EDD Control Information 24 EDD Contral Informatio

CAEDD Mendor Information [ ion
CA EDD TransmittaliFile o EDD TransmittaliFile
Conversations Conversations
Wendor Lser Wendor Lser
Wendor User Setup Yendor User Setup

[ withholdings [+ withholdings

The following convention shows the Navigation (Accessing a page) steps:

Navigation: Vendors - Vendor Setup/Maintenance = Vendor Information

FMS Navigation Reference Guide Page 12
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Navigating through the system

Understanding page elements

Before you start working with pages, it will be helpful to understand the different elements in a
page.

New Window

New Window allows you to work in different areas of the system. Clicking on this link opens a new
browser window with the same page you are working on.

PeopleSoft.

Drklis Add to Favorites Sign ou
Mew Window | Help

Fields are a defined area of space on a page where information is displayed, entered or edited.
There are different types of data entry fields i.e. text or edit box, comment box, drop down list box,
prompt box, etc.

New window

Fields

Page Tabs
Each tab in a component contains a related page.
Page Tabs are group of related pages in a component that you are working with and allow you to

navigate through the component. White colored tab and standing out in front indicates the current
page that is viewed.

Text or Edit Box
Text or Edit box allows you to enter any type of data (character or numeric) into the field.

Note: The instruction provided on the actual Search page is misleading. When leaving search criteria
blank or using the % wildcard, the system will provide a maximum of 300 values only-not necessarily
all the values contained in the system. It is always better to use search criteria to limit the search
which will provide you with a more accurate list of values.

FMS Navigation Reference Guide Page 13
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Check boxes

Navigating through the system

~ PeopleSoft.

=i

Page Tabs

/j/ Fields Newsinaue | biso
Ve (Hieaie ——

e feaDute: 5| Horige LB Y A X 0T
BN | etz vt [] #hohd Fisin Furthes Processig Expand view

beCoumting Date; 1502004 '__".;'r:lnu-.:u.'l:l 18 Cinfiar #] [ [#] icon
Cysipmir Find 1th=o = 'Iul:' 1 1o i 5

T EFCTE

0.oo0 UED

"Gole Headar Detauits Headkr Gorments {tars Dt Lbe Defats e Detils

Copy From Calalog Ling Commants i
B zave ity |5 Rabath (e || Updats Daplay]
Form | Echedule
Text or
Edit Box
%

By clicking on the expand view icon your Text or Edit box expands allowing you to view data
you've entered. You can use character or numeric text in this field.

PeopleSoft.

E»

Mewy window | Help

Item Description

Transaction ltem Description

HERE |5 WHERE (L TYPE IN ¥OUR ITEM DESCRIPTION

/ Here is an

expended text or
edit box

\ A

Preferred Langu=-~ tam Descr

QK Cancel Refresh

Check Boxes

Check Boxes allow you to turn “On” of “Off” the options that are available. Clicking once in the check
box selects (ON) the option and clicking again on the selected box (OFF) deselects the option. You
can select more than one option at a time.

FMS Navigation Reference Guide Page 14
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Navigating through the system

Comment Box

Comment boxes allows you to enter several lines of information i.e. comments or long descriptions
by using either character or numeric text in this field.

Comments:
Please expedite
Add your comments here!

Dropdown List Box

Dropdown list box allows you to choose a value from a list of values. Clicking on the down arrow
button expands and shows the values in the list. You may select one value from the predefined list.

Dropdown List box

J Find an Existing Value Y Add a Neywalue |

Magnifying Glass

Business Ullit:@ SFCMP

Requisition ID: heging with |«

Requisition Status:| = W W

Origin: begins with g

Requester: heging with Q

e T Prompt Edit Box
Search | Clear | Basic Search [F] Save Search Criteria

Prompt Edit Box

Prompt edit box allows you to enter the value in the text box or select a value from a pre-defined
list.

Magnifying Glass

Clicking the magnifying glass Q| displays a list of values.

FMS Navigation Reference Guide Page 15
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Navigating through the system

Record (row) Counter or Navigator

Record (row) counter or navigator shows multiple rows and the arrows allow you to navigate to

desired record/row.
A=
Use these buttons to add or delete row(s) .

Clicking on the View All function on the blue navigation bar allows the user to control what is visible

on the screen. You may see one line or all if you are working on a multiple line document or you

First (4] 10i2 DI Last

may view one line at a time by using the front and back arrows on the

navigation bar.

PeopleSoft.

Header Defaults
i BFCHMFP Regll 1200400003

Radio Buttons

( T Dakantt (0 TJWHD

endor: | 4 Location: L View all shows all rows

wendor Lookap
Bayer: &) . .
P o [T Indicates how_ many lines
T Datas Cotagon o uom =1 of detail you have.
Dismrionne by: “ Spee = /
VIR ! i ; ;

Add and
delete rows

D=t Peicent Gl Uit Ao Funed Covtle Dept Brommn  Class Brnject
1 [100.0000] [eF cwe| 4] 613002 4] [winz | &) 1oy a) [ o)

one Time Addrass

o | | camal | | Revesh |

Radio Buttons

Radio Buttons represent a group of options from which you can select only one option.

FMS Navigation Reference Guide Page 16
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Navigating through the system

Sorting Data Columns

When the search criteria displays it will view numerically. By clicking on the Category Descriptio

Search Results
Wigmy All

Category Description

1400 of 276 )] Last

00500 ABRASE
00E00 AEMICALS
Mo00” INSULATIMG MATERIALS TILES

Ma00 COPYSUPPLIES

01900 AG GRAIMNS

02000 AG EQUIP

02200  AGPARTS

02600 AR COMPRESSORS ACC
03100 HvAC PARTS

03500  AIRCEAFT EQUIP, MISC

Search Results

Wien All 1-100 of 275 )] Last

02000 AG EQUIP
1900 AG GRAIMNS

02200 AGPARTS
0240 AR COMPRESSORS ACC
00 AIRCEAFT EQUIP, MIST
0500  AIRCEAFT OPERATIOMS SERYICE
4000 AnIbtALSINVE

2500 AnImAl S FEECVBEDDINGISUPLEMMNT

4500  APPLIAMCES, HOUSEHOLD

(=)

(AR ()

=

The columns will sort alphabetically and in return clicking on Category will put the search back in

numerical order.

FMS Navigation Reference Guide
Revised 6/17/2004
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Navigating through the system

Required Fields*
Required fields are denoted with an asterisk *. Hint: Not always; when you try to save a page

without entering value in a “Required field”, the field background color is changed to red and an
error message will be displayed.

Related Pages / Hyperlinks

Related pages / Hyperlinks allow you to navigate to related components without leaving from the
page (record) you are working on.

Buttons

These buttons allow you to perform various commands like Save, Return to Search, Add a record,
etc.

B s=v2) gonds information entered on the page to the database

% Refrash i
@Reftesh ] |- idates all data entered on the page
Bl Updaterbisplay) pooocce existing rows of data in the database

Bac) Create a new entry, i.e. requisition
EMetity | N/A
Page Links
Page Links provide access to related pages of a component i.e. works similar to page tabs.

PeopleSoft, T ——— P

Required Fields

e rindoe | Help

{ Fam 1 Sechedule
| Uwe £r oy Beqll o & ‘Peq Dote: (1507004 | B grigine OHIL 3 ¥ A4 XK 0 R
< ‘Fanmester; FEEFALT 1 f— 2 [ ] thokd Frsan Furthes Processing
Stalus Sppn f TRy Dabe D2ELZ004 | Bdbe g penicy | 15 Ciollar
Bad Line  Descrigmion Baudty AN Latagnry Exics Hup Te Stiius
M i = B [ooooa al 4 [oomom | [REc Lo @) s =] =] Related Pages /
Hyperlinks
Tartaal B 000 USE Total Base R 000 UED
x
‘a0 Header Commmants  Ham Baarh Lk Chabal LhgDofjks  [hoDobyls

alalo Ling Comments  Soucing Condols MO .

< 2] wum oty | Faiach

i \ /
Buttons

Page Links

[ | 18] Updats (Doplay |

FMS Navigation Reference Guide Page 18
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Navigating through the system

Search/Look up page

Once you navigate through the folders in the Menu column and click on the required
component/link, the search or look up page is displayed. There are different search options
available:

Advance Search Page

Advance search page provides more search fields to narrow the search by entering

different search criteria.
Advance Search Screen

PeopleSoft. e Y

ey =

= Requisions ~ Meae i | Heln
[» Recorcile Requishions |
[* Resew Requistion

{réokmaiion Requisitions
[ Eﬁum Uz a e follrming sarch 1o look far an edsling Reguisition
DI S DURLE I [ Find an Exvsting Value 'y A00 & Hew Valle |
Annnte CRadFeils
RIS e Business Uit: = = EFouF a
W Fequisstion i bagins vih [w

Eriy Even| Reguas] Feaquisation Stats; = - - Magnifying Glass
P 1 n | FAR N |
A g _b_ngln: v [ 7y /
B LI iDL R mpsstor: baging whh ~
[ Requast for Duolas
[¥ Purchasa Ordars [Ntase Sensttive
E Pracurarnenl Gards
Shipments
B/ 5 Brarch Grfana
[* Reten To Wendar —E”'-ﬂj Clesr \] BasliSeanl g !
[+ ansiyze Procurermert \
I varelys el a e e Basic Search Page Link

I Dankitg Find an Exa=bng Yalue |

P Eatl bn ClnaselaioiSneeaki

Another way to search is by using the “magnifying glass” , just click and a drop down list will

appear to choose from.

Basic Search Page

Basic search page provides one or two fields to provide the search criteria. When searching you
may have several items come up from your search. If your search exceeds 100 then the screen will
display the number of items found in your search and will display the first 100 items.

Basic Search Page Link

PeopleSoft.
" Hequisdions
[» Recorcile Requisilions
L= :!-Een-t:“i?m:non Requisitions
[+ Fepons =g fhe follcwing ==arch 1o look for an easting Regui=tion
I
Anare Amnunts [ Fanil i Excesing Walue | S & B vEon |
anprove Chatialis
Baquest Raguistiohs r
Lm&e_qi-_al-_m Search by: |Busiress Lnk % = SECMP
Lipdaie Qg Jripmeris:
[ Ik
Eriry Even| Fegussl SLEN
L, i — Advanced Search Page Link
Eansts Find mn Es=hng 4
[+ Reausst for Gumtes

FMS Navigation Reference Guide Page 19
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Navigating through the system

You my retrieve up to 300 items with only the first 100 displayed. By clicking on the icon
[¥] Last .
you can view more of the search.

Basic Search Screen

PeopleSoft.

[=[13

Home: Sion out

Mewy Window | Help
Look Up Vendor

SetlD: SFCMP

Vendor ID: beging with ClICk II' @ tO
Short Vendor Name: | begins with view more of search

Look Up| Clear | Cancel | Basic Lookup /

Search Results
Cinly the first 300 results can be displayed. Enter more infarmation above and search again to peet
Wiewy All

‘endor ID  Short Vendor Name Name 1

2 number af ATk
1100 ot 300 [p] Last

0000003177 BESTWESTE-001 BESTWESTERM HACIEMDA HOTEL hlank) (hlank; i [i]

0000003178 SOUTH SAN-001  SOUTH SAMN FRANCISCO COMFEREMCE ihlank) (blank 000000100 / Results of search
0000003179 GARMETT AC-001 GARMETT ACCUBRAILLE hlanky (hlank; 000000101

0000003180 MACRO S0LU-001 MACRQ SOLUTIONS LLC hlanky (hlank WO00000104

0000003181 MATSOR DRI-001  MATSOM DRISCOLL & DAMICO LLP hlanki (hlank WO00000112

0000003187 SEXALER IN-001 SEXAUER INC (hlank) (blank) 000000116

0000003183 CHEMSW INC-001 CHEMSW [NC (hlank) (alank) 000000123

0000003184 RADIG SHAC-001  RADIO SHACK (hlank) (alank) YO00000124

0000003185 FRED E*TUR-001 FRED E*TURMNER COMPAMNY (blank) (alank) WO000001 28

00000031 86 OMEGA OPTI-O01  OMEGA OPTICAL INC hlanky (blank; W00000071 36

Search Criteria

By default, the SetID value — “SFCMP” is displayed. If you need to change this value you can either

enter the value or choose the required SetID from the look up list by clicking on Ql button. If you

don’'t provide any additional search criteria and click on the ﬂl button located on the basic
search screen, the system retrieves all vendor records (rows) that belong to “SFCMP” SetID as shown
above.

To narrow the search and reduce the number of rows retrieved, provide additional search criteria.
You can enter one or more characters in the criteria field or use the “%” wild card - “%” substitutes
for any number of characters. The system retrieves only the first 300 rows or records as the search
result. Out of these 300 rows, only the first 100 rows are displayed.
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Navigating through the system

Row Navigation Buttons

Use the Row Navigation buttons to view and select required record.

For example if you want to search for all vendor names starting with “Radio” enter “radio%” (upper

Look Lp

or lower case doesn’t matter), and click on the _I button. This brings (all vendors who
belong to “SFCMP” SetID, and their Short Vendor Name begins with “Radio”) only rows or records
and you can select the required row by clicking on any of the hyper link as shown below:

PeopleSoft.

Acld to Favorites

Mewy Window | Help

Vendbr ID: |begins with v”
Short Yagdor Name: | begins with v |[RADIO% Based on the criteria selected the

list displayed indicates all vendors
beginning with “Radio”.

Laok Up | Clear | Cancel asic Loakup

Search Results

Vendor ID Short Vendor Name Name 1

< 0000005442 RADID SAN-001  RADIO SAN FRANCISCO-KFOG FM (blank) (blank) YO00015732

0000007154 RADIO SHAC 001 RADIO SHACK (blank) (blank) VD00000124

 OTT®64a73 RADIGMETER-001  RADIOMETER AMERICA NG (blank) tolank) VOD0( 1353
\

Select the vendor by clicking on any of the fields from the search result display and the following
page (component) will be populated with the vendor number selected.

PeopleSoft.

1213
Hewnindow | Help
Header Defaults

Ui SFOMP Regle MNENT

M - gre— Note the Vendor name and number
e - is now displayed.

Koawidu, - I.I:IIJI:II:IIIIJ31$J A Locarions War |G Raoio sHack

AendorLnnkug

ship Tt REC_LC | SifRacering Location

D Diatec Bl Catagory: % uomse =1

D smitnne by “| SpeadChan | 4l
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Using Keyboard Shortcuts

Chapter 4 — Using Keyboard Shortcuts

Using Keyboard Shortcuts

Working in an internet browser-based environment can often be mouse intensive. However,
PeopleSoft offers keyboard navigation alternatives to using the mouse. These shortcuts are classified
into two categories:

Hot keys.
Access keys.

To view a printable list of these shortcuts while online, press Ctrl+K while in a search or
transaction pag

Note: Certain browsers may treat access keys and hot keys differently. See Customer
Connection for more specific information on browser differences.

Hot Keys

Hot keys perform immediate actions. When pressed, the designated actions occur. Notice that several
hot keys perform different functions depending on the page you are in, such as a transaction page or
a search page.

Alt+1 Save page in a transaction.

& sove] Move to the Search or Add button on a Search or
Look Up page.

Move to the OK button on a secondary page.

Alt+2 Return to the search page from the transaction

I::Q,Heturn to Search page.

Alt+3 View next row in list when button is active.

+= NextinList

Alt+4 View previous row in list when button is active.

4Z Prewious in List

Alt+5 ﬂ Opens Look Up page.
. Opens the calendar prompt.
Alt+6 L] Opens the pop-up window on a page.
|
F| RelatedLinks
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Using Keyboard Shortcuts

Alt+7 E[ Inserts one or more rows in a grid or scroll area.

=

Alt+8 E[ Deletes row in a grid or scroll area.

Alt+0 When in Expert Entry mode, validates data entered

-+
& Refresh | on the page.

Alt+ . I Next set of rows in grid or scroll area.

Alt+ , I Previous set of rows in grid or scroll area.

Alt+/ Find data in grid or scroll area.

Find

Alt+ "' View Al View all rows of data in grid, scroll area, or search

view A page results list.

Alt+\ Toggles between Add a New Value and Find an

Add a New Value 'gg. .
Existing Value in a Search page.
Find an Existing Value

Ctrl+ J Displays system information.

Ctrl+ K When in a search page or transaction page, opens a
page with a list of keyboard navigation shortcuts
using hot keys and access keys.

Ctrl+ Y Toggles menu between collapse and expand.

Ctrl+ Tab Toggles focus throughout the page.

Enter Ol Activates the OK button, where appropriate.

On a Search page, activates the Search button.
T On a Look Up page, activates Look Up button.
[ Search ” P pag P
Look Lp |
Esc [ Activates the Cancel button, where appropriate.
[ Cancel ”
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Using Keyboard Shortcuts

Access Keys

Access keys move the focus of your cursor to a particular button on a page. Pressing Enter executes
the command—the equivalent clicking the appropriate button.

The following table outlines the shortcuts you may use in place of clicking the equivalent action
button with your mouse. After pressing the desired key combination, you must then press the Enter
key to execute the action. For example, to save a page press Alt+1 followed by Enter. Note that
some access keys have multiple actions assigned to them, and the usage depends on the currently
active page.

You can also use access keys for page tabs to help you move between pages in a component.
Identify these access keys by noting the letter in the page tab name that is underlined. To open a
page, press Alt and the underlined letter, and then press Enter to execute the action.

Alt+9 Hel Accesses the Help line.

Alt+\ Toggles between action modes on the toolbar in a
& UpdaterDisplay) transaction page.
@ Include History
@Enrrect Hiztory

Ctrl+ Z Accesses the search box of the menu.

Menu Navigation Access Keys

Navigate between menus using Ctrl+Z. This will move the focus of your cursor to the menu. From the
menu, use your tab key (or shift-tab for reverse direction) to navigate through the menu.
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Getting Help

Chapter 5 - Getting Help

You may contact 5-Help or fivehelp@sfsu.edu and they will either assist you with your questions or
forward you to a Fiscal Affairs FMS Lead in the specific application that you are inquiring about.
During our startup period June 2004 through December 2004 Fiscal Affairs will also have available
for you a lab that you can bring your questions too and a Fiscal Affairs Functional Support Staff
member will assist you one on one. The Lab hours are Monday — Friday, 2pm to 4pm in OLD
ADM 103.

Please visit our web site http://fiscaff.sfsu.edu/ for additional information regarding
trainings available and other documentation that may be more specific to a particular
application.
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