PeopleSoft Financials — Look Up Chartfields by Description

Used for: Searching for proper Account number to use by (use 00797)
- Description, or 7.6 Reference: Define Chartfields
- Partial account number Web Look-up for account
Searching for any cost center chartfield by (use 00765)
- Description, or
- Partial number

Access the Financial Production database: https:/my.uh.edu/fs Remember to use
ALL CAPS
Or, See the SignOn Financial Production job aid.
NAVIGATION / PATH
Under Menu clckor (Y
P Set up Financials/Supply Chain '
» Common Definitions IDM S @
H H avaries
> Des'gn ChartFields DBEsiness Processes
» Define Values > Custam Reports
» ChartField Values b Computer Operations

[> vendors

[> Accounts Payable

[» Commitment Conirol

[» General Ledger

P <7 Set Up Financials/Supply
Chain

[> Business Unit Related

57 Common Definitions
5 Design ChartFields
= Define Values

Chartfield 1 Departrment
Values
= ChariField Values
SpeedTypes
[* Reports

[ wiarklist

[> Tree Manager

[> Reporting Tools

Option:
In order to have more viewing of the
[> My Favorites

panels, minimize the Menu by clicking Dhyreomes
on the red minus sign. b Suslom Repors

[> Computer Operations ou do nothave sy
[> vendors Account

[ Accounts Payable Fund Code

[> Commitment Control

Menu

\

dgges to arcess the ChartFields that are not hyperlinks.

ke ifieh Departrment
ereral Ledger
= Gt Up Fi uply Pro.qram Code
Chain Project
[> Business Unit Related Budget Reference
= Common Definitions Chartfield 1
~ Design CharfFields
. } < Define values Alternate Account
It will then appear as an Expand button Charfeld | Department | Book Cove T
. . Yalues Adjustment Type =
|f needed agalﬂ ChartField Values Scenario
Sneedlyes Statistics Cade
[> Reports
Lo ki
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PeopleSoft Financials — Look Up Chartfields by Description

INSTRUCTIONS

Be sure to add

STEP 1: In the ChartField Values Panel:

»Click on desired selection; for this
exercise, use Account

\

% to “Favorites”!

EL

o O

ChartField Values

hawe security privileges to access the ChartFields that are not hyperlinks.
A Account
ode

Depattrment
Program Code
Praject

Budget Reference
Chartfield 1
Alternate Account
Book Code
Adjustment Type
Scenario
Statistics Code

STEP 2: Enter data In the Account panel:

> SetID: 00797 (Default—Correct for acct.);

L S
_ SetlD: == 00797 =Y
Can click on &/ to choose another i |
. . Account: |beg|ns wﬂhjl =]
Optlon if necessary.
Description: |begin5 withj|
Account Type:l hegins with | | Q)

Account
Enter any information yvou have and click Search. Leave fields hlank for a list of all val

J Find an Existing Value |

[T Include History [ Case Sensitive

Search | Clear | Basic Search [F] Save Search Criteria

»Enter Account number, either

complete or partial. \

Enter a Description (either a word or
phrase-do not use “%” here.)

OR

\wsﬁng Value |
SetlD: = &

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

oo7e7 al
Account: |begins wiith QSSy =Y
Description:  |hegins withj]_
Account Type: | begins with =] | (=Y

" Include History [ Case Sensitive

»Click | Search |

//S;m Clear | Basic Search [g) Save Search Criteria
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PeopleSoft Financials — Look Up Chartfields by Description

STEP 3: In the Search Results: Account
Enter any information you have and click Search. Leave fields blank for a list of all values
{ Find an Existing Value
At the bottom a listing is given for the
.. Setil: = » oo7er QJ
Account Number (or description) that =
. . . Account: begins with | 539 ﬂ
matches the given criteria. Description: [5ogie vt BB
Account Type: | beding with Q)
>C||Ck anyWheI’e on the link to dISplay Cmnclude History  [] Case Sensitive
the panels.

Search I Clear Basic Search [ Save Search Criteria

Search Results
1-21 of 21

Balance Sheet
Indicator

SetlD Account Description

0079753900 OFFICE SUPPLIES

0078753901 BOTTLE WATER

00768753901 BOTTLE WATERICOFFEE SERVICE
0078753902 RESEARCH AMD TEACHING SUPPLIES
0078753903 OQFFICE SUPPIIES - REAL ] QCATION

[m M Im Im m
EzIZZ =

STEP 4 TO get to the Long Descnp“on { Account | WAT Options i Description | Map ta Altetnate Accourt
L 7 Account: 53300

Effective Date ils ! First (4] 151 [ Last

>CI|Ck on DeSCfII )t|0n tab Effective Date: 03311998 Status:  Active Adtributes

Description: OFFICE SUPPLIES " Control Account

Short Description: OFFICE SUP " Budgetary Only

" Statistical Account Unit of Measure:

Monetary Account Type:Expense Book Coie:

VAT Account Flag: MorWAT Related Balance Sheet Indicator:

" Openltem Account

Edit Record: Description of Openltem:

>L0ng DeSCfiption is dlSpIayed | Accourt ) VAT Options_{ Description \_biap to Ahtemate Accourt

SetlD: 00797 Account: 53900

First [4 104 [F] Last

Effective 08/31/1998 Title: OFFICE SUPPLIES
Date:

. [00DS PURCHASED FOR ADMIMISTRATIVE USE TO BE CONSUMED WATHINTHE =
Description: |yEap EXCEPT TELECOMMUNICATIONS SUPPLIES (FAX PAPER), SHOP SURPLIES,
AND BOTTLED WATER
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If this is not the correct account number, | | Ascount | VAT Gptians | Description \_Hap to Afiemate Assoun |

you may click [+EHextinList, to scroll SeD: o7 Account 3000
through the Seal’Ch ReSUItS (that Effective Date nd | iew Al First [4] 1011 [#] Last
. Effective Title:
appeared in Step 3)_ e 08/31/1996 itle: OFFICE SUPPLIES
N GOODS PURCHASED FOR ADMINISTRATIVE USE TO BE CONSUMED WITHINTHE =]

Description: |ypap FXCERT TELECOMMUNICATIONS SUPPLIES (FAX PAPER), SHOP SUPPLIES,
AND BOTTLED WATER

Or, click | CiRetun te Szarch | to look for

another account number.

™

G Retumn to Search | [+ NextinList ENotity 2l Include Hist

To search for another chartfield, click ﬁ

Chartfield Values in the menu Search;

| @ ChartField Values

[» My Favorites
[* Business Processes

‘fou do not have security privileges to acces

[* Custom Reports Account
[» Computer Cperations Fund Cade
[ endars Departrent
[» Accounts Payahle
[ Asset Management w
I Commitrment Control Project
[» General Ledger Eudyet Reference
=~ et Up Financials/Supply Chartfield 1
Chain
\ [» Business Unit Related / Alternate Account
‘VvCommun Definitions / Book Code
Design ChartFields Adjustment Type
= Define Walues Scenario
= ChartField “alues Statistics Code
SpeedTypes
[» Reports
[» Uger Prefarences
[ WWarklist

[» Tree Manager
[* Reporting Tools
[ PeopleTools

No lookup currently exists to find
SpeedType by description. Will need | Look up criteria for each Chartfield:
to I/u program by descr, then use

E Business Processesg| (instructions in CF: cetlll; Farameters:
Lookup Cost Centers by Chartfield) Account 0079Y | Account Mumber
Descr
OR Account Type
Fund 007 65 Fund Code
Use the query: Diept 00765 | Dept Mumber
UHV_COST_ CENTER_BY_DEPT MWanager Mame
(To get a listing of all the cost centers & their Program | 00765 | Program Code
speedtypes by department.) Rescr
Froject U07BS | Project Number
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