| PeopleSoft Financials — Look Up Signature Authority

Used for: To search for signature authority by program or department.
(If a grant/project, see job aid “84 Search for Signature Authority by Proj_Grt".)
Can use to search for proper Account number to use by (use 00797)
- Description, or
- Partial account number
Can use to search for any cost center chartfield by (use 00765)
- Description, or

~

- Partial number Managers are also listed in the Query:

UHV_COST_CENTERS_BY_DEPT.
(See Search for SpeedType)

G J
Access the Financial Production database: https:/my.uh.edu/fs
Remember to use
Or, See the SignOn Financial Production job aid. ALL CAPS

NAVIGATION / PATH

Under Menu click on:
» Set up Financials/Supply Chain SN

» Common Definitions

» Design ChartFields |[> My Favorites
» Define Values [> Business Processes
. > Custorm Reparts
» ChartField Values b Gomputsr Operations
[» vendors

[> Accounts Payable

[> Commitment Control

[» General Ledger

—— ¥ <7 Set Up FinancialsiSupply
Chain

[> Business Unit Related

5 Common Definitions
7 Design ChariFields
“ Define Values

Chartfield 1 Depariment
Values
= ChariField Values

SpeedTypes
[> Reports
[» Worklist
[» Tree Manager
[> Reporting Tools

INSTRUCTIONS

Look up criteria for each Chartfield:

CF: Setlh: FParameters:
Account | 00797 | Account Mumber
Pesgr
Account Type
Fund 00765 Fund Caode
Dept 00765 | Dept Mumber

Manager Name
Frogram | 00765 Frogram Code

Rescr
Froject 00765 Froject Mumber
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PeopleSoft Financials — Look Up Signature Authorit

/Be sure to add to

STEP 1: In the ChartField Values Panel:

>»Click on desired selection; for this
exercise, use Program Code

A Favorites”!
(you can have
multiples for the
same panel)

=

o O Q

ChartField Values

You do not have security privileges to access the ChartFields that are not hyperlinks.
Account
Fund Code

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

STEP 2: Enter data to search for:

»SetlD: change to 00765

Can click on & to choose another
option if necessary.

Program
Enter any information you have and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value

SetlD: = > {00785 aQ

Program Cotle:l hedins with j |
| beging with = ||

[T Case Sensitive

Description:

Search |

Clear | Basic Search Save Search Criteria

>Enter Program Code, either complete
or partial.

OR

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

»Click on  Zearch |

Program
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

J Find an Existing Value |

SetiD: == @?55 ) Q

Program Cotle:l hegins with j |A03?5

Description: |begins with j|
[T Case Sensitive
Search | Clear | Basic Search Save Search Criteria
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STEP 3: In the Search Results, if any: Program
|f none go to Step 4 Enter any information vou have and click Search. Leave fields hlank for a list of all values,

/ Find an Existing Value

At the bottom, a listing is given for the SetiD: T e [oo76s Q
Program Codes (or description) that
matches the given criteria.

Program Cotle:l begins with ;l |A03?5

Description: | begins with j|

[ Case Sensitive

> Click anywhere on the link to display
the panels- Search | Clear | Basic Search Save Search Criteria

Search Results

1-10 of 10

Prl:lr!m Code Desl:ritil:ln Short I]esl:ritil:ln
AD3TO0 WHARTOR ISD/STAEF DEY {blank)
AD3TT ENGINEERING & TECH CONSORTIUM fhlank)
AD3TZ CAPITAL OUTLAY REDUC-INSTRUCT thlank)
A0373 UHSSL BIO LAB fhlank)
AD3T4 LEADERSHIP INSTITUTE (CRLY {lank)
M anars EXTENQED ACCESS & SUPPORT  (blank)
ADATE mBa FE, b thlank)
AD3TT CME DISC {alank)
AD3TE ED MEO/SALARIES hlank
AD3TE BUSIMESS MEOISALARIES hlank

STEP 4: Manager will be listed on the right | | Prewam {uHe Endosmentace: |
side of the panel Program Code

SetlD: 00785 Program Code:  AD375

First (4] 1 o 4 [F] Laot

Effective Date Status Descr Short Description  Manager Name Attributes

1 06/27/2003  Active Eﬂw BERAN WAYNE Attributes

Save & Return to Searchl = Wotify Previous tab Mext tab

Prograr | UHS Endowment Acct

If this is not the correct Program, click [ Program 8 Endowment Aiet |
£EL Return to Search Program Code

Setll: 00765 Program Code; AD3T8

Manadger Name Attributes

Effective Date Status Descr
109/01i2004 Active ED M&OISALARIES MATIVIDAD MARY Altributes

Save £ Return to Search | Motify Previous tah Next tah

Program | UHS Endowmnent Acct
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To search for another Program, enter the | [ ]
desired information Search:

®
[ My Favorites Program
[» Business Processes Enter any infarmation you have and click Search. Leave fields blank for 3 list of all valugs|
[» Custom Reports
r~8l: Computer Operations

5 Find an Existing Value
z]

[ Purchasing
[ Accounts Payable

[» Azget Management
[» Commitment Control

[» General Ledger ( Description: |begms with j|
= Set Up FinancialsiSupply
Chain [ case Sens

[> Business Unit Related

= Comman Definitians
 Design CharFields Search | Clear | pasic Search Save Search Criteria

= Define Yalues

Program Co(le:l hegins with j |A03?5

— ChartField Walues Search Results

To search using another chartfield, % i - SpeedTyes 1100110
. . [ Reports
Chal"[fle|d Va|ueS |n the menu DUser’;'references Program Code Description Short Description
 Varklist AD3T0 WHARTOM ISDISTAFF DEY hlank
&> Application Diagnostics AD3T1 ENGINEERING & TECH CONSORTIUM (hlank)
[> Tree Manager AD3T2 CAPITAL QUTLAY REDUC-INSTRUCT (blank)
EEEDUIWEQTDNS AD373 UHESSEL BIC LAR hlank)

No lookup currently exists to find SpeedType BY DESCRIPTION. Will need to:

EITHER OR
1 - Look up the program by descr to get Use the query: UHV_COST_ CENTERS_BY_DEPT
the Program Code (instructions in (To get a listing of all the cost centers & their
Lookup Cost Centers by Description), speedtypes by department.) (instructions in 84 Search
then/or for SpeedType.)

2 — using the Program code, use

Lookup Cost Centers by Chartfield)
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