| PEOPLESOFT FINANCIALS — WORKFLOW SET-UP IN FINANCIAL PRODUCTION DATABASE
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Please make sure that you are set up for the workflow process for your user ID.

This is a one-time process only, once you are set up, you will remain so unless your email address or
user ID changes.

All Financial documents will be submitted electronically.
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To Get Set-up on Workflow process please UNIVERSITY OF HOUSTON SYSTEM

verify your e-mail address if it's correct.

Do the following: Thu, May 15, 08 10:55 AM

r &% PALS.S. Site
1)) Log-in to Pass > iﬁg‘ Access Employes Self Service functionality.

. / L—y
2.) Select P.A.S.S. site

4  UHV Self-Service
Access to Self-Service funclionality for the University
of Houston-Victoria

HR & Campus Solutions 8.9

Hurnan Resources & Campug Solutions 8.9
UHS Finance
UHS Finance

3.) Select Personal Information

Employee Self Service

\ Enterprise Menu E

[ Personal Information

[» Benefits

[ Payroll Information

[> Training

— IUH Victona HE Dept

— Change My Password

— Iy Systemn Profile

— HR & Campus Solutions 8.9
— To Portal Hub

. £
AL
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PEOPLESOFT FINANCIALS — WORKFLOW SET-UP IN FINANCIAL PRODUCTION DATABASE

4. Verify if e-mail address preferred is
correct.

SV 0F,

B,

Sunter

&

LT

Employee Self Service

7

[~ Personal Information
— Personal Information

Summary Email Addresses
‘Wg Maria Kolesar

~ Work Address
- Phone Numbers

“Email Address Preferred

KQLESARM@UHV.EDU

— Email Addresses

Business
- Emergency Contacts
— Marital Status
- Name Change

> Benefits

> Payroll Information Add an Email Address |

> Training

- UH Victoria HR Dept

- Change My Password

- My System Profile
- HR & Camous Solutinns

UH - Victoria |Iu|EKDD1@uhu edu ‘ ]

* Required Field

Save

After you have verified your e-mail address,

return to Portal Hub and select UHS
Finance:

UNIVERSITY OF HOUSTON SYSTEM

Thu, May 15, 08 10:55 AM

@““" P.A.5.5. Site
M§ Access Employee Self Service functionality.

-y
#  UHV Self-Senvice

Access to Self-Service funclionality for the University
of Houston-Victoria

HR & Campus Solutions 8.9

Human Rezources & Campus Solutions 8.9
UHS Finance
UHS Finance

To put the customized Worklist pagelet on Persunm

your Home page:
Menu H Ed

»Click the Content link on Home page Search:
above the Menu. )
[= iy Favorites
[+ Business Processes
[ Custom Reports
Lo ooy Cimoraticem e
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| PEOPLESOFT FINANCIALS — WORKFLOW SET-UP IN FINANCIAL PRODUCTION DATABASE

U e

+*Reporting DB
»Click the Budget Journal worklist,

Journal worklist, Payable worklist, and

Requistion worklists box. Personalize Content

Choose Pagelets: Simply check the items that you want to appear on your homepage
Remember to click "Save™ when done.

>C||Ck ﬁ Save Arrange Pagelets: Goto Persenalize Lavout
. \ Welcome Message: “.’VELGOME VANGIE

Applications Financials
Menu Budaet Journal Worklist
My Reporis Payable worklist
Journal Worklist
Requisition Worklist
Es=ve Return to Home
= Motify
g—
To change the position of your worklist on Personalize Conterdl Lavaut

your Home page,

»Click on Layout above the Menu. Search:

[= iy Favorites
[ Business Processes
[ Custom Reports

Lo ™ by Cimoratioem o

In the Personalize Layout window, choose 2 | [ Personalize Layout
or 3 columns and choose which pagelets

appear in which column. Basic Layout:  ® O

2 columns 3 columns

/NOTE Do NOT use the Worklist in the\ Click arrowes to move pagelets up and down or into neighboring columns. Click "Delete Pagelet’
= menu bar. This Worklist may to remove the selected pagelet from your portal home page. Remember to click "Save" when done.

contain erroneous journals.

Add Pagelets: Goto  Personalize Content

# = Required - fixed position pagelet
* = Reguired - moveable pagelet

Sigr out Left Column: Right Column:

Help Menu My Reports

. 2
K j Journal waorklist 4 m
Delete Pagelet

(5= Mail - @My ‘Yahoa! - &Games - @ Basehall =~  $b Music ~

Home

[

& 5=ve) Return to Home

=] maotify
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| PEOPLESOFT FINANCIALS — WORKFLOW SET-UP IN FINANCIAL PRODUCTION DATABASE

Select a Worklist by highlighting it and then
select the right, left, up, or down arrow to
move the pagelet to the desired location on
the Home Page.

>Click (B save|

Now Navigate to appropriate panels through
the PeopleSoft menu.

Personalize Layout

Basic Layout: [O] Iil (@] il

2 columns 3 columns
Click arrows to move pagelets up and down ar into neighboring columns. Click "Delete Fagelet”
io remove the selected pagelet from your portal home page. Remember to click"Save” when done.

Add Pagelets: Goto Fersonalize Content

# = Reqguired - fixed position pagelet
* = Required - movesahble pagelet

Left Column:

e nu
Jnurnal Worklist

Right Column:

v Reports

Delete Pagelet

[SIESWY Return to Home

=] Motify

Personalize Layout

2 columns 3 columns
Click arrows to move pagelets up and down or into neighboring columns. Click "Delete Pagelet”
to remove the selected pagelet from your portal home page. Remember to click "Save" when done

Add Pagelets: Soto Fersonalize Content

# = Required - fixed position pagelet
* = Required - moveahls pagelst

Left Column: Right Column:

henu My Reports =
Journal Worklist @ ®
Delete Pagelet

B save Feturn to Home

[

=1 Motify

Personalize Content | Layout
Menu =2 My Reports

Search:

Report Folder

@ UGLS1074 General Ledger
[ My Favarites 2008-04-18-15 03 3
[> Business Processes
I Custorn Reports UGLE1074 General Ledger
[> Computer Operations 2006-018-15.00.2
[> Employvee Selt-Service UGLS1074 General Ledger
Egendhms' 2006-04-18-14.44.5

urchasin

> Accounts F?ayable UGLE1074 General Ledger
1> Asset Management 2006-04-18-10.18.2
[ Commitment Contral UGLE1074 General Ledger
I General Ledger 2006-04-17-16.16.1
[- Set Up Financials!Supply Chain
[ Wiorklist
I Application Diagnostics Report Manager

[> Tree Manager
[ Reporting Tools
[ PeopleToals

L .

Chanue MyF_'as_sword Journal Worklist

— My Personalizations

— My Systern Profile MoJournals
— Wty Dictionary
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PEOPLESOFT FINANCIALS — WORKFLOW SET-UP IN FINANCIAL PRODUCTION DATABASE

Worklists will include documents that have
been approved, denied, or recycled.

Home | _Add to Favorites | Sign out

Departments should check their Worklist

Filter On | Source
daily to look for any documents that have

| value [asF Ja

Fiter_|

Customize | Find | View All | B
Banl .
Cnde From Date From Source Work List Name BU VoucherID  Invoice Number Approve Doc
. Code
been apprOVEd1 denled’ or reCyCIed on the CHASY  Densman Mary 100812007 AAF E;::UEV';LA“‘“”"E' 00765 00047832  T780401 Approve Doc
Home Page CHASV  Densman Mary 1008007 A Roule for Additional

00765 00047831  T780492
Approvals

Approve Do

‘

Requisition Worklist

No Requisitions

=2
Journal Worklist =
No Journals

/NOTE: To get to Home page, click on Home in upper right hand corner

gy

gy _UHS
T Finance
Personalize Content | Layout

N

-

HELLO! KATHYYYY!

ot

Worklist

Add to Favortes

Sign oL

NOTES:
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