PeopleSoft Financials — “Notify” Process for Journals and Vouchers

How to send a Journal or Voucher to another person via email while in PeopleSoft Financials, as a “courtesy
copy” and/or correction that is needed for that particular Journal or Voucher by the creator.

Access the Financial Production database:

Or, See the SignOn Financial Production job aid.

https://my.uh.edu/fs Remember to use
ALL CAPS

Please make sure that you are set up for the
workflow process for your user id. If not,
please do the following:

Under Menu click on:
» My System Profile

If already done, then, skip to page 2, Step 1.

Address @ httpdimensa fastuh.edu: 3880/ pspitsBtstEPMPLOYEE/
PeopleSoft. %

Fersonalize Content | Layout

This is a
one-time
process.

Menu |

Search:

@
[ My Favarites
[> Buginess Processes
[> Custam Reports
[> Computer Operations

[> “endors

[ Accounts Payable

[> Commitrment Control

[ General Ledger

[» Set Up Financials/Supply Chain
[ Worklist

[ Tree Manager

[ Reporting Toals

[ PeopleTools
Change Wy Password
Iy Personalizations

My Syster Profile
Mi D\ctioa i

Under Email click on Edit Email Addresses

%
y Favorites . :
[ oinass Processes General Profile Information
ustomiiz=poris Turley.Linda K-UHY
ornputer Operations
jendors Password
ccounts Payable
lommitrment Control Change password
cneral Ledger
et Up Financisls/Supsly Change or sst up forgotten password hel
hain Personalizations
nrklist
e Manager ¥our curent language preference is:  English
My preferred language for reports and email |English  ~
st
Currency Code: =)

Default Mobile [ =]

Faie:

Edit Emaddre‘sses
Alternate User

If you will be temporarily unavailable, you can select an aternate USer to raceive your routings:
Alternate User ID: | =l

>Check Primary Email Account
>Email Type = Work

>Enter your email address

>Click 0K

Email Addresses

UserID: TURLEYLK

Customize | Find | First (4] 101 [F] Last
Primary
Email Email Type Email Address
Account
P [wvark =] Jturteyi@uhy. edu JE =

Ok I Cancel I

Under Workflow Attributes, check
Email User
Worklist User

>Click & save

N\ Miscellaneous User Links

Edit Email Addresses

Alternate User

If wou will be temporarily unavailable, you can select an alternate user to receive your routings.

Alternate User ID: | (=Y

From Date: ]| (example:1 2/31/2000)
To Date: Bl (example:1 2051 /2000)

Workflow Attributes

W Email User W Worklist User

& save
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PeopleSoft Financials — “Notify” Process for Journals and Vouchers

INSTRUCTIONS

For a Journal:

STEP 1: Select Find an Existing Value tab:

>Either from the existing journal panel

you are currently in OR find the
journal you wish to send to a
recipient via email while in
PeopleSoft Financial. (This should
be done while in the Header tab or
Lines tab of the journal.)

>Click on the [Elnatity |
\

For a Voucher:

>Either from the existing voucher panel

you are currently in OR find the
voucher you wish to send to a
recipient via email while in
PeopleSoft Financial. (This should
be done while in the Invoice
Information tab of the voucher.)

> Click on the [EmMatify .

[ Header " Lines { Totals | Emors | Approval | Documents |

03/31/2004  *Bpdfess: | EILIOUMN | FProcess
Errors Only inp: | L3

Unit: 00765 Journal ID: 0000802559 Date:

Template List  Search Criteria

¥ Lines
Select Line Unit Ledger SpeedType  Account  Fund DeptiD Program Bud Ref Project

1 00786 ACTUALS @|17507 a4 VDOMZ 0264 BPIDO4  NA
2 00786 ACTUALS @|17360 3048 VDO9Z 0264 BPIDO4 WA
3 00785 ACTUALS @13t BO03 VD012 E03TY  BP2ON4 WA
4 00785 ACTUALS @13t BO03 VD012 E03TE  BP2OO4 WA
5 00785 ACTUALS @13t BO03 VD012 E0377  BPION4 WA

6 00785 ACTUALS Q1000 3048

7 00765 ACTUALS Q10100 6003
First (4] 1011 [F] Last
Uit  Totallines Total Debits TotalCredits Journal Status %ﬂ%
51,780.44 51,760.44 [ Ty

B save

Header | Lines | Totals | Errars | Approval | Documents

CLReturn to Search | [ 4= NextinList | (15 Frevious WYt | [ENerify || 2etiech |

/ Invoice Information % UHS Data Line § Payments }" Woucher Aftributes ) Acc

Style: Regular Entry Status: Postahle Comme
Unit:  007G6AR Youcher ID: 00026351 Group: Budged
PO Unit: Purchase Order:
Advanced Yendor Search Imvoice No:
vendor: Invoice Date:
Mame: ‘Pay Terms:
Location: Misc Amit:
*Address: Frght Amt:
TURLEY, LINDA Sales Tax:
406 Wisteria Ave SUT Exempt | Use Tax:
VAT:
\\-flcturla,TK Tya01-3258 Total:
e
1 *Dist SpeedChart
tem escription Quantity UOM Unit Price Ex]
v
[ ChartFields Y Exchange RateN( Statisics 7 Assets
Amount Quantity *GL Budget Date Entry Event I
1 100.52 oavES s
ﬁ Sa\.re:l IClReturn to Search:l += Naxtin List:l ‘:o Refrezh

Invaice Information | UHS Data Line | Payments | Woucher Attributes | Accounting Inform
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PeopleSoft Financials — “Notify” Process for Journals and Vouchers

Under Send Notification panel:
Send Notification

STEP 2:

Type names or email addresses inthe To, CC, or BCC fields, using a semi-colon as a separator.
Click LOOKLUP RECIPIENT to search for a name. Click DELIVERY OPTIONS to view or change the method of the send.

/_\ m Motification Details
|

>Either type in name or click the ™
Lookup Recipient link to
select to whom the BCC:
notification will be sent to.

Lookup Recipient Delivery Options

cC:

Priority: -

Subject: =Enter Subject here=

Template |\yoridlow MNatification -
Text:

Friarity. %M otificationPriority

Crate Qo 2004 40 97

Message:

Click Ok to send this notification and exitthis page. Click Cancel to exit this page without sending a notification.
Click Apply to send this naotification and remain on this page.
QK | Cancel | Apply

>Name: Enter the last name of the | |$&"¢ Netification

recipient, then, click

Lookup Address
_ earch | ynder Name: in
the Recipient Search ~

section. \
N CAYLOR

arme:

>Under Search Results, check
the appropriate send
response, ie., TO, CC, BCC

First (4] 1081 [P] Last

Ecaicn Resuns

.. To cc bcc Recipient User ID
for each recipient.
i Caylarkathleen CAYLORK@UHY.EDU CAYLOREM

your selections will go in the

appropriate option in the o Turley,Linda K TURLEYLK
Recipient List section.
CC: Caylar KathleenfCAYLOR KM
If you need to send the

notification to another
recipient or even cc or bcc

another recipient then go _ oK | canel |

back and enter the new name
per the above instructions.

>Click __0K |
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PeopleSoft Financials — “Notify” Process for Journals and Vouchers

Under Send Notification panel: send Notification

STEP 3: Type names or email addresses inthe To, CC, ar BCC fields, using a semi-colon as a separator.
Click LOOKLEE. Pt mranarme. Click DELNVERTSRResls o view of change the method of

wotification Details

Lookup Recipient Delivery Options

>Click on the Delivery Options

| To: Tutley Linda K/TURLEYLK
link.
(Verifity that Worklist and Email are e
both checked.) BCC:
Send MNotification
i O - .
>Click __OK__| Delivery Options
Recipient Options
Recipient Worklist Email
1 Turley Linda KUTURLEYLK
(ﬁ Cancel |
N,
Under Send Notification panel: Send Notification
STEP 4: Now Comp|ete the Subject Type names or email addresses in the To, GG, or BCC fields, using a semi-colon as a separator.

Click LOCKIUP RECIPIENT to search for a name. Click DELIWERY OPTIORS to view or change the method ofthe send.
and Message.

Notification Details

Lookup Recipient Delivery Options

To: Turley Linda KU/TURLEYLK

cC: Caylor KathleenfCAYLORKM

Priority:
Subject: =Enter Subject here=

mplate |yyoridow Motification -

Priarity: %M otificationPriority

Cimto Camt 2004 40 37

Message:

>Click __ 0K |

Click Ok to send this notification and exitthis page. Click Cancel to exit this page without sending a notification.
Click Apply to send this notification and remain on this page.
QK Cancel | Apply
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