CREATE 1074 MONTHLY VERIFICATION EXCEL FILE

| Peoplesoft Financials — To Create Monthly Verification File

NAVIGATION to the INSTRUCTIONS

http://www.uh.edu/finance/

> Training
> PeopleSoft 8 Online Training
> Reports
> Department Reports
> UGLS1074 Dept Verification Worksheet

NAVIGATION to the REPORTS/FILES

From the Menu:

> Reporting Tools
> Report Manager
> Click on “List” tab
> Click on UGLS1074 report

Save the following 8 files

Dept_Verification_Template.xls
UGLS1074_Verification_ Worksheet.csv
UGLS1074_z7_Work_File_1.csv
UGLS1074_z7_Work_File_2.csv
UGLS1074_Z7_ Work_File_3.csv
UGLS1074_Z7_ Work_File_4.csv
UGLS1074_Z7_ Work_File_5.csv
UHS_Create_Verification_Wksht.xls

ONLY FOR .CSV FILES:

PLEASE SEE THE NOTE ON PAGE 2.

BY DOING THE FOLLOWING:

) |

ReportID: 7895 Process Instance: 14502
Name; LUGLE1074 Process Type: SOR Report
Run Status: Success

0

7’

Department Verification Report

Name File Size (byvtes]  Datetime Cre
Dept Yerification Template xls 24 576 05/25/2004 9:4
Mezsage Log 1,441 0ar25/2004 9.4
UGLE1074 Section 1 transactions.csy 1,724 0452572004 9.4
UGLS1074 Section 2 transactions.csy 6,554 0af258/2004 9:4
UGLE1074 Section 3 Actual ALF transactions.csv 97,227 05/25/2004 9:4
UGLS1074 Section 3 Actual RE transactions.coy 169,547 05252004 9:4
LGLE1074 Section 3 Budget Jrnl transactions.csy 593 0&r25/2004 9.4
UGLE1074 Section 4 transactions.csy 1,722 0852572004 9.4
UGLS1074 Section 5 transactions.csy 3,663 0ar258/2004 9:4
UGLE1074 Section B transactions.coy T,4ﬂ9 05/25/2004 9:4
=EIGLS1074 Verification Wiorkshestcsy A ™ _1,586 0ar25/2004 9.4
UGLS1074 77 Work File 1oy < === s s i 0ar25/2004 9.4
UGLE1074 77 Work File 2057 @ == e 1@'.2 0&r25/2004 9.4
UGLS1074 77 Work File 305y @ mem oy _4?1_ 0ar25/2004 9.4
WGLE1074 27 Work File 4050 @ 1,72 0ar25/2004 9.5
GLE1O074 77 ‘Work File Scsv < ~S,E‘H 0ar25/2004 9.4
UHS Create “erification Whkshtxls ~ ~122,88 0452572004 9.4
Under Constructionxls V\ 10,75 0852572004 9.4
uals107d 14502 POF 598,25 0&r25/2004 9.4
Trace File 0ar25/2004 9.5
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CREATE 1074 MONTHLY VERIFICATION EXCEL FILE

> right click on the file name

» select “Save Target As...”

» to your C:\TEMP directory,

TEMPORARY WORK-AROUND UNTILY;

Name

Dept “erfication _Temnlate ¥l

hessage Log Open

UGLS1074_Section_ @P&N in MewWindows
UGLS1074_Section_ Ikl e k
UGLS1074_Section_ 1t Tardet 5
LUGL=1074 Section g
UGL51074 Section g
UGLS1074 Section Copy Shartout

UGLS1074 Section

UGLS1074_Section Add to Favorites...
UGLS1074 Werificati _
UGLS1074_77_Work_ ropsties

1l x]|

l Save As EHE
: Save i | =4 D

T ® cF B
s

C1RE

B811033 2003 998 ALL UHY
'3 Cept_Werification_Template
B8 map?

B8 travelrequest

B8 UGLst 074_DERPARTREMT_WERIFICATION
e UHS_Create_Werification_Whsht

File: mame: |Dept_Verification_Template j Save |
\(, Save as type: |Microsoft Excel workshest j Cancel

XP FIXED:

1 - HERE PLEASE TYPE IN THE EXTENSION OF “.cSV” ON

THE END OF THE ’File name’

2 - HERE PLEASE CHOOSE “All Files” IN ‘Save as type:’

(making sure NOT to change the
original filename)

——————— —

(Still DO NOT to change the original filename)

Now repeat the process with all 8 files.

'3 Dept_Verification_Template
B8] 11 n2

File name: I:ile ot Werification Template

Sawe az type: |Microsoft Excel Work sheet

L
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CREATE 1074 MONTHLY VERIFICATION EXCEL FILE

» When saving the files, if the
following message appears,
select “Yes” to overwrite a prior
1074's filename.

Save As

A\

CATEMPDept_Verification_Template.«lz already exists.
Do you weant to replace it?

ez

by

Mo

» When “Download Complete”,
click Close

| Download complete I =]
!

Download Complete

! Saved:

..._werfication_T emplate.xlz from menza.fast ub.edu
AEEEEEEENEENEENENENENNEENEENENNEENNEENEEEEN
24 0KB in1 zec

C:AT. ADept_erification_Template. stz

24.0KB/Sec

[ Cloze this dialog bos when download conmpletes

Downloaded:
Download bo;
Transfer rate;

> open “My Computer” on your

Open Open Folder | Cloze : !
> Once all the files are copied to your | Bz
C\TEMP directory, File Edit View Favorites Tools Help
= Back - @Search [ Falders @ [ 0% %< wy | EF=

address |1 CaTEMP

desktop Folders IXJ ame | Size | Type Modified
. 470 Documents ais ugls1074 G5 KB LIS File 811172004 11
> browse to the C:\TEMP folder. .01 Drivers ugls1074 193KB SPFFile 81172004 11
Ikt GLS1074_Actual_transactions 39 KB Microsoft E.. 81172004 11
. . B UGLE1074_Budget_transactions 1KB MicrozoftE... 81152004 11
>“Db|-CI"ICk on the flle name to 8 :Ei:lll an topa UGLS1 074_DEPARTMEMNT_WERIFICA... B19KE MicrosoftE... B/2172004 3
Open . 03 Interwise GLE1074_Section_1_transactions 2KB MicrozoftE... 81152004 11
“UHS Create Verification WkSht.XlS". o oy Music GLS‘ID?4_Sed!on_2_transact|0ns 1KB M!crosoftE... ar1rz004 11
- - - . GLS1074_Section_3_Actual_ALF_tra... QKB MicrozoftE.. 8/5/2004 8:2
% (1 Program Files GLS1074_Section_4_transactions 2KB MicrosoftE.. 871102004 11
=1 Ps GLS1074_Section_b_transactions B KB MicrozoftE... 81152004 11
(1 PTw525 GLE1074_Section_B_transactions 4KE MicrosohtE.. 8117200411
0 Pwaz GLS1074_Summany_worksheet 1KE Microsoft E.. 10/7/2003 :
Ga quarantine GLS1074_Verification_‘Worksheet 1KE MicrozoftE.. 81152004 11
+-{2d TEMP GLE1074_Z7_work_File_1 20KEB Microsoft E.. 871152004 11
<1 USER GLE1074_Z7_Woark_File_2 2KE MicrozoftE.. 871152004 11
- WANNT GLE1074_Z7_Woark_File_3 2KE MicrozoftE.. 871152004 11
1 wUTemp GLE1074_Z7_Woark_File_4 BKE MicrozoftE.. 81152004 11
= l@ 040130_1156 (D GLE1074_Z7_Woark_File_5 20KEB Microsoft E.. 871152004 11
1 FUNNIES Create Verificatio 120KB Microsoft E.. 12119/2003 4
01 Misc Sl uhsaprot 3KB LISFile 71812004 9:5
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CREATE 1074 MONTHLY VERIFICATION EXCEL FILE

> Enable Macros

Microsoft Excel

CATEMPYUHS _Create_Verification_‘Whsht,xls contains macros,

Macros mayy conkain viruses, It is always safe to disable macros, but if
macros are legitimate, wou might lose some Functionality,

ki E3

the

When prompted, enter:
“network
drive:\Folder\Filename”

13 |1. Click the pushbutton above.

14 |2, Enter a unigue filenarne for the Department Verification Worksheet.

Disable Macros Enable Macros \J Mare Info
X
> Click the button ' A
“Click Here to : Department Verification Worksheet Generation Panel
generate...” and |
your worksheet will :
be produced. g Click here to generate a Department Verification Worksheet |
B
7 1%
8 L
9 | This workbook will close after you click the pushbutton above.
10
11 |How to Create the Department Verification Worksheet:
12

15| Otherwise, it will be saved as a UGLS1074_Department_“erification ¥LS in your "My Documents” folder.

Department Verification
Worksheet is displayed.

E Microsoft Excel - UG =1
I@J File Edt Miew |Inset  Format Tools Data  Window Help ype a question for he o
DEHRISR|VE & J
Aial =15 B 1] = =

Al - % University of Houston System

i A | B c D! G |H | 141 K 3
1 University of Houston System
2 Department Verification Worksheet
i
4
5 Cost Center: Cornbined Page No.: 1
6 Business Unit: 00730 [% Report 1D: UGLS1074.7
7 Fund: HO180 to HO180 Database: FSBTST
8 Department: All Fund Codes Run Date: May 25, 2004
9 Program: All Program Codes Run Time: 9:43:57 AM
10 Project: All Project IDs

11

12
13 YTD/PTD Adjustments
14 REVENUE AND BUDGETED FUND BALANCE SUMMARY Per PSGL as Detailed Per Depart
15
16 Revenue Budget -1,450,000.00 0.00 -1 460
17 Actual Revenue 0.00 0.00
18 Revenue to be Eared -1,450,000.00 0.00 -1.450
e

"% T ULS10rs_verindation | " Hsse Lt FundEqy | Fedenue_Evpence A Budget (4] Sl 6]
Ready LM
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