PEOPLESOFT FINANCIALS 8.4 — TO RUN HUB REPORT QUERY

Using UHS_HUB_ELIGIBLE_PMTS_FY06 query
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iUSED FOR: ¢ verifying transactions and balances by department
: ¢ to look up prior budget period activity
b needed.

*

¢ ability to print department reports on-demand, & for only reports & departments
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Access the 8.4 Financial Production database:

https://my.uh.edu/fs

Or, See the 84 SignOn Financial Production job aid.

Remember to use
ALL CAPS

NAVIGATION

From the Menu select:
» Reporting Tools
» Query
-- Query Viewer

Search:
©

[+ My Favorites
[ Buginess Processes
[» Custom Reports
[» Computer Operations
> Wendors
[ Purchasing
[+ Accounts Payahle
[+ Asset Management
[ Commitment Control
[ General Ledger
[ Set Up FinancialsiSupply
Chain
[ Wvarklist
[+ Application Diagnostics
[ Tree Manager
~ Reporting Tools
= Guery
— Query Manager
= Query fer
— Schedule Query
[ PSnvision
— Report Manager

[ PeopleTools o

Be sure to add
to “Favorites”!

Option:
In order to have more viewing of Query
Viewer panel, minimize the Menu by
clicking on the red minus sign.

It will then appear as an Expand button | b

if needed again.

Search:

[ My Fawvarites

[ Business Processes
[» Custom Reports

[» Computer Qperations
[> “endaors

[> Purchasing

[- Accounts Payahle

INSTRUCTIONS

STEP 1: SEARCH METHOD FOR QUERY:

>|F Query Favorites — if you have the
guery listed on My Query Favorites, skip
to Step 3.

»Otherwise, you will have to search for the
query — go to Step 2.

My Favoiite Cueries
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PEOPLESOFT FINANCIALS 8.4 — TO RUN HUB REPORT QUERY

STEP 2: SEARCH FOR QUERY :

»Search By - preferable is by the default:

Query Viewer

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

Query Name. —

(Click |* | for options, or use Advanced
Search for more options.)

field. (Wildcard [%] not needed.)
(to search by contains, you must go to

Advanced Search)

»Click on Searth|

NOTE: In this query, the payments are
only those made directly to the
vendor, it does not include
procard payments.

»begins with — enter UHS_HUB in the text 7

Searcn‘ﬁf Query Narme v|  beging with

Seareh AidvanceM

UHS_HUB

/

Favorites” first, if not
already set up.

May want to "Add to )

STEP 3: SELECT QUERY & RPT FORMAT:
On the line of the desired report:
(UHS_HUB_ELIGIBLE_PMTS_FYO06)

»To run the query to the screen, click once
on the Run to HTML link.

»To run the query to excel, click once on
the Run to Excel link.

Prompts will open in a new window.

Query Viewer

Enterany infarmation you have and cick Search. Leave filds blank far alistof al values,
“Search By: | QueryName v| heginswit  UHS_HUB

Seanth | Advanced Searth

Search Results

Folder View. |- AllFolders~ v

Customize | Find | Yiew All| B [ 1303 i Last
RuntoHTML RuntoExcel Schedule Addto Favorites

Query Name Description Owner  Folder
UHS_HUB_ELIGIBLE_PMTS_FY05 HUB eligible payments Fublic RuntoHTML RuntoEwel Schedule Addto Favorites
| UHEHUB ELGIELE PNISFYOEHUB RO DGIMENYE e o WU o o e RUOHIML BuntpEicel _Sthedule AddtoFayorites
UHS_HUB_VENDORS Public BuntoHTML RuntoBwcel Schedule Addto Favorites

STEP 4: ENTER PROMPT DATA & RUN:

»Business Unit = 00765

»Payment Date From: beginning date
of desired month

»Payment Date To: ending date of
desired month

»DeptID Like: your department ID, (i.e.,
V0012 for Finance Department)

»Click on View Results |

UHS_HUB_ELIGIBLE_PNTS_FY08 - HUB eligible payments

Business Unit: Q
Payment Date From; |
Payment Date To: |

Depti Like. Q

< Yiew Results

g | oo |8 e | Account | Vendor | Vendor | Mt HuB
credit | o Date EDT status |PP Description | 1D | Name Value Gender
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PEOPLESOFT FINANCIALS 8.4 — TO RUN HUB REPORT QUERY

STEP 5: HTML RESULTS:

When the query is complete, a listing will
come up of all HUB vouchers in your
department.

If another department is needed:
»Enter new data at top

OR
If another query is needed:
»Close window and repeat from Step 3.

UHS_HUB_ELIGIELE_PMTS_F 106 - HUB sligible payments

e U 007ES
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STEP 6: CREATE EXCEL FILE:

>Click to create excel file.

File Download

Do you want to open or save this file?

@ j Mame: g.xls
L Type: Microsoft Excel Worksheet, 1,74 KB

From: my.uh.edu

Ogen [ Save ]l Cancel |

Always ask before opening this type of file
i 9 ‘while files from the Internet can be useful, some files can potentially

harrm your computer. [ you do not trust the source, do not open or
zave this file. what's the risk?

Micranaft Cacel - iy ubedu [Read Only] L |
PE] ple Ed Vew Jrset Fomst Jook [ata ovsenDel Widow  Hep  Adobe POF -8x
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RACES DOOC

VI0IZ 52005 TRLECOMMUMICAT
voo1z 'B2EN  FREIGHT/TRANSFOR

In Excel, if another dept is heeded:
- Close window

> Aplication Diagnostics ‘v [ / @ Fictpsifmy e 3580fpsc fsprd_3/EMPLOYEEJERPofPICdtion=IC

@j @ Query V\e%r Micrasaft Intermet Explorer

program listed on the task bar (at the
bottom of your monitor).

- Repeat from Step 3 or
Step 2 and enter new data to search for
another query.

- Switch back to the “query prompt” that is AOECIED @, | Dot | e | o [RETD BN 023 n2w
still open by clicking on the
appropriate program listed on the
task bar (at the bottom of your
monitor).
- Repeat from Step 4.
In Excel, if another query is needed: ) plaionDigncis ‘H ERTI— ] g e3e0 el SEPLOVEIRRgPICktin=L
- Switch back to the “query viewer” that is 8 / ) by ettt
still open by CIICkIng on the approprlate LB gt | Olnbor | ool | W2 v Wi @J‘;‘%IU:ZZAM
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