NONPOSTED VOUCHER REPORTS

+" 3 REPORTS (19 COLUMNS OF INFO, BY SELECTED DEPARTMENT):

1) UHV_NONPOSTED_VOUCHERS_NOT_BC a listing of vouchers NOT VALID budget-
checked; (includes budget-check error items, warnings, and items not-yet-budget-checked); If used at
month-end, any listed will need to be added to the 1074 excel file, Soft Commitment tab; can
also be used during the month to check voucher status and clear up month-end reports, but
running the “ALL” is preferred before month-end.

2) UHV_NONPOSTED_VOUCHERS_ME a listing of vouchers that are NOT VALID budget-
checked; (includes budget-check error items, warnings, and items not-yet-budget-checked); these will
need to be added to the 1074 excel file, Soft Commitment tab; can also be used during the
month to check voucher status and clear up month-end reports, but running the “‘ALL” is
preferred before month-end.

3) UHV_NONPOSTED_VOUCHERS a listing of ALL vouchers not yet posted; includes VALID
& NOT VALID (i.e.: Soft Commitments, budget-check error items, warnings, and items not yet
budget-checked); use to check voucher status during the month and close to end of month to
clear up month-end reports.

Chart Budget | Budget Po

Accig - - Bud Merchandise | Monetary _ |Checking |Checking | Approval | Entry ]

Date Line|Line DeptiD Program | o amt Amount 5:?1:55 Line | Header | Status |Status "‘::‘D
Status Status

(NOTE: Provides same list as UNposted series of queries, but with less information.)

NOTE: If you are already in the voucher screen, go to the Menu Select section this page.

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

OR: Open a new window, if already in PeopleSoft.

NAVIGATION
From the Menu select: PeopleSoft.
P> Reporting Tools T —
» Query — @

[ my Favorites

- Query VIeWer [* Business Processes
[ Custom Reports
[ Computer Operations
[> “endors
[ Accounts Payable
[> Commitment Control

[> General Ledger
[> Set Up Financials/Supply
Chain
> Wworklist
> Tree Manager
~ Heporting Tools
= Qluery
N Duery Manager
Diuery “iewer
Schg ile Duery
> P=snvision
Report Manager
> PeopleTools
Change My Password

ST O OO
Can minimize menu by clicking on the red 1 CUPIGIULLs
minus sign.

Be sure to add
to “Favorites™!

Search

| [jl_.'_u:ul lapie (Chil+Y)
[» My Favorites
[ Fisiness Proresges
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NONPOSTED VOUCHER REPORTS

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

Deseription Owmer  Folder Ret
the q Uery - gO tO Step 2 . UHS_ACCOUNT_LISTING Account Listing Public Runto HTML Runto Excel Schedule [=]
UHS_AP_SEARCH_FOR_VENDORS  Search for AP/PO vendors Public Funto HTWL Runto Excel Schedule [=]
UHS_OPERATORS Operator id's with classes Public Bunto HTWL Runto Excel Schedule [=]
UHY_COST_CENTERS_ALL All CC3 wiprogram mor & descr Public RUntoHTML RuntoExcel Schedule [=]
UHV_COST_CENTERS_BY_DEPT Cost Centers within a dept Public BuntoHTML RuntoExcel Schedule [=]
UHY_DEPARTMENT_LISTING Al UHY Departments with Mngrs Public BUMtoHTML Runto Excel Schedule [=]
UHY_NONPOSTED_VOUCHERS ALL unpostd vehrsiDept short Public BuntoHTML RuntoExcel Schedule [=]
UHV_UNPOSTED_VOUCHERS_ALL  ALL unposted vouchers by Dept Public Bunto HTWL Runto Excel Schedule [=]
Lty LIMPASTEN YOLICHERS NOT AC NATYVALD ACH ehrs by Dant Bubl Bunto T Runts Eveal hadils  [=]

UHS
Finance

&8

New Window | Help | Customize Page

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values:
“Search By: |QueryName e
Search | Adwanced Search

hegins with

~ My Favorite Queries

Ouery Name

STEP 2: SEARCH FOR QUERY :
»Search By - preferable is by the

default: Query Name. _—

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

[~

»begins with — enter UHV in the text <

Query Viewer

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

“Search By: IQuer\r Mame 'l begins with |uh\r

Search | Advanced Search / @

B

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

Advanced Search)

»Click on Searchl

\/

/May want to "Add to
Favorites” first, if not

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

»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.

already set up.

Search Results

‘Folder View: |-- All Folders ~ d

Query Name Description Owner fun to HTML

UHY_CHECK_FIND Search for Checks by Check # Public Runto HTML

UHY_COST_CENTERS_ALL All CCs wiprogram mgr & descr Public Runto HTML Runto Excel

UHY_COST_CENTERS_BY_DEPT Cost Centers within 2 dept Public BunioHTML Runto Excel

UHY_DEPARTMENT_LISTING All UHY Deparments with Mngrs Public Runto HTML  Runto Excel

UHY_GL_JRNL_LOOKUP_W_DESCR  Joumnal Lookup by Date Range Public BunioHTML Runto Excel

UHY_JOURNAL_LISTING ForFinance Only Public Runto HTML Runto Excel

UHY_NACUBO_TW Public Runto HTML  Runto Excel

UHY_NONPOSTED_VOUCHERS Mon-Pstd Non-BCd Vehrs by Dept Public Bunio HTML Runto Excel a
——————————————————————————————

UHY_OPERATORS Operator id's with classes Public Runto HTML Runto Excel  Schedule  Add to Favori)

UHY_OUT_OF_ST_TRAWEL QUT OF STATE TRAVEL Public BunioHTML RuntoExcel Schedule  Add o Favorit

UHY_SALES_TAX_STATE_TREA Remitto State Treasury Public Runto HTML Runto Excel  Schedule  Add to Favorit

UHY_UNPOSTED_VOUCHERS_ALL All unposted vouchers by dept Public Runto HTML RuntoExcel  Schedule  Add to Favority

Uy UNPOSTED YOUCHERS NOT AC Noivalid AC vohrs by dent Punlic BuninHTMl BuninFyrel  Schedule  Add in Fgenii

Prompts will open in a new window.

STEP 4. ENTER PROMPT DATA & RUN:

»Accntg Date before: either enter™ |
the desired date or click on [
and select from the calendar.

>»DeptlID: enter your dept number.—

»Then click| “iew Results |

»If running to Excel, Skip to Step 6.
»If running to HTML, continue with
Step 5.

e

UHY_NONPOSTED_VOUCHERS - ALL unpostd vchrs/Dept-short

="
Acctyg Date before:

HINT: use day after last day desired,
i.e.: if using for m/e, use the first
day of the next month.

i

DeptiD:

Wiew Results
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NONPOSTED VOUCHER REPORTS

STEP 5: HTML RESULTS:

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

If another department is needed:
>Enter new data at top
OR

P

Wiew Results

Dovenload results in . Excel SpreadSheet CS5Y Test File (9 ki)

. 100765 09/29/2005 00034167 |1 1 23100 9007 wOo012 E0381 BF 2006 | MA 800.000
If another query is needed:
>Close WIndOW and repeat from Step 3. OnveEs A Tianne lnnnaaads g El 510 nE4 001 len [=T=EeXalal RN an
File Download x|

STEP 6: CREATE EXCEL FILE:

Open

»Click to create excel file.

Do you want to open or save this file?

@ j Mame: q.xls
L Tupe: Microsoft Excel Warksheet, 2,70 KB

From: my.uh.edu
Save

I
V¥ Alwaps ask before opening thwpe of file

| Cancel I

Dpep

‘while files from the Intemet can be useful, some files can potentially
harm your computer. |f you do not trust the source, do not open or
zave this file. What's the risk?

v

Excel Results Fle [ Edi - #4 View %% Insert Fomat f Tools Data = Window 1 Help Adobe FDF
. NEHRRIUBIR|ITFTH|E- 100% c @ vl Uicode s S0 EES =S % o W%
- When the query is complete, another —— P YT T ———— P TT) |
window will open in excel. RICT - # Mot valid G vehrs by dept
-
- If multiples appear, may want to 1 ; 7 . : 5 : ;
select by cost center. To do this, BT L — : :
R R 2 |Voucher [Voucher Line ||D|str|h Line ||Fund ||DeptID ||Frugram ||Pru|e|:t Hlnvulce
C||Ck on '[he menu Iitem: | 3 [oon2aasr 1 172084 WOD12 FO357 A T750755
| 4 [donzazar 2 172084 vOO12 FOBET  MA T750755
Data | & [on2g4ar 1 17208 w012 DOZEZ  MA REIMB:T750837
Filter | & foooza4s 1 172064 w012 DOZEZ  MA T760623
. | 7 [on2asa0 1 172084 Vo012 D062 MA T760107
Auto Filter 8 (00028517 1 172077 w0012 Fo407 NA REIMB 02/06/2005
S v .
NOW you Choose the proper program L'DUUZBSZG 1 1'1051 w0012 E0215 MA ’2000005
| 10 [onn2ea11 1 17048 o012 EDZB4  MA 0905
11
LA =t

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

@ https: fimy.uh edu:9980jpscFsprd_6/EMPLOYEE/ERP/gi?ICAction=IC..

3]

iprawe 5 L | agshapess N\ N\ O B A i3 g |- g A
33

Page 3 Sec 1 aEl"  Inz ipleSoft 8 session expired - Microsoft Internet Explorer

- Switch back to the “query prompt”
that is 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 nheeded:

- Switch back to the “query viewer” that
is still open by clicking on the
appropriate program listed on the
task bar (at the bottom of your

@ https:fjmy.ubedu:9980/pscifsprd_2/EMPLOYEEERRq/7I1CAction=L..
@ Query Yiewer - Microsoft Intemet Explorer

@ Welcome to the Liniversiy of Houstan Yictoria - Microsaft Internet E... 3
Y T (2 atoshaese N A TIOE A B E & @ itepfuwy, v eduftelco/IHYAipha.pdf - Microsaft Inkernek Explorer In fooebebll

J@ @ d 13 U @ @ @ SRR A ”J @Ful\shou.l d[nhox-m"{eunt“. » ] Penple. | ]300, | @M\cmso.”| ‘ f @ A |« 6i26P)

monitor).

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