MARQUETTE

UNIVERSITY

General Ledger Inquiry
User’s Guide

Oracle e-Business Suite version 12.1.3

NOTE TO MAC USERS
The screens shown in this user’s guide may vary slightly from the screens available on a Mac. For
example, the “close window” button is located on the upper left corner of your window instead of
the right corner shown.
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Introduction

The MyJob application includes what was formerly known as the Marquette Financial System (MFS), in
addition to the Marquette Budget System (MBS), and HR/Payroll Self Service. Application functionality
and security is based upon standard Oracle e-Business Suite modules and user responsibilities.

For further assistance in this topic, please contact:
Mary Jo Kuzma, Manager of Accounting, maryjo.kuzma@marquette.edu
Amy Albrinck Schroeder, Assistant Comptroller, amy.schroeder@marquette.edu
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New in R12

MyJob was upgraded from version 11i to R12 in late November 2012. Although the upgrade changed the
infrastructure of the application, General Ledger Inquiry functionality has changed very little. The most
obvious difference for the occasional user of this application will be the new navigation menu and the list
of Notifications appearing on the Home page after login. Some users may also notice a shift to HTML
(webpage) screens for some functions.

Additionally, as part of the system upgrade, the Office of Finance has converted from the Feith document
imaging application to ImageNow document imaging.

We will review these changes in this document.

Login to MyJob (myjob.mu.edu)

& Mylob Login | Marquette University fi v B - = @ v Pagev Safety~ Tooks~ @~

MyJob

MARQUETTE UNIVERSITY'S FINANCIAL
SYSTEM AND EMPLOYEE SELF SERVICE

FOR FACULTY & STAFF FOR STUDENTS

R = MyJob User Guides . Etudeut Employee User Guide

= Office of Finance
Department of Human = CheckMarq

= JobConnection
=Password Resources

WELCOME TO THE NEW MYJOB LOGIN PAGE
The Mylob application was upgraded Nov. 26.

Login with eMarq User
Name Password

Trouble logging in? You can
reset your password or contact
the IT Services Help Desk.

For additional information please visit the Oracle e-Business Suite Upgrade
project website.

Pizase Note: MyJob may be unavailsble Tussday from 11:30 P.M. o 3:30 A.M, for system
Accessibility None - maintenance.

Copyright {c) 2012. All rights reserved

To access MyJob:
1. Enter your eMarq user name and password.
2. [Enter] or click on the [Login] button.
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Navigate to General Ledger Inquiry

E-Business Suite

Enterprise Search Al - Go Search Results Display

Oracle Applications Home Page

Main Menu Worklist

Personalize Full List

@ From Type Subject Sent Due
H MO Purchasing Requisitioner GUT There are no notifications in this view.

¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
¥ TIP Worklist Access - Specify which users can view and act upon your notifications.

1. Expand the menu under “MU GL Inquiry GUI” on the Main Menu by clicking on that link.
2. Click on “Account” to execute account inquiry.

D ABQUETTE | sy E-Business Suite

Enterprise Search  All hd Go Search Results Display Prel

Oracle Applications Home Page

Main Menu Worklist

Personalize Full List

S| quiry GUT From Type Subject Sent Due
@ There are no notifications in this view.
N onds ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
I ¥ TIP Worklist Access - Specify which users can view and act upen your notifications.

= joumal
® DI MU purchasing Requisitioner GUT

You may see this version of the main menu flash open then close. You should not need to use it.
File Edit Yiew Folder Tools Window Help

1P e 588 T 80D 2@ & 5% 17
Functions = Documents

Account

Inquire on account balances

Top Ten List

»]
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In the “Account Inquiry” screen, type the Accounting Periods for your query, both FROM and TO GL

periods, in the MMM-YYY format, as shown below.

Eile Edit “iew Folder Tools Window Help

HY0 288D R DL LB 2
(O]
LedgeriLedger Set Accounting Periods Currency
Name Marguette Liniversity From JAN-12 Type Total
Currency USD To JUN-12 Entered
Primary Balance Type 1 Secondary Balance Type E Eartar
= Actual
© Budget B Loy High
CEncumbrance Encumbrance Fund -
Respaonsibility Center
Summary Template Restriction
Accounts Natural
Ok | QanceIJ ClearJ Help J
Descriptio
Show Balgnces Show Journal Details Show Wariance

Next, click in the Accounts area of the screen. The “Find Accounts” pop-up window will appear.

Type the account combination that you would like to review. Click [OK].

Eile Edit Yiew Folder Tools Window Help

HYD HEVEP | 6 DL LADDDE |2
=
Ledger/Ledger Set Accounting Periods Currency
Name Marguette University From JA&k-12 Type Total
Currency USD To JUN-12 Entered
Primary Balance Type 1 Secondary Balance Type o] Factar :
® Actual
CBudget B L onai High
CEncumbrance Encumbrance] Fund 01 01
Responsibility Center 09040 09040
Summary Template Restriction (00000 00000
Accounts Natural 6200 6200 =
B
(Q—Kl Qancel) CIearJ Help J
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Note regarding the selection of a “Natural” account number:
e Use natural 7997 to view the overall capital charges for the selected RC
e Use natural 7998 to view the overall charges for the selected RC

e Use natural 7999 to view the overall operating charges for the selected RC without
salaries, benefits and capital.

These natural accounts are to be used for summary inquiries only. These naturals should not
be used for spending.

NOTE:

In this user guide we are doing an account inquiry on actual balances. You can also do an inquiry on
Budget Balance (Budget Name = MFS-FY-Budget) or Encumbrance Balance (Encumbrance Type =
Obligation). Just click the appropriate radial button in the Primary Balance Type area to change it.

O Account Inguiry (Marguette University)
Ledger/Ledger Set Accounting Periods Currency
Mame |Marquette Universipy From [JAMN-12 Type |Total -
Currency |LSD Ta (JUM-12 Entered
Frimary Balance J4pe 1 Secondary Balance Type Factar
= Actual / = LUnits
Budget Budget Thausands
Encumhbrance Encumbrance Type tdillions
Billians
Summary Template
Accounts
. 01-09040-00000-5200 =
Description
Unrestricted-Comptraller-Unrestricted-Office expenses
( Show Balances ) Show Journal Details J Show Yariance J

With your cursor on the account number row as shown above, click the button along the bottom of the
screen that will provide the information in a format that is useful to you. Examples follow.
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Show Balances: This view lists the period and year-to-date balances for the account combination by
month, for the range of dates queried. From this view, click the yellow folder icon and set it to “MU
Default” to see additional columns including Debits and Credits for each month.

2 Detail Balances (Marguette Uiniversity - 01-09040-00000-6200

Balance Type |Actual

Currency Type |Tatal

Period |Currency ” F'TD“ PTD Converted” YTDH Y¥TD Convened|
UAN-12 |USD | 113674 | | 5,706.92 | 8
[FEB-12  |UsD | 983.85 | | 5,690.78 |

MAR-12  USD | 139767 | | 5,088.55 |

WPR-12 |USD | 142361 | | 9512.26 |

May-12  |USD | 514.23 | | 10,126.49 |

WUM-12 - |uUsD | 289.61 | | 10,416.10 |

| | | | | |

| | | | | |

| | | | | |

| | | | | |

| | | | | |

| | | | | | -
A v

( Journal Details ) ( Summary Balances J

To save the “MU Default” folder view, use the drop-down menu along the top of the screen:
and check “Open as default” in pop-up box.

Folder / Save As

Eile Edit View

4+ @ |

O Detail Balane

@ MU Defa
| Poioa 1

[ ey
Qpen...
Save

o

elete...

Show Eield. ..

Hide Field

Tools Window Hi

7=

Save Folder

Folder (MU Default

Autogquery
Always
= Mever

Ask each time

W Qpen as Defay

W Public
Include Cluery
( Show Query

( oK

|

Cancel J

Page 7 of 22



MyJob: General Ledger Inquiry — User’s Guide

With your cursor on any of the period rows, clicking on the [Journal Details] button will provide a list of
transactions for that month.

O Jourhal

arguette Uniw

/A

Balance Type |Actual

Currency Type |Tatal

2 | MU Default
Batch Mame |J0urnal Entry Mame ||Suurce ||Line

||Line Description

|| Entered Debits“ Entered Credits|

5000 =

[remIkMay-1 Sp |1 Adjustment USD  |Spreadsheet (27 |Manual Check Fee:Re| |
ELANAASA CK# Adjustment USD  |Spreadsheet 538 [MARY JO KUZMA-AR | 1215 |
[ELANAVISACK#: Adjustment USD | Spreadsheet (539 |MARY JO KUZMABL | 3676 |
[ELANAVISACK#: Adjustment USD  |Spreadsheet 700 |MARY JO KUZMA-DS 51.88 |
[ELANAVISACK#: Adjustment USD  |[Spreadsheet [701  [MARY JO KUZMA-CL | 164.93 |
[ELANAVISACK#: Adjustment USD  |Spreadsheet [702  [MARY JO KUZMA-OF | 383,51 |

1

( Drrilldoven [ Show Full Journal Detail Balances

Click [Detail Balances] to return to the previous page.

TIP: to close windows at any time click on the “X”” in the upper right hand corner of each window. Do

not click the red ““X”” above “ORACLE”, unless you wish to log out of MyJob completely.

| 4| Oracle Applications - MJPROD - 12.1.3 - UP5 - Oct 24 17:03:43 2012 . - - e o S
File Edit View Folder Tools Window Help ORACLE

HYO I GHVSPI RODE R ALBPILH G D

© Account Inguiry (Marguette University)

Ledger/Ledger Set Accounting Periods Currency
REMC=rquette University] |— Fram [MO%-12 Type
Currency USD Ta MOW-12 Enterad
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Back at the original Account Inqwry page:

unt Inguiry (Marguette Un J
Ledger/Ledger Set Accounting Periods Currency
Mame |Marquette University From [JAN-12 Type |Total o
Currency |LSD Ta (JUM-12 Entered
Frimary Balance Type 1 Secondary Balance Type Factor
= Actual @® Units
' Budget Budget  Thousands
' Encurmbrance Encumbrance Type * Millions
 Billions
Summary Template
Accounts
. 01-09040-00000-5200 =
Description
Unrestricted-Comptraller-Unrestricted-Office expenses
( Show Balances ) Show Journal Details J Show Yariance J

Show Journal Details: This view lists all transactions for the range of months chosen in the query.

Eile Edit Wiew Folder Tools “Window Help

LY HEBS® R DHE L LD IE 2

B= ol
1 Balance Typs Actual Currency Type |Total
g MU Drefault
Batch MName Journal Enl|Source Ling| Line Description Entered Debits|| Entered Credits
MU BURSAR PET Adjustment Spreadsheet 32 P/C 12/13/11:R BURKHARDT/C 26.69 =
& MU BURSAR PET |Adjustment [Spreadshest |33 |P/C 12/12/11:MMJ KUZMAPAPE S6.21
- AP to GL 44084 P |Purchase | |Payables 699 | Journal Import Created 47500
P JV-bAdk-Jan-1 Sp |1 Adjustme |[Spreadshest 43 Manual Check Fee: The Roosewve S0.00
J-bdk-Jan-1 Sp |1 Adjustme |Spreadsheet 44 Manual Check Fee: Zooperstars 50,00
ELANMAISA CK# | Adjustment |Spreadshest | 452 | MARY JO KLUZMAVAL -MART 315
ELANAISA CHED Adjustment Spreadsheet 453 MARY JO KUZMA-DS WATERS 43.92
. ELANAISA CRHRED Adjustment [Spreadsheet 454 MARY JO KUZMA-DATA MANA £31.749
Parking 1OF's-02/" Adjustment | Spreadshest 9 Journal Import Created
J-bdJk-Feb-1 Sp |1 Adjustme |Spreadshest 44 Manual Check Fee:21 Club S0.00
AP to GL 44222 F||Purchase | |[Payables 561 Journal Import Created 10.00
ELANMNISA CK#1! | Adjustment |Spreadshest U773 | MARY JO KLUZMA-WVAL-MART 10.53 -
I 4 -
Wy
Drilldown Showe Full Jo | | Detail Balances )

To see more detail for any journal entry, click on the line where Source = “Spreadsheet” and click the
[Show Full Journal] button. Note: your view is restricted to those accounts for which you are authorized.
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If you want to view only certain types of transactions, or look for a particular dollar amount, you can
execute a more limited query.

File Edit View Folder Tools “Window Help

HPO 8O P LD hEs L@ 2% 7
=

Balance Type Actual Currency Type | Total

ﬂ MU Default
Batch Mame Journal Entry Mame || Source Line Line Description Entered Debits | Entered Credits
ML BURSAR PETTY C2 Adjustment LISD Spreadsheet (32 F/C 121311 R BURKHARDTACC 26 69 =
MU BURSAR PETTY C2 Adjustment USD Spreadsheet |33 F/C 12712411 M KUZMAPAPEFR 5621
AP to GL 44084 Payable |Purchase Invoices US FPavables 599 Journal Import Created 475,00
JW-bddk-Jan-1 Spreadst |1 Adjustment USD Spreadsheet 43 tanual Checlk Fee The Roosewvel 50 .00
J-bIK-Jan-1 Spreadst |1 Adjustment USD Spreacdshest 44 Manual Check Fee:Zooperstars | 50.00
ELAMNAISA I CK#ETI21313 |Adjustment USD Spreadsheet 452 WARY O KL A AL -ART 213
ELANAISAICK#ET121213 Adiustment USD Spreadsheet 453 MARY JO KIUZMA-DS WATERS 43.92
ELAMNAISAICK#121313 |Adjustment USD Spreadsheet 454 MARY JO KLUZMA-DATA, WMANAL 631.79
Farking [OF's-02/17712 @ | Adjustment LISD Spreacshest |9 Journal Import Created
JV-mK-Feb-1 Spreadsl |1 Adjustment USD Spreadsheet 444 kanual Check Fee: 21 Club 50.00
AP to GL 44222 Payable |Purchase Invoices US [Payvables 561 Journal Import Created 10,00
ELAMNAISA CK#121521 Adjustment LSD Spreadsheet 773 WARY 10 KLUZkA-AL-WART 10.53 —
| 3

Drilldowyr Showy Full Journal | | Detail Balances )

PC users:

e [F11] will clear the screen so you can enter a query

e Inany column, type at least a portion of the word you are looking for, using the (% sign as a
wildcard). In the Debits and Credits columns you can enter the dollar amount you are looking for.

e [Ctrl] [F11] will execute the query.

O Journals iMarguette Universitd - 01-09040-00000-6200 JAMN-1 2-

Balance Type |Actual

gl b Default

Batch Name Journal Entry Name || Source Line
ELAN%

MAC users:

e From drop-down menu: View/Query by Example/Enter will clear the screen so you can enter a query

e Inany column, type at least a portion of the word you are looking for, using the (% sign as a
wildcard). In the Debits and Credits columns you can enter the dollar amount you are looking for.

e From the drop-down menu: View/Query by Example/Run will execute the query.

Eile EdiTMFDIdEF Tools Window Help

=i % ShowNavigator YiIes T

Zoom
Eind... ype |Actual
Find All
@ raL e ¢ By Example
Batch N Recard o Bun Li
Cancel

™ _
=4l Translations...
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Exporting Data from General Ledger Inquiry

It is possible to export data for further analysis or reporting use in Excel from within the General Ledger
Account Inquiry and Funds Available Inquiry screens.

From the drop-down menu, choose File / Export, as shown below.

A= Edit View Faolder Tools Window Help

ew @ P L Bﬁﬁ'rxlﬁrﬁﬁféf@l
Qpen sityd - 01-09040-00000-62 -1 2
Save ce Type |Actual Currency T
Save and Proceead
Mext Step
Export : - —
Flace on Navigator Entry Marme ||Snurce ||L|ne ”Lme Description ||:
ent USD  [Spreadsheet 452  [MARY JO KUZMAW.|
Looongs A DErEntUSer Lo s [Spreadsheet 453 |MARY JO KUZMADS |
Switch Responsibility...
ent USD [Spreadsheet 454  [MARY JO KUIMADE|
Erint.. ent USD  [Spreadsheet 773 [MARY JO KUZMAW.|
Close Farm ant USD  |Spreadshest 774  |[MARY JO KUZMABL
ExitOracle Applications  fnent USD  [Spreadsheet 775 [MARY JO KUZMADE|

ELANAYISA CK# | |Adjustment USD

|Spreadsheet |??E

IMARY JO KUZMA-OF |

[ELANAVISA CK#1' |Adjustment USD

|Spread5heet |592

[MARY JO KUZMA-DE |

ELANAISA CK#1 | Adjustment USD

|Spreadsheet |593

IMARY JO KUZMA-OF |

Depending on the amount of data lines, you may or may not see these pop-up windows:

Exporting data. ..

a%

O

O Decision

@ 100 more records have heen retrieved, and an unknown number
of additional records remain.

( Continue

U

(antinue to Endjl

]

In most cases you’ll click [Continue to End].
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This top window is normally hidden by the one below and it should automatically close.

-

0% of fndgfm,jsp from mjprod.mu.edu Completed = %

L

Lol Lo |

Getting File Information:
fnd_gfm_2255791.tsv from mjprod.mu.edu

Estimated time left:
Download to:
Transfer rate:

Cloge this dialog box when download completes

5 Open Open Folder
1 File Download . [

Do you want to open or save this file?

T

l Name: fnd_gfm_2258791.tsv
Type: tsv_auto_file
From: mjprod.mu.edu

Open ][ Save ][ Cancel J

l--" I While files from the Intemet can be useful, some files can potentially
g ham your computer. f you do not trust the source, do not open or
= save this file. What 's the risk?

When the export is complete, click the [Save] button and rename the file to something you’ll remember,

or it’s okay to leave the default File name, such as shown below.

FIENE Sl nd gfm_ 2255807 tsv

e as type: [TSV File

Then open Excel and pull up the tsv file
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The Text Import Wizard should automatically start. Leave the “Delimited” choice checked.

Text Import Wizard - Step 1 of 3 | lEJ 28

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Next, or choose the data type that best describes your data.

Original data type

Choose the file type that best describes your data:

@) Delimited - Characters such as commas or tabs separate each field.
Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: |1 = File grigin: 437 : OEM United States IZ|

Preview of file \\vs-fs1\ADMIN\Comptroller\9793kuzmam\My Documents\Temp File\fnd_gfm_2255807.tsv.

atch NameJournal Entry NameSourcelLineline DescriptionEntered DebitsEntered C
BURSAR PETTY CASH:1212426 Spreadsheet 5765860: Aldjustment USDSpreadsheet32P
BURSAR PETTY CASH:1212426 Spreadsheet 5765860: Aldjustment USDSpreadsheet33P
BREP to GL 44084 Payables 5781151: A 452961Purchase Invoices USDPayables69%Journa
T’—HC{—Jan—l Spreadsheet 5781825: Al Adjustment USDSpreadsheet43Manual Check Fe

6 WV-MJK-Jan-1 Spreadsheet 5781825: Al Adiustment USDSoreadsheet44Manual Check Fe

4 Ll 3

m

Cancel Next > ] | Finish

Click on [Next] twice

Text Import Wizard - Step 3 of 3

t5
£3

This screen lets you select each column and set the Data Format.
Column data format
6' General

Text values to text.

Date: |MDY E Advanced...

Do not impoert column (skip)

Data preview

K sral general
Journal Entry Name Fource &
pdjustment USD Fopreadshes =
pdjustment USD Fpreadshes
Furchase Involces USD Payables

Adjustment USD Fpreadshed
L
Adiustment USD Eoreadshed
4 1} 2

Cancel | | < Back

'General' converts numeric values to numbers, date values to dates, and all remaining

Then click [Finish].
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You can then adjust the column sizes and formatting in Excel as needed, apply filters, etc. to sort and
review your data.

= N - T, o e N

mlw|N|R|e

Batch Name
MU BURSAR PETTY CASH:1212426 Spreadsheet 5765860: A
MU BURSAR PETTY CASH:1212426 Spreadsheet 5765860: A
AP to GL 44084 Payables 5781151: A 452961
JV-MJK-Jan-1 Spreadsheet 5781825: A
JV-MJK-Jan-1 Spreadsheet 5781825: A
ELAN/VISA:CK#1213138 Spreadsheet 5789619: A
ELAN/VISA:CK#1213138 Spreadsheet 5789619: A
ELAN/VISA:CK#1213138 Spreadsheet 5789619: A
Parking I0F's-02/17/12 Spreadsheet 5805707: A
JV-MJK-Feb-1 Spreadsheet 5807167: A

AP to GL 44222 Payables 5815791: A 455838

3 ELAN/VISA:CK#1215218 Spreadsheet 5816396: A
4 |ELAN/VISA:CK#1215218 Spreadsheet 5816396: A

B C D E
Journal Entry Name Source Line Line Description
Adjustment USD Spreadsheet 32 P/C 12/13/11:R BURKHARDT/COFFEE
Adjustment USD Spreadsheet 33 P/C 12/12/11:MJ KUZMA/PAPER PRODUCTS AND CHIPS
Purchase Invoices USD Payables 699 Journal Import Created

1 Adjustment USD Spreadsheet 43 Manual Check Fee:The Roosevelt Hotel
1 Adjustment USD Spreadsheet 44 Manual Check Fee:Zooperstars Inc

Adjustment USD Spreadsheet 452 MARY 10 KUZMA-WAL-MART

Adjustment USD Spreadsheet 453 MARY 10 KUZMA-DS WATERS

Adjustment USD Spreadsheet 454 MARY JO KUZMA-DATA MANAGEMENT CORP
Adjustment USD Spreadsheet 9 Journal Import Created

1 Adjustment USD Spreadsheet 44 Manual Check Fee:21 Club

Purchase Invoices USD Payables 561 Journal Import Created

Adjustment USD Spreadsheet 773 MARY 1O KUZMA-WAL-MART

Adjustment USD Spreadsheet 774 MARY 10O KUZMA-BUBRICKS COMPLETE OFFICE

Drilldown to AP Invoice Images

Eile Edit Wiew Folder Tools “Window Help

2 =2

O 0O @

4|

Crrilldowvwn

Show Full Journal

PO B8O P L e LED 2 H 2
- O %
Balance Type Actual Currency Type Total
% MU Default
Batch Name Journal En|| Source Ling/ |Line Description Entered Debits|| Entered Credits
MU BURSAR PET |Adjustment Spreadsheet 32 PAC 12/13/11:R BURKHARDT/C 26.69 =
WU BURSAR PET |Adjustment Spreadsheet 33 PAC 121120110 KUZMAFAPE S6.21
AP o GL 44084 P |Purchase | |Payvables G99 Journal Import Created 4¥5.00
It dbk-Jdan-1 Sp |1 Adjustme |Spreadsheet 43 Manual Check Fee: The Roosewve 50,00
Jvi-bd k- Jan-1 Sp |1 Adjustme |[Spreadsheet 44 Manual Checl Fee Zooperstars 50 .00
ELAMNAISA CKE Adiustment Spreadsheet 452 MARY JO KUZMAWAL-MART 313
ELANMAISA CHED Adjustment Spreadsheet 453 MARY JO KUZMA-DS WATERS 43.92
ELANAISA CHR#D Adjustment [Spreadshest 454 MARY JO KUZMA-DATA hAANA £31.74
Parking 1OF's-02/" Adjustment | Spreadshest 9 Journal Import Created
IV dk-Feb-1 Sp |1 Adjustme |Spreadshest 44 Manual Check Fee: 21 Club S0.00
AP to GL 44222 F |Purchase | |[Payvables Journal Import Created 10.00
ELANMNISA CK# | Adjustment |Spreadshest | |[773 O KUAMAS AL -MART 10.53 -

| | waalances )

To view invoice images, payments, and scheduled payments, first click in a row that shows “Payables” in

the source column. Then the [Drilldown] button will be enabled and you can click on it.

The [Drilldown] button triggers a new web-page style of window to open.

Page 14 of 22



MyJob: General Ledger Inquiry — User’s Guide

TIP: On some computers this new web-page style window opens in a minimized size. If that happens, look
at your open web browser windows to find it.

iew Journal Entry Lines

Period JAN-12
Currency USD

Advanced Search

Balancing Segment

Natural Account
Segment
GL Date

Ledger Marquette University

Account 01-09040-00000-6200

Select Subledger Journal Entry Lir{e:

GL Batch Name AP to GL 44084 Payables 5781151: A 452961

GL Journal Entry Name  Purchase Invoices USD

() Show table data when any condition is met.

View Transaction

Accounted DR 475
Accounted CR

ISpecify parameters and values to filter the data that is displayed in your results sat.
@ Show table data when all conditions are met.

]

ther  Accounted CR « | Add

View Journal Entry ‘ | | Export ‘

Select|Ledger \Accoun
@ Marquette University 01-09040-00000-6200

Unrestricted-Comptroller-Unrestricted-Office expenses

TountDescription

Look here to make sure you have the correct transaction selected.
Then click the [View Transaction] button above that row.

This will open the Invoice Workbench, on the General Tab.

Save Search

GL Date \Accounting Class Accounted DR| Accounted CR  Supporting References
23-Jan-2012 Item Expense

475.00 o

Click on the Zoom icon (sort of looks like a toaster) to view the image of the invoice.

Eile Edit View Folder Tools Reports Window Help C
1@ GBS P 80D Y@ 5% 2
e -
Batch Control Total Batch Actual Total
El
Operating Unit Customer Taxpayer D || Type PO Number (Trading Pa Supplier Num | Supplier Site| Invoice Date|| Invoice Num ||Invaice |||
. Setup Business Grow Standard WINDSTAR 39455 MNORWOOD |17-JAN-201; 23335 UsD I
4] >
1 General 2 Lines 3 Holds 4 View Payments 5 Scheduled Payments 6 View Prepayment Applications
Summary Amount Paid Status
Items 475.00 UsD |475.00 Status |Validated
Retainage Accounted Yes
Prepayments Applied Approval Mot Required
Withholding Holds O
Subtotal 475.00 Scheduled Payment Holds |0
Tax
Freight
Miscellaneous DRl
Total 475.00
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A login screen for WebNow will appear. This is the new document imaging software.

Login using your eMarqg user name and password. You should not need to do this each time you
drilldown to an invoice. However re-entry of your username and password will be required after 20
minutes of inactivity.

.7 Favorites |9WebN{)w6 | | - A

After logging in to WebNow, you can view the invoice image. It may appear very small, as a full page
view. Use the magnifier icon with the green plus sign to enlarge the image.

File View Annotation Workflo Project Window Help
Meeds/702W(a R oe B=mE @R
ul g
: Marquette Unhrarsﬁy
DIRECT INVOICE VOUCHER FORM
{Pleage Print or Type)
Check Charge Account
Paysblets  \Windstar Technologies RC Restriction ~ Matura) Amount
Send to 00040 - 00000 - 6200 & 475.00
Address PO Box 800 - - $
Norwood, MA 02062 - - $
- - s
Total 3 475.00
Date January 20, 2012 I - —
N " Payment Type - Check appropriate box
IX] conferences, seminars, admin. fees, [1 Payments to individuals / independent contractors
professional meetings, registration who are not MU employees (attach Federal Forrn W-0)
4
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MyJob: General Ledger Inquiry — User’s Guide

To close the single image, click the red X closest to the document image (1).
To close the WebNow application, close the web browser by clicking the red X in the uppermost right
corner (2). You may also minimize the WebNow session using the web browser button upper iight.

I:IEI&

& WebNow 6 - Windows Internet Explorer

I\_)I\_) v |g. https://imagenowdev.mu.edu/webnow/index?rdtoken=1352732705989 - % | & |"¢| A -‘l Google P -
File Edit View Favorites Tools Help
X %Conver‘t - @Select X
TK T TSlInfo W/ EC-SAND W/ EC-STAGE A/ EC-TRAIN ”

9% @] Mylob W/ EC-PROD Top Ten PWA GATOR Imaging
»

77 Favorites
& B - = Q@ v Page~ Safety~ Tools~ l@lv

& WebNow 6

File View Annotation Workflow Project Window Help

HMEeEls/002W L OCH=DE  [F)8

[o [P ([Em

-

 Pagel - TIF File

. Marquette University
DIRECT INVOICE VOUCHER FORM
I ({Please Print or Type)
1 Charge Account l
o Ractrictinn Natiral Aamount

Check

[P S Y

To view payment details, make sure you’re back at the Invoice Workbench and click on the
“View Payments” tab. There you will see the check number and the date paid.

o

Batch Control Total Batch Actual Total

Operating Unit Custorner Taxpayer |D | Type

. Setup Business GroL Standard WINDSTAF 39455 NORMYOOD 17-JAN-2011123335 usD

PO Number | Trading Pa | Supplisr Num || Supplier Site | Invoice Date |Invoice Num | Invoice |||

1 General

4] L3
2 Lines 3 Holds { 4 View Payments }5 Scheduled Payments 6 View Prepayment Applications

v

Payment Amount Discount Taken [1]

Payment Date GL Date Yoid

Payment Method Dacument Mum
14-FEE-2012 [ 475.00

. Check 1215030 14-FEE-2012

N
( ( Payment Ovemew) ]
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To see where the check was sent and whether or not it has cleared th

[Payment Overview] button. NOTE: employee reimbursements wi
Eile Edit Yiew Folder Tools Window Help

e bank, click on the
Il print with their home address.

PO HGHEVEP RN LD BT
E - Oix
Operating Unit |Setup Business Group Fapes
Mumber 1215030 FPaid To Mame MWIMNDSTAR TECHNOLOGIES INC
Currency |USD Taxpayer 1D
Amount 47500 Supplier Number
Date |14-FEB-2012 FO BOxX 800
1504 PROVIDENCE HWY BLDG 3
Payment Process Request CKO21412 STE 3950

Bank

YVoucher
Statud Reconciled Unacchunt
47500

Cleared Amount Name |US Bank 1
Cleared Date |12-MA&R-2012 Account (Cash - Operating Fund
Void Dato Payment Document |Check
Maturity Date Payment Method Check
Payment Process Profile
Invoices
Number Amount Paid GL Date Description
. 23335 475.00 |[14-FEB-2012 =
Imvoice Cwverview ‘ Banlk ‘ Supplier ‘ ‘ Payments )

If there was no check number you can choose the “Scheduled Payments” tab to see when the check will
be processed. You can also see whether there is a hold on the invoice by choosing the “Holds” tab.

Batch Control Total Batch Actual Total

Operating Unit
. Setup Business Grol

Custorner Taxpayer |D | Type
Standard

PO Number | Trading Pa | Supplisr Num || Supplier Site | Invoice Date |Invoice Num | Invoice |||
WINDSTAF 39455 NORWYOOD  17-JAN-2017|23335 UsD

L3
3 Holds 4 View Payments 5 Scheduled Payments )6 View Prepayment Applications
~_ v

1 General 2 Lines
v
Payment Method Dacument Mum Payment Date GL Date Yoid Payment Amount Discount Taken [1]
. Check 1215030 14-FEB-2012 14-FEE-2012 475.00 =
( Payment Overview ]

[end Account Inquiry]
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MyJob: General Ledger Inquiry — User’s Guide

Funds Available Inquiry

From the main menu on the GL Inquiry GUI responsibility, click “Funds”.

D ABQUETTE | siys0 E-Business Suite

Enterprise Search  All - Go Search Results Display Prel

Oracle Applications Home Page

Main Menu Worklist
Personalize .
Full List
= I Mu 6L Inguiry GUT From Type Subject Sent Due
B 2 eeaunt There are no notifications in this view.
@ ¥ TIP Vacation Rules - Redirect or auto-respond to notifications.
- S ¥ TIP Worklist Access - Specify which users can view and act upen your notifications.

® I Mu Purchasing Requisitioner GUI

At the Funds Available Inquiry screen, enter the current period in MMM-Y'Y format then click on an
empty row under “Account”. The Find Accounts window will appear.

File Edit “iew Folder Tools Window Help

HYS® GBS P L[ 28 @ 25?2
E O x
Selection Criteria
Ledger Marquette University Amount Type  Year To Date Extended -
Budget MFS-FY-BUDGET Encumbrance Type  ALL
Period MNOW-12 Account Level Al -
Summary ER
Budget Encumbrance Actual Ayailable
| -
™
[} [E x
O
O L ot J High
Fund
O
Responsibility Center
O
Restriction
D -
[Natural
Encumbrance Amounts
Commitment ther

8159 | Qancel) CIearJ Help/l

Account Description
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Type the account combination that you would like to review. Click [OK].

e Use natural 7997 to view the overall capital charges for the selected RC

e Use natural 7998 to view the overall charges for the selected RC

e Use natural 7999 to view the overall operating charges for the selected RC without
salaries, benefits and capital.

Eile Edit Wiew Tools VWindows Help
YO LB P o€ DD e Ll N
=
Selection Criteria
Ledger Marguette University Amount Type  YWear To Date Extended
Budget MFS-FY-BUDGET Encumbrance Type  ALL
Period  MNOW-12 Account Level Al hd
Summary Fun
Account Budget Encumbrance Actual Axailak
[ =
O
O = x
O
O Lo High
- Fund |01 01
Responsibility Center (09040 08040
- Restriction /00000 00000
- Natural 7089 7999 =]
Encumbrance Amounts
Commitrment
Qi< | Qancel) CIearJ Help J

Funds Available represents the budgetary funds currently available for the account selected.
Click on the flashlight icon to perform another query.

File Edit gffw Toaols Window Help

AoP GE8EP £ DL LEDLE 2
S Fund =
Selection Criteria
Ledger Marquette University Amount Type | Year To Date Extended -
Budget MFS-FY-BUDGET Encumbrance Type ALL
Period MNOW-12 Account Level | All -
Summary BUREE
Account Budget Encumbrance Actual Ayailable
@ 01-09040-00000-7999 99,150.00 160.00 4,996 .95 9399305~

Budget - Encumbrance - Actual = Funds Available

If you wish to view all naturals that fall under the 7999 account, first click on the larger box in front of the
account number (circled above). See next page for an example.
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This demonstrates the roll-up of operating accounts under the 7999 natural.
Use the scroll bar along the right side of the window to see more accounts.

Eile

Edit Wiew Folder Tools Window Help
10 HISP I 8D D LE@ Y5 ?
\ —oOix
= ol
summary Account |01-09040-00000-7999
Funds Available - Detail nds
Account Budget Encumbrance Actual Availa
01-09040-00000-6200 27.,000.00 80.00 2,565 65 24,354 35 =
01-09040-00000-6205 15,000.00 0.00 87918 14,120.82
. 01-09040-00000-6210 0.00 80.00 35.00 {115.00)
01-09040-00000-6300 0.00 0.00 0.00 0.00
01-09040-00000-6670 0.00 0.00 0.00 0.00
01-09040-00000-6215 2,000.00 0.00 0.00 2,000.00
01-09040-00000-6220 0.00 0.00 0.00 0.00
01-09040-00000-6225 0.00 0.00 0.00 0.00 _
99,150.00 160.00 4.996.95 93,993.05
Encumbrance Amounts
! Commitment Obligation Other
0.00 80.00 0.00
Account Description
Unrestricted-Comptroller-Unrestricted-Office expenses
Un Period Balances J
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Logoff MyJob

As shown on page 8 clicking the red X in the upper right corner is the simplest way to close the MyJob
(Oracle) application. After clicking the X, the following message appears. Click [OK] button to exit.

= Then go to your browser and close any
_ o other open windows, including the
& Exit Oracle Applications? WebNow document imaging application, as

applicable. See examples below.

(CoK'| |cancel |

: 1
/~ Oracle Applications Home Page.. /7 Oracle Applications R12 - Wind... /= WebMow 6 - Windows Internet ...

[end]
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