California State University Expenditure Projection Report

BPG

Overview

The HR Expenditure Projection by Department Report lists budget amounts, actual expenditures and projected budget

balances by department, fund code, program, class, project, account, and employee last name. This report is run from
PeopleSoft Human Resources (HR), not from PeopleSoft Finance.

Predecessor Steps
e Login to PeopleSoft HR at
https://cmsweb.csub.edu/servlets/iclientservlet/HBAKPRD/?cmd=login&languageCd=ENG

e  Be sure to change your password the first time you log in with your HR ID. Please note that your HR ID and password
are maintained separately from you PeopleSoft Finance ID and password.
Detailed Steps
Navigation: ‘servlets,ilientservict/HOAKPRD, 7omd =starts: - Microsoft Inkernet Explocer =
Ble i diew Favorkss ook el | @ |
é) gggg imcesses ok oo D D Q| Qe lroore: G 3D B E - |
33 LCD rocesses Afebass | €] btos: lemsmeb, caub. edufseriets icfentser et HOMKPRD Tond=startl | weo |

4)  Expenditure Projection Report

PeopleSoft.

& Home % Help

Home = CSUB Processes » CEUE Processes = LCD

il[ & 5UB Processes een | ExpendiueProjechon Repot

5) Select, or add’ a Run Control ID. The 2} Expenditure Projection Report - Microsoft Internet Explorer

Run Control ID can be any value ok - > - @ [ | @ Girevertes @mede 8 | he & B - =
(e.g.’ an abbreviated report name, Address [&] https:ifcmsweb csub, HEAKPROJ7cmd=starte. B
your initials, etc.). PeopleSoft.
. Home = CSUB = CSUB Processes = LCD = Projection Report Meww Window
You will use the same Run Control e i i
. xpenditure Projection Report
ID each time you run the report. Find an Existing value
Run Cantro 10|
T case Sensitive
Advanced Search
Add a MNew Walue
& L[5 [ et Z
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6) Enter Report Parameter Values:

Business Unit: BKCMP

Fiscal Year: 2004 (or
appropriate value)

Department:

Enter the PeopleSoft Department
ID (D99999)

These values will be saved on exit
and will not need to be changed
unless the report is run for a different
Fiscal Year and/or Department.

7)  Click the =" |button.

8) Enter the Job Parameters:

Server Name: PSUNX
Type: Web
Format: PDF

2 Expenditure Projection Report - Microsoft Internet Explorer

Fle Edt View Favorltes ook  Help

GBack -~ & - (D 2] o | Qoearch Favortes meda (B | 25 S - 5

Address [{&] hueps:jcmsweb, csub edu/serviets/iclientser et {HBAKPRD amd=start:

PeopleSoft.

Home = CEUB Processes » CEUB Processes » LCD >

i Led Exp Projection )

Run Control ID:  EPR

Language: English j'

Process Monitor | U0

€ Home # Help  Sign Out

Mew Wiindaw

Business Unit: [BKCMP Q)  Bakersfield Campus

Fiscal Year: [2004
*Department: |D23180 ﬂ Admissions & Records

& save

B add) (E Update/bisplay,

&] Done

[ |8 | meermet 7
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Fls Edt Vi Favortes  Tooks  Help ‘

GBack v = - (@[3 A | Disearch [Favortes Pveda (4| Bhe Sp [ -

9) Click the 2] bUttOI_l to submit the agress [ hetpsifcmsweb csub sdufservistsjicientssrvit HBAKPROJTernd—startts ] e |
report. After clicking =2 to submit
the report, you will be taken back to P(-EOp]E:SOftz
& Home # Help

the initial run control page.
Hore » CEUB Pracesses » CEUB Processes » LCD » i Projection Report Plew Window

Process Scheduler Request

User ID: tles Run Control ID: EPR

Server Name: Run Date: 10/06i2004 Bl
Recurrence: :I' Run Time: 1:23:18PM
Time Zone: = Resetto Current DaterTime
Select Description Process Name Process Type *Type *Format
¥ BAKLCDO1 BAKLCDO1 SGQR Report Web = PDF < m

_@ Done [ [ [3 [ meernet 7

10) Once the report has been submitted,
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you Wlll be taken back to thiS original 7} Expenditure Projection Report - Microsoft Internet Explorer =13
t 1 File Edt Yiew Favorites Tools Help

Tfun control page. ok - =+ - @ [ | Qe Grevortes Dveda 3| B 3 [ -

Address [&] https:ffcmsweb,csub.edujservistsjiclientservistHBAKPRD[?emd=starte: =] e |
To access the report output, click on
the Process Monitor hyperlink. P(-EOp]E:SOftz

£ Home # Help
Notes Home = CEUB Processes = CEUB Processes = LoD = Projection Report e Wiindow
e  There are no fields to populate on this |/ tedEw Frojection
page. Under the ﬁ button, Run Control ID:  EPR BeportManaer  Process onitor [ FUn
note that a Process Instance has been tanguage:  [Eneien ] Prosess Instance.5123
assigned; in this case it is 5123.
Typically, you need not be concerned Business Unit: [BKCMFQ|  akersfield Campus
with this. However, should the report —
iscal Year:
error out and you need to report the
problem to technical Staff, they Wlll *Department: |D23180 QJ admissions & Records
often ask for this value.
Bl s ) 2 UpdaterDisplay |
[&] Process Instance:5123 [ [ [3 [ meernet 7

11) Click the Details hyperlink beside the
report you wish to view output from.
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12) Click the View Log/Trace hyperlink
to access the report output files.

[&] Process Instance:5123 [ [ 2 [ intemet

Fle Edt Wisw Favortes Tooks Help

wBack - = - (D [2] A | Disearch (wlFavortes Fveda 4 | By S E - 5

Address €] https: fcrisweb, csub edujservistsjiclientservietjHBAKPRDj ?emd=startt:

PeopleSoft.

£ Home

Home = PeopleTools = Process Monitar = [nguire = Process Reguests

Frocess List

Plew Wiindawi

UserlD: [clse A process | st [ |[Nene” ]
Type:
Server I j Process |
Name: Run Status:
™ View Job ftems

j Instance: I to I

¥ Save On Refresh

First [0 1011 [ Last
ProcessName  User  RunDatefTime Run Status  Details
10/06/2004 1:23:18PMPDT Success Details

Instance Seq. Process Type
5123 SGR Report BAKLCDO1 clee

Go back to Expenditure Projection Report

B save

Process List| Sener List
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7} Process Monitor - Microsoft Internet Explorer M=] 3
Fle Edit Wiew Favorites Tools Help
wBack - = - (@D [F] | Qoeach GiFevorites Preda of | By S [E -
Address [ ] https: /fcmsweb. csub.eduserviets iclientservlet [HEAKPRDfcmd=starts. =l @ |
PeopleSoft.
€ Home
Home » PeapleTaols > Pracess Monitar » Inquire > Process Requests e Wi do
Process Detail
Instance: 5123 Type: SGR Repart
Name: BAKLCDO1 Description: BAKLCDO1
Run Control ID: EPR o
Location; Server L
Server: PSUNX °
' Delete Request
Recurrence: ©
Request Created On: 10/06/2004 1:23:41FM PDT Parameters Transfer
Run Amptime After:  10/06/2004 1:23:18FM PDT Message Log
Began Process At:  {0/06/2004 1:23:45FM PDT Batch Timings
Ended Process At:  10/0G12004 1:24:03FM FDT View LogTrace
[&] Process Instance:5123 [ 2 @ ntemet 7
13) Click the field ending “.PDF” as that
contains the actual report output. The
Message Log and Trace File output
are standard items that contain no
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report output. To view the output
file, click on the file with the “.PDF”
ending (in this example it is
“baklcd01_5123.PDF”).

14) Adobe Acrobat will open and you
will see the output. If you do not
receive output, you may need to
review the Message Log to determine
why.

NOTE: You will only be able to run
the report for selected departments. If
you do not have access to a
department, no output will be
generated.

[&] Done [ [ 2 [ intemet

ZJ Report/Log Yiewer - Microsoft Internet Explorer

Fle Edt Wisw Favortes Tooks Help

bk - = - (@D [2] @ | Disearch (wlFavortes Fveda 4 | By S =] - 5

Address [ €] https: [crisreports. csub.edufserviets{psreports/HBAKPRD/4145 index himl =l peo ‘
-

% ReportiLog Viewer

Instance: 5123 Type: SQR Report

Name: BAKLCDO1 Run Cntl ID: EPR

Status: Success Submitted By: clee

Server: PEUNK Recurrence:

BAKLCDO1

Message Log 1136 bytes 2004-10-06 13:23:50

Trace File 155569 bytes  2004-10-06 13:23:50

baklcdol 5123.PDF 155239 bytes 2004-10-06 13:23:50

ke
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