OFFICE OF UNIVERSITY BUDGETS AND FINANCIAL PLANNING

WMU BUDGET REPORTING INSTRUCTIONS
(FOR THE WEB)

The WMU budget reporting panel provides reports designed to help departments track
their permanent budgets.

The following reports are currently available on the WMU budget reporting panel:

Personnel List — Used to compare employee job data to permanent budget by
position.

Permanent Base Budget Summary — Provides a summary of the permanent budget
by account for each department.

Permanent Base Budget Detail — Provides a detail listing of all permanent budget
adjustments by position and account for each department.

Reallocation Data Comparison — Preliminary base budget with 3 years of actual
history for budget planning analysis.

The reports have a couple of options including the ability to get information for a
previous fiscal year.

To gain security to WMU budget reporting you will need to request authorization. See
http://www.budget.wmich.edu for an authorization form. If you have any problems
accessing the site, please contact Kathy Houser at kathy.houser@wmich.edu or 7-4286.

To access the budget reporting please log into GoOWMU using your bronco net id. You
will find a link to GoWMU on the WMU home page or you may also access the following
web address: https://gowmu.wmich.edu.
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After logging into GoOWMU, locate the “Faculty/Staff Home” tab on the left side of your
screen. Under “My Work” click on the plus sign next to “Administrative Applications;

then select the plus sign next to PeopleSoft Administrative Systems.” Locate
“PeopleSoft Financials.” Click on this login link and you will be directed to PeopleSoft.
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My Work

B Faculty Menu
Faculty Detailed Schedule
Active Teaching Assignments
Detailed Class List
Summary Class List
Mid Term Grade Worksheet
Final Grade Worksheet
Remove Incomplete Grade/Change Grade
Report Incomplets Grade
Report Student Not Attending/Not Registerad
Student Concern form
Advisor Menu
Search Course Offerings
Student Information Menu
Transfer Credit Equivalency
ICES Online
B Administrative Applications
B PeopleSoft Administrative Systems
PeopleSoft Human Resources
PeopleSoft Financials

WMU Alert Registration

Individualized Announcements
There are no announcements
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Academic Calendars
B Student Systems Security Access
Security Access Request Forms/Palicies
Security Officers

Campus Announcements
Employee self-service unavailable Thursday night
Enrollment under way for K-12 reading program

—

Employee Self Service
B Payment and Account Information
Add Authorized User
Grant/Revoke Autharized User Access
Vehicle Registration
User Information Lookup
Travel Authorization
E My Bronco MetlD account
Change My Password
Adjust My Disk Quotas

My Self Service ]
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Please follow the path listed below by clicking on each option.

Main Menu > General Ledger > General Reports > WMU:Budget Reporting
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] New Window '3) Help [ http
WMU:Budget Reporting
Enter any information you have and click Search. Leave fields blank for a list of all values.

ELGERESTH LR Add a New Value

Limit the number of results to (up to 300): 300
Search by: Run Control ID begins with

~ Include History ' Case Sensitive A

Search | advanced Search ¢————————|

Find an Existing Value | Add a New Value

Enter your initials in the Run Control 1D box and select the search button.
If this is the first time you have accessed WMU budget reporting you must
add a new run control id. Please see next page for instructions.




RUN CONTROL ID PANEL:

This will bring you to the Run Control Id screen. If this is the first time you have
accessed WMU budget reporting, you must click on the “Add a New Value” tab. Please
use your three initials (example: Bob M. Smith - bms) as your run control id. After
entering your initials select the add button. Please keep in mind that you only need to
add a new value the first time you access WMU budget reporting. Once you have
created your run control id, the next time you access WMU budget reporting you will
not click on add a new value. You will simply enter your run control id on the “Find an
Existing Value” tab and select the search button (see previous page).

Your run control id will always be your initials regardless of the department you are
requesting data for.
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WMU:Budget Reporting

Find an Existing Value

Add

Find an Existing Value | Add a New Value

When adding a new Run Control ID
enter your initials in the Run Control
ID box and select the add button.

HINT: You only need to create a
new Run Control ID once. It will be
saved for future uses.




SIGN ON PANEL:

This brings you to the sign on panel. The first step is to enter the tree node name and
password that have been issued by the Budget Office specifically for your area and then
select the sign in button.

Please note: Tree nodes are specific to a particular VP, college or area. The nodes
contain all departments that belong to a VP, college or area within a particular fund.
Therefore, if your area contains fund 11, 23 and 24 departments you will have a
minimum of 3 tree nodes. Your password for each node will remain the same. For
example, if you wish to access records for your fund 11 you would enter your fund 11
tree node with your password. If you then wish to access records for your fund 23 you
would enter your fund 23 tree node along with the same password.

If the tree node and password are valid the remaining criteria options will appear.
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1. Enter the tree node name (sent with
authorization confirmation).

2. Enter the password.

3. Click the Sign On button.




PARAMETER PANEL:

When this screen appears, you may enter the criteria that you wish to view on your
report. There are a couple of different options you may choose.

On July 1 or the date the budget was booked, your permanent or base budget became
your one-time budget that you see on GLOW. Using that base budget as a starting
point we begin building the permanent budget for the following fiscal year. Budget
Reference refers to the fiscal year we are building not the fiscal year we are
currently in. For example: When the budget was booked for 11/12, we began using
FY2013 to build the budget for 12/13. Upon completion of booking 12/13, we will begin
using FY2014.

Please note: The personnel report should only be run using the most current budget
reference. The employee data from Human Resources will always be the most current
information.

The Budget Reference field always begins with “FY” followed by the 4-digit year. For
example: FY2014.
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You begin by entering the budget reference. (Please see previous page for explanation
of budget reference.)

You must then enter the begin and end department id for which you are requesting
data. You may enter a range of departments — for example: begin deptid is 1230000
and end deptid is 1239999. You may also get data for one department by keying the
same department id in both the “begin and end” fields. Another option, as indicated in
the example, is to enter all zeros in the begin deptid field and all nines in the end deptid
field. This option will give you all departments that are associated with your tree node.

Please remember that you will only get departments that are associated with the tree
node you have entered. The tree nodes are specific to a fund. Therefore, it is
necessary to complete this process multiple times if you are trying to get data for
several funds, as you will have different tree node names for each fund assigned to

your area.
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Once you have filled in the desired criteria, you must click on|the save button. Once
the information is saved, you can select the run button.

Enter Budget Reference.

Enter begin and end department id.
Select the Save button.

Select the Run button.
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PROCESS SCHEDULER REQUEST PANEL:

Selecting the run button brings you to the process scheduler request panel. It is at this
panel you must select the report you wish to run. Select the report by checking the box
next to the report description.

Please note that the server name must be PSUNX. If this is not displayed in the box
please use the drop down arrow next to the box to select the server PSUNX.

You will notice that next to each report description is a process name. (WMUBDOS,
WMUBD18, WMUBD27, and WMUBD45) These process names will be needed to locate
the report to print.

Gill FokderPuth=f D+ @ O K| @ whiausgeteponing = [

Ede fdn Wiew Fgvontes Tooks Help
v @IPsF. @IPsH- Fioia. 1Pen. EHRY. Wike &) piHn. Efwemu. 2 psHR. @) PSHR. ]PSHR. S]NPID. Z]NPSO. ENPSO- fi v B« 3 dm ~ Pagew Safety~ Tockhi+ i@~

Home | AddioFavorites | Signout

| Favorites  Main Menu > General Ledger > General Reports >  WMU:Budget Reporting

B New Window _.i.l Help i3 hp

Process Scheduler Request

User ID: jbond Run Control ID: jbb
Server Name: PSUNX <L Run Date: 07/02/2013 ]
Recurrence: - Run Time: 5:02:41PM Resat to Current Date/Time
Time Zone: Q,

Select Description Process Name Process Type “Type “Format Distribution
Personnel List WMUBDO0S SQR Report Web ~ POF ~ Distribution
Permanent Base Budget Summary WMUBDO18 SQR Report Web ~ PDF = Distribution
Permanent Base Budget Detall WMUBDO27 SQR Report Web =~ POF = Distribution
Reallecation data comparison WMUBDO045 SQR Report Web | PDF = Distribution

24

ta

= E

Using the drop down box, select PSUNX as the Server Name.
Check the report you wish to run.

Select the report format.

Select the OK button.
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Process Scheduler Request

User ID: jbond Run Control ID: jbb
Server Name: PSUNX T Run Date: 07/09/2013 ]
Recurrence: - Run Time: S02:41PM Reset to Current Date/Time
Time Zone: Q,
Select Description Process Name Process Type “Type “Format Distribution
Personnel List WMUBDO0S SQR Report Web ~ POF ~ Distribution
it Fermanent Base Budget Summary WMUBDO18 SQR Report Web ~ PDF + Distribution
Permanent Base EBudget Detall WMUBDO27 SQR Report Web =|| PDF = Distribution
Reallocation data comparison WMUBDO45 SQR Report Web = PDF = Distribution Distibue To |
0K Cancel
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RUNNING TO PDF:

Please note that the report type defaults to “web” and the report format defaults to
“PDF.” These defaults will create a clear, formatted report that is easy to read.
However, you must have Adobe Acrobat Reader to view your report. If you do not
have access to Adobe you may be able to download a free copy from the Adobe
website at http://www.adobe.com.

RUNNING TO EXCEL:

You may also at this time choose to run your report to excel. (Please note that

although this function does create an excel file that is editable, it does require some
cleanup by the user as all headings and titles may not come through clearly.) If you
would like to use this option, change the type to web and change the format to CSV.

After checking the report you wish to run, select the OK button.



PARAMETER PANEL WITH PROCESS INSTANCE INFORMATION:

This will bring you back to the WMU:Budget Reporting panel. In the right hand corner
under the run button your will see your process instance number. You will need to
reference this number to print the correct report.

Select the blue “process monitor” option next to the run button.
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Run Control ID:  jbb Report Manager Process Monitor Run
Process Instance: 1063697 <+
Tree Node; 5102200 Password: | te5t2040 Sign On
Parameters

Budget Reference: FY2014

WMU Begin DeptiD: 0000000 WMU End DeptiD: 2993323
(i Save | [Gh RemioSearch | |t | Previousinbist o | letinlis| |[Z] Notify LaoAdd | |5 vpdaeDissinya)  Incldle History

1. Note the process instance number.
2. Select Process Monitor.
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PROCESS/REPORT LIST PANEL:

If your userid is not indicated in the user id box please enter it there. This is the userid
that you used to sign into PeopleSoft. Then select the yellow refresh button.

You should find the report that you just ran by referencing the instance number along
with the process name. Check the run status. The report is not complete until the
status changes to “Success.” To update the status you must click on the yellow refresh
button located in the top right hand corner of the panel. When the status indicates
success select the process name.
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View Process Request For 3
User ID; Jbond @, Type: - Last . a0 Days —
Sarver: * Nama: <, Instance: to
Run - Distribution ¥ Save On Refresh
Status: Status:
Select Instance Seq. Process Type % User Run Date/Time Run Status W Details 4
1063697 SOR Report WMUEBDO18 jbond 07/09/2013 5:02:41PM EDT Posted —]
1062198 SQR Report WMUBDOOE |bond 06/25/2013 3.08:08PM EDT Success Posted Details

Go back to WMU:Budget Reporting

(il save | =] houty

Locate the correct report using the process instance number.
Check the run status.

Select the Refresh button until the run status indicates “success.”
Select details.

~Pwn PR
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Then select the view log/trace.
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| Favorkes  Man Menu » GeneralLedger » General Reports > WHU:Budget Repartng
Process Detall

Instancs: (E3607 Typa: S0 Report
Name: WMUBD018 Description: Permanent Base Budget Summany
Run Status: Success Distribution Status: Posted

I (7L

Run Control ID: jbl Hold Request
Leeation: Server Queue Request
Server: PSUNX Fancal Ruquent
= Delete Request
e B Restart Request
5
Request Created On: 07/0972013 5:21:47PM EOT Parameters Transfer
Run Anytime After: 07042013 50241PMEDT Mes=age Log

Began Process At: 07087013 521 58P0 EDT
Ended Process At: 07/09/2013 522 01PM EDT

1. Select View Log/Trace.
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VIEW LOG/TRACE PANEL:

Select the PDF file and your report will appear on the screen. Again, you must have
Adobe Acrobat Reader to view your report. If you do not have access to Adobe you
may be able to download a free copy from the Adobe website at
http://www.adobe.com.

In order to return to the criteria panel, either close out of the report or minimize the
report window. This will bring you back to the view log/trace panel. Select the return
button at the bottom of the panel. This will bring you back to the process detail panel.
Select the cancel button at the bottom of the screen. This will bring you back to the
process list. Select the blue option “Go Back to WMU:Budget Reporting” at the bottom
of the panel. This will bring you back to a blank WMU:Budget Reporting panel. Please
note that due to security reasons, the user will always return to a blank panel and will
be required to enter their tree node and password again. You may enter the same tree
node and password if you wish to run another report for the same departments or you
may enter a new tree node.
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_\.I'iew Log/Trace

ReportiD: 1047969 Process Instance: 10836497 Message Log

HName; WMUBDO13 Frocess Type: SOR Report
Run Status: Success

Permanent Base Budget Summary

Distributlon Made: PT [(ISTHNODEY  Explration Date:

Eile Size (naesd Dntetime Cronted

1802 0092013 5:22:01.931591PM EDT

2758 07092013 5:22:01.931591PM ECT

1,283 07092013 5:22.01.931591PM EDT
Digtritantign 10

Return

1. Select the PDF or CSV file.
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