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Purpose: This procedure details how to perform a Project Status Inquiry in Oracle Projects module.
The Find Project Status window and the Project Status window allows you to query project
information including:

e Current status of a project and its tasks.

e Search by Customer, Key members, project ranges, etc.

e Project Budget totals, Inception-to-date and Period-to-Date totals, Estimate-to-completion
totals, actuals, and commitments for projects, tasks, and resources.

e The effective dates of the project and individual tasks.

e Drilldown to see expenditure details.

e Drilldown into Purchasing and Payables modules.

For Questions Contact: Finance Customer Care at financecustomercare@ohio.edu or 740.597.6446.

ATTN: FOR TIPS ON NAVIGATION AND COMMONLY USED FIELDS ACCESS THE ORACLE NAVIGATION DOCUMENT.
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NAVIGATE TO PROJECT STATUS INQUIRY WINDOW

1. Click Project Status Inquiry link.

2. The Find Project Status window and the Navigator window are displayed. The Find Project
Status window appears on top. To add the Project Status Inquiry window to the Top Ten List,
verify the Projects Status Inquiry link is highlighted in blue, then click the Add to List button

= . Next time you want to access the Project Status Inquiry window, click on the Project
Status Inquiry link in the Top Ten List.

File Edit Wiew Folder Tools Window Help

Ed o @ 8@ P8 I ER L8P L5 7
Oy

¥ Navigator - QUFWMS

Functions | Documents

Projects:Project Status Inguiry

FMS Reports Top Ten List
Ol Funds Available Wiew 1. Project Status Inguiry
& COUPD: Summary Wiew
j + Payahbles ﬂ
+ General Ledger
- Projects
&
j Project Status Inguiry

#4}' + Expenditure Inguiry

o | | T Eduipment Irventory
_E" Purchasing

CREATE PERSONALIZED FOLDERS WITH FOLDER TOOLS

Refer to the Folder Tools section of the Oracle Navigation document to learn about Folder Tools and
creating a new folder. Most inquiry windows are folders. However, folders are provided only with the
core Oracle application forms. You have access to all the records of an OUFMS: View Only user but you
can create a customized folder to retrieve only a subset of records and display those in a specific
layout. You define and run queries based on your own search criteria. In summary, the Folder Tools allow
you to display only the columns you want to view.

Finance can customize and make public recommended views of specific windows/folders for your use. You
can make the predefined folders your default view. Also, you have the option to make your own folder
customizations private or public, and to make the folder the default layout for a particular form/window.
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OPEN PREDEFINED PROJECT FOLDERS CREATED BY
FINANCE

Grants and Contracts Accounting staff created a recommended view of each folder that you can
access in the Projects module. Follow these directions to open the predefined folders/window.

ATTN: YOU MUST COMPLETE A SEARCH FIRST SO THE EXPENDITURE ITEMS WINDOW OPENS BEFORE THE FOLDER
TOOLS OPTION IS FUNCTIONAL.

1. Click on the Toolbar Menu Folder>Open. The Open Folder window displays the predefined
folder definition/s. You can also click on the Open Folder icon located in the upper-left
corner of the window.

O Project Status (Ohio University Operations)
E Test-Create MNew Customized Folder Wiew

2. Click on New OUFMS: View Only XXXXXXXXX Screen created by ARNOLDCL1. Each folder
definition name (XXXXXXXX) will be different based on the form/window name.

*

Fird| %
Marme Cvner
Approved-Federal Grants RIDER1
Mews OUFMS: Wiew Only Project Status 5 ARMNOLDCT
O PA PSIVIEW SHAFIROL
Test-Create Mew Customized Folder View RIDER1
4] >

Eind cancel

Click OK button. The new folder definitions are displayed on the form/window.

4. If you want to make this your default view, click on the Toolbar Menu Folder>Save As. The
Save Folder window displays.

5. Click the Open as Default checkbox.
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= *
Folder |Mew OUFMS: “iew Only Project Status Screen
Autogquery
C Always ¥ Open as Default
* [ever v Pl
gk each time Include Query

Show Cluery

0]54 | Cancel J

6. Click Ok button.

7. Complete these same steps for all the forms/windows listed in the ATTN: section.

ATTN: GRANTS AND CONTRACTS ACCOUNTING STAFF HAS CREATED RECOMMENDED FOLDERS FOR PROJECT STATUS,
TASK STATUS, RESOURCE STATUS, EXPENDITURE ITEM DETAILS, AND COMMITMENT DETAILS WINDOWS.

ENTER SEARCH CRITERIA ON FIND PROJECT STATUS
WINDOW

E - 0%
Praject Key Member
Operating Unit |Chio University Operations Mame
Nurmber Murnber
MName Role
Type
Organization
Status i
Product Source R
Source Reference Mame
Murnber
Classification Relationship
Category
Class Code
Clear | ’T)

ATTN: YOU MAY SEARCH FROM ANY OF THE SEARCH CRITERIA FIELDS LISTED ON THE FIND PROJECT STATUS
WINDOW. HOWEVER, THE SEARCH CRITERIA FIELDS LISTED BELOW WILL BE THE FIELDS MOST LIKELY USED.
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Project Section

Project
Operating Unit |Ohio University Operations
MNurmber
Marne
Type
Organization
Status 7
Product Source

Source Reference

Number field: Enter the Project Number (either key value or use LOV).
Name: Enter Project Name (either key value or use LOV).
Type: Enter Project Type, i.e., State, Private, Federal Pell, etc. (either key value or use LOV).

Organization: Enter Organization, i.e. 30200 (either key value or use LOV).

AR A

Status: Click the dropdown arrow to choose Status (either key value or use LOV).
The Status of the Project will provide information on the whether or not the project

o OU only uses Approved and Closed.
Classification Section

Classification
Category
Class Code

1. Category: Enter Category (either key value or use LOV). Category is type of funding source.
2. Class Code: Enter Class Code (either key value or use LOV).

Key Member Section

Key members of a project are Project Manager (Principal Investigator, Pl), Program Managers
(Grants & Contracts Accounting staff), and CO-PI (Co-Principal Investigator). You can conduct the
Key Member search by either employee name or employee number.
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Key Member
Marne | %Bobeat¥]

Murmher
Role

1. Name: Enter Key Member Name (either key value or use LOV). The employee number field
automatically fills with the employee number.

2. Role: Enter Role (either key value or use LOV).

NOTE: You cannot search by Role until the Name and Number fields are complete. For example, you
may want to search for all projects where key member, Jane Bobcat is a CO-PI.

Key Member
Mame |Bobcat, Jane
Mumber 113621
Rale (CO-PI

Customer

The Customer name is the granting agency.

Custorner
Marre |%gold%|
Murnber
Relationship

1. Name: Enter the Customer Name (either key value or use LOV).

2. Number: When you select the customer name, the customer number is displayed in the

field.
3. Relationship: Automatically defaults to Primary. NO NEED TO CHOOSE ANYTHING.

Initiate Search

After all search criteria is entered, click the Find button to initiate the search. The search results are
displayed in the Project Status window. Refer to View Project Status Window section.

Clear Button

Click the Clear button to clear all existing data from the window and start a new search.

|

T OHIO Page 7

UNIVERSITY Finance/Grants and Contract Accounting




Projects-Project Status Inquiry Document ID: PA0010
Effective Date: 08/07/2014

VIEW PROJECT STATUS WINDOW

3 wlO
& | Now OUFMS: View Only Project Status Screen Cumrent Penod JUL 201414
Project Progect Name  Tot - Cst Bat Tot - Act Cost  Coment Amit E#1 to Cmpht Ow Bqt Fin % Crplt PTD - Act Cost
GADDTESAS ANEP 37 3656 00 725 072 BF 457917 §614.17 % am
GADT4E44A APPAL WRITIN 0 000 X 2000000 0 O 1000000 &7 o000
SAD0 G540 SEl 163 561 .00 000 J.00 169 561 .00
A 7068 { RBTUR 100 000 0 o0 ER2 &4 ) X 47 5 102 oo
GADOI3730 E 00 O | 00 0O
AL 15598 MGT NONPON 3 X 4 “- 00
GADO1B542 PUBLIC STRAT 75 000 00 290007 00C 7208593 4
ADDIB7 A ROLE OF VE &0 000 X 4334 47 ] (X 5 K65 5 41 Q00
. GADO 2967 TOPOF THE LI | 2855 424 00 2847 B0 95 631905 4257090 &5 000
FADDIE08 TRINITY HOSP 12 000 X 678166 000 5218.34 a7 o0
'
Totals | Events | Invoices )I

Commitrments Project | Resource Status | Tagk Status I

Field Description
Current Period | The current period, which is normally the current fiscal month and year
Project The project number

Project Name | The project name

Tot — Cst Bgt | The project’s total cost budget

Tot-Act Cost | The amount spent from inception to current period date

Commit Amt | Commitments are total outstanding requisitions, purchase orders, and
supplier invoices. It is an encumbrance you record when a purchase
requisition is approved.
Note: Supplier invoices are invoices that have yet to be posted.
Est to Cmplt | The available funds that are left (Total Cost Budget less Total Actual Cost
less Commitment Amount = Estimate to Completion or Balance available
OVR Bgt Over Budget - An asterisk (*) in this field indicates the project is over
budget

Fin % Cmplt | The percentage of actual expenditures spent of total budget dollars
PTD — Act Cost | (Period-to-Date Actual Cost) The amount spent during the current period
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Totals Button

Click the Totals button. The Project dollar amount columns now display totals.

Events Button
OU does not use this functionality.
Invoices Button
This window is not functional in the Project Accounting module.
Commitments Button
Using the Find Commitments window you can search for commitments charged to the project.

1. Click in the row of the project for which you want to review commitments.
2. Click the Commitments button. The Find Commitments window is displayed.

ATTN: IF YOU WANT TO SEARCH FOR ALL THE COMMITMENTS FOR THE PROJECT, CLICK THE FIND BUTTON WITHOUT
ENTERING ANY SEARCH CRITERIA.

Supplier Name Supplier Number
Expenditure Type Expenditure Organization

Commitrment Dates = Commitment Type

Clear ‘ Find I

w

Supplier Name: Enter Supplier name (either key value or use LOV).

4. Expenditure Type: Enter Expenditure Type (either key value or use LOV). These are the
natural account codes.

5. Commitment Dates: Enter Commitment from/to Dates (either key value or use LOV). You
can enter one date or a range of dates between the ‘from’ and ‘to’ fields. Also, if you want
to query for all commitments from the project inception date until current date, leave the
‘from’ field blank and then enter current date or month end date.

6. Supplier Number: Enter Supplier Number (either key value or use LOV). Supplier Number

automatically fills when selecting a Supplier Name.
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P Commitment Details (Ohic peral 37
@ Mew OUFMS: View Only Commitment Details Screen

7. Expenditure Organization: Enter the Organization Number associated with the Project
(either key value or use LOV).
8. Commitment Type: Enter a Commitment Type (either key value or use LOV).

Commitment Type Description
Purchase Order A purchase order obligation to an external supplier.
Requisition A purchase requisition.
An invoice that has not yet been posted to the general ledger.
Supplier Invoice
Note: They do not have to be approved to be displayed as a commitment.

9. Click Find button.
NOTE: In this example

The Commitment Details window displays.

, on the Project Status screenshot above, the commitments total $6319.05

for Project GA0017066. The Commitment Details window displays the individual commitments
that sum to the $6319.05 ($5.25 + $1750.00 + $2500.00+ $2063.80 = $6319.05).

cd

Commitment Date Regquestor Expenditure Organization | |Expenditure Type Task Mame Task Mumber PO Mumber PO Description Project Burdened Cost|Supplier Name || Approved Gluantity

06-DEC-2013
29-JAN-2014
13-5EP-2013
F-JUL-2014

Gill, Rebecca A (Becky) 08120 MULTIPH,
Gill, Rebecca A (Becky) 08120 MULTIPH,
08120 MULTIPH,

Gill, Rebecca A (Becky) 08120 MULTIPHASE INS™ 641000 EQUIPMENT RE MITIGATION CC |06 166512 Service provider agre 5.25 | EVOQUA WATEF o 525
ASE INST 331000 LABORATORY | [MITIGATION CC |08 172213 Payment for repairs 1.750.00|FIVES NORTH Al ] 175000
ASE INST 331000 LABORATORY | MITIGATION CC |06 156008 Fabrication of coupo 2500.00T & M MACHINE v 260000
ASE INST 791000 INDIRECT COST [MITIGATION CC |08 206380

Field Description
Commitment Date The date of the commitment
Requestor The staff member that originated the requisition that was turned

into a purchase order

Expenditure Organization

The charging organization

Expenditure Type

The natural account used to classify the expenditure

Task Name The Task name associated with the item
Task Number The Task number associated with the item
PO Number The Purchase Order number
PO Description The description of the transaction
Project Burdened Cost The total expense of the transaction
Supplier Name The name of the supplier
Approved If it is checked, the transaction is approved. If not, the transaction
is not approved.
Quantity Disregard this field. Refer to the Project Burdened Cost field.
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Project Button

Click the Project button to display the Project Information window. You can view the Project
Information header information or click on one of three tabs to view; Classifications, Customers, and
Key Members. See the screenshots below to explain the three tabs.

=] —lolx
v
MNumber |GAD017066 Mame |CUCURBITURILS IMN ORGANIC
Type PRINMATE Organization 04040 CHEMISTRY BIOCHEMIZ
Trans Duration |[01-AUG-2011 - 30-MOW-2014 Status  Approved
Description  |Cucurhiturils in Organic Reactions: Encaps Public Sector
Product Source Last Summarized
Source Reference Date [21-JUN-2014

PA Period  JUM2074-14
GL Period  JUN 2014-14

Classifications Custorers Key Members

MName MNumber Relationship Caontribution %
lAMERICAN CHEMICAL SOCIET 1076 PRIMARY 100 =
Field/Folder Description
Number Project Number
Type Project Type, i.e., State, Private, Federal Pell, etc.
Trans Duration The start date and finish date control when transactions can be

charged to the project. The ending date displays 90 days after the
departments last day to submit costs for this project.
Description Long description of the project. To view entire description at

once, click the Edit Field Eﬁ icon.
Name Project Name
Organization The Organization associated with the project at the project level.
At the task level there may be different organizations associated
with the project in the event that multiple
organizations/departments are collaborating on the project.
Status The Project Status, i.e., approved, closed, etc.

Last Summarized Date | The last date the transactions were updated.

Classifications Tab Category field is the source of funds. Class Code field is whether
it is an “Exchange” or “Non-Exchange” transaction.

Customers Tab The agency sponsoring the project.
Key Members Tab The key members assigned to the project.

A
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Classifications Tab

View the Category, Class Code, and Code Description.

Classifications Customers key Members

Category Clags Code Code Description
ATE] EXCHANGE Exchange =

Customers Tab

View Customers Name, Number, Relationship, and Contribution.

Classifications Customers Key hWMembers

Mumber Relationship Cantribution %
1076 PRIMARY 100 =

Key Members Tab

View Key Members; Employee Name and number, Role, and the effective dates of their role in the
project. Use the vertical scroll bar to view all the key members.

Clagsifications Customers Key Members

Effective Dates
Employee
Employee Mame Mumber Role From To
| Bobcat, Bobby 100817 Prograrm Manager 01-AUG-2011 = |
Administrator, Ann 102141 Program fanager 01-JAN-2000 31-JAN-2012
Faculty, Frank 103436 Frogram Manager 01-JAM-2000 -

NOTE: Key members of a project are Project Manager (Principal Investigator, Pl), Program Managers
(Grants & Contracts Accounting staff), and CO-PI (Co-Principal Investigator).
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Resource Status (@ Project Level) Button

The Resource Status window displays the expenditures grouped and summarized into resource
categories. Each resource category may include several natural account codes. Each resource
category is displayed with the same total columns displayed on the Project Status window. See View
Project Status Window section for column descriptions.

NOTE: For natural account descriptions refer to the OBIEE Segment Values tool found at:
http://www.ohio.edu/finance/customercare/upload/seg-val-list.xls. Once the excel sheet is open,
click on the Natural Account tab. It is recommended to save the link but do not save the excel file as
the information is continually updated.

> Resource Statug (Ohio University Operations) - GADO1 2887 =1S]x
S| New OUFMS: View Only Resource Status Screen 2
Resource Tot-CstBgt | Tot- Act Cost  Commat Amt  Estto Cmpit | Ow Bgt Fin % Cmpk  PTD - Act Cost
. COMMUNICATION 0.00 345304 0.00 | 0.00 a
PRINTING 000 138207 000 000
TELEPHONE 000 000 000
POSTAGE 000 000 0.00
REPAIR AND MAINTE? 000 0.00
MISCELLANEOQUS 15243102 142600 000 0 000
SUBCONTRALCTS 000 2083 00 000 000
NDIRECT COST 90110298 82953589 206380 6 2 0.00
EQUIPMENT 000 000 (17 000
SCHOLARSHIPS 000 8.716.00 000 000

WARNING: THERE IS NO DRILLDOWN FUNCTIONALITY FROM THE RESOURCE STATUS
WINDOW. REFER TO THE TASK STATUS WINDOW TO DRILLDOWN TO ACTUAL
TRANSACTIONS, COMMITMENTS, AND RESOURCE STATUS PER TASK.
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Task Status Button

The Task Status window displays all tasks associated with the project and the same total columns
from the Project Status window. Refer to the View Project Status Window section earlier in this
document for Task Status column descriptions that match the columns on Project Status window.

From the Task Status window you can also drilldown into Commitments, Actuals, Task, Actual
Expenditure Item Details, and Resource Status windows for task/subtasks displayed. In order to
drilldown into the windows mentioned above, you must have opened the lowest level task.

7434H

2| New OUFMS: View Only Task Status Screen ¥
Task Task Name | Tot-CstByt ||Tot- Act Cost | Commit Amt | Estto Crmph | Ow Bgt Fin % Crplt | |PTD - Act Cost

[ ] FY12 PROJECT 72432.78 7243278 0m 000 100 000
+13 FY13PROJECT| 41753022 41753022 0 000 100 000
+14 FY14PROJECT|  933347.00 | 86939574 0m 6395126 93 000
+15 FY15 PROJECT 000 155500 00 (1555.00) [* [ 000
+99 TOTAL MATCH 000 (G897261) 0m 58,972 61 0 000

Events Commitments Actuals Task | Resource Status

1. Click the Task Status button to display the Task Status window.

2. Double-click on the task and plus symbol (+) in front of the Task number in the Task field, to
expand all the subtasks associated with that particular task. A plus symbol indicates there
are subtasks grouped within the parent task.

3. Todrilldown into commitments, actuals, or resource status windows; click on the lowest
level task/subtask number

4. Click on the Commitments button, Actuals button, or Resource Status button.

To view an example of a Task with Subtask, the Task Status window (screenshot next) displays a project
task, #12, with five tasks. When you double-click on the number +12, the subtasks display.

=
| New OUFMS: View Only Task Status Screen v
Task Task Name | Tot-CstBgt |[Tot- Act Cost | Commit Amt | Estto Crpht || Ow Byt Fin % Cmph | PTD - Act Cost
[ 5B FY12 PROJECT 7243278 7243278 000 0.00 100 0nn
12.01 F Y12 RSAF 000 000 000 0.00 0 00
12.02 FY12 GRAD AS 000 000 000 0.00 0 00
12.03 FY12 POSTDO! 000 000 000 0.00 0 00
12.04 FY12 RESEAR! 72288.78 72288.78 000 0.00 100 00
12.05 FY12 DIR ADY 143.00 143.00 000 0.00 100 00

In the screenshot above, if you click in the row “12” instead of a subtask level, when you click the
Commitments button, an error message is displayed (see screenshot below). You are only able to
drilldown into Commitments, Actuals, or Resource Status windows from the lowest task/subtask level.

@ You cannot drilldown from this task. You can only drilldown
!

fram a lowest task.
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Projects-Project Status Inquiry

Drilldown to Task from the Task Status Window

The Task Status window displays information about the task or subtask. You can access the
information on each task and subtask level. The task/subtask description and date ranges of the task

or subtask are displayed.

1. Click on the Task or Subtask row.

2. Click the Task button. The Task Information window displays.

434

g‘ MNew OUFMS: Yiew Only Task Status Screen i

Task Task Name Tot- Cet Bgt  ||Tot - Act Cost || Commit Arnt Est to Crplt COvr But Fin % Cmplt PTD - Act Cost
. F¥12 PROJECT 72 43278 72 43278 0.00 0.o0 100 0.00
+13 F13 PROJECT 417 530,22 417 530,22 0.00 0.0 100 0.00
- 14 F¥14 PROJECT 933 347.00 569,395.74 0.00 B3 .951.26 ER) 0.00
14.01 F14 REAF 12 360.00 3,000.00 0.00 9,360.00 24 0.00
14.02 F14 GRAD AS 175,090,658 81,670.55 0.00 93.420.13 47 0.00
14.03 F¥14 POSTDO 279 509.00 245 007 45 0.00 31.501.52 89 0.00
14.04 F14 RESEAR! 275 509.00 369,906 63 0.00 (24 397 .63) * 134 0.00
14.05 F14 DIR ADW 190 575.52 166,511.08 0.00 24 06724 a7 0.00
+15 Fi15 PROJECT 0.00 1,555.00 0.00 (1,555.00) * ] 0.00
+39 TOTAL MATCH 0.00 (68,572.61) 0.00 558 972.61 0 0.00

A e e R G G T

Events ‘ Commitments | Actuals | Task | | Resource Status )
This is an example of the Task information for Task #12.
) Task Information (Ohio University Operations)
W
Task Number Task Name FY¥12 PROJECT COSTS
Task Manager Organization 30200 BIOMEDICAL SCIENCES
Service Type Research Location
Active Date |01-JUL-2011 - 17-MON-2012 I [ Chargeahle
Description JFY12 Project Costs I
Product Source
Source Referance
This is an example of the Task Information for Task/Subtask #12.01.
Task Mumber Task MName FY12 RSAF
Task Manager Organization 30200 BIOMEDICAL SCIENCES
Senice Type Research Location
Active Date  J01-JUL-2011 - 30-SEP-2012 I v Chargeable
Desctiption |F'12 Research and Scholarly Advancement Fellowship (REAF) I
Product Source
Source Reference
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Projects-Project Status Inquiry Document ID: PA0010
Effective Date: 08/07/2014

Drilldown to Commitments from the Task Status Window
The commitments window displays all commitments for the particular task or subtask.

1. On the Task Status window, view the commitments (Commit Amt) column to verify which
project task/subtask includes commitments.

2. Click on a task row that displays a commitment total in the Commit Amt column. In the
screenshot below, the task ‘14’ displays $162.20 total commitments. However, the 14 has a
plus symbol next to it. It has subtasks.

3. Double-click on the task to expand the subtask.

GF | hew OUFMS: Vigw Oty Tagk Status Scraun #

Tagk Taik Mama Tot - C4f Bt Tet - At Cost | Comma Al E&t 10 Cripk Cwe Byt Firi % Cmiplt FTD - At Cogt
12 FY13 PROJECT Wl a1 480 X 10K 1]

SAE ) |~

SIEAd) |° 100 000
0uog 0 0.00

4. Click the Commitments button. Once you click on a row that displays commitments, the
Commitments button illuminates. The Find Commitments window displays. For further
details and drilldown activity refer to the Commitments Button section in this document.

= =1

Supplier Name Supplier Number
Expenditure Type Expenditure Organization

Comritment Dates o Commitment Type

Clear ‘ Find

ATTN: IF YOU WANT TO SEARCH FOR ALL THE COMMITMENTS FOR THE TASK/SUBTASK, CLICK THE FIND BUTTON
WITHOUT ENTERING ANY SEARCH CRITERIA.

5. Enter search criteria and then click Find button or only click Find button to display
commitments totaling $162.20 for the subtask 14.01. The Commitment Details window
displays the total commitments for the subtask 14.01.

NOTE: For further details and drilldown activity, refer to the Commitments Button section
earlier in this document.
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Document ID: PA0010 Projects-Project Status Inquiry
Effective Date: 08/07/2014

Drilldown to Actuals from the Task Status Window
The Actuals button displays the expenditure details for a particular subtask.

1. Onthe Task Status window, click on a task row that displays totals in the actual cost
columns (Tot-Act Cost).

2. [Ifthereis a plus symbol (+) in front of the Task number that indicates there are subtasks
grouped within the parent task. Double-click on the task to expand the subtask/s.

3. Click the Actuals button. Once you click on a row that displays actuals, the Actuals button
illuminates. The Find Expenditure Items window displays.

AO17434H, 14.05

PA Periods | - JULZ2074-15
Employee Mame Employee Number
Supplier Mame Supplier Number
Organization Joh Mame
Expenditure Type Maon-Labor Resource

Man-Lahor Resource Ory

Claar | Find |

4. Enter search criteria and then click Find button, or

To get all actual expenditures-to-date, click Clear button, then click Find button. The
Expenditure Item Details window displays the total actual expenditures for the subtask.

ATTN: TO VIEW EXPENSES CHARGED TO A SPECIFIC NATURAL ACCOUNT CODE, CLICK IN THE EXPENDITURE TYPE FIELD
AND ENTER VALUE (EITHER KEY VALUE OR USE LOV). THEN CLICK THE FIND BUTTON.

NOTE: From this point you will be able to drilldown into Expenditure Item Details window, AP Invoice
window, Invoice Overview window, Payment Overview window, View PO window, and the Invoice
Workbench window. Refer to the Invoice Inquiry document for detailed instructions regarding the
Invoice Workbench and Payment Overview windows.
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Projects-Project Status Inquiry Document ID: PA0010
Effective Date: 08/07/2014

‘O Expenditure tam Details (Ohi

3| New OUFMS: View Only Exp tems Details Screen . v
Expenditure Ite PA Period Expenditure Organization Expenditure Category Expenditure Type Task Name Task Number Expenditure Group Expenditure Comment | Project Burdened Cost| E Nar Ei Number
VR JULZ2013-14 (30440 COM OFFICE OF [|SUPPLIES 331000 LABORATORY SUPPLIES |FY14 DIR ADY [14.08 AP-F7IEEVIT T3S LINER ABS PP BCK 20 ©8.34 FIZHER SCIENTIFIC 5263 =]
25-JUL-2013  |JUL 201314 30440 COM OFFICE OF ||SUPPLIES 331000 LABORATORY SUPPLIES |FY14 DIR ADY [14.08 AP-F7IBBVITT3S1 BRUSH CYLINDER 12 | 18.32 FISHER SCIENTIFIC 5263
25-0UL-2013 UL 2013-14 (30440 COM OFFICE OF | |SUPPLIES 331000 LABORATORY SUPPLIES [FY14 DIR ADY |14.05 AP-F7IREVIF739N ANTESTAT STAT-AWAY 1366 FISHER SCIENTIFIC 5263
25-JUL-2013 UL 2013-14 30440 COM OFFICE OF ||SUPPLIES 331000 LABORATORY SUPPLIES [FY14 DIR ADY |14.05 AP-77IREVIT 739 12-5/80 2-1/4¥8IN TABL 2612 FISHER SCIENTIFIC 5263
26-JUL-2M3 UL 201314 (30440 COM OFFICE OF ||SUPPLIES 331000 LABORATORY SUPPLIES |FY14 DIR ADY [14.08 AP-FTA0VIT 7402 AIRIT SPR FRNLY DSTI 70.86 FIZHER SCIENTIFIC 5263
26-UL-203 [JUL 201314 (30440 COM OFFICE OF ||SUPPLIES 331000 LABORATORY SUPPLIES |FY14 DIR ADY [14.05 AP-FTANNVIT7422 DETERGENT LIG NALG 134.78 FISHER SCIENTIFIC 5263
25-JUL-2013  |JUL 201314 30440 COM OFFICE OF ||SUPPLIES 331000 LABORATORY SUPPLIES |FY14 DIR ADY [14.08 AP-TTA2IVITTA22 SHAKER DUAL ACTION 1,682.80 FISHER SCIENTIFIC 5263
25-0UL-2013  AUG 2013-14 30440 COM OFFICE OF | |SUPPLIES 331000 LABORATORY SUPPLIES [FY14 DIR ADY |14.05 MP-FTABEWI7 7487 WWTR BATH MOL 184 1 871.97 FISHER SCIENTIFIC 5263
25-JUL-2013 AN 2014-14 30440 COM OFFICE OF ||SUPPLIES 331000 LABORATORY SUPPLIES [FY14 DIR ADY |14.05 AP-F7ABEWIZ 7487 WWTR BATH MOL 184 1 0.00 |FISHER SCIENTIFIC 5263
09-AUG-2013 |AUG 2013-14 30440 COM OFFICE OF ||SUPPLIES 331000 LABORATORY SUPPLIES |FY14 DIR ADY [14.08 AP-FTEA0VIT 7043 TAPE RULE 1 X25 YE 8.46 |OFFICEMA INC 5217 =
| »
( PO Receipt ‘ [ 2w )
Field Description
Exp Item Date The date the expenditure was expensed to the project.
PA Period The month/period when the expenditure was expensed
Expenditure Organization | The organization to which the goods/services were expensed.
Expenditure Category The equivalent to the Resource Categories.
Expenditure Type The expenditure type is the natural account code expensed.
Task Name The Task name associated with the item.
Task Number The Task number associated with the item.
Expenditure Group Accounting transaction reference number used by Finance.
Expenditure Comment The comment entered for the individual expenditure item.
Project Raw Cost The project expenditure item cost with no burden cost included.
Project Burdened Cost The total expenditure cost for that particular expense goods/services.
Employee/Supplier Name | The Supplier name.
Employee/Supplier Number | The Supplier number.

PO Receipt Button

OU does not use this functionality.
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Document ID: PA0010 Projects-Project Status Inquiry
Effective Date: 08/07/2014

AP Invoice Button Drills Down Into Invoice Overview Window From Expenditure Item Details

The AP Invoice button allows the user to drilldown into the Payables module to view more details
about the expense transaction.

ATTN: YOU CAN ONLY DRILLDOWN INTO TRANSACTIONS THAT HAVE AN EXPENDITURE GROUP NUMBER THAT
BEGINS WITH “AP” (AS HIGHLIGHTED IN RED ON NEXT SCREENSHOT).

1. On the Expenditure Item Details window, click on an expenditure row that displays an
Expenditure Group number that begins with a designation of “AP”, which will permit you to
drilldown into the Payables module to view more transaction details.

NOTE: The other method you can use to verify if the expenditure item is one that has drilldown
capability, is to click on the row of the particular expenditure item. If the AP Invoice button
illuminates, the transaction has drilldown capability.

2. Click the AP Invoice button. When you click on an expenditure row that has drilldown
capability the AP Invoice button illuminates. The Invoice Overview window displays.

penditure Itam Deta 74344, 14.05

@ MNesw OUFMS: Wiew Only Exp ftems Details Screen 2

inditure 1te|PA Period | Expenditure Organization | Expenditure Categary Expenditure Type Task Name | Task Number | Expenditure Group Expenditure Comment | Project Burdened Cost| Emplay pplier Nar | Emplay pplier Numbe

I JUL 2013-74 30440 COM OFFICE OF | SUPPLIES 331000 LABORATORY SUPPLIES [FYV14 DIR ADY 1405 AP-FT3EEVIFT391 LINER ABS PP BCK 20 B8.34 [FISHER SCIENTIFIC 6263
JL2013 UL 2013-14 (30440 COM OFFICE OF || SUPPLIES 331000 LABORATORY SUPPLIES [FY14 DIR ADY | |14.05 AP-7T30BVIT7391 BRUSH CYLINDER 12| 19.32 |FISHER SCIENTIFIC 5263
JL2013 UL 2013-14  |30440 COM OFFICE OF | SUPPLIES 331000 LABORATORY SUPPLIES [FV14 DIR ADV 1405 AP-7738BVI77391 ANTISTAT STAT-AVA* 1366 |FISHER SCIENTIFIC 5263
JL2013 UL 2013-14  |30440 COM OFFICE OF | SUPPLIES 331000 LABORATORY SUPPLIES [FYV14 DIR ADY 1405 AP-FT3EEVIFT391 12-5/8X 2-1/43EIMN TABL 28.12 |[FISHER SCIENTIFIC 6263
JL2013 UL 2013-14 (30440 COM OFFICE OF || SUPPLIES 331000 LABORATORY SUPPLIES [FY14 DIR ADY | |14.05 AP-TTA01VI77402 AIRIT SPR FRNLY DSTI 70.86 [FISHER SCIENTIFIC 5263
JL2013 UL 2013-14  |30440 COM OFFICE OF | SUPPLIES 331000 LABORATORY SUPPLIES [FV14 DIR ADV 1405 AP-FTA1VITT 422 DETERGENT LIG MALG 13478 |FISHER SCIENTIFIC 5263
JL2013 UL 2013-14  |30440 COM OFFICE OF | SUPPLIES 331000 LABORATORY SUPPLIES [FYV14 DIR ADY 1405 AR-FTA2VITT 422 SHAKER DUAL ACTION 1682 80 |FISHER SCIENTIFIC 6263
JL2013 | AUG 2013-14 {30440 COM OFFICE OF || SUPPLIES 331000 LABORATORY SUPPLIES [FY14 DIR ADY | |14.05 AP-TT4BBVIT7 487 WTR BATH MDL 184 12 671.97 |FISHER SCIENTIFIC 5263
JL2013 JAN 2014-14 |30440 COM OFFICE OF | SUPPLIES 331000 LABORATORY SUPPLIES [FV14 DIR ADV 1405 AP-77ABENVI77 487 WTR BATH MDL 184 1¢ 0.00 FISHER SCIENTIFIC 5263
UG-2013 AUG 2013-14 30440 COM OFFICE OF | SUPPLIES 331000 LABORATORY SUPPLIES [FYV14 DIR ADY 1405 AP-FTHA0VI7 7543 TAPE RULE 1 X256 YE 8.46 |OFFICEMAX INC 6217
Ll

( EO Receipt J ‘ AP Invoice )
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Projects-Project Status Inquiry

Document ID: PA0010
Effective Date: 08/07/2014

View Invoice Overview Window

The Invoice Overview window displays invoice details including the supplier information, the
purchase order number, Hold information, and scheduled / actual payments. From the Invoice
Overview window a user can drill down into Payment Overview, View PO, and Invoice Workbench.

File Edit Yiew

Tools ‘Window Help

0 HEBEP € DEL LO0HEH B P
= e
Trading Partner FISHER SCIENTIFIC Site |FISH 13551 COLL
Supplier Num 5283 Operating Unit |Ohio University Operat
Invoice Num 0919958 Type |Standard Date [06-AUG2013
Batch Mame Currency |USD Amount 871.97
‘oucher BOD71932 Unpaid 0.00
PO Number 150058 Release Unapplied
Receipt Num Settlement Date
Invoice Status Description
Approval (Mot Required Active Hold Reason
Status Walidated B a|
Accounting  Processed
Payment Fully Paid ~
Scheduled Payments Actual Payments
Curr Amount Remaining Due Date Held Paid By Paid On
. UsD &71.97 0.00|05-5EP-2013 1123687 - Check 03-3EP-2013 =
Fayment Overview Wiew EO Supplier ‘ Irvice Workhench
Field Description
Trading Partner Supplier.

Invoice Num

The invoice number associated with the expense.

PO Number The purchase order number to which this invoice is matched.
Amount The amount to be paid or paid on the invoice.
Description The description of the invoice.
Invoice Status The status of the invoice and payment.
Scheduled

Payments section

The Scheduled Payments displays information that the invoice is scheduled to be paid.
Although, the Due Date field reflects the actual due date of the invoice, the actual
check date will be the next scheduled check run. As a reminder, the actual check date
can be viewed after the check has been distributed via the Payments Overview
window. If there is a hold on the invoice, even though the invoice is scheduled to be
paid, the check will not be distributed until the hold is released.

Held

If there is a checkmark in the box, there is a hold on the invoice. The invoice will not be
paid until the hold is released. To see hold information, click on the Invoice Workbench
button and then Holds button.

Actual Payments

Payment(s) that have been made on this invoice. If more than one invoice is scheduled

section to be paid to the same supplier one check may include multiple invoices. To verify the
total amount paid to the supplier that includes the specific invoice from this window,
click on the Payment Overview button for the total amount paid and a list of the
invoices included in the payment.
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Document ID: PA0010
Effective Date: 08/07/2014

Projects-Project Status Inquiry

Drilldown from Invoice Overview Window to Payment Overview

The Payment Overview button allows the user to drilldown into the Payables module to view more

details about the payment made to the supplier.

o]

Operating Unit |Ohio University Operation

Mumber [1123657

Currency |[USD

Date [03-SEP-2013
Payment Process Request |APOISERP2013# STANDZ
Woucher
Status [Megotiable Bank
Cleared Arnaurnt
Cleared Date

“oid Date

Maturity Date
Invoices
Number Amaount Paid GL Date
. 0396451 36.06 |03-SEP-2013
0395102 93.32 |03-3EP-2013
0896452 36.52 |03-5EP-2013
Invoice Owveriew ‘ Bank

Payee

Paid To Mame |FISHER SCIEMTIFIC
Taxpayer 1D 23-2942737

Armount 7 33029 Supplier Number 5263 Site |FISH 13551 CO

Address 13551 COLLECTION CTR DR
CHICAGO, IL 60693

Name Bank One

Account |OU Operations

Payment Document |0 Operating Check
Payment Method Check

Payment Process Profile

Description

-

‘ Supplier | Payments

1. Click the Payment Overview button. Payment Overview window displays.

2. View the total payment to the supplier for one invoice or multiple invoices. If there are
multiple invoices paid to the same vendor on the same day, the invoice numbers will be
listed in the Invoices section of the Payment Overview window.

NOTE: There is no drill down functionality from the Payment Overview window. Refer to the
Invoice Inquiry document for more details on the Payment Overview window.

ATTN: THE TOTAL PAYMENT AMOUNT DISPLAYED ON THE INVOICE OVERVIEW WINDOW MAY NOT BE THE TOTAL
AMOUNT OF THE ACTUAL CHECK THE SUPPLIER RECEIVED. THE TOTAL AMOUNT OF THE CHECK PAID TO THE SUPPLIER
WILL BE DISPLAYED ON THE PAYMENT OVERVIEW WINDOW.

NOTE: For example, the bottom portion of the Invoice Overview window captured from above
displays the check # 1123687 and the invoice paid was in the amount of $871.97. The Payment
Overview window (above) displays the same check number 1123687 in the amount of $7334.29
which paid multiple invoices listed in the Invoices section of the Payment Overview window.

Scheduled Payments

Curr Amount Remaining Due Date
. USD 871.97 0.00 05-SEP-2013

Payrnent Oweriew “iew Receipt iew PO

Actual Payments
Held Paid By Paid On
|1123687 - Check 03-SEP-2013 | =

-

Supplier | Irwoice Workbench

OHIO
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Projects-Project Status Inquiry Document ID: PA0010
Effective Date: 08/07/2014

Drilldown from Invoice Overview Window to View PO

The View PO button allows the user to drilldown into the Purchasing module to view more details
about the purchase order.

Site FISH 13551 COLL

Trading Partner

Supplier Mum 5263 Operating Unit | Ohia University Operat
Invoice Mum 0245553 Type |Standard Date 25-JUL-2013
Batch Mame Currency |UZD Amount 149.44
Woucher BO070334 Unpaid 0.00
PO Number 150058 Release Unapplied
Receipt Mum Settlement Date
Invgice Status Description
Approval  [Not Required Active Hold Reazon
Status |Validated B B
Accounting Processed
Payment  Fully Paid ~
Scheduled Payments Actual Payments
Curr Amount Remaining Due Date Held Paid By Paid On
. UsD 149.44 0.00 24-AUG-2013 [ 1122812 - Check 22-AUG-2013 =

Payment Overview Wiew Beceipt I Wiew BO | Supplier | |mwoice WWarkbench

1. Click the View PO button. The Purchase Order Shipments window displays. This is the
window that displays the purchase order information. Refer to the View Purchase Order
Shipments Window section of the Purchase Order Inquiry document.

=5 = =] £3
E
Number Release | Line | Shipment |ltem UOM | |Ship To Organization
. 150058 1 1 EA Ohio University Operations =
150058 2 1 EA Ohio University Operations
150058 3 1 CcS Ohio University Operations
160058 4 1 EA Ohio University Operations
150058 5 1 EA Ohio University Operations
150058 (3 1 EA Ohio University Operations
160058 7 1 EA Ohio University Operations
150058 g 1 EA Ohio University Operations
150058 el 1 CS Ohin University Operations
1 r

2. Click on the purchase order line number. Click the Distributions button. The Purchase Order
Distributions window displays. Refer to the View Purchase Order Distributions Window
section of the Purchase Order Inquiry document.

MNumber Release Line Shiprnent Distribution ltern Description
. [151 7 1 1 SHAKER DUAL =
150055 7 1 2 SHAKER DUAL
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Document ID: PA0010
Effective Date: 08/07/2014

Projects-Project Status Inquiry

Drilldown from Invoice Overview Window to Invoice Workbench

The Invoice Workbench button allows the user to drilldown into the Payables module to view more

details about the invoice.

=

— O X

Trading Partner |FIZHER SCIENTIFIC Site FISH 13551 COLL
Supplier Mum 5263 Operating Unit - Ohio University Operat
Invoice Mum 0245555 Type |Standard Date 25-JUL-2013
Batch Mame Currency |[USD Amount 149.44
Voucher |BOD70334 Unpaid 0.00
PO Number |150058 Release Unapplied
Receipt Num Settlement Date
Invaice Status Description
Approval  |Mot Required Active Hold Reason
Status |Validated -
Accounting | Processed
Payment |Fully Paid -~
Scheduled Payments Actual Payments
Curr Armount Remaining Due Date Held Paid By Paid On
. uUsnD 149 44 000 24-AUG-2013 1122812 - Check [22-AUG-2013 =l
Payrnent Overview Wiew Receipt Wiew B0 Supplier | I |mwoice YWarkbench I

1. Click the Invoice Workbench button. The Invoice Workbench window displays. This is the
window that displays more invoice information.

Operating Unit

Customer Taxpayar ID | Type

Batch Actual Total

PO Numbef Trading Pal|Supplier Mum || Supplier Site||Invoice Date [Invoice Num | Imvice | |

B Chio University Oper | Standard FISHER S( 5263 FISH 13651 | [25-JUL-2013 0245598 usb [T
4] 3
1 General 2 Lines 3 Holds 4View Payments  § Scheduled Payments & View Prepayment Applications
Surnmary Amount Paid Status
Items 149.44 USD 143 44 Status Validated
Retainage Accournted | Ves
Prepayments Applied Approval Mot Required
Withhelding Holds 0
Subtotal 149.44 Scheduled Payment Holds 0
Tax
Freight
Miscellaneous Descrption
Total 149,44
Calculate Tax Tay Details All Distributions

2. To access more information, click any of the tabs, click the All Distributions button, click File
Menu>Tools>View Invoice Overview or View Accounting Events.

Refer to the View Invoice Workbench section of the Invoice Inquiry document for more

detailed instructions.
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Projects-Project Status Inquiry Document ID: PA0010
Effective Date: 08/07/2014

Drilldown to Resource Status (@ Task/Subtask Level) from the Task Status Window

The Resource Status window displays the expenditures grouped and summarized into expenditure
categories for a particular task or subtask. Each resource category may include several natural
account codes. Each resource category is displayed with the same total columns displayed on the
Project Status window. See View Project Status Window section for column descriptions.

1. Click on a task row or a subtask row.
2. Click the Resource Status button. The Resource Status window displays.

Click on a row that displays Actual costs or commitments, then click on the Actuals button (Find
Expenditures window displays) or the Commitments button (Find Commitments button displays)
accordingly.

NOTE: For further details and drilldown activity for the Actuals button refer to the Drilldown to
Actuals from the Task Status Window section earlier in this document. For further details and
drilldown activity for the Commitments button refer to the Commitments Button section earlier in
this document.

NOTE: For natural account descriptions refer to the OBIEE Segment Values tool found at:
http://www.ohio.edu/finance/customercare/upload/seg-val-list.xIs. Once the excel sheet is
open, click on the Natural Account tab. It is recommended to save the link but do not save the
excel file as the information is continually updated.

O Resource Sta Ohio University Operatio GA017434H, 14.05
g‘ Mew OUFMS: View Only Resource Status Screen &
Resource Tat - Cst Bgt  ||Tot - Act Cost || Cammit Amt Est to Crmplt Crr Byt Fin % Cmplt PTD - Act Cost
SUPPLIEE 0.00 917137 0.00 @737 - ] 0.00 =
TRAVEL 0.00 0.00 0.00 0.00 ] 0.00
COMMUNICATION 0.00 99.00 0.00 @9.00) = 0 0.00
PRIMNTING 0.00 0.00 0.00 0.00 ] 0.00
TELEPHOME 0.00 0.00 0.00 0.00 ] 0.00
POSTAGE 0.00 1.115.20 0.00 (1,115,300 |* ] 0.00
REPAIR AND MAINTER 0.00 132.00 0.00 (13z.00 | 0 0.00
MISCELLAMECQUS 45,045.00 0.00 0.00 46 046.00 0.00
EQUIPMENT 0.00 & 900.07 0.00 (3.900.07) |~ ] 0.00
TRANSFERS 0.00 0.96 0.00 (0.96) [* 0.00 -
1 »
Events Commitrments | Actuals I

ZOOM-VIEW OR PRINT ANY IMAGED DOCUMENT

Anytime there is a document where the zoom icon is illuminated you can view the document.
Refer to the Oracle Navigation document.
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