Reference Guide

Business Process Navigation
1. To create a new form 1. Main Menu > Finance Navigation >
2. Search for a previously submitted form Employee Self-Service > Forms >

2. Main Menu > Finance Navigation >
Employee Self-Service > Forms >
Search / Fill a Form

Process 1: Create a From

Use the following navigation to create a Form.

1. From the Menu, select Finance Navigation > Employee Self-Service > Forms >
2. Select a Form.

3. Select | AddaMew Value

4. Please note: Any field displaying an asterisk (*) is required.

5. Subject: Please enter a relevant title. This Subject will display in the Approver’s worklist.

Fa\rovr'rtes MainvMenu > Employee gelF—Ser\rice b Foims » Food Purchase Request
Form Instructions Attachments
Foed Purchase Request
*Subject: |
Priority: | 3-Standard vl Due Date: ki
Status: Initial

6. Priority: Changing the Priority will not cause a change to the position in the Approver’s worklist, so this may be left as a 3 —
Standard.

7. Due Date: May be entered.

8. Status: This updates as the form is created (Initial), in workflow (Pending) and then either Approved or Denied.

- ) - ) ) Instructions
9. Detailed instructions specific to the Form will be displayed on the
More Information:
Save
10. Enter any additional information in the More Information field.
Attachments

11. You may attach any files relevant to the form. Click s—
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Favorites
el

Main 31 enu > Employee ge lf-Service

¥

Foer > Vendor Request

" Form | Instructions "

Vendor Request

*Subject: [

Download Templates Personalize | Find | View A1 | B | 3 Firat B q o5 4 I Last
Description Attached File Open
1 Open
Upload your attachments Personalize | Find | View A1 | B 3 Firat B g orq I Laat
*Description Attached File Attach Open
1] | attach | Open =
| Attach o _ Upload
12. To upload an attachment, click -, then Browse. Select the desired file, and click .
13. Certain forms will have a file that should be filled out and submitted along with the form. One example of this is the Deposit
Form:
Fa\rovr'rtes Mainf‘lenu > Employee §e|f—Service > FOLI’T'S » Deposit Report
" Form [ Instructions "
Deposit Report
*Subject: |
Download Templates Perzonalize | Find | *

Description Attached File Open
1/CE_Deposit_CF_Listxls CE_Deposit_CF_Listxls Open
2/15_Deposit_CF_Listxls 15_Deposit_CF_Listxls Open

Upload your attachments
*Description Attached File Attach Open
1| | attach | open =
14.
15. To detach an attached file, click on the Open , choose Save As, and save the file.
| Attach | o ~ Upload

16. To upload the completed spreadsheet, click -, then Browse. Select the desired file, and click ——————— ..

More Information:

| Save |
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 Form . Save

17. Return to the main Form page by clicking s gnd click " to save the transaction.

Favorites | Main Menu > Employee Seff-Service > Forms > Search/Fill a Form

" Instructions [ Attachments

Seq# 81 Vendor Request
~Subject: Testing Form
Priority: [3-Standard v| Due Date: B
Status: Initial | Preview Approval | Submit
. SBubmit
18. Click ———— 1
ORACLE'

Home | Workist |
Favorites | Main Menu > Worklist > Worklist
- : - -

Detall View Work List Filters: | V| E) Feed
personalize | Find | view A1l | B | 2 First K1 447 or a7 I Lact
From Date From Wiork ltem Worked By Activity Priority Link
Kenneth Transaction FormApproval, 81, ASSET RET, :
Schumacher  |04/2512013 | Approval Workiow 1900-01-01 1 0. AsserRetleient (.. MarkWorked | [ Hezeeion |
FormApproval, 191, VENDOR ADD .
Kenneth Transaction
EGE quest
Schumacher 05/06/2013 Approved Approval Workflow agggoﬂr‘l gél MN_0.Vendor Request || MarkWorked ||| Reassign. |
Kenneth Transaction FormApproval, 192 VENDOR ADD .
oo -
Schumacher 05/06/2013 Approved Approval Workflow Cfg?ﬂ%g]R[]—13é\l 0. Vendor Reguest | Mark Worked | \ Reassian |

19. After action has been taken on your form, you will see activity in your worklist: Main Menu > Finance Navigation > Worklist >
Worklist. If your request was denied please review the comments on the form. You may need to add additional information
and submit your form again.

Favl:ﬂ'rtes Mainvl'u'lenu » Employee geIF—Senrice = FDLFI"E » Search/Fill a3 Form

" Instructions |/ Attachments

Seg# 80 Vendor Request
Subject: MEW VENDOR
Priority: J-Standard Due Date;
Status: Approved | Approver Status |
20.
Approver Status |

21. Click on

SPPS PeopleSoft 9.1 Training Page 3




Reference Guide

22.

23.

24.

Favorites Main Menu > Employee Self-Service » Forms » Search/Fill a Form

Vendor Request

Subject NEW VENDOR

= \endor Request: 80: Approved
1

Approved
v Mary Engel
Vendor Creator
07/22M13 - 11:30 AM

Review/Edit Approvers

The approver(s) and any comments will be displayed.

< Vendor Request: 1319:Denied  (&ViewHide Comments

1
Approved Denied
v Rick Marko N Jan Fennell
WFL AP Vendor Form Approvers Vendor Creator
09033 - 1:16 PM 090513 - 2:02 PM

—~ Comments

Jan Fennell at 09/05/13 - 2:02 PM
(09/05/2013 Added address to vendor ID#17064. |f

i Comment History

Clickon [ to expand Comments or Comment History.

If it was approved and the form was for a vendor, the newly created vendor ID number will be listed as a hyperlink at the
bottom of the form. The creation of a vendor ID or update of an address doesn’t mean that it's immediately accessible, but

rather the vendor request has been entered into the system for final approval.
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More Information:

Related Documents Personalize | Find | view 40| B | B Fist B0 4074 O (ast
Link to Related Component Component Hame Submitted By Submitted Date/Time
1 SHARE/O000044640 VYNDR_ID 029784 07/22M13 11:31:01AM

Process 2: Search for a Previously Created Form

Use the following navigation to locate a Form that was created. All created forms will be available for review.

1. From the Menu, select Finance Navigation > Employee Self-Service > Forms > Search /Fill a Form

Favorites : Main Menu : Employee Seff-Service » Forms » SearchfFil a Form

Search/Fill a Form

Enter any information you have and click Search. Leave fields blank for a list of all values.

ELGEGRSTELLAEITENE © Add a New Value |

~ Search Criteria

Sequence Number: |= W |
Subject: begins with V||
Form: begins with | Q
Document Key String:| begins with |

Priority: [= v | v|
Due Date: = v 5
Approval Status: | = V| | v|
[Icase Sensitive

| Search || Clear ]Elasic Search [E] Save Search Criteria

Search Results

View All First [4] 1-110f11 [p] Last
Sequence Number Subject Form Document Key String Priority Due Date Approval Status Created Date/time
72 test VEMDOR. ADD SHARE/O000044636 |3-Standard|(blank) |Approved 062642013 3:32PM
73 550 VEMDOR ADD (blank) 3-Standard|(blank) Approved 0B/26/2013 2:49PM
4 ssn testttt VEMDOR ADD (blank) 3-Standard (blank) |Approved 06/26/2013 3:51PM
75 ssnpt2 VEMDOR ADD SHARE/N000044637 | 3-Standard (blank) |Approved 062602013 3:57PM
76 with SSM VEMDOR_ADD (blank) 3-Standard|(blank) Approved 062712013 10:21AM
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2. All forms created will be displayed.

3. If the Approval Status for your form displays “Initial®, it needs to be submitted for workflow to process. (Process 1, Step 18)
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