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	APPROXIMATE TRAINING TIME:


	30 minutes

	ACCOMPANYING MATERIALS:


	Presentation_Intro to PeopleSoft for Non-Traditional Users.ppt
Handout_Intro to PeopleSoft for Non-Traditional Users.doc



	TARGET AUDIENCE:
	Non-Traditional PeopleSoft Users who will be using the Travel and Expense module



	TARGET LEVEL:
	L1 – Little to no PeopleSoft experience is required



	PREREQUISITES:
	None



	LEARNING OBJECTIVES:
	Slide #2

· Define and identify the purpose of PeopleSoft.
· Identify why PeopleSoft is used at this institution
· Describe how individual employees are involved with PeopleSoft
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	Define and identify the purpose of PeopleSoft.

Slide #3

PeopleSoft is an integrated software package that provides a wide variety of business applications to assist in the day-to-day execution and operation of business processes. 
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At this institution, we use PeopleSoft Financials for financial applications and HRMS for Human Resource applications. We will concentrate primarily on PeopleSoft Financials.

Each individual application, Financials and Human Resources, interacts with other applications to offer an effective and efficient means of working and reporting in an integrated fashion across the enterprise.
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PeopleSoft is a database application whose purpose is to provide enterprise-wide business solutions. 

What is a database? A database is a large collection of data organized especially for rapid search and retrieval of information. 
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PeopleSoft is a relational database. Strictly speaking, a relational database:

· Provides multiple databases in which data can be stored and retrieved

· Data items are known as attribute values, or fields

· Data is stored in organized tables, in a smaller amount of space

· Has the capability of generating predetermined or ad-hoc queries (reports) in real time
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The PeopleSoft Financial System is where financial transactions (other than payroll) are recorded, stored and can be retrieved in a varieties of ways to provide information to business staff, managers, and leaders to make decisions. 

The data in PeopleSoft Financials is determined to be the system of record and is therefore, necessary to ensure the transactions recorded are accurate.
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The purpose of the PeopleSoft Financial System is to track spending and revenue for the Institution. In order to do this, it is necessary to break down where expenses and revenues should be posted to in the General Ledger. To do this, the Financial System uses a Chart of Accounts. We will discuss the Chart of Accounts later in this lesson.


	


	Why is PeopleSoft Used at This Institution?
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Currently, this institution uses PeopleSoft Financials for financial management and accounting, as well as PeopleSoft HRMS for Human Resources and Payroll functions. In this course, we are going to address the PeopleSoft Financials system.

PeopleSoft Financials is the primary tool for managing finances throughout the University System of Georgia. 

The USG financials management system is the model for budgeting, purchasing, paying vendors, managing capital assets, and keeping track of accounts.
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All thirty-one USG institutions, the University System Office, and Skidaway Institution of Oceanography use the same model enterprise application for financial management.

This centralized model results in standard policy interpretation, consistent documentation, and timely support.

The GeorgiaFIRST Financials Project supports PeopleSoft Financials deployed for production to 33 units of the University System of Georgia.


	


	PeopleSoft Financials Modules
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This institution uses the following PeopleSoft Financial modules:

· eProcurement

· Purchasing

· Accounts Payable

· Asset Management

· Travel and Expenses

· Accounts Receivable (Skidaway and USO only)

· Budget Prep

· Commitment Control

· General Ledger
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eProcurement

The ePro Module is a subset of the Purchasing Module and is designed to make it easier for a casual user to request items through the use of requisitions.


	

	Slide #13
· ePro sends requisitions to the Purchasing Module to become Purchase Orders.

· ePro works with Commitment Control to determine if funds exist in the appropriate budgets and to record pre-encumbrances (money requested to be used for a specific purpose)
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Purchasing

Purchasing is the business process of procuring goods and services from vendors in order to continue business operations. The Purchasing module involves creating requisitions, managing purchase orders, and receiving goods. Purchasing works with Accounts Payable to issue payments for goods and services received.
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· Feeds Purchase Order information into Accounts Payable to create vouchers to pay for items and services purchased.

· Passes asset information to Asset Management, enabling the capitalization of assets at the point of receipt

· Works with Commitment Control to determine if funds exist in the appropriate budgets and to record encumbrances (money approved and reserved to be used for a specific purpose)
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Accounts Payable

AP is the money a business owes others. Accounts Payable are current liabilities incurred in the normal course of business as a firm purchases goods or services with the understanding that payment is due at a later date. This module ties vouchers and vendors with invoices, purchase orders and receipts in order for the institution to make timely and correct payments.


	


	Slide #17
· Receives information from Purchasing to create vouchers from POs
· Passes asset information to Asset Management enabling the capitalization of assets at the point of receipt

· Works with Commitment Control to determine if funds exist in the appropriate budgets and to record expenditures

· Works with Travel and Expenses to process reimbursement payments and cash advances for employees
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Asset Management

This module was designed to help institutions maintain physical control over their organization’s assets, perform complex financial accounting, enable them to plan for future asset needs, and provide a central repository for complex asset info.
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· Receives asset information from Purchasing and Accounts Payable

· Creates accounting entries posted to the General Ledger from asset additions, adjustments, and retirements.
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Travel and Expenses

The Travel and Expense module includes brand new functionality that allows employees to submit travel authorizations and expense reports online. It also enables managers to approve these transactions online, saving time and effort.
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· Works with Accounts Payable to process reimbursement payments and cash advances for employees

· Works with Commitment Control to determine if funds exist in the appropriate budgets and to record pre-encumbrances from Travel Authorizations and encumbrances from Expense Reports

· Works with PeopleSoft HRMS to load individual employee data from the HR system into the Travel and Expense module so individual employees can initiate their own travel and expense transactions
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Accounts Receivable

This module works with customers and receivables. Accounts receivables are liquid assets that are created as a result of a sale of a product or services to a customer on account.
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Accounts Receivable creates accounting entries posted to the General Ledger
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Budget Prep

This module assists institutions in creating new budget by allowing extraction of all budget-related information from the PeopleSoft Financials and HRMS systems, allowing the institution to manipulate the information and then exports the new info back to the systems to create the budget for the new year.
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· Works with the General Ledger and PeopleSoft HRMS to pull previous budget information in order to prepare for upcoming year’s budget

· Exports budget changes back to Financials and HRMS for new budget year
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Commitment Control

· Finances that have been reserved for a specific financial transaction, prior to final approval and posting to the General Ledger.

· Enables you to control expenditures against predefined budgets

· Helps you avoid overspending by providing budget checking and commitment accounting functionality. It can automatically check commitments and expenditures against control budgets, spot any exceptions, freeze the affected transactions, and notify you of the exceptions, enabling you to limit commitments and actual expenditures to authorized budget amounts.
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General Ledger: 

· Accounting records that show all the financial statement accounts of a business.

· It is the final ledger in the financial system which holds all financial transactions used for external and summary financial reporting and financial management.
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Creates journal entries and posts from Asset Management, Accounts Payable, Accounts Receivable, Travel and Expenses, purchasing, and Payroll (HRMS) to the General Ledger, which is the core of the PeopleSoft Financial System.


	

	Chartfields and Chartfield Strings
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In PeopleSoft, the Chart of Accounts is comprised of informational fields that provide the basic structure to segregate and categorize transactional and budget data. Each informational field is called a “Chartfield.” Examples of Chartfields are Department, Account, Fund, Program, and Project.
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Combining a series of chartfields makes up a Chartfield string. A Chartfield string is used to define, identify, categorize and sort transactions.

Anatomy of a Chartfield String: It is the Chartfield String that allows billing, budgeting, reporting, allocations, and other financial transactions to occur and ensure transactions are posted to the right accounts.
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A Chartfield String is like a check. It is comprised of individual components that provide information about where money is being drawn to pay for expenses or where money is being deposited.
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On a check, you have items such as your name/address, date, bank routing number, account number, and check number.

· Your name/address indicates whose money you are using.

· The bank routing number indicates which entity (or bank) is holding the funds.

· The account number indicates from which account to pull the funds.

· The check number provides tracking of funds paid.
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A Chartfield string also indicates the same thing. You will often see the business unit, account, department, fund code, program, and possible project.

· The business unit indicates which entity is holding the funds.

· The Department indicates whose money you are using.

· The account, fund code, program, and project indicate from which account to pull the funds.

Remember, Chartfields are informational fields that aid in segregating and categorizing transactions and budgets in PeopleSoft.  A PeopleSoft Chartfield is a field that stores data. Chartfields are what tie together transactions across the various PeopleSoft modules. A PeopleSoft Chartfield string is any sequence of Chartfields that together determine the funding source for a transaction, similar to a bank check.


	


	How are individuals involved with PeopleSoft?
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Even though you may not have anything to do with working in the primary PeopleSoft Financials modules, such as Accounts Payable or Purchasing, each employee has access to the PeopleSoft system to view their paycheck and leave balances. In addition, each employee has access to request reimbursement for travel and expenses directly in PeopleSoft.
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PeopleSoft HRMS offers a Self-Service site where users can log into the database to review their own information, including pay and compensation, leave hours, and personal information. 

The PeopleSoft HRMS Self Service site also has a link (once activated) that allows each employee to submit expense reports for travel and other expenses. This connects directly into the Travel and Expense module of the PeopleSoft Financials system. This is necessary whenever you need to be reimbursed for any travel expenses or other expenses as allowed by your institution. 


	

	Slide #36
The Travel and Expenses module through this self-service site in PeopleSoft is the official means for requesting reimbursement for travel expenses. 
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Before doing anything, you must be registered for PeopleSoft HRMS Self Service. If you do not have access to the PeopleSoft HRMS Self Service site, please contact your HR office.

Within the PeopleSoft Self Service site, you will have very limited access, primarily to information that only pertains to you. 
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This is an example of what is available once you have registered for PeopleSoft Self Service:

· Personal Information Home: Review and edit your contact information, including name and marital status changes

· Benefits Home: Review health, life insurance, flexible spending accounts or other benefit info.

· Payroll and Compensation Home: Access your online paycheck, direct deposit, and other deduction or contribution information.

· My Leave Balances: Review vacation and sick leave balances.

· Travel and Expense Home: Enter, submit, and review travel authorizations, expense reports, and cash advance requests

· Setup Expense Reimbursement Options: Review and update expense reimbursement address and payment information. 

To learn more about the Travel and Expense portion of the PeopleSoft self-service site, please take the next course, Introduction to PeopleSoft Travel and Expenses. 
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PeopleSoft is a web-based application. This means that you do not need any special programs loaded onto your computer to access it.  You will need Internet access though.

To access your PeopleSoft Self-Service site, you should contact your HR office for specific instructions. 

There are certain guidelines that you should follow for best results when using PeopleSoft Self Service.

· Turn off all pop-up blockers for the site. 

· Make the web site a “trusted site.”

· Install any necessary website security certificates.

If you need any assistance with changing your settings, you should notify your institution’s Workstation/IT department to request assistance.
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Any Questions?
	


Conclusion
	SUMMARY:
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· Defined and identified the purpose of PeopleSoft.

· Identified why PeopleSoft is used at this institution

· Reviewed the PeopleSoft Financials Modules

· Described how individual employees are involved with PeopleSoft



	CLOSURE:
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To be determined by instructor

Next class in this series is “Introduction to the PeopleSoft Travel and Expense Module”
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