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Policy

[bookmark: _GoBack]Following is the procedure, which includes, roles, processes and preferences, for the xyz setup in PeopleSoft for xyz University.

Procedure

	Step
	Action

	1. [bookmark: ID0x000001AF] 
	Go to the Menu and select PeopleTools.

	2. 
	Select Security.

	3.
	Select User Profiles.

	4.
	Select Distributed User Profiles.

	5.
	In the blank field next to User ID begins with enter User ID.

	6.
	Click the Search button and select User ID.

	7.
	Select the tab General.

	8.
	Enter in the Primary field the one checked (x) below:
	 x
	BOR_xx000

	 
	BOR_xx000B

	 
	BOR_xx000C




	9.
	Click the [image: Action area of the screen image]button.

	10.
	Select the tab User Roles and click the [image: Action area of the screen image]  to add the roles checked (x) below)
	 x
	BOR PeopleSoft User

	 
	BOR Reconciliation User

	 
	BOR_AD_HOC_APPROVE

	 
	BOR_ADP_PAYROLL_ADJ

	 
	BOR_ADP_PAYROLL_FYE_REPORT

	 
	BOR_ADP_RET_BEN_ACCTG

	 
	BOR_ADP_SUPP_PDR

	 
	BOR_AM_CUSTOM

	 
	BOR_AM_DEPRECIATE

	 
	BOR_AM_INQUIRY

	 
	BOR_AM_INTERFACES

	 
	BOR_AM_MAINTENANCE

	 
	BOR_AM_PHYS_INVEN

	 
	BOR_AM_PROC

	 
	BOR_AM_REPORTS

	 
	BOR_AM_SERV_RPR

	 
	BOR_AM_SETUP_CONFIG

	 
	BOR_AP_1099_PRC

	 
	BOR_AP_1099_RPTS

	 
	BOR_AP_CNTRL_GRPS_MAINT

	 
	BOR_AP_CRTE_PMNTS_MAINT

	 
	BOR_AP_CRTE_PMNTS_PRC

	 
	BOR_AP_CUSTOM_PRC

	 
	BOR_AP_INQUIRY

	 
	BOR_AP_PAYCYCLE_APPROVE

	 
	BOR_AP_REPORTS

	 
	BOR_AP_SETUP_CONFIG

	 
	BOR_AP_VOUCHER_ENTRY

	 
	BOR_AP_VOUCHER_LOAD

	 
	BOR_AP_VOUCHER_MAINT

	 
	BOR_AP_VOUCHER_PRC

	 
	BOR_BANK_PROCESSING

	 
	BOR_BANK_SETUP

	 
	BOR_BP_GRANTS

	 
	BOR_BP_INQUIRE

	 
	BOR_BP_PROCESSES

	 
	BOR_BP_REPORTS

	 
	BOR_BP_SETUP

	 
	BOR_BP_UPDATES

	 
	BOR_BUYER_APPR

	 
	BOR_CAT_AP

	 
	BOR_CAT_Requester

	 
	BOR_CR_USER

	 
	BOR_EP_ADMINxx

	 
	BOR_EP_BUD_REF_APPR

	 
	BOR_EP_BUYER_CENTER

	 
	BOR_EP_CONFIG_SETUP

	 
	BOR_EP_INQUIRY

	 
	BOR_EP_MAINT_REQ

	 
	BOR_EP_MAINT_REQ_SCI

	 
	BOR_EP_PROCESSES

	 
	BOR_EP_RA_CHANGEALL

	 
	BOR_EP_REASSIGN 

	 
	BOR_EP_REQ_APPROVE

	 
	BOR_EP_REQUESTER

	 
	BOR_FN_ADMIN_REPORTING

	 
	BOR_FN_CONFIG_SETUP

	 
	BOR_FN_NVISION

	 
	BOR_FN_TREE_MGR

	 
	BOR_FN_TREE_VIEW

	 
	BOR_GL YE_REPORTS

	 
	BOR_GL_ADMINxx

	 
	BOR_GL_ADP_REPORT

	 
	BOR_GL_BUD_OVERVIEW

	 
	BOR_GL_CHARTFIELDS

	 
	BOR_GL_ENC_LEDG_BLD

	 
	BOR_GL_FDM_MAINT

	 
	BOR_GL_FN_UTILITY

	 
	BOR_GL_INQUIRE

	 
	BOR_GL_JOURNAL POSTING

	 
	BOR_GL_JOURNAL_ENTRY

	 
	BOR_GL_JOURNAL_GENERATION

	 
	BOR_GL_JOURNAL_POSTING

	 
	BOR_GL_JRNL_APPR

	 
	BOR_GL_PAY_INTERFACE

	 
	BOR_GL_PERIOD_END

	 
	BOR_GL_PRC_JRNL_PRC

	 
	BOR_GL_PROCESSING

	 
	BOR_GL_REPORTS

	 
	BOR_GL_TIGA_PROCESSING

	 
	BOR_KK_ADMINxx

	 
	BOR_KK_BUD_APPR

	 
	BOR_KK_BUDGET_ENTRY

	 
	BOR_KK_BUDGPROG_RPTS

	 
	BOR_KK_INQUIRY

	 
	BOR_KK_PROCESS_ADJUSTMENTS

	 
	BOR_KK_PROCESSES

	 
	BOR_KK_REPORTS

	 
	BOR_KK_RESET

	 
	BOR_KK_SETUP

	 
	BOR_LOCAL_SEC_ADMIN_VW

	 
	BOR_PO_ADMINxx

	 
	BOR_PO_APPROVE

	 
	BOR_PO_ASSET_APPR

	 
	BOR_PO_BUD_REF_APPR

	 
	BOR_PO_BUYER_APPRR

	 
	BOR_PO_INQUIRY

	 
	BOR_PO_MAINTAIN

	 
	BOR_PO_PROC_CONTRACTS

	 
	BOR_PO_PROCESS

	 
	BOR_PO_RECEIVING

	 
	BOR_PO_RECV_EPRO

	 
	BOR_PO_REPORTS

	 
	BOR_PO_REQ_APPROVE

	 
	BOR_PO_REQ_MAINT

	 
	BOR_PO_REQ_PROCESS

	 
	BOR_PO_SETUP_CONFIG

	 
	BOR_PO_VENDORS_ADD

	 
	BOR_PO_VENDORS_APPROVE

	 
	BOR_PO_VENDORS_CORR

	 
	BOR_PO_VENDORS_MAINT

	 
	BOR_PT_CONCUR_USER_VW

	 
	BOR_PT_QRY_ALLACCGRPS

	 
	BOR_PT_QRY_PUBLIC

	 
	BOR_PT_QRY_PUBLIC

	 
	BOR_QRY_xx000

	 
	BOR_QRY_SENSDATA

	 
	BOR_VOUCHER_ASSET_APPR

	 
	BOR_VOUCHER_BUD_REF_APPR

	 
	BOR_WORKCENTER_USER

	 
	ReportSuperUser

	 
	SUPERVISOR

	
	



For roles above that require route controls settings:

(1) Select Route Control for this role
(2) Add Route Control Profile:
i. Admin Area (All)
ii. Business Units (xx000)


	11.
	Click the [image: Action area of the screen image]button.

	
	Go to the Menu, select Setup Financials/Supply Chain.

	
	Select Common Definitions.

	
	Select User Preferences.

	
	Select Define User Preferences.

	
	In the blank field next to User ID begins with enter User ID. Click the Search button.

	
	Select Overall Preference.

	
	Business Unit and SetID is xx000.

	
	Change the As of Date to the current date.

	
	Click the [image: Action area of the screen image]button.

	
	Select Process Group.

	
	No Process Group should be selected in this section.

	
	Click the [image: Action area of the screen image] button.

	
	Place a √ next to the following:
1. Allow Processing
2. Use Event  Notification


	
	Type ARITSPLT for Source Transaction or Click the [image: ] next to the blank field to search for Source Transaction. Select ARITSPLT.

	
	Add the following Process Group for Source Transaction:  ARITSPLT:
1.ARACTIONA
2.ARACTIONL
3.ARPOST

	
	Type ARMNTWS for Source Transaction or Click the [image: ] next to the blank field to search for Source Transaction. Select ARMNTWS.

	
	Add the following Process Group for Source Transaction:  ARMNTWS:
1. ARACTIONA
2. ARACTIONL
3. ARACTIONN
4.ARPOST

	
	Type AROPIE for Source Transaction or Click the [image: ] next to the blank field to search for Source Transaction. Select AROPIE.

	
	Add the following Process Group for Source Transaction:  AROPIE:
1.ARACTIONA
2.ARACTIONL
3.ARACTIONN
4.ARPOST

	
	Type ARPAYWS for Source Transaction or Click the [image: ] next to the blank field to search for Source Transaction. Select ARPAYWS.

	
	Add the following Process Group for Source Transaction: ARPAYWS:
1.ARACTIONA
2.ARACTIONL
3.ARACTIONN
4.ARPOST

	
	Type ARTRNWS for Source Transaction or Click the [image: ] next to the blank field to search for Source Transaction. Select ARTRNWS.

	
	Add the following Process Group for Source Transaction: ARTRNWS:
1. ARACTIONA
2. ARACTIONL
3. ARACTIONN
4. ARPOST

	
	Type ARUNPOST for Source Transaction or Click the [image: ] next to the blank field to search for Source Transaction. Select ARUNPOST.

	
	Add the following Process Group for Source Transaction: ARUNPOST:
1. ARACTIONA
2. ARACTIONL
3. ARACTIONN
4. ARPOST

	
	Type VCHR_STM for Source Transaction or Click the [image: ] next to the blank field to search for Source Transaction. Select VCHR_STM.

	
	Add the following Process Group for Source Transaction: VCHR_STM:
1. PST_VCHR

	
	Type VOUCHER for Source Transaction or Click the [image: ] next to the blank field to search for Source Transaction. Select VOUCHER.

	
	Add the following Process Group for Source Transaction: VOUCHER:
1. BUDGET_CHK
2. DOC_TOL
3. MATCHING
4. MTCH_DT_BC
5. PST_VCHR

	
	Click the [image: Action area of the screen image] button.

	
	Select User Preferences. 

	
	Select Product preference then Asset  Management

	
	In the section Edit Options for Interface Tables select “All” for the each of following:
1. Edit Financial Information: All or None
2. Edit Phy A Information:  All or None
3. Edit Phy B Information:  All or None

	
	Click the OK button.

	
	Click the [image: Action area of the screen image] button.

	
	Select General Ledger.

	
	Click [image: ] next to the blank field Ledger. Select ACTUALS.

	
	Click [image: ] next to the blank field Ledger Group. Select ACTUALS.

	
	Click [image: ] next to the blank field Source. Select ONL.

	
	No items √ in the section for Journal Entry Options.

	
	In the Online Journal Edit Defaults section, place a √ next to the following:

Re-Edit Previously Edited

	
	In the Journal Post Defaults section, place a √ next to the following:

1. Skip Open Item Reconciliation
2. Skip Summary Ledger Update

	
	In the section  Budget Post Options, place a √ next to the following:

Skip Entry Event Processing.

	
	User Specified should be selected for *Parent Budget Generation. 

	
	Click the [image: Action area of the screen image] button.

	
	Select User Preferences, Product preference, Procurement, Contract Process

	
	No settings √ and Contract Status is blank.

	
	Click the OK button.

	
	Click the [image: Action area of the screen image] button.

	
	Select User Preferences, Product preference, Procurement Payables Online Vouchering

	
	Select Payables Online Vouchering.

	
	Click  [image: ] next to the blank field for Origin. Select ONL.

	
	Select Do not Check Voucher Amount and place a √ next to the following: 

1. Manually Schedule Payments
2. Authority to Override Match
3. Record Payment

	
	In the Quick Invoice Configuration section, place a √ next to the following:

1. Req. Valid Chartfield Combo’s
2. Require Balanced Invoice

	
	Select Security for Voucher Styles and place a √ next to the following:
1. Allow Regular Voucher
2. Allow Adjustment Voucher
3. Allow Template Voucher

	
	Click the OK button.

	
	Click the [image: Action area of the screen image] button.

	
	Select User Preferences, Product preference, Procurement, Receiver Setup

	
	Verify PO Remaining Qty is selected by default.

	
	Verify Receiving Business Unit: 43000 Kennesaw State University is entered as default.

	
	Verify that Days+/- Today equals 0.

	
	Click the OK button.

	
	Click the [image: Action area of the screen image] button.

	
	Select User Preferences, Product preference, Procurement, Requisition Authorizations

	
	No items √ in this section.  Or
Place a √ next to the following items:
1. Close
2. Full Authority for All Requesters.
Note:  This user is also setup as an ePro Approver. 
Refer to the ePro Approver setup documentation to complete that setup.

	
	Click the OK button.

	
	Click the [image: Action area of the screen image] button.

	
	Select User Preferences, Product preference, Procurement, Purchase Order Authorizations

	
	No items √ in this section.  Or
Place a √ next to the following items:
1. Approval
2. Cancel
3. Close
4. Can Work Approve PO’s
5. Override Non-Qualified POs for Close
6. Full Authority for All Buyers


	
	Click the OK button.

	
	Click the [image: Action area of the screen image] button.

	
	Security Control View Only is selected.

	
	Click the OK button.

	
	Select User Preferences, Product preference, Procurement, Supplier Processing Authority

	
	No items √ in this section.

	
	Click the OK button.

	
	Click the [image: Action area of the screen image] button.

	
	To add this user to the Buyer Setup so they are an “active” Buyer in the system, go to the Menu, select Set Up Financials/Supply Chain.

	
	Select Product Related.

	
	Select Procurement Options.

	
	Select Purchasing. 

	
	Select Buyer Setup.

	
	On the Find an Existing Value tab enter the User ID in the Buyer field. No matching values were found will be the search result if the user is not already setup as a Buyer.


	
	Select the Add a New Value tab.

	
	Enter the User ID in the Buyer field.

	
	Click the Add button.

	
	Confirm or enter 43000 for the Department SetID, Ship To SetID, and Location Set ID fields.

	
	Confirm or enter SHARE for the PO Origin field.

	
	Confirm or enter ONL for the Origin field.

	
	Confirm Phone, Fax, Department, Ship To, and Location fields are blank. fields are blank.
Note: KSU does not cur`rently populate these fields.  The ePro Requester contact info takes precedence and is populated on requisitions.

	
	Select Active for the Status field.

	
	Select Pending Approval/Approved  for the  Default PO Status.

	
	Click the Save button.

	
	For Commitment Control (KK) Setup:  Select User Preferences, Product preference, Procurement, Doc Tolerance Authorizations

	
	No items √ in this section.

	
	Click the OK button.

	
	Click the [image: Action area of the screen image] button.

	
	Select Commitment Control from the Menu.

	
	Select Define Budget Security.

	
	Select Assign Rule to User ID.

	
	Click  [image: ] and search for User ID.

	
	Click [image: ] and add the rules checked (x) below for this setup:
	 
	BUDG_DT_AP 
	Upgrade rule for Budget Date security

	 
	BUDG_DT_AR 
	Upgrade rule for Budget Date security

	 
	BUDG_DT_BI 
	Upgrade rule for Budget Date security

	 
	BUDG_DT_EX 
	Budget Date Expenses

	 
	BUDG_DT_GL 
	Upgrade rule for Budget Date security

	 
	BUDG_DT_PO 
	Upgrade rule for Budget Date security

	 
	BUDG_DT_RQ 
	Upgrade rule for Budget Date security

	 
	BUD_ENTRY 
	Restrict budget entry to a limit set of users

	 
	BYPASS_BD 
	BYPASS BUDGET

	 
	OVRD_AP 
	Upgrade rule for Budget Override Security

	 
	OVRD_AR 
	Upgrade rule for Budget Override Security

	 
	OVRD_BU 
	Upgrade rule for Budget Override Security

	 
	OVRD_EX 
	Override Expenses

	 
	OVRD_GL 
	Upgrade rule for Budget Override Security

	 
	OVRD_PO 
	Upgrade rule for Budget Override Security




	
	End of Procedure.
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