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Password Resets 

To have your password reset, please contact the helpdesk at ext 8552 or helpdesk@csuci.edu.  
Please be sure to include what system (finance or HCM/CS) as well as your user name.  

 
 

Issue Reporting  
To report issues you are experiencing in PS Finance, please contact Marysia Wancewicz, 
Financial Analyst and/or Missy Jarnagin, Director of Budget, Procurement and Support Services 
at Marysia.wancewicz@csuci.edu and missy.jarnagin@csuci.edu.   

 
PeopleSoft Access Requests 

For new security requests please complete a PeopleSoft Access Request Form 
www.csuci.edu/cicms/documents/CSUCI_PSoft_SystemAccessRequestForm_20080122.pdf  
Route this form to the appropriate signatures and forward to the helpdesk where a ticket will be 
opened for each request 
 
It is NO longer necessary to request specific reports.  All users will have access to all financial 
reports published in the report manager. 
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Vendors 
Vendor Look-Up 
Home > 
Vendor > Add/Update > 
Vendor 

 
Use SetID: CICMP and 
further limit the results by 
either typing in the Vendor 
name or by typing in the 
first few letters of the 
vendor name. Click 
“Search” 
 
 

A list of vendors who meet 
the criteria specified will 
appear. Click on the vendor 
who you would like to view 
information on.  

Information on the vendor 
will appear. Clicking on 
each tab at the top will 
provide additional 
information for each vendor. 
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Review Vendor 
Home > 
Vendor > 
Add/Update > 
Review Vendors 

 
Type in criteria to 
limit the data to 
the range of data 
necessary.  
 
Click “Search” 

 
A list of results 
that meet the 
criteria specified 
will appear.  

 
To view all the 
information on one 
page, click on the 
View All Tabs 
button. ( ) 
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Purchase Orders 
In PeopleSoft, you can view Purchasing information organized in a variety of formats. For 
example, you can view information for a single purchase order or view all purchase orders for a 
vendor. You can inquire on purchase order activities and accounting entries. 
Purchase orders also are available for printing. The PO print process prints an unauthorized copy 
of the purchase order. The process does not dispatch the purchase order. 
 
Purchase Orders 
Home > 
Purchasing> 
Purchase Orders> 
Review PO 
Information> 
Purchase Orders 

 
Type in CICMP for your 
business unit.  
Enter the information 
about the purchase order 
that you know, including 
PO ID, Vendor ID. You 
can expand the criteria on 
these fields to “contains” 
instead of “begins with”  
- Only business unit is 
required. Complete as many 
fields as possible to narrow 
the time required to retrieve 
POs and the number of POs 
retrieved. 
Click Search.  
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Select a PO from the list 
by clicking on it.  
 
 

 
You will be directed to 
the PO Summary page. 

 
Click the Schedule tab 
to view shipping 
information for the 
purchase order. 
 

 
 
This page displays 
schedules on a per-line 
basis. Use the scroll area 
for the PO Schedule 
group box to view 
schedule information for 
each line of the PO.  
 
Click on Return to Main 
Page to go back to the 
summary page. 

 



 8

 
Activity Summary 
Home > 
Purchasing > 
Purchase Orders > 
Review PO   
Information >  
Activity Summary  
 
Business unit is CICMP 
Type in any additional 
information you know 
about the PO  
 
Click Search.  

A list of results meeting 
the criteria will appear. 
Click on the PO you 
would like to review 
information on.  

 

The activity summary 
displays information on 
the quantity ordered, 
amount ordered, receipt, 
invoicing, matching.  
 
To view all the 
information on one 
page, click on the View 
All Tabs button. ( ) 
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Print Pos (Department View) 
Home > 
Purchasing > 
Purchase Orders > 
Review PO Info >  
Print POs 
 
Click on “Search” to 
bring up your run control.  
 
If there are no results a 
new run control must be 
added by clicking on the 
“Add a New Value” tab.  
For instructions on 
adding a new run control  
open the “creating a run 
control” process guide 
found on the budget 
website 

 

Using an Existing value 
run control, certain fields 
remain saved from the 
previous run. Business 
unit must be filled in as 
well as the status of the 
POs you would like to be 
included.   Any item with 
an * is required. 
 
Click “Run” 

 
Make sure the Server 
Name is “PSUNX” and 
the PO Dispatch/Print 
report is checked.  
 
Click “OK” 
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You will be directed back 
to the run control page 
and the process instance 
will appear in the right-
hand corner. Click on 
Process Monitor. 

 

Click “Refresh” until the 
Run Status is “Success” 
and the Distribution 
Status is “Posted”. Click 
on “Details” 

 
Click on “View 
Log/Trace” 

 
Click on the PDF link. 
The PDF file will open 

A report with all of the 
POs matching the criteria 
specified will display.  
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CSU PO Remaining Balance Inquiry 
Home > 
Purchasing >  
Purchase Orders >  
CSU PO Remaining 
Balance Inq 
 
Type in the business unit 
“CICMP” and the PO 
number  
 
Click Search  

Click on the PO you 
would like to see the 
remaining balance for.  

 
The remaining balance 
and all vouchers related 
to the entry will be 
displayed. 

 
 
Purchase Order:  Open PO & Activity Reports 
Home > 
Purchasing >  
Purchase Order > 
Reports >  
CSU PO Detail Activity 
Report 
 
Click Search to bring up 
your run control. If no 
run control is available, 
follow the directions in 
“Creating a Run Control 
ID” 
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The business unit will be 
“CICMP”.  
 
All * items are required. 
 
The more criteria 
entered the more limited 
the results, the least 
amount of information 
entered the greater the 
results and the longer 
the report will run 
 
Click “Run” 

 
Select the “PSUNX” as 
the Server Name (any 
other servers selected 
will not run current 
report) and the report or 
reports you would like 
to run are checked. The 
Open PO report lists all 
POs that are currently 
“open” within the 
criteria selected. The PO 
Activity Report lists all 
POs open and closed for 
the criteria selected as 
well as the payments 
made against the POs. 
 
Click “OK” 

 
On the run control page, 
click on “Process 
Monitor”  
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Click Refresh until the 
Run Status is “Success” 
and the Distribution 
Status is “Posted” 

 
Click on Details. 

 
Click on View 
Log/Trace 

 
Click on the PDF file to 
view your report. A PDF 
file will open listing all 
requested information. 

 
Click on the return 
button to go back to 
process monitor.  
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Accounts Payable 
 

Vouchers Lookup 
 
Accounts Payable > 
Vouchers >  Add/Update 
> Regular Entry 
 
Type in the business unit 
“cicmp” and at least one 
other criteria.  
 
 

 
A list of vouchers which 
meet the criteria 
specified will display.  
 
Click on the voucher you 
would like to view 
information for. 
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Information on the 
voucher will appear. 
Clicking on each tab at 
the top will provide 
additional information 
for each voucher. 

 
 
Review Payment Information 
Review AP > Payments 
> Payment Information 
 
Type in the information 
you would like to use 
for your search.  
 
Click “Search”.  

A list of results that 
meet your criteria will 
display. Click on the 
Show Tabs button to 
view other information 
including vendor 

name.  
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General Ledger 
Journals: Journal Entry 
Home > 
General Ledger > 
Journals >  
Journal Entry > 
Create/Update Journal 
Entries 
 
The business unit will be 
CICMP. Enter any other 
search criteria, a max of 
300 records will be 
returned 
 
Click “Search”.  

 
Click on the journal ID 
for the journal you 
would like to view. 

 
Click on the “Lines” tab.  
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The journal lines will 
display 10 lines at a 
time. To view the next 

set of lines click the  
button.  

 
 
Back up for all non system generated journals are located in Accounting. 
 
Chart of Accounts Look-Up 
Home > 
Set Up Financials/Supply Chain > 
Common Definitions >  
Chartfield Values 
 
Click on the Chartfield you would 
like to lookup.  
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Use the criteria above to aid in 
your search. The SetID will 
always be CICMP. 
 
For example on account, most of 
the time you will want to look up 
expenses, so you would use the 
“begins with” “6” to look up all 
available accounts. 

You can also look items up based 
on description. You can change 
the drop down on description to 
“contains” and then type in a word 
you would expect to find in the 
description.  
 
 

 
When you have entered all the 
criteria you would like to use to 
find the Chartfield, Click 
“Search.” 
 
A list of options meeting your 
criteria will display. Click on your 
choice to view more information. 
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Report Manager: Viewing Reports 

Home > 
Reporting Tools >  
Report Manager 
 
On the Report Manager page 
click on the “Explorer” tab.  

To view reports, click on the 
folder next to “Financial 
Reports” 

 
The available report types are:  
 
Summary: a summary of all 
charges by division 
DeptbyFund: All 
expenses/revenues within a given 
department 
Trial Balance: A summary by 
fund by account 
Programs: All transactions tied to 
a given program 
Projects: All transactions tied to a 
given project 
Grants-Classes: All transactions 
tied to a class 
 

 

Click on each folder to open it 
until you reach the report listing.   
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Click on the report you would 
like to open. 

Click on the report to download 
the report into excel. Once the 
report is downloaded, you will be 
able to do an nVision drill to 
show the details behind the 
number. 

 
Fund/Dept Id Budget Report 

CSU & SW Reporting > 
Campus Reports > 
Fund/Deptid Report  
 
Click Search to bring up 
your run control. To add 
a new run control; 
follow the directions 
found in the “Creating a 
Run Control ID” 
section. 

 
On the run control page, 
set the criteria you 
would like to use for the 
report.  
 
The business unit will be 
“CICMP”.  
 
All * items are required. 
 
The more criteria 
entered the more limited 
the results, the least 
amount of information 
entered the greater the 
results and the longer 
the report will run. 
 
Click “Run” 
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Make sure the Server 
name is “PSUNX”.  
 
Check the box for the 
report with process 
name “CIGL0001”.  
 
Click “OK” 

 
You will be directed 
back to the run control 
page. 
 
Click on the link to 
“Process Monitor”  

 

Click “Refresh” until the 
run status is “Success” 
and the distribution 
status is “Posted”.  

 
Click on the “Details” 
link. 

 
Click on “View 
Log/Trace” 

 
Click on the PDF file. 

 
The report will open in a 
new window. The first 
page of the report is 
your run control 
information, the 
department or fund 
report summary can be 
found on page 2.  
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Query Viewer 

Reporting Tools > 
Query > Query Viewer 
 
All public queries 
created at CSU Channel 
Islands will begin with 
CI. You can search for 
queries based on their 
name, description, and 
the records and fields 
they use.  
 
Type in your criteria and 
click “Search” 

 
A list of results meeting 
your criteria will appear. 
 
Click on the Excel link 
for the query you would 
like to run to download 
the results directly to 
Excel.   

 

If there is a prompt, 
complete the fields in 
the prompt before 
clicking on “View 
results”  

 
Choose whether to open 
or save the file. 
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A report will open with 
results that meet the 
criteria specified.  

 
 
 

Process Monitor 
To view your current 
and completed 
processes go to 
Peopletools > 
Process Scheduler > 
Process Monitor 
 
A list of all current 
processes that have 
been run will appear 
along with their run 
status. You can 
control the number 
of days of reports by 
changing the number 
and clicking refresh.  
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Creating a Run Control ID 
In order to run a 
process, a run control 
ID must be created.  
 

 
Move to the “Add a 
New Value” tab.  

 
Type in a Run 
Control ID that is 
relevant to the 
process you are 
running. For instance 
in this case, we are 
running Monthly 
reports, so I will use 
the Run Control ID 
“POREPORTS” 
(Note: Run Control 
IDs can have up to 30 
characters, but cannot 
have any spaces.) 
 
Click Add. 

 

Fill in the information 
requested by the 
reports.  

 


