Changes since
Training Creation

**Updates to Online Trainings and Workshops In Process**
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PO Creation — Transactor Reminder

For transactors, when a
requisition has completed
the approval routing, it will
return to the transactor for
action!

Create a Purchase Order

1. Procure to Pay

2. Purchase Orders

3. Select the Requisition Lines
Requiring Actions

4. Select all rows associated

with the specific requisition

number

Add to document builder

Click OK

Orders Pending Acknowledgment

0w P &

Add to Document Builder
4 Procurement BU

Selected Requisition Lines
UCRBU v

Actions v | View v Format v Freeze  [g] Detach
4 Document Builder

Requisiton Line Line Description Amount Currency

UCRR00001082 1 4899 USD

CODN Recor ding Microj phone Isol

UCRR00001083 2

Freight

2000 USD ‘

Columns Hidden 44

Add All Selected

g Style
Purchase Order

Emergen Supplier

O N W

Click Create | e
A confirmation pop-up will e

The document (Purchase Order) UCRP00000463 was created

Recently Added Lines

appear. Click OK

— Freight 20.00 USD
CODN Rect roph... 48.99 USD
Total 68.99 USD

‘RH Create} Clear




If there is a freight line, bring
the Receipt Close Tolerance
Percent and the Invoice Close
Tolerance Percent to 100.

Complete Freight

1.

w

In the Additional Information
section, select Schedules

Select the Freight line

Click the Pencil icon to edit
Update Receipt Close Tolerance
Percent and the Invoice Close
Tolerance Percent to 100

Once done, click OK

Freight — Transactor Reminder

4 Additional Information

End User | Helen Kotke

Context Prompt

. ) . - . - N . . . econdary Requested Promised
Line Edit Delete Split Item Revision Descri iption Schedule * Location Org; Quantity UOM Quantity Secondary UOM P Ordered Delivery Dat Delivery Daty Del
/’ < o CODN Re Micropl uct Eac 48 4899 06/152023 06/15/2023
s’ < Freight CRiversid Q| UCR_INV_US 20| Eal 1.00 2000 (061152023 fg | | 06/152023 g
4 Receiving Controls
Early Rece Tol nce in Days ‘ Receipt Close Tolerance Percent
Receip nc Days‘ eipt T
elivery Date  06/1
piion Action ‘\m" o Receipt Routing | Direct delivery v
Ship-to Exception Action “w”e ow substitute receipts
4 Billing
ice M ption ‘me ount | 1511-18083-A01010-543100-40-000-0 | 5,
Match Approval Level ‘r.va, Budget Date | 06/08/2023 fe
.............................. \
4 Additional Information
hl,
ds Stat

4 _Shinning and Daliver

Country of Origin




Communicate PO — Transactor Reminder

Communicate the PO to the supplier via e-mail.

Communicate to Supplier

1. Select E-Mail as the Communication Method

2. Confirm the email address is correct for the supplier

3. If desired, enter your email in the CC field to receive a copy of the email
4. Click Save and Submit

DEV5

TRAINING

%  Edit Document (Purchase Order): UCRP00000463 x

Edit Document (Purchase Order): UCRP00000463 @ ¥

Main  Contract Terms

4 General @ D
\
Procurement BU UCR BU Supplier Contact - Total Tax 429 USC
Requisitioning BU UCR BU
ommuni E-Ma otal 7328 USC
Procuremen
ysca
o i F

Sold-to Legal Entity The Regents of the University of California Riverside

Bill-to BU L

Status  Incomplete
Funds Status He

* Buyer | Kotke, Helen v

v
ation Date  06/09/2023
»tau
Terms  Notes and Attachments
Required Acknowledgment | None v Shipping Method v it

Acknowledge Within Days Freight Terms | Destination Prepaid and Add v e
e

Payment Terms | Net 30 v FOB v

4 Additional Information




Worklist Creation

Notifications

The worklist is a @
helpful way to UCRE —— 0up o
manage notifications

within Oracle.

ORACLE BPM Worklist

My Tasks - Shows FY| notifications and [ wonaist |
tasks requiring actions. Actonsw @ B | &fv [mesmyoon v| [asges a7 03ys e 3 —

ton UCRRO0001212

ition UCRRO0001211

My Tasks (10)

Inibisted Tasks.

N P~ @

Open Worklist: [ p—— —

1 click bell icon il YT T —r———— .

2. Select Show all

3. Click Worklist

4. My Tasks — Shows
all notifications

¢ Notifications [ ot |

Edit User View : user view

Click the Plus Icon to add a new view.

e [ssrums

Assignee | Me &My CGroup v

v e | ®

[roems

Name the View, and then click the
Green Plus above "Workflow
Patterns" and change this to:
Not Equals - FYI

Create a View:
5. Click the plusicon &
6. Enter a name

and workflow pattern
7. Once set, click OK

Share View () Definition only @ Data

o] E—
] E—

This view will show all notifications
that require action.

ACTION REQUIRED 5 days age

Approve Requisition UCRR00001186




AP Invoice Report

Invoice Holds in Oracle Financials
e System Hold — Automatic hold created by the system
e AP Communication Hold — Hold identified by AP. Reason documented by AP.
Review comment, take action (if appropriate), write a comment back to AP, and acknowledge the hold.

ACTION REQUIRED

o ) ) UCR AP Communication Hold on Invoice F10001VP for Supplier FASTE... | View Invoice H View Approvals
UCR AP Communication Hold on Invoice F10001VP for Supplier FASTENAL COMPANY . —

P

Sahin Nguyen
[TH RIVERSIDE
How will you know that an invoice is on hold? Ucr Ap Communication Hold
. . . pe . Hold R : Please attach proof of insurance for freight over
¢ AP Communication Hold — System notification e
(bell icon/worklist) or UCR AP Report for Invoices etz (103 FTe
. Supplier Name: FASTENAL COMPANY
® SVStem HOId - UCR AP Report for InV0|ceS "Note: This is Automated Notification. To respond to AP Team, click on Acknowledge
Hold to add comments and attach supporting documents after addressing the issue
Details

How to run the report:
* Open the report
* Magnifying glass — Search “AP Invoice”; uncheck exact match; location - all; sub-folder checked; type - report
* Folders — shared folders/custom/UCR/reports/financials/accounts payable/BI
e Select the Owning Department
e Select the Output Type and click Apply
* Review the Hold Reason column in the report to determine if any should be remedied by the department

[TH RIVERSIDE




Department Action Hold Reasons

Account Ordered Amount billed exceeds amount ordered.

Account Received Account billed exceeds amount received.

Cannot close PO Cannot close PO before schedule is fully delivered.

Cannot try PO close Cannot close PO because invoice has unreleased holds.

Consume Quantity Billed quantity exceeds consumed quantity.

Final matching PO was already final matched to another invoice.

Insufficient funds Insufficient funds exist for this invoice.

Maximum consumed quantity [ Billed quantity exceeds consumed quantity by tolerance amount.

Maximum ordered amount Billed amount exceeds ordered amount by tolerance amount.

Maximum received quantity Billed quantity exceeds received quantity by tolerance amount.

Maximum scheduled amount | Variance between invoice and schedule amount exceeds limit.

Ordered Quantity Billed quantity exceeds ordered quantity.

PO not approved Invoice matched to unapproved purchase order.

Price Invoice price exceeds purchase order price for PO or receipt matched invoice line and exceeds consumption
advice price for consumption advice price for consumption advice matched invoice line.

Quality Billed quantity exceeds accepted quantity.

Received quantity Billed quantity exceeds received quantity.

Receiving exception Exception exists for purchase order receipt.

UCR AP Communication Reason documented by AP. Review comment, take action
(if appropriate), write a comment back to AP, and acknowledge the hold.

Department Action — Invoice System Holds QRG

[TH RIVERSIDE



https://drive.google.com/file/d/1OfN20sp3Ctdqp1UXkjPz1mzN7RMODyZ2/view?usp=sharing

Department Action Hold Reasons

escription red.
Ho d Reason mount billed exceeds amount orde

Account Ordered

ceived.
Account billed exceeds amount re

Account Received

i ivered.
t close PO before schedule is fully delive
Canno

Cannot close PO

i i leased holds.
t close PO because invoice has unre
Canno

Cannot try PO close

antity.
Billed quantity exceeds consumed qu y

Consume Quantity

invoice.
PO was already final matched to another i
w

Final matching

i isi ice.
Insufficient funds exist for this invo

Insufficient funds

t.
i olerance amoun
d ntity exceeds consumed quantity by t

Billed qua

Maximum consumed quantity

ount.
tolerance am

led amount exceeds ordered amount by

Billed am

Maximum ordered amount

t.
[ lerance amoun
lled quantity exceeds received quantity by to

Billed qu

Maximum received quantity

limit.
unt exceeds

i between invoice and schedule amo

Variance

Maximum scheduled amount

ity.
Billed quantity exceeds ordered quantity.

Ordered Quantity

ase order.
Invoice matched to unapproved purch
n

PO not approved
Price

i r receipt
rice for PO o
i chase order p . o
i exceeds pur e o
e gr'lce ice line and exceeds consumption
0
matched inv

i hed
ion advice matc
ption advice price for consumption
consum

invoice line.

tity.
Billed quantity exceeds accepted quantity

Quality

i tity.
Billed quantity exceeds received quantity

Received quantity

eipt.
Exception exists for purchase order receip

Receiving exception '
UCR AP Communication

tion

iew comment, take ac

nted by AP. Review o edge
i do?:tr:)e write a comment back to AP, and a

(if appropriate),

the hold.

Oracle Financials
Depuf[mem Action - Invoice System Holds

Overview

This guide outlines the various holds that will neeq 10 be worked p,
Report for Invoices is run,

Y a department when the UCRAP

igate through the folders (shared
rs uSlom/UCR/repons/ﬂnan(rals/armunrs payable/gj)
4. Open the ycg ap Report for Invoices

5. Select your department from the

Department Action Hold Reasons;
Hold ptio
Account Ordereqd Amaunt billeg exceeds amoynt ordered.
Account Receiveq Account billeq exceeds amoynt received,
Cannot close po Ca

nnot close po before schedyle s fully delivereq
Cannot try PO close Cannot close PO because Invoice has unreleaseq holds.
Consume Qua Billed Quantity exceeds consumed qua tity.
Final Matching PO was already fina| Matched to another invoice,
Insufficient funds Insufficient fungs €xist for this invoice,
imum consumed Quantity Billed Quantity exceeds Consumed Quantity by tolerance amount.
Maximum ordered amount Billed amoyng exceeds ordereq amount by tolerance amount.
Maximum received Quantity Billed quantity exceeds received quantity by tolerance amount,
imum scheduled amount | Variance between invoice and schedule amoynt exceeds [imit.
Ordered Quantity Billed quantity €xceeds ordereq Quantity,
not approved Invoice matcheq 1o unapproved Purchase order,
Invoice price exceeds Purchase order price for po Or receipt
Matched invoijce line and exceeds consumption adyice price for
consumption advice price for consumption advice Matched
Invoice line,
Quality Billed Quantity exceeds accepted Quantity,
Received Quantity Billed quantity exceeds received quantity,
Receiving exception Exception exists for Purchase order receipt.
UCRAPCommuuication Re,

450N documenteq by AP. Review col
(if appropriate), Write a comment bac
the hold.

mment, take action
k to AP, angd acknowledge

Department Action — Invoice

System Holds QRG
[TH RIVERSIDE



https://drive.google.com/file/d/1OfN20sp3Ctdqp1UXkjPz1mzN7RMODyZ2/view?usp=sharing

Oracle Budget - New Cards (Tiles)

Budget Execution (moving funds)
* Managing the current fiscal year’s budget

Budget Request (requesting funds)

* Request to increase the GL Working Budget from either Dean/VC resources or Central Budget Office resources.
* Budget Request for BP (Budget Process — Next fiscal year)

* Budget Request for BE (Budget Execution — Current fiscal year)

@ Planning and Budgeting Cloud: UCR_PLAN

Workforce

sS

Budget Process BudgetReq ests for Budget Execution BudgetReq ests for

Activity Recent Favorites

\T/

o
0 &

Approvals Application




Oracle Budget — Updated Report Naming

Report Name
All Funds Summary

Previously known as
EMP_CORPORATE_FINANCIAL
_FUND_SUMMARY

Description

This report allows you to view fund budget, expense, encumbrance, and
balance detail by COA with subtotals at the fund-function-activity
combination level. This report allows you to see all funds at once.

Activity Summary

EPM_CORPORTAE_FINANCIAL
_BY_ACTIVITY

This report allows you to view fund budget, expense, encumbrance, and
balance detail by COA with subtotals at the activity level. This report
allows you to select an activity or see all activities at once and will show all
funds.

Carryforward Report

*Could potentially be renamed Rollover Report™ This report shows the
rollover balances for the last 3 years at consolidated activity and fund
viewpoints.

Deficit Analysis Report

This report shows only Activity/Fund/Function combinations that have a
negative balance (deficit) at the total BC level.

Deficit Analysis with Flex Detail

Deficit Analysis with Fund
Grouping

This report shows only Activity/Fund/Function combinations that have a
negative balance (deficit) at the total BC level and includes flex values in
the details

Expandable Fund Summary

EPM_CORPORATE_FINANCIAL
_EXPANDABLE

This report allows you to view the fund budget, expense, encumbrance,
and balance detail at the highest level by Fund and BC with the option to
expand down into the function and activity nodes. This report is useful for
orgs that like to see total function balances quickly. (Must be viewed in
HTML to be expandable).

Faculty Non Project Portfolio
Report

This report is based on the Flex 2 dimension. It provides an overview of
Faculty balances by Fund.

Report Index on Impact23 Website

[TH RIVERSIDE



https://impact23.ucr.edu/finance-reports

Oracle Budget — Updated Report Naming

Report Name Previously known as Description
Fund Summary by Activity EPM_COPROPORATE_FINANCI | This report allows you to view fund budget, expense, encumbrance, and
AL DETAIL_BY FUND balance detail by COA with subtotals at the fund-activity-function

combination level. This report allows you to see only one fund at a time.
But you can view all orgs at once as well.

Fund Summary Report EPM_CORPORATE_FINANCIAL | This report allows you to view fund budget, expense, encumbrance, and
_BY_FUNCTION balance detail by COA with subtotals at the fund-function combination
level. This report allows you to select a fund or see all funds
simultaneously.

Staffing Position List Detail STAFFING SUMMARY BY BC This report provides workforce details by COA of filled positions and
SELECTION unfilled positions to have a sum of total staffing by employee and job code
detail.
Staffing Summary This report provides workforce details by COA of filled positions versus

unfilled positions to have a sum of total staffing and compare that sum to
Total Budget in financials sub-totaled by activity. You can filter down to the
COA level or view it from any level of the activity tree including campus-
wide. This forces you to select a BC so that you only see one BC at a time.
Variance Report for Expense This report shows the variance between budget and actuals. You must
select between final or OEP working budget and the report sorts by
activity fund combination. You can select any level of the ORG tree. When
viewed in HTML, you can drill down into more detail for the function and
BC detail. Only shows expense BCs.

Report Index on Impact23 Website mRIVERSIDE



https://impact23.ucr.edu/finance-reports

Oracle Budget — Updated Report Naming

Report Name Previously known as Description
Variance Report for Expense - VARIANCE REPORT FOR You must select between final or OEP working budget. The report sorts by
Expandable EXPENSE - DETAILED VERSION | activity fund combination. You can select any level of the ORG tree. When

viewed in HTML, you can drill down into more detail for the function and
BC detail. Only shows expense BCs.

Variance Report for Revenue This report shows the difference between budget and actuals. You must
select between final or OEP working budget. The report sorts by activity-
fund-function combination. You can select any level of the ORG tree. Only
shows Revenue BCs.

Variance Report for Revenue - VARIANCE REPORT FOR You must select between final or OEP working budget. The report sorts it
Expandable REVENUE - DETAILED by activity fund combination. You can select any level of the ORG tree.
When viewed in HTML, you can drill down into more detail for the function
and BC detail. Only shows revenue BCs.

Report Index on Impact23 Website mRIVERSIDE



https://impact23.ucr.edu/finance-reports

Creating or Editing a Budget in
PPM
* Awards
e Task Card > Manage Awards e o
- Search For/Select desired C&G | i = 0 E'
Award =  NE4 6
* Two paths: I
1. Dropdown>EditAward |- = T
2. View button > Projects >
Manage Project
From here the process is the same

rd K014002 | Cus
4 Overview

* C re ate o r Se I e Ct Ve rs i o n Cost Budget Resources Unplanned Cost Budget Versus Total Cost

« Update BCs e B o N

$3.93k
Acions | v | & |v @ Alv E 8B o
Current Working 50,000.00
o Cost Budget
§0,000.00

Cast Budge!
25,000.00

20,000.00




General Accounting Dashboard

Good evening, Helen Kotke!

Procure To Pay Projects & Awards Tools Billing & Receivables

QUICK ACTIONS

2

DEVE
TRAINING

gl —
Data Access Set: UCRAC nge]

General Aceounting Dashboard g

Cash Management

1

Fixed Assets l General Accounting | >

Iz

Budgetary Control

_|_

[] Dynamically derive ledger
Accounts
Viewv Famsiv 4+ B X Detach
Name * Ledger * ENTITY * FUND * ACTIVITY * ACCOUNT * FUNCTN * PROGRAM * PROJECT * FLEX1 * FLEX2 * INTERENTITY * FUTURE1
‘:;;_ oy Travalt ‘ ‘JE?AC’L#,E |v| ‘L Entty Values |v | |A|| Fund Values ‘ v |AIIA:’N';\IaIuEs‘ v ‘E:iﬂ |v| ‘L Functn \alues | v |AII:':;';"\ Vzlua% v |AII:U£nl\taIuEs‘ v ‘; Flex! Values | v | ‘L Flex? Uslues |v | ‘Au \nt;'E"ln‘leu* v |AII :ut;e-va\ues‘ v ‘; F;urezvalugs| v | ‘Pwaﬁ Disgh v

General Accounting Dashboard is
a place to compare values

Open Worklist:
1. General Accounting
2. General Accounting Dashboard

Create an Account Group

3. View

4. Account Group

5. Create

6. Name the view and give
the description. Enter the
time option, comparison

@ | period, and indicate it to be
private.

‘0 "™ 1 7. Selectthe COA values to

General Accounting Dashboard

Veww Fomstw E 5 Detach  Account Group Faculy Tiovel Comparison Option Frir year F1T Ferod | Jun-22 [ =] comenoy [ Ledger Gurency w | 4

“| I I || I I I | || i | I | I I i ||
Name Ledger ENTITY FUND ACTIVITY ACCOUNT FUNCTN PROGRAM PROJECT FLEX1 FLEX2 INTERENTITY FUTURE1 FUTUREZ -22
Faculty Trawell UCRACTUALS All Entity Values All Fund Values Al Actvity Values  BC40 All Funcin Vislues Al Program Val.. Al Project Values Al Flex1 Values All Flex2 Values All InterEntity V... Al Futurel Values  All Future2 Values usD

Columns Hidden 13

4 Intercompany Transactions

Jun-21 Change Change (%)
0.00 UsD usD NA &

filter results
8. Click Save and Close from
the save dropdown

View Results
9. With the view selected, the

selected COA and comparisons
will display



Looker Training & Communication — August 2023

Current Training Available:
* Reporting Tools and Dashboards (Web-based
training/Workshop)
* Video Walkthroughs:
* Looker—Finance
* Looker —Payroll Distributions

Upcoming Training:
e Updated Reporting Tools and Dashboard
e (Case Study Demo Videos

* Looker — Finance

* Looker — Payroll Distributions

Additional communication and support information to
come as we progress towards early August when there
will be a month's worth of data within the system.

UCR Home Page

Explore Payroll Distributions

O Looker

o

Finance Data Dictionary

N

Payroll Distributions Data Dictionary



https://drive.google.com/file/d/1rk-CanUjtPYi7nG-wYX5jssPu4G4AK_H/view?usp=sharing
https://drive.google.com/file/d/1leisNJwa2H2XztrXNZLikqDmmZnBH5xt/view?usp=sharing

