Accessing Monthly Financial Reports

To View Your Monthly Financial Report

B purdue Finandial Reports are available - Message (Plain Text) - |EI|£|
When the report I_S File Edit View Insert Format Tools Actions Help
ready _and aC?eSSlble ~&Reply | (=4 Reply to Al | i Forward | 5 v BEXe-e-N -_@]E
you will receive an e-
r_nall notification with a From: OnePurdue Report Delivery [RPTSAP @purdue. edu] Sent: Thu 2/7/2008 3:30 PM
link to your reports. To:
(B
Subject: Purdue Financal Reparts are available
Click on the link. It o
will take you to the Standard Monthly User Reports are ready.
OnePurdue Portal To view, log into:
- https://erp-portal-prd.itap.purdue.edu/irj/portal/uwl
Logln page' Do not reply to this email. Please contact your business office for assistance with
reports.
Log into the
OnePurdue portal
using your career Welcome
account login and
password
UserD - | —
. Passwors * —
Click Log on

(Please ensure Pop-up
Blockers allow purdue.edu
as an exception.)

Note: If an error
message (“User
authentication failed”)
appears, your
OnePurdue Login has
expired. You will need
to change your career
account password. For
help call 49-46000.

PURDUE

UNIVERSITTY.

MNeed Help? Click Here

Pazswaords must be changed every 30 days. Would you like to change your password?
Help with changing your paszword.

Unauthorized access or misuse of computer resources or disclosure of sensitive information may result in
disciplinary or legal action.

To add purdue.edu as
an allowable address
for the Pop-Up Blocker
in Internet Explorer
browser:

Click on Tools~>Internet Options>Privacy Tab—> and in the Pop-up Blocker
section click on Settings.

In the Address of Web site to allow: section, type *.purdue.edu.
Click on Add - Close > OK

For further information:
http://help.itap.purdue.edu/viewarticle.php?articleid=2363

© 2006 Purdue University - OnePurdue Project

Page 1



http://help.itap.purdue.edu/viewarticle.php?articleid=2363

Accessing Monthly Financial Reports

You will see a list of
Reports that are
assigned to you.

Note: Reports are only
accessible online for
TWO Months (Current
and Prior Month) from
the time they were
sent to you. If you
want to view these
reports beyond two
months you will need
to save them in a
secure location.

To view a report:

1. Click on the line of
the report

o Alink to a PDF
file will appear
in the lower part
of the window
below the list of
reports:

2. Click on the link to
open up the PDF
file.

(Example of Project Financial Report in Sponsored Program View)

Employes Sefi-Service  Manager SefiSenvice  AMS  FimancialSystems  PurchasingServicss  HumanResources  EfforiReportng  Systembfo  Home B
o Launcher General Test Area ‘
Hotifications History,
I“, - {
Detaled aigation 7 Wy R pLB0nER Report Deiery Today Normal 1
' W PROJ FIN RPT-PJBOVIER Report Delivery Today Hormal 1 I
v Tasks PROJ FIN RPT-PJBOVIER Report Delivery Today Hormal 1
PROJ FIN RPT-PJBOVIER Report Delivery Today Hormal 1
'pona\ faortes ﬂ ITHLY TRANS RFT-PIBOWER Report Defivery Yesterday Normal 1
M e st iy PROJFNRFT-PIRONER RepotDeivery Vesteray Homl 1
MTHLY BUD RPT-PJBOWER Report Delivery Yesterday Hormal 1
FS5R REPORTS FOR-PJBOWER [an 16, 2008 Homal 1
o] 1jok2d ||
Complete
PROJ FIN RPT-RJBOWER
Status: New Priorty: Normal

SentJan 18, 2008 1:00 PH by Report Deiivery
Aftached iz your Report

@ PROJ FIN RPT by Report Defivery (POF 183 KB) I

Complete | Forwiard

Note: If you are already
logged into the portal for
other reasons and would
like to access your work

list.

Click on the Work tab
in the menu bar

(Your individual menu bar
may look different than
your colleagues
depending upon your
security roles)

UNITVERSITY

Employee Self-Service

AlNE Financial Sy=tems

Work Launcher
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Accessing Monthly Financial Reports

The report will appear
in a separate window
similar to this:

(Example of Project
Financial Report in Grant
View)

01/1e/2008 froject Fimancial Report
Grant View
Brant Title _ Project Title _
Extarnal Sponsor Fund xxx000 project Period 10/01/2004 through 09/30/2008 2s of 0E/10/2007
Xxxx0000 sovt sponsor In Family And Social Services Admin status mward / Approved Award
Sponsorsd Award No
Respensible Cost Center XX-xx-MM-0000 .1 LastName, FirstName
Xxxx001000
010 June 2007 Life to Date Available
Deseription Budget Expenses Expenses Comitments Balance

Professional Salary 115,040.72 0.00 £7,915.22 0.00 67,125.50
clertcal Salarise 47,483.00 0.00 43,183.72 0.00 4,254.27
Service Salariss 354,517.75 0.00 566,174,008 0.00 211,656.34-
Total Salariss & Wages 517,002.47 0.00 £77,279.04 0.00 140,276.57-
Frings Benefits 73230 £58,452.00 0.00 560,441.49 0.00 33,010.51
Total Bensfits £58,452.00 0.00 560,441.49 0.00 53,010.51
consultants 7341 2,000.00 0.00 0.00
Communicaticns 73420 7,000.00 0.00 0.00
Traval Te43 72,000.00 0.00 0.00
Fublicaticn / Duplic 73435 0.00 0.00 0.00
other S&E 73433 110,190.00 0.00 0.00
Genrl Purpcse Buip 78530 5,000.00 0.00 0.00
Total Suppliss & Expenses 196,190.00 0.00 147,074.22 0.00 43,115,738
Total Dirsct Costs 1,391,644.47 0.00 1,324,754.75 0.00 6,343.72
Indirsct Costs 73310 72,355.53 0.00 72,355.53 0.00
Tetal Sponsor Costs 1,464,000.00 0.00 1,457,150.28 0.00 £,349.72

ofassional Salary 78210 0.00

P
wsiraEn 0

560,021,324 0.00

To Save Reportsin a
secure location click
the “Save A Copy”
button in the toolbar.

Note: Data security
guidelines need to be
followed as defined in
the link below.

http://www.itap.purdue

.edu/security/procedur

es/dataHandling/electrS

tored.cfim

b, L C Ty

(= 1r\)'_|.__'4 w7 ol v | Lo e ﬂuuuu.umu| g e

g e

[B Save a Copy ;

= O §) searc =m]:b~5£:lect IS _LE e - ®

e

Grant

i

External Sponsor Fund

Grant View
xxx0Q0 Title _Project Title _

X000 Project Feriod 10/01/2004 threugh 09/30/2008 Ra of

To Print Reports click
the “Print” Icon in the
toolbar

qunaalu. ) ] 7 e s oma -

T —

: LB Save a Cop

’_51 I select gy

= @, il'] Search

@
H L |

a3

Grant View

[ :

Grant Xxxx000 Title Project Title

External Sponsor Fund Project Pariod 1070172004 through 0973072008 Az of
- XXxx0000

To exit out of the
report click the X
button in the right
hand corner of the
screen or minimize
the screen to open up
other reports

Project Financial Report
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Quick Reference Card
Accessing Monthly Financial Reports

[=]=]-~] (~[=]=]

_
1. Click on the Forward T FD FETEIE TR
button Status: Read Priority: Mormal
A A Sent:  Jan 18, 2008 1:00 PM by Report Delivery
a. A new window will open Attached is your Report
up Attachments

|_@ PROJ FIN RPT by Report Delivery (PDF 548 KB)

Completefl| Forward lil Delete

A https://erp-portal-dev.itap.purdue.edu - SAP NetWeaver Portal - Microsoft Internet Explorer = |I:| |£|

Universal Worklist: Forward Items PROJ FIN RPT-PJBOWER
“ou can forward the item to one or more users. Select the new assignee(s) from the list of possible recipients and enter a
note if necegsary. Then chooge "Submit.”

|| Select.

Search For People

Search For Name
[ [ search |

Remove

2. Click the select button

a. A box will appear to
search for names

[&] pone [T T Senen 4

Search For People

Search For Name:
| bryant | ][ search|

3. Type the last name in the gﬂwm Renda L HEime

search box and click Search Brvant,Jovee K

a. Select the appropriate Bryant, Randy L
name(s) by clicking the Dabnevy, Bryant M
box on the left hand side
of the search results

b. Add them to the current
selection list by clicking
on the arrow button

c. Click OK when you are
done selecting names

e

O | D | Do

QK )i Cancel
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Quick Reference Card

Accessing Monthly Financial Reports

4. Once you have selected the
name(s) you would like to
send the report to click the
“Submit” button

a. The following message
will appear and a
report will be sent
directly to the
individual(s) Universal
Work List

NOTE: An automated e-mail will
not be sent notifying the user
that the report is in their
Universal Work List.

PLEASE NOTIFY THE
INDIVIDUAL(S) THAT YOU
SENT THE REPORT(S) TO
THEM.

1. Click on the Delete button

2. A box will appear to
confirm that you want to
indeed delete the report.

a. Click YES to delete
b. Click NO to cancel

3. Ifyou clicked YES the
selected report will be
deleted and removed from
your Universal Work List

3 https://erp-portal-dev.itap.purdue.edu - SAP NetWeaver Portal - Microsoft Internet Explorer

‘3 https://erp-portal-dev.itap.purdue.edu - SAP NetWeaver Portal - Microsoft Internet Explorer

Universal Worklist: Forward ltems PROJ FIN RPT-PJBOWER
ou can forward the item to one or more users. Select the new assignee(s) from the list of possible recipients and enter a
note if necessary. Then choose "Submit.”

Bryant, Randy L | Select...

=lojx|

[ Forward was successful

PRO. FIN RPT-PJBOWER
Status: Read

Priority:  Mormal
Sent: Jan 18, 2008 1:00 PM by Report Delivery
Attached is your Report
Attachments

] PROJ FIN RPT bw Report Delivery (PDE 548 KB}

Delete

Confirmation dialog

Do you really want to delete?
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Accessing Monthly Financial Reports

When a PDF document is
displayed in the Work List
Screen clicking the
“Complete” button changes
the Status from NEW to READ.

When you are done viewing your
Monthly Reports you have the
following options:

1. Click the Log Off button,
located in the right corner,
to log out of the portal but
still keep the Browser open

2. Since the Universal Work
List is in the OnePurdue
Portal you can use any of
the other functionalities
you have in the portal (i.e.
Employee Self-Service,
AIMS)

(Your individual menu bar may look
different than your colleagues
depending upon your security roles)

|
PROJ FIN RPT-PJBOWER

http://www.purdue.edu/onepurdue/resources/reporting/mofinreports.shtml

[~ ][> =]

Status: Read
Sent: Jan 18, 2008 1:00 PM by Report Delivery

Attached i=s your Report

Pricrity:  Mormal

Attachments
| [2}]_PROJ FIN RPT bw Report Delivery (PDF 548 KB}

| ]
Delete
(Eere=sl

Help | Perzonalize | Log Off

Welcome Markika M Harris

UNIVERSTTY !
Enpoyee S e FrailSysens  AesngSenies  fmenResoees  Sysemblo  Busness e
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