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Project Overview
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Responsibilities of Employees in Fiscal Roles
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New Look, Same Features
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PeopleSoft 9.2 Look and Feel
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Work Centers
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Work Centers
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Work Centers
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UM Web Applications
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General Ledger
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Chartfield Request Form
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Chartfield Request Form
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Chartfield Request Form

/

\

Form Instructions Attachments

*Subject

Download Templates

Description

Upload your attachments

*Description

[Z] Motify

Farm | Instructions | Atachments

Chartfield Request Form

Personalize | Find | view anl | 2 | &

Attached File
k'
Personalize | Find | view anl | (2 | &
Attached File Attach
Attach

Mew Window

First M 1 or 1 B Last
Open

Cpen

First M 1 o714 B Last
Open

Cpen =]

UMSYSTEM.EDU
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Accounts Payable
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Supplier Request Form
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Supplier Request Form (1 of 6)

/

[ o O O O O

Welcome Identifying Information Addresses Contacts Payment Information Submit

Exit || 4 Erevious Next »
Welcome - Step 1 of 6

To complete your registration, please fill in the information for each step of the registration process.
Use the navigation buttons "Mext” and "Previous” to move between steps or "Save for Later” to
save your work to be resumed later. Once you have provided all the required information, proceed
to the "Submit” step where you may submit your registration for consideration. You will receive an
email confirmation shortly after submittal.

If you have any questions or feedback on the registration process, please call the Finance Support
Center at:

MU Campus - 882-3201
UMKC Campus - 235-1371
MO S&T Campus - 341-4266
UMSL Campus - 516-5366

or email: financesupport@umsystem.edu

Select an activity belo
at sort of supplier are you registering?
(®) New Supplier
() Existing Supplier
(O Student

Exit || 4 Revious Mext »

* Renmired field

/S
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Supplier Request Form (2 of 6)

! [ [ 1
= = (] ] ] ]
— Welcome Identifying Information Addresses Contacts Payment Information Submit
Exit | |4 Previous MNext b
Identifying Information - Step 2 of 6
Unigue ID & Company Profile (2
Tax ldentification Number
* Entity Name |TEST, TEST
http:/IURL Cpen URL
* Classification Non-Employee W
* Supplier Short Name |'E-€“ES'
Profile Questions (2
Pleage attach W-9 Form Bl Attachment
Please attach a direct deposit form if Bl Attachment
applicable
Comments (2
Bl
Exit | |4 Previous Next b
* Required field

UMSYSTEM.EDU
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Supplier Request Form (3 of 6)

/

Exit || |4 Previous || Next »

Addresses - Step 3 of 6

Primary Address (7

* Country |USA |@, United States
Address 1|12345 BARNEY DRIVE
Address 2
Address 3
City | COLUMEIA
County [BOONE Postal 65203
State MO @&, Missouri
Email ID

] override Address Verification

Other Addresses (7

Check boxes below fo indicate addresses that are different from your Primay Address above:
[ weiiiit To Address

Address for remitting payment

[invoice Address
Address from which you send invoice

Exit || 4« Previous || Next »|

/"y
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Supplier Request Form (4 of 6)

/

Exit | |4 Previous Next »
Contacts - Step 4 of 6

Company Contacts (%

You have not added any contact information to your application. Click "Add Contact” button to add new contact information.

Contact Information (2

* First Mame C1Pri mary Contact
* Required field
* Last Name
Title
* Email ID
* Telephone Ext

Fax Number

Contact Type A

Exit || |4 Previous Next b

Contacts - Step 4 of 6

Company Contacts (2

Primary Name Phone Designate Address

® TINATEST 555/565-5555 Primary Address v m

— 3. |
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Supplier Request Form (5 of 6)
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Supplier Request Form (6 of 6)

/

Ext ||[4 Previous Next. b

Submit - Step 6 of 6

Click the "Review” bution o review the registration information.

Click the "Submit” button to submit your registration after reviewing and accepting the Terms of Agreement below.

Email communication regarding this registration will be sent to:

| /

Review F
\ | Exit | 4 Previous SRy

T~

Submitted

Can add more than 1 email

“ You have successiully submitted your registration.

Your registration 1D:
0000000025

Any email regarding the registration status will be sent to:
HASSLERD@MISSOURLEDU

Fegister Mew Supplier

b
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Payment Request Form — NPO VR
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Training Instance - hitp://www.umesystem.edu/ums/fa/finance-
support-center/peoplesoft financials
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Payment Request Form (1 of 4)
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A

-

Hold Check, Express Check,
Separate Check,
Payment Handling Code
/
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Payment Request Form (2 of 4)
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Payment Request Form (3 of 4)

/

=l
o i [ O
Summary Information Supplier Information Invoice Details Review and Submit
Exit Save for Later | |4 Previous Next b
Invoice Details - Step 3 of 4
Business Unit COLUM Invoice Number 465456465 Entered By Training ID - AR/PO
Request ID Invoice Date 05/07/2015

Entered Datetime 05/07/2015 8:00AM

Line Description Line Amount
Add Lines *Cost Sub-Total 2.00
Misc Charge Amount
Freight Amount
Total Amount 2.00 *Currency |USD |G,
Exit Save for Later | |4 Previous Next b

/S
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Payment Request Form (4 of 4)
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Non-PO Voucher Workflow
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Non-PO Voucher Workflow

: Approval Line Infarmation Charge Inf{:-rmit'D

Business Unit COLUM Invoice Number LBC2014C5IMS-3
Voucher 02540954 Supplier SIM3,CANIAH DONTAE
Inwoice Date 042572015 ID 0016146408

‘Voucher Details

Transaction Currency LUSD Terms [Due Immediatety
Total 50.00 Approval Status Pending
Misc Amt 0.00
Freight 0.00 Added By BRADSHAWSTRALUBL

Sales Tax 0.00 Brzdsh @ub, Laurs
Use Tax 0.00 @

Entered VAT 0.00

Detsils Personalize | Find | Viewall | B0 (B Fit' 4 10f1 % Last
 Remit 38l Remit Suppller Remitfing Address g:;adulad B Groas amt Cummancy Supplier Man
i UOFMO 0016146408 Remitting Addrass 042712015 50.00 USD SIME, CANLE

<

L Fiscal Reviewer Approval
BUSINESS_UNIT=COLUM, VOUCHER_ID=02540994:Pending [#]5tart New Path

Flacal Reviewer Appraval

Pending
CFISCREVIEW
G Flecal Appraval —E

Accounting Office Approval

5
BUSINESS_UNIT=COLUM, VOUCHER_ID=02540994: Awaiting Further Approvals EEEE

Accounting Office Approval
Not Routed

Multiple Approvers
Ll = Acot Oz Approwal Non-Hosp gt

UMSYSTEM.EDU AT Gﬂm«l& Deny gl Add Comments HIJID




T&E Expense Report
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T&E Expense Report

Create Expense Report

Expense Report Entry
Danelle Hassler Report ID: NEXT

Quick Start: ABlank Report v ed

~ General Information

“Description: [ | comment:

*Business Purpose: | v]

Reference:
Default Location: Q

Accounting Defaults Apply Cash Advance(s} More Options:

Receipt Info

iew Receipts

First Kl 14014 B

(05/07/2015

Copy Selected | Delste Selected | New Expense Add| Check For Errors |
Employee Expenses: 0.00 USD Due Employee: 0.00 USD
Non Reimbursable Expenses: 0.00 USD Due Vendor: 0.00 USD
Prepaid Expenses: 0.00 USD

Employee Credits: 0.00 USD

Vendor Credits: 0.00 USD

Cash Advances Applied: 0.00 USD

Definition of Totals Update Totals.

By clicking submit, the traveler certifies that these expenses were necessary for University business, that the traveler personally paid
these expenses and has not been nor will be reimbursed by any other person/entity, and to the best of his/her knowledge, these
expenses are comectand are eligible for reimbursemant under University policy.

Save For Later Submit | Expense Report Project Summary Printable View

UMSYSTEM.EDU
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T&E Expense Report
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Reminders: T&E Policies & Procedures
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Creating a Requisition

/

»

/

2>)), : .
UMSYSTEM.EDU 39 Advancmngssoun



Creating a Requisition — Step 1

/

» »

Create Requisition
1. Define Requisition EI‘%: 2. Add Items and Services \ﬁ 3. Review and Submit

Specify requisition name, requester, and other information that applies to the entire requisition

Business Unit: umsys |G, System Administration

*Requester: \EDWARDSMELI ), Edwards,Melinda Ellen *Currency: JSD

Requisition Name: ‘

¥ Line Defaults

Mote: The defaults specified below will be applied to requisition lines when there are no predefined values for these fields.

Vendor: aQ Vendor Location: Q
Buyer: Category: Q Unit of Measure: Q

Shipping Defaults

ShipTo:  [C04915 @
Due Date: [5  Attention:

Accounting Defaults
" ChartFields

Location Llass
[co4a15 © UMSYS (G, (730000 © 0090 O [A1108002 Q) [0 a o Q umsys , [oo Q [=]

Continue |

/S
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Creating a Requisition — Step 2

/

Create Requisition
T‘ 1. Define Requisition Eh; 2. Add Items and Services \E‘ 3. Review and Submit ‘
Add lines to the requisition, specifying the information necessary to procure each item or service.
search: | ) Search |

Templates | Show-Me Shop | Non-Catalog

L Merchant Description

SHOW ME SHOP Punchout to Catalogs
Review and Submit

Create Requisition 2

Welcome Hemeyer,Tylisha Michelle

Request Qptions v Search Al v Search Advanced Search
Enter search criteria or select
from the menu on the right t Show-Me Sh?p | ED Non-Catalog Request Templates
begin creating your requisition. Browse Supplier Websites Create a non-catalog request Browse Company and Personal
Templates
SHOW ME SHOP
/
12222 : :
Advancing/Missour

UMSYSTEM.EDU
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Creating a Requisition — Non-Catalog

/

» »
Templates | Show-Me Shop | Hon-Catalog Non-Catalog Request (2
Order Goods and/or Services Not Available in the ltem Master Enter information about the non-catalog item you would like to order:
*Item Description: | ltem Details
* Price; *Currency: usD *Iltem Description
* Quantity: *Unit of Measure: Q *Price *Currency |USD
* Category: 00001 Due Date: EJ *Quantity *Unit of Measure Qﬁ
Vendor ID: Qy *Category [00001 Due Date B
Vendor ltem ID: | Supplier
Manufacturer Name: Q, Supplier ID @,
Manufact ltem ID: | Supplier Name @,
Additional Information Supplier ltem 1D
@ Manufacturer
Manufacturer Name @,
Manufacturer
[ send to Vendor [ show at Receipt [ show at Voucher Mfg Item ID
Addtem | Clear | Additional Information
(a1
[l send to Supplier O] show at Receipt [C] show at Vioucher
Add to Cart

/S
b 2223 . .
UMSYSTEM.EDU 2 AdVBﬂClngMISSOUﬂ




Creating a Requisition - Review & Submi

/

» »

Create Requisition

Checkout - Review and Submit

‘f‘ 1. Define Requisiton Er  2Addmomsand Sences 5§ 3. Review and Submit

Review the item information and submitthe req for approval.
Review the details of your requisition, make any necessary changes, and submit itfor approval.

47 My Preferences
Business Unit: UISYS  System Administration Requisition Summary
“Requester: EDWARDSHELI Edwards lelinda Ellen “Curency: |USD _
eaestr 4 ! Business Unit [Unsys @,
Requisition Name:

Requisition Settings

System Administration Requisition Hame

*Requester HEMEYERT @, HemeyerTylisha Michelle

*Currency |USD
oF 1 Togk [ 1000 Ean 4000000000 40,000
Consolidate with other Reqs ‘Override Suggested Vendor
] i
gL 1 e Dat s oy o Cart Summary: Total Amount 40,000.00 USD
sats A st S0 Q o T
- Expand lines to review shipping and accounting details Add Wore ltems
Attention: | Edwards Melinda Ellen
Requisition Lines 7
“Distributeby: O ¥ ‘Liguidateby At M . " .
'Am“mmfs : p——r (| A Line DescMdon ltem ID Supplier Quantity UomM Price Tatal Details  Comments Delete
Chartfields | Defais | Assetinformation =
— — Truck 1.0000 Each 40000.0000 40000.00 Ell
Line MoCode Status "Location  |Quantity Percent Amount| GL Unit |Account Fund Dept Program  |Class PC Bus Unit |Project |:| ! ‘D_f? E‘EI Edtt m
1 Q, Open C04915Q, | 1.0000/| 100.0000 40000.00[UNSYS & 730000 O (0090 Q at106002 Q0 Qo Q lunsys Q oo Q|

[F] SelectAll/ Deselect All Total Amount: 4000000 USD [7] Select All / Deselect All Select lines to:
L {2 Adto Template(s) oty Lin  Shigong  Accounting | ] Detete

[ Add to Template(s il Delete Selected

{glMass Change

Total Amount  40,000.00 USD
& )
Shipping Summary
[] send toVendor [ 7] show atReceipt [ Show at Voucher N
m Check Budgat Do you need a jus <
Requisition Comment;
) save & submit | 2 Save & preview aporovals| ¢ Cancel reauisiton | Add Justification Document g

I5on comments

[ send to Supplier [ show at Receipt [Z] Shown at Voucher
Approval Justification
Enter approval jusification for this requisition

/
). . .
. Advancmngssoun
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Creating a Requisition - Review & Submit Options

/

»

Checkout - Review and Submit

Review the item information and submit the req for approval.

Requisition Summary

Business Unit IUMSYS @

*Requester

HEMEYERT

*Currency IUSD

Cart Summary: Total Amount 40,000.00 USD

Expand lines to review shipping and accounting details

Requisition Lines (2
Line Description

[ Io_rsi Truck

Shipping Line ) 1

[] Select All f Deselect All

ltem ID

*Ship To
Address

System Administration

@, Hemeyer Tylisha Michel

Supplier

00318 @,

Procurement Operations
1105 Carrie Francke Dr

Columbia, MO 65211-3100

Attention To ) \Hemeyer Tylisha Michelle

Due Date

Accounting Lines

Select lines to:

#

My Preferences

Requisition Settings

Requisition Name

le

Quantity
1.0000

£

D8] Add to Template(s)

a4

EE:' Add More ltems

oM Price Total Details Comments Delete
Each 40000.0000 40000.00 Fél Edit ‘@
Quantity 1.0000
Price  40000.0000 Price Adjustment

Pegging Inquiry
Pegging Workbench

[l Delete Selected i Mass Change

Total Amount 40,000.00 USD



Creating a Requisition - Review & Submit Options

/

»

Requisition Lines (2

Line

Accounting Lines

Line

Description tem IO
|:|1 lc_f- Truck
-
Shipping Line 1 *Ship To
Address
Attention To
Due Date

*Distribute By

Supplier

00318 @,

Procurement Operations
1105 Carrie Francke Dr

Columbia, MO 65211-3100

Hemeyer, Tylisha Michelle

Bi

aty -

Dist Type  *Location

SpeedChart

Quantity Uom
1.0000 Each
@,

Quantity

Price

*Liquidate By

Price

40000.0000

1.0000
40000.0000

Amt -

Total
40000.00

Price Adjustment
Pegaging Inguiry
Pegging Workbench

Details

B

Accounting Lines Personalize | Find | View All| 2 | B First © 10f1 % Last
Chartfields1 hartfields2 || Detaile || Details 2 | Assetinformation || Assetnformation 2 || Budget Information | [F=K

MoCode Status

Comments Delete

() Edit i

Quantity Percent Merchandise Amt GL Unit Entry Event
1 @, Open cooaie @, 1.0000 100.0000 40,000.00 UMSYS  [@, @, [+ [=]
[T Select All/ Deselect Al Select lines to: I3 Add to Template(s) [ Delete Selected f::'_‘,Mﬂss Change
Total Amount 40,000.00 USD
Accounting Lines
*Distribute By Qty - SpeedChart @, *Liquidate By Amit -

Accounting Lines

QhartﬂeldsDetaiIs Details 2 Asset Information Asset Information 2 Budget Information

Account Fund Dept Program

730000 |@,

0000/@, |A1106002/G, |0

@,

Class

0

PC Bus Unit Project

@ |umsys @, |[oo

Activity

@, 45

Source Type

@

Category

@,

@

Personalize | Find | View All | BJ |

Subcategory Affiliate

@

E First@ 4



Creating a Requisition — Review and Submit Options
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Creating a Requisition - Confirmation
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Manage Requisitions

/

Manage Requisitions

~ Search Requisitions

To locate requisitions, edit the criteria below and click the Search button.
Business Unit: UMSYS Q. Requisition Name: |
Requisition 1D: ’7(:1 Request Status: ¥ Budget Status:
Date From: jpaozots = Date To: [osmarzo1s
Requester: ’WO\ Entered By: liq POID: ’7Q

Search | Clear |

Requisitions

To view the lifespan and line items for a requisition, click the Expand triangle icon: [+

To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.
Requisition Hame BU Status

b 0000012462 Mobile Inventory Manage Requisitions

P 0000012403 0000012403 —
Collapse section Search Requisitions Search Requisitions

[ 0000012338 Heinkel Supplies . . o )
To locate requisitions, edit the criteria below and click the Search button.

b .
LUDURREY ROESIEES Business UnitUMSYS Look up Business Unit (Alt+5)Requisition Loak up

I pO00012331  Mobile Inventory L Name
Requisition Iy Look up Requisition ID (Alt+5)  Request All but Complete - Budget Status
State
Date From 05/01/2015 Choose a date (Alt+5) Date To 05/08/2015 Choose a date (Alt+5)
RequesterYOUMNGKRI Look up Requester (Alt+5) Entered By Look up Entered By (All+5) POID
Search Clear Show Advanced Search

Requisitions Help

Toview the lifespan and line items for a requisition, click the Expand triangle icon.
To edit or perform another action on a requisition, make a selection from the Action dropdown list and click Go.

Req ID Requisition Name BU Date Request State Budget Total

Expand Section0000012500 0000012500 UMSYS 0S5/06/2015 Pending Mot 100,035,292.00 USD [Select Action] - | Go
Chk'd

Expand Section0000012485 EP 41 - copy of EP22 UMSYS 05/04/2015 Pending Mot 100,035,292.00 USD [Select Action] - | Go
Chkd

Expand Section0000012484 EP3 & EP34 UMSYS 05/04/2015 Pending Mot 2,938,028.00 USD [Select Action] ~| Go
Chk'd

Expand Section0000012483 TestEP33 UMSYS 05/04/2015 Pending Mot Chid 1,000.00 USD [Select Action] - | Go

Expand Section0000012476 TestEP 22 UMSYS 05/01/2015 Pending Mot 100,035,202.00 USD [Select Action] - | Go
Chkd

UMSYSTEM.EDU Expand Section0000012471 TEST EP30 again UM3YS 05/01/2015 Pending Mot Chied 1,462.00 USD [Select Action] - | Go




Manage Requisitions Options

|

~ Requisition Name:

RequestStatus: | Iv| pgyq gp: <Select Action..;
pate To: Al but Complte =3elect Action..=
. rove
Fntered By Cancelled i Change Request
Denieg - Copy Requisition
Denied
] = .
s — Egg;;g_reatetdh ) - an Feceive COrder d
clic e Hxpand trangle L 15paiche
ake a selgction from the f Pending d click ¢ REturn tD "u"E!r'Id[Ir
Received P
. gpl View Approvals q
State
LRy All but Complete o0se a d3 _
Approved .
Entered By Cziceled k up Enty SD [SE|E!|:t ."!'.Ctlﬂrl] - (50
Complete
St 7 Do Approvals
ESEF? rtially C led Cancel
artaly -ancele
PO Partially Completed Check Budget
. _ PO Partially Created
flangle 'C0N po(s) Canceled |:[||:|1]|'
”””“i-"*m" PO(s) Completed | Edit
€Que pPO(s) Created Vi
: jew Cycle
05/06/201| PO(8) Dispatched 10 . !
Ea;tt!a”*f alﬂnatcf:jed View Print
darially mecegive .
051041201 panding 10 [Select Action]
Received
05/04/201| See Lines
Chik'd




Approving a Requisition - Navigation
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/
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Approving a Requisition — Approve/Deny/Hold

/

C > > >
/
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Invoices

»

» umprocimagingvouce@umsystem.edu

» apsspoinvoices@Missouri.edu

» apsspoinvoices@umkc.edu

» apsspoinvoices@mst.edu

» apsspoinvoices@umsl.edu

» apsspoinvoices@umsystem.edu

/
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mailto:apsspoinvoices@umsl.edu
mailto:apsspoinvoices@mst.edu
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mailto:apsspoinvoices@Missouri.edu
mailto:umprocimagingvouce@umsystem.edu

Receiving - Navigation

/

»

/
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Receiving

/
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Open Labs

/
June 1st |Columbia & |General Services Building
System Room 25
June 2nd |St Louis Express Scripts Hall
Room 106
June 3rd | Missouri Engineering Management
S&T Room 235
June 4th |Kansas Education
City Room 34

/

22203 . .
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Resources

»

> financesupport@umsystem.edu

»

> http://www.umsystem.edu/ums/fa/finance-support-
center/peoplesoft financials

»

> http://www.umsystem.edu/oei/sharedservices/apss

»

/
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