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Introduction

The Image/Upgrade Overview Document is intended to provide ctcLink users with a summary of the
changes that will be made in the system as a result of the upcoming image or PeopleTools upgrade
implementation. Oracle releases multiple PeopleSoft updates, called images, for each pillar every
year. Each Image contains bug fixes and features that are important for PeopleSoft to work well.
PeopleTools upgrades update the underlying framework of the system. There are minimal changes
that are noticeable to the end users. Below is an overview of the changes that you can expect to see
as part of this upgrade.

Purchasing
Multiple Attachments

Header and Line Comments and Attachments now allows up to 10 attachments at one time.

Image: Sample Screenshot of Multiple Attachments

Select File to create as Attachmentx

You may attach up to 10 files to upload

[ Choose Files |No file chosen ]

Upload Cancel

Image: Sample Screenshot Showing Multiple Files are Ready to be Uploaded
Select File to create as Attachmenfx

You may attach up to 10 files to upload

| Choose Files | 4 files

Upload Cancel
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Image: PO Header Comments Page Showing Multiple Attachments

PO Header Comments

Business Unit WA160 POID Supplier ;
¥ Retrieve Active Comments Only Retrieve
*Sort Method | Comment Time Stamp v *Sort Sequence Sort
Comments Find | View All First (1 90of9 [} Last
i [+]
Use Standard Comments Comment Status  Active Inactivate
P
[ send to Supplier [ Show at Receipt
[ Show at Voucher DApprovaI Justification
Add Attachments
Attachments
Attachments
Attached File User/Date Time View Send to Supplier
CTC_KTWOGOOD2025-09- =
! s 22-13.10.26.032 ew o =
! CTC_KTWOGO0OD2025-09- =
1 4% 55.13.10.26.032-1 Mew O =
. CTC_KTWOGO0D2025-09- =
3 locx 221310 26 032-2 View o =
. CTC_KTWOGO0D2025-09- =
4 PO.docx BN GERS View O =
OK Cancel Refresh

Purchase Order Dispatch Email

Currently email comes from a generic system generated email.
Peoplesoft + fsprd@sbctc.edu

New feature allows 2 new things to happen:

1. Copy of email will be automatically sent to Buyer AND this can be opted out of in the Buyer
Setup (college controlled)

Navigation
Set Up Financials/Supply Chain > Product Related > Procurement Options > Buyer Setup
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Image: Buyer Setup Page Showing Opt Out Option Checkbox
Buyer Setup

’ Buyer Setup H Dashboard ‘

Buyer Setup

Buyer Emily Gerding *Status
Department SetlD |WA000 Q ‘ Departmentlﬁ Q |
Default PO Status
ShipTo SetiD (WA000 Q| Ship To ‘ aj
[ o © Open
O i
Location SetID |\"“"'ﬂ‘DOU Q ‘ Location ‘ Q - Pending Approval/Approved
PO Origin SetiD \WACTC Q | Origin ONL Q| M opt out from PO dispatch Email

fin_erps_1@gqctclink local
Phone | |

PO Dispatch Signature Location:

Fax | |

2. The email that shows when dispatched, the “FROM” email, can now be set to be the system
default (as it is now and will remain the default), the Buyer's email, or a BU specified generic
email. Each college can choose to select to change from the system default to either the
Buyer’s Email or a BU specified generic email. A ticket will be required to request ERP
Customer Support make the configuration change.

Image: System Default When Opt Out from PO Dispatch Email

peoplesoft+1 _ .@sbctc.edu

Wed, 17 Sep 2025 11:25:58 -0700 (PCT)

Dispatched Purchase Order

To: Supplier Email Address

Attachments:  WA160_0000005913_0.pdf

YAKTMA VALLEY COLLEGE BO 0000005913 has been dispatched. Please cpen the file and print for your record.

Image: Buyer’'s Email When You Choose to Receive PO Dispatch Email

This is a test email account

1 fin_erps_1@qctclink.local Buyer's Email from system
_ ’ Wed, 17 Sep 2025 13:35:44 -0700 (PDT)
Dispatched Purchase Order [}
To: Supplier Email Address
Cc: fin_erps_1@gctclinklocal

............................................................... Buyer's Email from system
Attachments:  WAQ00_0000005504_0.pdf

WA STATE BOARD COMM COLLEGES PD 0000005504 has been dispatched. Please open the file and print for your reccrd.
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Image: Email When You Choose to Receive a Generic Email

This is a test email account

. hcm_erps_2@qctclink.local BU Generic Email from system
Wed, 17 Sep 2025 13:23:35 -0700 (PDT)
Dispatched Purchase Order

To: Supplier Email Address

e fin_erps 1@qctelinklecsl — Byyer's Emaihfrom system

Attachments:  'WAD00_0000005505_0.pdf

Wi STATE BOARD COMM COLLEGES PO 0000005505 has been dispatched. Please open the file and print for your reccrd.

Example would be: Purchasing@sbctc.edu. Just needs to be an existing email account.

This is a configurable change that will be done by Purchasing ERP Customer Support upon request
via ticket.

Image: Define Dispatch Options

The configuration for the Buyer's Email or BU specified option is done in Define Dispatch Options
(not available to the college users).

Define Dispatch Options X

Help
Print Image on Purchase Order

PO Dispatch Image Location:
|st.’ psrepo/fspts/Commoen/F S/PO/POLogo/WAQD0/MWWAOODIogo jpg |

# Print Signature on PO

PO Dispatch Signature Location:
ﬁs!psrepo.‘fspts!Cummun.fFSu‘F'OfF'OSigMADCTONVAGDO_sig,jpg l

Template ID | CTC_PO_DISPATCH Q|
Default Sender Email: Email ID:
| Specific V| ‘hcm_erps_2@q[:lclink,lucal |

Image: Default Sender Email Dropdown

Default Sender Email drop down choice by Business Unit. Request will need to be approved by
appropriate college leadership.

Jefault Sender Email:
Specific

Buyer
(Speciic |
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QRG
Batch Dispatch Purchase Orders

Auto Sourcing Requisition

For those that use this tool for auto sourcing requisitions to purchase orders, due to an issue with
additional processing options, those options will no longer be available. We found that when
selecting additional processing options such as run budget check, that the entire processes errors
and results in locked requisitions and purchase orders.

This change will REQUIRE a new run control to be created when using this process.

No other changes to the QRG or process.

Navigation

Menu > Purchasing > Purchase Orders > Stage/Source Requests > PO Auto Sourcing

Image: Before Screenshot of the PO Auto Sourcing Page Showing Additional Processing
Options are Available

PO Auto Sourcing

| Ohbjectives || Optione || FResulls |

Run Gontrol 1D R a veceas Manks
Ewxpand A Calapsa Al
+ Requislfion 3elaction Criterla
Itam 1D Requirsd Srain Ijl
Requiciian Mams | =}
Contraot B#HiD \j\ Contraot | @ |
S — - q
Euyer | Ql
Date SelecHon
Humber of Daye Daie
*+ Purchase Order Opllons
- - Flexlble Sourcing Controbs
“Concolidetion Method | Businass Unil, Suppliar b
Laad Time Fastor % :I
oigin |DML Q
3hip fo Priceity Factor % \:I
Prion Factor % \:I
Furchace Crder Raference |
Buppllar Priority Factor % :I
B Fre-Approve BEupplisr
B Bulld FOs a5 Approwed
Galsulats PO Lina Numbars
Hold From Further Proeeccing
[ Allow Dispatoh When Appr
Agmtionsl Procesaing Options N I
Fun Eudget Chasi 0 onger
Run Dooumant Toésranog I bl
Run PO Dicpatoh a\."al a e
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QRG

Sourcing Requisitions, Auto Sourcing Requisitions

New Feature - Requisition Approver View Comments and
Attachments
Approvers are now able to view comments and attachments when approving a requisition.

Navigation
Fluid > Approvals Tile

Image: Requisition Fluid Approval Page

Select a Requisition that is to be approved. Under More Information is the Header Comments and
attachments link. Select link to view comments and attachments in the header of the Requisition.

Requisition

E 5 line(s) are pending your approval

Summary
Business Unit \ Requisition ID
Routed Date September 4, 2025 Requisition Date September 3, 2025
Requester f Entered by

Budget Header Status Provisionally Valid

Edit Requisition
~ More Information

Header comments and attachments >

View Printable Version >

v Lines

Image: Requisition Attachments

The text heading of the comment states comment 1 even though it is an attachment.

Requisition Header Comments and Attachments
Business Unit
Requisition ID 311
Header Details
~ Comment 1
Sequence Attached File
1 o] 5_Renewal_Signed pdf
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Image: Requisition Approval Page

To view line comments and attachments, select line to be reviewed and then select Line comments

and attachments link.

Approval Line Detail

- e TMJ2025 - 6/30/2026
I1SD

Line Details
Business Unit Requisition ID 1
Line 1 Item ID
Supplier 001 Quantity 1 EA
Price usD Ship To 01

Category

Shipping Information
Schedule Ship To Quantity Price Amount Attention Due Date

1 Jo1 1EA 1UsD 1UsD 2026-06-30
More Information
Line comments and attachments >

Back To Header

Image: Requisition Comments

The text heading of the comment states comment 1.
Requisition Line Comments and Attachments

Business Unit |

Requisition 1D 1

Line 1
M
Item Description 71172025 - 6/30/2026

~ Comment 1

Test comment 1

QRG

Process Requisition Approvals

New Feature - Purchase Order Approver View Comments and
Attachments

Approvers are now able to view comments and attachments when approving a purchase order.

Navigation
Fluid > Approvals Tile

Select a Purchase Order that is to be approved. Under More Information is the Header Comments
and attachments link. Select link to view comments and attachments in the header of the Purchase

Order.
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Image: Purchase Order Fluid Approval Page

Select a Purchase Order that is to be approved. Under More Information is the Header Comments
and attachments link. Select link to view comments and attachments in the header of the Purchase
Order.

Purchase Order

FedEx Freight Inc

[=] 1 ine(s) are pending your approval

Summary
Supplier FedEx Freight Inc PO Total
PO Reference dEx Status Pend Appr
POID 343 Business Unit
PO Date 07/30125 Routed Date 08/13/25
Buyer Budget Status Valid
Edit Purchase Order
~ More Information
View Comments and Attachments >
View Printable Version >
« Lines
Pending | Al |

Image: Purchase Order Comment
The text heading of the comment states Group box whether it is a comment or attachment.

Purchase Order Header Comments and Attachments X

Business Unit

PO Number 43

v Group box

Blanket PO for FedEx activities. Will upload invoices against the appropriate line as they arrive.

Image: Purchase Order Approval Page

To view line comments and attachments, select line to be reviewed and then select Line comments
and attachments link.

Approval Line Detail

usp
Line Details
Line 1 Receiving Required Do Not
Item
Quantity 1 EA
Price usD
Amount usb
Shipping Information
Schedule Ship To Quantity Price Amount Attention Due Date
1 01 1EA uso usb 2025-09-16 >
More Information
Line Comments and Attachments > %

Back To Header
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Image: Purchase Order Attachments

The text heading of the comment states Group box whether it is a comment or attachment.

Comments and Attachments

Business Unit

PO Number 506

Line 1

Item Description I

~ Group box

contract statement

Attached File

2026_Holiday_List.docx

QRG

Process PO Approvals

Travel and Expenses

Fluid Travel Authorization Creation Page Updates

Enhanced the Fluid Travel Authorization Creation page by adding the following: Expense Type Date
Column, Expense Type Location Column, View Printable Version link added to the left side of the
header, Notes link added to the left side of the header and a Gear icon added to right top of the
expense details section, which is used to access the Grid settings (customize the expense details
columns and sort order). The Create Cash Advance link was moved to the left side of the header.

Navigation

Employee Self Service Fluid Home Page > Expenses > Create Travel Authorization
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Image: Fluid Travel Authorization Creation Page

Travel Authorization

Report 0000038842 Pending
M

“Deseription | Fall Conference | “Travel From |Bellingham a|
Purpose | Pr D it *Travel To | Anacortes Q|
Comments | ABSFall Start Conference ) *Date From [10/22/2025 ]
I “Date To |10/24/2025 | Trip Duration 2 Days
Billing Type | Billable ~| —
Attachments &/ ‘
Create A Cash Advance
View Printable Version
Notes
Details 4 rows
‘ Accounting Default | ‘ Populate from Travel Authorization ‘ ‘ Populate from Template ‘ | Quick-Fill ‘ ‘ET‘ ‘E‘ ‘T‘
Date 7L Expense Type 1. Description 1. Location 1 Amount 1. “Currency 1 Accounting Attachments
[10222025 [ || [ Hotelin State of wa ~| [1stnight || [Anacortes alll 110.00| [usp Q| ‘E‘ | Details | 4 ‘T‘ ‘j‘
[10r2372025 [ || | Hotel in State of wa ~| [2na night || [anacortes alll 110.00| [UsD a| (] [eea] [a]| [+][—]
| 1012212025 [2] || | Meal in State of WADinner | | 1st nignt ||| Anacortes alll 31.00 [usp Q| ‘E‘ [oetis| [ 4 ‘T‘ ‘t‘
(1012312025 [ || [ meal in State of waDinner  ~| |2nd night || [Anacortes alll 31.00| [usp Q| ‘E‘ | Details | 4| ‘:‘ ‘j‘
Total Expenses 282.00 usD

Image: Gear Icon, Grid Settings Menu

Grid Settings [ Done |

Personalize Column and Sort Order

Use the Grid Columns section to reorder or hide columns. Use the Sort Order section to define up to three columns (either ascending or descending) to be used for sorting. Use the Grid
Columns section to select columns to add to the Sort Order. Selecting a column displays the associated actions which can be performed on that column.
Grid Name: Details
Grid Columns Sort Order
Default Sort Order is Used

O Date O Hidden Add to Sort

O Expense Type O Hidden

©  Description O Hidden

O Location O Hidden

©  Amount O Hidden

© Currency O Hidden

) Accounting (J Hidden

© MORE O Hidden

Clear Selections ‘ ‘ Restore Defaults

QRG

Creating Travel Authorizations

Fluid Expense Report, Transportation Mileage Favorites

Enhanced the Fluid Expense Report Creation page by adding new Favorites functionality to the
Transportation Mileage Expense Type. Add to Favorites and View Favorites buttons are now
available. As part of this enhancement, Address boxes will now be displayed for all users, even if your
college doesn’t have GPS Address verification turned on. The Address boxes are optional to use if
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your college doesn’t have GPS Address verification turned on and are mandatory if it does.

Navigation

Employee Self Service Fluid Home Page > Expenses > Create Expense Report

Image: Fluid Expense Report Entry Page, Transportatlon Mileage Expense Type

Expense Entry

Expense Entry

Fall Conference ‘E‘

Reviow and Submit

Last Saved

fall conference ‘E‘

Review and Submit

Last Saved 0912612025 4:08PM

Total (1 Item) 7.640 USD
[+] = [
Fiter

Ada

8]
==

 Monday, September 22, 2025

Transportation Mileage
Round trip Mileage to and from Fall
Conference in seattle

No Calculate
GPS button, so

GPS address
Verification is
not turned on

QRG

Transportation Mileage - 09/22/2025
*Date |09/22/2025

“Expense Type | Transportation Mileage

2]
“Description | Fall Confere
4
Mileage
Starting Point | 18101 Greenwood Ave N, Shorelne, WA 7| ¢
98133 y
Ending Point |90 Pine St Seatile, WA 98101 @
S 4
Round Trip [[] ||C'+‘
“Transportation ID_ | AUTO M

Transportation Type AUTO

“Miles (1076 | x 07100 ‘7\

Payment Details
“Payment | Employee |
“Amount 764

Additional Information

“Billing Type | Billable v

Create Fluid Expense Report

a
Total (1 ltem) 7.64 USD
1+ =

Add

(=]

Delete Fitter

\ Monday, September 22, 2025

Transportation Mileage
Round trip Mileage to and from Fall
Conference in seattle

You will see this
Button if your

college has GPS
Address verificatio
turned on

Fluid Expense Report Approvals, Exception Comments

Enhanced the Fluid Expense Report Approval page by adding access to Exception comments when
needed. If your local setup allows editing expense lines during approvals, and editing causes an
exception, you can now add Exception Comments in Fluid Approvals.

Navigation

Navbar > Approval Tile > Expense Reports

Transportation Mileage - 09/22/2025

“Date |09/122/2025

“Description |Fa

Mileage

aJ

“Expense Type |Transportation Mileage

to and from
seattle 54

Starting Point. | \yacpington 98133 US

Ending Point

16101 Greenwood Ave N Shoreline =

900 Pine St Seattle Washington 98101 US

n Round Trip [

\I_I

Miles Calculated 10.76

“Transportation ID | PERSONAL CAR |

Transportation Type AUTO
“Miles [1076 | x 07100 ‘ 2 ‘
Payment Details

“Payment | Employee v|

“Amount | 7.64

14| Page
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Image: Fluid Expense Report Entry Page, Exception Comment Required

L O] 04 : @

Expense Entry H

o

Last Saved 0828/2025 9:40AM

Total (1 Item) 55.00 USD Automobile Rental - 06/01/2025
+ & E - P Expense Entry Errors
Add Delste Filter More Correct the following errors prior fo submission:
Sunday, June 01, 2025 = Older Transaction -- Explanation required for the expense line older than 30 days.

‘Automobile Rental .
1 Date |06/01/2025
Trip auto rental 500
usb
@ |~ *Expense Type | Automobile Rental Q

Trip auto rental

*Description

Payment Details

*Payment | Employee -

“Amount ‘ss,no | ‘usn Q |

Additional Information

*Billing Type  Billable ¥

& Aftach Receipt (Required) b Mo Receints 3

[ Accounting 1)

Exceptions

Personal Expense \[:]
No Receipt

No Receipt Reason

Exception Comments

Qlder Transaction P Mo Comments 3

Receipt Missing >

Image: Fluid Expense Report Entry Page, Exception Comment Window

Exception Comment
Date 06/01/2025

Expense Type Automobile Rental

Older Transaction Exception

An explanation for the expense line older than 30 days is required. Explain why.
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QRG
Completing Expense Report Approvals (Fluid)

Fluid Expense Report Approvals, Receipt Value Functionality

Improved the Fluid Expense Report Approval Line Detail page so that the absence of a receipt is
indicated correctly.

Navigation

Navbar > Approval Tile > Expense Reports > Approval Line Detail

Image: Fluid Expense Report Header Select the Expense Line

Approval Page,
"-i. 1in Me

Expense Report
|

Ié‘ 1line{s) are pending your approval

Summary

Report ID 0000096434 Submitted for Approval

name [

Total Due Employee 5500 USD Reference

Report Description Test
Business Purpose Miscellaneous
Location Tacoma

Header Attachment N

v Lines

Crn | |

Submission Date 09/12/25
Updated on 09/29/25 - 10:05 AM

Exceptions and Risks
Expense Defails

1row

Select  Risk/Exception Date/Expense Type Reimbursement Amount Receipt Required Receipt Attached
= 06/02/25 Automobile Rental
] Employee 55.00 USD Y N >

Approver Comments

‘ Approval Chain

Image: Fluid Expense Report Approval Lin

Approval Line Detail

|

e Detail Page

|Automobile Rental

55.00 USD
Line Detail
Transaction 06/02/25 Payment Employee Receipt ¥ No Receipt
Date Method Required Reason
Expense Type Automobile Rental Merchant Receipt N
Attached
Description Trip auto rental Location
Billing Action Billable Personal N
Expense
Receipt N
Verified

Additional Information

Exceptions and Risks

View Accounting

QRG

Completing Expense Report Approvals (Fluid)
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New Feature - Fluid Expenses Workcenter

There is a new Fluid Expenses Workcenter that has all the pages from Travel and Expenses,
reorganized into one Workcenter to help Travel Administrators stay organized. The Classic Expenses
Workcenter has also been modified with these updates.

The Fluid Expenses Workcenter will migrate with the new image and will be located on the Fluid
Expenses Homepage. If you already have a shortcut ‘tile’ for the Classic Expenses Workcenter on one
of your homepages, you will need to manually add the Fluid Expenses Workcenter to the Fluid
Expenses Homepage (or homepage of your choice).

Navigation

Fluid Employee Self Service Home Page > Expenses > Expenses WorkCenter

Image: Fluid Expenses WorkCenter
«|l0 QO ® (L searcn n men

Expenses
Expenses System Notices Expense History Create Expense Report
[@
Create Travel Authorization Expense Report History My Expense Reports
o L0 10K
® 08 08K =
ORacCLE oracLE g o0s 06K
rrrrrrrrrrrrrrrr = 04 oac E
* 02 0.2¢
LX) 0.0
Fanding
1 Active Expense Reports
Travel Authorizations Expense Transactions Expenses WorkCenter
A
- oRACLE
Q% rrrrrrrr

Using Expenses Workcenter

Project Costing

My Projects List

The limit of 50 projects that a user can have in their My Projects list has been removed.

Navigation

Project Management Homepage > My Projects fluid tile

QRG

Project Management Homepage



https://ctclinkreferencecenter.ctclink.us/m/87479/l/1444405-using-expenses-workcenter
https://ctclinkreferencecenter.ctclink.us/m/79743/l/1886312-project-management-homepage

Customer Contracts

New Feature - Contracts Update Wizard

There is a new wizard that allows a user to update various parts of a grant award or a customer
contract en masse. Items that can be updated include Assistance Listing Number (ALN), award
reporting roles, award status, billing specialist, contract administrator, post-award administrator, and
principal investigator. The most common use for this may be principal investigator as shown in the
example below.

Navigation

Customer Contracts Fluid Homepage > Contract & Award Updates tile

Image: Contract & Award Updates Tile on the Customer Contracts Homepage

OctcLink [ O © ® Menu + Search in Menu Q ) g H @

| Customer Contracts vl < 30f8 >

Contracts WorkCenter Manage Contracts Review and Manage Limits Review Contract Summary

C:BEID[I E& & D@

My Contracts Adjust My Contracts Contract & Award Updates

—_— X

=n . LT

Image: Step 1 = Select Update Type

Q_ Search in Menu

Contract & Award Update Wizard

@ 2 3) (4
Select Update Type Enter Values Select Contracts/Awards Review and Submit

Update Type ‘ Principal Investigator V‘

*Description ‘Jane Doe -> Kevin Ngyuen ‘
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Image: Step 2 = Enter Values

Q_ Search in Menu

Contract & Award Update Wizard

o ~

1 @ (3) (4

Update Type: Principal Investigator Enter Values Select Awards Review and Submit

Restart H < Previous

Enter Principal Investigator

*Business Unit  WA000

*Award PI ‘Doe,Jane Q

Image: Step 3 = Select Awards

‘ Q Search in Menu

Contract & Award Update Wizard
@ (2) G ‘4
Update Type: Pr\ﬁcwpa\ Investigator Enter Values Select Awards Review and Submit
‘ Restart ‘ ‘ < Previous ‘
> Select Awards
Search Results 26 rows
QN

O AwardID 1L Description 10 Award Status T Award PI 10 Start Date 1l End Date 11
00000000000000004069 IELCE FY24 Accepted Doe,Jane 07/01/2023 12/31/2025
00000000000000004086 Corrections Ed FY24 Accepted Doe,Jane 07/01/2023 07/31/2024
00000000000000004536 ABE FY25 Accepted Doe,Jane 07/01/2024 12/31/2026
00000000000000004577 IELCE FY25 Accepted Doe,lane 07/01/2024 12/31/2026
00000000000000004751 Corrections Ed FY25 Accepted Doe,Jane 07/01/2024 07/31/2025
00000000000000005044 ABE FY26 Accepted Doe,Jane 07/01/2025 12/31/2027
00000000000000005045 IELCE FY26 Accepted Doe,Jane 07/01/2025 12/31/2027
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Image: Step 4 = Review and Submit

Contract & Award Update Wizard
A @ B 0
Update Type: Principal Investigator Enter Values Select Awards Review aﬁd Submit
‘ Restart ‘ ‘ < Previous
Awards 7 rows
QN
Business Unit Tl Award ID 1L Description 1l Award Status 1T Award PI 1} New Award PI 10
WAO000 00000000000000004069 IELCE FY24 Accepted Doe,Jane Nguyen,Kevin Q ‘ Tar
WAO000 00000000000000004086 Corrections Ed FY24 Accepted Doe,Jane Nguyen,Kevin Q ‘ Tar
WAO000 00000000000000004536 ABE FY25 Accepted Doe,Jane Nguyen,Kevin Q ‘ Tar
WAOQ00 00000000000000004577 IELCE FY25 Accepted Doe,Jane Nguyen,Kevin Q ‘ Tay
WAO000 00000000000000004751 Corrections Ed FY25 Accepted Doe,Jane Nguyen,Kevin Q ‘ Tar
WAO000 00000000000000005044 ABE FY26 Accepted Doe,Jane Nguyen,Kevin Q ‘ 1o
WAO000 00000000000000005045 IELCE FY26 Accepted Doe,Jane Nguyen,Kevin Q ‘ Tar

Image: Confirmation that changes were made

Q Search in

Contract & Award Update Wizard

Update Type Principal Investigator

Description Jane Doe -> Kevin Ngyuen

New Update

Update Summary 7 rows
K QN

5:?:"955 0 AW ;i:rl':e \?akliue gledscription 0 LB\l @ g::crip!ion LU ECateCEaHDatet S A

WA000 00000000000000004069 EMPLID Doe,Jane Nguyen,Kevin  Diego Sanchez | 10/01/25 4:34:43.000000PM
WAO000 00000000000000004086 EMPLID Doe,lane Nguyen,Kevin  Diego Sanchez 10/01/25 4:34:43.000000PM
WAO000 00000000000000004536 EMPLID Doe,Jane Nguyen,Kevin  Diego Sanchez 10/01/25 4:34:43.000000PM
WAO000 00000000000000004577 EMPLID Doe,Jane Nguyen,Kevin  Diego Sanchez 10/01/25 4:34:43.000000PM
WA000 00000000000000004751 EMPLID Doe,Jane Nguyen,Kevin  Diego Sanchez | 10/01/25 4:34:43.000000PM
WAO000 00000000000000005044 EMPLID Doe,Jane Nguyen,Kevin  Diego Sanchez 10/01/25 4:34:43.000000PM
WA000 00000000000000005045 EMPLID Doe,Jane Nguyen,Kevin  Diego Sanchez | 10/01/25 4:34:43.000000PM

QRG
Contracts Update Wizard
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Grants

Assistance Listing Number

The old federal term of Catalog of Federal Domestic Assistance (CFDA) has been updated to the new
federal term of Assistance Listing Number (ALN) throughout the Grants module.

Navigation

Grants > Proposals > Maintaine Proposal
Grants > Awards > Award Profile

Image: Current Maintain Proposal Page with CFDA

Maintain Proposal

Proposal Projects Budgets Resources Certifications Reports Attachments
Proposal ID NEXT Version ID V101
Description Currency USD Add to My Proposals
Reference Award Number Federal Award Identification Number
*Title
Long Description F_i‘
4
254 characters remaining
*PIID Q
Status
*Sponsor ID Q
*Proposal Status | Draft v
Pre-Award Administrator Q Submit Status: Not Submitted
Purpose Q Generate Status Not Generated
*Proposal Type | New V] =

In Approval Process

Confidence %
’ Facilities & Admin Requested

| CFDA Q O Foreign Application/Component O Template Proposal
(J NIH Modular Grant

Due By Budget Express Additional Information
— w

SO S SRR T I S P SN SR ST P DY Y
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Image: Updated Maintain Proposal Page with ALN

Maintain Proposal

Proposal Projects Budgets Resources Certifications Reports Attachments

Proposal ID NEXT Version ID V101
Description Currency USD Add to My Proposals
Reference Award Number Federal Award Identification Number
*Title
Long Description /r@
254 characters remaining
*PIID Q
Status
*Sponsor ID Q
*Proposal Status [ Draft v

Prime Sponsor
Submit Status: Not Submitted

Pre-Award Administrator
Q Generate Status Not Generated
Purpose
P ? In Approval Process
*Proposal Type [ New v B

Facilities & Admin Requested

Confidence % @] Foreign Application/Component @] Template Proposal

| ALN Q | O NIH Modular Grant

Due By Budget Express Additional Information
R U R T el W g e W S W DRy ' v iV S Ser S R Sy e ¥

Image: Current Award Profile Page with CFDA

Award Profile

Award Funding Resources Certifications Terms Milestones Key Words Funding Inquiry

Award ID 00000000000000005044
Reference Award Number Federal Award Identification Number

Title

Long Description F\
2

254 characters remaining
Award PI Q. Reporting Role

Sponsor US Department of Education

Post Award Administrator Q
Purpose INSTR Q
Status [ Accepted VI
Award Type [ Grant v]
I CFDA Q |
Proposal ID 00000000000000005044 QA view Proposal

Version ID V101 Q

Start Date 07/01/2025 )

End Date | 12/31/2027 [5

. ottt n8 N Aot 5 e I I Y SV S S P A SO
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Image: Updated Award Profile Page with ALN

Award Profile

Award Funding Resources Certifications Terms Milestones Key Words Funding Inquiry

Award ID 00000000000000005044

Reference Award Number Federal Award Identification Number
Title
Long Description rj
Vi

254 characters remaining
Award PI Q' Reporting Role

Sponsor US Department of Education

Prime Sponsor

Post Award Administrator Q
Purpose INSTR Q
Status [ Accepted v
Award Type | Grant v
| ALN Q |
Proposal ID 00000000000000005044 Q view Proposal
Version ID V101 Q
Start Date 07/01/2025 E]
End Date 12/31/2027 [1
20t D 30niin il N el ot AN 11 B s i AN I s ot sl N o nnrdD 0 P e o o M

QRGs

Reimbursable Grant - Creation to Activation

Reimbursable Grant with Multiple Projects - Creation to Activation

Fixed Price Grant - Creation to Activation
Billing

Grant Billing: Billing Interface Error Details

Process Monitor log file now contains information on all errors that occur when processing a billing
interface ID number from the Customer Contracts module into the Billing Module (process name:
BIIFOOO1). The process no longer stops after finding the first error. Details are found in the log file.
The screenshots below demonstrate how to find the errors in the log file.

Navigation

PeopleTools > Process Scheduler > Process Monitor
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Image: Process List in Process Monitor

Select the Details link when the BIIFOOO1 process is in Warning status.

v Process List
B Q

Select Instance Seq. Run Control ID

Process Type

Process Name

Run Date/Time

| View Al

1-50f5 v

Run Status

g:smhutlon Details Actions

atus

27229202 gAslnc gApplication Engine FO001 — 109/22/2025 4:56:26PM PDT gWaming gPosted Details | VActions
Image: Process Detail Window
On the Process Detail window, select the View Log/Trace link.
Process Detail X
Help

Process
Instance 7229202
Name BIIF0001
Run Status Warning
Run

Run Control ID  AsInc
Location Server
Server

Recurrence

Date/Time

Request Created On
Run Anytime After
Began Process At

Ended Process At

Distribution Status

PSUNX

09/22/2025 4:56:29PM PDT
09/22/2025 4:56:26PM PDT
09/22/2025 4:56:36PM PDT
09/22/2025 4:56:51PM PDT

Description

Type Application Engine

Posted

Update Process

Hold Request
Queue Request
Cancel Request
O Delete Request
Re-send Content

Actions

Parameters
Message Log
Batch Timings

View Log/Trace

Billing Interface

Restart Request

Transfer
View Locks
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Image: View Log/Trace Window

Select the link for the Interface Errors Log File in CSV format.

View Log/Trace X
Help
Report
ReportID 6615528 Process Instance 7229202
Name BIIF0001 Process Type Application Engine

Run Status Warning

Billing Interface
Distribution Details

Distribution Node local Expiration Date 10/22/2025

File List

Name File Size (bytes) Datetime Created
AE_BIIF0001_7229202.log 437 09/22/2025 4:56:51.618923PM PDT
Interface_Errors_Log_File_7229202.csv 259 09/22/2025 4:56:51.618923PM PDT

Distribute To
Distribution ID Type “Distribution ID

User I

Image: Spreadsheet Displaying Interface Error Details

View the error details in the spreadsheet.

B Interface Errors
2 Interface ID Interface Line Number Transaction Type Transaction Type Seq Error Message
3 18827 1 Accounting Entry 0 Invalid Business Unit
4 18827 1 Accounting Entry 0 Invalid Account
i 18827 1 Chargeable Line Q Errorin PS_INTFC_BI_AEDS row
6 |
7

As in the past, interface errors can be corrected by navigating to Billing > Interface Transactions >
Correct Interface Errors using the following QRG.
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QRG

Correcting Interface Errors

Grant Billing: Updated Tab Name in Correcting Interface Errors

Both tabs on the Correct Interface Errors page used to be labeled Billing Interface - 1. The tabs now

have distinct labels better describing the components of each tab: Bill Interface Info and Bill

Interface - Acc Entry.

Navigation

Billing > Interface Transactions > Correct Interface Errors

Image: Old Correct Interface Errors Tab Name

[ 4

Correct Interface Errors ‘}
4

f

Billing Interface - 1 ‘ { Billing Interface - 1 p
7

4

4

Interface ID 18827 Line Number 1 y
£
Accounting and Discount/Surcharge Entries /
5] ;
Transaction Type Seq Num Type LoadStatus Error Status Description ¢
AE [Recognized Revenue V] ERR Invalid Invalid Account 4
Account ¢

{

o

Image: New Correct Interface Errors Tab Name

Correct Interface Errors 4
’r

. - ) )
‘ Bill Interface Info ‘ ‘ Bill Interface - Acc Entry P
-
o«

Interface ID 18827 Line Number 1 4

«

P

1

Accounting and Discount/Surcharge Entries b 4
R — F
Bl a] ,
i

Transaction Type Seq Num Type LoadStatus Error Status Description "
. {

AE Recognized Revenue v ERR Invalid Invalid Account L

L J Account 4

‘ -

D
{
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Billing: Remove Budget Status Column from Invoices Not Integrated
to GL

Oracle removed the Budget Status column from the "Invoices Not Integrated to GL" view in both
Classic and Fluid Billing Work Center, as it consistently displays blank values and provides no

functional value.

Business Impact:

e The Budget Status column occupies screen space without providing useful information

e Creates user confusion as they expect to see values populated at some point

e Reduces Ul clarity and efficiency in the Billing Work Center

Navigation
Billing > Billing Workcenter

Image: Invoices Not Integrated to GL Pagelet

Before the image, the Budget Status column is visible in both Classic and Fluid interfaces but never

displays any values (always blank).

Billing WorkCenter

Main

Reports/Queries

B My

Work

Edit Filters.

< My Work

Invoices Not Finalized (4)

Invoices Pending My
Approval

Invoices Not Submitted for
Approval (2)

Invoices Pending Approval
3)

Recuring Invoices Not
Generated

Invoices Not Integrated to
GL (1)

Invoices Entered Today
Recent Invoices (69)
Recent Credit and Rebill
Invoices (2)

R Links

> Bill Entry Group
b Other Links

Invoices Not Integrated to GL

Billing Invoice List
General || Details | [0

Business Unit  Invoice™

O wa210

Select All Deselect Al

CA-D000026133

Bill Toa

FINOD107

Actions [

~]| co

* Multi-Select Action

Customer Name

State Board for Comm & Tech
Calleges

Totals by Currency

% e T Cie

Personalize | Find | View Al | [ First (4

nvoice Amount Currency

13,777.66 USD

13,777.66 USD

Pre-Load Status

Done

Budget Status™

10f1 (b Last
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Image: Invoices Not Integrated to GL Pagelet

After the image, the Budget Status column was removed entirely from the "Invoices Not Integrated
to GL" view in both Classic and Fluid Billing Work Center

(Q Search in Menu

Billing WorkCenter

Billing WorkCenter @ «
Main | Reports/Queries Invoices Not Integrated to GL
£# My Work o i e
Edit Filters Billing Invoice List Personalize | Find | View Al | B First (0 1011 @ Last
< MyWork General | Details

Invoices Not Finalized (2) Business Unit  Invoice~ Bill Toa Customer Name nvoice Amount Currency Pre-Load Status

Invoices Pending My

Approval ) WA150 MSC-0000041735 001000005 Red Dot Corporation 100.00 USD Done
Invoices Not Submitted for

Approval Select All Deselect All

Invoices Pending Approval Actions | «| o Totals by Currency 100.00 USD

Recurring Invoices Not * Multi-Select Action

Generated

- Invoices Not Integrated to
GL (1)

Invoices Entered Today

Recent Invoices (46)
Recent Cradjtand Rehill

% Links [

- Bill Entry Group
> Other Links

Workaround
Alternative Access to Budget Status Data

Budget Status information remains accessible to users through PeopleSoft Query or Review Billing
Information Page.

PS Query
Use this Query QFS_BI_INV_BUDCHK_INCMPLT to identify invoices that did not complete
QRG

Budget Checking Billing Invoices

Correcting Billing Errors and Exceptions

General Ledger

Future Effective Dating Journal Source will not Show in Current
Journal Selection

When creating a journal, only current journal sources should be available for selection. A future
dated journal source should not be available.

Navigation

FSCM Menu > Set Up Financials/Supply Chain > Common Definitions > Define Journal Source

Image: Example of a Future dated Journal Source TST
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e
Define Journal Source
[ Definition ‘ Journal Options [ Currency Options ‘ Approval Options
SetlD WACTC Source TST
v Effective Date |O.| I 1of1 v | View Al
e Date o907 [ Suts [Aoe v =]
*Effective Date |09/01/2027 []| Status | Active vl L |
“Description |test |
Physical Nature | v|
VAT Default
l Return to Search H Previous in List H MNext in List H Notify ll Add l Update/Display l Include History H Correct History
Definition | Journal Options | Currency Options | Approval Options

Journal source for a journal dated 9/25/25 is not found for TST

Navigation

FSCM Menu > General Ledger > Journals > Journal Entry > Create/Update Journal Entries.
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Image: Selection of Journal Source on Manual Journal

Look Up Source

Allocation Process

Asset Management
Accounts Payable

Accounts Receivable
Student Adm/Student Adv
Billing

Contracts

Claimbacks

Closing Journal Source
Expenses

Extenal Application

Grants

Month-End Adjustments
Online Journal Entry

Payroll Processing

Project Costing

Purchasing

Payroll Transfer

Revolving & System IT Alloc.
Student Adm/Student Financials
Student Financials Cashiering
GL Correction for SF

L 4 Sar

Stat Journals

Treasury

QRG
Create/Edit Journals

Fluid WorkCenter Attachments - New Icon/Less Clicks

The General Ledger Fluid WorkCenter has improved the view and saves clicking steps when
reviewing attachments in Pagelets under Journal Processing and Current Work. The number of
attachments are to the right of the view on the paper clip icon and can be clicked on to pull up the
navigation to the attachment selection.

Navigation
GL WorkCenter fluid Tile
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Image: General Ledger WorkCenter Fluid Tile, My Work Section

<109 ®

General Ledger WorkCenter
oo Journals Available to Edit
My Work 8rows
_ (o] [= [o][n]
Journal Processing . — =]
‘ General H Detail 1 H Detail2 H Show Al ‘
() Unitt  JournallD  Journal Date 1t UnPost Sequence 1t Line Unit 1. InterUnit 1L Description 1t Status 11 Budget Status Source 1t Lines 11
o 0000661685 0812972025 No Aug MFD recharges EditReqd  NotBudget Checked OoNL 110
o 0000661304 0812972025 No SBONT 174-5 Promise E05755 812 EditReqd  NotBudget Checked EXT
Joumals Not Posted in Clos... (3
Joumals Ready fo Post = o 8100663487 09/1972025 No 81 Biling EditReqd  Valid Bl
Submit Journals for Approva... (18 o DEPREG2629 0813112025 No Depreciation Expense - August EditReqd  NotBudget Checked Am 31
3 o 0000656985 0813112025 No Aug Corrections EditReqd  Not Budget Checked onL 52
2 D o PAY0657470 0811512025 No HR Payroll Journals EditReqd  NotBudget Checked PAY 6029
Amortization Schedules
o 0000662451 0873172025 No Moving adjunct faculty to spen EditReqd  NotBudget Checked OoNL s
Joumals Not Yet Posted at ... (17
o 8100662523 0910172025 No 81 Biling EditReqd  Valid Bl
Mark/Submit Journals for U... (58
Joumals Pending Approval
Current Work _

Example of attachment icon is shown on the Journals Available for Edit. The Attachment can be
viewed by clicking on the hyperlink under File Name.

Image: Fluid General Ledger WorkCenter

Journal Entry Attachments

Summary
Business Unit W. Journal ID 0000661885
Ledger Group ACTUALS Journal Date 08/29/2025
Attachments
Attachment Details 1 row

1+ (=]

File Name Description

BUG37030991followuperror.docx

QRG
Fluid WorkCenter Attachments

Journal Attachments can be Cancelled Before Attaching to a Posted
Journal

Previous to image 53, when a person adds an attachment to a posted journal they cannot change
their mind,but will have to post it. With the new image 53, if a user cancels the attachment before
selecting “OK” it will cancel and not return a “...not allowed” message. (Do note, once saved it will
be preserved, and you cannot delete an attachment on a posted journal.)

Navigation
FSCM Main menu > General Ledger > Journals > Journal Entries > Create/update Journal entries
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Image: Prior to Update, From Create/Update Journal Entries

Create/Update Journal Entries

unit V\F Journal ID 0000629449 Date 0710172025
4
236 characters remaining
“Ledger Group | ACTUALS Adjusting Entry | Non-Adiusting Entry
Ledger Journal Entry Attachments X
“source | STA fep
Unit  WA200 JoumnalID 0000629449 Date  0701/2025
Reference Number
Details
Journal Class
[a] foiv > o 1 veww
Transaction Code  GENERAL Deleting Attachment is not aliowed. (5010,272)
et W Show to DatefTime
SUE Type Approver? Attachments cannot be deleted from this Journal because it is already posted. S
4 0612612025
Currency Defaults: USD/| | 2_-_JE~_ALLOCATION_1xisx or ‘ 10554270 E
Attachments (1) — J

Reversal: Do Not Generat| ‘Adding large attachments can take some time to upload, therefore, it is advisable to save the transaction
Ibefore adding large attachments.
nterea oy [
Entered On  06/26/2025 10:53:43AM l
Last Updated On  06/26/2025 10:57:52AM

l Retumn to Search ]l Refresh ]

Add Aftachment ] l oK. ]

Header | Lines | Totals | Emors | Approval

QRG
N/A

Import Journal “Open Item Key” can be moved from the last field

Previously, on the import journal template if you move the field Open Item Key to anything other than
the last field on the template it would not properly set the column length. Image 53 allows you to

move this field to the location of your choice.

Navigation

JRNL1_WS Journal Import Template
Image: Prior Right Side of JRNL1_WS Import Journal Template

hartfield 3 Affiliate Fund Aff Scenario OperlUnit Aff Res Type Category Sub Cat. Alt Zccount IU Group IU Anchor]
v I3 v I3 v I3 I3 I3 v v v

COpen Item Eey
v
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Image: New JRNL1_WS Import Journal Template

Journal Entry Sheet
Journal Header

Sys ID Unit Journal ID Date

Journal Lines

Sys ID Journal ID Line # n Item Key | Unit Ledger Bccount Speed Type Amount r Unit Fund rop IndexDept ID Class
i i v 2 v 2 i v v e i
Select fields to copy from a previous line by marking the checkboxes under each field.

QRG
Customizing Journal Import Template

Hovering Text on Icons for the JRNL1_WS Journal Template

On the Journal Entry Sheet of the JRNL1_WS journal import template, you can now hover over the
icons to see the detail description of what the icon button does.

Navigation
JRNL1_WS Journal Import Template

Image: JRNL1_WS Journal Import Journal Entry Sheet, Shows Hovering Over Delete Icon

B E il J R T m m o) o) 23 0 w \i
Journal Entry Sheet

5 A

Journal Header

4 x| 0k =]

Journal Lines

+ Xk G

ID Journal ID Line # Unit Ledger Account Speed Type Amount r Unit Fund rop Index Dej ID Class Program PCBU Project Activity Analysis State Purpose at
14 4 4 4 i v P 2 v

‘Select fields 1o copy from a previous ine by marking the checkboxes under each field.

E
QRGs
Importing a Journal (Import Now)

Importing a Journal (Write to File)

JRNL1_WS Import Can Use Special Characters for Journal Numbers

The Import journal JRNL1_WS now allows for the journal number/label to have a special character.

Navigation
JRNLAIWS Journal Import Template
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Image: Taken from JRNL1_WS Shows Dollar Sign in Journal Number

) i3 1= ™ ) v} =) i3 T 123 w T

= = n
Journal Entry Sheet

Journal Header

Journal Lines

+Xk 40O

rnal Ip Date
$12345 5/23/20258 |

B Iedpger nz':;mm 99'?.«1 Type lﬂsmuun(; S eeT R e e N SR e B e S Tl S T Slr;_an Col
Select fields to copy from a previous line by marking the checkboxes under each field.
1678 512345 9978 W 1000199 -0.01 7 145 36010 161 W 0000011910 ADMIN ~ DNC ]
1678 512345 9979 W, 1000199 001 7l 145 36010 161 W, 0000011910 ADMIN  DNC N
1678 512345 9980 W 1000199 -0.01 7| 145 36010 161 W 0000011910 ADMIN ~ DNC ]
1678 512345 9981 W, 1000199 001 7l 145 36010 161 W, 0000011910 ADMIN  DNC N
1676 512345 9982 Wi 1000199 -0.01 7l 145 36010 161 Wi 0000011910 ADMIN  DNC N
1678 512345 9983 W, 1000199 001 7l 145 36010 161 W, 0000011910 ADMIN  DNC N
1676 512345 9984 Wi OCAL 1000199 -0.01 7l 145 36010 161 Wi 0000011910 ADMIN  DNC N
1678 512345 9985 W, OCAL 1000199 001 7l 145 36010 161 W, 0000011910 ADMIN  DNC N
1676 512345 9986 W, OCAL 1000199 -0.01 7l 145 36010 161 Wi 0000011910 ADMIN  DNC N

QRG
Importing a Journal (Import Now)

JRNL1_WS correction allows for budget checking on imported
journals

Previously, by selecting the "Edit Journal(s)" option and the "Budget Check Journals" on JRNL1_WS
Setup, users would get the message that transactions were budget checked but they were NOT. This
is now fixed and by clicking on the “Edit Journal(s)” and “Budget Check Journals” the journal should
be edited and budget checked properly.

Navigation
JRNL1_WS Journal Import Template

Image: JRNL1_WS Journal Import, Setup & Defaults

Define Options and Defaults >

Header Defaults Message Options
Business Unit: wad0o O Log Error Message only OK |
Date: 9/29,/2025 (=} Log Successful and Error Message Cancel |

[+ Display Messages Online

Document Sequending Configure |

[[] Enable Document Sequencing

Default Document Type: I:I

AutoGen Lines [] Accounting Tag Online Import Control
Address: |https:Hfs-pts.peoplesoft—nonprod—aws.chdin1

General Options
Database |PSFT_EP

Language:

Ledger Group:

Source:

I@EII

Liser ID

[] Enable Multbook  [] DATA Act

i

After successful import
O Change import status to Do Mot Import

= Keep import status as Import

Edit Journal(s)
Budget Check Journals [ skip if Journal already exists

[ recalc Exchange Rates Skip if Journal has error
[] submit Journal{s) for Approval
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Importing a Journal (Import Now)

Comment Box is Displayed on Submitting a Journal

This enhancement allows the submitter to attach a comment to their journal before submitting for
approval. It also allows users to review comments when a journal is denied.

Navigation

FSCM Menu > General Ledger > Journals > Journal Entries > Create/Edit Journal Entries

Image: From Create/Update Journal Entry, Lines tab on Creators’ Side Before Submitting

Journal Approval Comments

Comments |put your comment herel

233 characters remaining
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Image: From Create/Update Journal Entries, Approval Tab View of the Journal Approver

On the approvers side it will contain the comment in the approval tab.

Create/Update Journal Entries

‘ Header H Lines H Totals H Errors H Approval

Data Language: ‘ English v‘

Unit W. Journal ID 0000663655

Approval Status

unie wal

Approval Check Active Y
Approval Status  Pending Approval

Date

0912512025

Journal Approval

Pending
@© Muliple Approvers
GL Joumal Approvals 22 Role

®

09/25/25 - 3:15 PM
put your comment here

> Approval History

l Return to Search H Notify H Refresh I

Approval Action | Approve ~
Comments =]
Y
254 characters remaining
Journal Approval
Unit W‘ ID 0000663655, Date 2025-09-25, Line Unit WA.Fending @View/Hide Comments,

Add Update/Dis|

Image: From Create/Update Journal Entries, Approval Tab

Denied journal comment shows on the creator’s approval tab.

Create/Update Journal Entries

| Header H Lines H Totals H Errors ” Approval ‘

Unit W. Journal ID 0000663655

Approval Status

unit wl
Approval Check Active Y
Approval Status  Denied
Approval Action \m

Date

09/25/2025

Comments

254 characters remaining

Journal Approval
nit WA 1D 0000663655, Date 2025-09-25, Line Unit WAJ|:Denied
Journal Approval
Denied
—
0 GL Joumal Approvals-ZZ Role

09125725 - 3:26 PM

Comments.

I - 09/25/25 - 3:26 PM
denied to test the comment functionality

at 09/25/25 - 3:15 PM
put your comment here

A L lict

@\View/Hide Comments

QRG
Manual Journal Submission
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New Feature - Check Box to Remove Comment Regarding Waiting
for Journal Processing

This new feature enables a college user to eliminate the popup box asking if they ... “would like to
wait...” while their Journal is being processed.

There are two boxes to Uncheck if the popup question is not desired. The popup question is a
default; to remove the popup an IT specialist will have to remove one or both check marks from
Define user preferences (select Overall Preferences and General Ledger).

The first check box, if checked, will deliver a popup question when editing a journal, asking if they
would like to wait while the journal is being processed. If unchecked the message will not appear.

The second check box is for when the user wants a comment popup when a journal is being posted.
If unchecked the message will not appear.

Navigation

FSCM Main Menu > Set Up Financials/Supply Chain >Common Definition s >User Preferences >
Define User Preferences (select Overall Preferences and General Ledger)

Image: Example of wait message on running an edit/post on create/update Journal
Entries

Would you like to wait for confirmation that the Edit process has completed? (5010,465)

Your request is cumently in process. If you choose to wait, once the process has completed, you will be returned to the updated Journal. If you choose not to wait, please check
the Process Monitor to verify that the scheduled process has completed before accessing the Journal.

T Yes || Mo

T= T TETOIT 7 7T T VIEWAN |
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Image: Define User Preferences, BEFORE the Image

Define User Preferences

| User Preferences || General Ledger ‘

User ID 101

Name

Ledger Group |ACTUALS
Commitment Control Ledger Group | Y

Source

a|
Journal Entry Options

Change Date on Correction Jourmnals

Use Next Journal ID

Change Journals from Journal Generator
Enter Adjustment Type Joumnal

Save Journal Incomplete Status

O Allow Copy Joumal with Control Accounts
Allow Delete Joumnal with Control Accounts
Allow Unpost Journal with Control Accounts
Enter Date Code Adjustments

Enable Online Journal Post

O Update Amortization Journal ChartField Values

m | Retum to Search | | Motify | | Refresh

User Preferences | General Ledger

Ledger |pLOCAL Q, | Local USD Currency Ledger

2. | Actual Recording Ledger Group

Online Journal Edit Defaults

Re-Edit Previously Edited
Mark Journal(s) to Post

ecalc Currency Exchange Rates

Journal Post Defaults

Skip Open Item Reconciliation
Skip Summary Ledger Update
Skip Essbase Incremental Load

Budget Post Options

Skip Entry Event processing
*Parent Budget Generation |User Specified ~

Insights Preferences

Image: Define User Preferences, AFTER the Image

10 o

Define User Preferences

[ User Preferences H General Ledger }

veero

Ledger Group |ACTUALS
Commitment Control Ledger Group | Q |

Source | Q ‘

Journal Entry Options

B Change Date on Correction Journals
Use Next Journal ID
B Change Journals from Journal Generator
Enter Adjustment Type Journal
Save Journal Incomplete Status

Allow Copy Journal with Control Accounts
Allow Delete Journal with Control Accounts
Allow Unpost Journal with Control Accounts

Enter Date Code Adjustments

E Enable Online Journal Post

[JUpdate Amortization Journal ChartField Values

I Return to Search H Notify H Refresh

Name
Ledger Local USD Currency Ledger

Q | Actual Recording Ledger Group

Online Journal Edit Defaults

B Re-Edit Previously Edited
CMark Journal(s) to Post
[Becalc Coprency Fych Bates

B Display Confirmation Message

Journal Post Defaults

Skip Open Item Reconciliation
Skip Summary Ledger Update
B Skip Fsshase Incr 1l oad
| E Display Confirmation Message |

Budget Post Options

Skip Entry Event processing

“Parent Budget Generation | User Specified  +

Insights Preferences
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Check Box to Remove Comment

Accounts Payable

New Feature - Voucher Approval Remit to Supplier Information

Added the option to view remit-to supplier information on the Fluid Voucher Approval page.

Navigation

NavBar > Approvals Tile > Pending Approvals > Vouchers

Display Remit Supplier in Fluid Voucher Approvals.

Image: Fluid Voucher Approval Page

Voucher
1RTRAT D
— [
Sammemary
Businass Uit WWADOS Wowcher 1) 000572
menice NurmBer sl Crested By Erenda Prigott
Suppied Name  Colegenst inc Medited iy Sonal Bihan
Oue Date 500025 terecuce Date  ORRQYZS
mmmmmmmmmm Lo Voucher Style Reguiie Wucher
Line Deatails
Veacher ine - Orcrpton [ oo U Price o
: e comge TS 1000 ™ s mmarus
Mo Infoemation
Viw Printabie Version
0
Asorawel Chan
Image: Remit Supplier Information
Remit Supplier Information X
Business Unit WAO00
Voucher ID 00031572
Invoice Number 085749
Remit Supplier 1 row
o

Remit SetlD 1] Remit Supplier 1 Supplier Name 1| Additional Name 11 Supplier Location 11

Remitting Address 1|

WACTC V000002205 Collegenet Inc 000

39 [ Page


https://ctclinkreferencecenter.ctclink.us/m/79739/l/1994827-removing-pop-up-comment-box-on-editing-and-posting-journals?token=EoYNu0o7e0anYdSOizXkiLrn1Q5WDs8k

Image: Remit Supplier Address

Remit Supplier Address

Supplier Name Collegenet Inc
Short Name COLLEGEMET-001
Phone
Email
Location 000
Address 805 SW Broadway Ste 1600
Portland, OR 97205

United States

New Feature - Email Notifications Include Approver Comments

When Denied

Email notifications now include approver comments when a voucher or vendor is denied.

Navigation
Fluid > Approvals Tile

Image: Voucher Approval Page

Voucher

122,782.17 USD

&% In Process
Summary
Business Unit W]
Invoice Number 085749
Supplier Name  Collegenet Inc
Due Date 09/02/25
Voucher Source Online
Line Details
Voucher Line item Description
1 25Live coverage: 7/1/2025-6/3

~ More Information

View Attachments (1) >
View Printable Version >
View Remit Supplier Information >

Approver Comments
Testing Feature (INCLUDE DENY COMMENTS IN AP AWE
!

EMAIL NOTIFICATION,

.

Approval Chain >

Quantity

1.0000

Voucher ID 00031572
Created By BTt
Modified By S{____}i
Invoice Date 09/02/25

Voucher Style Regular Voucher

Edit Voucher

Unit Price

111,823.47 USD

Amount

111,823.47 USD
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Image: Deny Comment

Deny

You are about to deny this request.

Approver Comments

Testing Feature (INCLUDE DENY COMMENTS IN AP AWE EMAIL
MOTIFICATION).

Y

Image: Sample Email

From: fin_ctel_1@qctclink.local

To: fin_ctcl_1@qctclink.local

Date: Tue, 23 Sep 2025 12:45:58 -0700 (PDT)

Subject:  Voucher ID "00031572" Business Unit “WA 1" has been “"Denied”

The following Voucher has been "Denied".

Business Unit: WA

Woucher ID: 00031572 C
Invoice ID: 085749

Invoice Date: 2025-09-02

Gross Amount: 122782.17

Supplier: Collegenet Inc

Entered by: Br t

Updated by: Ter on

Comments : Testing Feature (INCLUDE DENY COMMENTS IN AP AWE EMAIL NOTIFICATION) .

Image: Supplier Approval Page

Supplier

WACTC 0000044873

Supplier Name Westemn (Duplicate - V000010623)

&% In Process
Summary
Persistence Regular Open For Ordering Y
Classification Outside Party Remit Supplier 0000044873
Withholding N Last modified date 09/09/25 - 11:00 AM
VAT N Last Modified By 1010C

Default Location 170 Community Colleges of Spokane

Supplier Location

Supplier Location  Description Effective Date  Effective Status ~ Payment Terms ID  Requires Matching  Remit Supplier Name PaymentMethod ~ Hold Payment  Pay Group Code  Payment Handling
170 Community Colleges of Spokane 2015-09-18 Active N Western (Duplicate - V000010623) N

Supplier Address
Address ID Description Effective Date Effective Status Country Address Line 1 City County State Postal Code Email ID

1 20150918 Active usA 10311 E Montgomrey Dr ‘Spokane Valley Spokane WA 99206

v More Information

View Attachments (1) >

Approver Comments

Testing New Feature (INCLUDE DENY COMMENTS IN
'VENDOR JAWE EMAIL NOTIFICATION).

Approval Chain >
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Image: Deny Comment

Deny

You are about to deny this request.

Approver Comments

Testing New Feature (INCLUDE DENY COMMENTS IN VENDOR
AWE EMAIL NOTIFICATION).

A

Image: Sample Email

From: fin_ctcl_1 @qctclink.local
To: fin_ctcl_1 @qctclink.local
Date: Tue, 23 Sep 2025 13:03:49 -0700 (PDT)

Subject:  Supplier ID "0000044873" Setid "WACTC" has been "Denied”

The following Supplier has been "Denied".

Setid: WACTC

Supplier ID: 0000044873

Short Name: WESTERN-001

Supplier Name: Western (Duplicate - VOO0010623)
Testing

Entersd By: R r

Updated By: Sc 1

Comments: Testing New Feature (INCLUDE DENY COMMENTS IN VENDOR AWE EMAIL NOTIFICATION) .
You can navigate to the supplier page by clicking the link below:

https://fs-pts.peoplescft-nonprod-aws.ctclink.sbetc.edu/psp/ fspts/EMPLOYEE/ERE/c/MATNTAIN VENDORS.VNDR_ID.GBL?
Page=VNDR_ID1_SUM &,"—L-C.:icn=L'&SET:D=WACTC&VENEOR_ID=C‘U 00044873

QRG
N/A
New Feature - Voucher Upload Improvements

The voucher upload process now has additional fields to the upload spreadsheet, save login
information, improve error messages, and implement additional field validations.

1. Add additional fields: PYMNT_HOLD, PYMNT_HOLD_REASON, and PYMNT_SEPARATE -
These fields will allow users to indicate if a payment should be held, specify the reason for
the hold, and identify whether the payment should be processed separately.

2. Stay logged on in between submissions- the user only had to log in one time to the AP
voucher template and then could submit templates multiple times without needing to enter
log on detail each time.

3. Improved Error Messaging- will highlight specific fields with issues and provide clear
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descriptions when data fails validation. Data cannot be loaded until errors are resolved,
preventing invalid entries. This allows users to quickly correct issues in the template before
re-uploading, rather than fixing individual errors later.

4. Field Validation- Add validation for each column/field in alignment with existing PeopleSoft
system validation. Voucher Header, Line, and Distribution Line data will be validated as it is
entered into the AP Voucher Upload template.

QRG

Create Voucher Using a Voucher Upload Process

New Feature - Journal Voucher

Journal Voucher has a new feature to support Copy Distributions of related Voucher.

Navigation
Accounts Payable > Vouchers > Add/Update > Regular Entry

Voucher Style: Journal Voucher

Image: Journal Voucher Page

Select Copy Distribution button to copy all the voucher lines or select the specific line by entering
voucher line From Voucher Line and To Voucher Line field.

Regular Entry

Invoice Information ‘ | Payments ‘ ‘ Voucher Attributes |
Business Unit  WA000 Invoice No ‘CA—OTaUZs_JV Invoice Total Sj;SJSL:S:;:ESummaw
Session Defaults
VoucherID  NEXT Accounting Date | 0o/11,2025 =] Line Total 000 P,
i Attachments (0)
Voucher Style  Joumnal Voucher Pay Terms 00 Due Immedi *Currency uso Q Tempiate List‘ :
Invoice Date |nﬁm.12|)25 ‘ Basis Date Type Inv Date = Advanced Supplier Search
—_— VAT 0.00 Supplier Hierarchy
Invoice Received 09/11/2025 Nonlnv . Supplier 360
Bellevue College
rrrrrrrrrrrrrrr Total 0.00
Supplier ID |V000009070 Q ‘ Control Group ‘ Q | Difference 0.00
shoriName |BELLEVUECO-001 Q|
Location |mm Q ‘ Related Voucher ‘00031127 0_| %
“Address |1 Q ‘ From Voucher Line ‘ | To Voucher Line | |
‘ Copy Distributions |
Incomplete Voucher
Save ‘ | Save For Later ‘ Action ‘ "| ‘ Run || Calculate || Print
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Image: Distribution Line After Copy Distribution

In the Invoice Lines section, ChartField values are copied from the original voucher.

Invoice Lines ©) [a]1 tor1 v I View All
Line 1 [JCopy Down ShipTo | aPonosooot a One Asset [+]-]
“Distribute by | Amount v Description ‘ 108-BSP-25 ‘ Invsice Line VAT
Calculate ‘
ftem Related Voucher 00031127
Quantity Packing Slip
uom
Unit Price
Line Amount ‘ 0.00
e Description\Merchant
~ Distribution Lines
‘E’:HC\‘ 1-10f1 v | View All
‘ GL Chart H Exchange Rale H Statistics ‘ »
gg:’n Line Merchandise Amt Quantity 6L unit Account Oper unit Fund Approp Dept Class
‘ +‘ |— ‘ 1] RESSE | |waooo o |2001080 o [0 Q| [us al | Q| |om0s ol |m a
Save ‘ ‘ Save For Later ‘

QRG

Enter a Journal Voucher

Accounts Receivable
Refunds in AR WorkCenter

Oracle has created the Refunds pagelet in AR WorkCenter for a one stop shop to create, process,

and view refunds.

Navigation

Main Menu > Accounts Receivable > AR WorkCenter

Image: Refunds Pagelet in the AR WorkCenter

CTC_MGARDNER fspts % ~ HQ B2 @

&6 ©

AR WorkCenter
AR WorkCenter &« New Window | Help | Personalize Page a
Main Reports/Queries Refunds
e
Y ) o
2% My Work o Refine Filter Criteria
Refunds Personalize | Find | View All | [ First (4 10f1 (» Last
=] -
Bills Detail 1 | Detail2 | [=)
T Cash Drawer Receipts ** Business
Onit Customer D Customer Name item Item Line Sequence Entry Type  Entry Reason
T Excel Payment Upload **
O Refunds (1) Dept of Labor and Industries ~ CR-MSC-0000017321 1 2 RC
O Accounting Entries to GL **
Yiselect Al Deselect All ifctalsbylSumencyj
7 Direct Journals to GL ¥
.......... Actions [Load Refunds 0 AP <[ o Count 1 Amount 1,109.00 usb

® Links &4 Load Directly to AP

<  Customer Accounts

f Account Overview

a Item List
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QRG
Refunds in AR WorkCenter

Customer History Page Error

The Customer History Page will not be available due to an error caused by Oracle. We are working
closely with them to resolve this issue. Estimated fix is PUM-55 on 12/01/2025.

Navigation

Main Menu > Accounts Receivable > Customer Accounts > Customer Information > Customer History

Image: Customer History Page

‘You are not authorized to view this transaction. (6060,219)

Work Around
TBD

QRG
N/A

Customer Aging Page Error

The Customer Aging Page will not be available due to an error caused by Oracle. We are working
closely with them to resolve this issue. Estimated fix is PUM-55 on 12/01/2025.

Navigation
Main Menu > Accounts Receivable > Customer Accounts > Customer Information > Customer Aging
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Image: Customer Aging Page

‘You are not authorized to view this transaction. (6060,219)

Work Around
TBD

QRG
N/A

Asset Management

Asset’s Retirement Date Must Be After All Its Transfer Dates

When an asset is retired using an older date than an asset’s transfer date, the error message below
pops up. ctcLink will not let the user proceed with the Retirement, unless the Retirement dates are
changed to a date after/more recent than all its Transfer dates.

Navigation
Asset Management> Asset Transactions> Asset Disposal> Retire/Reinstate Asset
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Image: Retire/Reinstate Asset Page Showing Error Message

Accounting date should be greater than or equal to fiscal yeariperiod: 2026 /4, for WACTC book. (8010 181)

The asset has another transaction with an accounting period that is higher than the accounting period entered.

QRG

Retire and Reinstate Assets

Fluid Workcenter Number Transaction in Pending Column

In the Asset Management (AM) fluid WorkCenter, Transaction Loader can be used to enter and
modify asset data. Click on the number in the Transactions Pending column to review and make
changes to individual asset data before it is loaded into AM.

Navigation
Asset Management Homepage > Asset Management Tile
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Image: Asset Management Workcenter Transaction Loader

Click on the “4” in the Transactions Pending column, to view Review Transactions, where asset data
can be modified or excluded (if Load Status is “Excluded”, the transaction cannot be uploaded into
AM).

Asset Management WorkCenter

09 - —
Load Transzctions into AN I
My Wark I o
7| Jn
Pending Processes v —— —
Acfions System Source | Inferace 1D T Load Type 1} Load Descripton 1| Transactions Pending
Degrecizfion Calculafion
L0ad Data From Spreadshest 120000 FAD Financial & Physical Add |
Accounfing Enty Cretion
it @ | © At 17! ety st e [l
Depreciafon Close ) WAte0 A Batch 10000874 AP Assel Informafon Lpdate !
Transaction Loader b

Image: Review Interface Transactions

Review Interface Transactions:

Vioughar Auto
Intarfaen Buchnese  Ascei PO Fisonipt dyctem  Trancload | Phyckal
Inferfaoe 1D Ling Kumber  Uni P — Woushar 10 Line — Numbr Projsat e Ty Instatary 10 Trancaofion Dacariptian Eerial 1D Load $ixtue  Approval
Humbar Hatus
10000874 0| WAlED fooononcceaT (lark) 0| {tdank) {kare (llare At PIH EITREG1ED FiT- Inanory (ank) |Ekank) Pandis N !
I ¥ i (DRAR] |Ceank) (L (DRK] Baich I ) Halary Inaad (RNK] |Beank) nang
oo OWAED  OOODOOODOONE | 0 e i My smeEat b Fedrg N )
I L (DRAK] |beank) (0RAK] (DRAK] Bateh =0 i) Halary Insan (DRNK] |beank) nang
fonoera 0| WATED Dooonoocoos (k) 0| {dank) (iare (iare o PIH EITREG1ED FIT- iy (k) ckank) Pendis N !
I [ (DRAR) |Elank) (ORnR] (BRAK] Baich [ a Hilary nsad (DRAR] (Edank) nding
100008na 0| WATED foooooocooo (k) 0| {edank) (kare (lare At PIH EITREGIED Fi7- manoy (k) ekank) Pendis N !
I [ (k) |edank) (K] (k] Baich Sy a Hislary nzad (Rnk) |edank) ning

Using AM WorkCenter

New Feature - Upload Attachment(s) to Multiple Assets

This is a new feature in Asset Management. Enter the selection criteria to identify the assets that
need the attachment(s). Use the “Add Attachments to Multiple Assets link” to attach the file(s) to all
the assets selected. The Attachments column will show a link to the attachment.

Navigation

Asset Management > Asset Transactions > Asset Attachments > blue link “Add Attachments to
Multiple Assets”
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Image: Asset Attachments

Asset Attachments

~ Asset Search Criteria

unit [Wa160 Q| Book | Q] parentn [ Q]
Category | Q| Location |—O.| Area ID |70.|
From AssetID 000000000130 | ToAssetiD [00DODOODO1A0 | Aesat Stamue | I SEMVIC2 ~
Tag Number | | Profile 1D | Q| GroupID | Q|
seiao [ | Taresnown [ Q] Assetclass [ Q|

Additional Search Criteria

Acquisition Details

From Acquisition Date | | To Acquisition Date | =]
PO Unit | Q| Receipt Unit | Q| AP Unit | Q| PC Bus Unit | Q|
PO No ‘ | Receipt No | | Voucher | | Project ID | Q |
Search ] l Clear ] Add Attachments to Multiple Assets
v
Search Results &
(=[]
Asset ID Description Acquisition Date Manufacturer Attachments
] 000000000130 Skills Center HVAC R093 06/30/2025 Aftachments (0}
(] 000000000132 Desktop Computers, PCs 09/12/2025 Aftachments (0}
] 000000000133 SIT Test 89644 09/30/2025 Altachments (0)
(] 000000000134 896443IT 09/26/2025 Altachments (0)
000000000135 SIT Test 39646 09/30/2025 Attachments (2)

000000000136 L SIT Test 89647 {09/30/2025 ! attachments (1)

QRG
Upload Attachment(s) to Multiple Assets

New Feature - Create QR or BAR codes in AM to Scan Assets Using a
Phone/Device

Asset Management prints QR and/or Bar codes to attach to assets to simplify inventorying them. Cell
Phones and devices can read the QR and Bar codes Asset Management creates, eliminating the
need for secondary software or devices to perform physical inventory.

Navigation

Asset Management > Physical Inventory > Print QR/Bar Code

Image: QR Code

The size of the QR or Bar code can be modified to align with the sticker size you choose. Users can
select if the QR or Bar code shows the Tag # or the Serial # of the asset below the code.
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SITS9644

This QR code has the Tag # at the bottom

QRG
Create QR or BAR codes in AM to Scan Assets Using a Phone/Device

Users Can Delete Attachments Added by Other Users

In Asset Management, a user can remove an attachment to an asset that was added by another
user.

Navigation

Asset Management > Asset Transactions > Owned Assets > Basic Add, General Information tab/page

Image: Basic Add General Information Attachment Hyperlink

Attachments X
Hel|
f Unit - AssetlD 000000000135  SIT Test 39646 Tag Number SIT89646  In Service
Details
B View All
File Name Description User Name Date/Time Stamp
10/01/2025
101044253 _ 8:43:18PM | - |

Adding large attachments can take some time to uplead, therefore, it is advisable to save the
transaction before adding large attachments.
| Add Attachment |
o
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Image: Basic Add General Information Attachment Hyperlink

As another user, | removed the attachment added.

Attachments X

Related Content ~ | Help

Unit  WA160 AssetlD 000000000135  SIT Test 59646 Tag Number  SIT39646 In Service
Details
@ 1-10f1 | wiew Al
File Name Description User Name Date/Time Stamp

View E

Adding large attachments can fake some time to upload, therefore, it is advisable to save the
transaction before adding large attachments.

| Add Attachment |

QRG
Delete Attachments Added by Other Users
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Content is licensed under a Creative Commons Attribution 4.0 International License, unless
noted otherwise.

Washington State Board for Community and Technical Colleges
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