Capital Assets

How to Run Reports

To run reports in PeopleSoft, follow the steps below.

First, log into PeopleSoft using your regular User ID and password. Choose
Financials from the Enterprise Menu.

Enterprise Menu
= Financials FNPRD
= HCM HRPRD

- UPK Help
- Apply For Jobs

Communication = K

Q

L
Payroll Communications

. 10.6.08 Payroll Update #3 with Paycheck
Explanation

= FAGs--Payroll

. B.26.06 Payroll Carmmmunication re: Payroll lssue
Reparting Forrm and Fosition Detall Report

Mare...
PeopleSofi Presentations
= Stabilization Update to Principals 10.10.06

hewe

FAQs--Payroll

FAQs--Payroll

Job Aids B = B

= Timekeeping Tips for Entering Time for SACC Workers and Subs

7

Human Resources

= Position Detail Report Explained
= ETE Conversion Char

= Looking up References via Stellant

hiore

Timekeeping Tips far Entering Time for SACC Workers and Subs

~NEW- August 1 Time Keeper Checklist

~MEW-August 1 Time Keeper Checklist

General

= GoLive Information: Login, Help Desk, Open Lahs
= HR Go Live Info--Logding in, Help Desk, Open Lab
= Clearing your Cache

hiore

Next choose Asset Management..

Search:

®)

[> My Favorites

[> Emplovee Self-Serice

[> Manager Self-Serice

[» Yendaors

[+ Purchasing

[+ Inventory

[> eProcurement

[> Accounts Payahle

[ Asset Management ‘—__
[> Commitment Cantral

[> General Ledger

I> Set Up Financials/Supply Chain
[ Wworklist

[> Repaorting Tools

[> PeopleTools

— My Personalizations

— SDPBC Catalogs (Inguiry Gnly)

ChartField Cross Walk

TERMS Dimensions

Fund GL Function Ohject Loca Project Program FY

| | | \ []
Fetch

PeopleSoft ChartFields

Department
Fund

Function

Account

If you do not have asset management on your menu, your Principal or Director
must email erpaccess@palmbeach.k12.fl.us . Include your name, employee 1D

number if possible. They should request that you have the Asset Management
PBF Asset Update Security Role.
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How to Run Reports

Choose Financial Reports.

Search:

@ ﬁ i

: o Asset Management
[> My Favorites

[ Employee Self-Service
[> Manager Sel-Service

Access Azset Management.

T Asset Transactions =
=

[> Vendors @ Administer financial and non-financial ssset
[= Purchasing transactions ke Adds, Adjustments,
[= Inventary tranzfers & retires

CI0wned Assets

[ Acquisition Detsils
[ As=et Book Information

4 More...

[ eProcurerent
[ Accounts Payable

[ Asset Transactions

[> Depreciation =
[ Accounting Entries @
[» Financial Reporis

[ SendiReceive Information

Accounting Entries

Process and close accounting activities
=l Creste Accourting Ertries

=l Cloze Depreciation

[+ General Ledaer

> Bet Up FirancialsSupply setviceitepsir information

= fisset Insurance

. \‘(?Uhall? ; = psset Warranties
orkli= Elsirterance Cortract Terms
[> Reporing Tools B hiore...

[ PeonleTools

Select PB Multi Purpose Report.
-l

[> Employee Self-Semvice
[> Manager Self Service

Financial Reports

[ Vendors

[> Purchasing

> Inventory Produce reports and load reporting tables

[> eProcurement E Cost and Depreciation Summal ﬁ
[» Accounts Payahle Review summarized depreciation activiey,

cost activity, and net book value

= Asset Management
[ Asset Transactions
[> Depreciation

[+ Accounting Entries

[» Load Reporting Tables
[» Azget Details

[ Accounting Entries

[> Costand Depreciation
[ Retirement

ﬁ Accounting Entries

Creste asset cost reports.
=l Accourt Entry
El fpcount & ctivity Summery
ElReserve and Reverse Amounts

i~

[- PB Reports
— Costand Depreciation = Generate AM Charis
Summary Generate Azzet Management charts

— Generate AW Charts
[ Send/Receive Information

=

Search for an Asset

Use the asset search utility with drill-dovwn to

aszset details

inancial Renorts/

Produce reports and load reporting tables

[ElCost and Depreciation Summary
[CLoad Reporting Tables

P> Senice and Maintenance = Review Financial Entriss CiAsest Details
> Physical Inventory 2 Mare.. S More..
[ Mass Change
— Searchfor an Asset _ B i .
> Commitment Contral Seniceland Maienance| %7 I
Create and maintain insurance and Azzet physical inventory processing

Elphysical InventoryMass Chance
[Elcreate Schedules
[E] Create Extract Rules

9 More..

Load Reporting Tables

Load Azset Management reporting tables.

[ElDepr Reporting Takle
[Elnet Book Yalue Table
=l iset History Repart Thi
=l 4M-GL Recon Takle

Cost and Depreciation
Create asset depreciation reports.

=l Cost Activity

=l Depreciation Activity

[ElDepreciation by Fiscal Year
T hore...

PB Reports
PB Custom &sset Reports

[EIPB Multi-Purpoze Report

-, Depreciation

" Process and review: regulat and group asset
depreciation
[C10pen Transactions

[CIProcessing
[ fhet-If Scenarios

~

2 hiore

E‘; SendReceive Information
Send and receive Asset Management dats
and transactions
[ElPreview APPO Information
[ElRetrieve Info from APPO
[CILoad Transactions

3 Mare..

# Mass Chanue

Define Mass Change templates and process
tranzactions

[ElDefine Criteria

ElRun Reguest

Asset Details

Create azzet information reports.
= Acquisttions

=By Location

ElHistary

EHazardous Asssts by Location

Retirement
Create asset retirement reports.
= puto-Retired Assets

= Retirement Activity
ERetirement Information

In order to run the report, you have to establish a Run Control ID (if you don’t
already have one). If you think you might already have one, choose Search and
see if anything is listed. If not, select Add a New Value.

PB Multi Purpose Report

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Yalue

Search by: Run Control ID begins with |

[ Case Sensitive

Search Advanced Search

Find an Existing Walue | Add a Mew Value
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Capital Assets
How to Run Reports

Choose an ID name. Suggestions are first name, initials, etc.
PB Multi Purpose Report

Add a Hew Yalue

Find an Existing “alue

Suggestions for ID: your
initials, first name,
position (ITSA, Media,
etc.)

Run Control ID: exarnple|

Add |«<._

Find an Existing Yalue | Add a Mew Walue

The following screen appears. This is where you can choose what you would
like on your report. The business unit must be SDPBC. The location code will
be your school number for schools. Resp Dept is primarily for Departments. You
can search using a specific PO or Serial ID, but it would be easier to use “Search
for an Asset”. Leave Asset Class blank. Use the magnifying glass to see a
selection of acceptable choices. If you want to know items that are very old, or
very new, use the Acquisition Date Range.

Once you have all your choices made, click on Run.

Ph Run Cntl Pnl

Run Control 1D:

Run |

gxample Process Manitor

IEninsh v|

Eeport Manadet

Language:

Asset Report Parameters

Select the type of Report Parameters

& " Location " Tag Number

PO
[Lea\re blank. ]
Asset Class f Q

Profile ID

Serial ID

Business Unit |SDPBC O
Q
Q

Use your school
number as the
location code.

Resp Dept

Location Code ou can choose

Aquisition Date Range

From Date l; Eﬂ

ou can choose items by

Acq Date

Ehe date they were

Through Date El

urchased.
Building E
B s2{moom &';':I':Stﬁehrp:ﬁ“ E‘+Add| FUpdateDisplay
Tag# sorted.
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Capital Assets

How to Run Reports
This brings up the Process Scheduler Request screen. Click OK.

Process Scheduler Regquest

User ID: PALMERJ1 Run Cortrol ID: example
Server Name: I_ 'I Run Date: 11/01/2006 B
Recurrence: ! Run Time: 9:06:51.AM Resetto Current Date/Time |

Time Zone: Q

Process List

Select [Description Process Hame Process Type ‘Type *Format Distribution
Il Asset Multi Purpose FBFRDOO19 Crystal IWeb 'I IF'DF 'l Cistribwtion

Ok | Cancel |

You will be returned to the Pb Run Cntl Pnl screen. Don’t choose Run again,
click on Process Monitor.

Ph Run Cntl Pnl I

Run Control ID:  exarmple Eeport Manager Process haonitor Run

Language: IEninsh :" Process Instance: 2979849
Asset Report Parameters

Select the type of Report Parameters
= an ” Location ” Tayg Number

Business Unit |[SDPBC O PO
Resp Dept Q Asset Class Q
Location Code  |0011 Q Profile ID &

Serial ID |

Aguisition Date Range

ITa o vI From Date il

Through Date [#1)

[F Save | S Return to Search | [=] Motify Estod | | EUpdsteDisplay
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Capital Assets
How to Run Reports

Click the Refresh button until the Run Status says Success and the Distribution
Status is Posted. This may take a few minutes. Then choose Details.

Process List Server List
View Process Request For
User ID: PALMERIT G Type: | | Last: 1 [Days =] Refresh |
Server: I ’I Hame: Q Instance:| to |
Run I vl Distribution I j ¥ Save On Refresh
Status: Status

Firzt E 1of 1 |I| Laszt

Process List Custotnize | Find | %

Process s istr n
Select |Instance |Seq. (Process Type Hame User Run Date/Time Run Status S

r 297939 Crystal PEFRO01Y PALMERJT 11001/2006 9:06:51AM EST  Success Posted Deiails

Selecting Details brings up the following screen. Choose View Log/Trace.
Process Detail

Instance: 297989 Tyne: Crystal
Hame: PBFROO14 Description: Asset Multi Purpose
Run Status:  Success Distribution Status: Fosted
Rwn |
Run Control ID: example " Hold Request
Location: Server " Queue Request
E— BaNT " Cancel Reguest
" Delete Request
Recurrence:

" Restart Request

Datotime  Wacions |

Request Created On: 11/01/2006 9:07:57AM EST Farameters Transfer
Run Amytime After: 11012006 9:06:91AM EST Messane Log
Began Process At:  11/01/2006 9:03:254M EST Batch Timings
Ended Process At: 11012006 9:03:48AM EST Wiew LogiTrace
] Cancel
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Capital Assets
How to Run Reports
From the Log/Trace Screen, choose the PDF file.
View LogiTrace
Report ID: 2764475 Process Instance: 297929 Messade Log
Mame: PEFROO1S Process Type: Crystal
Run Status: Success

Aszszet Multi Purpose

Distribution Details

Distribution Hode:  pspwehb Expiration Date: 11/0er2006

File Size {bytes) Datetime Created

Message Log 0 110172008 9:08:48.773227AMEST
FEFEOO1S 2897989.PDF / 93,114 1100172008 9:08:48.773227AMEST
FPeopleSoft Trace File 604 1100172008 9:08:48.773227AM EST

Distribute To

Distribution 10 Type *Distribution 10

Izer PALMER.1

Hopefully, you will have a report that looks like this:

g{;’ﬁomn?gb Page 1 of 16
£ ].*‘ 11/1/2008
G

LS I SDPBC General Assets Report PALMERS

Assets Selected by Location :0011

Acquisition

AssetID Ta Dept Description Manf Model Serial Buildin. Room__Assigned To Profile P.O Date Cost

000000123686 AC4D0Z 0011 BUS SCHOOL-47 THOMAS FSEN0TI05  4UZSCJACOXCFSZE 589 0000 BUSES o031 020111989 46,845.00
PASSENGER |

000000123302 ADBSDE 9151 OVEN : BLODGETT  FA1DD Oee1R20E814 o 1-118A CAFE MANAGER CAFETERIA  CONTFURN 03/01/1992 6,375.50
CONVECTICN

0000001277292 AF4B48 0011 MIXER. FOOD HOBAART D-3000T 110587E2 KITCHEM CAFETERIA MANAL TRACK OMLY 10/05/2006 n.oo

000000050253 AJ4TE4 2071 COMPUTER- DELL GX260D JTTT oo 01 ESE DESKTOP PO320781 O717/2003 780.00
GX280D - 2.0GHZ -

0000DI0SE254  AJLTES 2071 COMPUTER - DELL GX260D JTTT2 300 306 ESE DESKTOP PO320781 071712003 780.00
GX2800 - 2.0GHZ -

000000126028 BERETD 8151 COMPUTER DELL GX270D HIWRM1 o 0000 TRACK ONLY PO412183 04/14/2004 n.oo
OPTIPLEX GX2700

000000107357 BCOB12 848  COMPUTER DELL GX270D CCL2N41 B MCKESSC ML FYDE NS, SPAR TRACK ONLY FO410088 D423/2004 0.00
OPFTIPLEX GX2700

0000D0123275  BD26ER 8151 MIXER/#204 30 HOBART D-3000 31-1096-783 o CAFE MARY LYN REGAN CAFETERIA FOE0T289 11001/1985 6,144.00
QT.1115 VOLT

000000123818 BD4ETE 0011 MEDICAL EQUIP MEDTRCNICS 32404871 ooo ADMIN NURSE CLASSROCM PO502144  11/23/2004 1,530.00
MEDTROMICS CR

000000106630 BDBSET 0011 DYMNAMO (WIN) W/ DAYNAVCX DMO-WIN D'¥oDn02g ALEXIS WINTER ELECTROMIC PO017043 05/01/2000 1,845.00
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Capital Assets

How to Run Reports
This is the final page of the report. It shows the total number of assets and the
total acquisition cost.

Assets Selected by Location :0011

Acquisition

Asset ID Ta Dept _Description Manf Model Serial Buildin: Room__Assigned To Profile P.O Date Cost

000000123274 BFOS12 0011 CONFEREMNCE KRUG INC 8006-D8-48 NONE o 1-102E FURNITURE POS12141 10/04/2005 172852
TABLE ARC ENDED

000000123425 0011 DIGITAL MIXER MXATY 080753 oo 1-104E ELECTRONIC FPOG01522 1172212005 4,303.08
VIDEONICS NX4DV

000000123428 0011 RECORDER MINI PANASOMNIC AGDV2500 FECET30VE aol 1-104E ELECTRONIC POBO1S22 1172212006 2,084 48
DV PANASONIC AG-

00000023405 0011 INTERGOM ANCHOR CONED oo 0000 ELECTRONIC FOG01522 1172212005 2,003.71
SYSTEMANCHOR

000000123408 D011 SOUND SYSTEM VARIOUS om 1-138 MusIC ELECTROMIC POE03202 120712005 7.087.53

PMENT
000000123802 BF18T1 0011 POSTER PRINTER PROIMAGE ~ VARPROMO-1 022072085 oo 1-104G MEDA CTHCOMPUTR POGDE202 011942006 3,885.00

VARFROMO-110 PR 10

000000123604 BF3012 0011 WAX APFLICATOR FASTRAC ULTRATRAC 13013 om 182 MAINTEQUIP POB1ZT7S {2006 2,251.85
FASTRAC ULTRATR

000000123407 BF3522 oot LaPTOR DELL LATTUDE WM o 1030 PRINCIPAL LAPTOP POO2T213 12001/1900 2,036.00
COMPUTER-

000000018052 BF35z2 0ot KILM SKUTT KMI22TPK 000253 o 139 CLASSROOM CONTFURN 012005 3.3:.00

000000127728 BF7944 0011 DYMAMO (MAC) DMO-MAC Cva00eas BRANDON BISS00I  TRACK ONLY 101042006 0.oo

WICARRYING CASE
Total No of Assets 427
Total Cost 403,276.61

Go to our website to get directions for other reports and searches.
http://www.palmbeach.k12.fl.us/FinMan/FINANCIALDIVISIONS/Accounting/CapitalAssets/index.htm

Page 7 of 7



