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VISION 101

This guide walks you through VISION 8.8 introducing logging in and out, navigation
steps, icons and links, and accessing queries and reports.
All users should complete this guide first.
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Revisions to Manual

October 2016
e Manual rewritten

March 2012
e Breadcrumb Navigation & Menu Layout

e Server Selection
e When setting run control parameters, you no longer need to select a PSNT/PSUNX/PSUNX2
server. Before the upgrade, if you didn't select a server the job would stay queued. Now a
server drop down list isn't available. All existing run controls will have the server removed.

e Main Menu Sort Feature

"Processing" Message Change
e The red flashing "Processing" message that appeared in the upper right hand corner has
been replaced by a square box with a processing circle. (The processing circle looks very
similar to the one on an Internet Explorer 8 tab when a webpage is loading.) The
processing box is smaller than the current "Processing” message and is located to the right
of the "Help" link.
e New Window Quirk
e Quick clickers beware. When opening a 'New Window' from a VISION session, wait until
the page completely loads until maximizing the screen. Maximizing before the new window
has loaded will cause the new window to be incomplete. If this happens, simply close
the window and try again.
e File>New Session - NOTE: If you are using Internet Explorer 7, this feature will not work.
o This feature is important if you login to VISION and/or ESS and/or HCM at the same time.
Use Internet Explorer’s File>New Session option to open a new window instead of using a
new tab. Without using New Session, if you are logged into VISION and decide to check
your pay advice, for example and you sign into ESS in a new tab, you will be logged out of
VISION. To avoid this, use New Session. Instructions are located on the VISION System
page.
e Chartfield Definitions
¢ Now includes information on the following chartfields: Fund, Dept ID, Program, Class,
Project.
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System Overview

VISION-Financials is an Oracle/PeopleSoft enterprise financial management system
utilizing the following modules: General Ledger, Accounts Payable, Purchasing,
Accounts Receivable, Billing, Asset Management, Inventory, Travel & Expense, and VT
Grant Tracking (VT custom module). The system is managed by the Dept of Finance &
Management in conjunction with the Dept. of Information & Innovation's PeopleSoft
Technical Unit

Travel & User entered
- data
VI“ ION Expense
- \_, -Travel Authorization
Purchasing ~Cash Advance
-Expense Report J
-Contracts £
-Purchase Orders o
-Requisitions General Ledger e N Otrli);rlggg]s
@ NG e
c%s -Journal Entries y’ Accounts N VTHR
3% .
[s) . o -BDS =
%‘} Commitment Control / Receivable _etc. =
-Deposits
Accounts Appropriation Budget / _Pending Items
P bl Ledger Payments to
ayable ‘ﬁ* employees &
5 © \ —>|  vendors
] _Vouchers B“‘Be Organization Budget
-Payments Ledger \_/———
e e
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L Actuals Ledger -Invoices -CAFR
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Management Inventory =+ to customers
’ -Assets VT Grant L
. -ltems put-a-way
Tracki ng -ltems issued n
Contracts &
Purchase
-Grant tracking |  Ordersto
- Custom madule vendors

System Availability -VISION Financials Production is available daily from 6:00AM to
7:00PM

A “Sandbox” environment is available. “Sandbox” will be refreshed daily, exactly like
VISION Reporting use to be. The purpose of “sandbox” is to be able to do production-
like things without impacting Production. You may use this environment to train, test
the impact of adjustments, etc. Do Not Use “sandbox” for reporting.

VISION Support
Available from 7:45am to 4:30pm
Call: (802) 828-6700, Option 2 or email VISION.FinHelpdesk@vermont.gov
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Logging into VISION 8.8

VISION Financial Production login link can be found at the Department of Finance &
Management webpage or at the link below:
https://finance.erp.state.vt.us/psp/FMPRD/?cmd=login&languageCd=ENG&.

e New users will need to work with their Department Business Manager to obtain a
User Id and temporary password.

e Login information should never be shared with anyone.

e Users need to set up the I Forgot My Password help ahead of time to be able to use
it. See the Set up Forgotten Password Help and Email on page 9 for instructions.

e The system will lock an account after three unsuccessful login attempts and the I
Forgot My Password help will not work. If you lock your account, contact VISION
support at VISION.Finhelpdesk@vermont.gov.

VERMONT OFFICIAL STATE WEBSITE

[_search_|
Department of Finance and Management

AGENCY OF ADMINISTRATION

VISION SUPPORT BUDGET RECOMMENDATIONS FINANCIAL REPORT (CAFR) POLICIES AND PROCEDURES

| Home

About the Department I I \_, I 0 N

Employee Travel VISION Login
State Agencies and Module Support (P25
Departments

Employee Travel and A portal for travel and expense WVISION resources and tools Standard instruction and
Expenses reimbursement and guidance. organized by module for easy documents for submission. VA N TAG E

reference.

) . Login
Financial Transparency and B

Performance Accountability

Budget Q

e
m
) : Financial Transparency
Vendors and Grantees State Agencies o] S T Vendors and Q
and Departments Accountability Grantees

Forms Town Payment Reports

Searchable Database

VISION Madule Support A portal for State business and A"SPOTLIGHT" into State A portal for external vendors and
administrative office staff. government finance and grantees.

Policies and Procedures eperations.
Reports and Publications :

Latest News Upcoming Events |
News and Events

21 OCTOBER 2016 11NOV 2016 D
Training and Support New FM Website Veeterans' Day Click here for the latest
departmental news.

Mew VSR Process Thanksgiving Day

WVAMNTAGE Budget System
25 NOV 2016 S

Click on the VISION Login link:

Page 5 of 62


https://finance.erp.state.vt.us/psp/FMPRD/?cmd=login&languageCd=ENG&
mailto:VISION.Finhelpdesk@vermont.gov

o Department of Finance & Management
/\’\ State of Vermont

4 VERMONT VISION

p Finance Home

User ID: ||

Password:

Need Tlme Enm orEmplo,ee SenSemce
o VIHR L

VISION Financials Production is available daily from 6:00AM to 7:00PM

VISION FiINHelpdesk@vermont gov
802-828-6700 Option 2

The VISION Financials Production login page is displayed.

o Enter User ID - Typically it is the First letter of your first name followed by up
to the first 7 characters of your last name in UPPERCASE. Some users might also
have a number at the end of the user ID.

e Enter Password -

Password Requirements
e Passwords are case sensitive

You can't use the same password more than once

Must be at least 8 characters long

Must contain at least one digit

Expires every 90 days

The login screen will display a notification 10 days prior to the

password expiring

e Click on the Sign In button

If you are a new user or your password has expired, you will be prompted to
change your password.
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ORACLE’

PEOPLESOFT ENTERPRISE

Your password has expired.

Click here to change your password.

Click the link “Click here to change your password”. If the window doesn't direct you to
the change password page, close the window and try logging in again.

Change Password

User ID:

Description:

*Current Password:
*New Password:

*Confirm Password:

Change Password

e Enter Current Password — Enter the password you used on the login screen.
e Enter New Password -
Password Requirements

Passwords are case sensitive

You can't use the same password more than once

Must be at least 8 characters long

Must contain at least one digit

Expires every 90 days

The login screen will display a notification 10 days prior to the
password expiring

e Enter Confirm Password. Reenter the new password.
e Click on the Change Password button
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Password Saved

" Your password has successfully been changed.

Click to return to signon page

Click the “Click to return to signon page” link and login with your User Id and new
password.

What to do if you are having difficulty logging in:

Verify you are on the VISON login page located on the Department of Finance and

Management webpage.

Check your User Id. VISION logins are the first letter of your first name followed by up

to the first 7 characters of your last name in UPPERCASE. Some users might also have a

number at the end.

Clear Cache: press CTRL, SHIFT and DELETE (all at the same time) on the login page

and delete browsing history. Then close all browser windows and try again.

. Contact VISION Support by email: vision.finhelpdesk@vermont.gov or call 802-828-
6700 Option 2
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Set up Forgotten Password Help and Email

Each user must set up forgotten password help. This feature allows a user to reset the
password through email by clicking "I Forgot My Password" on the login screen.

The forgotten password link should be used after the 2nd login attempt. After the 3rd
attempt, your account will lock and the password that is emailed to you will not work.
To unlock your account, you will need to contact VISION Support

by email: vision.finhelpdesk@vermont.gov or call 802-828-6700 Option 2

Step | Action
1. Click the Main
Menu button.

Favorites | Main Menu
Personalize Content [ Layout

[ My Favorites

[ Employee Self-Service
— Change My Passward
— My Personalizations

- My System Profile
- N

My Dictionary

@ Intemet | Protected Mode: Off v B10% v
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Step

Action

Click on My System
Profile.

] https://finsbxd.peoplesoft.state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/h/tab=DEFAULT

EEE BEE

s Favorites © 5% ] Web Slice Gallery ~

| (6 Employee-facing registry content

|7 i~ v [ @ v Pagev Safetyv Tookv @+

rD My System Profile

ORACLE’

Favorites ¢ Main Menu
Personalize Search Menu: ® Help

Search: 5 Employee Sef-Senvice

[E] change My Password

[> My Favorit

Iy Personalizations

My System Profie

Done

@ Internet | Protected Mode: Off 5 v R10% -

Step

Action

Click the Change or set

up forgotten password
help link.

Change or set up forgotien password help

i Favorites

5 ] Web Slice Gallery ~
| @ My System proile | |

ORACLE’

Favgrites

B v [ dh v Pagew Safetyv Toolsv @+

Man Menu > My System Profile

=]

New Window | Help | Customize Page
General Profile Information

Bella Stella

Password

Change password

Chanaqe or set up forgotten password help

Personalizations

My preferred language for PIA web pages is: English

My preferred language for reports and email is:

usD @
Default Mobile Page: Q

Alternate User

English -
Currency Code:

If you will be temporarily unavailable, you can select an akernate user to receive your routings.
Q
Ed

Workflow Attributes

Alternate User ID:

From Date: (example:1213172000)

To Date: (example:12/31/2000)

Email User Worklist User

Miscellaneous User Links

@ Intemet | Protected Mode: Off v ®10% <
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Step

Action

& o Syem o~

Click the Question drop
box to see a list of
available options.

r)
e Fovorites i ] Web Slice Gallery ~
| @ wy System proile [ ] % v B v d v Pagev Safetyr Tookv @

ORACLE
Favorites . Main Menu > My System Profile
New Window | Help | Customize Page | B

Change or set up forgotten password help

It you forget your password, you can have a new password emailed to you
Enter a question and your response below. These will be used to authenticate you.

Question:

Select from the list of questions.

Response:

OK Cancel

Done @ Intemet | Protected Mode: Off v ®10% <

Step

Action

There are 4 questions
to choose

from. Choose the
guestion that works
best for you.

S Favorites © v ] Web Slice Gallery v

@ My System Profile [ ] Fiov B v & v Pagew Safetyv Tookv @+
ORACLE'

Favovrites Ma\n'Menu 5 My System Profie
New Window | Help | Customize Page | [

Change or set up forgotten password help

If you forget your password, you can have a new password emailed to you.
Enter a question and your response below. These will be used to authenticate you

Question: M

'What is your favorite sport?

Response: |Whatis your grandfather's first name?

'What is your mother's maiden name?
OK What was the color of your first car?

Done € Intenet | Protected Mode: Off fa v ®10% v
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Step

Action

Enter your response to
the security question.

i Favorites

5 E] Web Slice Gallery ~

| @ My System Profile

ORACLE’

Favgrites . Main Menu > My System Profile

Change or set up forgotten password help

Mew Window | Help | Customize Page |

I you farget your password, you can have a new password emailed to you
Enter a question and your response below. These will be used to authenticate you.

Question:  YWhatis your mothers maiden name?

Seiectfrom the st of guestions.
IResponse | I

OK Cancel

‘* &~ v [ dm v Pagev Safetyv Tools~ @~

=3

Done

@ Internet | Protected Mode: Off

Step

Action

Click the OK button.
OK

i Favorites

5 [g] Web Slice Gallery +

& My System Profile

ORACLE’

Favorites . Main Menu > My System Profile

Change or set up forgotten password help

New Window | Help | Customize Page | B,

If you forget your password, you can have a new password emailed to you
Enter a question and your response below. These will be used to authenticate you.

Question:  ¥Whatis your mothers maiden name?

Select from the list of questions.
[stella

R se:
-ﬂ‘

‘_ - ~ 2] @b v Page~ Safety~ Tools~ @~

Done

& Internet | Protected Mode: Off

-

%,100%
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Step

Action

To see the email
section,

Scroll down the
screen using the
scrollbar.

K5 JBll 2 hitps:/finstd pecplesoft statetus/psp/FMISBXA/ENMPLOVEE/ERP/c/MAINTAIN SECURITY.USER ~ & [ 4] % Bing »
AN —

[ 1 Sytem bioiie
5

S Favorites © o 2] Web Slice Gallery ~

|@My5ys:emnroma \ | B - ~ [ @ v Page~ Safety~ Tools~ @~
ORACLE’

Favorites  Main Menu > My System Profile

Mew Window | Help | Customize Page |

=

General Profile Information
Bella Stella

Password

Chanage password
Change or set up forgotten password hell

Personalizations

My preferred language for PIA web pages is. English

My preferred language for reports and email is: m
Currency Code: luso @

Default Mobile Page: | Q

Alternate User

If you will be temporarily unavailable, you can select an alternate user to receive your routings.

Alternate User ID: [ Q
From Date: (5 (example:12/31/2000)
To Date: &l (example:12/21/2000)

Workflow Attributes
Email User Worklist User

Miscellaneous User Links

i
customize | Fing | B 8 pirst B 4 o4 I Lot

Done & Internet | Protected Mode: Off v H100% v

This e-mail address is very important! This is the email address the system uses to
send expense notifications and a new password when using the “I forgot my password”

link.

Step

Action

8.

Select the Primary
E-mail
Account option.

Step

Action

Choose Business
from the E-mail

Type drop down
list.

[Business I

Step

Action

10.

Enter your email
address into the
Email Address
field.

& | https://finsbd.peoplesoft.statevtus/psp/FMSBX4/EMPLOYEE/ERR/c/MAINTAIN SECURTTV.USER = &4 | 44|
=

e Favorites <5 ] Web Slice Gallery =
| & My System Profile | - - [ e v Page~ Safety~ Toolsv @

ORACLE’

Favorites . Main Menu > My System Profile

If you will be temporarily unavailable, you can select an afternate user to receive your routings.

Alternate User ID: | Q
From Date: il (example: 12/3172000)
To Date: (example:12/31/2000)

Workflow Attributes

Email User  [¥] Worklist User

Miscellaneous User Links

Customize [ Find | B0 ) 3 First B 4 o4 B Lot

Email Type Email Address

Blackharn |
Business

Home
| UserlD s
\ Q

& Internet | Protected Mode: Off fy v EH100% -~
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Step Action & My System Profile - Windows Inter

O- &) https://finsbxd. peoplesoft state.vt.us/psp/FMSBX4/EMPLOYEE/ERP/c/MAINTAIN_SECURTTV.USER + & |45 | X

11. CIICk File Edit View Favorites Tools Help
the Save button m‘@“ﬂiﬂem Profile |_‘ 5~ v % @ v Pagew Sofetyv Tookw (@

ORACLE
E save @

Favorites . Main Menu > My System Profile
Alternate User

If you will be temporarlly unavalable, you can select an atemate user to receive your routings.

Alternate User ID: [ Q
From Date: (example:12/31/2000)
To Date: ) (example:12/31/2000)

Workflow Attributes
Email User (¥ Workiist User

Miscellaneous User Links

&
Email r.usmm\ze\m\@\ o First Bl 1 of 1 Il Lot

i o
Brimary Email ey 7ype Email Address

Business ~  bellastella@vermont gov =]

Instant Messaging Information Customize | Find First Kl 4 o 4 B Last

Protocol XMPP Domain UserlD

& Internet | Protected Mode: Off fa v H10% -

After completing these steps, if you click on the "I Forgot My Password" link on the
login page, you will be prompted to answer to your challenge question. After correctly
answering this question a temporary password will be emailed to you. The temporary

password is case sensitive and must be entered in the password field exactly as it was
emailed.
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Change Password

Passwords can be changed by going to My System Profile or by clicking the
Change My Password link on the VISION home page.

[ Packaging
[ VT Interfaces
[ Wt Subrecipient Grants
— Tax Center
— Treasury Management Center
— Treasury Processing Center
— Treasury Definitions Center
[— Zhange My Passwaord
Ay PErS0Nallzatlons
— My System Profile
— My Dictionary

The Change Password page will be displayed;

Cha hge Password
User ID:

Description:

*Current Password:
*New Password:

*Confirm Password:

Change Password

e Enter Current Password — Enter the password you used on the login screen.
e Enter New Password -
Password Requirements
= (Case Sensitive
*= You can't use the same password more than once
= You will have ten days to change expiring passwords
= Must be at least 8 characters long
= Must contain at least one digit
= Expires every 90 days
e Enter Confirm Password. Reenter the new password.
e Click on the Change Password Button
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Password Saved

¢ Your password has successfully been changed.

Click to return to signon page

Click the “Click to return to signon page” link and login with your User Id and new
password.
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System Navigation

VISION Version 8.8 is a web based application that uses many standard web browser
features such as menus, drop down selection lists, icons, links, etc. The menu options
you see will differ based on the security access appropriate for your job functions.

All Navigation should occur using the application menus and links and not by using the
web browser back button. Using the web browser to navigate can cause the system to
error and you will lose any unsaved data.

(=] X

PRUE I @ nttps://finskd.erp.state.vt.us/psp/ TRAINING/EMPLOVE O + @ B & X * Tt

OR/.CLE’

| | Add to Favorites | Sign out

Personalize Content | Lavout 7 Help

[> My Favorites
[ Manager Self-Service
[ Supplier Contracts

[» Customers

[ Order Management
[ ltems

[> Cost Accounting

[ Vendors

[» Purchasing

[ Inventary

[ Services Procurement
[ Billing

[ Accounts Receivable
[- Accounts Payable

[> Asset Management
[» Commitment Control
[> General Ledger
[+ Allocations

[ Statutory Reports
[ Set Up Financials/Supply
[> Reporting Tools
[ PeopleTools

[> WT Grant Tracking
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How to use the Main Menu

VISION features a Main Menu on the top navigation bar. Clicking on “*Main Menu” will
open up an expandable drop down menu list.

ORACLE’

Favorites | Main Menu
- i -

Search Menu: ® e Menu can be sorted alphabetically by
Menu . “— clicking on the sort arrows
Search: 1 Manager Self-Service »
[ Suppler Contracts L )

mgfggﬂ £ Customers 8 e A folder icon I to the left of the
[ Supplieré 3 Order Management » menu item indicates the menu item
ggﬁm: &3 Items ' can be expanded. Click the menu item
bhems I CostAccountng ' to open up the next level of menu
[» Cost Acce (] Vendors b :
bVendors b L options or pages.
[» Purchasin  — g
> Inventory L Inventory »
[ Senvices b 3 Services Procurement r o D
& Accaunts C3 Biing ] o Abluefileicon | to the left of the
&ﬁccounmts 1 Accounts Receivable * menu item indicates the item is a page.

t - .. . . . .
it 53 Accounts Payable ' Clicking the item will bring you directly
I General Lt [ Asset Management 4 to the page.
&gdlocatloni 1 Commitment Control ’
gsztﬁgrgir 1 General Ledger »
> Reporting 1 Alocations 4
[» PeopleTot
b VT Grant - Irl Statutory Reports S
_ Tax Cente 1 Set Up Financials/Supply Chain
_w 1 Reporting Tools
:Tizgﬂéu 1 PeopleTools
— Change M (1 VT Grant Tracking

:ﬁ% Ij Tax Center
— My Dictior D Treasury Management Center

Ij Treasury Processing Center
D Treasury Definitions Cente
Ij Change My Password
[] My Personalizations
Ij My System Profie
D My Dictionary
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Example of navigating to add/update voucher using main menu:

Navigation: Main Menu>Accounts Payable > Vouchers> Add/Update >Regular Entry

ORACLE . .
Home | | Add to Favorites | Sign out
Favorites Main Menu
Search Menu: ® Personalize Content | Layout ? Help
Menu .
s
ESETENN = Manager Self-Service 4
[0 supplier Contracts 4
B My Favoril .~ ¢\t omers 4
[ Manager-
> Supplier ¢ 3 Order Management 4
[> Custome [ Items 3
Eﬁ"’de”‘"ﬂ' {3 Cost Accounting ’
ems N
e —— 3 vendors
I Vendors L3 Purchasing ’
[» Purchasit (3 Inventory 4
E'S”"'er_“o”l’l 3 Services Procurement 4
enices o
»
bBiling ) Biling
[> Accounts 3 Accounts Receivable 4
[» Accounts [ Accounts Payable 4
Eﬁcﬁsetmta' 3 Asset Management 4
ommitrr
b General L E t_:omm'rtlr.neth Control 4
Click the Accounts Payable menu item
ORACLE" : -
Home | | Add to Favorites | Sign out
Favorites | Main Menu
e =
Search Menu: ® Personalize Content | Lavout ? Help
Menu -
sz P Manager Self-Service 4
(3 Supplier Contracts 4
DMy Favoril ¢ gmers 4
[ Manager:
b Supplier { 3 Order Management 4
[ Custome (3O Items 3
[> Order Mal 3 Cost Accounting 4
[ ltemns »
b CostAcey =) Vendors
[ Vendors L3 Purchasing v
[ Purchasit (3 Inventory 4
Eg"’e"_‘t"ﬂ’l 3 Services Procurement 4
envices o
»
bBiling ) Biing
I Accounts  J Accounts Receivable 4
[ Accounts (0 Accounts Payable
[ AssetMal ) accot Management 3 Vouchers 3
[> Commitrr »
b G i1 &3 Commitment Control = 83ch Processes
EEE [ Review Accounts Payable Info »
I> Allocation 3 General Ledger & Reports ,
2pol
[- Statutoryl 3 Allocations .

Click the Vouchers menu item
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ORACLE

Home

Sign out

Ma'nvMenu
Search Menu:
Menu @ .
SETEE 3 Manager Self-Service 4
[ Supplier Contracts 4
B My Favort o ergmers 4
[> Manager
> Supplier ( 3 Order Management 4
[» Custome [ Items 3
Eﬁ)’de”"‘a' {3 Cost Accounting 4
ems y
b Cost Acc ] Vendors_
[ Vendors 3 Purchasing 4
[ Purchasit 3 Inventory 4
E'S”"’e"_“oﬂ"l 3 Services Procurement 4
enices "
3
bBiling ) Biing
I Accounts ) Accounts Receivable 4
[ Accounts (0 Accounts Payable
b AssetMal ) pecat Management [ Vouchers
[ Commitry
b General L g Commitment Control &3 Batch Processes
i General Ledger
[> Allocation : a £3 Reports
b Statutoryl (3 Allocations

Click the Add/Update menu item

3 Add/Update

£ Review Accounts Payable £ Maintain
1 Approve

Personalize Content | Layout

7 Help

ORACLE
Favorites : Main Menu
e -
Search Menu:
Menu @ .
s
Searci 3 Manager Self-Service *
3 Supplier Contracts r
DMy Favoril ¢ ceomers 4
[> Manager-
b Supplier ¢ 3 Order Management *
[> Custome (3 Items »
[> Order Mal 3 Cost Accounting 4
[ ltemns »
- 3 Vvendors
[ Vendors L3 Purchasing 4
[ Purchasir C3 Inventory *
g'S”"'e"_“orYI 1 Services Procurement 4
envices o
3
bBiling ) Bilng
[ Accounts ) Accounts Receivable 4
I Accounts (0 Accounts Payable
I AssetMal ) pccat Management [0 vouchers
[> Commitrr . 3 Batch Processes
3 Commitment Control L
b General L 3 Review Accounts Payable (1 Maintain
I> Allocation C3 General Ledger & Reports
b Statutoryl (3 Allocations 0o

1 Approve

Click Regular Entry menu item

The Voucher Regular Entry page will display
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Breadcrumb Menu Feature

The top navigation bar will keep the navigation used to reach a page as a “breadcrumb”
menu.

Favorites | Main Menu » Accounts Payable > WVouchers : Add/Update > Regular Entry
- H - - - B

ENewWindow  ? Help Bl nttp

hEER

Voucher

* Eind an Existing Value Add a New Value

Business Unit: I—Q

Voucher ID: ’W

Voucher Style: Regular Voucher -
Short Vendor Name: ’7 a,

Vendor ID: [ o

Vendor Location: ’7 Q

Address Sequence Number: 0/Q,
Invoice Number: [

Invoice Date: [#]

Gross Invoice Amount: | 0.000
Estimated No. of Invoice Lines: 1

Find an Existing Value | Add a Mew Value

Click on any of the “breadcrumb” menu items to expand the available menu options.

ORACLE’

Home || Add to Favorites | Sign out

Favovr'rtes Main vI'«'Ienu b Account§ Payable > Voushers b Add!uvpdate > Regular Entry
B New Window  ? Help , hitp
3 Add/Update 4
Voucher 1 Maintain 4
3 Approve 3
" Find an Existing Value Add aMew Value
Business Unit: l— Q
Voucher ID: ’W
Voucher Style: Regular Voucher -
Short Vendor Name: ’7 Q
Vendor ID: ’7 Q
Vendor Location: ’7 Q
Add < e Number: | 0Q
Invoice Number: |
Invoice Date: ’7 1]
Gross Invoice Amount: | 0.000
Estimated No. of Invoice Lines:’—1
| Add
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My Favorites

Favorites can be added to quickly navigate to specific pages in VISION. Once a page is
saved as a favorite, it will be available in the Favorites Menu.

Add to Favorites

& NewWindow 7 Help Bl http
Voucher

J—
Fa\rc;r'rtes Mainvl'«'lenu > Accountgpayable » Voushers > Addevpdate » Regular Entry

Favorites Menu
Find an Existing Value MdaNewVahle

Business Unit: I—Q

Voucher ID: W

Voucher Style: Regular Voucher -
Short Vendor Name: liq

Vendor ID: liq

Vendor Location: liq

Address Sequence Number: I_DQ

Invoice Number: |

Invoice Date: [ @\

Gross Invoice Amount: | 0.000

Estimated No. of Invoice Lines: 1

Add

Navigate to any page you would like to save as a favorite and click the Add to
Favorites link.

er
< |
E Add to Favorites

Fleaze Enter a Unique Description for this Favorite

20|

*Description |Regu|arEntw

L | OK Cancel

noon

Enter a Description to display under the Favorites Menu.

Click OK to Save Favorite

NOTE: Adding a page to “My Favorites” as directed above adds it to VISION ONLY — do

not confuse these with Favorites on your internet browser.
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Page Navigation

ORACLE"

Favorites | Main Menu > Accounts Payable : Wouchers > Add/Update > Regular Entry

Voucher @
'

( Eind an Existing Value | aULERRETAEIT

Business Unit: I—Q

Voucher ID: IW

Voucher Style: Regular Voucher -

Short Vendor Name: I— Q

Vendor ID:; li aQ

Vendor Location: li &)

Address Sequence Number: I_U Q

Invoice Number: | @
Invoice Date: !

Gross Invoice Amount: |
Estimated No. of Invoice Lines: 1

| oAdd | @

Find an Existing Yalue | Add a Mew Value

The above screenshot demonstrates several common navigation features.
1. Tabbed pages — displayed as folder tabs

2. Links — displayed as blue underlined words
3. Buttons — action keys displayed as boxes
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Search Features

As you select different modules and activities, often a search screen is presented to find
an existing value or to enter a new value. When using “Find an Existing Value”, use all
search options available to return the desired results. Below are some search tips.

/& Regular Entry - Windows

@ £ https://finance peoplesoft statevt.us/psp/FMPRD/EMPLOYEE/ERP/c/ENTER_VOUCHER_INFORMATION.VCHR_EXPRESS.GBL?PORTALPARAM_PTC ~

File Edit View Favorites Tools Help

x D -

X &Y WindowsLive Bing E' What's New  Profile Mail Photos Calendar MSN  Share |'.,_qDv ]« ag Signin

oo Favorites | 3

S5+ & VISION System | Departme... | @ Regular Entry x| fi - B = @ v Pagev Sofety~ Toosv @+

ORACLE’

Favorites : Main Menu > Ac:ountEPaﬁble > Voushers > Add/Llpdate » Regular Entry

Workist | Addto Favortes |  Sign out

New Window | Help | B

Voucher

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

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300): |300

Business Unit: = - 01110 (e}
Voucher ID: begins with ~ \
Invoice Number: Deains with
contains
Short Vendor Name:| =
Vendor ID: not=
=

Hame 1:

Voucher Style:

Related Voucher:  |between
Entry Status: n

e i Select check boxes under the
search parameters that are
Search | Clear |Easm5earcn Save Search Criteria

appropriate.

Find an Existing Value | Add a Mew Value

\ € Internet | Protected Mode: Off Fy v H100% v

In the drop down box, select contains to avoid needing to enter leading zeros.
Enter as much information as you KNOW is accurate. This will return results that
match known criteria but will not exclude possible matches.

Do not enter information that is not KNOWN as it may exclude match results that
are desired.

Look at the possible check boxes on the search screen and select if they are
appropriate for your search (some will be highlighted in module manuals).
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Voucher
Enter any information you have and click Search. Leave fields blank for a list of all values.

FLLELRSTE G LAETTNE “ Add a New Value |
~ Search Criteria

Business Unit: = - 01110 Q
Voucher ID: begins with ~ |
Invoice Number: begins with ~ |

Short Vendor Name: begins with ~ |

Vendor ID: begins with ~ | Q

Hame 1: begins with ~ |

voucherstyler = - - e Searches will return a maximum of 300 rows
Related Voucher:  begins with v\ - - - -

Enty Statws: =~ = e Clicking on a column heading over a list of data
Voucher Source: = - will sort the data in ascending/descending order
e e sl fo 1000y [0 e Click “View All” to display all available rows.
 Search || Clear _\Easwc’searcn B Save Search Criteria

Search Results
300 of 7102 results are displayed.

Miew All First [4] 1-100 o300 [3] L.
Gross =
Voucher o —— Payment Invoice VMoucher Related  Entry Moucher
Unit D Invoice Humber :,::)ﬁt Amount Date Short Vendor Hame VendorID |Hame 1 Style Voucher |Status | Source
01110 00007288 76007177-FINS 26 26 09/10/2016 BGSPURCHCA-001/0000045300 Buildings & General Svcs-Purchasing CardReqular (blank)  Postable Onling
01110  DOOO7287|76007126-FINS 44371 44371 |08M0/2016 BGSPURCHCA-001 0000045300 Buildings & General Svcs-Purchasing CardReqular (blank)  Postable Online
01110 00007286 1206462158 9.5 95 09/16/2016 CITRIXSYST-001 0000017454 Citrix Systems, Inc Regular (blank) |Postable Online
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Links, Icons, Buttons, and Mandatory Fields

Navigate to the Purchasing module to see examples of links, icons, and buttons. A
glossary of icons, buttons, and keyboard shortcuts is included at the end of this guide.

Another way to navigate in VISION is by using the Menu links. As long as you are
navigating within the application, it is up to you how you choose to navigate.

Navigation: Purchasing > Purchase Orders> Add/Update POs

ORACLE’

Favorites | Main Menu
- -

Home | | Add to Favorites | Sign out

Personalize Content | Layout ? Help

Menu [=] %]

Search:
@
[- My Favorites
[+ Manager Sel-Service
[- Supplier Contracts
[ Customers
[- Order Management
[» ltems
[+ Cost Accounting
[ Vendors

[- Purchasing

[+ Inventary

[ Services Procurement
[> Billing

[ Accounts Receivable
[+ Accounts Payable

[+ Azset Management

[ Commitment Control

ORACLE"

Home | | Add to Favorites | Sign out
Favorites © Main Menu > Purchasing
- - -
Main Menu =
=] ;
{#1j Purchasing
Manage requisitions, purchase orders, receipts, contracts, and related data.
m Requisitions m Request for Quotes Procurement Contracts
Create, maintain, reconcile or review reguisitions. Create requests for quotes (RFQs), enter vendor Define, maintain, releaze, review and report on vendor
information. responses, or award RFQs. and GPO contracts.
= Add/Update Reguisitions = Add/Update RFQs =l Manage Master Contracts
=l Approve ChartFields =l Manage Vendor Quote Group =l Add/Update Contracts
=l Load Requisitions [= Dispatch Quotes [= Dispatch Contracts
& More... 3 More... 3 More....
m Purchase Orders m Receipts
Add, maintain, and dispatch purchase orders. Enter and load receiving data, generate accruals, review
=] Add/Update Express POs and report on receipts.

= Add/Update POs [=] Process Receipts
=l Approve ChartFields = Close Receipts
7 More...
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ORACLE' . 0 0 0 000 0 0 0 00 |

Favorites Main Menu > Purcrlasing » Purchasve Orders > Add/Update POs

Purchase Order

Find an Existing Value Add a New Value

Business Unit: 01110 Q)

PO ID:

Add

Find an Existing Value | Add a Mew

Click either the
link or page tab

ORACLE’

Favorites | Main Menu > Purchasing > Purchase Orders » Add/Update POs
- H - - -

Home || AddtoFavorites |  Sign out

#New Window 7 Help , htip
Purchase Order

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

ELLEWRSEEAEITEEE © Add a New Value |
~ Search Criteria

Business Unit: = - ’(W‘IU—Q Enter a. PO number Or
POID: vegins wih ~ | < leave blank to see the
Purchase OrderDate: = ~| | B list of all POs available
PO Status: = - - . )
Short Vendor Name: begins with - | Q, for the bUSIneSS Unlt.
Vendor ID: begins with | Q,

Vendor Name: begins with |

Buyer: begins with | (e}

Buyer Name: begins with | &}

PO Type: = - -

Purchase Order Reference:  begins with - |

Hold From Further Processing

Case Sensitive

Limit the number of results to (up to 300); |300

| Search || Clear :|ElasicSearch B save Search Criteria

Find an Existing V3
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(e bl =i

Favorites - Main Menu > Purchasing > Purchase Orders > Add/Update POs

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

ELGELRSTELLAEITEEN © Add a New Value |
~ Search Criteria

Business Unit: = - ’011‘10— Q

PO ID: begins with ~ |

Purchase Order Date: = - El

PO Status: = - -
Short Vendor Name: begins with - | &}

Vendor ID: begins with | &}

Vendor Name: begins with - |

Buyer: begins with | &}

Buyer Name: begins with | &}

PO Type: = - -
Purchase Order Reference:  begins with - |

Hold From Further Processing

Case Sensitive

Limit the number of results to (up to 300); 300

| Search || Clear :|ElasicSearch B Save Search Criteria

Click to display
PO

Search Results

l\fiew 100
Business Purg) Short Vendor
Unit POID Ther Date PO Status Name VendorlD Vendor Hame

RAIY] 0000000863 09/26/2016 Dispatched CITRIXSYST-001 0000017454 Citrix Systems, Inc

01110 0000000862 09/21/2016 Dispatched EXTERUS BU-001 0000237278 Exterus Business Furniture
01110 0000000861 09/12/2016 Dispatched CELLCO PAR-001 0000010682 Cellco Parinership

01110 0000000860 09/12/2016 Dispatched CITRIXSYST-001 0000017454 Citrix Systems, Inc

01110 0000000859/09/07/2016 Dispatched AT&TMOBILI-001 0000283499 AT & T Mobility
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ORACLE’

Home || Addto Fawe
» Purchasing > Purchase Orders > AddfUpdate POs

| Sign out

Enewwindow ? Hgfp [ Personalize Page B hitp

Maintain Purg¢hase Order
Purchas¢g Order

01110
0000000861

PO Status: Dispatched A x
Budget Status: Valid
Hold From Further Processing

oot [
*Vendor ils Backorder Status: Mone
*Vendor ID: ellco Partnership Receipt Status:
L —

Doc Tol Status: Valid

Create BackOrder
Mot Recvd

*Dispatch Method:  Print - eldispatchys
Amount Summary

. Merchandise: 25450
Header Details Add ShipTo Comments

N . - Calculate
PO Defaults FreightTax/Misc.: 0.00
Add Comments Total Amount: 25450 USD

Add items From Select Lines To Display

Line: ’—‘Q To: ’—|Q Retrieve

e e G e
|| Statuses || femlinformation | Aftributes || RFQ ' Contract

ltem Search

Description PO Qty *UOM Ci
VERIZON WIRELESS
CELULLAR SERVICES AND
EQUIPMENT, IN
ACCORDANCE WITH THE
WSCA MASTER AGREEMENT
#1907 FOR WIRELESS
COMMUNICATION
SERVICES AND EQUIPMENT

mi'_l;q]

[ 1.0000 EA  [91575 |Q [254.50000 25450 Active

View Printable Version

“““ ore -

72| Update/Display,

This screenshot contains some examples of links, icons and buttons.
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Chart of Accounts Overview

Oracle/PeopleSoft stores chart of account information in segmented fields called
chartfields. The State of Vermont will be utilizing the following seven (7) chartfields;
Business Unit (required), Account (required), DeptID (required), Fund (required),
Program (optional), Project/Grant (optional) and Class (optional). The chartfield values
are used throughout the entire system, meaning the values entered on a voucher to
pay a bill would be the same values that ultimately are recorded in the general ledger.
Each of the chartfields will be discussed in detail below. The policies and procedures
governing updates and changes to the chartfield values will also be addressed in this
section.

Chartfield Summary

Chartfield | Business Account |Fund Dept ID |Program [Class |Project |Affiliate

Name Unit

Length 5 B 5 10 5 5 =15 5
Use Who What How Whao What Why Why Who
Required

or Required |Required [Reguired | Required | Optional | Optional | Both Both
Optional?
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Accounting Periods and Budget Periods
The State of Vermont fiscal year starts July 1st and ends June 30th. Accounting period
refers to a particular month/ date range in the fiscal year.

Mperiod || DateRange | gui
1 July 1-31, 2016 2017
2 August 1-31, 2016 2017
3 September 1-30, 2016 2017
4 October 1-31, 2016 2017
5 November 1-30, 2016 2017
6 December 1-31, 2016 2017
7 January 1-31, 2017 2017
8 February 1-28, 2017 2017
9 March 1-31, 2017 2017
10 April 1-30, 2017 2017
11 May 1-31, 2017 2017
12 June 1-30, 2017 2017

998* June 30, 2017 2017
1 July 1-31, 2017 2018

* Period 998 is an adjustment period used to capture all year end adjusting and
correcting entries for the year just ended. A June 30th date is used on most period 998
transactions.
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Chartfield Definitions

BUSINESS UNIT - required:

Broadly defined as an operating unit (department, office, or board) established
statutorily or administratively. Business units can be individual departments or divisions
that need to segregate their financial data for accounting purposes or operational
centers that segregate their operations for management purposes, including security.

In VISION, a business unit is a component of security and thus can define a level of
control that is significant and appropriate to the module you use. For example, General
Ledger business units are typically departments; Payables business units define rules
for paying bills and security access to charge expenditures; Receivables business units
define rules for receiving payments. Each business unit shares the same configuration
in a particular module; this configuration governs processing and accounting rules. You
can share business units across any combination of modules, or define them within just
one module. If your entire organization keeps only one set of books, you can use one
business unit across all modules. Departments with many operating units may use
multiple business units for one or all of the sub-modules (i.e. multiple business units for
Accounts Payable or Purchasing) and still have only one General Ledger business unit.

Following are important concepts to remember with regard to Business Units:

O Business Units are 5 numeric characters long.

O Business Units are logically grouped in ranges to facilitate tree building and
maintenance, as well as to allow spacing for future Business Unit additions.

O Transactions are stored by Business Unit. Users only have security access to the
Business Unit(s) for their department/agency. Your Business Unit value can default
in where it is required based on your Operator Preferences.

O The first two digits were aligned in the following manner:

General Government 01
Protection Persons, etc 02
Human Services 03
Employment and Training 04
(Labor)

General Education 05
Natural Resources 06
Commerce and Development| 07
Transportation 08
Component Units 09
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ACCOUNT - reguired:

Account chartfield classifies the nature of operational transactions. It holds the detail
coding values for assets, liabilities, equity, revenues, and expense/expenditure
transactions.

The Account field is 6 numeric characters long. Accounts are numbered according to
the following convention:

Numbering
Account Type Scheme
Assets IXXXXX
Liabilities 2XXXXX
Fund Equity IXXXXX
Revenues AXXXXX
Expenses 5XXXXX
Expenses (AHS Grant Exp) 6XXXXX
Other Financing Sources 70XXXX
Other Financing Uses 7 2XXXX

Fund - required:

Fund chartfield maintains the fiscal and accounting entities in which financial resources
and the use of those resources are grouped according to statute, regulation, or current
accounting standards.

Fund Chartfield Numbering Scheme:
e The fund chartfield is five digits long (all numeric)
e Funds are shared across the State (i.e. they will be stored under a SetID = STATE)

Commonly used funds across State Government:

Fund Number | Fund Name

10000 General Fund

20105 Transportation Fund
20205 Education Fund

20405 Global Commitment Fund
21% Special Funds

22% Federal Funds

3% Bond Funds

4% Permanent Funds

5% Internal Service & Enterprise Funds
60% Pension Trust Funds
63% Agency Funds

64% Agency Funds
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Department (Dept ID) - required:

The DeptID ChartField contains the operational unit subdivisions.

Chartfield Numbering Scheme:

e DeptID’s are 10 characters long and numeric.

e The first four digits are the same as the LAST four of the GL Business Unit number,
with the exception of BGS capital constructions dept id’s.

Program: (required for some departments)

Program Chartfield maintains a description and a set of objectives toward which
activities and resources are directed.

e The program chartfield is five digits long.

e Under Set ID = STATE so they can be shared across business units.

Class:

The Class Chartfield will be used to track activities relating to programs and across
program lines based on departmental, administrative, or legislative needs.

e The class chartfield is five digits long.

e Under Set ID = STATE so they can be shared across business units.

Project:
The Project Chartfield captures and controls project or grant information to which

funding sources are applied.

e Project ID’s are up to fifteen characters long, and can have any combination of
numbers and/or letters.

e Under Set ID = Business Unit so they cannot be shared among business units. The
same project cannot be located under different Set ID’s.

e Can be used to only track expenditures, or;

e Can be used to control expenditures by defining a budget specific to the project
with the use of a funding source.

The Finance and Management website has a listing of all Business units and Chartfields
located on the following link:
http://finance.vermont.gov/training-and-support/vision-chartfields-and-accounting-

periods
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Budget Check Errors

This table of budget check errors may be encountered in any module where budget
checking is processed.

Description

Explanation

Exceeds Budget
Tolerance

There is not enough spending authority in the budget to
post the transaction.

No Budget Exists

There is no organization budget OR appropriation and
organization budget set up for the fund and deptid
combination used on the transaction.

Budget is Closed

The transaction is trying to post to a closed prior year
budget.

Budget Date is Out
of Bounds

The accounting date on the transaction is either in a
future period or prior fiscal year that is closed.

Spending Authority
Over Budget

A credit transaction to an expense account will cause the
spending authority to exceed the original budgeted
amount; i.e. there are not enough expenditure’s in the
current year to offset the credit.

Budget Date is
Outside Specified
Dates

The transaction is trying to post to a budget that is no
longer available to be posted to.
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DeptID Search/Selection (Example)

Navigation: Asset Management > Financial Management> Owned Assets > Express
Add

ORACLE’

Favorites Main Menu > Asset Management > Financial Management > Owned Assets > Express Add

Asset ExpressAdd

Add a New Value

Business Unit: p1110 G,
Asset Identification: NEXT

ORACLE

Favorites Main Menu > Asset Management > Financial Management > Owned Assets > Express Add

Cost | Asset Information

Asset Information

Unit: 01110 Asset ID: MNEXT
Profile ID: Q Trans Date: 042142011 Eﬂ
Description: | Acctg Date: 04/21/2011 Eﬂ

Location: Q Trans Code: -
Tag Number:; currency: UsD G

[7] Accum Depr in Current Pd Rate Type: CRRNT -

Asset Cost Information Find | View Al First Bl 4 of 1 I Last
Book Mame Quantity Cost Salvage =]
ASSETS @, [1.0000 [ 0.000 USD B | 0.00 USD
Category Cost Type Accum Depr YTD Depr

a, I_Q | 0.00 | usD Default Profile |

Fund Dept

& [ &

Click on the
magnifying glass

» Asset Additional Information

Bl save | [=] Motify | E Aclcll
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ALL DeptlIDs are displayed.
Tip: To view DeptIDs for your BU only, enter the first 4
digits of your BU (without the leading 0) before clicking on
the magnifying glass

Look Up Dept

SetlD: STATE
Department: hegins with |

Manager Name: hegins with v|

Look Up Clear | Cancel |Basic|_00kug

Search Results
Only the first 300 results of a possible 4052 can be displayed. Enter more search key
infarmation and search again to reduce the number of search results.
i} First |
Department Description
0110500000 Information & Innovation
0367500000 YT Ofender Waork Program
1100010000 Secretary of Administration
1100020000 Secretary of Adrministration
1100020100 SOA Operating

A1AANININN PP Grante
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Reporting Tools

There are four different types of reports that can be run in VISION. They are Query
Reports, nVision Reports, Crystal Reports, and Structured Query Reports (SQR).

Detailed instructions on how to run each of the types of reports can be found on the
Finance & Management Website at the following link:
http://finance.vermont.gov/training-and-support/vision-manuals/reporting-manual

For a list of all available queries visit the Finance & Management Website at the
following link:
http://finance.vermont.gov/training-and-support/vision-manuals/reporting-manual

The queries and reports are listed by module so click on the module to view the reports
and queries that pertain to that module. (Remember, this is just a listing of queries for
that module and is not a complete listing of all queries.)

Also on the Finance and Management Website you will find Month End Closing
Instructions which contain VT_MER queries to run for each module for month end clean

up.

http://finance.vermont.gov/policies-and-procedures/vision-closing-instructions
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Query Viewer

Use the following navigation to access existing queries.
Navigation: Reporting Tools > Query> Query Viewer

ORACLE &

Fa'.rn}vr'rtes MainvMenu » Reporting Tools > Query > Query Viewer

Query Viewer

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

*“Search By: Query Name = begins with

Search |Advanced Search

Enter “VT” to display
public queries.

ORACLE  SEEEEESSSE———

Favc;r'rtengainvMenu > Reporting Tools > Query > Query Viewer

Query Viewer

To display more
search results click on
the right arrow icon.

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

“Search By:  Query Name - begins with T
Search | Advanced Search

Search Results

*Folder View:  — All Folders — -

&)

irat B 4.30 of 250 O Last
Runto (Runto (Runto
HTML |Excel |XML

Customize | Find | \

ize | Find 100 |
Query Hame Description Owner |Folder

Schedule

VTAMRODA Asset Physical Inventory Rept Public HTML Excel XML Schedule Favorite
VTAPOO3 Vermont Voucher Status Report Public HTML Excel XML Schedule Favorite
YVTAPQOOA Vendor Information Public HTML Excel XML Schedule Favorite
VTAPQOO1_VENDOR_IMFORMATION Info from vendor panels Public HTML  Excel XML Schedule Favorite
VTAPROO1 Check Warrant Report Public HTML Excel XML Schedule Favorite
VTBIOD3 Bills Mot Invoiced Query Public HTML Excel XML Schedule Favorite
VTPOOD04A Expired Contracts Public HTML Excel XML Schedule  Favorite
WTPONNAR Cnntrarte aynired hd nrnmnt Puhlir Srhadila Faunrita

To run a query, click
on Excel.
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VT_AM_ASSET_LIST - All in service assets for a BU

Business Unit: |

Location Code (%=All): Q
Department (% = All): Q

View Results

Enter appropriate data in parameter boxes displayed. All fields must have a value and
the % can be used as a wildcard. The % sign can be used to help narrow down the
information that you are looking for. For example, if the box is asking you for Deptid
information and you want information on all deptid’s within that business unit (01110)
you can enter 1110% and that helps to narrow down the search information and the
query should run faster.

Caution: Be careful in what fields you use the % sign. You would not want to run an
expenditure query for the fiscal year and put % sign under business unit because the
report would be too large and it would eventually time out.

If you do have a situation where you have a query that continues to run and you want
to cancel the query please call the VISION Support Team at 828-6700, option 2. They
will make sure that the query does not continue to run behind the scenes causing
system performance problems.

Al - e | Allin service assets for a BU
A B c D E

1 [Ain 34

2 BU |Asset ID [pescr |Location  |Location Detail |Taggable

2 01110 000000000343 Vision Financial System AMTP1335T Taggable Asset
4 01110 000000000344 VISION Financial System AMTP1335T Taggable Asset
5 (01110 ‘000000000366 Latitude D&10 AMTP1095T  BUDMAN Taggable Asset
6 (01110 'DODOD0000STO Latitude D610 AMTP1095T BUDMAN Taggable Asset
7 [01110 ‘000000000392 HF S000N AMTP1095T  FINOPS Taggable Asset
g 01110 ‘Doooooooo4oo Cisco ASA 5520 AMTP1095T TECHTEAM Taggable Asset
9 (01110 'D00000000401 Latitude DG20 AMTP1095T TECHTEAM Taggable Asset
10 (01110 'DoOOOCODC402 Latitude D620 AMTP1095T  BUDMAN Taggable Asset
11 (01110 000000000403 Latitude D620 AMTP109ST  FINOPS Taggable Asset
12 (01110 'boooocooodos Latitude DG20 AMTP1095T  BUDMAN Taggable Asset
12 (01110 000000000406 Optiplex 745 AMTP1095T TECHTEAM Taggable Asset

Some queries may have minor changes in the displayed results. For example,
VT_ACCOUNT_EXP_ALLFIELDS_SUM amounts will have an extra digit in the
“cents” column. You can format in Excel if needed.
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Creating Query Favorites

To create a list of your most commonly used queries, select the query by clicking Add to
Favorites. A Favorites list will be displayed at the bottom of the page.

Navigation: Reporting Tools> Query> Query Viewer

ORACLE e —

Fa\rovr'rtes Mainvl\-'lenu » Reportinvg Took » queryr > Query Viewer

Query Viewer

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

*Search By:  QueryName - begins with hT_
Search | Advanced Search

Search Resuits
*Folder View: — All Folders — -
Customize | Find | 4 100 | First Bl 4-30 of 247 O Last

Run to (Runto (Runto Add to
HTML |Excel |xmL  |SSRedU® |eovor

Description Owner (Folder

VTAMROO1 Asset Physical Inventory Rept Public HTML Excel XML Schedule Favorite
VTARPDO3 Wermont Voucher Status Report Public HTML Excel XML Schedule Favorite
VTAPQO0A Wendar Information Public HTML Excel XML Schedule Favorite
VTAPQO01_VENDOR_INFORMATION Info from vendor panels Public HTML Excel XML Schedule Favorite
VTAPROOA Check Warrant Report Public HTML Excel XML Schedule Favorite
VTBIOD3 Bills Mot Invoiced Query Public HTML Excel XML Schedule Favorite
YVTPOOD4A Expired Contracts Public HTML Excel XML Schedule Favorite
VTPOO04B Contracts expired b4 prompt Public HTML Excel XML Schedule Favorite
VTPOOO0G Quote Groups for avendor Public HTML Excel XML Schedule Favorite
VTPOO0EB Quote Groups listed by vendor Public HTML Excel XML Schedule Favorite
VTPOO17 ltem Categories by Buyer Public HTML Excel XML Schedule Favorite
VTPOINFO ';L&JSLEEPDRT TrFY Public HTML Excel XML  Schedule Favorite

Click the Favorite
link next to the query

Page 41 of 62



R W e et

Favovr'rtes MainvMenu > Reportinvg Tools > queryr » Query Viewer

P T R Lrime e swme e 1o
VTPOOD04B Contracts expired b4 prompt Public HTML Excel XML Schedule Favorite
VTPOODOG Quote Groups for avendor Public HTML Excel XML Schedule Favorite
VTPOOOEE Quote Groups listed by vendor Public HTML Excel XML Schedule Favorite
VTPOO1T Item Categories by Buyer Public HTML Excel XML Schedule Favorite
VTPOINFO oS REFORTOFFO Public HTML Excel XML  Schedule Favorite
VTPOROO3 Recycled ltems Purchased Public HTML Excel XML Schedule Favorite
VT_2002_EMCUM_BAL_ROLLED FY02 Encumbrance bal rolled Public HTML Excel XML Schedule Favorite
VT_2003_ENCUM_BAL_ROLLED FY03 Encumb bal rolled to FY04 Public HTML Excel XML Schedule Favorite
VT_2003_PRIOR_YR_PAYABLES FY 03 Vchrs Prior ¥Yr Payables Public HTML Excel XML Schedule Favorite
VT_2004_ENCUM_BAL_ROLLED FY04 Encumb bal rolled to FY05 Public HTML Excel XML Schedule Favorite
VT_2004_PRIOR_YR_PAYABLES FY 04 Vchrs Prior Yr Payables Public HTML Excel XML Schedule Favorite
VT_2005_EMNCUM_BAL_ROLLED FY05 Encumb bal rolled to FYOG Public HTML Excel XML Schedule Favorite
VT_2005_PRIOR_YR_PAYABLES FY 05 Vchrs Prior Yr Payables Public HTML Excel XML Schedule Favorite
VT_2006_ENCUM_BAL_ROLLED FY06 Encumb bal rolled to FYO7 Public HTML Excel XML Schedule Favorite
VT_2006_ENCUM_BAL_ROLLED_CF  FY0G Enc bal rolled FYOT CF Public HTML Excel XML  Schedule Favorite
VT_2006_PRIOR_YR_PAYABLES FY 06 Vchrs Prior Yr Payables Public HTML Excel XML Schedule Favorite
VT_2007_ENCUM_BAL_ROLLED FYO7 Encumb bal rolled to FYOS Public HTML Excel XML Schedule Favorite
VT_2007_PRIOR_YR_PAYABLES FY 07 Vchrs Prior Yr Payables Public HTML  Excel XML Schedule Favorite
VT_2008_AA F_25 CNTRT_OBLIG_FD AA-F-25 info for 2008 year end Public HTML Excel XML Schedule Favorite
VT_2008_AA F_25 CONTRACT_OBLIG AA-F-25 info for 2008 year end Public HTML Excel XML Schedule Favorite
VT_2008_PRIOR_YR_PAYABLES FY 08 Vchrs Prior Yr Payables Public HTML Excel XML Schedule Favorite
VT_2009_AA F_25 CNTRT_OBLIG_FD AA-F-25 info for 2009 year end Public HTML Excel XML Schedule Favorite
VT_2009_AA F_25 CONTRACT_OBLIG AA-F-25 info for 2009 year end Public HTML Excel XML Schedule Favorite

~ My Favorite Queries

Query Name:

VTAPROOA

Check Warrant Report

Description Owner |Folder

Public

Customize | Find | = | #

HTML  Excel XML Schedule

First K 1 of 1 I L st

Runto |Runto (Runto
HTML |Excel |nTaaL |SShedule

Remove

=]

Clear Favorites List

T

The Favorites list is displayed at the bottom of

the screen.

The next time you access Query Viewer only your Favorites are displayed. You may
search for additional

h

Main Menu > Reporting Tools
- -

ORACLE’

Favorites !
- H

Query Viewer

ueries if the one you need is not in your Favorites list.

Query > Query Viewer
-

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

*Search By: Query Name

Search |w

~ My Favorite Queries

Query Name

pegins with H

Customize | Find | (21| ##

First I 1 of 4 I L ast

Remove

S Run to |Run to
Description Owner |Folder Schedule
Description Owner Folder Excel |HTML Schedule

VTAPROO1 Schedule [=]

Clear Favorites List |

Check Warrant Report Public HTML  Excel XML
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Reports

Detailed instructions on how to run different reports can be found on the Finance &
Management Website at the following link:
http://finance.vermont.gov/training-and-support/vision-manuals/reporting-manual

For a list of all available queries visit the Finance & Management Website at the
following link:
http://finance.vermont.gov/training-and-support/vision-manuals/reporting-manual

The queries and reports are listed by module so click on the module to view the reports
and queries.

Most delivered reports are run from within the module you are working in. These steps
walk you through the process of running a report and viewing and printing it using
Report Manager. (See each module training manual for common reports relative to the
module.)

Navigation: Purchasing > Purchase Orders > Reports> Listings

ORACLE’

Favq'rites MainvMenu + Purchasing : Purchase Orders > Reports » Listings

PO Listings

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

i anGsistngvaus | )

Maxi ber of rows to return (up to 300); [300 —
Waximum number of rows o retum (Up to 300) Enter a Run Control 1D or search for an existing

Run Control ID: begins with ~ || Run Control ID.

[lcase sensitive NOTE: Run controls should not be shared
between modules or processes. For example, a
run control created for the report PO listings
should not be used for the report VT Contracts
by Origin.

Search ‘ Clear |EasicEearch Bl save Search C

Find an Existing Value | Add a New Value
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ORACLE’

Favo_rites Main_l\-'lenu > Purchasing » Purchase Orders > Reports > Listings

PO Listings

Run Control ID: PO_Listings Report Manager Process Monitor

Language: English -

3rd Click Run to run
the report.

Run |

Business Unit: l— a,

FromDate: | [ Through Date: | | 1% Enter information appropriate for the
Vendor SetD: | Q@ specific report.

Vendor ID: [ a

Buyer: | Q

PO Status:

2nd Click Save if you
want to keep these

parameters for future

reports.

/

B save | [=] Notify

Ey Add Update/Display

ORACLE  CHEEESSSSS———

Fa\rovr'rtes Mainvl'\"lenu > Purchasing » Purchase Orders > Reports > Listings

Process Scheduler Request

UserID: TJARVIS Run Control ID: PO_Listings
Server Name: Run Date: p4r21i2011 B
Recurrence: ~*  Run Time: 2:071:31PM Resetto Current Date/Time I

Time Zone: Q

Process List

Select |Description Process Name Process Type *Type *Format Distribution

=

PO Listing by PO Date POY4010- Crystal Web ~ FPDF + Distribution

isting By Vendaor POY4011- Crystal Web ~ FPDF + Distribution

=] PO Listin POY4012- Crystal Web * PODF ~ Distribution
= PO Listing By Stat P

Web ~ FPDF + Distribution

oK | Cancel |

Select the check
box next to your
report — Click OK
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ORACLE’

Favarites Main Menu > Purchasing » Purchase Orders : Reports : Listings

PO Listings

Run Control ID:  PO_Listings Report Manager  Process Monitor
Language: English -

Run

Report Request Parameters

Business Unit: (01110 @

From Date: ’W Bl Through Date: ,W 5]
Vendor SetiD: |STATE Q,

Vendor ID: [ a

Buyer: | Q

PO Status: A

Sl Save | 2\ Return to Search | [=] Motify |

pdate/Display

ORACLE’

Favorites Main Menu > Purchzimy/ﬁrchase Orders » Reports > Listings

List Explorer Administration Archives

View Reporis For
User ID: TJARVIS Type: N -~ Last - 1 Days - Refrash |
Status: * Folder: - Instance: | to:| f

Report List Customize | Find i First Bl o B Lot

Re Prcs Request
et Description Format |Status Details

5231977 PO Listing by PO Date %L’fﬁﬁ ?,’_::;‘:;'Jm Posted Det 2" Click _
AN Refresh until
status =
Posted
Selecm]l IE‘Deselect.»\\]l

elete |Clickthe delete button to delete the selected report(s)

Go backto PO Listings

& save |

List | Explorer | Administration | Archives
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1 /1 % - = Find -

Report 10 Fov4ste Feoplezott Pursnacing Fage No. 1

usar i0; TJARVIS PO LISTING BY PO DATE Run Date w210

RunControt  PO_LIstings Fun Time Z0405PM
PODatecmsiuoss: 112011 Thew: 4212011
Busimess Unit: D110

Changs
PoDate  POID contrat Rel oo Buyer vender 0 e 0 siatus Hola  Rev  cum Ameunt
1112011 00DDODDSAG 0DII0D000AD0ODCT0CA0 500G 1388 0 McCuenRaa 0000283458 ATAT Wobdy Compl N N usD 328
1112011 DODDODDSST 0DII0DO00A00ODCT0000 14525 117 0 FulerStephanie O0D16E11 Venzon Wireless Services Compl N N usD 22168
ue
1H212011 DODDODDSAE 0DIIDDO00AD0ODCT00A01 2555 TS5 D McCuenRaya 0000014256 Crystal Rock Botted Water <ompl N uso 103.60
2ME/2011 00DDT0DS43 0D0IDDO00AD0ODCT0CA0 13615 10 FulerStepnane 0000208356 ShareDynamics Dispatched N N usD 21.137.50
22272011 00DDAODSSD 0DDADDO00ODDODCADCA01 4625 1253 0 McCuenR¥ya DODD1ESA11  Venzon Wirsiess Services Dispatcnen N N usD 22350
Lc
272202011 0ODUGDDSS £D0I0D00CAD0ODCT0Ca0 1 S00S 1544 D MeCuenRaya 0000283458 ATAT Mobity Dispatched NN usD 4382
3/4%2011  0oDDODDSS2 DD0ODDODRADDOD0ADNAD1 2826 794 0 MocuenRaya 0000014256 Crystal Rook Sotned Wiater Dispatonen N N usD 6345
3@011 000DO0DSS3 0DDADDO0KADDODCADCA01S00G 1581 0 McCuenRaya 000023493 AT AT Moty Dispatcnea N N usD 862
32014 00DDDODSSA 0OCODDODCODDOOCADE01 S625 1260 0 McCuenRaya DI001EEA41  Verzon Wirsless Services Dispatcned NN usD 21847
772011 00DDO0DSSS 0DDIDDO0KADDODCADCA013615 2 1 Fuserstepnani 0000209356 ShaneDynamics Dispatonen N N usD

3ME/2011 00DDDODSSS 0DDADDO0NADDODCADCA01 2695 8052 0 McCuenR¥ya 0000014256 Crystal Rook Botned Wiater Dispatcnen N N usD
47812011 0ODDDODSST o0 MeCuenRaa D000OTS472 Eastern Copy Progucs Inc Dispatched N N usD

These steps for running Report Manager are consistent throughout the modules.
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Process Monitor

After you submit a job using the Process Scheduler Request page, you can track the
process of the job by using the Process Monitor. See example below:

ORACLE i —

Favorites Main Menu > Purchasing > Purchase Orders > Reports » Listings

PO Listings

Run Control ID:  PO_Listings Report Manager Process Monitor
English -

Report Request Parameters

Business Unit: WQ
FromDate: 010172011 |5 Through Date: [04/21/201
Vendor SetlD: |STATE Q

Vendor ID: li Q

Run

Language:

Buyer: | Q
PO Status: M
El save | £\ Return to Search | [=] Motify I E‘q.Adcll Update/Display

Use Process Monitor to review the status of scheduled or running processes.

You can view all processes to see the status of any job in the queue.

ORACLE

Fa\.'uvr'rtesg MainvMenu b3 Purdl:-lsing b3 Purchass Orders > Repvorts »  Listings

Process List Server List

View Process Request For

UserID: [TJARVIS QL Type: v Last - 1 Days - Refresh |
Server: * Name: | Q Instanoe:| to |

Run - Distribution - Save On Refresh

Status: Status:

i o8
Process List Customize | Find | View Al | @| B First |4 1071 B Last

Select |Instance | Seq. |Process Type S User Run Date/Time Run Status e Details
Name Status

5231977 Crystal POY4010- TJARVIS 04/21/2011 2:01:31PM EDT Success Posted Details

To view the status of /

your process click the
refresh button until run
0 backto PO Listings status is Success and

B sove | Eromy | Distribution Status is
Process List| Server List POStEd

Use the Process List page to monitor the process requests that you submit. If a process
encounters an error, or if a server is down, you can find out almost immediately. If your
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job runs to error, no success, or if the job has been processing for a long period of time
call the VISION Support Team at 828-6700, option 2.

You can also navigate to the Process Monitor by using the navigation below.

Navigation: People Tools> Process Scheduler> Process Monitor
ORACLE

Favorites Main Menu > PeopleTools > Process Scheduler : Process Monitor

Process List Server List

View Process Request For

User ID: [TJARVIS Q Type: - Last - 1 Days - Refresh |
Server: ~ HName: Q Instanoe:| to |
Run ~ Distribution -

Save On Refresh
Status: Status:

- <
Process List Customize | Find | View Al | | L First K 1 or 1 B | ast

Process - Distribution .
=Elect | Instance : [FTOCESS [YPE e User Run Date/Time Run >tatus Details
Select |Instance | Seq. |Process T Na User Run Date/Time Run Status etz Details

5231977 Crystal POY4010- TJARVIS 04/21/2011 2:01:31PM EDT Success Posted Details

To view the status of
your process click the
refresh button until run

status is Success and
Distribution Status is

D save | [ oty | Posted.

Process List| Server List

User ID - View the processes submitted by your User ID.

Type - View by a process type, such as Application Engine, Crystal, COBOL, SQR, or
Application Engine processes, or leave blank to view all processes.

Server - View processes that are run on a particular server. Servers — PSUNX or

PSUNX2 for Application Engine and SQR Reports. PSNT for Crystal and nVision
Reports.

Name - View processes by a process name, or leave blank to view all.

Instance - To limit the view to a single request, enter the required instance ID in the
first text field, or leave blank.

Run Status - View processes by status, such as Success, Error, or leave blank to view
all.
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Refresh - Click to check the current status of a submitted process. Processes should
run to a Run Status of Success and a Distribution Status of Posted.

Instance - Displays the process instance; that is, the order in which the process
appears in the queue. This number is automatically generated.

Process Type - Displays the type of process, such as Application Engine, COBOL, or
SQL.

Process Name - Displays the name of the process.
User - Displays the user ID of the person who submitted the request.

Run Date/Time - Displays the time and date at which the process request was
created.

Run Status - Indicates the status of the process, such as Queued, Initiated,
Processing, Success or Cancelled. The Run Status column on the Process List page
indicates the current state of a process. Knowing the status of a job helps you
determine where it is in the queue or identify a problem if the process has an error.

Distribution Status - Displays the distribution status for each individual job and
process. Valid statuses are: N/A, Not Posted, Posting, and Posted.

Details — Click Details link to display the Process D

Favorites | Main Menu > PeopleTools > Process Scheduler > Process Monitor

[ Process ust_[{Seneriist |

View Process Request For

tails page.

User ID: [TJARVIS Q Type: v Last - 1 Days -
Server: ~ HName: QU Instance: to

Run ~ Distribution - Save On Refresh
Status: Status:

" )
Process List Customize | Find | View All| \ = First [ 10f1 2] Last

Process = Distribution .
B S [ — = RN =
Select |Instance | Seq. |Process T = User Run DatelTime Run Status |0 S De jls

5231977 Crystal POY4010- TJARVIS 04/21/2011 2:01:31PM EDT Success Posted Details

B save | = Hotify

Process List| Server List

Process Detail page is displayed
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Favorites = Main Menu > PeopleTools > Process Scheduler > Process Monitor
Process Detail
Instance: 231977 Type: Crystal
Name: POY4040- Description: PC Listing by PO Date
Run Status:  Success Distribution Status: Posted
Rn — Wupdate Process
Run Control ID: PO _Listings Hold Request
Location: Senver Queue Reguest
Server: PSNT Cancel Request
' Delete Request
Recurrence: Restart Request
Request Created On: 04/21/2011 2:03:41PM EDT Parameters Transfer
Run Anytime After:  04/21/2011 2:01:31PM EDT Message Log
Began Process At:  04/21/2011 2:04:05PM ECT Batch Timings
Ended Process At:  04/21/2011 2:.04:23PM ECT View Log/Trace
0K | Cancel |

Use the Process Detail page to view details, such as message logs, or View Log Trace.

Process Section - This display-only group box contains general descriptive information
to help you identify the process request, including the run and distribution states.

Instance - number automatically assigned to process. If you report an issue to
the Finance Support Team you should include the process number.

Name - Process name
Run Status — Current state of a process.
e Queued - Status assigned to a new process request.
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o Initiated — Indicates that the server has acknowledged the new
request.

e Processing — Indicates that program is running

e Warning — Warning status can occur for different reasons. If a process
runs to Warning, view the message log to determine why.

e Error — Indicates that the program running has encountered an error. If
a process is in error please contact Finance Support @ 828-6700, option
2.

e No Success — Indicated that the program encountered an error.
Contact Finance Support @ 828-6700, option 2.

e Success — Indicates that the program has successfully completed.

Type — Process types are: Crystal, SQR Report, Application Engine, Cobol SQL,
PSJOB, and SQR.

Description — Brief description of process.

Distribution Status - N/A, None, Not Posted, Posting, and Posted.

Run Section
¢ Run Control ID - Displays the run control ID and the run location.
e Location — Always shows Server.
e Server - Displays the name of server utilized. (PSNT, PSUNX, PSUNX2)

NOTE: If the server is blank contact the VISION Support Team at 828-6700,
option 2 or email VISION.Finhelpdesk@vermont.gov.

Update Process Section — Used by Technical Staff only.
o Date/Time Section — Process is tracked from beginning to end.
Actions Section — This group box contains links to other pages.

e Parameters, View Locks and Batch Timings — Not applicable
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Message Log — example below is a message log for a voucher budget check.

ORACLE &

Favuvr'rtes MainvMenu > Peuplngan > Process gcheduler » Process Monitor

Message Log

Process

Instance: 5231977 Type: Crystal
Name: POY4010- Description: PO Listing by PO Date

|
Customize | Find | View A1 B9 B First B 12 072 B Last

Severity [Log Time Message Text Explain

. Published message with ID ca2bd98c-6c41-11e0-adas- .
204:24PN cd96c84a0ch to create entry in folder GEMERAL. ﬂl
204:24PM Successfully posted generated files to the report repository  Explain |

View Log/Trace — Link takes you to View Log/Trace page where you can print
a SQR or Crystal report.

Favn:nvr'rtes I't-'lainvl'v'lenu » Accounts Payable > Reporis > Payments > Trial Registe

View Log/Trace

Report 1D: 932103 Process Instance: 5300309 Message
Name: APY2030- Process Type: Crystal

Run Status: Success

Trial Reqgister

Distribution Details

Distribution Node: FMPRD Expiration Date: 05/2312011
File List
Hame File Size (] Datetime Created
APY2030- 5300209.PDF 44 252 05ME2011 232141875
CRW APY2030- SSUUSﬁQ.Inu 0 05M6/2011 2:32:14.183%
pssgltrace.trc 4499 05M6/2011 23214185

Clicking on the PDF link will display your report or document.
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inter icon to print.

1 /1 i@ ® 130% - L Y] L Fne =
&
Fi
OoORACLE Report ID: APY2030 PeopleSoft Accounts Payable Page No. 1
AP TRIAL PAYMENT REGISTER Run Date 5116/2011
Run Time 2:32:03 PM
Payment Cycle: VENDR4 5240112748
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Clearing Cache in Internet Explorer

VISION is a web based application that requires periodic maintenance to assist in the
efficient running of the system. Clearing the computer’s cache (also called deleting
temporary Internet Explorer files) is a frequently used maintenance tool.

Your use of the web determines how often the cache should be cleared. A good
practice is to clear cache at least once a week to avoid error messages such as “Page
Cannot Be Displayed” when trying to log in or “invalid URL” when navigating. If you
receive either of these messages follow these steps before calling Finance Support.

Note: The following step-by-step instructions are for Internet Explorer 8. The version of

Internet Explorer on your computer may look different, but the concept is the same. Any
guestions about your computer should be directed to your desktop support staff.

Step 1 — Open or navigate to Internet Explorer

Step 2 — Click on Tools

— N

N Share ‘ v B v a3y \f' Sign in
»
-
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Step 3 — Click on Internet Options

v | 43| X [l ging

3

SN Share \gv [ Y

ools v

ﬁ"g@vpagav Safety v

[@ Diagnose Connection Problems..,

[

Reopen Last Browsing Session

Pop-up Blocker
Manage Add-ons

Bl [

Work Offline

2l 3]

omel

+ efficient and effective
s in many ways including
al information, advocating fol

Compatibility View
Compatibility View Settings

Full Screen

em. The Department of Fin

1 calendar of Events
3/09/10- Accounts Receival

Toolbars

Explorer Bars
Developer Tools

Suggested Sites

F12

orm AA-F-17 due in Financ

Internet Options

[s

B Consensus Revenue |

Frraract

3/10/10- Einal Day to Enter

Y2010 Closing Transactions
Jarind 9981 in ACCRI JAN.]

Step 4 — Under Browsing History, click Delete

General |Secur|ry | Privacy | Content | Connections | Programs I Advanoed‘

Home page

[ Use current H Use default ][ ﬁeb&ank ]

Browsing history

45

ey

Delete temporary files, history, cookies, saybd passwords,
and web form information.

Delete browsing history on exit

Change search defaults.

P

Tabs

Change how webpages are displayed in
b

E}bs.

Appearance
l Colors.

[EE=r=nar

e
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Step 5 —Delete Temporary Internet Files, Cookies, and History are selected.
(Instead of deleting each section individually, you may use ‘Delete’)

B
o ‘_-E
; :
Delete Browsing History

Lo - o—

Preserve Favorites website data
Keep cockies and temporary Internet files that enable your favorite
websites to retain preferences and display faster.

Temporary Internet files
Copies of webpages, images, and media that are saved for faster
wiewing.

Cookies
Files stored on your computer by websites to save preferences
such as login information.

History
List of websites you have visited.

[Tl Form data
Saved information that you have typed into forms.

["] Passwords
Saved passwords that are automatically filed in wheA you sign in
to & website you've previously visited.

[l InPrivate Filtering data
Saved data used by InPrivate Filtering to def
be automatically sharing details about your

where websites may

About deleting browsing history [ Delete ] [ Cancel J

A Delete Browsing History box will appear showing the deletion in progress.

! Delete Browsing History SRSl e |

Please wait while the browsing hi

Deleting history...
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Step 6 — Click OK

/

-
Internet Options Bl
-

General |Security | Privacy | Content | Conl\ech'ans | Programs I Advanoed‘

Home page
l/’ To create home page tabs, typf each address on its own line.
8
s http://finance vermont.go -
[ Use current ] [IUse default ] [ Use blank
Browsing history .I

’L Delete temporary files, hisfory, cookies, saved passwords,
v ,' and web form information,

[] pelete browsing histogy on exit

|
N

) Change search defaultg.

Change how webpagps are displayed in
b

tabs.

Appearance

Colors ][ Langu#ges ][ Fonts ][ Accessibility ]

Following these steps will clear the internet files and most often removes any cause of
particular error messages. If this does not resolve the issue, contact VISION Finance
Support at 828-6700, option 2.
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Logging Out

Before logging out, be sure that all of your work is saved or processed.

ORACLE’

Favorites | Main Menu > PeopleTools > Process Scheduler > Process Monftor

Home | Workist | AddioFavorites |

Sign out
New Window | Help | Customize PATe | B
/
UseriD:[TUARVIS @ Type: ~ Last - [ 1 pas - Refresh
Server: ~ Name: A mstance:] 0|
Run

~ Distribution - Save On Refresh
Status: Status:

Process List

5231977 Crystal

POY4010- TJARVIS 04/21/2011 2:01:31PM EDT Buccess Posted Details

& Oracle | PeopleSoft E

@] hitps://finance.peoplesoft.statext.us/psp/FMPRD/EMPLOYEE/ERP/Zcmd=logout

File Edit View Favorites Tools Help I
x DT -
X ¥ WindowsLive Bing E - What's New  Profile  Mail Photos Calendar MSN

Share‘gvmvﬁ}, |Snm
i Favorites | @& Oracle | PeopleSoft Enterprise Sign-in [ ] [ v [ d® v Page Safety Tools+

ORACLE' )
PEOPLESOFT ENTERPRISE

VISION Financials

User ID:

Password:

I Forgot My Password

Following these steps ensures that your login has completely disconnected from the
PeopleSoft applications and servers.

Congratulations!
You have completed VISION 101
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Buttons and Icons Glossary

A Change Order - To initiate the change order process on PO

= Line Details/Schedule Details — To view/update the line/schedule details of a PO.
Whether its line or schedule details is determined by the page the icon is
accessed from.

- Line Comments — To enter/view comments relating to a specific line of a
transaction
ES Schedule — To access the schedule information of a PO
Add Rows — To insert additional rows in a transaction
(=] Delete Rows — To delete rows from a transaction
= Distributions/Chartfields — To access the distribution information in a PO
= Ship To Address — To view the existing Ship To Address or to enter a One-Time
Address
b 4 Cancel — To cancel a transaction
& Spell Check Comments — To spell check comments in transactions
Q Look Up — To view previously defined values for a field
| Requisitions — To view the requisition that a PO came from, if applicable
*|  Processing Circle
HomBlefeesh To refresh a transaction on your page
& save To save a transaction
E+ Add

To add a new transaction

Update/Dispiay To update/display a transaction
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] Motify

Dispatch

£ Return to Search

45 Mext in List

+E] Previous in List

Calculate

This button is not currently used by SOV

To dispatch a PO

Return to the search functionality of the page

Move to the next item in the list
Move to the previous item in the list

This button is not currently used by SOV
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Keyboard Shortcuts

To view a list of keyboard shortcuts press CTRL+K, when you are on a search or
transaction page.

ORACLE &

Fawl['rtes Mainvru'lenu » Accounts Payable > Wouchers > Add/Update > Regular Entry

Voucher

Find an Existing Value || Add a Mew Value Press CTRL + K

Business Unit: 01110 @

Voucher ID: W

Voucher Style; RegularVoucher -
Short Vendor Name: | o}

Vendor ID: A

Vendor Location: A

Address Sequence Number: ’_ﬂ o'}

Invoice Number: |

Invoice Date: !

Gross Invoice Amount: | 0.00

Estimated No. of Invoice Lines: 1

Add
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ORACLE’

Favorites - Main Menu > Accounts Payable > Vouchers » Add/Update > Regular Entry

Add to Fawv

Accessing your application using the keyboard
Keyboard navigation is controlled by Hot keys and Access keys
List of Hot Keys
Alt 1 — Executes different buttons depending on the page type
= Save button on the Toolbarin a page
= OK button on a secondary page
= Search or Add button on a Search or Lookup page
Alt 2 — Return to Search
Alt 3 — Nextin List
Alt 4 — Previous in List
Alt 5 — Valid Lookup Values
Alt 6 - Related Links
Alt 7 — Insert Row in grid or scroll area
Alt 8 — Delete Row in grid or scroll area
Alt 0 - Refreshes the page by invoking the Refresh button on the Toolbar
Alt. — Mext set of rows in grid or scroll area [e.g., Alt period]
Alt, — Previous set of rows in grid or scroll area [e.g., Alt comma]
Alti - Find in grid or scroll area [e.g., Alt forward slash]
Alt* —View All in grid or scroll area [e.g., Alt prime]
Alt\ - Toggle between Add and Update on the Search page [e.g., Alt backslash]
Ctrl J — System Information
Ctrl K — Keyboard Information
CtrlY —Toggle menu between collapse and expand.
Ctrl Tab —- Toggles focus through the frame set
Enter — Invokes the following buttons where present: OK, Search, Lookup
Esc - Cancel

Click the Print link
for a hard copy of the
list

List of Access Keys

Alt 9 — Takes you to the Help line

Alt\ - Takes you to the Toolbar [e.g., Alt backslash Enter]
Ctrl Z - Takes you to the Search box of the Menu

This page will pop up in a separate window.
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