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Logging into PeopleSoft

-

— | Microsoft Office PowerPoint |
|53 2007 E
»@ Peopleboft

Liedes, Carol J.
@ Mozilla Thunderbird

Documents

-a Meeting Maker

_ Click on your Start
Music button, then find the

@.— TANDBERG Movi

l.).( Remote Desktop Connection  » | PeopleSOft icon. It may

|| cetting Sared * | Control Pane be that you'll need to
Sticky Notes > | Devices snd Printers click All Programs, then

B comectiosprojectr Defat Programs Tufts Services, then

(o Piese3 el end Supger PeopleSoft.

| Calculator Run...

\ HP Support Assistant
@ P

» All Programs

| Search programs and files @J Shut down |

¥

Dept. Fin. PeopleSoft 9 COA Finance
You are taken to ) L] o
the Peo Iesoft PeopleSoft Financials Message Board -
p NEW! Self-Service password reset is now Hnl-jli:w

Message Board. available.
Click on the Fokcet || below o more itormation. | | PROScHonS
PeopleSoft 9

" R R T e R

Login button.

You may also go to the PS sign-in directly, located at:
https://fargo.uit.tufts.edu:11000/psp/FMPROD9/?cmd=login



To access the CEA system, log into PeopleSoft with
your UTLN and PeopleSoft password.

ORACLE’
PEOPLESOFT ENTERPRISE

UserID: CLIEDEDA Forgot your password?

] Click here to reset your password
Password: sesessssss — i
and have it e-mailed to you

Sign In

To settrace flags, click here

Locate the CEA system link on the
PeopleSoft home page, and click on it.

d to Favorites Sign out

Help
=

ﬁ% Cap Expenditure Authorizations <——
Tl" Create and maintain CEA reguests
CEA Entry/Approvals «—  Or to go direct to
CEA. Inguiry create, click here
Pending Approval List
Pending Board Approval List
CEA Project Budget Projections
CEA Project Close-Out Beguest




Search:
®

[» My Favorites

[> Tufts Quick Links

I Tufts Menus

|- Accounts Payable

1> General Ledger

[ Allocations

[> Set Up FinancialsiSupply
Chain

[» Tree Manager

[> Reporting Tools

|- PeopleTools

[> Tufts Quick Links

=~ Tufts Menus

[ Home Pages

[> Sub-System Journals

[> Perform Allocations

[> Tufts Tools

[+ Ingquiry

[+ Labor Distribution

[> Procurement
Inquiry/Reports

[ Tufts Security

= CEA Entry/Approval
= CEA Entry/Approvals
= CEA Inquiry

List
= CEA Project Budget
Projections

Reguest
[ Accounts Payable
[- General Ledger
[> Allocations
[ Set Up Financials/Supply
Chain
[ Tree Manager
[: Reporting Tools
[: PeopleTools
= Change My Password
= My Personalizations

[» Configuration and Setup

= Pending Approval List
= Pending Board Approval

= CEA Project Close-Out

e and maintain CEA requests

Pending Board Approval List
List of CEA's that are awaiting Board Approval

CEA Options Menu

To begin creating or approving a CEA, click
the link as shown.

Capital Authorization Expenditure Data Entry/Approval

Main Menu = Tufts Seli-

Authorizations

CEA Inguiry

Capital Expenditure Authorization Inquiny

CEA Project Budget Projections
Maintain Budget Projections for Capital Projects

Sernvice =

Pending Approval List
List of Pending CEA's for the currently logged-on user. The list defaults to
the current user, but the page allows you to prompt for other users.

CEA Project Close-Out Reguest
Submit a Close-Out Request for an active Capital Expenditure Project

@ & Cap Expenditure Authorizations

Create and maintain CEA reguests

CEA Entry/Approvals

Capital Authorization Expenditure Data Entry/Approwval

» CEA Request

m

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

JI( Find an Existing Value

CEA Number:
Supplemental Request:
Project ID:

Funding Source: Fund:
Funding Source: Deptid:
Funding Source: Grant:
CEA Type:

CEA Status:

CEA Project Title:
School:

CEA Entered By:

CEA Entered Date:

[[] case sensitive

Add a New Value 1)

begins with
begins with
begins with
begins with
begins with
begins with
begins with
begins with

= -

a4
L L Lo L

Search | Clear |ElasicSearch [El save Search Criteria

Find an Existing Value | Add a New Value

You'll be taken to the CEA
Request panel, defaulting
at Find an Existing CEA.
Either insert criteria to
find a saved CEA, or click
on the tab named Add a
New Value to create a
new CEA.



Answer via the drop-down window if this is

~ Tufts Menus
[» Home Pages

Menu B
b Tufts Quick Links - a supplemental CEA request, or not.

> Sub-System Journals CEA Request
> Perform Allocations e
[> Tufts Tools | Find an Existing Value ' Add a New Value
I Inguiry
[ Labor Distribution
CEA Number:

[» Procurement

- CEA EntrylApproval
= CEA Inguiry
= Pending Approval List
= Pending Board Approval

Find an Existing Value | Add a Mew Value

= CEA Project Budget =

= CEA Project Close-Out

[= Accounts Payable
[ Allocations

[- et Up Financials!/Supply
Chain

Initially, four tabs will appear, each with a panel of

Inquiry/Reports Supplemental Request?: Mo -
[» Configuration and Setup
[ Tufts Security
Add Yes

information to be completed. The first panel is:

CEA RequestInfo | CEAFunding Source Info | CEAFile Attachment Info | CEA Routing/Approval Info

CEA Number: NEXT Entered By:  Liedes,Carol J Entered Date/Time:  12/21/10 4:15PM
Supplemental: MNa CEA Status: New Project ID:

CEA Request Information

*CEA Title: | *CEA Type: ]
*Requester Name:  |Liedes Carol J N Q, *CEA Amount: SorrjputerEquipmenthoﬂware get Projections
A esign
Use *Responsible Person: | \ C, (Financial Respon Equipment
. ] ) MNew Construction
nOtIfy Project Manager: | Q, (Operational Respoj g o e eoan

Project Location Vehicles

to ask a

*Campus: *School Code:

(L
Q

List Once you click the Add button, the system

Projections will automatically begin the setup process

Request for you to complete. No actual CEA # is
> EETEE LT assigned at this point (field is grayed out).

s by

n.

questic « Building: Q, Room Humber:
| .
See Ceapesernton: Note: if you are not the person who Complete field
appendix requested the CEA, select the correct using drop down
for | persontoguepideyourselfasthedefault  windows or typing in
details! =lemw the informatio
[Ew Add | B Update/Display

Type the first few letters of an individual’s last name,
then click the magnifying class to select.




Please note that any field with a (*) is a required field. Notice
that depending on which CEA type is chosen in the drop-down,
the bottom portion of the panel will change.

CEA Request Info CEAFunding Source Info CEAFile Attachment Info CEA Routing/Approval Info

CEA Number: MEXT Entered By: Liedes Carol J Entered Date/Time: 1212110 4:15PM
Supplemental: Mo CEA Status: MNew Project ID:
CEA Request Information
*CEA Title: |testing123 i -9 1)l Renovation/Rehab. -
*Requester Name: |Liedes,CaroI J Q. *CEA Amount: Cost BreakoutBudaget Projections |
*Responsible Person: | Q { Financial Responsibility )
Project Manager: 2 (Operational Responsibility)
Proje-? cocation
L7
*Campus: - *School Code: |_Q
< @ Existing Building? () Mullti Building Project? ) New Construction? ) Land Improvements? >
Quilding: o] Room Number: Q
(up to 254 characters)

Save & Preview Approvals | Save & Submit for Approval |

When selecting construction, renovation or
design, the section above appears

CEA Request Information

Er Add | Update/Display

*CEA Title: |te sting123 o 59" -l Computer EquipmentiSofiware

*Requester Name: |Liedes,Car0I J . *CEA Amount: Cost BreakoutBudget Projections

*Responsible Person: | Q ( Financial Responsibility )
Project Manager:

Q (Operational Responsibility)

Pr ect Location

*Campus: - *School Code: |7 Q

Building: Q Room Number: Q
{up to 254 characters)

Save & Preview Approvals I Save & Submit for Approval |

When selecting computer equipment, vehicle
or equipment, the section above appears



If required, click as shown for cost/budget entry for information.
Before doing so, make sure all other fields with the (*) are completed.

CEARequestInfo | CEAFunding Source Info | CEAFile AttachmentInfo | CEA Routing/Approval Info

CEA Number:
Supplemental:

Entered Date/Time:
Project ID:

MNEXT
Mo

Entered By:
CEA Status:

Liedes Carol J 021711 11:43AM

Mew

CEA Request Information

-

[The Mew Thing
|Liedes,carol J

*CEA Title: *CEA Type:
Q. *CEA Amount: 100,000.00 CostBreakout/Budget Projections

Q ( Financial Responsibility )

Computer Equipment/Software

*Requester Name:

*Responsible Person: |MCGurty,Thomas g

Project Manager: | 2 (Operational Responsibility)
“Campus:  Medford ~school Code:  |C (@ Central
Building: aQ Room Number: Q
CEA Description: -
(up to 254 characters)

Save & Preview Approvals | Save & Submit for Approval |

If you’ve clicked the Cost Breakout button, this screen will appear:
CEARequest Info

CEA Cost'Budget Breakout Info | CEAFunding Source Info | CEAFile Atachment Info | CEA Routing/Approval Info

CEA Number: MNEXT Supplemental: Mo Project ID: CEA Status:  MNew
Entered Date/Time:  12/29(10 9-23AM Entered By: Liedes, Carol J
CEA Title: The New Thing Requester Name: |iedes Caral J
CEA Type: Computer Equipment/Software Responsible Person:  McGurty Thomas S
CEA Amount: 100.000.00 Project Manager: Santangelo,Raymond M
CEA Description:
NOTE: This-is-informational only: is not required!

CEA Cost Breakout

Cost Category

Software/Equipment

CEA Initial Budget Projections

First E 1 of 1 II' Last

Fiscal Year Quarter Budget Amount

| 2011C,  2nd Quarter (Octto Dec) |L |

100,000.00 =]

st Quarter (July to Sept)
2nd Quarter (Oct to Dec)
3rd Quarter (Jan to March)

ave & Submit for Approval |

4th Quarter (April to June)

Er Add | Update/Display

Use the (+) to add rows; Use the dropdown to identify
specific quarters and set budgeted amounts for
projections.



Click the CEA Funding Source Tab

CEA Request Info CEA Cost/Budget Breakout Info CEA Funding Source Info CEA File Attachment Info CEA Routing/Approval Info

CEA Number: MEXT Supplemental: Mo Project 1D: CEA Status: MNew
Entered Date/Time:  12/20/10 9:23AM Entered By:  Liedes,Carol J
CEA Title: The New Thing Requester Name: Liedes Carol J
CEA Type: Computer Equipment'Software Responsible Person:  McGurty Thomas §
CEA Amount: 100,000.00 Project Manager: Santangelo,Raymond M
CEA Description:

Again, use the (+) to add rows, in the event you need to have more than one

funding type with a funding amount.

Budget Details

*Has this request been approved in the Capital Budget (Y/N)?:

Funding Sources

-

*Funding Type: El
*Funding Amount: 100,000.00  Source of Funds: Note: you must enter the total fund

L amount prior to using the [+]
SE['H'E&HFE'U’IEWJ‘\DDFUVElS | Save & Submit TUF.I‘\DDFCI'H'EH I
Answer the capital budget
*Funding Type: M question, and indicate the
*Funding Amount: Eepdartment fundi t 0 the t
— - e 'un ing type. ncg e .ype
is selected, a new field will

appear for you to complete:
the deptid, grant or fund.

e ——

*Funding Type: Department Jad Deptid: Ii Q
*Funding Amount: | 100,000.00  Source of Funds:
Routing Area:

Save & Preview Approvals Save & Submit for Approval




Click the CEA Attachment Tab

CEA Request Info CEA Cost/Budget Breakout Info CEA Funding Source Info CEA File Attachment Info CEA Routingiapproval Info

CEA Number: MNEXT Supplemental: Mo Project ID: CEA Status:  Mew

Entered By: Liedes Carol J
Requester Name: Liedes CarolJ

Entered Date/Time: 42/2910 9:23AM

CEA Title: The New Thing

CEA Type: Computer Equipment/Software Responsible Person:  McGurty Thomas S
CEA Amount: 100,000.00 Project Manager: Santangelo,Raymond M
CEA Description:

File Attachment Details
NOTE: Attachments are read-only.
| Upload Attachment | Document Description: (=]
Attached File Hame:
Entered By:

Entered Date/Time:

Save & Preview Approvals | Save & Submit for Approval

EkAdd | updateiispiay |

Upload your attachment to accompany

the CEA request. Click on the Upload NOTE: An attachment
Attachment button in order to browse detailing the justification
your local directories. Find for the CEA is required!

the document then click

Upload | Cancel |

Upload.

After uploading, your document name will appear, as will
R a new button

NOTE: Attachments are read-only.

rue Attachments | = - . = | — to View
View Attachment | Jocument Description: e your gdescription nere!
Attached File Name: CEA_Pro}:c?do c:xy > Attac h ments.

N\

Entered By: Liedes Carol J Entered Date/Time:  12/29/10 9:57AN

Save & Preview Approvals | Save & Submit for Approval |

Ey Add | Update/Dizplay




The CEA Approval Tab

This panel provides a brief summary and one of two choices:

Save & Preview Approvals | Save & Submit for Approval |

CEARequest Info CEA Cost/Budget Breakout Info CEA Funding Source Info CEA File Attachment Info CEA Routing/Approval Info

CEA Number: MNEXT Supplemental: Mo Project 1D: CEA Status: MNew
Entered Date/Time: 12/29/0 9:23AM Entered By: Liedes,Caral J
CEA Title: The Mew Thing Requester Name: Liedes Carol J
CEA Type: Computer Equipment/Software Respon_sihle Person:  McGurty, Thomas 3
CEA Amount: 100,000.00 Project Manager:  Santangelo,Raymond M
CEA Description:

Save & Preview Approvals Save & Submit for Approval

Es Add Update/Display

CEA Request Info | CEA Cost'Budget Breakout Info | CEA Funding Source Info | CEA File Attachment Info | CEA Routing/Approval Info

Save & Preview Approvals |

COMPUTER SOFTWARE/EQUIPMENT H iS your CEA #
= Approval Monitor Status fol CEA# C0000084:Initiated

CEA APPROVAL CHAIN

Shows pictorially who will be required to
i, Rottler Rock / = . . e
B Facalsgprova approve (in blue) and who will be notified to
review (but not approve) the CEA.
lsenstein.Elizabeth | _|
Reviewer Not Routed Not Routed Not Routed
Reviewer — E:Tpll.:?;:?fahL — @'l-:::::;:n;l&;:anning Approval — Exaer:utsrsltﬂ?ﬂfg;fvtl
Reppucci,Robert L | _|
Reviewer
Save & Preview will save your CEA as a draft,
gaSoanosusannell | | gssign a #, and show approval routing if
submitted, but it does not route!

10



Once you C“Ck On _Save & Submitfor Approval |
your screen will change to this.

COMPUTER SOF TWARE/EQUIPMENT

— ——
~ Approval Monitor Status f€ CEA# C0000084:Pending )
CEA APPROVAL CHAIN B— =

Pending
C) Roftler Rock A —

Fizcal Approval

Spano.Susanne M | _|

Reviewer Not Routed Not Routed Not Routed
=, Manni,Deborah L =, Hunt Ann W Campbell,Patricia L
) | @ enniDeborshL | gy, ] | @ Campoellbaticia L g
= Approval “ Finance & Planning Approval Executive WP Approval
63 ReppucciRobert L | _|

Reviewer

lsenstein Elizabeth | _|
Reviewer

Approver/Reviewer Comments:

Those individuals in gray boxes are Reviewers only. They can
make comments but are not part of the approval chain. You’ll
notice that the first individual in the blue box says Pending, as
the system has notified them via e-mail of their required
approval. Once that person does approve, the first person
shown above as Not Routed becomes Pending.

There is also a yellow button e —
at the bottom of this page that Save Addional Changes |
enables you to print the CEA. Pmes |

The CEA was successfully submitted into the Approval Chain

11



COMPUTER SOF TWARE/EQUIPMENT

~ Approval Monitor Status for CEA# C0000084:Pending
CEA APPROVAL CHAIN

Pending
Rottler Rock A

Fizcal Approval

Spano.Susanne M | _|

(5 R
Reviewer Not Routed Not Routed Not Routed
=, Nanni,Deborah L Hunt Ann 1 Campbell,Patricia L
_E_' @ . Finance & Planning Approval _E_’ @ Executive WP Approval _E
63 ReppucciRobert L | _]

Reviewer

Isenstein.Elizabeth | _|]
63 Reviewer + ﬁ

Approver/Reviewer Comments:

-

To add an Adhoc Approver in the chain, click on the green
[+], located in between the Not Routed approvers. They’ll
be inserted at the location where the green [+] was
located.

—
@ httpsy//finch.uittufts.edu:11016/psc/FMDEVY_new... = —%—

=

Click on Green (+).
2. Insert the UTLN of
the ad hoc reviewer

Insert additional approver or reviewer

UseriD: |CLIEDEDT Q or approver
Il nsertas: @ approver
| © Reviewer 3. Select Approve or
: Insert | Cancel ReVieW

| | 4. Click Insert
5. You MUST click on
Save & Submit Adhoc

Save & Submit Adhoc Approver Updates |

Save Changes |

Print CEA |

12



Finding a CEA: Inquiry

Search: Main Menu = Tufts Sel-Gervice >
=

€] ﬁf,/ Cap Expenditure Authorizations
[> My Favorites
I Tufts Quick Links Create and maintain CEA requests
[ Tufts Menus CEA Entry/Approvals CEA Inguiry Pending Approval List
[ Accounts Payable Capital Authorization Expenditure Data Entry/Approval Capital Expenditure Authorization Inquiry List of Pending CEA's for the currently logged-on user. The list defaults to
[- General Ledger the current user, but the page allows you to prompt for other users.
[> Allocations

[- Set Up FinancialsiSupply
Chain Pending Board Approval List CEA Projpct Budget Projections

[ Tree Manager List of CEA's that are awaiting Board Approval. Maintain Bjidget Projections for Capital Projects

[> Reporting Tools

[ PeopleTools

CEA Project Close-Out Reguest
Submit a Close-Out Reguest for an active Capital Expenditure Project.

CEA Inguiry
Capital Expenditure Authorization Inguiry

CEA Inquiry Criteria CEA Inquiry Results

CEA Inquiry Criteria

CEA Number: | ProjectID: | Q CEA Tithe:

Supplemental: * (CEA 5Status: - CEA Type: -

* Funding Source Criteria

Fund Code; Q DeptiD: Q Grant: Q

¥ Project Location Criteria

F Personnel Criteria

b DatelAmount Criteria

CEA Inquiry Instructions:

1) Enter Criteria as needed and press View Details button mln Details
2) Criteria is not Case Sensitive L"j\ .

3) All Free Form Criteria fields default to a "Begins With" Operator Clear All Criteria

4) Placing a % in front of your Criteria values will be interpreted as a "Contains” Operator

CEA Inquiry Criteria | CEAInguiry Results

Search for a CEA by completing any of the search fields available on the
screen, including the expandable search criteria (as highlighted above
in red), then click View Details.

13



Finding a CEA: Inquiry Results

m

CEA Inquiry Results

Funding | Funding | Funding Funding
Print CEA CEA Num | Suppl? mount | Source: | Source: | Source; Source; CEA Title CEA Type
Fund Deptid Grant Amount
Mo

1 PrintCEA | D0-0028C PG0432 58,500.00 2,008.00 Computer Lab Renovations Renovation/Rehab. Closed

2 PrintCEA | 00-0028C Mo  PG0432 58,500.00 56,492.00 Computer Lab Renovations Renovation/Rehab. Closed

3 Print CEA | 00-0034P Mo  EMO710 134,000.00 134,000.00 Computer Lab Equipment Closed

4 Print CEA | 00-0058P Yes EMO536 25,000.00 2500000 Computer Upgrades Equipment Closed

5 Print CEA | 00-0080P Mo EMO732 53,000.00 53,000.00 Computers & software Equipment Closed

6 PrintCEA | 00-0217P Yes EMO0553 360,000.00 00000  AB10210 000000 360,000.00 Computers for A&S Equipment Completed

7 Print CEA | 00-0254P Mo  EGO0458 13,000.00 11707 U000001 000000 13,000.00 Computer Equip for Dean’s Office Equipment Closed

8 Print CEA | 00-0255P Mo  EG0459 59,000.00 11707 UO000001 000000 59,000.00 Computer & Furniture Equipment Closed

9 Print CEA | 00-0266P Mo  EMO793 35,642.00 00000 P110400 000000 35,642.00 Computer Equip/Dining Equipment Closed
10 Print CEA | 01-D212P Yes EMO553 11703 U000001 000000 262,000.00 Computers for ARS Equipment Completed
11 Print CEA | 01-0246F Mo EMO0293 00000  A250001 USAF16 33,201.00 Computer Cluster Equipment Closed
12 Print CEA | 01-0246P Mo  EMO893 11703  U000001 000000 14,604.00 Computer Cluster Equipment Closed
13 Print CEA | 02-0087F Mo EMO940 49,100.00 00000  P110100 000000 49,100.00 Computer/Software Equipment Closed S

1

a "

Your inquiry will result in data, at which point you can Print a
CEA or click on the CEA number to be taken into the system,
directly to that specific CEA. You can also sort your list by
clicking on any column header or download the entire result
set to Excel by following instructions in the appendix.

Reviewing your Pending Approval List

ST rr———

or the currently logged-on user. The list defaults to
the current user, but the page allows you to prompt for other users.

Pending CEA List

The following CEA's are awaiting approval from Hunt,Ann M:

Pending CEA List Customize | Find | ] First [ 14 o4 [M] Last

’_ Approver/Proxy Name |CEA Num |Suppl? |Project D |CEA Title CEA Amount |[CEA Type Entered By Name Entered Date
1 Terranova,Frank 00 G Mo MNew SIS 30,400,000.00 Computer Equipment/Software Lagasse Bryan D. 10/08/2010
2 Hunt Ann W COo000028 Mo test adhoc button 50,000.00 Equipment Bratton Linda 1042712010
3 Hunt Ann W COo000028 Mo test2 adhoc button 100,000.00 Equipment Boyajian,Peter G 1042712010
4 Rottler Rock A COo000053 Mo Bio Reactor for Med School 80,000.00 Equipment Ambrosia,Patrice L 11/09/2010

MOTE: To view the transaction, click on the CEA Mumber hyperlink.

Click on Pending Approval List from the home page, and
you'll be taken to a list of CEAs waiting for your approval.

14



Reviewing the Board Approval List

Q;diné Board AEErmral ;D =
List of CEA's That are awaiing Board Approval. \; =

Pending CEA List

i The following CEA's are awaiting Board Approval:
Pending CEA List

Customize | Find | £ First [ 1 of1 [¥] Last

ApproveriProxy Name |CEA Num |Suppl?|ProjectID |CEA Title CEA Amount | CEA Type Entered By Name Entered Date

1 Bombino,Angela R. C0000046 Mo trace missinge reviewer email 81,000.00 Equipment Ambrosia,Patrice L 111012010

NOTE: To view the transaction, click on the CEA Number hyperlink

The Pending Board Approval list will provide a detailed list
of CEAs that are currently waiting for approval by the
Trustees Office.

Viewing Budget Projections

CEA Project Budget Projections B
Maintain Budget Projections for Capital Projects i

0
!
i

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

J Find an Existing Value |

Project ID: begins with - &

Status: = - -

Description: begins with - . .

" fro— Insert a description or
anager Name: begins with -

[ case Sensitive Project ID then click

Search Clear | gasicSearch Save Search Criteria SearCh'

15



Viewing Budget Projections

RESULTS!

/ CEA Project Budget Projections

Project 1D: EB1043 Project Description:  Computer Upgrade Medical Schi
Project Status:  Active Project Start Date:  11/20/2006
Project Dept: School Of Medicine Project Amount: 127 660.000

Project Budget Projections

Customize |Find | %8 First [*] 4 or4 [ Last

“Fiscal Year *Quarter *Budget Amount  Last Updated By —LLEStht:ate
1 20072, 2nd Quarter (Qctto Dec) A 127,660.00 CONVERSION 10/04/2010 =]
& save | L Return to Search | +[E] Previous in List | +E] Next in List | [=] Motify | Add Iines if
necessary

CEA Project Closeout Request

- R——— e E— EA Project Close-Out Reguest
S e 3 _ '_ Subm m active Capital Expenditure Project.

CEA Project Close-Out Request
Enter any information you have and click Search. Leave fields blank for a list of all values.

| Find an Existing Value

ProjectID: begins with = [EB1043

Description: begins with -

Type in value(s)
and click search.

[[Icase Sensitive

Segrch Clear | Basic Search Save Search Criteria

16



After clicking search, this request for close-out screen
appears. Update the Project Close-out Funding Sources as
needed and click the “Save & Submit Request to General
Accounting.”

Project ID: EB0989 Description:  Dental Chairs
Close-Out Status:  New Close-Out Request View all CEA'S for this Project
Entered By: Liedes,Carol J Entered Date:  01/20/2011
Closed By: Closed Date:

Original Funding: 201,000.00

Total Expenditures: 141,256.84

Unexpended Balance: 5974316

Final Close-Out Action Necessary

Please transfer the unexpended fund and budget balance as follows, then inactivate the project:

Project Close-Out Funding Sources Customize | Find | B8 First [V 1 of 1 [ ast
. . . Project b5 Unexpended 5 Project b5
Fund Deptid Grant Source of Funds Bu ted Amt T— Final Amt
10000 D7o0877 Unrestricted Deptid 201,000.00 59,743.16 141,256.84 [=]
Requester Comments: General Accounting Comments:

- -

Save & Submit Request to General Accounting |

Refresh Expenditures & Funding Sources for Close-Out |

Pressing this button will send an email to General Accounting,
informing them to process the Close-out Request. You will
receive a system generated email when the Close-out has been
completed by General Accounting. If the Close-out has been
submitted, and while it is still pending formal close-out by GA,
a button will be displayed that allows you to cancel the Close-
out request, if it has been entered in error or if corrections are
required. If funding source changes are made to a pending
close-out, a button will be displayed that will force you to
resubmit the Close-out request. That way, General Accounting
will be aware of the changes.

Refresh Expenditures & Funding Sowrees forlose0ut | - 3| |ows you to reset funding sources

back to their original state, and update the total expenditures
amount if any new expenses have been posted to the general
ledger.

17



. B
Some Points to Remember! -

If an approver changes the funding source on a CEA, the
approval cycle starts over from the beginning and
everyone in the chain must approve again.

Under My System Profile — an alternative user (proxy) can
be added if a regular reviewer or approver will be away on
business or vacation. After signing into PeopleSoft,

instead of clicking on CEA, click on My System Profile.

Help
Tufts Self-Service
PO/Payment Inquiry ly System Profile %‘ Cap Expenditure Authorizations
Inquiry on Purchase Orders, Vouchers, and hange password, set ugfforgotten-password % Create and maintain CEA requests
Payments. int, etc. CEA Entry/Approvals
CEA Inquiry

Pending Approval List

Pending Board Approval List
CEA Project Budget Projections
CEA Project Close-Out Request

Tufts Administration -]
I=> Portal Utilities =_| Sub-System Journals Tufts Admin Home Pages
(=] Manage Portal Wenu Structure and Security = Load Sub-System Journals to GL Custom "Home" Pages for Tufts Administrators

Load Sub-System Journals
Journal Generator —_

[—/ PCard / Company Property D» Iree Maintenance i Process Setup
@- P-Card and Company Property Administration i '@ Maintain and Audit Trees Maintain Process and Job Configuration
Tree Manager

@ Tufts Security 52| XML Publisher Tools

Tufts Security Processes and Setup [alh]™ XML Publisher Report Creation and Viewing
Restrict Labor Module Access Report Manager
Tufts Finance = B

Purchasing Reports/ingui i ' Journal Entry % Journal Utilities
Purchasing Reports and Inguiry Screens Functions to Create/Modify Journal Entries Misc Utiities for Processing Journals
Tufts PO/Payment Inguiry d Copy Journale

Spreadsheet U 5 Suspense Correction

Qnreadshact nina. 4G50 cicncnae roca_Raferance

My preferred language for PIA web pages is English

My preferred language for reports and email is: English -
Currency Code; Q

Default Mobile Page: |

Fill in the dates that
a n Ot h e r Wi | I a p p rove If you will be temporarily unavailable, you can select an atternate user to receive your routings.

Alternate User ID: | Q

on yo ur be h a If’ an d /_}L:-m[r)n Tte; ! (example:12/31/2000)

(example: 12/3172000)

select the user by

using the magnifying

™ EmailUser [ Worklist User

Miscellaneous User Links

gl a SS to Sea rc h . Customize | Find | # First E| 1 of 1 E| Last

Primary Email

et Email Type Email Address
L P | o . _
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APPENDIX

On the screen showing CEA Inquiry search results, scroll over to

MAGLIRE ZIFF, MARY U000 Cramon  Vetsnnary Loww Canser (#G002) w1 Sanur BMIRER KAREN  Joseph o risnon OMIID000 ANDERBOM, BETEEY L O
MAGLIRE 2IPP, MARY CI0ED00 Craen  Vetseinary Loww Canser (WGO0) Masnda Satar BHIRER, KAREN Joneph Crimen CURIAO00 ANDERION, PETEY 4

CROTTY. DOROTHY G000 Madferd | Alts and Sesences Angersem 3t Mk Caem BOUCHARD, WAYNE 0 Corese an CAEETO00 ANDERSON, BETSEY | 0101
CROTTY. DOROTHY CU4TO00 Modtord  Flalcher Cabot 5O0-Mugar 230 Karen Shirer FIDGE. WARIA Len Dusant CAGE000 ANDERSON, BETSEY J

CROTTY, DOROTHY BAMAZO00 Unweraity Priysical fHant Hatana Manes AHER. ROLANE L Dusrant BATAZ000 ANDERSONDETSEY S 11012001
CROTTY.DOROTHY B OTRSIO00 Modiord  Arts and Sciences Va0 & Pumerss Faul J, Stanon BOUCHARD WAYME M Leonae Curant CTMB000 ANDERSON BETSEY J

OTONNELL, PATRICK A BATIETO00 Graen  Vebeeinary e Bicig o) Soneph Mcttaniss MCHANLIE IDBPH ¢ Lo Dussant BARNZO00 ANDERSON BUTEEY S DBRNR00
OCONMELL PATRICKA  DRIZID000 Graton  Vaberinary Admin Bigg Joseph Mckanus MCHANIUE IOBEFH P Len Durant CEOIDO00 ANDERSOMBETEEY S 12012004
CROTTY DOROTHY B DBRED000 Modiord  Fhysical Fant Pamics Les MAHER HOUAND L 1 owoimoez
CROTTY.DOROTHY B DARIT00N Madierd  Afts and Besances vanious & rumareus Paut 1. Staeaan DOUCHARD WAYNE u Witiarn Vaserting CROAEO0T HUNTANN M

CROTTY.DOROTHY B 10022001 Modiord  Arts and Sciences Bisce Beghosian BOUCHARD WAYHE U Wasiam Vasenting. 0MOED01 HUNTANN 1 oT1EoND
nnnnnnnnnnnnn 10ITO0T Mectcrd  Aits and Sciences Binace Beghosian DIOLICHARD WAYNIE 1 Witiarm Vasentine IR0 HUNT AN M 671000
BRATTON. LINOA GANBEDOL Medtey  Priysical Pant Rotans Mane: MAHER ROUAND Feoiana Mare: GEBZO0T HUNT ANN M oam1o0d

Click this icon and a window will pop up prompting you to save
an Excel file “ps.xls”.

Click Open. Office 2007 x|
use rs Wi ” get a n add itiona I Do you want to open or save this file?
lgj Mame: ps..xls .

e r ro r m essa ge ( be I OW) . Hl ?pef :‘_'Ilcr:sof_t th[c:e Ex:el 97-2003 Worksheet, 39 4KB
Office 2010 users may not be e e
a b I e to u S e t h iS fe at u re . ¥ Always ask before opening this type of file
Office 2003 users should not G EEL

. . zave thiz file. What's the risk?
receive this message.

M Microsoft Office Excel |

! E The file wou are brying to open, 'ps.xls, is in a different format than specified by the Fle extension, Yerify that the file is not corrupted and is From a trusked source before opening the file, Do ywou want to open the file now?
.

Click Yes at this dialog (if presented).
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APPENDIX

=~ 0\ 5 psals [Read-Only] - Microsoft Excel -BX

—Ly Home Insert Page Layout Formulas Data Review View @ - = x

3 ‘i Calibri ~{10  ~ (AT =||®| |_;J'—:| General - B I__;'dl' j:g::;: %: ‘%? \}a

e | P A oA ) (St )| ot St S| g e | - 2220
Clipboard ™= Font {F Alignment {F Mumber LF} Styles Cells Editing

| Al - fe | print CEA ¥
A B C D E F G H I J K L

1 Funding| Funding |Funding| Funding

2 |Print CEA | CEA Num |Suppl? | Project ID | CEA Amount | Source: | Source: |Source: | Source: CEA Title CEA Type CEA Status Ei
3 Fund Deptid | Grant | Amount
4 Print CEA |00-0028C [No PGD432 58,500.00 2,008.00|Computer Lab Renovations Renovation/Rehab. |Closed MAGUII|
5 Print CEA |00-0028C [No PGD432 58,500.00 56,492.00|Computer Lab Renovations Renovation/Rehab. |Closed MAGUI|
6 Print CEA |00-0034P [No EMO710 134,000.00 134,000.00Computer Lab Equipment Closed CROTTY|
7 Print CEA |00-0058F (Yes EMOS36 25,000.00 25,000.00|Computer Upgrades Equipment Closed CROTTY|
8 Print CEA |00-0080F [No EMO732 53,000.00 53,000.00|Computers & software Equipment Closed CROTTYL
9 |Print CEA |00-0217P |Yes EMO553 360,000.00|00000 |AS810210 (000000 | 360,000.00|Computers for ABS Equipment Completed |CROTTY
10 |Print CEA (00-0254P |No EG0458 13,000.00( 11707|U000001 (0DOOOCO | 13,000.00|Computer Equip for Dean's Office Equipment Closed O'CONP
11 |Print CEA [D0-0255F |No EGO459 59,000.00| 11707|UD00D01 (DOODOO | 59,000.00|Computer & Furniture Equipment Closed O'CONE
12 Print CEA |00-0266P |No EMO793 35,642.00|/00000 |(P110400 (DODDOO | 35,642.00|Computer Equip/Dining Equipment Closed CROTTY,
13 Print CEA |01-0212P |Yes EMO553 11703|U000001 (000000 | 262,000.00|Computers for A&S Equipment Completed |CROTTY.
14 Print CEA (01-0246P [No EMOB93 00000 |A250001 |USAF16 | 33,201.00|Computer Cluster Equipment Closed CROTTY
15 |Print CEA [01-0246F |No EMO0B93 11703|U000001 |0DODDO | 14,604.00|Computer Cluster Equipment Closed CROTTY
16 Print CEA |02-0087P |No EMOS40 49,100.00(00000 |P110100 |0DODOD | 49,100.00|Computer/Software Equipment Closed BRATTC
17 |Print CEA [02-0135F |No EMO9E0 57,365.00|00000 |(F200156 |DODDOO | 57,365.00|Computer replacement Equipment Closed O'CONE
18 |Print CEA [02-0168P |Yes EMO553 410,000.00(00000 |AS10210 |0DD0OO | 410,000.00|Computers for ABS Equipment Completed [O'CONF
19 |Print CEA [02-0196F |No EBO792 30,686.00| 22501|0000000 (DODDOO | 30,686.00|Computer replacement/upgrade Equipment Closed O'CONE
20 |Print CEA [02-0217F |No EBOB01 30,036.00| 11355(U000D01 (DODDOO | 30,036.00|computer replacement Equipment Closed O'CONE
21 |Print CEA [03-0032P |No EBOB07 17,836.00| 11355|UD00D01 (DODDOO | 17,836.00|computer/monitor replacement Equipment Closed O'CONE
22 |Print CEA [03-0053F |No EBO819 15,600.00| 11355(U0000D01 (DODDOO | 15,600.00|computers for Radiology Equipment Closed O'CONE
23 |Print CEA [03-0069F |No EM1033 69,000.00|00000 (P110100 (DODDOO | 69,000.00|Computers for Operations Div Equipment Closed O'CONE
24 |Print CEA [03-0147PF |Yes EMO553 345,000.00(00000 |AS10210 |0D00OO | 345,000.00|Computers for ABS Equipment Completed [O'CONF
25 |Print CEA (04-0D077PF |Yes EM1033 20,000.00|/00000 (P110100 (DODDOO | 20,000.00|Computers for Operations Div Equipment Closed O'CONE
I;\c‘ I';—:;I&- Prpl\s rm*n-‘ncln Rl CAA44CE 2C_ 2 ac nnlnnnnn AAANOO LN, AE 731 A mmmnm b nes Fme e s e N = = Cm et el P a N alal Y]}
Ready P E=lE] 100560 sV s

Microsoft Excel should open, containing the results from the

Inquiry Search Results screen.
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APPENDIX

There is a Notify button on the CEA screens in the bottom
left. When clicked it will allow a user to email a message
about the CEA to anyone in the system.

CEA Request Info CEA Funding Source Info CEA File Attachment Info CEA Routing/Approval Info

CEA Number: MNEXT Entered By: Liedes,Carol J Entered Date/Time: 012711 2:30PM
Supplemental: Mo CEA Status: Mew Project ID:
~CEA Tille: [ ~CEA Type: -
*Requester Name: |Liedes,Car0I J C *CEA Amount: Cost Breakout’Budget Projections |
*Responsible Person: | Q ( Financial Responsibility )
Project Manager: | Q (Operational Responsibility)
Project Location
*Campus: - *School Code: | QL
Buiding: |  Q Room Number: | Q@
CEA Description: -
(up to 254 characters)

Save & Preview Approvals Save & Submit for Approval

*l Motify [Er Add Update/Display

Send Notification

Type names or email addresses in the To, CC, or BCC fields, using a semi-colon as a separator.
Click LOOKUP RECIPIENT to search for aname. Click DELIVERY OPTIONS to wiew or change the method ofthe send.

Notification Details Lookup Recipient Delivery Options
To: \ i

CC: i

BCC:

prory . : Click the Lookup

Subject: =Enter Subject here= : @é . .
Template  yworiflow Notification - Re Ce I pt I l n k
Text: =1

Priority: %MotificationPriority

Piatn Cant AN44 N4 97 ks
Message: -

Click OK to send this notification and exit this page. Click Cancel to exit this page without sending a notification
Click Apply to send this notification and remain on this page

ok | cancel | apply
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Send Notification

APPENDIX

Lookup Address

Type in a last name,
then click Search.

Hame: Liedes|

Search

Search Results

To cC bei

B B H

Addto Recipient List

Toe

CC:

oK Cancel

Customize | Find | View All | B First [0 1 or1 [ Last

Recipient

Send Notification

Email Address

1 ) 4 | 4 »

User ID

Lookup Address

Name:

Liedes

Search

Search Results

To

cc bec

@ B O é

Add to Recipient List |

To:

cC

OK

| Cancel |

Recipient
Liedes,Caral J

Customize | Find | View First 1| 10f1 [ Last
Email Address User ID
psfin_testing@tufts.edu CLIEDEO1

The person’s information will
populate. Indicate whether you
wish to have this person be a
“TO” or “CC”. Click Add to
Recipient List. Then, Click OK.
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APPENDIX

Send Notification

Type names or email addresses inthe To, CC, or BCC fields, using a semi-colon as a separator.
Click LOOKUP RECIPIENT to search for a name. Click DELIVERY OPTIONS to view or change the method of the send.

Notification Details Lookup Recipient  Delivery Options

To: Liedes,Carol JJCLIEDED i
CC: a
BCC:

Priority: -

Subject: =Enter Subject here= D @

Template  yworkflow Motification
Text:

Priority. %eMotificationPriority

Pimdn Camt 044 04 07

Message: g

Click OK to send this nofification and exit this page. Click Cancel to exit this page without sending a notification.
Click Apply to send this notification and remain on this page.

oK | cancel | appy |

Type in your subject line, and your message. Then click OK.

An email will automatically be sent to the individual(s) with
you listed as the sender. NOTE: If you wish to receive a copy
of the email you can add yourself to the CC list.
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