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PeopleSoft Financial and HR/Payroll System Down
Thursday Night, May 16th through Sunday, May 19th

We will be instaling an upgrade to PeopleSoft HR/Payroll and Portal systems starting on
Thursday, May 16th at 5:00 p.m. and ending Sunday, May 19th. PeopleSoft Financials will be
unavailable during this time. PeopleSoft will be available to users Monday, May 20th in the
morning. Checks will be processed Thursday night and available for pick-up on Friday. No
checks will be processed on Friday.

New PeopleSoft Financial Navigation

With the upgrade to PeopleSoft HR\Payroll and Portal systems, agencies will have a new way
to navigate to the PeopleSoft Financial system until the upgrade to Financials is completed.
When you sign info PeopleSoft you will see the new Employee Self Service page. To navigate fo
Financials you will need to click on the Finance and Quick Links tile as shown below.
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The following menu will appear. Click on Financials.

< Employee Self Service Quick Links

i Welcome To Finance/Quick Links

& Financials —

8 NDPERS Employer Seff Service

Welcome to Finance and Quick Links

= Cognos

& Joa

[ NDPERS Member Self Service
&3 AS! - FlexComp Provider

[ Delta EDP Link

] HR Annual Agency Measures

A new page will open in your web browser and your navigation will resume as normal. Please
enable pop-ups within your web browser; otherwise, you will not be able to return to the portal
hub. Agencies will see this change starting May 20th.
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= Accounts Payable WorkCenter
[I=] Access Accounts Payable WorkCenter

= GL WorkCenter

Access General Ledger WorkCenter
m==x Billing WorkCenter

Access Billing WorkCenter

Receivables WorkCenter

Access Receivabies WorkCenter

- Asset Management WorkCenter
=] Access Asset Management WorkCenter

=== Projects WorkCenter

Access Projects WorkCenter
= Buyer WorkCenter

Access Buyer WorkCenter

Supply/Demand WorkCenter
Access Supply/Demand WorkCenter

Top Menu Features Description S [ov
Our menu has changed!

The menu is now located across the top of the page. Click on FIN Menu to get started

Highlights

Recently Used pages now appear under the
Favorites menu, located at the top left

Breadcrumbs visually display your navigation
path and give you access to the contents of
subfolders.

Biennium End Business

The last day that PeopleSoft will be available to enter June business will be July 26th. More
information will be sent out in June concerning biennium end deadlines.

Bccounts Payabhle Reminder

Purchases made for goods and services for this biennium must be received by June 30th.
If the payment is made using the purchasing card, the fransaction must be made and posted
prior to Friday, June 28th to reflect June's pcard billing cycle ending on June 28th. Payment
made using an accounts payable voucher may be processed and applied back fo June
through July 26th.

Account Receivable Reminder

Just a reminder that deposits in the Accounts Receivable module do not get applied back at
fiscal year-end. Revenue and receivables are recorded when a billing is created in AR. Cash
should be recorded and the receivable liquidated in the month the payment is received.

If you have any questions, contact Lynn Shannon-Gall @ 328-1485.
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GAAP Assets

Please review and enter all FY 2019 GAAP assets by August 16th, as OMB will start closing
assets Monday, August 19th. Note that OMB policy manual Appendix A is a helpful reference for
asset guidelines. See Appendix A of OMB policy- Starting on page 62.

We are happy to assist you with any questions. Please contact Tasha at 328-1024.

Account Receivable Aging

Agencies should run their accounts receivable aging reports at least once a month in
PeopleSoft. The report lists unpaid customers invoices and unused credit memos. The aging
report is a fool used to determine which invoices are overdue for payment.

Links to the account receivable reports can be found under the Reports/Queries tab in the
Receivable WorkCenter.

FIN Favorites ¥ FIN Menu ¥ Accounts Receivable ¥ Receivables WorkCenter Receivables WorkCenter
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Receivables WorkCenter 0 «

Main Welcome to the Receivables WorkCenter
Queries C ov
2 Query Manager Welcome to the WorkCenter. This WorkCenter has one "Task Panel” and one "Work Area". The "Task

Panel” is on the side displaying the pagelets assigned to the WorkCenter page and the "Work Area”

/] AR queries displays transaction pages such as this page

b Reports/Processes S fov Each pagelet may have the following actions depending on its configuration: Hide/Show, Reload
Personalize

v Mems Within each pagelet there may be “Open the content in a new window”, "Collapses a group of links" and

“"Expands a group of links" actions available depending on the pagelet
Business Unit Activity Report 9 9 e

Request Aging Process

Request Automatic Maintenance

Request Refund Item

Aging Summary by Unit Report t——
Aging Detail by Unit Report —
Payment Detail
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https://www.nd.gov/omb/sites/omb/files/documents/agency/financial/fiscaladmin2017.pdf

