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Access JD Edwards using Internet Explorer or Google Chrome browser
The URL for JD Edwards is:

https://jde.mucampus.ie/jde/owhtml

Note: The link to JD Edwards is located in staff Workbench. Once in staff Workbench please select JD
Edwards in the On Campus Links section.

Workbench s Staff gpplications

Workbench

Public Links

Login

> Courses
* Username:
> Map
Imaerartin ml
> Moodle
> RIS * Password:
>

Timetable

On Campus Links

> Academic Database

ield below
HRPortal » Employee Self

_ N * Captcha Code:
Service

= |

> Password I

> Reports

New Link will
be here

Did you forget your Password?

= Please contact the Computer Centre - Help Desk.

CORACL € UD Edwards

Some settings you may need to ensure popup blocker turned off for JDE :

IE : http://www.wikihow.com/Turn-Off-the-Pop%E2%80%90Up-Blocker-in-Internet-Explorer

Chrome : http://www.wikihow.com/Allow-Pop-ups-on-Google-Chrome

And you should add the JDE website to your trusted sites:
IE : http://www.wikihow.com/Add-a-Website-to-Trusted-Sites

Chrome : https://productforums.google.com/forum/#!topic/chrome/BLOiviDTTWO
Adobe Flash needs to be installed and up to date. (https://helpx.adobe.com/flash-player.html)



https://jde.mucampus.ie/jde/owhtml
http://www.wikihow.com/Turn-Off-the-Pop%E2%80%90Up-Blocker-in-Internet-Explorer
http://www.wikihow.com/Allow-Pop-ups-on-Google-Chrome
http://www.wikihow.com/Add-a-Website-to-Trusted-Sites
https://productforums.google.com/forum/#!topic/chrome/BLOivjDTTW0
https://helpx.adobe.com/flash-player.html

Business Unit Summary Report Type
There are three Business unit type summary reports

1. Department Summary Report
Business Units set up to manage the annual department allocation
(Tip: for most departments last digit of Business Unit sequence is 1)
2. Other Projects Summary Report
Business units set up to manage once off activity in departments such as conferences etc.
(Tip: for most departments the last 3 digits of Business unit sequence is less than 100)

3. Research Summary Report
Business units set up to manage external and internal Research projects
(Tip: for most departments the last 3 digits of Business unit sequence is greater than 100)

Select Summary Report (pdf or excel available)
Click relevant Summary Report

Summmary Reports
-~ Department — Other Projects — Research Summanry
X Summary Report L. Report

Step1: Select Business Unit(s)
Tick data selection box and then select submit

Eatcih Wersiomn s — Wersiormn Proormpetirmcy

— o Eorm  cos Toom

F rom et For

aAta Selaec ticom [ Data Segusncirnag

Select the Business Unit is equal to Blank drop down arrow and then select Literal from the drop
down list

Data Selection
OK Cancel Delete Up Down
~ Pt 1= o~ ~

Operator Left Operand Gomparison Right Operand

WWhere [Business Unit Type (FOOO6) (STYL) [BC] ~ | [is not equal to ~| ["NP.PN.RS” ~]

() [Ana ~] [Company (FO201) (CO) [BC] ~| [is equal to ~| ["00010" ~

[} [Ana ~] [Ledger Types (FO902) (LT) [BC] ~| [is equalto ~ [taaBAPAY ~]

(| [Ana ~| [Business unit (FOZ01) (MCU) [BC] ~| [is equal to ~ | [Blank (~]

Enter the 7 digit Business unit number in the Single Value Literal Value field and then select
to confirm single Business unit number.

Tip: For multiple Busines Units you can use the List of Values option, enter first Business Unit, press
return on your keyboard and then enter next Business Unit Number etc. There is also the option to
enter a range of Business Unit numbers.

Select Literal WValue

=12 Cancel

L

Single wvalue Range of Wwalues List of values

Literal walue 7 OZ000 1 = 1

Next screen select the to confirm your Data Selection screen

Data Selection

oK Cancel Delete up Down
S x B8 A

Operator Left Operand Comparison Right Operand

wWhere [ Business Unit Type (FOOD6) (STYL) [BC] ~] [is not equal to ~| ["NP.PN.RS” ~]

(| [And ~]| [Company (FD201) (CO) [BC] ~| [is equal to ~ | ["ooo10” ~|

(. [And ~] [Ledger Types (FO902) (LT) [BC] ~] [is equal to ~| ["anBa PAY ~]

() [Ana ~] [Business Unit (FO901) (MCU) [BC) ~| [is eqgual to ~ | [* 1250999" ~|




Step2: Select Period (month number) and Fiscal Year (financial year)
The next screen is the Processing Options screen.

Processimcg O tiaormnmn=s

L) o CaAmrmce]l

&) =<

Process

1. FPericaod MNMumibbaer 122 ‘) I

= Fiscal ~vwear @] > I

1. Period Number: Enter the month you want the report to run to.
(Tip: to get the latest information, always enter 12 in the Period Number field)
2.  Fiscal Year: Enter the Financial Year you want the report to run over.
Note: 15= 010ctober 2015 — 30 September 2016 16=010ctober 2016 — 30 September 2017

Once you have selected period number and Fiscal year, select to confirm processing
options.

Step3: Select Report output format
The next screen is Submit Report Definition screen.

The report is set up to automatically run to pdf but the report can also be run to excel by clicking the
excel option.

Note; By ticking Pdf option only the report will only run to pdf, by ticking excel option only the report
will only run to Excel. By ticking both PDF and Excel the report will run to pdf and excel.

Swubhrmit Repporit Defirmiticors

@ « . o T =

Report reTimnitior 2D SS00 1 S e S et S Soesiiess LArit FRe oot
Source Twpe - = IR T =
Source B E FSES OO 1 S S et S Soesiiess LIrit FRe oot

Sourc e wersion FRIS000 Sesrmemaeys Sorsiiess LArit e ot

O T T e

[~ > F— [ =S oret]

= e

Once report output options are selected please tick to confirm report output choice.

Step4: Retrieve the Report
To retrieve the report select recent reports icon which is located in the header section (pencil in
box).

Lol ™ieww Job Status

weta"ed pepariment Transactions Repont

[~ Rescecarch Sumimanry wia BIF

The report is coloured blue when it is running, and coloured green when it is complete.

Tip: For a single summary report, usually clicking the recent report icon three times will move the
report from blue to green and ensures the report is ready to open. The most recent report is the
report just under View Job Status.

Select report to open from the recent reports list. The report will automatically pompt you to open a
pdf document when pdf only output option is chosen. The report will automatically prompt you to
open an excel file when excel only ouptut file is chosen.

The report opens with two outputs when both pdf and excel output is chosen. The end user can
choose whether to open the PDF output or the Excel output.



Report Definition

Wiew Cutput  Print Name

=3 Summary Business Unit Report

0@
o

=" Summary Business Unit Report

Select pdf output and click view output (Tip: page plus glasses icon)

Select Open

File Download

p—

Note: Research Summary Report output demo

Research Summary Report 0"5_00“

Current Date - 110117 Mha Nuad

Year: 15 Period: 12 Ollscoil na hEireann

Version: RS6001081 MA Nuad

MNote:

1. EXPENDITURE is shown as a positive figure (+) and INCOME as a negative figure (-}

2. Business Unit {(BU) Balance = INCOME 1o date less EXPENDITURE to date
1250999 RESEARCH PROJECT Start Date: 01/10/2015 End Date: 30/06/2016
Description Current Period Year to Date Commitment Y TD Project To Date Project Budget Remainder Budget
Income 0.00 -9.000.00 0.00 -9,000.00 -10,000.00 -1,000.00
Research Pay 0.00 2,307.50 0.00 2,307.50 3,000.00 692.50
Travel 0.00 250.00 0.00 250.00 1,000.00 750.00
Maternials 0.00 369.00 0.00 369.00 3,000.00 2,631.00
Equipment 0.00 0.00 0.00 0.00 0.00 0.00
Consultancy 0.00 0.00 0.00 0.00 0.00 0.00
Training 0.00 0.00 0.00 0.00 0.00 0.00
Third Party Transfers 0.00 0.00 0.00 0.00 0.00 0.00
Overhead 0.00 500.00 0.00 500.00 3,000.00
Total Expenditure 0.00 3,426.50 0.00 3,426.50 10,000.00 4,073.50
BU Balance -5,673.50

Page 1 of 1

To close out of pdf report press the X button top right hand corner and click the close button

File Dowwmnloacd

IT file download does not start automatically, then click here

B RDSSO0OIFEI EMN 72170 62556 19 . pdf

Close



The report can also be opened in excel.
Select excel output and click view output (Tip:page plus glasses icon).

Open the .xIs file and select yes to file format extension question

File Download

If file download does not start automatically, then glick here

B _RDS6001881 EN 92232 67450 135.xis

Close

D you want o apen or save RD3G0018R1 EN_S2232_67450_135.0ds from Jde.mucampusie? Save | =|| <ancel
Microsoft Excel =]

The file format and extension of 'RD560018BI_EMN_92232_67450_135.x1s" don't match. The file could be corrupted or unsafe. Unless you trust
7I_5 its source, don't open it. Do you want to open it anyway?

[~ ) S

Note: Research Summary Report output demo

017
15 Period:
RS60010B1

Mote:
1. EXPEMDITURE is shown as a positive figure (+] and INCOME as a nezative figure (-]
2. Business Unit (BU)] Balance = INCOME to date less EXPENDITURE to date

1250999 RESEARCH PROJECT Start Date: 01/10/2015 End Date: S0/06/2016

Current Period Commitment YTD o ct Budget Remainder Budget

noonne o -9,000.00 -10,000.00 -1,000.00
Research Pay o 2,307 .50 5,000.00 692 5
Trawel o 250 1,000.00 7S50
Materials o 69 5.000.00 2.631.00
Equipment o o o
Consultancy o o o
Training o o o
Third Party Transfers o o o o
Owerhead =] S00 o 500 5.000.00
Total Expenditure o 226 50 o 5,426.50 1.0,000.00 2,073.50
BU Balance -5,573.50

rage 1 of1

To close the report select the close button and select the red X icon to close out of the screens.



Transaction Report Type
There are two transaction reports available

Non Interactive Transaction Report- This report is a list of transactions charged to the Business unit.
The report runs by period or object and the end user has the option of exporting the report to PDF
or excel.

Interactive Transaction Report- This report allows the end user to run the report interactively to
screen. The report creates a pivot table which summaries the income and expenditure object codes
by period. The report allows the end user to drill into the income and expenditure costs from within
the pivot.

The report also allows the end user to drill into some of the payment transactions to see when
invoices are paid.

There is also the option to export the report to excel.

Select Non Interactive Transaction Report (pdf or excel available)
Transactional Reports

Interactive b Non Interactive
o Transaction Report ®*/ Transaction Report

Step1: Select Business Unit(s)
Tick data selection box and then select submit

Batch WVersions - WVersion Prompting

>< (G suemd L Form 53 Toois

Prompt For

ata Saelection [ Data seqguencing

The end user needs to select the Business Unit is equal to Blank drop down arrow and select Literal
from the drop down list

Data Selection

OK Cance| Delete Up Down

[ > =] o~ ~

Operator Left Operand Comparison Right Operand
H wWhere [ Leager Types (Fo911) (LT) [BC] ~] [is equai to ~| [Faar ~]
] [Ana ~] [Business Unit Type (FODO6) (STYL) [BC] ~| [is not equal 1o ~ | [Blank ~]
[ [Ana ] [Business unit (FO911) (MCU) [BC] ~| [is equal to ~| [Blank ~

Enter the 7 digit Business unit number in the Single Value Literal Value field and then select
to confirm single Business unit number.

Select Literal value

O Cancel

single value Range of Values List of Values
Literal Wwalue R 020001 s C :_'

In the next screen confirm data selection by selecting the

Data Selection
SSNIIITEN L e
S < @

Operator Lert Operand Comparison Right Operand

where [Business Unit Type (FOO0E) (STYL) [BC] ~ [i= not equa o ~| [nP.Pr.RS" ~

(] [And ~] [Company (F05061) (CO) [BE] ~] [i= equai to ~1]/[Foooio~ ~1

(= [And ~] [Ledger Types (FG502) (LT) [BC] ~ [i= =quai ic ~| [(AABAFA ~]

(=] [And ~r] [Business Unit (FOS01) (MCU) [BCI ~] [is equal to ~ | [" 1250999~ ~




Step2: Select Period, Fiscal Year and select to sort by Period or Object
The next screen is the Processing Options screen.

1. Period Number: Enter the month you want the report to run to.
(Tip: to get the latest information, always enter 12 in the Period Number field)
2. Fiscal Year: Enter the Financial Year you want the report to run over.
Note: 15= 010ctober 2015 — 30 September 2016 16=010ctober 2016 — 30 September 2017

3. Enter O to run report output by period order or enter 1 to run report by object order

Processing Options

O Cancel

A <

Date and Order Defaults

1. Perod @ =]
IT blank. Dates will be obtained from Current Accounting Period

Z. Fiscal Year

It blank. Dates will be obtained from Current Accounting Period 12 ]

2. Cutput Order Format, 1 or 0. 1=0bject Order, O=Period Order

If blank, default O [o ]

Once you have selected Period number 12, Fiscal year and output order, select to
proceed.

Step3: Select Report output format
The next screen is Submit Report Definition screen.

The report is set up to automatically run to pdf but the report can also be run to excel by clicking the
excel option.

Note; By ticking Pdf option only the report will only run to pdf, by ticking excel option only the report
will only run to Excel. By ticking both PDF and Excel the report will run to pdf and excel.

Sk it PR et e T T e
— P— — Tt

sttt W e

—

Once report output options are selected please tick to proceed.

Step4: Retrieve the Report
To retrieve the report select recent reports icon which is located in the header section (pencil in
box).

[—mall M ol Status

weta"ed emsrent rensschens oot

— Resaeaarch Surmirmanry wia B

The report is coloured blue when it is running, and coloured green when it is complete.

Tip: For a single summary report, usually clicking the recent report icon three times will move the
report from blue to green and ensures the report is ready to open. The most recent report is the
report just under View Job Status.

Select report to open from the recent reports list. The report will automatically pompt you to open a
pdf document when pdf only output option is chosen. The report will automatically prompt you to
open an excel file when excel only ouptut file is chosen.

The report opens with two outputs when both pdf and excel output is chosen. The end user can
choose whether to open the PDF output or the Excel output.



) ) Report Definition = COutput
wWiew Cutput Print e Job # = e
@ (B =

92332
o B = 92332 EXCEL D

Select pdf output and click view output (Tip: page plus glasses icon)
Select Open

File Download
IT il downic
= e

Close

1 does not stan automatically, then K reere

1018B1 Er S22az 67as0 134 par

e —— P ——

To close out of pdf report press the X button top right hand corner and click the close button

Cancel

File Dowvwnload

IT Nnile download does Nnot Sstart automatically, thhen click here
B RDs5s0017TEI

( Close j

The report can also be opened in excel.

Er 7F2ATV0 sS2555 19 pdf

Select excel output and click view output (Tip:page plus glasses icon).

Open the .xIs file and select yes to file format extension question

File Download

IT Nle downioad does not start autematically. then click here
[ RDSE001881 EN 92232 £7450 135.xis

Close

Do you want ta apen ar

zave RDSG0018BI_EN_92232_67450_135.5ds from jdeamucampus.ic?

Microsoft Excel

[,

k The file format and extension of ‘RDS560018BI_EMN_92232_67450_135.%ls" don’'t match. The file could be corrupted or unsafe. Unless you trust
JA its source, don't open it. Do you want to open it anyway?

q\-‘_ Yes T) [ Mo ] [ Help ]

To close the report select the close button and select the red X icon to close out of the screens.




Select Interactive Transaction Report (screen or excel available)
Transactional Reports

Interactive -
) transaction Report
T —

Step1: Select MY_TRANS or My Transactions Query
The Query section is top right hand corner of screen. Click the drop down arrow to select your
personal transaction query.

A

Tip: it usually has the word trans or transaction in the title and it is in the personal section of the
query drop down box

One View GI/L Inquiry ' A @

— — - 5 )
71 X F_ Form (2} Tools (5 One View
Fiscal Year * Period ® Posted Code = All
Business Unit = As If Currency
Object Account * Subsidiary - As If Exchange Rate Dale
Records 1-10 > [#| [show All Columns|
co Company Business Business Unit Obj Sub AR R
Name Unit Description Acct

Step2: Select the manage queries icon to open MY_TRANS query
Query: [MY_TRANS @ & P X

Step3: Enter Business unit number required
Fields highlighted in yellow on Query Manager can be changed:

FY (QBE): Financial year
E.g. 01 October 2015 to 30 September 2016 = 15
01 October 2016 to 30 September 2017 = 16
PER No (QBE): Month
Between 1 and 12 denotes all months between 1 and 12.
E.g. October=1 September=12
Note: To get the most up to date transactions, enter period parameters between 1 and 12
Business Unit (QBE): Assigned 7digit Business Unit
Step4: Save Query and click find blue magnifying glass icon to run query
Save Query once you have selected above parameter options (save disc icon with green tick icon)

Run Query by selecting the blue magnifying glass icon

10



Querny Manager

Name MY T RAMNS ~
Set As Delfault 1
Run WYWhen Selected
Clear Fonm When Selected 1
Conditions:
ratch o 2 mMatch Ay
Co (@BE) [equal ~] [oocaio | [=1

LT (@BE) [ equal

~ | [ | =

B C (QBE) | egqual

~1[= =

P = (QEI-E)' not equal

~1 [~ | (=

v c@ss)
mer No

1

X XXXXXX0

(QBE)
| equal

Business

1020001

Additional Fields Selection

Step5: Click go to end icon to retrieve all the transactions

Where query returns more than 10 records always click go to end icon to retrieve all the records.

One View G/L Inquiry - One View G/L Inquiry
>

[H_ Eorm {53 Tools (5 One View

Query: |[MY_TRANS

1T &£ 2 x

Query Manager

Fiscal Year - Period - Posted Code
’ Name MY_TRANS ~
Business Unit T > As If Currency et A Detau ]
Object Account - Subsidiary - As IT Exchange Rate Da Run When Selected m
Clear Form When Selected
Records 1-10 > (M Calnumcns- . (]
- - - @ patch Al O mateh Any
co [Company Business Business Unit Ob, ® Co (QBE) [equal ~ | [ooo10 =
Name Unit Description Acc —
3 LT (QBE) [equal ~ ] [aa 1=
00010 Maynooth University 1020001 DEMO DEPARTMENT 750 — .
N v —3 | G
00010 Maynooth University 1020001 DEMO DEPARTMENT 750,
% P E (QBE)[not equal ~ [Nl
00010 Maynooth University 1020001 DEMO DEPARTMENT 7501
» FY (QBE) [= ~ 15
aoo10 Maynooth University 1020001 DEMO DEPARTMENT 750 EEN—
) % Per No between 1
00010 Maynooth University 1020001 DEMO DEPARTMENT 750 (QBE) =
00010 Maynooth University 1020001 DEMO DEPARTMENT 7501 3 Business [equal <] 1020001 =
unit o
00010 Maynooth University 1020001 DEMO DEPARTMENT 750 (ABE)
00010 Maynooth University 1020001 DEMO DEPARTMENT 750:
Additional Fields Selection
00010 Maynooth University 1020001 DEMO DEPARTMENT 7500

00010 Maynooth University

1020001 DEMO DEPARTMENT

Click >I to show all record lines for the Business Unit. Query is now generated.

Step6: Run One View Interactive transaction report
Select One View icon and then select MU_GL TRANS for non-Research Business units or MU_GL
Trans_Research for Research Business Units. The budget roll ups are different for Research

Business Units.

One View G/L Inquiry

(] S ... Form {53 Tools
Fiscal Year =
Business Unit =
Object Account -
Mo records found.
Company

Name

(5 One View

Business Unit Detail

GL Transactions Analysis
GL Transactions by Account

GL Transactions by Customer and Business Unit
E MUiGLiTRAN§j
MU_GL Trans__Resesarch

Research Trans

Create New Report

Manage Reports

The One View interactive report is now created.

The report creates a summary pivot and shows the transaction detail. Each column has a filter which

allows you to filter the information.

11



GL Transactions Ollscoil
Current Date: Jun 10, 2016 Mha Nuad

Oliscoi na hEireann
Ma Nuad

Please Note Display : Negative Figures Equal Income and Positive Figures Equal Expenditure.

PRSI Acad Admin 322.50 107.50 107.50 107.50
Administrative Pay Pension Acad Admin 600.00 200.00 200.00 200.00
Salary Academic Admin 3,000.00 1,000.00 1,000.00 1,000.00
Consumables Stationery 469.00 369.00 100,00 0
Ecog;"mosatm 100.00 100.00 0 0
Travel and subsistence I'no oo Flights 200.00 200.00 0 0
European Flights 300.00 0 300.00 0
Total 4,991.50 1,976.50 1,707.50 1,307.50

Business Unit Description | DEMO DEPARTMENT W

Business Unit Description DEMO DEPARTMENT
nt Number Fy Pn  Amount Invoice | Expl
Date
1020001.75040.130 Salaf[]undefined 1,000.00 21277 68534 | JE DEMO PAY OCT1S 0 Administrative Pay
1020001.75040.130 salaq [ undefined 100000 | s1278 | 68535 | E DEMO PAY JOURNAL 130 Administrative Pay
1020001.75040.130 o] 100000 | 91275 | 68536 | & DEMO DEC1S PAYROLL 130 Administrative Pay
W1
1020001.75050.130 PRSI 7] 2 107.50 | 51277 | 68534 | 3B DEMO PAY OCT15 130 Administrative Pay
1020001.75050.130 PrRsI[V]3 107.50 | 51278 | 68535 | 3B DEMO PAY JOURNAL 130 Administrative Pay
1020001.75050.130 PRS]] 10750 | s1275 | 68536 | 3E DEMO DEC1S PAYROLL 130 Administrative Pay
1020001.75060.130 Pens| 20000 | 91277 | 68534 | E DEMO PAY OCT15 130 Administrative Pay
1020001.75060.130 Pens| 20000 | 91278 | 68535 | E DEMO PAY JOURNAL 130 Administrative Pay
1020001.75060.130 Pens| 200,00 | =1278 | 68536 | E DEMO DEC1S PAYROLL 130 Administrative Pay
undefin undefin
1020001.76030 Dombewe—r  ed:key ed:key 20000 | 91281 | 382604 | Pv |oEMomv | 13/20115 | RosT TRAvEL LMITED 200 Travel and Subsistence
—Dialog —Dialog TRAVEL
1020001.76080 Domestic A -Button. Button. 100.00 | 91281 | 382606 | Pv | DEMO 10/24/15 | RCSI TRAVEL LIMITED 200 Travel and Subsistence
oK Cancel vz

1020001.76130 European Flights 5] 2 300.00 | 51263 | 382608 | Pv | DEMO MV | 13/27/15 | RCSI TRAVEL LIMITED 200 Travel and Subsistence

NOVIS
1020001.78260 Stationery 15 1 123.00 s1281 | 382603 | Pv | DEMo wv | 10/5/15 CODEX (MAYNOOTH OFFICE SURPLIE | 740 Consumables
1020001.78260 Stationery 5] 1 245.00 | 91281 | 282605 | Pv | DEMO NV | 10/26/15 | CODEX (MAYNOOTH OFFICE SUPRLIE | 2440 Consumables

2
1020001.78260 Stationery s 2 100.00 | s1283 | 382607 | Pv |DEMomwv [ 1315115 | copex (MavnooTH oFFIcE suppLE | 240 Consumables

MovIS

3,951.50 15

E.g. To only show period 1 spend, select 1 only and select OK
Note: By ticking box with no value assigned this ticks all the boxes below so will run all periods.
The interactive report can be printed by right clicking your mouse and press print.

Note: To refresh the report, select F5 on your keyboard. For Apple Macs its command and R.

Business Unit Description [DEMO DEPARTMENT V|

usiness Unit Description DEMO DEPARTMENT
ppt | Account Number Account Description Fy | Pn | Amount Invoice | Invoice = Explanation 7 Summary Desc
_ Number | Date
1020001.75040.130 Salal D undefined 1,000.00 91277 68534 | E DEMO PAY OCT15 130 Administrative Pay
1020001.75040.130 Sala D undefined 1,000.00 91278 68535 | JE DEMO PAY JOURNAL Administrative Pay
1020001.75040.130 Sala 100000 | 91279 | 68536 | E DEMO DEC1S PAYROLL 130 Administrative Pay
Vi1
1020001.75050.130 PRSI D 2 107.50 81277 68534 | E DEMO PAY OCTLS 130 Administrative Pay
1020001.75050.130 PRSI D 3 107.50 | 91278 68535 | JE DEMO PAY JOURNAL 130 Administrative Pay
1020001.75050.130 PRSI 107.50 21275 68536 | JE DEMO DECLS PAYROLL Administrative Pay
1020001.75060.130 Pens| 200.00 91277 68534 | E DEMO PAY OCT15 Administrative Pay
1020001.75060.130 Pens| 200.00 91278 68535 | JE DEMO PAY JOURNAL Administrative Pay
1020001.75060.130 Pens| 200.00 81273 68536 | E DEMO DEC1S PAYROLL Administrative Pay
undefin undefin
1020001.76030 DoMbeerern  ed:key ed:key 200.00 91281 | 382604 | PV | DEMOINV | 13/20/15 RCSI TRAVEL LIMITED 200 Travel and Subsistence
=Dialog | =Dialog TRAVEL
1020001.76080 Domestic A¢ -Button. .Button. 100.00 | st281 | 382606 | Pv | CEMO 10/24/15 | RCSI TRAVEL LIMITED 200 Travel and Subsistence
OK Cancel w2
1020001.76130 European Flights | 15 | 2 300.00 91283 | 382608 | PV | DEMO INV | 13/27/15 RCSI TRAVEL LIMITED 200 Travel and Subsistence
NOVIS
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Business Unit Description | DEMO DEPARTMENT V|

Business Unit Description DEMO DEPARTMENT
Dpt | Account Number Account Description Fy | Pn  Amount Invoice | Invoice | Explanation Summary Desc
Number | Date
105 | 1020001.75040,130 Salary Academic Admin 15 1 1,000.00 | 91277 68534 | E DEMO PAY OCT15 Administrative Pay
1020001.75050.130 PRSI Acad Admin 15 1 107.50 | 51277 68534 | JE DEMO PAY OCT15 Administrative Pay
1020001.75060.130 Pension Acad Admin 15 1 20000 | 91277 | 68534 | E DEMO PAY OCT15 Administrative Pay
1020001.76030 Domestic Flights 15 1 20000 | 1281 | 382604 | PV | DEMOINV | 11/20/15 | RCSI TRAVEL LIMITED Travel and Subsistence
TRAVEL
1020001.76080 Domestic Accomodation 15 1 100.00 | 91281 | 382606 | Pv | DEMO 10/24/15 | RCSI TRAVEL LIMITED Travel and Subsistence
2z
102000178260 Stationery 5| 1 123.00 | 51281 | 382603 | Pv | DEMO NV | 10/3/15 CODEX (MAYNOOTH OFFICE SUPPLIE Consumables
1020001,78260 Stationery 15 1 246,00 | 91281 | 382605 | PV | DEMO INV | 10/26/15 | CODEX {MAYNOOTH OFFICE SUPPLIE Consumables
2
1,976.50 7

There is the option to drill further into the transaction screen for Payment transactions only (Doc
Type PV, PC, Ul).

E.g. Select 382603 (hand will appear when you hover over the document)

Supplier Ledger Inquiry Query: [All Records ~| T
~ a 4+ =@ = > I Eorm — Bow Tools (5 One View
Supplier Number ] = O
Date From Thru @ Invoice Oan
[] Recurring [ summarize O Paid (O Open O Withheld - Al
Batch Mumber 91281 Currency Code - [ pisplay Auait
Payments Purchase oraers Supplier master
Records 1 -2 #1 | snow AN Columns [~ e o 1
282603 (2% = =
=il Document Doc Document Doc Inv Rect Gl Due Gross open Fareign
Number Type  Type co Date Date Date Amount Amaunt Amount
O & 382603 PV AP Invoice 00010 10/10/15 31/10/15 09/11/15 123.00
— 123.00
< >
Batch Payment History G/L Distribution Purchase Recelpts

Tick the square box next to the paper clip and select payment history. This payment history screen
will report what date the invoice was paid.

Work with Pay ltem History

v X =, Bow (8% Tools (5 OneView
Document No/Ty/Co 382603 PV 00010 Maynooith University Pay Item 001
Records 1 - 1 # t.=
Payment Payment Payment Payee Payment Discount Foreign
Type Number Date ¥ Amount Taken Payment Amount
@ PT 110351 30/05/16 CODEX (MAYNOOTH OFFICE SUPPLIE 123.00-
< >

E.g Invoice Document 382603 was paid 30/05/16. To exit out of screen select the red X icon.

When invoice scanning is introduced in the payments office you will have the ability to see the
supplier invoice by clicking on the paper clip icon next to the document.

E.g. Invoice document 382603

To exit out of the invoice attachment screen, select red X icon

Modia SBjeot Viewsr

TEST DOCUNENT INVWOICE
PWV: 32 2260=2

Armounrmnt Net €100

Wat €23

T e — 1 - T >
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To exit out of the Supplier Ledger Inquiry screen, select black X icon

Supplier Ledger Inquiry
—+ = > I Eorm - Row Tools €5 One View

@ nvoice S an
O Pma Copen OO winnews @ an
[ Display Audit

Supplier Master

=
Doc Inv Rect @n Due = open orelgn
ca Date Date Date Amount Amount Amount
ooo1o 10/10/15 31710718 o9/11/15 123.00
123.00
>
Batcn Payment History G Distribution Purchaze Recelpts

You will get the following message, select Yes to close.

Windows Internet Explorer L

The webpage you are wiewing is trying to close the tab.

Do ywou want to close this tab?

[ ves J [ Mo J

You will now return to the One View Interactive Report.
To exit the One View interactive report screen, select the X icon (top right of report)

To exit the One View G/L Inquiry screen, select the x icon

Step7: Export One View Interactive Transaction Report to excel
The query generated can also be exported to excel. Select the One View icon, go to Manage

Reports and then select either MU_GL _TRANS or MU_GL Trans_Research for Research Business

Units. A layout screen will appear with a format section.

5 one wview

Business LiInit Detail sted Code - Al

SL Transactions Analysis It Currency

GL Transactions by Account It Exchange Rate Date

SL Transactions by Customer and Business Linit She
MU GSL TRANS
Obj
MU_GL Trans_Research P Sub Account Number
Research Trans
Create New Report
Manage Reports > | Business Unit Detail
GL Transactions Analysis
SGL Transactions by Account
GL Transactions by Customer and Businaess Unit
MU GL Trans Researc
Research Trans
Dne View G/L Inquiry - e View G/L Inquiry Query: [MY_TRANS ~ YT &£ ?2 X
Q X F Fom Toos (5 Layout Report Definition

Fiscal Year Posted Code

Name: MU_GL_TRANS
Naming Convention: Use Column Title
As I Exchange Rate Da  Available Layouts:

Select Layout: [*GL_Transactions

Select Row Set:

Business Unit As If Currency

Object Account ~ Subsidiary

Records 1 - 15

= Company Business % Business Unit ¥ ob Retrieve record count|500
Name unit Description .
Use current data in grid

00010 Maynooth University 1020001 DEMO DEPARTMENT ® Retrieve all records
00010 Maynooth University 1020001 DEMO DEPARTMENT 750!

00010 Maynooth University 1020001 DEMO DEPARTMENT 7501 B B
00010 Maynooth University 1020001 DEMO DEPARTMENT 750-

00010 Maynooth University 1020001 DEMO DEPARTMENT 750!

After you select Excel icon you will select Open option

14



[ ——————

GL Transactions | Oliscoll
Current Date: Jun 10, 2016 Mha Nuad

Oliscoil na hireann
Ma Nuad

Please Note Display : Negative Figures Equal Income and Positive Figures Equal Expenditure.

1
administrative Pay PRSI Acad Admin 322.50 wrsaf  wisefl w0750
Pension Acad Admin 800.00 200.00 200.00 200.00
Salary Academic Admin 3,000.00 1000.00 1000.00 1000.00
Consumables Stationery 469.00 364,00 100.00
Travel and Subsistence  |Domestic 100.00 100.00
Domestic Flights 200.00 200,00
European Flights 300.00 300.00
Total 4331507  1.376.50|
Business Unit Description DEMO DEPARTMENT

unt Number Pn  Amount Batch

ount Description Fy Explanation

020001.75040.130 | Salary Academic Admin 1,000.00 DEMO PAY OCT1S Adminiztrative Pay
020001 7S040130 | Salary Academic Admin 1,000.00 £E535 | JE DEMO PAY JOURNAL Adminiztrative Pay
0E000TEO40I50 | Salary Academic Admin 3 o000 iarsll  6as6| JE DEMC DEC1S PATROLL Adminiztrative Fay
0RO TEOSO TS0 |PRE] Acad Admin 1 0750 H2rel Besad|JE DEMO FAT OCTTE Adminiztrative Fay
0EOONTSOSOIG0 | PRE| Acad Admin H w0750 sizvell  6e535|JE DEMO FAY JOURNAL Administrative Fay
0RO TEOSO TS0 |PRE] Acad Admin E 0750 #2rsll  6esh| JE DEMO DECTS PATROLL Adminiztrative Fay
0ZO0M FEOEOIZ0 | Penzien Acnd Admin 1 200,00 w277l 6a5a4|JE DEMO PAY OCTIE Adminiztrative Py
020001 TSOR0130 | Penzion Acnd Admin 2 200000 maval  6esas|JE DEMO PAY JOURNAL Adminiztrative Pay
02000 FEOEOIZ0 | Pencien Acad Admin E 20000 273l 68536 JE DEMD DECHS PATROLL Adminiztrative Pay
0E0001 TEOS0 Dlomestic Flights 1 200000 #1251 3562604|FY |DEMOINY |W2015 | RCEITRAYEL LIMTED Travel and Subsistence

TRAVEL |
020001 7E0E0 Dlomestic Accomodation 1 0000 #za1f 552606 PV | DEMO INYZ | 1N2418 | ROSITRAVEL LIMTED Travel and Subsistence
0E000 710 European Flights H 30000 Hze3f 562606 FY | DEMOINY |Werts | ROEITRAYEL LIMTED Travel and Subsistence

NOYIS
00001 75260 Etationery 1 123.00f #zelfl 552603[PV  |DEMOINY [0S | CODEX(MATNOOTHOFFICE Consumables

LPELIE
020001 75260 Shationary 1 246000 #1251 382605|PY |DEMOINY |1NM2615 | CODEX (MATHOOTH OFFICE Conzumables
LEFLIE

020001 75260 Stationery 2 w0000 :2ssl e2e07| PV |DEMOINY |TWS18 | CODEX [MATNOOTH OFFICE Consumables

NS LPPLIE

| 139150 15

Note: A yellow warning icon appears when you click on the number fields. By clicking the drop down

arrow on the yellow warning icon, you can choose option convert to numbers.
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APPENDIX A: CHANGE PASSWORD

Select the down arrow next to your Name (top right corner) and select My System Options

Maynooth - DEVPROTOTYPE “ O] F % E[EE%?J?NG -

- ..fé, Roles
1 Apps 1
{f Personalization
My System Options
My System Profile
Preferences
% sign Out Help @

Select Change Password option and complete.

My System Options - User Default Revisions

v X H_ Eom Tools

User Profile Revisions

Change Password

Submitted Reports

Set Default Printer

Password Rules

e The minimum password length is 8 characters.

e Password must contain at least one numeric (0 - 9)

e Password must contain at least one special character (1£5%"&*)

e Password cannot contain more than 2 consecutive characters (aaa)

16



APPENDIX B: SERVICE DESK PORTAL

Please log Report Access (password) or Report Performance issues with Maynooth Service Desk.

https://www.maynoothuniversity.ie/it-services/servicedesk

Help Request

Request Type Business Applications + Financials - JDEdwards -
E1 Upgrade -
Subject
Request Detail
Aftachments | addFile |

17
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APPENDIX C: BUSINESS UNIT NUMBER SEARCH

Stepl: Select Interactive Transaction Report icon

Transactional Reports

=

Interactive

) Transaction Report

n

Step2: Click into the Business Unit field and a magnifying glass icon will appear to select.

Oone View G/L Inquiry - One View G/L Inquiry

> P, Eorm Tools (5 One View
Fiscal Year - Period
Business Unit
Object Account B Subsidiary
No records founda
co Company Business Business Unit
Name Unit Description

As If Exchange Rate Date

obj
Acct

Query: | Al Records ~ T &£ 2

x

[#] [snow Ancoumns[~]

Account Number

Accour

Descrig

Step3: Select the magnifying looking glass to generate list of Business Units.

Where there is greater than 10 Business Units in list, select the Arrow with a line icon to return the

full list.
Business UnNnit Master Search

\__/ < . FEorm £33 Tools

Language

Mo records Tound._

Business
it

Description
Business Unit Master Search
- - > .. Eorm §5% Tools

Language

Records 1 - 10 2> |:>'I j

Step4: Option to export list to excel by selecting the export icon and then clicking the green disc

icon.

Business Unit Master Search

.—.V Form ¢ : Tools

Language

Records | 5001 - 5013 | of 5013

Business Unit Master Search
Trilye Cancel
=l >
Export Assistant

Export Options

@ Export To Excel

O Export To Comma Separated “walues (CS™)

] Export To Clipboanrd
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APPENDIX D: DELETING REPORT HISTORY

1. Select View Job Status
Maynooth - PROTOTYPE [I}EPO?'HNG -

B [ General Ledger Post

AP - Invoice Entry Financial Reg Financial Reports - Capital

FrEmaE] REDOITS [2, Summary Business Unit Report to BIP
[¥ Research Summary via BIP
[ Research Report

w E’, Research Report

[ Research Report
]| R [ Research Report l‘CSiBI l
Al
S [/, Resparch Rannrt

2. Tick Report to delete and select delete icon (bin icon)
Submitted Job Search

v Q > F_ Form = Row {5 Tools (3 One View

User D -

Records 1-9 » 2

[[] View Output Print  Report Name Version Title Job
@r % Summary Business Unit Report to BIP Summary Research Report R560017BI_RL
3. Select ok to confirm report to delete
Message from webpage u
—

Are you sure that you want to delete the selected item?

~ 4

P
ok \ [ P—
= -

4. Select green tick to confirm deletion of records

R560017BI RIS0001 - Delete Job Control Prompt

)< o oo

Select the delete option for the selected Report Definition records.
MNote: The option selected on this form (including Cancel) will apply to all
selected records of type "RD".

(@) Delete UBE records and Report Definition records.

() Delete only UBE records.
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APPENDIX E: DELETE AND SET UP INTERACTIVE REPORT
TRANSACTION QUERY

Stepl: Delete the current personal query that is having problems (bin icon to delete)
Step2: Open up MU_GLTRANS which is a shared query.

Click the save icon and name new query (e.g. EQ My Transactions)

Tip: As this is a personal query, the end user can decide the name of the query

Change the period number 6 to 12 and enter a 7digit Business Unit used regularly by the end user

- _ e . .
Query Manager
Mame ~
Set As Delfault
¢ Run VWhen Selected el
Clear Form When Selected
Conditions:
- paatch Adl mMatch Any
: Co (QBE) | egual ~ | [ooo10
X LT (QEE) | egual ~ | [ aun,
‘ P C (QBE)| egual e P
p P E (QBE)}| not egual ~ |
y Fy (QBE) [= ~ 15
q Per No between 1
e S
; uinit
(QBE)
{
. Additional Fields Selection
Save query by clicking save icon with green tick
Query Manager
H Q L i <)
MName EQ My Transactions htl
Set As Default 1
Run When Selected 1
Clear Form When Selected ]
Conditions:
@ paatch Al OO Match Any
» Co (QBE} [equal ~ ] [ooo10 | (=
M LT (QBE) [equal ~ | [ [=]
» P C (QBE)[equal ~][F (=l
»w P E (QBE) | not eqgual el | ] [=]
x FY @BE)
> PerNo g
(QBE) (— -
» Business [equal ~~[  4ooooo1 | =
Unit
(QBE)

Additional Fields Selection

Close query.

Step3: Use new query going forward.

I EQ My Transactions
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APPENDIX F: DEPARTMENT /OTHER PROJECTS/RESEARCH SUMMARY
REPORT QUICK GUIDE

Click relevant Summary Report icon

Summary Reports

‘r Deparoment Lar— 2 other Projects Lr— <, Research Summary
& Summary Report & Report

Stepl: Select Business Unit(s)

Tick data selection box and then select submit

Batch wWersiomns — wWersiomn Prommpptimcg

= = merm <S> xee-

P rom ot o

@Atz Se e o [0 hata Segusmncing

Select the Business Unit is equal to Blank drop down arrow and select literal from the drop down list

Data Selection

oK Cancel Delele  Up  Down

~ > = o~ ~

Operator Left operand comparison Right Operana
Ve [Busmess Unil Ty pe (FOB0S) (STYL) [Be] ~ [= not eguat o ~ [ue.er.ese ~1
(| [Ana ~r] [Company (FU901) (CO) BT ~~] [i= equai o <1 [Fouoio- =
— [And ~] [Ledger Types (r0902) (LT) [DC] ~ [is equal to ~| ["AA A PAT ~1
(| LAna sr|  [Business Unit (FUDUT) (MCU) ISC] ~| [1= equai to ~ | [miank (~

Enter the 7 digit Business unit number in the Single Value Literal Value field and then select
to confirm single Business unit number

Select Literal Value

O Cancel

single value Range of values List of Values
Literal walus [ 020001 - {.-:\

ST Ee

o sl
= Unit (Fooos: (mECo) (Bl
IR S I==yW{=T=3)

[mna —] [&=

(&= [Ana =—1 [Bu —1 [~ aozooo- —1

Select the to confirm your Data Selection screen

Step2: Select Period (month number) and Fiscal Year (financial year)

Frrcrc e i rmay R =

- < Ci.;:el
IO — 1
L el B == = 1
Enter period and year and select to confirm your period number and fiscal year

Step3: Select Report output format

e e L — e e

— — — e

The report is set up to automatically run to pdf but the report can also be run to excel by clicking the
excel option. Select the to confirm your report output choice.

Step4: Retrieve the Report

[Laall] ™iswvw Job Status

[De=tailaed Daeprartrmenit T ransactions Report

Imnuvoaoice EErtmy

— Resceamrch Surmirmanry wia Bl
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APPENDIX G: NON INTERACTIVE TRANSACTION REPORT QUICK GUIDE
Select Non Interactive Transaction Report icon
T ranmnsactiomal Reports

Interactive 77 Non Interactive
£ Transaction Report =~ Transaction Report

Step1l: Select Business Unit(s)

Batcihh Wersionmn s — Wersiormn Prommptirnncg

e L. Eormm fEE Toois

oo ot o

[0 bar=a Saguaeruc o

Select the Business Unit is equal to Blank drop down arrow and select literal from the drop down list

Data Selection

oK Camncel Delele Up  Down

~ >< =1 —~~ ~
Operator Lert Operana Comparison Right Operanc .

- Vwhere [Business Unit Type (FOOOS) (STYL) [Bc] ~] [i= not equat to ~] 'Ne.eNRs ~1

(=} [~na ~] [Sompany (F0501) (GO BT ~1 [Foo010" ~1

— [Ara ~| [Iedger Types (r0a05) G 1) (e ~] [AAnAFAT ~1

(=)} [Ana ~] [Busincss Unit (FODLT) (MCGU) 1BC] ~1 [i> cauai 1o <1 [siank (&3]

Enter the 7 digit Business unit number in the Single Value Literal Value field and then select
to confirm single Business unit number

Select Literal Value

O Cancel

O <

Single Vvalue Range of Values List of Vvalues
Literal walue - -!_':_~
Select the to confirm your Data Selection screen

Data Selection

-

— [ aozoooa- =3

Step2: Select Period, Fiscal Year and sort by Period or Object

Processing Options

[T Cancel
Date and Order Defaults
1. Periocd
IT blank., Dates will be obtained from Current Accounting Pericd = =]
2. Fiscal Year = ]
IT blank. Dates will be obtained from Current Accounting Pericod

2. COutput Order Format, 1 or O, 1=0bject Order. O=FPeriod Order

IT blank. default O [o

Once you have selected Period number 12, Fiscal year and perior or object output order, select
to proceed.

Step3: Select Report output format

Sk AT R o e T
T et

Eo e Ta ety

[~ =1~ E= e e

e W

The report is set up to automatically run to pdf but the report can also be run to excel by clicking the
excel option. Select the to confirm your report output choice.

Step4: Retrieve the Report

il

el ™iewvw Job Status

Detailaed Departrment T ramnsactions Report

— Resaeamarch Surmirmanry wia B
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APPENDIX H: INTERACTIVE TRANSACTION REPORT QUICK GUIDE

Transactional Reports

(B Select Interactive Transaction Report icon

Query. [TRETENTINN V| step1: Use drop down box to select My Transactions query (personal query)

Note: Query section is top right hand corner of screen
v

% FY (QBE) |- v 15
X PerNo i
(QBE)
12

=y ]

Unit
(8E) Step3: Business Unit equal to: Enter 7digit Business unit you require.

Step2: To open query select manage query filter to right of Query box

Note: The query will hold the last Business unit entered, if you need to change the Business unit
number click into the Business unit box and change the number.

Note: FY=15 01/10/15 to 30/9/16, FY=16 01/10/16 to 30/9/16: amend number depending on year
you wish to view

Query Manager
@ " @ Step4: Click save icon (disc green tick) and then click Find icon (blue
magnifying glass)

Records 1 - 10

- @ Step5: Where query returns more than 10 records always click go to end
icon to retrieve all the records

Business Unit Detail

GL Transactions Analysis
GL Transactions by Accour

GL Transactions by Custor

C_Mu_GL_teaN®)
Step6: To run interactive report click One View icon and then select

MU_GL Trans for non-Research projects and MU_GL Trans_Research for Research Projects

Note: For PCs F5 is the report refresh button and for Apple Macs its Command and R

Eusime LAmit Creteil

S Tra o= Aurnaihesis
. =T =]
CSEL T raanseanc Licones

ALY CSL 1 FRANIES e C MU Gl_ T E ;!;S:

PALS €S 1 rarms FRosaamr b

e e S — (_ MU_GL Trans_Research

Step 7: The interactive report can also be exported to excel when you click the One View icon and go
to Manage Reports, which will show the reports again. Select the report to export and the layout box
will appear to right of screen. Select the green excel icon and report will open up in excel.

L cmaat 1

e TR e L I R R
ST O e TR D s ol
A mmilE Dl L SO =
Select Layoul: [~ Transacti
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