Accessing Monthly Financial Reports—
Monthly Transaction Listings in Excel

To View Your Monthly Financial Report—Monthly Transaction Listings in Excel

New in September 2008, the three Monthly Transaction Reports (RIO Monthly Transactions, SMUR Monthly
Transaction Listing, Project Financial Report Monthly Transactions (shown below as FSSRMONTHTRANS))
will be available in both PDF and Excel format via the portal.

_iolx)
When the report I_S File Edit WView Insert Format Tools Actions Help
ready _and aCPeSSIbIe ~&Reply | (=4 Reply to All | (-2 Forward | & N AN Kla-9 N -Q_a)a
you will receive an e-
ITlall notification with a From: OnePurdue Report Delivery [RPTSAP @purdue.edu] Sent: Thu 2/7/2008 3:30 PM
link to your reports. To:
=
Subject: Purdue Financial Reparts are available
Click on the link. It 5|
will take you to the Standard Monthly User Reports are ready.
OnePurdue Portal To view, log into:
- https://erp-portal-prd.itap.purdue.edu/irj/portal/uwl
Logln page. Do not reply to this email. Please contact your business office for assistance with
reports.
Log into the
OnePurdue portal
using your career Welcome
account login and
password
UserD * | —
Click Log on

(Please ensure Pop-up
Blockers allow purdue.edu
as an exception.)

Note: If an error
message (“User
authentication failed”)
appears, your
OnePurdue Login has
expired. You will need
to change your career
account password. For
help call 49-46000.

PURDUE

UNIVERSITY

MNeed Help? Click Here

Paz=words must be changed every 30 days. Would you like to change your password?
Help with changing your password.

Unauthorized access or misuse of computer resources or disclosure of sensitive information may result in
disciplinary or legal action.

To add purdue.edu as
an allowable address
for the Pop-Up Blocker
in Internet Explorer
browser:

Click on Tools-> Internet Options—>Privacy Tab—> and in the Pop-up Blocker
section click on Settings.

In the Address of Web site to allow: section, type *.purdue.edu.
Click on Add - Close - OK

For further information:
http://help.itap.purdue.edu/viewarticle.php?articleid=2363
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Accessing Monthly Financial Reports—
Monthly Transaction Listings in Excel

To access your
Universal Work List:

1. Click on Home on
the top level menu
bar

2. Click on Work on
the second level
menu bar.

You will see a list of
reports that are
assigned to you. Each
report will show up
twice, one in pdf
format, and one in
Excel format.

Note: the format
indication at the
bottom of the screen.

Note: Reports are only
accessible online for
TWO Months (Current
and Prior Month) from
the time they were
sent to you. If you
want to view these
reports beyond two
months you will need
to save them in a
secure location.

To view a report:

1. Click on the line of
the report

o Alink to a PDF
or Excel file will
appear in the
lower part of the
window below
the list of
reports:

2. Select the file in
Excel format and
click on the link to
open up the file.
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=
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(Example of FSSR Monthly Transactions in Excel)

Purchasing Services Human Resources Systemn Info

Employee Self-Service AIME Financial Systems Purchasing Services Human Resources System Info
Info Launcher
Nm'rﬁcatiu{}“; | Histary, Back
ik 4
Detailed Havigation [ Showe: 2l Motifications (8) [+ |[Select & Subview . [] Hide Presvigy =,
Subject = From = Sent 5 Priority : &
0 WHS RICMONTHTRAMNS-SGESWEIN OnePurdue Report Delivery Aug 13, 2008 Mormal 1
Portal Favorites ] FO——
- - FESERMONTHTRAMNS-SGESWEIN CnePurdue Report Delivery Aug 13, 2008 Mormsal 1
| [T There are no items to dizplay
SMURMOMNTHTRANS-SGESWYWEIN OnePurcue Report Delivery Aug 13, 2008 Marmal 1
SMURMONTHTRANS-SGESWEIN OnePurdue Report Delivery Aug 13, 2008 Mormal 1

Rowr UfB
FSSRMONTHTRANS-SGESWEIN

Status:  Read Priar.
Sent: Aug 13, 2008 5:40 PM by CnePurdue Report

Aftached is your Transaction Listing data in Excel Format I

@ FSSRMONTHTRA by OnePurdue Report Delivery (KLS 59 HB)
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Accessing Monthly Financial Reports—
Monthly Transaction Listings in Excel

The report will appear
in a separate window
similar to this.

1. Save the file to
your secure
location to begin

(Example of Monthly Transaction Listing in Excel)

erp-portal-ga.itap.purdue.edu/webdynpro/dispatcher/sap.com/tc~kmc~bec.uwl.ui~

Adobe PDF

Insert  Format  Tools  Data Go To

s

File Edit Wiew Favaorites  Help

LN 7 N \ﬂ \ELI l" |ﬁfﬁ] s = d 3

) search
b

Address I@j https:,I’J‘erp-portal-qa.itap.purdue.edu,l’webdynpro,l’dispatcher,l’sap‘com,l’tcwkmc~bc.uwl.ui~wd_ui,|’UWL,i~wd_key24_1219159283631,|’FSSRMONTHTRA.:j a {

Links. @;‘] B@P @;‘] Directary @;'] Coeus Proj Sice @j Coeus 4.2 Prod Support Q Purdue-Board @j PageCenter Q WAl Welcome Page @j ‘Webview

E12 - f
formatting by a [ B | ¢ [ o [ B ] F [ o [ w8 [ 1 [ 7 [k [ 1 [M™M]HN]
- - - 1 |Grant Desc Sponsored ABponsor PI Co-FI SponsorerFisc ¥t Fise Perio Fesp CosiExpense  Expense C Trans Dat Amount
clicking File> Save | 2 |:CO0C0IResearching ﬁé%@:@x{i \Rolls Ry Jones, Jof Jones, Job 000000 2008 1 4030000 Grants & (Revenue | 20070724) 31250
As. Choose the | 3 |XCOCCG Researching t ABCDIEE. Rolls-Roy Jones, Job Tones, Tok 80000350 2008 1 A0C0G0 Bmimr Ses: Salaries ar 20070731 9300
. 4 | ZZCEET Researching t ABCDXEE. Rolls-Roy Jones, Tob Tones, Job 80000320 2008 1 4025000 Grad Staff Salaries ar 20070731 1200
appropriate Excel | 5 |3000000 Researching t ABCDXOTS. Rolls-Roy Jones, Job Jones, Job 0000300 2008 | 403000 Lish & FicFrings Bes 20070731 20.46
file format for your | 6 |*CCOCT Researching t ABCDXCC! Rolls-Roy Jones, Job Jones, Job 30000205 2008 1 403000 Tiaa/Cref | Fringe Ber 20070731 1395
. . T |ZCCCET Researching t ABCDXEE. Rolls-Roy Jones, Tob Tones, Job 80000320 2008 1 40350050 Bocial Sec Fringe Bey 20070731 576.59
machine in Save as | 8 |:OOCO00Researching t ABCDIODL Rolls-Roy Jones, Tof Jones, Job 8000000 2008 | 4030000 Medicare Frings Bet 20070731 13485
Type . | 9 |ZCOCCE Researching t ABCDIEE. Rolls-Roy Jones, Job Jones, Tok 80000350 2008 1 4035000 Workers CFringe Bey 20070731 19053
| 10 20000 Researching t ABCDEEE.. Rolls-Roy Jones, JTob Tones, Tok 800003050 2008 1 40350050 Btaff Fee FFringe Bey 20070731 12.09
The fi Ie Wl I I now be | 11 300000 Researching t ABCDIEEE. Rolls-Roy Tones, Tob Tones, Tok 200003057 2008 1 4055000 Other Fee Fringe Bes 20070731 5208
- 12 |XCE000I Researching t ABCDXCECE Rolls-Roy Jones, Tok JTones, JTob 80000330 2008 1 4055000 Liak & FicFringe Bes 20070731 306
available for | 13 [ 3000000 Researching t ABCDXO!. Rolls-Roy Jones, Tof Jones, Tob 8000000 2008 | 4030000 Wotkers ( Frings Bey 20070731 378
man | pu I atl on from | 14 300000 Researching t ABCDIEEE. Rolls-Roy Tones, Tob Tones, Tok 200003057 2008 1 4055000 Btaff Fee F Fringe Bes 20070731 2534
| 15 300000 Researching t ABCDIEEY. Rolls-Roy Tones, JTob Tones, Tok 800003057 2008 1 4055000 Other Fee Fringe Bes 20070731 1008
your own secure | 16 300000 Researching t ARCDIRGY Ralls-Roy Jones, TokTones, Job 800003030 2008 1 d0XC0000 Grad Staff Fringe Bed 20070731 2535
I ocat i on. | 17 |3C0C00 Researching t ABCDIEE.. Rolls-Roy Jones, Job Tones, ok 200003050 2008 1 4035000 Minor Eg- Supplies £ 20070718 3708
18 |XCECEI{ Researching t ABCDIEC Rolls-Roy Jones, Tok JTones, Tob 80000230 2008 1 4035000 Indirect C Indirect C 0 A281.00
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Quick Reference Card

Accessing Monthly Financial Reports—

Monthly Transaction Listings in Excel

When you are done viewing your
Monthly Reports you have the

following options: Help

1. Click the Log Off button,
located in the right corner,
to log out of the portal but
still keep the Browser open

Since the Universal Work
List is in the OnePurdue
Portal you can use any of
the other functionalities
you have in the portal (i.e.
Employee Self-Service,

AIMS) UNTVERSTTY

(Your individual menu bar may look
different than your colleagues
depending upon your security roles)

http://www.purdue.edu/onepurdue/FIHR/reporting.shtml
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