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1.0 REPORTING BASICS, ACCESS AND OUTPUT  

I. P2P REPORTING OVERVIEW 

P2P is focused on processing purchasing transactions from start to finish. As such,  P2P reports concentrate on keeping operations running smoothly 

while ensuring correct transaction level controls are in place and being followed. 

P2P reports are designed to help all participants effectively do their job:  

P2P reports seek to answer one of two questions:  

What is happening right now that might require my attention? 

What has happened in the past?  

 

P2P reports run in two different systems:  

PeopleSoft Production System 

 - System where all P2P transaction activity occurs 

 - Provides reports that require up to the minute information  

PeopleSoft Reporting Database   

 - Specially designed reporting system for generating large reports and reviewing many months of history without slowing down  Production 

 - Includes reports with a historical focus  

 - Updated nightly from PeopleSoft Production System  

Report Access:   

Based on a userôs P2P role(s). See reporting matrices to determine access by role.  

Report Output:   

Dates:    

Reports with date parameters are limited to 3-month or 1-year periods at this time so users may need to run multiple reports to capture all data. 

Export:   

Reports can be exported into Excel for further review and analysis or into PDF for onscreen viewing or printing. 

Same PeopleSoft User IDs and passwords as PeopleSoft Production System  
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2.0 PROCUREMENT DEPT CODES & WEBLINKS IN TERACTION 

I. P2P REPORTING OVERVIEW 

Procurement Dept Code  is the driver for majority of P2P reports.  

- Users should become familiar with assigned Dept Codes prior to generating P2P reports. 

 

Procurement Dept Code:  

- Assigned by the Department to every Requester during user set-up 

 * Represents the Requesterôs ñhomeò HR Department Code but there may be exceptions. 
 * Attached to every Requisition entered in P2P by a Requester, and can not be changed on a transaction basis.  

 * Follows the Requisition through its lifecycle from Requisition to Purchase Order, Receipt, and Voucher.   

 
- Used in reporting on Department activity 

 *Passed into WebLinks and appears on the GL Transaction Detail  to quickly identify P2P transactions.   

P2P Interaction with Weblinks:  

- Interaction provides departments a complete view of the purchasing lifecycle.  

 *P2P is the source of detailed information about an individual purchasing transaction such as a Purchase Order.  

 *Weblinks is the source of the GL accounting activity for an individual purchasing transaction 

 

-Department Administrators should continue to use WebLinks for financial management reconciliation/verification purposes (e.g. liens and expense against 
Fund/DPA).  

 *P2P complements this activity by providing an enhanced view into transaction level details previously not available to the majority of staff perform-
ing the reconciliation/verification function.  

If a Requester changes departments their old transactions do not get remapped to their new department but rather remain as is. From the 

time of their move onwards all new transactions they enter will assume their new department code. 

For more details on reconciling see: 

Verifying in P2P job aid:  http://cpbc.ucsf.edu/files/Verifying_Job_Aid.pdf 

WebLinks GL Transaction Detail Rollup Template:  http://acctg.ucsf.edu/OLFS/trainingarchives/jobaids.htm 
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3.0 HOW TO GENERATE REPORTS 

I. P2P REPORTING OVERVIEW 

P2P reports are generated in one of three ways, depending on the information needed to build the report 

I. Run Control ID (a private set of stored search criteria) 

II. Inquiry (a search for one single transactions) 

III. Query (a large data export) 

 

Although reports appear differently, the main elements are the same. 

You tell the system the criteria (e.g., Dept Code) and the format (e.g.,Excel, PDF) for the information you need. 
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A Run Control is a private set of stored search criteria. They are private in the sense that no other PeopleSoft user can view your run controls.  

3.1 RUN CONTROL IDðCREATE OR FIND EXISTING RUN CONTROL ID 

I. P2P REPORTING OVERVIEW 

Create a new Run Control ID:  

1.  Select Add a New Value  tab. 

2.  Type a name of your choosing in Run Control ID .  such as 

ñActiveReqsò do not use any spaces 

3.  Click [Add ] to add Run Control ID and open Report Request 

Parameters page. 

1.  Select Find an Existing Value  tab. 

2.  Click [Search ] to display all previously created Run Control IDs. 

3.  Select specific Run Control ID  from Search Results list to open 

Report Request Parameters page. 

Name convention for run control ID should be something that will prompt memory of the report when searching for report at a later time 

Find an existing Run Control ID:  

1 1 

2 

2 

3 

3 
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1 

2 

3 

From the Report Request Parameters  page within your selected report. 

1.  Enter report criteria in select fields. Asterisk (*) indicates required fields; all other fields are optional. 

2.  Select Output Type  as Window (PDF) or Excel. 

3.  Click [Run] to build report. ñProcessingò message flashes in upper right corner of page. Report opens in new window. 

Report may not open if popup blocker is installed. Configure popup blocker to allow files from PeopleSoft or use the Standard Output Type 

illustrated in Appendix A 

3.1 RUN CONTROL IDðBUILD REPORT 

I. P2P REPORTING OVERVIEW 
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1 

2 

3 

An Inquiry is typically the method for searching for a single transaction.   

3.  Locate your transaction in Search Results , and click hyperlink to view. 

3.2 INQUIRY 

I. P2P REPORTING OVERVIEW 

1.  Enter search criteria. 

2.  Click Search . Results are displayed. 
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1 

2 

3 

3.3 QUERY 

I. P2P REPORTING OVERVIEW 

A query is the tool used to provide large data exports.   

3.  The results will generate and open. 

1.  Enter the needed search criteria  

2.  Click [View Results] .  
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II. P2P REPORTS & TOOLS 

ÅTop Management Reports  ïRecommended reports for Department Managers to run on a regular basis 

ÅReview Purchase Order Activity ï Reports run by Department Buyers to review Change Order/Match Exception Activity & assist with SAS112 com-

pliance 

ÅMonitor Receiving Activity - Reports to run by receivers to help manage payment to vendors 

ÅMonitor Workflow and Department Business Process  ï Reports run by Managers to monitor workflow, workload and Department business proc-

esses 

ÅVerify and Reconcile Purchasing Activity  ï Reports run by Reconcilers/Financial Analysts to verify and reconcile purchases 

ÅManage Individual Transactions  ï Tools to review individual transactions, assist with receiving,   ship-to addresses and printing of transactions 



 

Updated 9/24/2009 

P2P USER MANUAL:   R EPORTING IN P2P  Page 11 

1.0 TOP MANAGEMENT REPORTS 

II. P2P REPORTS & TOOLS 

Purpose:  Recommended reports for Department Managers to run on a regular basis. 

Report  = Report name 

Navigation  = Path to find report in P2P 

Type  = Run Control, Inquiry or Query 

Description  = Report content 

Example Use  = Reasons for generating report 

User Access to Report  = X indicates which roles have access to report 
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Output Notes:  

ÅTotals will not equal each other across transactions for a given time period due to multiple POs generated from one Requisition and Receipts 

may not be recorded in the same time period. 

ÅData shows requisition, purchase orders, and receipts information on PO line level.  

Navigation: Reporting Database > eProcurement > Management Reports > Transaction Summary 

II. P2P REPORTS & TOOLS 

1.1 TRANSACTION SUMMARY  
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II. P2P REPORTS & TOOLS 

1.2 REQUISITION SUMMARY  

Output Notes:  

Å Report is generated at Requisition Line level. 

Å Requisition Name convention is key for this report. 

Å On PO = Y means Requisition has been converted into a PO.  N means Requisition is not yet a PO. 

Navigation: Production > eProcurement > Requisition Reports > Requisition Summary 
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II. P2P REPORTS & TOOLS 

1.3 PO EXPEDITING REPORT 

Output Notes:  

Å Data is sorted by Requisition approval date. 

Å Dispatched = PO dispatched to Vendor; Dept contacts Vendor to check on shipment status. 

Å Partially Recv = Receipt has been recorded for some items on PO; Dept follows-up with Receiver and Vendor for remaining items. 

Å Pnd Appv = PO awaiting CPBC approval; Dept follows-up with CPBC. 

Å Sourcing = PO awaiting manual sourcing in CPBC; Dept follows-up with CPBC. 

Navigation: Production > eProcurement > Purchasing Reports > PO Expediting Report 
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II. P2P REPORTS & TOOLS 

1.4 PENDING APPROVAL S SUMMARY  

Output Notes:  

ÅClick icon next to Approverôs Name to view pending approvals for a specific Approver. This opens the Pending Approvals Details  listing. 

ÅDrill down into the Req Inquiry  page to find the Requisition Line Details . 

Navigation: Production > eProcurement > Requisition Reports > Pending Approvals Summary 
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II. P2P REPORTS & TOOLS 

1.5 MISSING RECEIPTS  

Output Notes:  

Å Lists POs with Voucher entered against them which are not yet received in P2P. 

Å Data is sorted by age from oldest to newest based on Voucher Entered Date. 

Å Receipts required for Vouchers with Invoices sent by Vendors electronically (i.e. EDI) do not appear on this report for 5 days after processing to 

give Departments reasonable time to enter Receipts. 

Å Exception Owner = Requester who entered original Requisition. 

Navigation: Production > eProcurement > Receiving Reports > Missing Receipts 
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II. P2P REPORTS & TOOLS 

1.6 PO STATUS BY BUY ER  

Output Notes:  

Å Department Buyers and CPBC Buyers appear on this report. 

Å Open = PO created but not sourced. 

Å Pend = PO sourced but not approved by CPBC. 

Å Apprvd = PO approved but not dispatched to Vendor. 

Å Disp = PO dispatched to Vendor. 

Å Canc = PO cancelled. 

Å Closed = PO has been matched and closed. 

Å Change Ord = Number of change order processed by Buyer. 

Navigation: Reporting Database > eProcurement > Purchasing Reports > PO Status by Buyer 
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2.0 REVIEW PURCHASE ORDER ACTIVITY 

II. P2P REPORTS & TOOLS 

Purpose:   Reports run by Department Buyers to review Change Order & Match Exception Activity. 

 

Report  = Report name 

Navigation  = Path to find report in P2P 

Type  = Run Control, Inquiry or Query 

Description  = Report content 

Example Use  = Reasons for generating report 

User Access to Report  = X indicates which roles have access to report 
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2.1 PO CHANGE ORDER  

II. P2P REPORTS & TOOLS 

Output Notes:  

Å Changes to a PO are displayed from oldest to newest. 

Å Change Order # = The number of the Change Order. 0 is used to represent the value on the original, non-changed PO. For example, Change Or-

der 1 is the first Change Order, 2 the second and so on. 

Å Change Made By = Person who entered the change in P2P. 

Å Field = Field that has been updated. Note that Amount = total dollar amount of line while Price = unit price. 

Å Change Value = Value of changed field after change. When Change Order # = 0 this represents the original value.  

Navigation: Reporting Database > eProcurement > Purchasing Reports > PO Change Order 
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Output Notes:  

ÅData is at the chartfield level. If a given PO line is split into multiple funds it will appear more than once on this report. However, the QTY will represent 
how much is being paid for with each fund and will sum to the total of the line. 

ÅPO Status =  

Open = PO created but not sourced. 

Pending = PO sourced but not approved by CPBC. 

Approved = PO approved but not dispatched to Vendor. 

Dispatched = PO dispatched to Vendor. 

Cancelled = PO cancelled. 

Closed = PO has been matched and closed. 

ÅDistribution Line Status 

Closed = Specific distribution line (i.e. chartfield level) has been matched and closed.  

Open = PO is still an active document. 

Cancelled = Specific distribution line has been cancelled. 

ÅSelect Include Change Orders  in search criteria to list POs that have been updated during selected date range. 

ÅSelect Include New Purchases  in search criteria to list new POs that have been created during selected date range. 

Navigation: Reporting Database > eProcurement > Purchasing Reports > PO Details Not Including Liens 

2.2 PO DETAILS NOT INCLUDING LIENS  

II. P2P REPORTS & TOOLS 




















































































































