
JOB AID 
Reports for Open Requisitions and Open Purchase Orders  
 
Log on to 
PeopleSoft 
Financials.   
 
Click on Main 
Menu. 
 
Click on 
Purchasing. 

 
             
Click on 
Requisitions. 
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JOB AID 
Reports for Open Requisitions and Open Purchase Orders  
 
Click on  
Req and P O 
Budgetary Activity 
in the Reports 
folder. 

 
 
Click on the” Add 
A New Value” tab. 
 
Enter a Run 
Control ID with a 
title of  
BUDGETARY_ 
ACTIVITY. 
 
Click the “Add” 
button. 
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JOB AID 
Reports for Open Requisitions and Open Purchase Orders  
 
Set up the report 
criteria: 
 
Select FBISD for 
the Business Unit. 
This will also 
populate the dollar 
amount as 0.000 
and the Business 
Unit GL as FBISD. 
Select “>” sign for 
the remaining 
amount. 
 
Enter budget dates 
from 7/1/2013 (the 
beginning of our 
fiscal year) to  
any ending date. 
Usually a date 
about 6 weeks old 
because you 
normally do not 
need to review 
recently placed 
requisitions and 
POs. 
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JOB AID 
Reports for Open Requisitions and Open Purchase Orders  
 
Continue setting 
up your criteria: 
 
The Chartfield 
“ACCOUNT” will 
be the default, 
however, you will 
need to change it 
to FUND_CODE 
by selecting it from 
the look up button. 
 
Enter the to and 
from value for the 
Fund.  (ie. 199). 
 
Click on the “+” 
sign to add an 
additional row. 
 
Click on the look 
up button of the 
Chartfield  values 
to select DEPTID. 
 
Enter the to and 
from value using 
your budget 
manager number 
(ie. 276). 
 
Click on the “Save” 
button to save the 
criteria for your 
report. 
 
Click on the “Run” 
tab to run your 
report. 
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JOB AID 
Reports for Open Requisitions and Open Purchase Orders  
 
Select “PSNT” for 
the Server Name. 
 
Place a check 
mark for 
Procurement 
Budgetary Activity 
to create a report 
for open POs and 
a check mark for 
Requisition 
Budgetary Activity 
to create a report 
for open 
Requisitions. 
 
You can select 
either one item or 
both items. 
 
Click the “OK” 
button.  

 
The Process 
Instance number 
will appear for one 
or both of the 
reports you 
selected. 
 
Click on “Process 
Monitor”. 
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JOB AID 
Reports for Open Requisitions and Open Purchase Orders  
 
Once your reports 
have a status of 
“Success” and 
“Posted” click on 
“Details”. 
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JOB AID 
Reports for Open Requisitions and Open Purchase Orders  
 
Click on “View/Log 
Trace” 

 
 

Click on the name 
from the list with 
“PDF” in the title to 
view your report. 
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JOB AID 
Reports for Open Requisitions and Open Purchase Orders  
 
This is an example 
of your budget 
manager report for 
Open POs. 
 
The report shows 
the PO number, 
line number, and 
Vendor number for 
all Open POs that 
meet the criteria 
you selected. 
 
The report also 
shows the original 
amount, the 
liquidated amount 
and remaining 
amount for all 
open lines of the 
PO. 
 
From this report 
you can reconcile 
your open POs or 
Requisitions from 
the Requisition 
Report.  You 
should research 
any open items or 
contact Purchasing 
or Accounts 
Payable if you 
have questions or 
need items 
cancelled. 
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