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  PeopleSoft Tip 
• You can access saved inquiries by clicking on Find an Existing Value and 

entering the Inquiry Name. 
• Do not include any blank spaces in the Inquiry Name. 
• The Report will be submitted after Step. 9, please allow some time for 

processing. 
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4.  Set ID must be UTEP1. 
5.  Enter Fiscal Year and enter either a 
Cost Center, Department Code, or     
Project for Grants. 
6. Click Save. 
7. Click Run. 
8. Select XLS for format to export to     

Excel. 
9. Click OK. 

1. Click on the Add a new Value tab. 
2. Enter any name next to Run Control ID. 
3. Click on Add button. 
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  PeopleSoft Tip 

• You  can also access reports in the PeopleSoft Home Page under 
My Reports. 

• The Process Instance should match to Step 10 reference number. 
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10. Write down your Process Instance number. This 
number will be used to help you identify and se-
lect your reports.  

11. Completed reports will appear in the Report 
Manager link. 

12. Please select correct Process Instance Number.   
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13 13. You will be directed to a new page.  Please select anoth-
er .csv document. 

14. Excel file will start downloading. 
15. To verify Posted Encumbrance you need to get the Daily 

Rate (Annual Rate/365). With the Daily Rate multiply Dai-
ly Rate times Days Remaining to pay out of the Fiscal 
Year (refer to Fiscal Year table below) and multiply Alloca-
tion % (refer to Department Budget Table).  

 
Multiply Daily Rate * Days Remaining * Allocation Percentage 
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