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Note from the Controller 

 

Colleagues, 

The PeopleSoft Financials implementation will fundamentally change the way that we process financials for Emory 

University and Healthcare for years to come.  The transition from a fragmented yet embedded system to a leading 

best-in-class integrated application is massive, and the changes that face each of us will affect how we operate on 

a daily basis.  I strongly encourage you to review this and the many other guides in detail, and discuss the changes 

with colleagues, supervisors, Super Users, and Champions of Change that are dedicated to this changeover.  Your 

support, understanding, and ability to adapt to the changes are critical to the success of each academic and 

administrative unit's transition to our new PeopleSoft environment. 

Thank you all for your efforts and diligence.  I look forward to a successful go-live and continued prosperity for our 

organization. 

 

Regards, 

Belva White 
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Introduction  

This document is intended to give Emory employees an understanding of the upcoming changes and resulting 

impacts due to the PeopleSoft Financials implementation.  It is not a substitute for training, but rather provides a 

high level overview of major modifications to process and technology and assists managers in guiding their staff 

through the change.  Managers are encouraged to use this document as a source of discussion and conversation 

around the implementation, associated changes, and available training.  Questions, concerns, and issues should 

be escalated or funneled through the appropriate Super User channels to ensure that any needs are met. 
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General Ledger/Commitment Control  

The General Ledger includes the Chart of Accounts used to store current and fixed assets, liabilities, revenue, 

expense, etc.  Currently the General Ledgers are maintained in different applications.  With the PeopleSoft 

implementation FAS and CODA will be replaced by a single integrated application, streamlining processes 

between University and Healthcare organizations.  The Commitment Control module enables users to track and 

control budgets, monitor transactions, and check pre-cumbrances and encumbrances against a control budget.   

Staff Impacts 

A revision of the General Ledger and Chart of Accounts will affect the entire Emory organization.   

Start – Stop – Continue 

The following section provides an outline of General Ledger related tasks that staff will Start, Stop, or Continue 

with the implementation of PeopleSoft Financials.  For tasks that staff will start, the section outlines additional 

details and steps for managing or understanding how this change will impact job responsibilities and/or 

recommendations for PeopleSoft Financials training.  

 

S/S/C Task: How do you manage this change? 

Chart of Accounts/SmartKey 

 

1. Using the FAS/CODA account 
number/subcode/nominal structure and 
related processes. 

Inventory spreadsheets and recurring journal 
entry templates used in FAS and begin translating 
to the new PS SmartKey number. 

 

2. Using the new SmartKey and account number 
combinations to navigate and enter 
information into PeopleSoft Financials. 

Training Courses: 

 PeopleSoft Fundamentals – Distance Learning 
o Prerequisite Training 

 Understanding Chartfields and SmartKeys 
o Prerequisite Training 

 GL Basics 1 - Making General Ledger Requests 
– Job Aid 

o Intended for all employees 

 Advanced GL 1 - Defining General Ledger 
Control Structure – Job Aid 

o Advanced class for employees that 
can modify Chart of Accounts 

 

3. Requesting new/modified Chart of Accounts 
by paper, but using a new form and obtain 
approval from respective Central Finance 
Office. 

 A form will be used to apply for a new 
SmartKey or Chart Field value (including 
department, account, etc.)  This form will be 
available September 1 on the University 
Finance Division website in the Controller’s 
Office section. 
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S/S/C Task: How do you manage this change? 

Journal Entries 

 

1. Using FAS (University and Healthcare) and 
CODA (Clinic and ESA) for all General Ledger 
functions. 

 

 

2. Using PeopleSoft to create Journal Entries 
using one of the following methods: 

 Online Entry 

 Spreadsheet Entry Upload 

Note: Journal entries can also be entered into the 
General Ledger via interfaces from external 
systems.  This is an automated procedure that 
does not require manual entry. 

Training Courses: 

 GL Basics 2 - Entering Online Journals  
o Intended for all employees 

 GL Basics 5 - Spreadsheet Journal Entries 
o Intermediate class, allows for multiple 

entries simultaneously 
 

Additional Impacts: 

 As you enter entries online and/or verify 
entries entered via the Spreadsheet Upload 
process, you can use the system to check for 
data errors and budgets against the journal. 

 

4. Using the automated workflow to create or 
reject journals.   

Note: Workflow will automatically send the 
approving supervisor or manager a notice when 
there are transactions requiring approval. 

Training Courses: 

 GL Basics 3 - Approving Journals – Distance 
Learning 

o Intended for managers 
 
Additional Impacts: 

 Approve/Reject notifications sent through via 
e-mail and the action performed in PeopleSoft 

 

5. Using PeopleSoft to perform Budget Inquiries 
to check “Actual” and “Budget Variance.” 

Training Courses: 

 GL Basics 4 - Performing GL Inquiries – 
Distance Learning 

o Intended for all employees  

 

 

6. University Only: Checking Suspense Accounts 
at a department level vs. Central Finance.  
Individual departments will be primarily 
responsible for clearing their suspense 
accounts as they will have visibility to the 
suspense transactions (not currently available 
in FAS). 

Training Courses: 

 GL Advanced 2 - Journal Suspension and 
Unsuspension – Distance Learning 
 

 

7. Using Fundriver to perform all Endowment 
Management transactions, i.e., unitizing 
assets, spend rate to income, investment pool 
– buying new units. 

 All training will be provided by Fundriver and is 
not included in Project Compass training on 
ESS.  Please contact your Super User for 
additional details on this training. 
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S/S/C Task: How do you manage this change? 

Budgets and Allocations 

 
1. Requesting Allocations with the current 

approval process, but using a new form. 
 This form will be available September 1 on the 

University Finance Division website in the 
Controller’s Office section. 

 
2. Using EBO to enter budgets, which will feed 

information to PeopleSoft.  PeopleSoft will be 
used to maintain budgets that have already 
been entered. 

 University will be able to modify budgets in 
PeopleSoft, however Healthcare will modify on 
an exception basis where very few can make 
changes. 

 

 

S/S/C Task: How do you manage this change? 

Endowment Management 

 

1. Using Fundriver to perform all Endowment 
Management transactions, i.e., unitizing 
assets, spend rate to income, investment pool 
– buying new units. 

 All training will be provided by Fundriver and is 
not included in Project Compass training on 
ESS.  Please contact your Super User for 
additional details on this training. 
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Asset Management 

The Asset Management (AM) module is used to record all assets for Emory.  The module allows for easier 

categorization, search, and processing of assets than the current systems and also changes the AM process to 

follow best practices.  Some of the high level process changes include creating vouchers in PeopleSoft Accounts 

Payable, then moving assets to the AM module, and finally integrating to the General Ledger.   

Staff Impacts 

The Asset Specialists in Central Finance will experience the majority of the job function changes.  The new process 

and data flows between PeopleSoft modules (Asset Management, Accounts Payable, and General Ledger) will 

require the Central Finance units to understand how the overall process works. 

Start – Stop – Continue 

The following section provides an outline of Asset Management tasks that staff will Start, Stop, or Continue with 

the implementation of PeopleSoft Financials.  For tasks that staff will start, the section outlines additional details 

and steps for managing or understanding how this change will impact job responsibilities and/or 

recommendations for PeopleSoft Financials training.  

S/S/C Task: How do you manage this change? 

Asset Management 

 

1. Using Sage, CODA, Access databases, or Excel 
to track assets – they will be retired with the 
implementation of PeopleSoft. 

The Asset Management (AM) module will be used 
to track assets.  Some major process changes are 
expected where assets will be entered in AM 
before going to the General Ledger 

 

2. Creating vouchers in SciQuest or PMM.  
Vouchers will be created using PeopleSoft 
Accounts Payable. 

PeopleSoft integrates current manual or disparate 
processes whereby vouchers are created in AP, 
then flow through the AM module, and are then 
automatically updated in the General Ledger. 

 

3. Using multiple systems and procedures to 
complete month-end processing.   

 With PeopleSoft, one application and one set of 
procedures will be used to complete month-
end processing and integration to the General 
Ledger. 

 The processing of depreciation and non-
depreciating assets is done through PeopleSoft 
simultaneously for University and Healthcare. 

 

4. Creating GL eJournals to any accounts within 
the PeopleSoft account range 

 

 

5. Using the PeopleSoft Asset Management 
module to perform all asset financial 
transactions. 

Training: 

 Asset Management Training – Instructor Led 
Course, intended for Asset Specialists only. 

 

6. Using the delivered reporting tool to view 
reports online and on-demand. 

Training: 

 Asset Review and Reporting – Distance 
Learning 
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7. Understanding the Asset Management 
Business Unit structure.   

 Assets must be entered into the Asset 
Management (AM) sub-module before they are 
moved to the General Ledger.   

 There are eight areas that will track assets: 
1. AMUNV AM University 
2. AMTEC AM Clinic 
3. AMESA AM Emory Specialty Associates 
4. AMEUH AM Emory Hospital 
5. AMECC AM Emory Children’s Center 
6. AMEHI AM EHC Shared Services 
7. AMEHM AM Emory Hospital Midtown 
8. AMWWC AM Wesley Woods Center 

 

 
8. Using SciQuest and PMM as the source of all 

Purchased assets.   Process for the origination of assets will be 
unchanged up to the point of entry to PeopleSoft  

 
9. Performing non-system oriented tasks for 

constructed and donated assets. 
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Travel and Expenses/Invoices (Healthcare Only) 

The expense module will be used to enter expense reports for reimbursable travel or employee purchases.  
Access to online expense reports, travel authorizations, and workflow-driven payment processing is available in 
PeopleSoft. 

Staff Impacts 

All employees eligible for travel or expense reimbursement will be affected.  Expense approvers will have the 

ability to accept or reject submitted expenses electronically rather than through paper forms. 

Start – Stop – Continue 

The following section provides an outline of Travel and Expense tasks that staff will Start, Stop, or Continue with 

the implementation of PeopleSoft Financials.  For tasks that staff will start, the section outlines additional details 

and steps for managing or understanding how this change will impact job responsibilities and/or 

recommendations for PeopleSoft Financials training.  

S/S/C Task: How do you manage this change? 

Vendor Invoices 

 
1. Entering all vendor invoices and Third Party 

Check Request into PMM. 
Additional Details: 

 Invoices entered into PMM will now be 
interfaced to PeopleSoft for payment. 

 

S/S/C Task: How do you manage this change? 

Expense Reports 

 

1. Using paper expense report forms.  

 

2. Using the PeopleSoft Expense Report form to 
request reimbursements for travel or other 
expense purchases. 

Note: Expense approvals are completed 
electronically. 

Training: 

 Expense Reports – Distance Learning 
o Intended for all employees 

 Expense Report Approvals – Job Aid 
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Travel and Expenses/Accounts Payable (University Only) 

The Accounts Payable and Travel and Expense modules will streamline the process for completing vouchers and 
how payments are processed at Emory. All employees will use the expense module to enter expense reports for 
travel  reimbursement.   The Travel and Expense module provides access to online expense reports.  Accounts 
Payable provides a streamlined approval and routing for voucher entries, improved management of 
disbursements, increased tracking of vendor management information, and integration of Grants Pre-Award and 
Post-Award. 

Staff Impacts 

For certain transactions all users may be affected (i.e. entering an expense or payments), whereas other 

transactions like managing vendors, uploading voucher spreadsheets, or void-close-escheat payments may affect 

only a very small population of users.   

Start – Stop – Continue 

The following section provides an outline of AP and Expense tasks that staff will Start, Stop, or Continue with the 

implementation of PeopleSoft Financials.  For tasks that staff will start, the section outlines additional details and 

steps for managing or understanding how this change will impact job responsibilities and/or recommendations for 

PeopleSoft Financials training.  

S/S/C Task: How do you manage this change? 

Emory Express/Vendor Invoices 

 
1. Entering all vendor invoices and purchases 

requiring a Purchase Order into Emory Express 
(SciQuest). 

Additional Details: 

 Invoices entered into Emory Express will now be 
interfaced to PeopleSoft for payment. 

 There will be two major changes for Emory 
Express: 

 The use of the new SmartKey and account 
number (replaces FAS number and Sub 
Account). 

 Additional approval step for requisitions that 
are charged to a grant fund or an asset 
account. 
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S/S/C Task: How do you manage this change? 

Individual Payment Request 

 

1. Using AP Payment Fin Web to review AP 
payments.  This information can be reviewed 
in PeopleSoft. 

 

 

2. Using the PeopleSoft Payment Request 
form to process payment to individuals 
for non-travel needs. 

 

Note: Staff will use the Payment Request form to 
process payments to individuals NOT companies.  
Vendor invoices and purchases requiring a 
Purchase Order will continue to be entered in 
Emory Express. 

Training: 

 Payment Requests – Distance Learning 

 Managing Payments – Job Aid 
 

Additional Details: 

 Payments to individuals are typically 1099 or 
1042 reportable payments. 

 Some examples include: 

 Guest Speakers 

 Study Participants 

 Payments to Foreign Nationals 

 

S/S/C Task: How do you manage this change? 

Expense Reports 

 

3. Using Fin Web to enter travel expenses.  

 

4. Using the PeopleSoft Expense Report form to 
request reimbursements for travel or other 
expense purchases. 

Note: Expense approvals are completed 
electronically. 

Training: 

 Expense Reports – Distance Learning 

 Intended for all employees 

 Expense Report Approvals – Job Aid 

 Cash Funds  
 

Additional Details: 

 University staff will use the PeopleSoft Expense 
Report for all reimbursements to: 

 Employees 

 Students 

 Guest of Emory University for travel 
expenses 

 University staff will use the PeopleSoft Expense 
Report for replenishment of Cash Funds to: 

 Study participant cash fund 

 General petty cash 
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S/S/C Task: How do you manage this change? 

Vendor Setup – Payment Services Group 

 

1. Using Fin Web Vendor to set up vendors.  

 

2. Using PeopleSoft to set up vendor. 

 
Training: 

 Vendor Maintenance – Job Aid (Payment 
Services  Only) 

 Entering, Approving, Modifying, and 
Inactivating Vendors 

 

Additional Details: 

 Vendors needed in Emory Express will be 
interfaced from PeopleSoft to Emory Express. 

 

S/S/C Task: How do you manage this change? 

Vouchers 

 

1. Using PeopleSoft for all voucher processes Training:  

 Voucher Creation – Job Aid 

 Paying and Finalizing Vouchers – Job Aid 

 Managing Vouchers – Job Aid 
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Accounts Receivable/Billing 

The Accounts Receiving and Billing module allows for departments to key all Non-Grant and Non-Patient billing 
information directly into PeopleSoft, offering a streamlined approach to billing/accounts receivables and 
management of the invoicing process.  The module gives users the ability to monitor cash position at any time, to 
create one time recurring and installment invoices, to create Dunning letters and customer statements, to process 
billing adjustments and tolerances, to process payments, to maintain customer balances, to maintain AR item 
history, or to age receivables by any Chartfield combination. 

Staff Impacts 

The Bursar’s Office will be impacted from the changes and managers, customers, cashiers, and others will need to 

take relevant training to perform their new functions appropriately. 

Start – Stop – Continue 

With the implementation of the PeopleSoft Accounts Receivable (AR)/Billing module, a number of AR/Billing tasks 

completed in the existing University systems (MASS500, Emory-Pay, and FAS) and the Healthcare systems (CODA 

and Quickbooks) will be replaced.   

The following section provides an outline of tasks that staff will Start with the implementation of PeopleSoft 

Accounts Receivable/Billing module.  For tasks that staff will start, the section outlines additional details and steps 

for managing or understanding how this change will impact job responsibilities and/or recommendations for 

PeopleSoft Financials training. 

S/S/C Task: How do you manage this change? 

Accounts Receivable/Billing 

 

1. Processing all bills using PeopleSoft. Training: 

 Online Bill Entry – Instructor Led Training 

 Creating, Standard, Installment, Recurring 
Bills 

 Reviewing and finalizing invoices 
 

Additional Details: 

 PeopleSoft Bills will be created for invoicing 
customers. 

 Users will no longer be assigned to a set of 
customers, but to a unit. 

 

2. Understanding the AR/Billing Business Unit 
structure. 

 The AR module is a “sub-module” of the 
General Ledger module, thereby using unique 
billing units. 

 The unique billing business unit includes a 
prefix of ‘AR’. 

 The unique billing business units will be linked 
to the General Ledger business unit. 
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 The same customer linked to different business 
units will have a unique customer number, 
attributes, and be processed separately. 

 

3. Using PeopleSoft for customer setup. Training: 

 New Customer Setup – Job Aid 

 Customer Maintenance – Job Aid 
 

Additional Details: 

 PeopleSoft will be used to set up customer 
values across entities that will invoice. 

 All customer information will also be stored in 
PeopleSoft.  Customers created prior to 
December 31, 2008 will be in PeopleSoft as of 
go-live.  Any customer created in 2009 will be 
manually added into PeopleSoft by users after 
go-live. 

 

4. Creating online deposits (unclaimed wires and 
departmental deposits) in PeopleSoft.  With 
PeopleSoft, journals for miscellaneous 
payments will be sent directly to the General 
Ledger. 

Training: 

 Processing Unclaimed Wire Transfers – Job Aid 

 Payment Processing – Instructor Led Course 

 ePay Process and Verification – Job Aid 

 

5. Using the AR module to process payments, 
reduce outstanding customer balances, and 
provide up-to-date and accurate information 
in the General Ledger and in the customer 
activities records. 

Training: 

 Payment Processing – Instructor Led Course 
o Create deposits 
o Processing payments 
o Pay Process and Verification 

 

 

6. Using PeopleSoft to generate various reports, 
including: 

 Customer statements 

 Customer Dunning letters/notices 

 Aging reports 

Training: 

 Reporting – Instructor Led Course 

 

7. Using the AR module to reconcile posted 
deposits to the Cashier’s System (Emory-Pay) 
and bank statements. 

Training: 

 Billing and Receivable Overview – Job Aid 
 

 

8. Claiming wires via the customized AR pages 
(i.e., select/post of amounts from the 
electronic bank files). 

Training: 

 Processing Unclaimed Wire Transfers – Job Aid 
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Human Resources 

Due to the integration with Finance the PeopleSoft HR module will be impacted by the Project Compass project.  
Existing training, documentation, and manuals will be updated to reflect the changes.  Additionally, interfaces 
used for various data feeds will be replaced with standard PeopleSoft functionality. 

Staff Impacts 

The Payroll group will primarily be affected.  Manuals and existing online training will be modified by HR to reflect 

the changes from the Financials implementation.   

Start – Stop – Continue 

The following section provides an outline of tasks that staff will Start, Stop, and Continue (S/S/C) with the 

implementation of PeopleSoft Financials.  For tasks that staff will start, the section outlines additional details and 

steps for managing or understanding how this change will impact job responsibilities and/or recommendations for 

PeopleSoft Financials training.  

S/S/C Task: How do you manage this change? 

Human Resources 

 

1. Using PeopleSoft Chart of Accounts for both 
University and Healthcare. 

Training: 

 Updating Earnings Account Mapping Tables – 
Distance Learning  

 Maintaining Distributions – Distance Learning 

 Running Actuals Distribution and Actuals 
General Ledger Interface – Distance Learning 

 

1. Calculating fringe rates.  An interface from HR 
to FI will provide salary information allowing 
fringe rates will be calculated in the Finance 
module 

2. Using blended fringe rates, and use only 
straight rates 

Training: 

 Reviewing Fringe Processing Changes – Job Aid 

 

 

1. Using Solomon for financial processing at 
Wesley Senior Living 

 

 
1. Using Kronos for time entry Training:  

 Reviewing Kronos and Time and Labor Changes 
– Job Aid 

 Required for Payroll Department and 
others monitoring time and labor results 
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Grants 

FAS and The Office of Sponsored Programs (OSP) database will integrate into one application in PeopleSoft. 
Preparing and routing proposals will change for campus, whereby submitting proposals to the agencies will be 
done with a new tool Emory Proposal Express (EPEX).  Pre-award and post award activity will occur in PeopleSoft 
in an end to end process.  PeopleSoft financial reporting, billing, and workbench functionality allows for more 
automated processes, reducing error points and increasing efficiency. 

Staff Impacts 

The Office of Sponsored Programs, Office of Grants and Contracts Accounting (OGCA), and the Controller’s Office 

will have the largest impact associated.  Those three offices will be provided with in depth training to ensure that 

they fully understand the process and technology changes. 

Start – Stop – Continue 

The following section provides an outline of Grants tasks that staff will Start, Stop, and Continue with the 

implementation of PeopleSoft Financials.  For tasks that staff will start, the section outlines additional details and 

steps for managing or understanding how this change will impact job responsibilities and/or recommendations for 

PeopleSoft Financials training.  
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S/S/C Task: How do you manage this change? 

Grants 

 

 Tracking internal workflow and provide 
proposal status notification e-mails to the 
Principal Investigator from PeopleSoft 

 Tracking significant changes to proposals and 
awards 

Training: 

 Award Management – Instructor Led Course 

 Proposal versioning, award generation, 
maintenance, and management 

 
 Day to day management of proposals and 

awards including budget modifications and 
account setups 

Training: 

 Award Management – Instructor Led Course 

 Proposal versioning, award generation, 
maintenance, and management  

 Project Management – Instructor Led Course 

 Project and activity setup, budget 
management, cost collection 

 

 Processing all Grant invoices and bills in 
PeopleSoft  

 Creating online deposits (unclaimed wires and 
checks) in PeopleSoft 
 

Training: 

 Billing and Receivables Management – 
Instructor Led Training 

 

 Using Emory Proposal Express (EPEX) for 
budget development, routing, and institution 
approval related to external funding. 

 Using automated workflow for proposal 
approval with EPEX 

Training: 

 Proposal Express – Instructor Led Training or 
Distance Learning (depending on role) 

 Proposal versioning, award generation, 
maintenance, and management  

 Proposal Review and Approval – Distance 
Learning 

 Project and activity setup, budget 
management, cost collection 

 
 Award Closeout Management Training: 

Award Closeout – Instructor Led Training 

 

 Using the SPAF Form for Proposals  
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Reporting 

Reports stemming from FAS or CODA have been developed over a long period of time to provide customized 
information in specified layouts.  PeopleSoft’s capabilities will be leveraged by our Reporting Team to deliver over 
80% of the required data in standard delivered reports and pre-defined query functions.  Some custom reports 
have also been developed to supplement the standard delivered reports and queries. 

Staff Impacts 

All employees at Emory will be affected by the change in reporting.  They will be enabled to run their own reports 

on-demand using predefined queries that are specific to the employee’s search criteria.   

Start – Stop – Continue 

The following section provides an outline of Reporting tasks that staff will Start, Stop, and Continue with the 

implementation of PeopleSoft Financials.  For tasks that staff will start, the section outlines additional details and 

steps for managing or understanding how this change will impact job responsibilities and/or recommendations for 

PeopleSoft Financials training. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



                                                                                                                                                              Manager’s Toolbox – Changes to Job Functions  

 

PeopleSoft Module: Reporting Last Revision: 7/23/2009                                         20 
 

 

S/S/C Task: How do you manage this change? 

Reporting 

 

 Using PeopleSoft’s Reporting Tool nVision to 
view delivered or predefined reports.  

 Using the drilldown functionality available in 
nVision to retrieve additional data or 
information 

Training: 

 Introduction to PeopleSoft Financials Reports 
and Inquiries – Distance Learning 

o Prerequisite 

 PeopleSoft Financials nVision Reports – 
Distance Learning 

 

 

 Using PeopleSoft Query Viewer to view 
delivered or predefined queries  

Training: 

 PeopleSoft Financials Query Viewer – Distance 
Learning 

 Intended for all employees  

 

 Using Cobol, mainframe loaded reports 

 Using Web Report Viewer 

 Retrieving information the Data Warehouse 

 Utilizing Excel and other spreadsheets to 
manage and manipulate report  data and 
formats 
 

 PeopleSoft’s reporting capability sets up Emory 
to use more powerful and flexible tools.  It will 
also set a foundation for better Business 
Intelligence and advanced reporting down the 
road. 

 

 Using nVision and to create new reports  

 Using Query Manager to create new queries 
Training: 

 Advanced PeopleSoft Financials nVision Reports 
-  Distance Learning 

 Power Users that have significant 
PeopleSoft expertise 

 Advanced PeopleSoft Financials Query Manager 
– Distance Learning 

 Power Users that have significant 
PeopleSoft expertise 

 


