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This guide will demonstrate how to review a UShop PO in the CIS Management Report
whether or not you have access to UShop.

1. On the CIS Employee page, click on “Management Reports”
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2. On the Management Report Criteria page, insert your Activity or Project number, select
Summary of Revenue & Expenses, and click on “Run Report”
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3. On the General Leger page, select “Journal Detail “ from the dropdown Menu

:I Acctg Per: { November V|p ‘ 2015 v|p Report: |[AEMLETETT NN

ACTIVITY : 13541 - P2P PROJECT
SUMMARY OF REVENUE & EXPENSE

AS OF NOVEMBER 30, 2015

NOTE: On the Journal detail Report, the view docs column may contain either a UShop

shopping cart icon or a Fortis spyglass icon.

4. If you have access to UShop you may click on the shopping cart icon to see documents

housed in UShop.
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5. This will link you to UShop where you may view the electronic Invoice and other
documents in UShop. Notice that on the right side of the Invoice there is a link to
Fortis documents associated with this transaction.
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6. A document in Fortis may be a scanned invoice or other hard copy document from

the supplier. For example:
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7. If you do not have access to UShop, on the Journal Detail Report you may click the
number in the “Line Reference column.
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8. This will bring you to the Voucher and Payment History in People Soft. It is important
to understand that UShop is integrated with People Soft, so the information on UShop
documents can be found in the Voucher and Payment History.

Please note that this page provides links to both the UShop PO and to Fortis.

=z voucher and payment detail history ==

Invoice Detail Information Voucher Detail Information
Vendor Name: STAPLES ADVANTAGE, BUSINESS Business Unit: 37
INTERIGRS Voucher Number: VODOZ73S "y

Vendor Number: Oooo1a4128 Vioucher Date: 10:24/2015

1098(YIN) N Opr ID: UUSCIOST

1095 Withhold%: Control Group:

Hold Payments: Crigin: =T |

Invoice Number: 2281712513 PO Mumber- U00D001978

Inwoice Date: 1072472015 Source Document: PO

Invoice Amount: 54.77 Document Control No.: @
Entry Status: P
Close Status: Cr
Post Status AP: P

Voucher Payment Information

Check Num Handling Remit Remit Check Date Check Amount Check Sched Pmt On Hold  Reason
Code Vendor Address Status Cue Date
00015843 BC poocoi1e4126 5 12602015 5477 P 1242015
Item/Distribution
Line Description Amount 1099 BU Fund Org  Activity Proj Account AU BY
1 POUO00O0M197TE 1 STAPLES ADVAMTA 1328 N 01 1001 01872 13541 G2400 1

2 POUDO0D0197E 2 STAPLES ADVANTA, 1203 N 01 1001 01672 13541 G2400 1



9. If you have additional questions about the Management Report, please use the General
Accounting contact information found at the bottom of the Journal Detail Report.
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If you have questions regarding the content of this report, please contactiDave Heaps at 581-5054 or david heaps@admin.utah_edu.



