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Accessing Oracle Financial Application

1. Open San Joaquin Delta College Website
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e Go to the San Joaquin Delta College website by entering the URL deltacollege.edu in the
browser of your choice.

Recommendations: Use Chrome or Mozilla Firefox (Internet Explorer is not a recommended
browser for the use of the Oracle Financial Application)

e Scroll to the bottom of the page and select Faculty & Staff Resources.
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For Staff

Shared Resources

e Scroll to the For Staff section and select Oracle Finance Application.

The login page for the Oracle Financial Application will appear in a separate browser
window.
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S$an Josgun Dete College * 5151 Peciic Aws * Stockton, Celifarmes §5207 * (206) 954-5151

e Enter your email username and email password and select Login.
The Oracle Finance Application will appear.

= DELTACOLLEGE

Welcome, Jennjfer Eckert

You have a new Open # with he horma lon or e company logo
home page! Deabomien v 6 nOdn M

e Select the Home icon.

The Oracle application springboard will appear.
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'Creating Requisitions

1. Access Requisitions Page

= DELTRCOLLEGE

o Select the Procurement icon to open the Procurement folder.

= DELTRCOLLEGE

o Select the Purchase Requisitions icon.

DeltaCollege.edu
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Note: You can also select the Purchase Requisitions link in the Navigator menu.

The Requisitions page will appear.

= DELTRCOLLEGE

Requisitions
——
Shop by Category ¥ Search
Recent Requiaitions Racent Purchases
T No Gata to deplay.

o Select the More Tasks dropdown.

5 DeltaCollege.edu




= DELTRCOLLEGE (7

Requisitions

Shop by Category

Recent Requisitiors

SJboe220
Training Test Requisition

Recently Viewed

No cata to dapiey.

Select the Request Noncatalog Item dropdown.

DeltaCollege.edu




= DELTRCOLLEGE

Requisitions

Maguent Noscatakog e
Shop by Categoey v 13 -

Upcane Roausiton Preferercos

Necart Mogusitions Rocant Purchanes

Ip—
ssomze
rininia Youk Benastion Incampless

Recently Viewod

o Select the More Tasks dropdown and then Update Requisition Preferences.

The Edit Requisition Preferences page will appear.

Edit Requisition Preferences
Select the requisitionng BU where your prefarences will be applicabis.

Requisitioning BU [ SJOC Busness Unat
4 Shipping and Delivery

Requestar Eckoert, Jennifer

* Delivor-to Location  DATA CENTER AV Q
4 Billing
4 Favorite Charge Accounts +
Primary * Nickname * Charge Account Delete
acacemic b 1100.00000. 4501 679000.40027.0 | E8, xX
L] affice suppiies 1100,00000.4501.679000,00000.0 55, X

N\

o Select the check next to the charge account you wish to make the primary default
charge account.

Note: This charge account will be the charge account that will be charged if a

requisition is submitted and you do not change the account within the requisition
details.

Note: Select + to add charge accounts or X to delete charge accounts.

DeltaCollege.edu
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o Optional: Set up your Requisition Preferences to reflect the appropriate Business
Unit (Funds) you will use when creating your purchase requisitions.

Note: You must set your Requisition Preferences initially, prior to creating any
requisition.

See below for the Business Units and their corresponding funds

SJDC Business Unit \ Auxiliary Business Unit Foundation Business Unit
il 100 General Fund 5100 Bookstore 8300 Foundation
{1200 Grants/Categoricals 5200 Food Services
:1300 Parking Fund 7100 |ASDC - Assoc Stud
{3400 Farm 7200 ASDC - Rep Fee
;42(}0 Bond 7500 Scholarships
{3300 Child Development 7900 [Trust
16100  Self Insurance 8100 Clubs

{3900 RDA

4100 [Capital Projects

If you are not sure what Business Unit to choose, please call your Fiscal Analyst and they will be happy to assist you.




3. Create Noncatalog Request

Create Noncatalog Request

ftam Type | Gooms Or setvioes Biled by amaurt §

* tom Description

* Catogory Namw

* Amount
*Curency USD w
Anachments
Vaw w4 XK
Type Category * File Name or URL

o S 30 Cacay

Title

Soppher

Supolier Site

Suppber Contact

Frone

Fax

£ma

Suppier ltom

Description

Add 10 Shopeing st Add 10 Cart Dore

Attached By Attsohed Date

o Select Goods or services billed by amount in the Item Type dropdown to create a

\

requisition by amount (i.e., Yearly open PO, Contracts, etc...).

Create Noncatalog Request

Nam Type  Goos or senicss S0 by Guantsy §

* e Description

* Catagory Name

* Quantity
¥ UOM Name
* Price
“Gurway USD w
Attachments
veww 4 X
Type Category * File Name or URL

NG 248 5 Aapay

Supober

Succler She

Supoler Comtact

Fhone

Fax

Emal

Supolier Rem

Description

w Bppier

Attached By Attached Date

Select Goods or services billed by quantity in the Item Type dropdown to create a

requisition by quantity.

Note: The Quantity and UOM Name will appear.

\
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Create Noncataiog Request A1 Sopping st AdSmCat | Done

Moo Type (oo of nervices biled by Guansty §

* tem Desoription

* Catagary Name

Catagery * Filo Name ot URL Tithe A hed By A hed Date

o Enter the required fields (displayed with an asterisk), supplier, and attachments:

o Item Description: This description of the item to be purchased. The detail of
this description should follow the Purchasing Policy Guidelines.

o Category Name: The category name (i.e., commodity code) represents the
item type and associated buyer.

o Quantity: The quantity field is required when creating a requisition billed by
quantity.

o UOM Name: This unit of measure field is required when creating a
requisition billed by quantity.

o Supplier: The supplier should represent an existing supplier that is
searchable. If the supplier is a new supplier, select the New supplier
checkbox directly above the Supplier field so that the Purchasing
Department can create the supplier in the system. Note: For all new
suppliers, please attach all required supporting documentation.

o Attachments: Select the + symbol to add attachments to the requisition.
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Create Noncatalog Request | At to Bho0pimg Lt Done 1

Ram Type  COODE OF $6rvOed DOMG By Quamty $ New suDpior
* nem Description Supolier
Suppler Site

* Categary Nems
Supplier Contacy

* Cuantity
Prong
* VoM Name -
Fax
* Price
Emant

Suppler ftem
Afttachments

vewy B X

Type Category * File Name or URL Title Descrigtion Atusched By Attached Dato \
No tata o Sachyy

o Select Add to Cart to add the line item to the requisition.

Note: All line items should be added to cart before you will submit the requisition.
Note: Each line item will be added to the cart and the cart number will display.

Note: Include the shipping and freight charges as separate line items (Category
Name of these lines should match the original line item’s category name).

Note: Only one supplier per requisition is allowed, thus you only need to enter the
supplier on the first line item of the requisition.

Create Noncatalog Request | A% wsnapping st | AcdinCan | | Dame

fam Tyoe JOOUS OF MrcEs SIMG By Guntty $ N soCoer
* hem Deserption Supphar
Swcoler She

* Catogory Name
Suppler Contact

* Quantity

Fhone
* LOM Name v
Price
[
G cy -
Sapoier ftem
Attachments
v 4+ X

Type Category * Fle Name or URL Title D et s By & Dato

o Select Done once all requisition lines have been added to the cart.

The Requisitions summary page will appear.
11
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Requisitions
MomTasks w  Manage Requations ,:]
Shop by Category » Senss oy Jonstiaocnell PV TYI
Torsl 1,
= : $1,500.00
No data 50 daplay.
SJ002229

Training Tost Requisiton

N
Recently Viewed
o Select the cart icon to view the items in the cart, then select Review to open the
requisition to review the line item details before submitting the requisition.
Note: It is important to review the requisition first to confirm the charge accounts
you wish to use.
The Requisition page will appear.
Requisition; SJD02229 (ChackFunde  ViewLieOyos Actons ¥ Dgnw.
Dugricate
"""“‘““"‘:3 SIOC Sumnenss Und Creation Date  5:W18 Raquisisn Ama
Deiate
Enternc By  “Janciter Ecannt Status  Incomplete Asproval Amo
Description  Training Tost Requiszion Justification ‘Mﬂl \
gy View Document Hstory
Requisition Lines View POF
Actont w Vew v Tome w freotr » Detach \
Line Itom Dencrigtion Catagory Name Quantity UOM Price  Amount (USD) Status Flancs Status c
1 computer Computer Hardwane, Soft 1 Ea 1,500.00 USD 150000 Incompite NN reserved
Rows Selected 1 Colarmen Hiddon 13

Line 1: Detais

Bequester Jerndter Eckert Destination Type Expenss
Reguesiod Delvery Dote 31618 Suggested Supplier OFFICE DEPOT
Detiver-10 Location Type el Supplar Ham

Defiver-to Location [JATA CENTER AV

4 Tax

12
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o Select the Actions dropdown and then select Edit.

The Edit Requisition page will appear.

DELTACOLLEGE 1)

e
()

Edit Requisition: SJD02229

4 Lina 1: Dataiis

4 Dalyvery
Roquester Eciort, Jenniter
Umgent No 3

=

| Bhop | Check Funds  Munage Approvals | View FOF Bave

Focuistioning 2.0 Ecatvans Unt Jusshceton
L
* Duactiption Trareng Test Aegusson
Requsstion Lines
Ados v Viw vy Foma w 8 /7 X Detach
LUne Description Category Name * Quantity UOM Name
computor Gomputer Harowore 1 B
Totad
Rows Seioctea | Columng MSdden 8

Deiverto Addrosn |

* Deiver-to Location

RAequitition

Amount U

Approval Amasunrt

Funds Gtmus

Attactmonms Nooe =

Price  Amount (USD) Funds Status
| S0G20 USD 000  Not resarved
1,900.00

DATA GENTER AV

5161 Pacisc Ave. STOCKT

STATES

ON, CALIFORNA 93207

NO? Moerved

Delete

Ao v Vew v Fomat v B /7 X Detacn
Line Cescnption Catagory Nave * Quantity UOM Name Price  Amoumt NSD| Funds Status Delete
corpaw Carrputer Harteae ta A00.00 U0 SO000. Nt aervedd X
Total 1,600.00
Turwa Seixcted Colarrne Midden  #
4 Line 2: Dotals
4 Dwvenry
Roquester  Ecemt, Jeonder * Debverdn Location DATA CENTER A
Ugemt  No 2 Delivar-ts Aschens MR At STOCKYON. CALIFOINA b2 TE0 SIWE
Fogoestes Delivary Dawe W08 o
4 Bang
o v ™t v « Ovetach
Charge
Aot Charpe Acoount * Budget Date " Percentage Oantity  Amownt [USD) Funds Status Deloto
Niskname
en scootet £ | 110000008 AN\ 7K y Wi o 0 Not arves
Totad %00 1 1.500.00
4 Tax
Traaaction Butisess Category  Purcrase Tharmscson - Tat Glassification Code v

N

o Select down the page to view the line item details below and verify the charge

accounts used for each line item in the requisition.

13
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Edit Requisition: SJD02229 | Bnop | CheckFunds  Manage Approvals  ViewPOF  Save. vl Submit
““"”"”"‘:g SJDC Business Unt Justification “““:":::"ﬂ': :):;00(. \
* Description  Training Test Requisiticn Approval Amount LS; 500

Fundn Status  Not reserved

Amtachments Nono =

Requisition Lines

Actiors v View v Format w B /X frmezs  » Detach
Line  Description Category Name * Quantity UOM Name Price  Amount (USD} Funds Status Dedote
1 compuner Compuer Hardwam, |, ' & 1,500.00 USD 150000  Not reserved X
Total 1,600.00

Rown Selected ! Columns Midden 8

4 Line 1: Details

4 Delivery
Roguestor Eckert, Jennifor * Deliver-to Location  DATA CENTER AV Q
i & 5151 Pacifc Ave. STOCKTON. CALIFORNA 65207
Kepeet | Masé Deliverto Address |, ite0 STATES

P -~ - -

o Select Submit at the top of the page when ready to submit the requisition.

Edit Requisition: SJD02228 s ChechFumos  Miage Asarek | View PP v R
Save e Gl
Reguistioning OU  BUOC Bmsess Livl Juntmcation Raguisticn Ameant 1 30000 UG

* Destrtinn  Traking Tent Regaeton Approest Amaunt 1 538.20 (1
Funds Stanm Mo cotaved

Altscreetts fxe o

Requistion Lines

Ao v Vew v fometw B /s X P » Detach
Line  Descripticn Categery Name * Quantity UOM Mame Prica  Amount (USD) Funds Strtus Dekte
compr Compue Martwan, o 100000 L3O 30000 Aot rewerves x
Totst 150000
Mows Someted 1 Commes iidoen 2

4 Uno 2: Datain
A Dalvary

Nedoetter  Exannt, Jwvite * Dativerto Locetien [T CENTEN AV

Urpest Mo & Datwer-2o Accbmas 5141 Maciic Ave, STOCKTON, CALVOMNA 8207, UNETED STATES

&

FRoguestod Osivery Die W

4 Bsog

Optional: Select the Save dropdown and then Save and Close to save the requisition
as a draft.

14
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Search for a Charge Account

You can search for charge accounts in both the Preferences and Requisition pages by
selecting the icon next to the charge account field. Once you select the field, a dialog
will appear that gives you the option to either search by an alias (i.e., KFS account # and
object code) or by entering one or more segment fields.

o Select the Search Charge Account icon to search for a charge account.

The Charge Account search page will appear.

Charge Account x
|
’ 4 Hide Ssgments
| Alian -
Fund -
Source v
|
Orgenication v
Program v
Activity -
' SubActivity .
Object v
nterFond 0000 v Deluun
Futurgd 0000 w Nors
i Search Reset | OK Cancel

o Optional: Select the Alias dropdown to search for a charge account using the
account alias.
Note: If you know the Fund, Source, Organization, Program, Activity, Sub Activity,

or Object Code, you can enter those segments and then Ok directly in this window.

Note: The Interfund and Futurel segments are currently not being used and will
always display “0000”. Although these segments are not used, they are needed as
part of the Oracle charge account number and must always be included.

15
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Charge Account x

4 Hide Segmuants

LUt -

000 .0

Hrzeryns

2. 6680000 00000

Fasarves

Fasorves

Orpanization

Program - Sy
Program oY e

mic LAt Scpoon - €

4
Ac

Merchandse - Merchandise Sales

SunActivity

Usod & Usocd Sock Purchases

Cbject | reoo002-sstt Q0000 0881 0000...  Other Pogt Employmont Berafns

Puty A Cntine - G Foatilar
IntorFund ubheatcns Canty el Fmguba

FUturs) ey o v

o Select Search.

4 Search Nowc
Adas

Search  Aesmt

At Combination Descripton

2O 1AT-0000F - 5007 1200 20006 2002 BOTCOM DODOY DO0OF 4807 Q0K Srudertt Gy Program - Feserves

Student Sguity Program - Foserves

167 -0000H-5007 200 PEAHE 2000 SA0000. DODOD DOOOH 590 000 Srucsert Fauity Program - Pesser v

2, DODOS. DO0OL 80

t Equity Program

2 &7-0000)-5% 0oco Sidenm Equtty Program - Resarvos
100087219 1100 00000, 4501 875000 4002 7. 00000, 2181000 Acagermx; Lab Soppart l'h‘.(bﬂ_’llr
g842 5t \ocrarcine - Merchas
£100005-4 A8 570000000 7060 10048 H0000. 5560 0020 et Books - Lised Book Purchases
255 10231 DIDO0.BEE T 00X Othar Post Employment Beoettn - 02

o Enter the alias in the Alias text field and the select Search to find theassociate Oracle
Account.

16
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x
4 Searct Basic
Alias  5100005-4860
Search = Resst
Alias Combination Description
S5100005-4650 5100.00000.7050.691000. 10043,00000 4650.0000 Used Bocks - Usad Book Purchases
OK Cancel
x
4 Search Basic
Alias  7600002-8981
Search  Reset
Alias Combination Description
7600002-8581 7600.00000,4830.721000.10231 ,00000.8681.0000 Other Post Empioyment Benefils - OF
I OK Cancel

o Select the line to add and then select Ok.

The appropriate account segments will appear in the Charge Account window.

Charge Account x

4 Hide Ssgments

Akas | TE00002-8581 v

Fund 7600 w Other Trust - OPEB
Source (0000 w None
Organization 4630 w Cenersl
Program 721000 w. Lonrg Tarm Debt
Activity 10231 < OPEB
SubActivity C0O00Q w None
Object 8581  w  Intecfund Transfar in

InterfFund COD0  w  Default

Futuret  CODO w None

Search Reset | OK Cancel

o Select Ok.

17
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Search for or check the status of a Requisition by Requester, Requisition #,
or Purchase Order #

You can search requisitions in the system that have been created by you or another user.

The Manage Requisitions page allows you to search for these requisitions by either the
requestor name, requisition number, or purchase order number.

= DELTACOLLEGE o]

Requisitions

Shop by Category v

Recent Requisitions

SJDg2229
Training Test Requisition

Recently Viewed

Search

Recent Purchases

No data 10 dsplay.
Incomplete

o Select the Manage Requisitions link.




Manage Requisitions
4 Search Agdvanced Manage Watchlist  Saved Search _¥qusitions | Entered
** Al least one in required
Requisitioning BU ] Status  AS
Eckon, st \ Racuesir
Description Requisitions Requiring Attention
/ rch Results
AU | Actons v View v Format v i vaz Detach
Requisition Description Creation Date 'f’ VA Satus Funds Status Order
SID02229 Training Test Requistion 2818 1,500.00USD  Incamplete Not resorved
O 5000005 smoie test 118 0 Canceied Not reserved
Columns Hidden 5

@)

o

Enter the following to search for arequisition:

o Auser name in the Entered by field will allow you to search for a requisition
created by another user.

o Arequisition number in the Requisition field will allow you to search fora
requisition by the requisition number.

o A purchase order number in the Order field will allow you to search for a
requisition by the purchase order number.

Select Search once you have entered a field to search on. The results will displayin
Search Results section at the bottom of the page.

Status defined:

o

@)
@)
@)
@)

19

Approved: Requisition is in the purchasing queue for processing
Canceled: The requisition has been canceled

Incomplete: The requisition has not been submitted

Pending Approval: Requisition is pending Fiscal Officer approval
Returned: Requisition has been returned to requestor for correction
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o Select the Reports and Analytics link in the Navigator menu.

The Reports and Analytics page will appear.

= DELTACOLLEGE )

i Sortly  Laat Upcaned Doce 3 hd

———  Deta Buopet Versm Astusl
a0 Creatod By

B o Busge Wi A W2EE 231 P
Lol Upaated By

Note: Selecting the star next to the report will allow you to see favorites.

20
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= DELTRCOLLEGE ()

Reports and Analytics Brovns Constag

o Select All Folders to view the folders in the system.

= DELTROOULEGE (D)

Reports and Analytics e G

o Select the Shared Folders folder.

21
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= DELTACOLLEGE (D

Reports and Analytics Wrowse Catwog
A Folders

Pt Mityoss ¢
Croate v

Gommen Costen

/ Custormes Deta Vanagamert
Zremriyise Carracts
/ -

Frarcan
T Mnctonsl Seko
Hgrer Ecuoaton
*haman Cagrtal Managuert

NOSDe COUTOenManon

T e T e e P T L

o Select the Custom folder.

= DELYRCOULEGE

Reports and Analytics Browea Gaakeg
Al Folcers 1 Sharec Focen
Fiter Atgem * e
Croats ¥

Cumtorrar Desatinats Managemart
Dasntoarox
Faoora Sea
Hoher Ezaron
= Haman Capes Management
Procgrement
Proyects

Pgsston Funs Chwck

o Select the Financials folder.

22
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= DELTRCOLLEGE 7

Reports and Analytics

COLLEGE

orowan oy
Cmote v
o Select the Budget Versus Actual folder.
Aeports and Aralytics 1w Loy

[

v B Dome snper mrms Actum wisss stes ado

T Dorn Bt ser Actis s

Fowmiol mrvee Y uemm v Dartere

Prarww Pwwacter Dews

s

ot Lmmten Oy

Las Updurnt b

Srmmnd

9 Vpmset By

Trmad By

vt Vpemien By

o Select either the Delta Budget Versus Actual or Delta Budget Versus Actual without

Alias report.

Note: The Delta Budget Versus Actual without Alias report defines all accounts from
all Business Units with or without budget, regardless of an Alias associated or not.

Note: Select the star to the left of the report name to save the report as a Favorite.

23
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Note: Due to role permissions, you may or may not see the data in other reports
displayed on the page.

ORACIE Business Inesigence Sewcn A v Adwced OTEiHen Holow  SgaOut w
Budget Versus Actual Home Caxsoy  Favenm w Tasrooads v teww Opon w Sgred N AS Jennter Eckart v
Arol
Delta Budget Versus Actual
[=2r08)
o Select the Fiscal Officer Dropdown to view accounts for the specified Fiscal
Officer(s).
OQACL.E Business Intelligence Search Al v 2, Advanced OTBiHelp Helpw  SignOu
Budget Versus Actual Home Catalog Favorites v Dashboards v New v Cpen v Signed In As  Jennifer Eckert v|

Fiscal Officor  THI NGOC PHAM v FY12

Deita Budget Versus Act..

o Select Apply.

24
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The Delta Budget Versus Actual Report will appear.

ORACLE susness issitgance Sewen A 5 A S e R U e
Hore  Cwwoy  Fawdus v Bt e e ) CER L e S S
Piacsl OMtioar  THi NGOG PHAM = —

Delta Budget Versus Actual

FISCAL OFFICER | AAS DESCURTION | acoousy juut | oo [ acu ‘nm_ﬂ&i nollARE | comaTTED
PLRONT

The Delta Budget Versus Actual Report provides the following:

Fiscal Officer name(s) — names of those Fiscal Officersselected.
Alias — KFS account number and object code.
Description — description of the account
Account — Oracle account number, where the segmentsinclude:
=  Fund
=  Source
= QOrganization
=  Program
= Activity
= Sub Activity
=  Object
= |nterfund
=  Futurel
Budget — Account budgeted amount.
Encumbered
Actual
Available
Available Percent
Committed

o O O O

O O O O O O




