Common Inquiries

Creating a By Project/By Account Inquiry for Restricted Funds 
(Using Grants-Standard or Grants-Deliverable pages) 
 
1. Log in to Campus Portal at https://myumb.umaryland.edu. 
2. At the Enterprise Menu pagelet, click the eUMB RAVEN hyperlink.  
3. Navigate to the RAVEN Inquiry page using the menu:  RAVEN > RAVEN Inquiry.
4. To start you have only one inquiry, the default inquiry named “ADHOC”.  Click the Search button to open the default inquiry.
5. Click on the appropriate Grants tab:  “Grants – Standard” or “Grants – Deliverable”.
6. Leave the Business Unit (BU) as the default:  “PSUMB”.
7. On the grants pages, the default timespan is “Life to Date” and “Current Month”.  If necessary, un-check Current Month to change the timespan.  
8. Enter your PCBU (e.g., “00184”).  Either key in the PCBU if you know it or use the Look Up button to select a PCBU.
9. Enter your Project ID (e.g., “00520018”).   Either key in the Project ID if you know it or use the Look Up button to select a Project ID.  Upon entering or selecting a Project ID, the page will auto-populate with the project details.
10. Select appropriate Display Option as follows:
· For RAVEN Online Summary View:  Select Display Option to display by Account.
· For Transaction Detail View (Online or Downloadable):  Select Display Option to display by Account; on Drill To select Transaction Detail.
11. Click the Fetch button to retrieve project data from RAVEN.  View online or download.
Creating a By Project/By Account Inquiry for Unrestricted Funds 
(Using All Activities Page)
 
1. Log in to Campus Portal at https://myumb.umaryland.edu. 
2. At the Enterprise Menu pagelet, click the eUMB RAVEN hyperlink.  
3. Navigate to the RAVEN Inquiry page using the menu:  RAVEN > RAVEN Inquiry.
4. To start you have only one inquiry, the default inquiry named “ADHOC”.  Click the Search button to open the default inquiry.
5. Confirm that you are on the “All Activities” tab.  If not, click on the “All Activities” tab.
6. Leave the Business Unit (BU) as the default:  “PSUMB”.
7. On the All Activities pages, the default time span is “Fiscal Year” 2006 and “Current Month”.  If necessary, un-check Current Month to select another fiscal year and/or month.
8.  Enter your PCBU (e.g., “00135”).  Either key in the PCBU if you know it or use the Look Up button to select a PCBU.
9. Enter your Project ID (e.g., “00321030”).   Either key in the Project ID if you know it or use the Look Up button to select a Project ID.  Upon entering or selecting a Project ID, the page will auto-populate with the project details.
10. Select appropriate Display Option as follows:
· For RAVEN Online Summary View:  Select Display Option to display by Account.
· For Transaction Detail View (Online or Downloadable):  Select Display Option to display by Account; on Drill To select Transaction Detail.
11. Click the Fetch button to retrieve project data from RAVEN.
Creating & Downloading a PCard Inquiry  
(Using PCard Inquiry Page – By Card Tab)
 

1. Log in to Campus Portal at https://myumb.umaryland.edu. 

2. At the Enterprise Menu pagelet, click the eUMB RAVEN hyperlink.  

3. Navigate to the PCard Inquiry page using the menu:  RAVEN > PCard Inquiry.

4. To start you have only one inquiry, the default inquiry named “ADHOC”.  Click the Search button to open the default inquiry.  (Hint:  You may need to “add” the ADHOC inquiry the first time you work the PCard Inquiry page.  Simply click the “Add a New Value” link, observe ‘ADHOC’ in the inquiry name box and click the Add button.)
5. Confirm that you are on the “By Card” tab.  If not, click on the “By Card” tab.

6. Leave default Business Unit (BU):  “PSUMB”.  Leave default Card Vendor:  “VISA”.

7. On the By Card tab, the default time span is the most recent Billing Cycle.  If necessary, select different ‘Billing Cycle Dates’ and ‘Thru’ dates.  Use the Lookup button to view and select available dates.

8. Use the Lookup button next to Employee to select the cardholder whose transactions you wish to retrieve.  (Hint:  You could select by Card Number instead.  To select all cards for which you have access, leave Employee and Card Number blank.)

9. Click the dropdown arrow next to Status and select either Staged (available for reallocation) or Closed (not available for reallocation).   (Hint:  To retrieve both Staged and Closed items, leave Status blank.) 

10.  Click the Summary Levels hyperlink.  If needed, click the Deselect All button to un-check all boxes.

11. Click on the boxes in this order:  Transaction Date, Merchant, Merchant City, Merchant State, Comments (1-40 chars), PCBU, Project, Fund, Program, Account, Tx Dept.  (Note:  Summary Level selection “builds” your own custom Results Grid.  Columns will display from left to right in the order you selected.  Example:  #1 is first column from the left, #2 is next and so on.)
12. Click the OK button.  Selections appear in order next to the Summary Levels hyperlink and below in the Results Grid.

13. Click the Display Options hyperlink.  Select the appropriate option as follows:

· To view online in a cascading format (using step out buttons), skip Step 13.  Go on to Step 14.
· To download or to view online without cascading, click the Excel Download Format box to add a checkmark.  Click the OK button.

14.  Click the Fetch button.  Results are displayed in the Results Grid.

15. To download to Excel, click on the download symbol [image: image1.jpg]


.  (Hint:  When saving your Excel file, remember to specify Microsoft Excel Worksheet in the ‘Save as type’ box.)

Online View: Have Transactions Been Reallocated or Not?
(Using PCard Inquiry Page – By Card Tab)
 
1. Log in to Campus Portal at https://myumb.umaryland.edu. 

2. At the Enterprise Menu pagelet, click the eUMB RAVEN hyperlink.  

3. Navigate to the PCard Inquiry page using the menu:  RAVEN > PCard Inquiry.

4. To start you have only one inquiry, the default inquiry named “ADHOC”.  Click the Search button to open the default inquiry.  (Hint:  You may need to “add” the ADHOC inquiry the first time you work the PCard Inquiry page.  Simply click the “Add a New Value” link, observe ‘ADHOC’ in the inquiry name box and click the Add button.)
5. Confirm that you are on the “By Card” tab.  If not, click on the “By Card” tab.

6. Leave Business Unit (BU) as the default:  “PSUMB”.  Leave Card Vendor as the default:  VISA.

7. On the By Card tab, the default time span is the most recent Billing Cycle.  If necessary, select different ‘Billing Cycle Dates’ and ‘Thru’ dates.  Use the Lookup button to view and select available dates.

8. Leave Optional Criteria blank to retrieve for all cards.  (If retrieving for one card only, use the Lookup button next to Employee to select the cardholder whose reallocation status you wish to retrieve.)
9. Click the dropdown arrow next to Status and select Staged (available for reallocation) or 

10. Click the Summary Levels hyperlink.  If needed, click the Deselect All button to un-check all boxes.

11. Click on the boxes in this order:  Owner Department, Card Number, Reallocated (Note:  Summary Level selection “builds” your own custom Results Grid.  Columns will display from left to right in the order you selected.  Example:  #1 is first column from the left, #2 is next and so on.)
12. Click the OK button.  Selections appear in order next to the Summary Levels hyperlink and below in the Results Grid.

13. Click the Display Options hyperlink.  The Excel Download Format box should be UNchecked.  Click the OK button.

14. Click the Fetch button.  Results are displayed in the Results Grid.
15. Use the Step Out buttons [image: image2.png]


 to view reallocation status online.
Creating a Statement of Payroll Charges Inquiry:  DOWNLOADABLE Version
(Using SPC Inquiry Page)
 
1. Log in to Campus Portal at https://myumb.umaryland.edu. 
2. At the Enterprise Menu pagelet, click the eUMB RAVEN hyperlink.  
3. Navigate to the RAVEN Inquiry page using the menu:  RAVEN > RAVEN Inquiry.
4. Click on SPC Inquiry; Click on Add a New Value.  
5. To start do not save inquiries.  Keep the default inquiry name of “ADHOC”.  Click the Add button.
6. In the white header area, leave the defaults (PSUMB, Pay Period Posted, Current Pay Period, blank Empl ID and blank Fiscal Year).
7. In the blue Chartfield Selection area- click on the hyperlink under Owner Dept and select the Dept ID of the highest level that you want to view (and have security access to).
8. Click on Summary Levels hyperlink- click the Select All button.  Click OK.
9. Click on Display Options- Uncheck “Show Whole $$” box. Check the Excel download format box.  Click OK.
10. Click the Fetch button to retrieve project data from RAVEN.
11. When data is returned, click on the download symbol [image: image3.jpg]


 to download to Excel.  By clicking on this button, the results will be downloaded to the web version of Excel.  You should click File-Save As and save this file to a directory or your desktop where you can easily retrieve it to manipulate the data as you desire.
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