Using BUDDY

Anyone with access to PeopleSoft data can use BUDDY.

Log into BUDDY at www.udel.edu/BUDDY, using your UDelNetID and password.

There are 4 tabs to view different aspects of your data.

e Main view
0 Search function

e Category view

e Account view

e Transaction view
o Comment/tagging function
0 Query function

Main View

The main view shows a list of all the purposes (PeopleSoft’s term for an “account”) that you have
permission to view along with their balances.
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You can search on any part of the Purpose Code by typing your search terms in the Purpose Code
search area, or search on any part of the Purpose Description by typing your search terms into the
Purpose Description search area. Press Enter or select the “Click Here to Search Purposes” button.

Category View

Once you select a purpose to view, Category view shows a summary of the purpose balances broken
down by Account “categories.”
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Logged in as: WHITE,CHRISTINE SMITH
AGRI175121

CANR IT DEAN ADMIN
Year: 2008 Period: 5
Last Refreshed on:30-Oct-2007 Fund Type:OPBAL
Fund Period:FY
Balances by Account

Expenditres
130000- 139999 TRAVEL 0.00 518.51 0.00 -518.51
140000- 147777 SUPPLIES AND GENERAL 0.00 5276.16 0.00 -5276.16
199700- 199899 TRANSFERS 0.00 -42,500.00 0.00 42,500.00
Expenditure Totals 0.00 -36,705.33 0.00 36,70533

Account View
Clicking on the Account tab shows a summary of the purpose by individual account codes.
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Logged in as: WHITE,CHRISTINE SMITH

AGRI175121
CANR IT DEAN ADMIN

Year: 2008 Period: 5

Last Refreshed on:2007-10-30 Fund

00:00:00.0 Type:OPBAL

Fund Period:FY

Balances by Category
Accomst  AccommtDese | FY Budget FY Actuals FY Balance
130100 CONFERENCES & TRAINING MEETING TRAVEL 0.00 518.51 -518.51
141000 OFFICE SUPPLIES SUPPLIES AND GENERAL 0.00 769.92 -769.92
148400 COMPUTER SYSTEMS SOFTWARE SUPPLIES AND GENERAL 0.00 592.88 -592.88
148500 TELEPHONE SUPPLIES AND GENERAL 0.00 79.32 -7932
149600 COMPUTER HARDWARE & SUPPLIES SUPPLIES AND GENERAL 0.00 341687 -3416.87
149800 OTHER SUPPLIES&EXP SUPPLIES AND GENERAL 0.00 417.17 -417.17
199700 TRANSFERS W/ OP/NON TRANSFERS 0.00 -42,500.00 42,500.00
Expenditure Totals 0.00 -36,705.33 36,70533




Transaction View
Finally, clicking on the Transaction tab shows individual transactions for the purpose.
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These transactions can be sorted by clicking on any of the blue column headings.



Comment/tagging function

There are also four editable fields for each transaction (marked by the word edit). Just click on the word
edit in any row/transaction and a small window will appear, allowing you to insert your own tag or
description. Please be aware that these “tags” ONLY appear in BUDDY and do NOT appear in
PeopleSoft data.
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Query function

BUDDY has a Query function that allows you to search on any of the available columns. To get to the
Query function, click on the Query link at the top of the Transaction View.
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Clicking the Query link will take you to a screen that has boxes where you can enter search criteria as
below:
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Just enter a search term in the box below the appropriate column heading. For example, if | wanted to
search on “VMWARE?” in the Trans Description field, my entry would look like this:
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Once | click enter, BUDDY would return the following results:
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