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Login to Galaxy

1. Open an Internet browser (IE or
FireFox.

2. Login with NetlD and password.

3. Select Gemini Financials.

g galaxy s

Main Menu

Personalization Content Layout Tue, May 10, 11 3:04 PM

-+, Outlook Webmail
Pl Launch Dutiook Webmail to access your Microsoft Exchange Server mailbox

o, Zmail Login

Ba=l Zmai Login

£ Change Stored Zmail Password
-

== Have you recently changed your Zmail password? If so, you need to update the
password stored in Galaxy.

-]

My Email = My Menu

elearning
Visit eLearing to acoess your academic information

My Parking
Manage your parking account - Purchase Permits, Pay or Appeal Citations.

Staff Tools

Perform administrative tasks. Review and update personal information
Personal information

Payroll and Compensation

=] System Alerts =]

My Links | Select One: -

PeopleSoft Uparade

Due to required system upgrades Galaxy, Orion, and Gemini will be
unavailable from Thursday, May 12, 5 pm, until Monday, May 16, 8 am. We are
somy for the inconvenience and appreciate your patient understanding

Gemini - HR Management
+  Printing Paystubs from Legacy System Ends

+ TaxElections (W4) Through Porial Problem

fual *  Some Paychecks Affected by Benefits Issues
= enefis
|Jcolbox =l Gemini HR. Self Service Hore.
T Gemini Financials Forms
Access Gemini Financials - the UT Dallas PeopleSoft FIMS (Financial anagement Workist Routine Maintenance: The PespieSoft systems (Orion, Gemini HR, Gemini Finsncis]) wil be
System) implementation unavailatle due to routine maintenance on Sunday memings between 8:00 2.m. and noon.
My Galaxy Training (=ES|
=\ Gemini HR

1 Finaneiale

Start IDT Journal

Worklist for mtrimbl: Mary Trimble

1. Click Click Main Menu.
2. Click General Ledger custom.

Detail View Publish as Feed

Work LstFiters Feed

Customize | Find | viev A1 | B First K1 1011 D' ot

From Date From  Vilork ltem Worked By Activity Priority
H UTDBudagetApproval, 1001, DALO1
3. Click IDT Journal Entry. LA
MNatasha Hinton 12/17/2010 Approval Routing Approval Workflow 1-High HRNELM\D 0000002521
I: RNAL _DATE:2010-12-17
SINESS UNIT LN.DALOT
C:RADA

Create a New Journal

You're looking at the journal from your
worklist.

Find an Existing Value Add a New Value

1. Click Add a New Value folder tab.

2. Type DALO1 in Business Unit. Business Unit:|DAL01| | Q

Journal 1D; MNEXT

Journal Date: |03/03/2011 |[5)

Add
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Approving a Journal

1. Click Budget Approval folder tab.

2. Click Approve or Deny from Unit:  DALO1 JournalID: 0000000387 Date: 01/18/2011 4/
Approval Action.

3. Enter commentsin Deny Comments

' BudgetHeader [ BudagetLines | BudgetErrors

field “un DALOT @ =
4. Click Submit button. Approval Check Active: ¥
Approval Status: Mone
Approval Action: 2 IApprove vl
Deny Comments: 3 (]

Getting Help

Email:

e reporting@utdallas.edu
o Stephanie Williams

e Aaron Weberg

Phone:
e Financial Help Desk x4547 |2 save |
Budget Header | Budget Lines | Budget Errors | Budget Approval

| &4 Return to Search | 1] Previous in List | +E] NextinList | [[=] Notity | | Refresh | |Evadd | |7 updateiDisplay |

You are viewing the entire journal. All transaction lines are gray. You may see lines that use
ChartField values do not recognize. These ChartFields may belong to another approver. By
clicking Approve, you are approving all the lines that use ChartField values for which you are an
approver. Verify the following items:

Make sure the transaction should be a budget journal not an actuals journal.

Transaction is consistent with UT Dallas policy.

Description makes sense in relationship to the ChartField values.

Chart strings are correct.

Amounts are appropriate. 2
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Opening a Journal (not using Worklist)

To start Commitment Control in PeopleSoft:

1. Start Gemini Financials menu from Galaxy.
2. Click Commitment Control.

3. Click Enter Budget Journal.

4. Click Budget Journals or Budget Transfer.

To view journals:

5. Enter DALO1 in Business Unit field.

6. Select begin with from criteria dropdown.
7. Enter Journal ID in Journal ID field.

8. Delete User ID from User Id field.

9. Click Search button.

To Review:
10. Look at Budget Header folder tab.
Click Budget Lines folder tab. Review it.

To Approve Journal:
11. Click Budget Approval folder tab.

Enter Budget Journals

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Maximum number of rows to return (up to 300} |300

Business Unit: ’DALM—Q

Journal ID; begins with v (0000002521

Journal Date: = v |12:’1 TI2010 IEJ

UnPost Sequence: = v

Budget Header Status:| = v | v|
Description: begins with v |

User ID: begins with » |nhh08'1000 Q

[case sensitive

| Search || Clear |Basic Search [E] Save Search Criteria

Find an Existing Value | Add a New Value

12. Click Approve or Deny from dropdown list.
13. If you Deny, add comments.



