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Step Action 
1 After logging into PeopleSoft Financials, you will access Service Unit Request (SUR) via the 

Home screen under Service Unit Request and it will default to SUR Entry.  You can also get 
to the screen via Nav Bar > Navigator > OU Main Menu > Service Unit Requests > SUR 
Entry 

 
2 Users can search for an existing SUR by using the Find an Existing Value tab.  If you are 

not finding the SUR you want, make sure to check the SUR Status and other search criteria 
so you are not excluding it from the search results. 
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3 Users can add a new SUR by using the Add a New Value tab.  The Business Unit will not 
default to a value.  Enter your Business Unit and then click the magnifying glass next.  After 
that, select the appropriate Service Unit.  Click Add. Add will take you to the Service Unit 
Request screen where the user can begin their selections.  

 
PLEASE NOTE: The Service Unit must be selected before hitting Add.  If you try to hit the Add 
button after typing the Business Unit and before clicking on the magnifying glass and 
selecting the Business Unit, it will display an error message.   
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4 The Required By section is the requested date of action for the Service Unit.   

 
The Org section will only let you enter SUR’s for Orgs for which you have security access.   
 
The Building and Room under Location of Delivery/Work is the location where delivery or 
work is requested.  Can be different than contact information since the SUR entry typically 
comes from a centralized group or certain individuals. 
 
The Contact Person Information is where you input the information (First, Last, Phone, 
location) the Service Unit can use to contact for Departmental correspondence.  Under the 
contact information is the Email section is where you can put one or multiple emails 
separated by a semicolon “email1@ou.edu;email2@ou.edu”.  Emails entered here will get 
the status change notifications from the Service Unit. 
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The Request Description section typically will have a box that says “Check for Estimate” if 
the request needs to get an estimate first.  It can also have Service Unit specific options 
based on the Service Unit (ex. Parking wants to know if you will pick up the pass or if they 
will send it through campus mail).  It will also have a text box to briefly describe the request.  
If request does not provide enough description, the Service Unit will have to reach out for 
clarification and might cause a delay in the request fulfillment.   
 
The Chartfield Information is where you will input the appropriate CFS for the work.  If 
needed, you can cost share across CFS and charge a percentage of the request.  The 
Percentage must be entered and if multiple CFS are entered, the percentage total must equal 
100.  Until the SUR is approved, you can update the CFS if you review it and entered it 
incorrectly. 
  

5 Once the user is finished entering all the SUR information, then you are ready to Save.  Be 
sure to add any attachment needed before submitting for approval.  Although, if you forgot 
to add before you click save, you can still add attachments until the it is approved.  You are 
also able to View the attachment if you believe you uploaded the wrong file. 

Click Save.  Once Saved, it will be in pending approval status.  A SUR in this status can be 
edited until it is approved.  Attachments can be changed, CFS can be changed, locations can 
be updated.  After the departmental approver approves it, it gets locked.  Additionally, once 
approved, all emails that were input in the Email section will get an email with the SUR 
number, Department, Description (Request description textbox), and any approver 
comments that were entered as well. 
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6 The SUR Report on the Menu is how you can make a PDF report of all SUR’s 
that match your search criteria.  You can search by any combination of SUR#, 
Date range entered, Service Unit, SUR Status, Org (you only have access to 
your Orgs), and Entity.  If you are unsure if you entered a SUR to the 
appropriate Service Unit or what status it is, you could use this report to check. 

Note: If you have not before, you will need to click on Add a New Value to 
create a Run Control ID.  You can add more, but unless you are saving multiple 
different searches, you just need one.  If you only have one, when you click 
search it will automatically pull it up.  If you have more than one, they will all 
be listed.  Once you have a Run Control ID selected and input your criteria, you 
can click on Run.    
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Note: for the SUR report to pull anything you must either request a number range 
or date range.  You can save your report with a set start date and a future date and 
it will pull all SUR’s input from the start date.  Ex.  12/01/2021 – 04/18/2023.  If you 

pulled the report in May, you would have to update that through date unless you 
pick a future date. 
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7 Once you have your parameters set and click run, the Process Scheduler 
Request will pop up.  Make sure that your *Format is set to PDF and then hit 
OK.  Once you hit OK, you can either access the PDF through Report Manager 
or Process Monitor.  Make sure your Process Request criteria are correct and 
then click Details next to the OUSURRPT you just ran.  Click View Log/Trace 
and then click the .PDF link.  Each Service Unit request is on a separate page so 
they do not get mixed up. 
 
NOTE: Process Monitor might be easier if you are needing to run multiple 
reports since Report Manager will not let you go back to the SUR Report 
screen once you click into a report unless you remember to right click and 
open the link as a new tab.  Process Monitor will likely be easier to navigate.  
Both Process Monitor and Report Manager can be accessed outside the SUR 
Module through Reports and Query Viewer.   
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