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Florida International University

Reporting PantherTip -  Creating a Custom Report Scope for Multiple Projects/Departments  

The scope feature within nVision Reporting allows you to create multiple instances of a report using a single report request.  

For example, if you have 6 Project IDs, creating a custom scope containing these Project IDs will allow you run one Report ID and generate 6 separate reports.  See diagram below:
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Note:  A scope can only be created for Department/Project IDs that contain the same Report ID Prefix. The Report ID prefix corresponds to a unique Report Layout.  

For example, if you have 1 E&G department (DI Report Prefix) and 1 Auxiliary department (XA Report Prefix), you must create 2 separate report scopes. Below is a table from the FIN02 – Financial Reporting & Inquiries manual containing the different types of Report ID Prefixes. For Executive Level Report Prefixes, please refer to the Reporting Manual.

For Individual Department/Project Reports:

	Report Prefix
	Report Type

	PI 
	Project/Grant Summary Report

	GA 
	Agency Summary Report 

	XA 
	Auxiliary Summary Report

	DI 
	E & G Summary Report

	CI 
	Construction Summary Report

	DT 
	Transaction Detail for Department

	PT 
	Transaction Detail for Project


Steps for Creating a Custom Report Scope

1.   Follow the navigation shown below to display the Add a New Value tab for PS/nVision Report Requests.

	Navigation

· Reporting Tools

· PS/nVision

· Define Scope
· Add a New Value tab
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2.   Enter the following information in the Add a New Value tab. 

· Set ID: Enter “FIU01”.
· Report Scope:  The Report Scope is the unique name you will need to enter to identify your custom scope. Report Scopes must begin with “CU” and cannot exceed 10 characters.

Note:  Delivered Report IDs and Report Scopes are cleared and refreshed on a daily basis. Entering a report scope beginning with “CU” will ensure that your custom scope is not deleted.  

Note:   Use the Find an Existing Value tab to update a report scope that you have created previously.

3.   Click [image: image3.png]Add



. 

The Scope Definition page will be displayed.

Scope Definition Page
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4.   Enter the following Information in the Scope Definition Page:

· Description: Enter a Description for your Custom Scope.

· Business Unit: Enter “FIU01”.

· Field Combination Table: 

· Projects (Grants):  Enter “FIU_GL_PGALL_VW”.

· Departments:  Enter  “FIU_GL_DPALL_VW”.

· Field Name:

· Projects(Grants): Enter “PROJECT_ID”.

· Departments: Enter “DEPTID”.

·  How Specified:  Select  “Selected Detail Values”.

· Check “Business Unit Keyed Tree”.

· Value Table:

· Projects(Grants):  Enter “FIU_GL_PGALL_VW”.

· Departments:  Enter “FIU_GL_DPALL_VW”.

5.  Enter specific Department/Project IDs in the value table grid. See diagram above.

Note:  Click [image: image5.bmp] to add an additional Department/Project ID. You can also click Delete Scope to delete the entire scope you’ve created.
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Now that you have created the custom Report Scope you must update the Scope Definition field in the Report ID in order to run a Report ID using the new report scope.  Please refer to Chapter 4 of the Reporting Manual on how to update and run a Report ID. (Screenshot below depicts page on Report ID to updated Report Scope.)
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