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Overview

This course describes and illustrates how to use the powerful reporting capabilities within
the PeopleSoft Financials system.

Since July 1, 2004 Florida International University has been using the reports within
PeopleSoft to meet your informational needs. This document is meant to help you
throughout this change.

Objectives
By the end of this course, you will be able to:

Understand the Delivered Financials Reports

Generate a Report On Demand (ad-hoc) using Specific Criteria

Locate the folder where your reports will be delivered

Retrieve and work with the delivered reports from Peoplesoft FIU Month-End Reports
Page

Run a Query using Query Viewer

e Use Peoplesoft Inquiry Tools to gather data
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Business Notes

Project leaders must review and reconcile their ledgers each month to verify the validity of
charges made to their department and projects.

The PeopleSoft Financials system has a number of controls to prevent the erroneous
posting of a transaction. However, there are circumstances under which a charge could
erroneously be posted to the wrong account. When this happens, the only way to detect
the error is by reviewing the departmental ledgers. The reports introduced within this class
should assist you in your investigation.

If you have questions regarding discrepancies in your ledger, contact the Controller’'s
Office within 30 days. Invalid or incorrect charges not reported within this time cannot be
corrected.

Page 4 of 59 Fall 2005 FINO2 - Financials Reporting



Wratrss Florida International University

Chapter 1 — Understanding nVision Reports at FIU

The intention of this chapter is to give you a preview of the available reports as well as a
description of their contents.

The following summary month-end reports will be delivered to you electronically via
FIU MONTH-END REPORTS each month within the PeopleSoft system.

e Summary Reports by Account - Summary Reports provide a summary by
Account for one specific Department ID or Project ID.

Department (i.e. E & G) Summary Report
Project Summary Report

Auxiliary Summary Report

Agency Summary Report

Construction Summary Report

OO0O0OO0O0

The following types of reports will be available for you to run at your convenience.

e Detailed Transaction Report for a Department/Project - The transactional
report not only provides the amounts that comprise the figures within the
summary reports, but also important transaction information from modules
outside of the General Ledger, including Purchasing and Accounts Payables.

0 Transaction Details for a Department
0 Transaction Details for a Project

e Executive Summary Reports - Summary Reports provide a summary by
Account for multiple Department IDs or Project IDs.

Department Executive Summary (All expense categories)
Department Executive Summary (Salaries)

Department Executive Summary (OPS)

Department Executive Summary (Expenses)

Department Executive Summary (OCO)

Project Executive Summary

O 0000 Oo

e Budget Summary Reports - The Budget summary reports provide additional
detail behind the budgetary activity for a department/project or multiple
departments/projects.

o0 Executive Budget Summary
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Summary Reports

Summary Report for Departments (i.e. E & G) Activity Information
| | (see table below for
NOTE: Invalid or incorrect charges must Dep artm ent I D CO|U mn Descrl ptlons)
be reported within 30 days to
GLMAINT@&FIU.EDU
Request Name: DI212000
Report Title: | DI ENGDEAN
Roll Up Level Name or Department: | 212000101
1 Roll UplD t t D iption: ENGINEERINGEAPFPLIED 5C1 DEAN'S
[Account Information or FEpaAment Deserption
As of Date: | 2005-08-20
TTD Includes Certified Forvard
Annual Adjuste | I [| Balance Current Mth YTD
Budget Pre Enc EncumbranceEzpenses - KK | Available Actuals Actuals ©
PERMAMNENT SALARIES AND WAGES
F7 71000 Permanent Salaries 4 462 1] a 0 a a
FrTid Salaries - AP 0 1] a T a 2165
FryTm State Retirement 0 1] a h a 225
FeEiam State Health -Employer 0 1] a 0 a 161
FrFanz State Life - Emiplayer 1] 1} 0 1] 0 3
Subtotal 48,462 1] 1] T3 47.669 LI} 2.544
OPS PAYROLL
FrTIR00 Other Perzonnel Services 0,000 1] 1] 1} 1] 1]
FT1em Clerical Labor 1} 1] 1] 5,569 4,130 7569
FrTIR0G OFS Graduate Az=istants 1] 0 1] b.A58 1,833 5495
] OFS College wWiork Study IMatchin 1} ] a 106 a 106
Subtotal 60,000 1] 1] 1,232 48,768 6,022 13173
OTHER OPERATING EXPENSES
Subtotal 291,416 63 19,673 29.763 241,917 12,894 46,079
OTHER CAPITAL OUTLAY
Subtotal 126,500 1] 1.753 1,033 123.714 LI} 1.033
GRAND TOTAL EXFENSES 526,378 63 21,426 42 841 462 068 18,916 62, 828
"Hate: The Sitforence botsren FIRActuair and IR Expenrar - KK ir Cortified Farverd esd trearectivar thef beve 2t rof
dron purtod tw Eeonereddedges fELF

Column Name ‘ Column Description

Annual Adjusted Original Budget Allocations, plus adjustments to original budgets (i.e.
Budget Salary Adjustments)
Pre Encumbrance | Purchase Requisition Allocations Activity entered Year to Date

Encumbrance Purchase Order Allocations, Travel Authorizations, and Salary
Encumbrance activity entered Year to Date.
Expenses- KK Vouchers, ID Transfers, Journals and other expense allocations from

the Year to Date to be posted to Ledger KK.
Balance Available | The Total Available Balance. This value is calculated by the following

(Calculated Field) | formula:
Balance Available = Budget — (Expenses-KK + Encumbrance + Pre Enc)

Current Mth Vouchers, ID Transfers, Journals and other expense allocations from
Actuals the Current Month to be posted to the Actuals Ledger.
YTD Actuals Vouchers, ID Transfers, Journals and other expense allocations from

the Year To Date to be posted to the Actuals Ledger.

Page 6 of 59 Fall 2005 FINO2 - Financials Reporting



Wratrss Florida International University

Summary Report for Departments (i.e. E & G) Continued...

NOTE: Invalid or incorrect charges must
be reported within 30 days to
GLMAINT@FIULEDU
Request Name: | DI2Z12000
Report Title: DI ENGDEAN
Foll Up Level Name or Department: | 212000101
Roll UpiDepartment Description: | ENGINEERING&APPLIED
As of Date: | 2005-08-20
Annual
From Budget | Transfer From Transfer E
Difices DOriginal Budget Adjustment YTD A
Annual [ [Fermanent!Or{ Ferm TransH Temporary A/ Temp TransferAnnual Adjusted [ T [| Balance
Perm Budget Budgets Budgets [E&| Budgets Budgets Budget Pre Enc EncumbranceéEzpenses - KK| Available

PERMANENT SALARIES AND WAGES
(71000 Permanent Salaries 45,462 45462 o o 1] 45462 o 0 1]
Freat Salaries - AP o a a o o a o i} i
FrrFol State Retirement 1] 1] 1] 1] 1] 1] 1] a 5
Freiao State Health -Employer 1] a a 1] 1] a 1] 1} a
fr71a02 State Life - Emplayer o 1] 1] o o 1] o 0 1]

Subtotal 48,462 48,462 [} [} ] 48.462 [} 0 73 47.663
OFS5 PAYROLL
Frrs0n Cither Perzonnel Services E0,000 E0,000 a 1] 1] £0,000 1] 1} a
Frrsot Clerical Labor a a a a a a o 0 5,569
(71505 OP'S Graduate Azsistants 1} a a 1} 1} a 1} 0 55D
FrriE0g OPE College Work Study Matchin 1] 1] 1] 1] 1] 1] 1] 1} 108

Subtotal 60,000 £0.000 [} [} ] E0.000 [} 0 1.232 48.768
OTHER OPERATING EXPENSES

Subtotal 299,388 299,388 L] L] [7.972) 291.11& 63 19673 29,763 241.917
OTHER CAFPITAL ODUTLAY

Subtotal 151,500 151,500 [} L] [25.000) 126,500 L] 1.753 1033 123,714
GRAND TOTAL EXPENSES 559,350 559,350 [1] [1] [32.972] 526,378 ] 21,426 42,821 462,068

= Mwits: Fda SifFa Ardarran I wndf FILE - AR ir Wi o Fanraras
drrs parted te Gracral dedeer (6L}

Column Name Column Description

Annual Perm Budget Original budget allocation reflecting all permanent allocations

(BO)Permanent/Original | Permanent Budget Office allocation
Budgets
Permanent Transfer Permanent budget transfer allocation
Budgets
(BO)Temporary Temporary Budget Office allocation
Adjusted Budgets
Temporary Transfer Temporary budget transfer allocation
Budgets
Annual Adjusted Budget | Current budget reflecting all permanent and temporary transfers

———— —— —— ——————————————————————————————————————————————————————————————————————————
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Project Summary Report

This report layout is consistent with the Department Summary with the exception that
the activity is Life to Date instead of Year to Date. In addition, the Project Summary Report
contains more Account categorizations than the Departmental Summary.

(" Proj

Hpe L

Request Name:

Report Title:
Foll Upd Project/Grant Mame:

IPDIETET
IP Proj by A DIETETICS
243100501

ect Life to Date

(LTD) Values

Roll UpiProjectiGrant Description: HCOP 33.822 HEATH SCI RECRUITM G 5EE FAt
Manager: FIUD FIUo
As of Date: | 2004-07-31 Frad FRLAGE
Start/End Dates: FIUOM Flum
Curreat Mth LTD | | Balance
Budget Actuals Actwals Encambrance | Pre Enc Available
Jun, 2004 duly, 2004
Rerenunes
Total Dperating RBerenmes L1} 38,813) 200,155 35,513 238,963 a o
Budget for FedDema Rollup Grast= exc OFH a 1] n a n 1]
Permancnt Salaries
THO00 Fermanent Falaries 173,070 1} L] a ] 1]
T Falaries - Faculty 12 Month 1] 4,02 92,945 4,025 a6,3M n 1]
a3 Falaries - Faculty Summer 1] 2,42 21,103 2421 23,52F L1} 1]
TTEN Focial Security Matching o 47 5,436 475 5314 n o
T Frate Retirement o 421 634 420 10,114 0 L
THT04 DROF DF Flan 1] 22| 1,322 24
1501 Pretas Administrative Assessme [i] 1 a1t 16 H 1
TT301 Ftate Health -Employer 1] 53 1,531 Sa0 P r I o r Per I O d
7302 Ehate Life - Employer 1] 135 a . .
Subtotal Permaneat Salaries 173,010 EXIE | 148,104 5113 Activi ty EYRES]
OPS Paprall & Profezsional Fees i
OPE Payroll
Subtotal Temporary Salaries 101,683 1345 37,233 1545 & 584 o o
Professional Fees
Fubtoral
Eubtotal OPS Payroll & Professional Fees 101,683 1,345 38,584 1] [1] 63.10%
Other Operating Expenses
Eubtotal Constraction Services 40,043 126 7,945 126 8,0 L1} 1] 31,373
Subtotal Operating Expenses [for FedDemo] 320:808 3:613' 200,937 a 1] 113,871
Other Capital Dutlay
Subtotal Dther Capital Outlay 1,123 L 4,073 n 4,078 L1} o 12,3561
Drerbead
Subtotal TranzFers Out withis Usir 25,802 0 14,006 1] 14,006 1] o 11,736
Tatal 48,333 3,643 213,021 a o 123,312
. |
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Summary Report for Auxiliary Departments

NOTE: Ilaralid or incorrect charges not reported within
30 days cammot be corrected. Request Hame: | AXHOUSIN
Report Ti | AXHOUSINDept Sum by Acct
Roll UpiDepartment Name: | 152700604
Roll Up/Department Description: | HOUSING CENTRAL OFFICE
Az of Date: | | 2004-05-06
Expense
Rerenne Control Period 11 TTD TTD TTD Balance
Budget Budget Actwals Actuals Encambrance Pre Enc Arailable
FUND BALANCE 0
TOTAL FUND BALANCE o o o L] o o o
RECEIPTS/REYENUES
613000 STUDEMT TUITION AMD FEES 1,000,000 1] 1} 1] 1] a
Feez Tuition 1,000,000 a 1] ] a 1]
Miscellaneons Receipts 0
BE2000 INTEREST OMN LOANS RECEIVABLE 1,000,000 ] 0 0 ] 0
Interest Interest om Loans Receirable 1,000,000 a 1] ] a 1]
Penalties 0
Sales of GoodsiServices to State & Hon-State ]
Zales of Goods! 3&3 Awx Enterprises - State 2,000,000 1] ] 0 1] a
Rent Rents - State Awxiliary Ent 0 a 1} 34202 a 1]
E13000 COither Operating Revenues 1,000,000 1] 1} 1] 1] a
BT3100 COither Oper. Rew - Ay Enterpri 1,000,000 1] 1} 1] 1] 1]
673114 Late Fees 1] 1] 1} [&7E) 234 a
BTG Commissions 1 1] 1} 0o 1] 234
Other Dperating Other Operat. Revenues - Aux 2,000,000 o 1] 2,135 o a
TOTAL RECEIPTES/REYENUES 5, 00, 0 0 L] L] 36, 33T 4168 566 5,962,623
TransFers-In
Tramsfers-In - Intra Fund L1}
E&TO01 Transkers In - Within Lniversi i} 0 1] [ 5,000 0 0
Swubtotal Trai Property Tranzfers In 0 o 1] [5.000) o 1]
Tramsferz-ln - Inter Fund o
Subtotal TramsFers-In - Inter Fund o
TOTAL FUND BALANCE AYAILAH 5, 00, 0 0 L] L] 31,337 4168 566 5,962,623
OPERATING EXFENDITURES
Zalaries and Wages
Subtotal Sala Permanent Salaries 1,000, 000 o 232,496 o o TET.504
Other Personnel Fervices
Subtotal Oth: Temporary Salaries 1,000,000 L] 3,352 o 1] 990,648
Expenses
Subtotal Expt Contractual Expenses 1,000, 000 1] 45 176 o o 351,824
Operating Capital Dutlay
Zubtotal Dper Other Capital Outlay [} [} 25,624 L} [} [25.624)
Dbt Service
Eubtotal Debt Service [}
Rizk Masagement
Subtotal Risk Masagement o
TOTAL OPERATING EXPENDITURES o J.000.000 o F15.648 o o 2,654,552
HON-OPERATING!/OTHER
Transfer Orerbead @ 4% o
Swbtotal Tramsfer Orerbead & 4% o 1]
Transfers Out - Intra Fusd o
Subtotal Transfers Out - Intra Fusd o [}
Transfers Out - Inter Fund o
Ewbtotal Transfers Ouwt - Inter Fund o o
TOTAL HON-OPERATINGIOTHER o o o o 0 o o
TOTAL EXPENDITURES 1] 3,000,000 L] 315,648 0 L] 2,654,352
ENDING FUND BALANCE 6,000,000 [F.000,000) o [(284,311)
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Summary Report for Agency Departments

charges mot reported within

30 days casmok be

corrected.

Revenues

EOO000 Rewenue Rollup
Total Revenues

Ezpenses

71011 Fostage

Tz Liiilities - 'w'ater & Sewer
Total Ezpenses

Net Revenue and Expenses

Request Name:

Report Title:

Roll UpDepartment Name:

Roll Up/Department Description:

AGENGDEA

AGENGDEADept Sum by Acct

212000701

DR. K. JONES, CONFERENCE ACCT.

As of Date:  2004-05-04
Revenue Ezpense Control FPeriod 11 TYTD ¥TD TTD Balance
Budget Budget Budget Actuals Actuals Encumbrance Pre Enc Available
20,000 1] 20,000 1] 0 1] I
20,000 1] 20,000 1] 0 1] o 20,000
1] 1] 1] 1,002 1,002 3443 2932
1] 1 1] 1,000 2,000 1500 B0
o 1] o 2,002 4,002 4.943 2,832 10777
20,000 0 20,000 2002 4.002 4.943 2832 ILTIT
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Detailed Transaction Report

To complement the summary report, a report containing detailed transaction information
for each Department/Project will be available.

This same data can also be obtained using the FIU_GL_TRANDATA_BYDATE query
shown in chapter 5.

Transaction Detail
Franss
Budger Fransd | ol
Bus Uit | Acecont At Acet Dept Froject Fusd Proaram Menetary Hudaer | Fape Beruaks Encumbrance Fre-Encombrance  Scurce wirnd i3 Dare
Fluot 000 10400001 210 1 -1,000,000.00 -1,000,000.00/ Qriginal 000 0.00 0.00 BUD 0000000002 | 2004-03-23
Fluot 000 10400001 EBT Bl -100,000.00 -100,000.00 Original 000 0.00 0.00 BUD 0000000004 | 2004-03-23
Fluot Ti401 oo 10400001 EBT Bl 1520.00 0.00 000 0.00 152000 REQ -PRE | 0000000533 | 2004-03-30
Fluot Ti401 oo 10400001 EBT Bl 1520.00 0.00 000 0.00 152000 REQ -PRE | 0000000542 | 2004-03-31
Fluot Ti401 oo 10400001 EBT Bl 5,000.00 0.00 000 5,000.00 0.00 PO-ENC 0000000543 | 2004-02-21
Fluot Ti401 oo 10400001 EBT Bl -1520.00 0.00 000 0.00 -1520.00 PO - PRE 0000000543 | 2004-02-21
Fium Fiem Fnoo 10400001 EBY Bl 1530.00 0.00 0.0o 1.530.00 0.00 PO - EMNC 0000000566 | 2004-03-31
Fiuot Tl FHoo 10400001 AT Bl -1530.00 0.00 .00 0.00 -1530.00 FO - FRE 0000000566 | 2004-03-31
Fiuo F1405 FHO0 10400001 BEY Bl 704.00 0.00 .00 0.00 704.00 REQ - FRE 0000000535 | 2004-03-30
Fiuo FIH05 FHO0 10400001 B5Y Bl 1,150.00 0.00 .00 0.00 1,150.00 REG - PRE 0000000535 | 2004-03-30
Fiuo TIH0E pail] 10400001 EBY Bl 704.00 0.00 .00 704,00 0.00 PO - EMNC 0000000566 | 2004-03-H
Fiuo 1405 pail] 10400001 EBY Bl 1,160.00 0.00 .00 1,150.00 0.00 PO - EMNC 00000006EE | 2004-03-1
Flum 1405 pailii] 14000 EBY Bl -704.00 0.00 onn 0.00 -704.00 PO - FRE 0000000666 | 2004-03-31
Fluot TI405 oo 10400001 EBT Bl -1180.00 0.00 000 0.00 -1.180.00 PO - PRE 0000000SES | 2004-023-31
Fluot TIME oo 10400001 EBT Bl -1.000.00 0.00 000 -1.000.00 0.00 AP -ENC 0000000552 | 2004-023-21
Fluot TrI F7z00 10400001 EBT Bl -1.000.00 0.00 000 -1.000.00 0.00 AP -ENC 0000000552 | 2004-023-21
Fluot TN T7z00 10400001 EBT Bl -2,000.00 0.00 000 -2,000.00 0.00 AP -ENC 0000000S5E | 2004-023-21
Fluot Tzl T7z00 10400001 EBT Bl 100 0.00 000 -3.00 0.00 AP -ENC 0000000S5T | 2004-02-21
Fluot T4 T7z00 10400001 EBT Bl -2.00 0.00 000 -2.00 0.00 AP -ENC 0000000S5T | 2004-02-21
Fluot TrIz0e T7300 10400001 EBT Bl -50.00 0.00 000 -50.00 0.00 AP -ENC 0000000STE | 2004-023-21
Fium Frazoe FI300 10400001 EBY Bl 50.00 0.00 0.0o 0.00 50.00 REW - FRE 0000000530 | 2004-03-30
Fiuot TTI208 FT300 10400001 AT Bl 50.00 0.00 .00 50.00 0.00FO - EMNC 0000000561 | 2004-03-31
Fiuo FTIZ08 7300 10400001 BEY Bl -60.00 0.00 .00 0.00 50,00 FO - FRE 0000000561 | 2004-03-31
Tolil -1,095.621.00 -1.100.000.00 u'll'l 4.379.00 E'll'l
¥roch | AGen
fnvciee Chee er Femplate P Aeg Reg Fise
¥oucd | Fendor Named Header & Ahler & ¥ouch LDistrib | ABvdget | PR | P Friitig Reg Sehed | Distrd | af
erf Bef | Deser Leser Fhock dCheck By Ami | erlive | Line Pericd Line  Sched i Reg M7 Line Line diipe | ¥Year  Peric dine Beser
0ao o o a a o o o o 2004 |3 DOither Dperating Ex
0ao o o a a o o o o 2004 |3 Oither Dperating Ex
ALCE LAWN MOWER SERVICE 0oo o o o o 0/ 0000000020 1 1 1 2004 |3 REQ_PREENC
ACE LAWN MOWER SERVICE 0o o a 1} 1} 00000000021 1 1 1 004 4 REQ_PREEMNC
ACE LAWMN MOWER SERVICE 0o o a 0000000022 1 1 10000000021 1 1 1 004 4 FO_FOENC
ACE LAWN MOWER SERVICE 0ao o o 0000000023 1 1 10000000021 1 1 1 004 |9 FO_FOEMC
ACE LAWN MOWER SERVICE 0ao o o 0000000030 1 1 1/ 0000000020 1 1 1 2004 |3 FO_POEMC
ACE LAWN MOWER SERVICE 0ao o o 0000000030 1 1 10000000020 1 1 1 2004 |3 FO_FOEMC
ACE LAWMN MOWER SERVICE oo o a 1} 1} 0/ 000000009 | 2 1 1 004 a REQ_PREEMNC
ACE LAWMN MOWER SERVICE 0o o a 1} 1} 00000000013 1 1 1 004 4 REQ_PREEMNC
ACE LAWN MOWER SERVICE oon o o 0000000023 2 1 10000000013 | 2 1 1 004 |3 FO_FOEMC
_’ ACE LAWN MOWER SERVICE 0ao o o 0000000023 1 1 10000000019 1 1 1 2004 |3 FO_FOEMC
ACE LAWN MOWER SERVICE 0ao o o 0000000023 2 1 10000000013 2 1 1 2004 |3 FO_FOEMC
ALCE LAWN MOWER SERVICE 0oo o o 0000000023 1 1 1000000003 1 1 1 2004 |3 FO_FOEMC
00000047 | DEWITT TOOL CORMPAMY INC | chkl 00000026 | 2004-04-12 0oo 2z 1 0000000024 2] 1 1 a a a 004 4 Test Check Line 2
00000047 | DEWITT TOOL CORMPARMY INC | chkl 00000026 | 2004-04-12 0001 1 0000000024 1 1 1 a a a 004 4 Test Check Line |
00000043 | DEWITT TOOL CORPARY IMC | chk2 Q00000ZE | 2004-04-12 0001 1 0000000024 2 1 1 o o o 004 |9 Test Check Line 2
00000050 | DEWITT TOOL CORMPARNY INC | chk4 Q0000026 | 2004-04-12 oo 2 1 0000000025 2 1 1 o o o 2004 |3 Test Check 2
00000050 | DEWITT TOOL COMPANT INC | chikd Q0000026 | 2004-04-12 0001 1 0000000025 1 1 1 o o o 2004 |3 Test Check 1
000000528 | ACE LAWMN MOWER SERVICE | hp pay out 1 0001 1 0000000028 1 1 1 a a a 004 a supplies
ACE LAWMN MOWER SERVICE 0o o a 1} 1} 00000000017 | 1 1 1 004 4 REQ_PREEMNC
ACE LAWN MOWER SERVICE oon o o 0000000028 1 1 1/ 0000000017 | 1 1 1 004 |3 FO_FOEMC
ACE LAWN MOWER SERVICE 0ao o o 0000000022 1 1 10000000017 | 1 1 1 2004 |3 FO_FOEMC

This transactional report not only provides the amounts that comprise the figures within the
summary reports, but also important transaction information from modules outside of the
General Ledger, including Purchasing and Accounts Payables.
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Detailed Transaction Report (cont’'d.)

The Detailed transaction report contains many columns to identify each transaction for a
department or project. Each row in the transaction report corresponds to an individual
transaction. In total, the transactions summarized correspond to the balances displayed in

the Individual and Executive Summary reports.

The Source field is an important field that you can use to identify the type of transaction.

Trangaction Detail

|Dept

Project

212000101
212000101
212000101
212000101
212000101
212000101
212000101
212000101

-350.00 711021 -3a0
105.00 711211 108
661.65 711211 61
-100.00 711211 -100
-50.00 711211 -50
100.00 711211 100
TES.63 711211 TES
450.00 721301 450

Nonetaty Account Wornetaty Amoupit Source

Buadget Vendor
Actaals Encihmrbrance | Pre-Enchmbrance Budget Type i Vendor Name

0 JRRL - EXP -350.00 000 000 000

N0 TRY - EXP 105.00 000 000 000 1226391 Kang Yen

55 TRY - EXP 661.65 0.0 0.0 0.0 1226391 Kang Yen

[0 EXP - EMC 0.00 -100.00 0.0a 0.0a 1401041 Fhu,Yimin

[0 EXP - EMC 0.00 -50.00 (i} (i} 1401041 | Zhu,Yimin

00 EXP - ENC 0.00 100.00 000 000 1401041 | Zhu,Yimin

b9 JRML - EXP 769.65 000 000 000

00 REG - PRE 0.00 0.00 450,00 0.00 00000051 COCEAN OPTICS INC

The table below provides a description of the possible transaction sources.

Purchasing
REQ-PRE Requisition - Original Pre-Encumbrance (+200)
PO-PRE Purchasing - Reverse Pre-Encumbrance from Req (-200)
PO-ENC PO - Original Encumbrance (+200)
AP-ENC Accounts Payable - Reverse Encumbrance from PO (-200)
Vouchers
AP-EXP | Accounts Payable - Record Expense (+200)
General Ledger
JRNL-EXP Journals (i.e. ID transfers)
JRNL-ENC Journals — Encumbrance (i.e. Payroll)
Travel Related
TAR Travel Authorization - Encumbrance
EXP-REPORT Travel — Expense Report (i.e. P-cards)
EXP-DENC Travel Authorization Encumbrance Reversal
Budget
BUD | Budgetetary Activity (i.e. budget transfers)
Pro-Card
EXP-REPORT | Pro-Card Expense Report
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Executive Summary Reports

The Executive Summary reports are similar to the Summary reports except that they
summarize activity for multiple departments or projects/grants. These reports can also be
run on an ad-Hoc basis. Refer to Chapter 2 for instructions on running a report with
specific criteria.

Department Executive Summary

Multiple W

Faquart Hama: SEENGDEA
[Rapn itla: SBEHGDEAExsc Sum by BT Dapt Departm ent | DS [
A wF D Zhe
[Executive Aras: Daan's OFfice
P..-....uo.:.:..1 Parm Tranrfors|[ Tempmrars Mi-l Temp Transfors|[Gurrans J | Available |
Dapartmant I Eudgatr Adjurtad Bmdgsy Actualr Encumbrancs || Pra Enc Balanca
[Departmant Tutal From BEudget OFfices Tramrfar Originag From BExdgset OFF Tramrfor Adjurtment
212000101 EMGE & IED SCIEMCES, DEAN 1,000,000 4,466 i} a 1,004 466 313,281 i} a E26,135
212000102 DEAN OF EMGG 1,000,000 3 1} a 1,000,003 490,282 1} a 504,721
212000103 DEAN'S OFFICE, ENGG 1,000,000 5,553 1} Q 1,005,553 15,415 1} Q 290,138
212000113 EMGGE OFF-CAMPUSIOVERLOAD 1,000,000 3 i} a 1,000,003 [341) i} a 1,000,344
212000114 | COEMG - AMERIC 1,000,000 444,433 0 i 1444433 13,783 0 i 1424540
000,008 45,258 L] L] FAFE, 258 1,413,541 L] L] TATA, 653
Gansral Ravanws L] L] L] L] L] L] L] L] L]
(Tutal EXG Fundr 000,000 A5, 250 o 0 & d5%, 250 1,013,591 0o 0 7,474,659
[Dapartmant Tutal
212000603 | COLLEGE OF ENGE - SEMIMARS 1,000,000 2,333 0 i 1,002,333 5537 0 i 996,796
212000607 | EWEMTS - COLLEGE OF ENGG 1,000,000 i} i} a 1,000,000 30,054 i} a 969,346
212000812 COMPETITIONS 1,000,000 23 1} a 1,000,023 28 1} a 493,798
212000813 CTR FOR DIVERSITY INEMGG - TT 1,000,000 1} 1} Q 1,000,000 2,944 1} Q 997,056
212000614 CORFORATE AMND GLOBAL FROGS 1,000,000 4,543 i} a 1004543 27818 i} a a7ET28
212000621 MAST ACADEMY - EMNGG PG 1.0 1} 1} a 1,000,000 TETE 1} a a3z424
A, 588 L] L] E 004, 608 121,816 L] L] T 583,554
Tutal Auxiliary Fusdr F000,000 o 500 o L] 004,600 121,016 n L] T.E83,58d
[Departmant Tutal
14, 048 L] L] L] 18,404 {72} L] L] 18,872
A0, 000 o o 0 A0, i (TE) o L] 40,072
[Dapartmant Tutal
L) L] L] L] L] 1,721 L] L] {1,721)
Agsncy Fund L] L] L] L] L] L] L] L] L]
(Tutal Agancr Fumde 1] 1] o 0 0 1,721 1] L] 1,721
[Dapartmant Tutal
- L] L] L] L] 145,308 L] . [143.348)
(Tutal Ovarhead Fundr n n o L] L] 149,500 n L] (149,500
L] L] L] L] L] 132,047 L] L] (132.047)
n n o L] L] 132,047 n L] [132,047)
(Tutal ALL Fundr A6, 010,000 A9, E50 o 0 16,502, 50 1,416,353 o 0 15,086, 46T
Project Executive Summary
M u |t| p | e Request Hame: | SPFACMAN
Report Title: | SPFACMANEzec Sam by Proj
. Az of Date: | Z004-05-04
P r OJ ect I DS Execative Area: FACMANAGEMENT
ProjfGrant
Current
LTD Mtk LTD LTD LTD Balance
ProjiGrast Budget Actwals Actuals Encembrance | |Pre Enc Available Revennes | |Cash ‘
Project
[Mone) | [Mone) o ] i i ] i BEZETI | [266.210) [Mane]
10300501 | GARDERN APARTMENT COMPLE 4,500,000 £0,000 4177 n 40,000 4,365,823 36,751 3462 GARDEN AFARTMENT COMPLER
10900502 UNIVERSITY PARK TOWERS WES o i} 1658 n i} [1652] 2088 402 UNIYERSITY PARK TOWERS WEST Wi
MOS00503 | UMIVERSITY PARK TOWERS o ] 3783 i ] [3793) [ 2542 UMIVERSITY PARK TOWERS
10300504 PAMNTHER HALL BUILDG a i} 3268 n i} [3.268] 5288 2020 FPANTHERHALL BUILDG
[Tatal Project Fasds 4,500,000 60,000 102,536 [ 40,000 4,357104 50,440 5452 Total
]
 —
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Budget Summary Reports

The Budget summary reports provide additional detail behind the budgetary activity for a
department/project or multiple departments/projects.

Executive Budget Summary by Department

Executive Budget Summaries display the budgetary activity for multiple department/project

IDs.

. \
R guort Hame: Detailed Budgetary
SEEMGDEAEzsc Sum by BT Dapt .
ZHE4-45-44
Executive firsa: Daan'r OFfice ACtIVIty
Tranrfarer|[Ta ary tui-I Tamp Transfars|| Currant >
Dapartment ID wtr (EX6 mn| Budqetr | EBudyetr Adiwrtsd Budgsf] Actwalr
Dapartment Tutal Fram Budgst Office: Transfer Oriqine Fram Budgst OFF Tranrfer Adjartment
2120001 EMGG & APFLIED SCIEMCES, DEARN 1,000,000 4,486 0 0 1,3% 3823 a 1} E25,155
21200002 DEAR OF EMGG 1,000,000 3 1] 1] 1.0 003 490,282 1} 1} 603,721
212000103 DEAR'S OFFICE, ENGE 1,000,000 5,553 0 0 1,005,553 15,415 a 1} 930,133
212000113 EMNGG OFF-CAMPUSIOVERLOAD 1.000,000 3 1] 1] 1,000,003 [341) 1} 1} 1.000,344
212000114 COEMNG - AMERIC 1,000,000 444 433 0 0 1,444,433 18,743 a 1} 1424 640
411,254 ] ] A2 1.412,591 ] ] TATAEES
Gansral Ravanus . . . . . . . . .
Tutal EXG Fundr 2,000,000 488,250 [ [ £488,250 1,012,591 [ [ 7474859
Dapartmant Tutal
212000e02 | COLLEGE OF EMGE - SEMIMNARS 1,000,000 2333 1] 1] 002,332 5,537 1} 1} 996,796
212000607 EVEMTS - COLLEGE OF EMGG 1,000,000 1] 1] 1] 1,000,000 30,054 1} 1} 963,946
212000E12 COMPETITIONS 1,000,000 23 1] 1] 1,000,022 225 1} 1} 999,798
212000613 CTRFOR ONYERSITY IMERMGG-TT 1,000,000 1] 1] 1] 1,000,000 2,944 1} 1} 997,056
212000814 CORFORATE AMD GLOBAL PROGS 1,000,000 4,543 0 0 1,004,543 27415 a 1} 76,7238
212000621 MAST ACADEMY - EMGG PG 1,000,000 1] 1] 1] 1,000,000 TETE 1} 1} 992 424
Tenn e aene . . Tendien 121016 . . V13504
Tutal Auziliary Fandr 2,000,000 4,600 [ [ £,004,600 121016 [ [ 13454
Dapartmsnt Tutal
19,090 . . . 19,000 (721 . . ",072
Tutal Cuncarrins Fundr 10,000 [ ] [ 0,000 i72) [ [ 10072
Dapartment Tutal
] ] ] ] ] 1721 ] ] .1z1
Aasncy Fund . . . . . . . . .
Tutal Aasncy Fundr [ [ [ [ [ 1721 ] [} i1,721)
Dapartmant Tutal
. . . . . 149,308 . . (149, 509)
Tutal Grarkand Fundr [ [ [ [ ] 144,200 ] [} (143,300)
Dapartment Tutal
. . . . . 132047 . . (1328473
Tutal Hircsllansmur Fundr [ [ [ [ [ 152,047 0 0 (132,047
Tutal ALL Funds 16,010,000 492,750 [ [ 1,502,350 1,416,353 [ [ 1505667
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Chapter 2 — Generating a Report onDemand

In addition to retrieving the standard nVision reports delivered to the FIU Month-End
Reports page, you will also have the ability to run these report layouts at any time with
specific criteria defined in a PeopleSoft report request.

Each report request is a collection of report-specific information such as request name,
report title, associated layout, scope, and so on.

The steps below will guide you in running a report with your own criteria.

———— —— —— ——————————————————————————————————————————————————————————————————————————
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e

Generating a Report onDemand (ad-Hoc)

1. Follow the navigation shown below to display the Find an Existing Value tab for
PS/nVision Report Requests.

Navigation

Reporting Tools
PS/nVision

Define Report
Request

Find an Existing
Value tab

Report Request

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

{ Find an Existing Value

Business Unit:leginS Withjl (Y, Report ID
ReportID:  |hegins with =|[DI212000
Description: |hegins with jl

[T Case Sensitive

Search | | clear | Basic Search [ Save Search Criteria

Enter the following information in the Find an Existing Value tab.

e Report ID: This field defines the type of report you would like to run as well as
the area in the University that department corresponds to.
Enter the Report ID for the report that you would like to run.

The Report ID Naming Convention is the following:

For Individual Department/Project Reports:
The report prefix (see table below) plus the first 6 digits of the dept/project ID.

Report Prefix (2 Characters) + Dept/Project ID (only first 6 digits)

Report Prefix | Report Type

Pl Project Summary Report

GA Agency Summary Report

XA Auxiliary Summary Report

DI E & G Summary Report

Cl Construction Summary Report
DT Transaction Detail for Department
PT Transaction Detail for Project

For example, for E&G Summary Report for Department ID # 110400101 the Prefix
would be: “DI1110400”
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Report ID Naming Convention (cont’d)

For Executive Level Reports

Use the report prefix shown in the table below, plus the first 6 characters of the folder
name in the Department Hierarchy tree. (See Chapter 3 on how to locate your Folder

Name)

Report Prefix (2 characters) + Folder Name (only first 6 characters)

Report Prefix | Report Description
DS Executive Summary — Department (All expense categories)
ES Executive Summary - Department (Salaries)
EO Executive Summary — Department (OPS)
EE Executive Summary — Department (Expenses)
EC Executive Summary — Department (OCO)
BS | Executive Summary- Department (Budget)
PS | Executive Summary- Projects/Grants

For example, for an Executive Summary Report for all of the departments under the

“Academic Affairs” folder in the tree, the prefix would be “DSACADEM”

Report Request

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

‘f Find an Existing Value

Business Unit:|begins with =] a
ReportID:  |begins with =|[Di212000

Description: | begins with x|
r Case%dlck Search ’

Search | | Clear | Basic Search B Save Search Criteria

3. Once you have entered the Report ID, click _search | 1o retrieve the report request

information you would like to run.
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The nVision Report Request page will be displayed. There are many fields on this page,
but you will only need to verify the date and scope for the report request before you run it.
The instructions below will guide through this.

/ nVision Report Request ' Advanced Options

Business Unit: FlLIOq Rel)ﬂ” [N H DI21 2000 Capy to Another Business Unit/ Clane

Delete This Repont Reguest
Report Title: SlIELEEEE)

Frocess Manitar ]

‘Layout: FIU_GL_DEPTSUM_2006 Reporimanager | AS Of Reporting Dati
Share Thiz Report

v /

‘As Of Reporting Date: | Specify w 010942006 |[=

‘Tree As Of Date: Lse As Of Reporting Date W

v -

"Type: Wieh hd Scope and Delivery Templates

‘Format: | Microsoft Excel Files (*xls) w

Fun Report |

B Save | LU Return to Search | ] Maotify |

nYision Report Request | Advanced Cptions

NOTE: To run reports for a previous fiscal year (Applicable only for Departments) make
sure that the Layout as well as the “As of Reporting Date” reflects the correct fiscal year.

4. Select the following options in the As of Reporting Date field:

e Specify: Selecting this option creates an As of Reporting Date field to enter a
specific as of date to run the report.

Note: Projects will have the option of running a detailed transaction report specifying both
a Beginning and End date range.

5. Click the Scope and Delivery Templates link to specify the scope parameters for this
report request. If you are creating an Executive Summary Report, you can skip this
step and proceed to step 8.
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6. Enter your Dept ID or Project ID in the Report Scope field. (ex. 212000101)

Note: The Report Scope will specify exactly which department or project you would like

to create the report for.

nVision Web Qutput

Business Unit: FILD1

Repeort 1D:DI212000

Report Scope:

SCOpE.

Folder Name:

|21QDDD1D1 Q| Enteryour report

Scope Definition

Your Dept/Project ID

|ACADEMIC_AFFAIF!S

Directory Name Template:

j ACADEMIC_AFFAIRS

Enter a Folder name for your
instances. Use variables to create

|ENG|NEERING\ENGDEAN

Content Description Template:

unigue Folder names. If the folder
doesn't exist PSinvision will create
the folder in Report Manager.
Examples: Reportsi%SFv%- %

RID% htm, %Fr4% %RETT Y

WRID% %ASDY

Security Template:

Enter a description of the report instances for
identification in Report Manager. Use variables
to dynamically create the descriptions.
Examples: Stmt. Rev & Exp, Vacation Register

=

N

Ok | Cancel

Enter user IDs ar variahles to give access to
report instances in the Content Repository.
Examples: UNPT, USMITHY, %

DES DEFPTID.QPRID.OPRID%

7. Click __9%__|to return to the nVision Report Request tab.
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You are now ready to run your report.

8. Click _FunRenort| 1 initiate the creation of the report using your report criteria.

/ nVision Report Request ' Advanced Options |
B“si“ess l_lni't: F|U|:|1 Report |D: D|21 2|:||:||:| CUD"."tU Another Business Unitf Clone
Delete This Report Reguest
Report Title; DISE RIS
Process Monitor
'Layout: FIU_GL_DEFPTSUM_Z2006 W
Share This Report Request
o
‘As OFf Reporting Date: | Specify _v: 01/09/2006 ([
‘Tree As Of Date: Use As Of Reporting Date v
o
‘Type: Wb v Scope and Delivery Templates
‘Format: | Microsoft Excel Files (*xls) v
Fun Repart | Run
Report
B save | LELReturn to Search | [ Mofify
nvision Repart Reguest | Advanced Options

The Process Scheduler Request page will be displayed.

Process Scheduler Request

User |D: 1315328

——

Server Name: [PSNT B Run Date: |03/08/2005 Eil

PO I ILE | vI Run Time: |2:44:26F'M Feset to CurrentDateﬂ'irrl

Time Zone: I Q

Process List

Select Description Process Name Process Type *Type *Format
W nvision Report MNYSRUN nvision Report |Defaultj |Defaultj
Ok | Cancel |

9. Select ‘PSNT in the Server Name field and click__2K__|.
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You have now initiated the process to create the report, and you will be returned to the
nVision Report Request page.

The report will now be available in the appropriate folder within Report Manager.

10. Click the Report Manager link to the retrieve the report.

[ nvision Report Request { Advanced Options

Business Unit: FIUo!  ReportiD:  D212000 Copyto Another Business Linit/ Clane

Delete This Report Reguest
Report Title: DI ENGDEAN Report

Process Manitor Manager

‘Layout: FIL_GL_DEPTSLIM_2006 Feport Manager
Share This Report Reguest

o

‘As Of Reporting Date: | Specify v 01/09/2006 |5

‘“Tree As OFf Date: lze As Of Reporting Date ha

o

‘Type: Yieh Rl Scope and Delivery Templates

‘Format: | Microsoft Excel Files (*xls) A

Fun Report |

B sSave | S\ Returnto Search | =] Motify

mision Report Reguest | Advanced QOptions

The List tab of the Report Manager will be displayed. This tab includes a link to the
reports that you have run as well as the location of the folder within the Explorer tab.

f

List % Explorer ' Administration | Archives

Folder: %|  Instance: to: Refresh

Mame: Created On: Eﬂ Last:| 1||Days Il

Custarnize | Find | view 2l | B8 First [0 12002 [ Last

. Completiocn  Report Process
Report escription rolder Naine "
Report Report Description Folder Hame DateTime ID Instance
212000101 D12120002006-  2120001010121200020086- 01/09r08
1 01-03 01-08 ACADEMIC_AFFAIRS 2 DEPM T3I2164 T26TT3
144000101001 440002006- 144000101011 440002006- 01709508
2 01-08 01-08 TS 1-35P M 732085 726692
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11. Click the Administration tab to locate the report you have just created.

- - . \
Administration
Tab
S
{ List Y Esplorer ' Administration Tﬁ\
User ID: Type: V Last: 1| Days v Refresh
Status: V Folder: V Instance: to:
Report List Customize | Find | view Al | B8 First (4101 [ Last
Report Prcs = Hequest .
Select ID Instance Description Date Time Format Status Details
11/0972006 Microsoft Exce g
FI TI264 TIETTS | 2120001010021 20002006-01-09 05 45PN Files (*x13) Fosted [Details

12. Click on the link in the Description column for the report you would like to view. The
most recent report that you create will be listed at the top.

NOTE: You may need to click the Refresh button, until the report status is Posted.

13. The report will then load in Excel format.
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Chapter 3 — Find your Department/Project Folder
Name

Before you can retrieve your delivered reports within the FIU Month-End Reports Page,
you will need to know the name of the folder containing your reports.

The Tree Viewer in PeopleSoft contains the hierarchical structure for Departments and
Projects from which the reports are created. In addition, the Tree Viewer contains the
exact names of the folders, as they would appear in FIU Month-End Reports.

The activity below will describe and illustrate how to use the PeopleSoft Tree Viewer to
locate your Department or Project folder name.

Process Prerequisites:

e Before you can locate your Department/Project folder name, you must first know the
Department/Project ID in PeopleSoft.

If you are not sure what your new PantherSoft Department ID is, you will need to access
the following website which contains a crosswalk of SAMAS Account Info to their new
PeopleSoft Department ID.

http://www.panthersoft.fiu.edu/crosswalk.htm
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Use Tree Viewer to Locate your Folder Name

Once you have found your Dept/Project ID, you will be able to complete the steps below to
find the corresponding folder name.

1. Follow the navigation shown below to display the Find an Existing Value screen.

Tree Viewer
Navigation Enter ary infarmation wou have and click Search. Leave fields blank for a list of all values.

e Tree Manager [ Find an Existing Value |

e Tree Viewer o
Search by: ITree Marme 'l hegins W|th|DEP'|'|
Search | Advanced Search

. . ) Search
2. Enter “DEPT” in the Tree Name field and click the ﬂl button.

The tree displaying the hierarchy of departments will be displayed.

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

‘f Find an Existing Value

Search by: |Tree Name | begins with[DEPT

Search | Advanced Search

Search Results
1-2o0f2

SetlD Set Contreol Yalue Effective Date Description Category Yalid Tree
OEFT HERARCHY FILO1 (klank) 01/01/1900 Departrment Hierarchy DEFAULT Valid Tree

Click on the DEPT HIERARCHY link.
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3. Click the Eind hyperlink to search the Department Hierarchy tree for your Department
or Project.

Note: Both Projects and Departments will share the same first six digits, so you will be
able to find the folder name by accessing just the Department Hierarchy tree.

SetlD: FILD1 Tree Name: DEPT_HIERARCHY Department Hierarchy
Effective Date:  01/01/1900 Status: Activra\/
! FIND your
Display Options  Print Format  Close i
tose _~  Department/Project

(Collapse All | Expand All

ALL DEPTS - All Departments

I [0 BLANK - Blank

) PRESIDEMT - President's Executive Area
ADVANCEMENT - Advancement

) EXT RELATIONS - Exdernal Relations

’ STUDEMNT AFFAIRS - Div of Student Aff & Human Res
) BUSFINAMCE - Div of Business & Finance

" [ UTS - University Technalogy Service

"3 PROVOST - Provost Office

’ ARCHT - School of Architecture

ARTSCIEMCE - College of Atts & Sciences

’ BUSADMIMNISTRATION - College of Business Administra
i EDUCATION - College of Education

i EMGIMNEERIMNG - College of Engineering

’ CHUA- College of Health & Urhan Aff

i GRADSCHOOL - University Graduate Schoal

i HOMORS - The Honors College

HOSPITALITY - Schoal of Hospitality Momt

’ JOURMALISM - Schoal of Journalism & Mass Co
"0 LAWY - Law

" [H MILITARY - Military Science

"8 CAPS - CAPS

(Collapse All | Expand All Find

Display Options  Print Format  Close

EdNtity
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The Find Value page will be displayed once you have clicked the Find hyperlink.

4. Enter the first six digits of your department or project in the Department field. For
example, if you work within the College of Engineering, you will enter “212000".

ﬁst Six Digits of your
Department or Project

Exact Matching is Deselected ’

Find Value

Tree Mode: | al
Description: |

OR

— A

Department: [212000

Description: |
[C] case Sensitive Sear
[T Exact Matching

Find | Close |

5. Be sure that the Exact Matching checkbox is not selected.

6. Click """

to initiate the search.
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If your search is successful, your Department/Project will be highlighted in the tree.

SetiD: Fllioq Tree Name: DEPT_HIERARCHY Cepartment Hierarchy

Effective Date:  01/01/1900 Status: Active Last Audit: Yalid Tree

Display Outions Pt The Folder Names for the
g Dept/Project ID

ALL DEPPE = EMGIMNEERING = EMGDEAN = Delyj

Collapse + || | Expand All

Find | Next

First Page El ::oraocs

@ [212000000 - 2T FO00358]
CYWAWTC - Dirinking YWyater Res Ctr

BIOCHEMEMG - Biomedical & Chemical Eng
BIOMEDEMGINET - Biomedical Endineating Inst
CVEC - Cardiovascular Eng Center
CIVILERMW - Civil & Etvirantmental Eng
LCTR - Lehman Cir Transportation Res
COMSTRUCTMGMT - Canstructian Managerment

-

Be sure to remember the name of your Department/Project because the folder in FIU

Month-End Reports Link that will contain your reports will have the same name. In this
example, the name of the folder is “ENGDEAN”".

Now that you have located your folder name, you will be able to proceed to the FIU
Month-End Reports Link to pick up your reports.
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Chapter 4 — Retrieving and Working with the
Official Reports

After each monthend the official reports for your area will be sent to the FIU Month-End
Reports page. Within this page, the report will be located in the folder you identified in
Chapter 3. In Chapter 2, you went to Report Manager to retrieve the reports you created
on your own, however the month-end reports discussed in this chapter will be located at
the FIU Month-End Reports page.

The steps below will guide you through the activity of accessing the FIU Month-End
Reports page to locate your reports. Once the report is opened, you will learn how to
work within the reports in order to review additional information.
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Retrieve the Delivered Reports from FIU MonthEnd
Reports Page

After each months end, the Financials Summary reports described in Chapter 1 will be
generated and delivered to the FIU Month-End Reports link. They will be generated to the
FIU Month-End Reports page. Follow the activity below to retrieve the delivered reports.

Note: After each month-end, the previous month-end reports will be deleted. If you'd like
to regenerate a report from a previous period, you can refer to Chapter 2, “Running a
Report OnDemand” Otherwise, you can save each month’s report file to your local
computer.

1. Follow the navigation shown below to display the PeopleSoft FIU Month-End Reports
Link.
PeopleSoft.
Navigation Menu s i
e Reporting Tools e o
e FIU Month-End Egzzrmmair;aggemen?t [ Explorer
Reports D G P

[> Commitment Contral | | | | |
[» General Ledger

[> Allocations

[» Statutory Reports

[ Data Exchanges

[» et Up FinancialsiSupply

ACADEMIC_AFFAIRS
ADMIMISTRATION

Chain uTS
[* Enterprise Components
I Define Integration Rules PRESIDENT Report Folders for
. FOM STUDENT_AFFAIRS }
Government Resource
Soen B REE each Dept/Project

[* Background Processes

PRRERRRRRRERDE

ALL_DEPTS

[ Wiorklist =

[» Application Diagnostics STU_FEES

[» Tree Manager

=7 Reporting Tools AANEENERT
[ Query UNIVERSITY _\WIDE
> PSinvision

Report Mananer COMETRUCTION

= FIU htonth-End Eepors

[* PeopleTools

[» Packaging

The Explorer tab will be displayed containing all the report folders for each
Department/Project. You will need to know what folder your reports are being generated
to. Refer to the Chapter 3 activity of “Locating your Department/Project Folder Name”

The Administration tab contains the reports that you have run specifically with your
PantherSoft ID.
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2. Locate your Department/Project folder from the list and click to view the contents of
the folder.

PeopleSoft.

[> Azzet Management = =l
b Banking | | mest | Last | Lo |

[> Cash Management
[> Deal Management
[» Rigk Managament [= ACADEMIC_AFFAIRS

[» WAT and Infrastat

= [SPACADEM2005-02-28-2005-03-11-] [
> Commitrent Control _
[* General Ledger AFF_HEALTH_URBAN
[ Allocations - H H
N e HMSPHERIC_CENTER Executive Department & Project
[> Data Exchanges ARTSCIENCE i
[ Set Up Financials/Supply - Summarles
chain EDUCATION
[ Enterprise Components LBRARY
[> Define Integration Rules _
FDM BUSADMINISTRATION
[> Government Resource - .. .
o Lawy Individual Department Summaries
[» Backoround Processes = ENGINEERING
[ Wiorklist .
b Application Diagnostics B [SDENGINEZ005-02-28-2005-03-11-]

b Tree Manager B [SPENGINEZ005-02-26-2005-03-12-]
=7 Reporting Tools

[ Guery [= ENGDEAN

D Painwision B [212000001 AGENGDEAZONS-

Report Manager
= FIU Monif-End Reporis || B [21200000243ENGDEAI005-02-28-20]

EPEW'ET””'S B [212000003AGENGDEAZDNS-02-28-20]
Packaging
Change My Passward B [212000004AGENGDEAZ005-02-28-20]

My Persanalizations

Wy Systern Profile k2 [212000101IDENGDEA2005-02-28-20]
My Dictiohary I= B8 (2120001 02DEMGDEAZONS-02-28-20] .

The naming convention for the reports links at FIU Month-End Reports will consist of the
following:

1.) Report Prefix — See table below
2.) Individual Department/Project Number - For Individual Summaries
or
Department/Project Folder Name - For Executive Summaries
3.) As-of-Date — The Accounting Date for which the report was created.

The table below identifies and describes the Prefixes used for each report delivered each

month. Chapter 1 provides a description of the different FIU reports listed in the table
below.

Prefix \Description of the Report

Individual Summary Report

P Project Summary Report

AG Agency Summary Report

AX Auxiliary Summary Report

ID E & G Department Summary Report

IC Individual Construction Summary Report
Executive Summary Report

SD Executive Summary by Department

SP Executive Summary by Project

CS Executive Summary for Construction
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3. Click the link for the report that you would like to open.

The following page will be displayed for the specific report.

4. Click the link for the report generated.

273551

Name: RPTBOOK, Process Type: nVision-ReportBook

Instance:
Run Success
Status:

212000101DENGDEA2Z005-01-31

Name

2120001 0NDENGDEAZDO05-01-31 x5

File Size .
7“) es) Datetime Created
572 294 03122005 12:46:07.000000AM

EST

The following message may be displayed. You can choose Yes or No to enable the

macros.

Another window containing the report in excel format will be displayed.

i Microsoft Excel

e ———— — — — — — — N  — —— ———— —— A AANhNhRhEWES_—_—
Fall 2005
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Chapter 5- Running a Query Using Query Viewer

PeopleSoft Query is an end-user reporting tool in addition to the delivered Financials
Reports, and inquiry tools, which will be described later in the manual. This chapter will
guide you through running a sample query. You can use the query in this example to view
the transactions that have been posted to your account within a specified time frame.

A query uses specified records (tables) and criteria (fields) based on the users needs.
Many queries have already been set up in the system in order for you to access
information.

Process Prerequisite: You must know the name of a query you would like to run in order
to proceed with the steps below.

Some of the commonly used queries and their descriptions are shown in the table below.

FIU PO _OPEN_ENCUMBRANCES Used to query open PO encumbrances
By Dept/Proj ID

FIU GL_TRANDATA BYDATE Transactions by date
(Detailed Transaction nVision report)
FIU_SF_ACCOUNTING_LINES Student Financials Accounting Lines

(by Account and Run Date)
FIU_SF_ACCOUNTING_LINES_JRNLID Student Financials Accounting Lines
(By Journal 1D)
FIU SE ACCTG LN JRNL ACT DEPID Student Financials Accounting Lines
- - - - — - (by Dept ID)
FIU_JRNL_BUDGET_EX Journal Budget Exceptions by DATE
(Includes all journals along with payroll)

Journal Encumbrance Budget
FIU_ENCUMB_BUDGET_EX Exceptions
(Includes Dept ID’s and Project ID’s)
Will show you who entered
the receipt for a PO
What roles you have assigned
to your User ID

FIU_PO_RECV_BY

FIU_SEC_ROLES

———— —— —— ——————————————————————————————————————————————————————————————————————————
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1. Follow the navigation shown below to display the Query Viewer component.

Query Viewer

NaV'Qanon Enter any information wou have and click Search. Leave fields blank for a list of all values.
° i -

Reportmg Tools “Search By: | Guery Mame %] [hedins with
e Query

Search | Advanced Search

e Query Viewer

2. You will have the ability to search for queries using the criteria in the
Search By drop down menu.

3. Enter your criteria in the Begins With name of the query you would like to run in
the field and click the 22 | pytton,

In this example, use the query name “FIU_GL_TRANDATA_BYDATE" This query will
provide the same information as an nVision Transaction Detail report.

The Search Results will be displayed.

Query Viewer

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

“Search By: | Guery Mame v begins with FIU_GL_TRAMDATA

Search | Advanced Search

Search Results

‘Folder View: | -- All Folders - v

Customize | Find | viewall | 3 First (4 1acre M Last

Query Name Description Owner Folder Runto HTML Runto Excel Schedule Addto Favorites
FIU_GL_TRAMDATA n¥ision Transaction Data query Fuhlic Eunto HTML RuntoExcel Schedule  Addto Favorites
TR Bl e rerrsrerrFrarresetorrEateorery Frririe Forrr ettt te-Eeeet——<Seirererte—rte-te-Frreritee—
FIU_GL_TRAMDATA_BYDATE FIU_GL_TranData_byDate Fuhlic Eunto HTML RuntoExcel Schedule  Addto Favorites

E €] BanDATA BYDATE B G E €] ranbData buDate Eublic BEunto T Ento Exce Schedule  Addio Eavorites
FIU_GL_TRAMNDATA_BYDATE_DAVE1B FIU_GL_TranData_byDateDave1 Fuhlic Eunto HTML RuntoExcel Schedule  Addto Favorites
FIU_GL_TRAMDATA_BYDATE_LIA FIU_GL_TranData_byDate Fuhlic Eunto HTML RuntoExcel Schedule  Addto Favorites

FIU_GL_TRAMDATA_EMGINEERING  FIU_GL_TranData_Engineering Fuhlic Run to HTHL

BuntoExcel Schedule Add to Favorites
FIU_GL_TRAMDATA_SUM n¥ision Tx Summary Data query Fuhlic Run to HTHL

Bunto Excel Schedule Add to Favorites

4. Click the Run to HTML hyperlink to view the query in an internet browser window.
5. Click the Run to Excel hyperlink to export the results into an Excel Spreadsheet.

NOTE: Use the Add to Favorites link to save your most commonly used queries.

A new window should open up with prompt fields for you to enter the query search criteria.
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6. Enter the search criteria in the following fields.
- Journal Date From: Enter the beginning date of the transactions you want to view.
- Journal Date Through: Enter the ending date of the transactions you want to view.
- DeptID or Project ID: Enter your DeptlD/Project ID

NOTE: All prompt fields must be fully completed for Query Results to appear.

7. Click the __"iewResults | 1) on

3 Query Yiewer - Microsoft Internet Explorer

[> eSettlements
[» Asset Manage
[> Banking

[* Cash Manage
[* Deal Managen
[» Risk Managern
B vaT and Intras|| Journal Date From: B

[» Commitment

[> General Ledge| Journal Date Through: [07/31/2004 | &

[ Allocations .
[> Statutory Repcl| DentiD or Project ID: 1104001 04—

[> Data Exchangs -

[» Set Up Financ plewilikesOits
Chain

[* Enterprise Co

[» Define Integral i o
FOmM ; Vendor | Line Date |Date
D Government RI Iﬁ pro‘ HMMM% BUD M Descr Year Type Frorn To
Dirctory

[* Backaround P
[ worklist

[> Application Di
[> Tree Manager
= Reporting Too

@ hitps: //psprod. fiu.edu: 8700/psc/psfeprd_1/EMPLOYEE/ERP/q/?ICAction=ICQmyM ameURL=PUBLIC.FIL_G |— e
FIU_GL_TRANDATA_BYDATE - FIU_GL_TranData_byDate

[» PEinvision

Repon Manad=
[* PeopleTools [FE
[> Packaging
Channe by Password
My Personalizations
Wy Systern Profile

hA Cuicdi

———
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The Transactions matching the Search Criteria you entered will be displayed.

FIU_GL_TRANDATA_BYDATE - FIU_GL_TranData_byDate

Journal Date From: El
Journal Date Through: Ell
DeptiD or Project ID:

Download results in . Excel SpreadSheet CS¥ TextFile (78 ki)

Account Account Fund |Program H:::::P Invoice Vendor Hm Line Descr
UNITED
1 07/06/2004 711021 |Freight 210 (61 10.900 0.000(0000F49A24254 |PARCEL TA3G46727494 20051
SERVICE
UNITED
2 07/06/2004 711021 |Freight 210 |81 11.630 0.000|0000F49A24254 |PARCEL T1ZF49A242210404445 20051
SERVICE
UNITED
3 07/06/2004 711021 |Freight 210 (61 20.760 0.000(0000F49A24254 |PARCEL T1ZF49A242210404598 20051
SERVICE
UNITED
4 07/16/2004 (711021 |Freight 210 |81 20,760 0.000 BT L PARCEL 1ZF49A242210404605 20051
JUNE 2662004
SERVICE
Cellular CIMBUILAR
5 07/14/2004 [T11171 210 (61 5120 0.000{3052981618 WIRELESS  |300174 CELL PHONE 20051
Fhanes LG

Prqu[:t FIU Proj Descr| Date |Account Account Fund |Program |FIU EXP Amt|FIU BUD Amt| Invoice Ven
| 4 | 72004 711021 |Freight 210 A1 106 0[0000F45A2 |UNITED PARCEL 5
| 5 | 72004 711021 |Freight 210 A1 11.63 0[0000F45A2 |UNITED PARCEL 5
| 6 | 72004 711021 |Freight 210 A1 20 76 0[0000F45A2 |UNITED PARCEL 5
(7 | 7HE/2004( 711021 |Freight 210 A1 20 76 0[0000F45A2 |UNITED PARCEL 5
[ 8 | 742004 711171 | Cellular Phones 210 A1 512 0| 3062581618 | CINGULAR WIRELE
| 9 | 7H8/2004 711171 | Cellular Phones 210 A1 512 0 3063014200 | CINGULAR WIRELE
10| 742004 711171 | Cellular Phones 210 A1 630 0| 3062576008 | CINGULAR WIRELE
11 ] 7HMB2004(  T11171|Cellular Phones 210 A1 22 63 03062581221 | CINGULAR WIRELE
12 ] 7H8/2004 711171 | Cellular Phones 210 A1 30 .76 03083857641 | CINGULAR WIRELE
(13 ] 7HMB2004(  T11171|Cellular Phones 210 A1 7201 0| 3083028067 | CINGULAR WIRELE
14 | Ti2BS2004 [ TTIH06 Cﬂ}er Materials and Supplies 210 A1 136 6 0 GOBER| NATIONAL TIME 57
72004 711021 |Freight 210 A1 1076 0[0000F45A2 |UNITED PARCEL £
| 16 | 72004 711021 |Freight 210 A1 1076 0[0000F45A2 |UNITED PARCEL £
117 | 72004 711021 |Freight 210 A1 1076 0[0000F45A2 |UNITED PARCEL £
18| 742004 711021 |Freight 210 A1 1076 0[0000F45A2 |UNITED PARCEL £
13| 7HE/2004( 711021 |Freight 210 A1 1076 0[0000F45A2 |UNITED PARCEL £
| 20| 7HE/2004( 711021 |Freight 210 A1 1076 0[0000F45A2 |UNITED PARCEL £
[ 21 | 7428/2004(  T73506| Other Materials and Supplies 210 A1 4] 0 GOBER| NATIONAL TIME 57
[ 20| 742352004 771501 |State Health -Employer 210 A1 12208 4 0
= 742004 771502 |State Life - Employer 210 A1 140 33 0
24| 742352004 771902 |State Life - Employer 210 A1 154 67 0
25 | 72652004 773103 | Duplicating Services 210 A1 1162 0
| 26 | 72152004 711182 |Communication Equipment 210 A1 -16 66 0
27 | 742004 711182 |Communication Equipment 210 A1 316 0
|28 | 7/A30/2004] 711182 |Communication Equipment 210 51 13.3 0O
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Using AutoFilter

Excel has a feature called AutoFilter. It allows you to sort columns by the criteria of your
choice.

To use the AutoFilter tool follow the steps below.
e Click on the number of the row with the spreadsheet title headings. This should
highlight the entire row.
e Click on the Data option in the Excel toolbar
e Select Filter
e Then select AutoFilter

This will place a filter button ( =l )on each column in that row. This will allow you to sort the
information in the column of your choice.
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Chapter 6-Using Inquiry Tools to Gather Data

Inquiry tools will provide you with another method, in addition to the reports and queries, to
view the activity generated within PeopleSoft. This appendix is intended to give you an
overview of the multiple inquiry tools available.

Below are the multiple Inquiry Tools referenced within this appendix.

Purchase Order Inquiry
Requisition Inquiry
Voucher Inquiry

Asset Management Inquiry
Journal Inquiry

———— —— —— ——————————————————————————————————————————————————————————————————————————
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Purchase Order Activity Summary

PeopleSoft.

=7 Purchasing B] RERING)

NaVIgatlon > Reqguisitions [%

~ Purchase Orders o
[> Build f Source POs PO Activity Summary
e Change Orders Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
[> Reconcile POs

- PurChaSIng = Review PO Information
Purchase Orders Find an Existing Value

. PU I'Chase Print POs Business Unit: I;' IFIUEH— Q

Orders 2 Eipr?n_?s Pos Purchase Order: [begins with =]
Maintain Purchase Purchase Order Date: I: ;I I B
Orders
Approve Amounts Purchase Order Rafemm:e:l begins with LI I
1 Besere POs . m T
" ReVIEW PO Maintain Distributions \endor [D: I Ll —” Q)
: Dispatch POs I case Sensitive
Information - Busuet Chaci
Shipments
DD Return Ta Vendor Search Clear | Basic Search [§] Save Search Criteria
Projects

[> Travel and Expenses

u ACtIVIty [ Accounts Payable Search Results

[» Asset Management
Summars{ [> Cash Management [4] 123023 [F]
[» Deal Management

> Commitrment Cantrol

0001324

1

I General Ledger 0000000260 Q3032004 0000001 324
P Fr UGSy 0000000258  03/03/2004 0000001324
D — 0000000258 0303/2004 0000001374
B warklist 0000000257  03/03/2004 0000001324
I Reporing Tools 0000000256 03403/2004 0000001324
I PeopleTools = 000OONDZSS  O3M3Z004 0000001324

The PO Activity Summary page will allow you to view PO Information as well as Receipt,
Invoice, and Matching Information if these have been entered.

PeopleSoft.

1=

{ Actwity summary

PO;

‘Yendor:

0000000257 DELL

ltem Description Order Oty Amount Ordered  Amount Only
72 1 Laptop Latitude 600 EA 5.0000 12500.000 =
Il 2 Carrving Case for a Latitude & EA £.0000 a00.000 Il
Oty Rowid: 0.0000 Qty Inved: o.oo Oty Mtchd: 0.0000
Qty Accptd: 0.0000 Amt Invcd: 0.000 Amt Mtchd: 0.000
12500.000

Receipt Invoice Matching Open Oty 5.0000 Open Amt:

If a Receipt or Invoice had been entered or Matching had
been done, they would appear as links.
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Requisition Inquiry

Navigation

Requisition ID

H S h
e Purchasing
B vendars Requisition Inquiry
L = Purchasing
o ReqUISItlonS = Requigitions Business Unit; |FIU01 Q
7 Review Reguisition
Information Requisition ID: A ToReq: 4
1 = Re
[ ] ReV|eW —e - Req Status: I Ql Origin: Q
Requ|3|t|0n Wurknench Requester: Q
. Change History
Information I* Reports Requisition Date: | To:
Maintain Requisitiong
[ Purchase Orders Vendor Set ID: IHUU1 wendor Lookup Yendor Details
. [> Shipments
[ ReQUISItlonS I Retum To Vendor Vendor ID: [ Q' Short vidr Name: Q
[» Accounts Payahle
I Commitment Cantral Item SetiD: IFIUD1 Item ID: 4Q
[ Set Lp FinancialsiSupply :I
Chain Descr; I =
[* Tree Manager
I Reporting Toals nti: | ™' Drop Ship
[> PropleTools oK I ] I

PeopleSoll,

Mew indow | 4

Enter your Requisition ID and Click the M button.

e If the Requisition has been assigned to a Purchase Order the Show PO link would
be active, as shown below...
e |If areceipt had been entered for the requisition, the Show Receipts link would be

active.
e If a voucher had been created for the requisition the Show Voucher/Payment link

would be active.

ERja[:|uisitil]ns |
Req Inguiry Custormize | Find | View sl | B8 First
Details =¥
Unit Requisition Status Heqgquester HReq Date Total Amt Currency
= Fluo1 oooooo01 80 Approved Andrew SGordon o1roarz2o04 18120000 Dallar

Search Approval History Header Comments Document Status

Showw RFQ Show PO Show Receipts Show MER Show Woucher f Payment
ETHatity
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Voucher Inquiry

1. Follow the navigation shown below to display the Voucher Inquiry screen.

H H Voucher Inquiry
Navigation fantd
° Accounts Payable From Business Unit: To Business Unit: From Youcher ID: To Voucher ID: “foucher Style:
. [Fiuo Q] [Fuot Ql | Q] &) [anvouchers =
e Review
From Invoice: To Invoice: Post Status: Approval Status: Youcher Balance:
e Vouchers | Q| Q| B | B | E
i VOUCher |n uir SetiD: From VYendor Short Name: To Vendor Short Name: Voucher Date Type:
Foor ]« | Q] a1 E
From Vendor ID: To Vendor ID: Vendor Location: From Date: To Date:
| Q| Q| | | Ipzit7izoos | B oz 7s2004 | ES)
*Amount Rule: Voucher Gross Amount: Transaction Currency: —_—
Search Reset Criteria
[ H | | Q | |
*Sort By |V0ucherID j *Sort AsciDesc: IAscending vl Sort

. o . Search
2. Enter any available search criteria and click the —I button.

This will retrieve a list of vouchers that meet the criteria you placed on the Search Fields
above.

Note: If no data that matches your search criteria is found, the message "No Vouchers
Found" appears in the lower-left corner of the page.

Page 40 of 59 Fall 2005 FINO2 - Financials Reporting



Wocntorsw Florida International University

The table below lists, with a description, the available search criteria fields on the Voucher
Inquiry screen.

From Voucher ID To search on one voucher ID, enter that voucher ID in both the From
Voucher ID field and the To Voucher ID field.

To search on a range of voucher IDs, enter the first voucher ID of your
range in the From field and enter the last voucher ID of your range in the To
field.

From Invoice To search on one invoice number, enter that invoice number in both the
From Invoice field and the To Invoice field.

Post Status Search for vouchers that have the following post statuses:
Payment not Applied: Payments that are not applied.
Posted: Payments that are posted.

Unposted: Payments that are unposted.

Approval Status Search for vouchers that have the following approval status: Approved,
Denied, or Unapproved.

Voucher Balance Search by voucher balance. Select from the following:
Balance Remains: Vouchers with an unpaid remaining balance.

No Balance Remains: Vouchers that are paid with no remaining outstanding
balance.

From Vendor Short Name Once a name is entered in the From Vendor Short Name field, the To
Vendor Short Name field is populated and available for entry.

To search on a range of vendor names, enter the first vendor name of your
range in the From field and enter the last vendor name of your range in the
To field.

Once you enter a name in the From Vendor Short Name field, both vendor
ID fields are populated but are unavailable for entry.

If you search for a range of vendor short names you cannot search on a
Vendor Location in the same search.

From Vendor ID Once a number is entered in the From Vendor ID field, the To Vendor ID is
populated and available for entry.

Voucher Date Type You can search for vouchers by Accounting Date, Due Date, Entered Date,
or Invoice Date.

Amount Rule To search on a particular voucher amount, specify how you are comparing
your search to that amount.

Voucher Gross Amount Enter the voucher amount once you have specified a particular Amount
Rule.

Note: If you need to sort the results, use the Sort Criteria drop-down box and click
Sort
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3. Review the Voucher Inquiry Result section for additional information for each voucher

displayed from your search.

Woucher Inquiry
v Search Criteria
From Business Unit: To Business Unit: From Youcher ID: To Youcher ID: “Woucher Style:
[Fiun Q)  [Funt Q) | Q| @ [Arvouchers |
From Irvoice: To Invoice: Post Status: Approval Status: Youcher Balance:
| aQ | a |Posted =l |Approved =l |Ela|ance Remains ||
SetiD: From Vendor Short Name: To Vendor Short Hame: Youcher Date Type:
[Fuot @ | < | =] =l
From Vendor ID: To Vendor ID: Vendor Location: From Date: To Date:
[ al | Q| | | [ozs17r2004 | Bl fozr7izooa | )
Amount Rule: Voucher Gross Amount:  Transaction Currency: Search | e |
[ any B | | Q
*Sort By IIn\tUice Mumher - “Sort Asc/Desc; Ascending 'I Sort
¥ Display Currency Criteria
"currency: uso| Q) “Rate TypeCRANT [ AsafDate:  0217/2004 [ Coment |

] Show Display Currency

Voucher Ingquiry Results o]
|-' Voucher Details i tiore Cetails 1|

3_:;—“1985 Voucher ID  Invoice Number lﬁ% Vendor ID  Short Vendor Name Vendor Loc de_%he' E::::: Elfaz:l::artnion g;;':}i":r: Eiruarr:::ction Girossm %
FILIa1 noonoisy 134556 09i30/2003 0000000005 GREENHOLTZ-001 HOME Regular =] LsD 230.00 230.04
FlLIa1 ooonooge 43543 09i04/2003 0000000007 GRILLO-001 1AM Regular =] LsD 2,000.00 2,000.0¢
FILIa1 ooonoi14 89898 0910/2003 0000000019 A &A-001 hdAIN Regular Fl% LsD 645.00 645.00
FlLIa1 00000320 AMA 01/13/2004 0000000004 HONFURNITU-001 CORPORATE Regular Fl% LsD 20,000.00 20,000.00
FILIa1 00000321 AM 2 01/02/2004 0000000004 HONFURNITU-001 CORPORATE Regular Fl% LsD 20,000.00 20,000.00
FlLIa1 00000322 AM 3 12i29/2003 0000000001 DELL COMPU-001  CORPORATE Regular Fl% LsD 7,500.00 7.,500.00
FILIa1 00000323 AMS 01/05/2004 0000000004 HONFURNITU-001 CORPORATE Regular Fl% LsD 26,000.00 26,000.00
FILIa1 0oo0n03dl A1 011212004 0000000037 TOSHIBA-001 oo Regular Fl% LsD 1,450.00 1,450.00
FILIO1 00000342 AMZ 01/01/2004 0000000034 INSIGHT-001 dAIN Regular Fl% LSD 11,400.00 11,400.00
FILIa1 00000343 AM3 01/05/2004 0000000035 CUSTOMSPEC-001 1 Regular Fl% LsD 5,000.00 5,000.00
FILI01 00000344  AM4 (01/08/2004 0000000042 ACESUPPLY-001 hd 1AM Regular  [F LUSD 10,500.00 10,500.00

The table below lists, with a description, the useful information on the Voucher Details

tab.

Detail Lines

Click the |%Ibutton to view voucher and detail line information.

Payment Information

Click the button to view more detailed information about a payment
voucher.

Scheduled Payments

Click the == button to view scheduled payment information for a vendor or
a group of vendors.

Voucher Unpaid Balance

The unpaid portion of the voucher.

Total Non-Merch (total non-
merchandise)

Total amount of gross invoice amount allocated to sales tax, use tax, freight
tax, and miscellaneous tax.

Gross Amount Paid

The actual amount paid on this voucher.
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Net Amount Paid

The gross amount paid on this voucher, less any discount.

The table below lists, with a description, the useful information on the More Details tab.

Post Status

The various statuses of the voucher (post status, Appr Stat (approval
status), Match Status, Close Status).

Due Date

The date the voucher is due to be paid.

Acctg Date (accounting date)

The accounting date for this voucher.

Entered on

The date on which the voucher was entered.

Bdgt Hdr Status (budget
header status)

The budget header status for this voucher.

4. Click thel button to view more detailed information about a payment voucher.

Business Unit: FlLo1

Vendor Name: HOM Furniture

Gross Invoice Amount:

oucher ID:

a0ooono3 Invoice Number: frg12346
Vendor Location: CORPORATE
1,234.00 Transaction Currency: JsD

Custamize | Eind | i First (4] 1of 1 [¥] Last
Applied . .
Bank Bank Bank Payment Busi Applied Payment Pavinent Payment Youcher Paid Payment
SetlD Code Account Reference ID I.Ix'rstlﬁ Youcher ID Date Amount Currency Amount Status
FILIO1 BOA 123 0oo0og 08/07/2003 4,404.00 USD 1,234.00 Paid

Back Ta Youcher Inguiry
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Asset Management Inquiry

1. Follow the navigation shown below to display the Search for an Asset tool.

NaVigation Search for an Asset
e Asset Management Unit: | Y SerialiD: | ParentID: | al
Cat ] Location: G 1D:
e Search for an Asset ewoe [ ]Q ocation: | Q) LI [
Asset ID: I Asset Status: IIn Service = Profile ID: I =Y
Tag Number: I Search Type: [Advanced Search =l Chartfield Search Criteria
Acquisition Purchasing Unit PO Receiving UnitiD Payables UnitvYoucher Projects Unit/Proj ID
Details e l— Ql l— QJ l— Y l— Ql
D: | | [ [
MazEons Search | Clear | Wiew Search Options
I 300 {Important far Performance)
ENatity

2. Enter any available search criteria and click the

All assets that meet your search criteria will display on the |

Search
il button.

ower portion of the page.

Wiew Search Options

Clear I
(Important for Perfarmance)

Search |

I 200

Search for an Asset

Unit: IFIUD1 Ql Serial ID: | Parent ID: | Ql

Category: IEDF'RC al Location: I (=Y Group ID: I

Asset ID: I Asset Status: I Ih Senice 'I Profile ID: I Q)

Tag Number: I Search Type: [Advariced Search = Chartfield Search Criteria
Acquisition Purchasing Unit/PO Receiving Unit1D Payables UnitAYoucher Projects Unit/Proj ID
Details unit:| Q| | QJ | Q) | Ql

o [ ] ] ]

Max Rows

Go To >>|

Search Results - Select One Asset to Continue Custormize | Eind | i

5 [co]

First (4 120t 2 [ Last

Jf Asset Information Y Azset Cost Information Y Acguisition Details Y Mare... ‘.I
Select Unit AssetID Description Tag Humber Status Category % Serial ID
1 [ FIJo1 000000000034 film history of Balboa 4980001112 In Service EDPRO
7 [0 FIJo1 0000000000486 scanner 438000111217 In Service  EDPRO

ENatity

Note: If no data that matches your search criteria is found,
Found" appears in the lower-left corner of the page.

the message "No Assets

Page 44 of 59 Fall 2005

FINO2 - Financials Reporting



Wrennorsy

Florida International University

Journal Inquiry

Once a journal has been entered into the Financials System, you will have the ability to
review the status and details of the journal. This chapter has been developed to describe
and illustrate the journal inquiry process in PeopleSoft.

1. Follow the navigation shown below to display the Journal Entry screen.

Navigation
e General Ledger

o Review
Journal/Ledger Data

e Journals

Journal

{ Eind an Existing Yalue | Add a New Value

Inguiry Name: IINQUIR‘d

Add

Find an Existing Value | Add a Mew Value

2. Enter an Inquiry Name and click the _ A | pytton,

Note: Once you have defined and saved the Inquiry, you can run as often as you would
like. Use the Find an Existing Value tab to retrieve your existing Journal Inquiries.

The Journal Criteria tab for the Journal Inquiry will be displayed.
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Journal Criteria Tab

Journal Criteria

Inguinr *Unit: *Ledger: *Year: *From: *To Period: Suspense Status: Search
INQUIRY [Fuor | | Ql | Qlf al| a []al [eewen |
Journal ID: Date: Status: Source: Currency: Stat: Document Type:

B8 e & A ]
ﬂ Maxﬂuws:l 100 Snngy-_lquurnalld v|

| =Y

User: -L

Q

B savel [EldNetity |5 Refresh | Bk Add | (B Update/Display |

The following fields are required in order to perform a Journal Inquiry:

Business Unit — Enter “FIUO1”

Ledger — Enter “ACTUALS”

Year — Enter the Fiscal Year for the ID Transfer journal created. “2005”

From Accounting Period — Enter the Accounting Period of the ID Transfer journal
created. “01”

e To Accounting Period: - Enter the Accounting Period of the ID Transfer journal
created. “10”

Enter Search Criteria into the available fields and click ﬂl

" Journal Criteria '
Inguiny: “Unit: “Ledger: “Year: “From: “To Period: Suspense Status: I
IMGUIRY [Fluot | &) |acTuALS @l o [ el [« SEETED
Journal ID: Date: Status: Source: Currency: Stat: Document Type:
Q| B[ e A Al | =y,
user: [ =\ Max Rows: 100} Sort By: |-/ournalld :I'
Journals
lJournal ID Date Unit Il  Status Source g%?:;ni User Unpost Date Descr
0000000029 0210/2004 FiLOq Posted OhL Mo Susp 11158498 021 0/2004 gl 2.1 manny purchase of DP WO
0000000030 02A10/2004 FILIOq FPosted QML Mo Susp 1115898 0202004 GL 2.1 Aime W
0000000031 0241 0/2004 FILIOq FPosted QML Mo Susp 1202473 021 0/2004 BSanchez Script 2.1 line 56
0000000032 0210/2004 FlLO1 Walid QML Mo Susp 11158498 02i10/2004 Vivian test#113 script 2.1, a
0000000033 02410/2004 Fluo Posted QML Mo Susp 11158498 0241052004 al 2.1 manny payment of long d
0000000034  0210/2004 FlLO1 Posted QML Mo Susp 11158498 02i10/2004 GIL 2.1 AIME M 72100
0000000035 021072004 FILIO1 Posted QML Mo Susp 1166886 02052004 andy12.1
0000000036 0210/2004 FILIOq Fosted CML Mo Susp 1115888 021052004 GIL 21 AIME M 73100
0000000037  02M10/2004 FILIO1 Fosted QML Mo Susp 1115898 021 0/2004 GIL 2.1 AIME M 77100
0000000038  0210/2004 FILIOq Walid CML Mo Susp 1202473 021052004 BSanchez GL 21 line 57
0000000039 0210/2004 FlLO1 Walid QML Mo Susp 1202473 02i10/2004 BSanchez GL2.1 line 58
0000000052 0211/2004 FILIOq FPosted QML Mo Susp FGREEM 02152004 152500101
0000000053 02111/2004 FlLO1 Walid QML Mo Susp FGREEN 0211152004 152500101
0000000057 0201372004 FILIOq Errors QML Mo Susp 1328837 021352004
0000000058 0241 3/2004 FILIOq “alid QML Mo Susp 1328837 021352004
0000000059 0201372004 FlLO1 Incomplete  ORL Mo Susp 1315242 0201312004 Test
0000000060 03/01/2004 FILIOq “alid QML Mo Susp 1202473 03/01/2004 BSanchez GL 21 line 57

The journals details (Journal Status, Suspense Status) matching your search criteria will

be displayed.
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4. Click the Journal ID link to review more specific details of a journal.

Inguiry Unit Ledger Year From To: Curr Source Journal ID Status Sus J 0
urnals Header
INGLUIRY FiLIO1 ACTUALS 2004 1 10 .
Details

Go To: Journal Criteria Header Msg:

e

Journal ID: 0000000029 Date:  02r10/2004 Schedule: Source: oML

Ledger Grp: ACTUALS Original 021052004  Lines: 2 Occur: InterUnit BU: Flu01

Date:
Status: Posted Posted:  02/10/2004 Process: Mo Reguest Reversal: Mone
Balanced: DR=CR Controls: Ctrlg Ok Errors: Edits Ok Reversal
Date:

Operator Ie: 1115898 DOCSElUENEER:

Long Description: Igl 2.1 manny purchase of DP WORKSTATION :I

Totals by Currency

Currency: USD DR: 4,300.00 CR: 4,300.00 HNet: 0.00
& Show All Lines S

' Show  From Line: I Thru Line:l

Journal Line

Journal Line
Distributions

Line # Transaction Amount Account Alt Acct  DeptiD E:uo_r:l[:e Program Class Project Bud Ref PC Bus Unit Activity
1 430000 USD 721404 72100 645 22 1 253000517
2 -4,300.00 USD 112001 11200 685 22 1 253000517

Click Journal Criteria to return to the Journal Criteria Screen.
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Appendix A — Setting up your Computer for
nVision Drilldown

In order to be able to run the drilldown functionality within PeopleSoft, you will need to
setup Microsoft Excel on your computer to use DrillDown. The instructions below will
instruct you on how to perform this simple setup.

1. Place the Add-In file to a directory your local computer.

The first step within setup will require that you place the Add-In File (attached to the email)
within a directory on your local computer. You may not have access to every directory on
your local computer, so this example will show you to place it to your “My Documents”
directory.

a. Open Windows Explorer by clicking the following Windows menu command.

Start - Run

Recycle Bin Snaglt 7
4
Mew Office Document

Open Office Document
S

gt;j Set Program Access and Defaults

& Windows Update

WinZip

‘shao! Messenger Start - RU n &‘

+| Programs
Documents

Settings

Search
Help \
( FLoriDA INTERNATIONAL UNI'

Shut Down..
ol Start |J @ A »“ @DriIDownﬁSetupﬁInstruclio...l (S Snalt Capture Preview |%5@F®0&) 0] ?ﬁjﬂ?da‘ﬂ

2000 Professional

Note: You may also have a My Documents folder on your Desktop.
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b. Type in “explorer” within the Run command line and click -

opoer

[ oc ] coed | orowse.. |

Window Explorer will be displayed.

My Documents

pu= | | Ty 4 7 ) ||
-@ My Documents i
3 = = [ see[Twpe  [bodfed [
L@ IJ 21 DocuShars File: Folder 1/9/2004 1:26 PM
L CIFIU Spreadshest File Falder 4/7/2004 1:04 PM
My Documents 1 Report Samples File Folder 5/6/2004 8:43 PM
- = 4P04_Payments 1.845KE  Microsoft word Doc...  5/18/2004 110 PM
{1 Repart Samples Select an item to view its description. B ]CHECK IMAGES 279KE  Microsoftword Doc.. 51372004 11:15 4M
B My Computer S Totunert @Crad\t Card Journal... 24 KB Microsoft Excel'wor..  B/1/2004 12:22 PM
! My Network Places Credit Card Sales .. 1.832KE  Microsoftwiord Doc... 5/24/2004 5:57 PM
Recycls Bin My Documents Dishursements Dai... 20KB  MicrosoftWord Doc...  5/17/2004 11:16 PM
@ Intemet Explorer T DAlT P18, 30KE  Microsoft Excel Addn - 11/6/2002 9:08 PM
@ Hunmingbird Nsichbor Folder B FIND2_PSReports... 2095 KB Microsoftword Doc...  5/19/2004 11:32 AM
B0 AP FIU Credit Card Sa. 227 KB Microzoft Word Doc. 5/24/2004 12:34 PM
B B4 Class @ FIL Spreadshest 1.133KB  Windip File E/1/2004 4:05 PM
B0 FIU LAYOUTS @) GLOT_IDTransfers 1,208 KB Micosoftword Doc.. 5/12/2004 4:25 P
2 MANUALS GMAT 1KB  Text Document 5/28/2004 231 PM
®-] Proc m Images 2317 KB WinZip File 4/8/2004 5:54 PM
B SPEARD n/izion b anual 1.743 KB Microsoftwiord Doc... 572072004 12:17 P
] testuls n\fisiun 1.097 KB Microsoftwiord Doc... 5/20/2004 11:38 A
w7 ks 111 mPeopleSolt 8 Sigrvin TER  Intemet Shortcut 5/26/2004 8:54 AM
Please provide a s.. 22KB  Microgzoft word Doc...  5/30/2004 1:.31 PM
Positive Pay File P 412KB  Microsoft*Word Doc...  5/17/2004 11:17 PM
Henorl of Special ... 158 KB Microsoftord Doc... 51772004 11:16 PM
@Shnrtcut taHP La TEB  Sharteut 5/10/2004 11:19 A
H stinget/2.2.1 51 KB Application 5/3/2004 10:07 AM
Template BR0KE  Microsoftword Doc...  1/28/2004 453 PM
terminalogy B5KE  Microsoft PowerPoin...  5/27/2004 842 AM
@W’indows Media Pl.. 1KB  Shortcut 5/18/2004 429 PM
E] ‘wiorkshest Scrap .. 541 KB Scrap object 1/23/2004 8:59 AM
B wnid 23KE  Microsoft wWord Doc...  5/7/2004 12:42 PM
X

c. Navigate to the My Documents folder and paste in the Add-In file.
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My Documents

AT

@ hy Documents

s ] Spreadzheet Upload
{a Report Samples
@, My Computer

@ My Metwork Places
| fa Recycle Bin
8 Intermet Explorer

Hummingbird Neighborl

=] SPEARD
; 7 testus
3 ws1m

ol

=

Z1DocuShare
Caru Spreadshest ...

My Documents

Authar: Pat Smith

@ Template
@ Images
E shingery2.2.1

B

ﬁ Shortcut ko HP La.

B CHECK IMAGES
@ Disburgements Dai
@ Report of Special ...
@ Positive Pay Fils P
@AF‘DLF‘aymanls
D windaws Media FI..
B FINOZ_PSRepars..
Wision

rivision Manual

FIU Credit Card Sa..
@ Credit Card Sales ...
w PeopleSoft 8 Sign-in

@ Please provide a s

@ Credit Card Joumal...

@ FIU Spreadshest ...

—

0KB
541 KB

is attached to the email received.

=lalx|
Windows
Explorer
File Folder 1/9/2004 1:26 PM
File Foldzr 44772004 1:04 PM
File Foldzr 5/6/2004 8:43 PM
Microsoft Excel Addin - 11/5/2002 308 FM
Scrap object 1/23/2004 8:59 AM
ticrozoft Word Doc. 1/428/2004 4:59 PM
WinZjp s

DrillDown Add-
In File

Microsof o ooe o T 2o T TR
Microsoft Word Doc... 5A7/2004 11:16 PM
Microsoft Word Doc... 5/17/2004 11:16 PM
ticrozoft Word Doc. 5/17/2004 11:17 PM
Microsoft ‘Wiord Doc 5/18/2004 1:10 PM
Shortcut 5/18/2004 4:29 Pt
Miciosoft ‘Wiord Doc... 5/19/2004 11:32 &M
Microsoft wiord Doc... 5/20/2004 11:38 AM
Microsoft word Doc... 5/20/2004 1217 PM
Microsoft Word Doc... 5/24/2004 12:34 PM
Microsoft Word Doc... 5/24/2004 5:57 PM
Internet Shortcut 5/26/2004 3:54 AM

Microsoft PowerPain,..

Text Document
Microsoft Word Dac.

Microsoft Excel waor..

“winZip File

5/27/2004 342 AM
5/28/2004 231 PM
5/30/2004 1:31 P
E/1/2004 12:22 Pt
E/1/2004 4:05 PM
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2. Activate the Add-In file within Excel to enable the nVision menu options.
a. Open Microsoft Excel and select the following Menu Navigation:

Tools — Add-Ins

E3 Microsoft Excel

The following Add-Ins box will be displayed.

|| Euro Currency Tools
[ Internet Assistant VE&
[ Lookup Wizard

[ 5 Query Add-in

[T ©DEC Add-in

[ Template Utilities
[T Template Wizard with Data Tracking
[ Update Add-in Links

b. Select _ to locate the Drilldown File you placed on the My Documents
drive directory (Step 1)
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4. Navigate to the My Documents folder to select the DrillToPIA file. Click the
button once selected.

Fd Microsoft Excel - Book1

D My Documents

| Docushare
|1 FIU Spreadsheet Upload
1 Report Samples

DrillDown File

| =
Add-Ins

BeENRRRRREEEREE = 2 5=Ee Mol ]

[ T, Sheett 4 L Y

The Add-Ins Menu will be displayed with the DrillDown (DrilltoPIA) Add-in selected.

|| Access Links

[ analysis ToolPak,

[ nnalysis ToolPak - Y&

[ autosave Add-in
\izard

|| Euro Currency Tools
[ Inkernet Assistant YE&
[ Lockup Wizard

Click lﬁ to return to excel with the Drill-Down feature activated.
The menu navigation toolbar within excel will be updated to include the nVisionDrill
functionality.
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El Microsoft Excel

“Diocuments and SettingshdiesbachDesklopReports.zls

Congratulations, you are ready to use nVision Drilldown!
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Appendix B- Working with the Reports

Using the nVision functionality within PeopleSoft, the nVision reports that are generated
will be in an excel format.

%3 izport Hanages - Wicresoit Inismel Exploiet

I Demand Fianning L Dlesvindc | Hein
P Ertarprise Planning
[+ iewarbary Pelicy Fianning

b Froduction Plaseing
[ Supply Planning

P Customers
B

3 T Contracts

[ Customer Retums
P Cosl Accounling

[ wendors

[ Purchasing

[ irwentary

b eProcurernent

[ Eourcing

[ Manufichuring Dednifuns
[ Froduction Control

b Contrgaranion Modeles

[ Froduct Condgurations
b Grants

b Frojects

[ Ergugement Pranning

Request Name:
Report Title:  FIU_GL_DeptSum

Roll Up Level Name: 110400001

Rall Up Deseription:  CW3SP CONTROLLER'S OFFICE

As of Date:  2004-03-10

I Rnsiaurce Manageenent Crt Mih Barch, 1o || Tin |I o Halance
Etafing E

I Ty e ki oudget || Acuals || Acuals Pre Enc Availahle

b Eiling

[+ Accounts Racesable
[ Accounts Payatie
b

Parmannni Salaries and Wages
RSstiEmenis

Totml

[ Aot Msmagernent
I VAT me Intrastst

P Commmant Cortol
[ Oaneral Ledger

Temporary Salativs
Sublotal

[ Dt Enchanges
I Sat Up FinanciatsiEupely

Othar Opnrating Lxpensas
Chain Subtotal
b Dot Imegratian Rules

[
[ Gaemmmant Resource

ZAFT

Dmectory

I+ Rackground Procssses
[ warkdat

[ Traa Manager

= Raparting Tasis

P Query

[ Pishision

b PeceinToals

Chie Wy Py
My Fersonalgations
My St Pritis

Zoom on Report

You can adjust the amount of information displayed on the screen by selecting View —
Zoom from the Menu navigation. (75% is most common) See image below.

FERRET FER.

Request Name:  DO110400
Report Title: | |CWWSP CNTRLLER'S OFFICE
Roll Up Level Name or Department: || 110400101
Roll Up/Department Description: CNTRLLERS OFFICE
As of Date: | 2004-06-30
Crt Mth
Period 12 -
2004-06-01
2004 YTD ¥TD YTD Balanee
Budget Actuals Actuals | Encumbranee | Pre Ene Available
Permanent Salaries and Wages
Total ]
OPS Salaries
Subtotal ]
Other Operating Ezpenses
Subtotal 1,000,000 [ 123 190,464 24,407 785,006
Grand Total Ezpenses 1,000,000 0 123 190464 24 407 785.006
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Expand Sections of Report

Additional Detail is contained within sections of the report. Click the # image to expand
section for additional details.

EN Request Name: | DO110400
4| Report Title: | CWSP CNTRLLER'S OFFICE
5 Roll Up Level Hame or Department: || 110400101
I Roll UpDepartment Description:  CNTRLLERS OFFICE
T
| & | As of Date: | 2004-D6-30
-3
Crt Mth
Period 12 -
2004-06-01
|0 | 2004 YTD ¥YTD YTD Balance
|1 Budget Actuals Actuals Encumbrance | Pre Enc Available
2 |
13|
14 | Permanent Salaries and Wa. .
5] Toral ClICk | to [
6 |
| 17| OPS Salaries ex p an d a
12 Subtotal . L]
19 | section.
20 /
ﬂ‘zf_F Subtotal 0 [ 123 190,464 24,407 TEE DG
3
Ea
40 | Grand Total Ezpenses 1,000,000 0 123 190.464 24,407 F85.006
41
N Request Name: | DO110400
4 Report Title: | CWSP CNTRLLER'S OFFICE
| 5 | Roll Up Level Hame or Department: | 110400101
& | Ruoll Up/Department Description:  CNTRLLERS OFFICE
T
L8 | As of Date: | 2004-06-30
EN
Crt Mth
Period 12 -
2004-06-01
1| 2004 ¥TD ¥TD ¥TD Balance
1 Budget Actuals Actuals Encumbrance | Pre Enc Awvailable
e |
1|
14 | Permanent Salaries and Wages S
15 Total ey L]
| Additional
17 | OPS Salaries .
18| Subtotal Detai |S by [
13
20 | Other Dperating E:pensei%//d(-/\Ac C O u n t
[ 21| 711000 Other 0 i
za| Tz T T T u/ 1,950 0
|23 | rriztt Per Diem - In State 0 0 0 750 0
|24 | Trizst Per Diem - Foreign 0 0 123 i 0
| 28 | TN Clathing and Uniforms 1] 1] 1] 4,990 1]
| 2B | T1402 Fental of Facilities 1] 1] 1] 0 18,150
| 27 | 71303 F&E Less than $1,000 0 0 0 36,436 1856
| 28 | TIiE Plant Equip Under $1,000 0 0 0 00 0
| 29 | 7212m Furniture & Equip Ower $1,000 0 0 0 L1} EI70
| 300 F21a0z2 Audio Yisual Equipment 0 0 0 3,000 0
| 31| T2 DP wWorkstation 0 0 0 20,202 1
| 32 | T1a04 Modular Trailers 0 0 0 12,280 0
R ] Conzulting Services 0 0 0 2,000 0
| 34| 7T Security Services 0 0 0 1.200 1200
| 36| 7T Construction Services 0 0 0 450 0
= | 3B |773O05 Oither Materials and Supplies a a a 1,000 a
= 37 Subtotal 1,000,000 L] 123 130 464 24 407 85 006
e}
| 40 | Grand Total Expenses 1,000,000 o 123 190,464 24 407 785,006
a1

Note: You can click the B button to close a section of information.

Once you have opened your report from the FIU Month-End Reports folder, you will have
the ability to use the drilldown capability of the reports.
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DrillDown offers fast, convenient on-line access to supporting detail in summary reports.
This is especially useful when you are reporting at a high level of summarization, since it
provides underlying details when and where you need them.

Once a report has been run to the Web and posted to FIU Month-End Reports, you can
open it and run a DrillDown on non-calculated amount fields.

Note: You will need to install and configure your Microsoft Excel Program to be able to
run drilldown.

To use the drilldown functionality, follow the steps below.

1. Select the cell for the Amount field that you would like to drilldown.

a HReport Manager - Microsoft Internet Explorer

Menu

[> Billing

[» Accounts R
[> Accounts P =
[> eSetileme = &2

[ AssetManz hitp: //psdeswweb. fiu, edu, 8300/ psreports /pefstst /3471 5237492 wlz

[» Banking
[> Cash Mang E21 2100000

[» Dgal Wanag| L2l :l | ‘ || ‘ |

Budget Actuals Actuals Encumbrance| Pre Enc

[> Commitme

[> General Le

[> Allocations

[> Statutory R

[> Data Excha

[> Get Up Fing
Chain

[> Enterprise

[> Define Inte
FOM

[ Governme
Directary

[» Backgroun

[ wiorklist

[> Application

Permanent Salaries and Wages
Total

Select the cell for the
Tompotety Salaries Amount field you would
like to Drilldown

Other Operating Expenses

Other Operating Expenses 2,100,000 1 2

711401 Rental of Equipment 0 1] 5,530

711405 Rental of IT Equiprnent 0 1,854
Subtotal 2,100,000 8,384

~
(=]
=
=

L

[> Tree Manag
=7 Reporting
[ Query
[> PSinvisio
= Repart Wl
> PeopleToo
[> Packaging
Chanoe by [ ks FIU_DEPTSUM
hity Persong
Ity Systern
hty Dictionary

Grand Total Expenses 2,100,000

Note: You can only drill down on non-calculated fields.
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2. Select “nVisionDrill — Drill” from the menu navigation to initiate the Drilldown process.

'3 Report Manager - Microsoft Internet Explorer

y -

E # ’K‘ =]

@ hittpe /¢ pedevimeb. fiu. edu: 8300/psp/psfstst/EMPLOYEE /ERP/c/REPORT_MANAGER. COMTE| T.GEL - o

[ Asset Manz

[» Banking

[> Cash Manz

[> Deal Wana g[S [

[ Enterprise

[> Define Inte
FDM

P Governme
Directory

[ Backaroun

[ wiorklist

[> Application =]

~ Reporting
[ Query
D PSimii
2
[ PeopleTon
[ Packaging

2100000

Permanent Salaries and Wages

Total

Temporary Salaries

Subtotal

Other Operating Expenses

Other Operating Expenses I 2 100,000 _l

Rental of Equipment 1]
Rental of IT Equipment 1]

2,100,000

2,100,000

The following PeopleSoft window containing all of drilldown layouts will be displayed.

Available

E I Natity

Accaunt by Period FEMNT

Run Drilldown

Report Instance: TBR47_1077345

Drilldown Layouts Custamize | Find |

Description *Server Name
Account by Department FEMNT

!

[ |

Account by Project PSMNT

Al by Period
Departrment by Account I—
Department by Period
Froject by Accaount
Project by Period |—
Trangaction Dril S

Column:

£
=S
g
£
S
=
=

Run Drilldown
Run Drilldown
Run Drilldown
Run Drilldown
Run Drilldown
Run Drilldown
Run Drilldown
Run Drilldown

Run Drilldown

Click Run
Drilldown
T\

\
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The following table contains a list of available drilldowns.

DrillDown

Department by Account
Account by Department
Account by Period
Project/Grant by Account
All by Period

Department by Period
Account by Project
Project by Period
Transaction Drill

Note: Drilldown functionality is unable to drill across multiple fiscal years. As a result, for
Project/Grant reports, you will need to Drilldown on the LTD (Life to Date) columns first by
Period. (I.e. Account by Period) and then drill on the period details.

3. Locate the Drilldown that you would like to use and click LRun Drilldown |

Once you have selected |Run Drifldown | you will be taken to the Administration tab of
Report Manager (Reporting Tools — Report Manager).

The Administration tab displays all of the reports (I.e. Drilldown Reports, General
Reports) that you have generated with your Panthersoft ID.

It may take a few moments for the report you generated to be displayed.

4. Click the _Refresh | button to refresh the page. jdministration Tab ’

Esplorer | List Y Administratio B
userip:  [1523749 Type: | =] Last: [ [Days =] | Refresh |
Status: I 'I Fnlder:l j Instance: | to:
Report List Customize | Find | Wiew Al Ir""I First (4] 4.3 0t 2 [¥] Last
Select Report Pres Report Description Rﬂ@ Format Status Details Wiew
1D Instance Date/Time
0411472004 Microsoft Excel . )
[ 950 231 DR_2370_23T1_1452374492 = 11113FM Files (*.xs) FPosted Details View
110400001 Report for Budget 0471472004 Microsoft Excel . .
. IO nasis 1251 11FM  Files (rasy | oored Details View
O 944 2369  Reportfor Budget Analysis 041472004 - Microsoft Bxcel oo oy petails view

12:44:56FM Files {*xls)

%Icnckthe delete button to delete the selected report(s)

ﬁ Sawe

Explorer | List | Administration | Archives
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5. Click the View link on the Administration tab next to the report you would like to view.
The most recent report that you create will be listed in the top. Clicking the view link will
take you to a page containing a link to the report you created.

Note: To delete a report that you have created, you must select the checkbox next to the

report process and then click _P2Ete_| This will also remove the report from the Explorer
tab.

Once you click on the View link, you should have a link for the Drilldown you just
generated.

Click on the link and the Drilldown for that transaction will be shown in another page in
Excel format.
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