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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 
• 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. 
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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.   
 

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

 
o Department (i.e. E & G) Summary Report 
o Project Summary Report 
o Auxiliary Summary Report 
o Agency Summary Report 
o Construction Summary Report 

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

• 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. 

 
o Transaction Details for a Department 
o Transaction Details for a Project 

 
• Executive Summary Reports - Summary Reports provide a summary by 

Account for multiple Department IDs or Project IDs. 
 

o Department Executive Summary (All expense categories) 
o Department Executive Summary (Salaries) 
o Department Executive Summary (OPS) 
o Department Executive Summary (Expenses) 
o Department Executive Summary (OCO) 
o Project Executive Summary 

 
• Budget Summary Reports - The Budget summary reports provide additional 

detail behind the budgetary activity for a department/project or multiple 
departments/projects. 

 
o Executive Budget Summary 
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 Summary Reports 
Summary Report for Departments (i.e. E & G) 
 

 
 
 
Column Name Column Description 
Annual Adjusted 
Budget 

Original Budget Allocations, plus adjustments to original budgets (i.e. 
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 
(Calculated Field) 

The Total Available Balance. This value is calculated by the following 
formula: 
Balance Available = Budget – (Expenses-KK +  Encumbrance + Pre Enc) 

Current Mth 
Actuals 

Vouchers, ID Transfers, Journals and other expense allocations from 
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.   

Account Information 

Activity Information 
(see table below for 
Column Descriptions) Department ID 
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Summary Report for Departments (i.e. E & G) Continued… 
 

 
 

Column Name Column Description 
Annual Perm Budget  Original budget allocation reflecting all permanent allocations 
(BO)Permanent/Original 
Budgets 

Permanent Budget Office allocation  

Permanent Transfer 
Budgets 

Permanent budget transfer allocation 

(BO)Temporary 
Adjusted Budgets  

Temporary Budget Office allocation 

Temporary Transfer 
Budgets 

Temporary budget transfer allocation 

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. 
 
 
 

 

Prior Period 
Activity 

Project Life to Date 
(LTD) Values 
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Summary Report for Auxiliary Departments 
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Summary Report for Agency Departments 
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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.  
 

 
 
 
 

 
 
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.  
 
 
 
 
 
 
 
 
 
 
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 
Department IDs 

 

Project Executive Summary 
 

 

Multiple 
Project IDs 
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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. 
 

 

Detailed Budgetary 
Activity 
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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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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 ID 

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

• 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 
PI  Project 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 

 
For example, for E&G Summary Report for Department ID # 110400101 the Prefix 
would be: “DI110400” 
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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) 
port 

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” 
 

 

Click Search 

 
 

3.   Once you have entered the Report ID, click  to 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. 
 

  

As of Reporting Date 

 
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: 

 
• 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.  
 

 

Your Dept/Project ID 

 
 
7.   Click  to return to the nVision Report Request tab. 
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You are now ready to run your report.   
  
8.   Click  to initiate the creation of the report using your report criteria.  
 

 

Run 
Report

 
 
The Process Scheduler Request page will be displayed. 

 

 

PSNT 

 
9.   Select ‘PSNT’ in the Server Name field and click . 
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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. 
 

 

Report 
Manager 

 
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.  
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11. Click the Administration tab to locate the report you have just created. 
 

 

 

Administration 
Tab

 
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: 
 
• 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

http://panthersoft.fiu.edu/financials.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.  
 
 
Navigation 
• Tree Manager 
• Tree Viewer 
 

 

2.  Enter “DEPT” in the Tree Name field and click the  button. 
 
The tree displaying the hierarchy of departments will be displayed.  
 

 

 
 
 
 
Click on the DEPT_HIERARCHY link. 
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3.   Click the Find 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. 
 

 

FIND your 
Department/Project
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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”. 
 
 
 

 

First Six Digits of your 
Department or Project 

Exact Matching is Deselected 

 
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. 
 

 

The Folder Names for the 
Dept/Project ID

 
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. 

  
 
Navigation 
• Reporting Tools 
• FIU Month-End 

Reports 
 

Report Folders for 
each Dept/Project 

 
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. 

 

 
 
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 
IP 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 

Individual Department Summaries  

Executive Department & Project 
Summaries  
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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.  
 
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. 
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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 ID) 

FIU_SF_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)

 

FIU_ENCUMB_BUDGET_EX 
Journal Encumbrance Budget 

Exceptions 
(Includes Dept ID’s and Project ID’s) 

FIU_PO_RECV_BY Will show you who entered 
the receipt for a PO 

FIU_SEC_ROLES What roles you have assigned 
to your User ID 
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    1.   Follow the navigation shown below to display the Query Viewer component. 
  
 
Navigation 
• Reporting Tools 
• Query 
• 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  button.  

 
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.  
 

 
 

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 DeptID/Project ID 
 
NOTE: All prompt fields must be fully completed for Query Results to appear. 
 
7. Click the  button. 
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The Transactions matching the Search Criteria you entered will be displayed. 
 

 
 
 
Note: Click Excel Spreadsheet to open up the query results in Excel (see below). 
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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. 

• Click on the number of the row with the spreadsheet title headings. This should 
highlight the entire row. 

• Click on the Data option in the Excel toolbar 
• Select Filter 
• Then select AutoFilter 

 
This will place a filter button (  )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  
 
 

 

Navigation 
 
 Purchasing 

 
 Purchase 

Orders 
 
 Review PO 

Information 
 
 Activity 

Summary 
 
 

     
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. 
 

  
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 
 
• Purchasing 
 
• Requisitions 
 
• Review 

Requisition 
Information 

 
• Requisitions 
 

Requisition ID 

Enter your Requisition ID and Click the button. 
 

• If the Requisition has been assigned to a Purchase Order the Show PO link would 
be active, as shown below… 

• If a receipt had been entered for the requisition, the Show Receipts link would be 
active. 

• If a voucher had been created for the requisition the Show Voucher/Payment link 
would be active. 
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Voucher Inquiry 
 
1.   Follow the navigation shown below to display the Voucher Inquiry screen. 
 

  
 
Navigation 
• Accounts Payable 
• Review 
• Vouchers 
• Voucher Inquiry 
 

 

 

2.  Enter any available search criteria and click the  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. 
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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 

. 
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3.  Review the Voucher Inquiry Result section for additional information for each voucher 
displayed from your search. 

 

 

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

Detail Lines Click the button 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 the  button to view more detailed information about a payment voucher. 
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Asset Management Inquiry 
 
1.   Follow the navigation shown below to display the Search for an Asset tool. 

  
 
Navigation 
• Asset Management 
• Search for an Asset 
 

 

 

2.  Enter any available search criteria and click the  button. 
 
All assets that meet your search criteria will display on the lower portion of the page.  
 

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

Journal/Ledger Data 
• Journals 
 

 
 
 
 
2.   Enter an Inquiry Name and click the  button. 
 
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 
 

 
 
The following fields are required in order to perform a Journal Inquiry: 
 
• Business Unit – Enter “FIU01” 
• 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” 
• To Accounting Period: - Enter the Accounting Period of the ID Transfer journal 

created. “10” 
 
3.  Enter Search Criteria into the available fields and click . 
 

 
 
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. 
 
 

 

Journals Header 
Details 

Journal Line 
Distributions 

 
 
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 
 

 

My Documents 

Start - Run 

 
 
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 . 
 

 
 

 
Window Explorer will be displayed. 
 

 

My Documents 
Folder 

 
c.  Navigate to the My Documents folder and paste in the Add-In file. 
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Note:  The Add-In file (DrillToPIA)  is attached to the email received. 
 
 

 

DrillDown Add-
In File 

My Documents 
Folder 

Windows 
Explorer 
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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 

 

 

Tools – Add-Ins 

 
The following Add-Ins box will be displayed. 
 

 
 
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. 

 

 

My Documents 

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

 

DrillDown File 

 
 
Click  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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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.   
 

 
 

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.  
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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. 
 

 

Click   to 
expand a 
section. 

 
 

 

Additional 
Details by 
Account 

 
Note:  You can click the  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. 
 



  Florida International University 

 

 
Page 56 of 59 Fall 2005 FIN02 – Financials Reporting  

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. 
 

 

Select the cell for the 
Amount field you would 

like to Drilldown 

 
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. 
 

 

NVisionDrill - Drill 

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

 

Click Run 
Drilldown 
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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 . 
 
Once you have selected , 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  button to refresh the page. 

 

Administration Tab 
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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 . 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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