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Overview

The PeopleSoft Financials Management System (FMS) provides a financial reporting tool that
includes various pre-formatted reports and is used to track and reconcile financial transactions
posted to the general ledger. The nVision reporting tool provides Budget Managers with real-
time financial reporting capability. It does this by extracting the requested financial data from
the PeopleSoft Systems and placing it into an Excel spreadsheet where it can easily be re-
viewed and manipulated.

This training manual provides information on:

e Viewing Reports

e Creating Report Requests

e Running Reports

Who Do | Call For Help?

The PeopleSoft Campus Support Team is available to answer your PeopleSoft questions such
as “How do | view a report?” or “How do | access the Report Manager?” Contact PeopleSoft
Campus Support at:

TSC@bgsu.edu
(419) 372-0999

You may also refer to the BG@100 web site for additional PeopleSoft information and docu-
mentation:

http://www.bgsu.edu/offices/cio/page838.html
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Viewing Reports

y—_§

Use the following steps to add a new Budget Summary report request:

1. Signin to FMS.
The Menu Pagelet is displayed at the left of the screen.

2. From the Menu Pagelet, click Reporting Tools, PS/nVision, Report Manager.

= Reporting Tools
[ Query
[ PSinVision

[ Crystal Enterprise

— Repord Manager

3. All the reports created in the last day which you are eligible to view are displayed. To view re-
ports that were created prior to the last day, change the number of days from 1 to any number
up to 75. The greater the number of days, the more reports you will see. Change the number
to 75.

o otk e |

Administration |

View Reports For

Folder: I ﬂ Instance: | to:

Hame: | Created On: | Eﬂ Last. Days * l

Customize | Find | A Fi
PR TS Completion
Report Report Description Folder Hame Fr—
Budaet Summary for Dec BUDGET SUMMARY FOR DCC 0212007
1 025100-025100-2007-01-31  025100-025100-2007-01-31 Cencrl 3:18PM e i
Grant Budget Report- GRANT BUDGET REPORT- 02/20/07
2 10100029-2007-01-31 10100029-2007-01-31 o 1:11PM 13%a 4388
3 Expense Detail-025100-2007-7 EXPENSE DETAIL-026100-2007-7 General f%’ggf 15022 21484
Budget Summary for DCC BUDGET SUMMARY FOR DCC 02/20/07
4 025100-025100-2007-0131  025100-025100-2007-01-31 Prseral 1213PM i Sl
Grant Budget Report
rant Budget keport GRANT BUDGET REPORT 02/20/07
5 ; [111 00029-10100029-2007-01= 4w oonmr oo oo oo 1q.qq General i 15014 21454
Expense Detail for DCC EXPENSE DETAIL FOR DCC 02/19/07
6 525100-025100-2007-7 025100-025100-2007-7 iy 10:51PH Lk =

5. To look for a particular report, enter its name or a portion of it in the name field. This is case
sensitive. Enter Budgetin the Name field.

6. ook —etesn |
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Administration |

View Reports For
Folder: x| nstance: | to:| ( Refresh ]

Budge [

Ham

Created On: |

Last:| 75 |Days -]

Customize | Find | View —|I| = First 4 414 of 14 ast

Completion Process
AT LRI RN Ailad i Date.ﬂ'zme Il) Instance

Budget Summary for Dee BUDGET SUMMARY FOR DCC 02120007

1 025100.025100-2007-01-31  025100-025100-2007-01-31 el 3-18PM i 2
Grant Budget Report-10100029- GRANT BUDGET REPORT- 02/20/07

2 2007-01-31 10100029-2007-01-31 vt 141FM Bt

3 Expense Detail-025100-2007-7 _'?‘P ENSE DETAIL-025100-2007- 01y :’%’ggﬁ? 15922 21464
Budget Sumimary for DCC BUDGET SUMMARY FOR DCC 0202007
025100-025100-2007-01-31  025100-025100-2007-01-31 e 12:-12PM L
Grant Budget Report 10100029- GRANT BUDGET REPORT 0212007

5 10100029-2007-01-31 10100029-10100029-2007-01-31 enerdl 1:07AM A
Expense Detail for DCC 025100- EXPENSE DETAIL FOR DCC 02M9/07

8 12510020077 025100-025100-2007-7 T 10:51PM iy 21453

7 Revenue Summary Report REVENUE SUMMARY REPORT  General ?fﬁf; 15905 21445

7. Only the reports with Budget in their title are now displayed.

Explorer

View Reports For

Folder: I j Instance: | to: |
Hame:|Budget Created On: | F  Last|75 Im

Customize | Find | % Alll #i First |

Completion Process
’7 Report Description Folder Hame DatelTime m Instance

Budnet Surnmary for Dec BUDGET SUMMARY FOR DCC 02/20/07
025100-025100-2007-01-31  025100-025100-2007-01-31 . 18PN — s
BudgetSummarvforDCC ~ BUDGET SUMMARY FOR DCC 0212007

2 025100-025100-2007-01-31  D25100-025100-2007-01-31 o 12:18PM I Zh
BudgetSummar/forDCC  BUDGET SUMMARY FOR DCC 02/19/07
025100-025100-2007-01-31  025100-025100-2007-01-21 e 12:05PM e ks
Budaet SummaryforDCC  BUDGET SUMMARY FOR DCC 0219107

4 025100-025100-2007-01-31  025100-025100-2007-01-31 i 10:234H i g
BudgetSummarvforDCC ~ BUDGET SUMMARY FOR DCG 02/10/07

5 026100-025100-2007-01-31  D26100-025100-2007-01-31 i 12:40AH de 245

8. Click the link to the report you want to view.
) o ) ] ) Yes
9. If you get a warning asking if you want to display nonsecure items, click
10. If you get a security warning asking if you want to open a site in your Trusted sites list, click

Yes

11. Click the name of the report again.
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13.

14.

15.

16.

17.

18.

BGe100

File List
Name File Size Datetime Created

02192007 12:40:07.000000AM EST

Distribute To

Distribution ID Type *Distribution 1D

miflynn

You want to be sure to save the report to your hard drive. If you get a dialog box that gives you
the option to save the report, be sure to save it to your hard drive.

If you get a security warning asking if you want to open a site in your Trusted sites list, click

. . Yes
If you get a Security Alert, click

If you get a warning saying the workbook contains links to other data sources, click
| update |

If you get a warning saying the workbook contains one or more links that cannot be updated,

. Continue
click

The report is displayed as an Excel worksheet.

If you have not already saved the report, be sure to save it. In Excel, click File and select Save
As. Save the report on your hard drive.
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nVision Reports: Creating a Budget Summary Report Request

E)
Use the following steps to add a new Budget Summary report request:

1. Signin to FMS.
The Menu Pagelet is displayed at the left of the screen.

2. Click Reporting Tools, PS/nVision, Define Report Request.

The Report Request page is displayed. To add a new report request, you must start by cloning a
template for that request. The first step is to find the template that you are going to clone.

3. If necessary, click the Find an Existing Value tab.
4. In the Business Unit field, enter BGSUN.

5. The name of the template you want is BUDSUMTP, which stands for Budget Summary Tem-
plate. Enter budsum in the Report ID field.

6. ciok =2 |

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

Find an Existing Value [ Add a Mew Value

Business Urﬁt:lbegins with = WBG3UMN a,
ReportiD:  [begins with ¥ {{BUDSUN)
Description: |begin5 with =] |

™ case Sensitive

Clear |Elasi|::Seart:h = Save Search Criteria

7. The search results are displayed. Click BUDSUMTP.

Search Results

WView All First !:I 1 of 1 i'i.'! Last

.|

Business Unit|Report 1D Description

BUDSUMTFBudget Summay Repaort

8. The nVision Report Request page for the template is displayed. Click the Copy to Another
Business Unit/Clone link.
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n\Vision Report Request
Business Unit: B2SUM ReportiD:  BUDSUMTP @D to Another Business Unit/ CIDHD
Delete This Report Reguest
Report Title: |Budget Summay Report Transfer to Repor Books
Process Monitor
*La-hrout: iEIG_EIUDGET_SUHlfv'lﬂ.R‘f' REEDH Manager

Share This Report Request

The Copy Report Request page is displayed. Enter BGSUN as the Business Unit. If your
report is for only one Department Cost Center (DCC), enter the DCC number for the ReportlD
preceded by B for Budget (for example, B025100). If your report is for all the DCCs associated
with a department enter the department name preceded by B for Budget (for example
BBIOLGY) for the ReportID. The Report ID can be up to 8 characters.

oK
10. ek —2

11.

12.

13.

14.

Copy Report Request

Business Unit: BGSUMN Reportil:  BUDSUMTP

T —— Enter the Business Unit you wish to copy this

. — i3 n¥ision Reporn Requestto.

|BOZ5100 To clone a Report Request, selectthe same
Business Unit and change the Reportldto a
unique value.

' Cancel | Push the OK button when ready..

The nVision Report Request page is displayed. Next you have to find the clone you just cre-
‘ £ Return to Search |

ated. Click
The Report Request page is displayed. If necessary, enter BGSUN as the Business Unit.

In the Report ID field, enter the first few characters of your Report ID name.
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Report Request
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value | Add a Mew Value

Business Unit: | begins with | BGSUN Q

ReportID:  |begins with vMbED
Description: | begins with ||

[T casze Sensitive

Clear | Basic Search B Save Search Criteria

15. Under Search Results, click the name of your Report ID.

Search Results

Businezs Unit|Report ID |Description

Budget Summew Report

16. The nVision Report Request page for your clone is displayed. You can now make changes to
define your specific report. Change the Report Title to describe your specific report.

17. Next you need to add the DCC number(s) to the scope. Click the Scope and Delivery Tem-
plates link.

nVision Report Request | Advanced Options

Business Unit: BCSUN ReportlD:  BO25100 Copy to Another Business Unit ! Clone
Delete This Report Request
Budget Summary for DCC 025100
Report Title: Q: J ry ) Transferto Report Books

Process Monitor
Feport Manager

it [BG_BUDGET_SUMMARY

Share This Eeport Request
* Report Date Selection

*As Of Reporting Date: | Specify =] 01/31/2007 [5]

*Tree As Of Date: |Use Az Of Reporting Date j

* Qutput Options

*Type: |Weh j @:npe and DeliuewTemplateb
*Format: | Microsoft Excel Files (*.xs) |

18. The nVision Web Ouput page is displayed. Click the Scope Definition link.
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19.

20.

21.

22.

23.

24.

25.

26.

BGe100

nVision Web Output

Business Unit: BGsUM ReportlD:  BO25100

Report Scope;

|DCCDEE‘IDD . Enteryour report scope. Scope Definition

A new window opens and the Scope Definition page is displayed. Click the Add a New Value
tab.

Enter BGSUN in the SetlD field.

Enter the name of your Report Scope. If the report is for one DCC, enter that number (for ex-
ample B0O25100). If the report is for all the DCCs associated with a department, enter the
name of the department (for example BBIOLOGY).

oick |

Scope Definition

Add a New Value

SetiD: [BGSUN @
Report Scope:|b025100

Add

The scope definition page is displayed. Enter a description of the report in the Description field.
Enter BGSUN in the Business Unit field.

Leave the Field Combination Table field blank.

Click the Lookup icon @ for the Field Name field.
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Scope Definition

Setl: BGSUM Report Scope: BO25100

| SR ] _
— ([Biology DCC 025100) Business UnitBGSUNC
Field Combination Table: | Q

Scope Fields ind | View A First (41 1 or 4 [*] Last
*Field Name: | @ Delete Scope
*How Specified: | All Detail Values -l
I Business Unit Keyed Tree
Value Table:l Q

27. Enter deptid in the Field Name field.

26, ciok 22|

29. In the Field Long Name column, click DEPTID.

Look Up Field Name

Field Name: | begins with ¥ || DEPTID

Look Up | Clear | Cancel | Basic Lookup

Search Results

DEPTID

DEPTID

DEPTID GM DEPTID
DEFTID HIEING DEPTID

30. Click the drop-down box for the How Specified field, and select the Selected Detail Values
option.

31. Click the Look Up icon Sy for the Value Table field.
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*Field Name:  |DEPTID

Value Table: |

Customize | Find |

Select Value

Q Department Cost Center

*How Specified: | Selected Detail Values =]
I” Business Unit Keyg

32. From the Look Up Value table, click DEPT_TBL.

Look Up Value Table

Cancel |

Search Results

First [4] 1-22of22 [)] Last

Field Name |Edit Table

DEPTID AUJC DEPT S3 VW
DEPTID CS DEPTID VW
DEPTIDT DEPTID BUGLZ VW
DEPTID DEPTID BUGL VW
DEPTID DEPTID BUPC VW
DEPTID DEPTID NB VW
DEPTID DEPTID PCAM VW
DEPTID DEPTID SC VW
DEPTID DEPT ALL VW
DEPTIDC DEPT DEPTSET VW
DEPTID DEPT NS VW
DEPTID DEPT SCRTY VW
DEFTID
DEPTID DEPT TBL WiwW2
DEPTID EOQ DEPT TBL VW2

33. In the Select Value field, enter your DCC number.

34. If you want to add more DCCs to the report, click the Plus Sign icon . next to the Select
Value field. You can add as many DCCs as you want.
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*Field Name: |DEF'TID C  Depariment Cost Center Delete Scope

*How Specified: | Selected Detail Values |
I” Business Unit Keyed Tree

Value Table: DEFT_TBL X

Customize | Find | View All| B

Select Value

1 (025100 a (=)=

5. ok 25|

36. The scope is now defined. Click the close button to close the open window.

37. The nVision Web Output page should be displayed. Click the Look Up icon for Report Scope.
Select the Report Scope you just created.

Search Results
View Al First [4] 1-210f21 [}]

Report Scope |Description

003100 0023100 Rev
0o0g100Fr Rev detail 008100
025100 Biology DCC 025100

025100-2 Biology DCCO025100
10100028 Grant 101000249

251100 Biclogy DCC 025100
95100020 95100020 PROJECT

ALL COMPROJ All Construction Project
ALLDCC AlDCC

ALLOCCPER Al DEC with current period
ALLFUND Allfund code

ALLGRAMTS Al grants

ALLREVDEC Al Revenue DCC
ALLEEVPER Revenue DEC current period

ART ART tree node
{EIEIEEWU Biology DCC 025100
] 100 Testone DCC 025100

DCCO025100F 025100 with accling period
EX025100 Biology DCC 025100
ED20000 FUND 20000

T4 ICA reports

38. If you leave the Security Template field blank the report will only be distributed to you. If you
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want to distribute it to other people in addition to yourself, in the Security Template field en-
ter U:BGNET USERNAME; for each person who should get the report. The BGNet username
must be entered using all capital letters. Be sure to include your BGNet username. See the ex-

ample in the following screen capture.

nVision Web Output

Business Unit: BGESUN ReportiD:  BOZ25100

ReEort SI:DE-?_:
|BO25100 2l Enteryour report scope.

Scope Definition

Folder Name:

£

Directory Name Template;

i e e e Enter a Folder name for your instances.

[MONTHLYREFORTS\%SFV.DEFTID % Use variables to create unique Folder
names. If the folder doesnt exist PSinVision
will create the folder in Report Manager.
Examples: Reponts\%SFV%- %RID%.htm,
BaFY4% S%RTT%\

Content Description Template:

[06RTT%-%SFV DEPTID%-%PED% 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 - %5FV%

SECINHY Temgan.

|U:LBEEMAN; U:MFLYNN| ,

Enter user |Ds or variables to give access to report
instances in the Content Repository.
Examples: "LEVP 1 LESMITHST, "LIVP1.R:Manager”, "%

DES.DEFTID.OPRID.OPRID%"™

] .4 | Cancel'

Ok
0. ciex —2 |

40. The nVision Report Request page is displayed. The other links on this page are:

« Delete This Report Request: Deletes the report request

« Transfer to Report Books: The option enables you to place all your report requests into a

“book”. You can then run the book which will create all of the reports contained within that

book.

«+ Process Monitor: Monitors the progress for creating the report

% Report Manager: Enables you to access reports that have been created

Financial Reports Training Manual 15
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% Share This Report Request: When you create a report, the default is for the report to be
“Public”, which means the entire campus can view or modify your report request. In order
to limit the access to your report request to only the users who you designate, you need to
click the Share This Report Request link and change the access from “Public” to “Secured”.

. ciok 2202]

42. To share your report request with only those people you specify rather than with the entire cam-
pus, make sure the Type filed under Output Options is Web.

43. Click the Share This Report Request link.

nVision Report Request
Business Unit: BGSUM ReportiD:  B0O25100 Copy to Another Business Unit/ Clone
Delete This Report Request
|Budget Sumrmary Template
Report Title: | g ry R Transfer to Report Books
Process Monitar
ﬁLﬂ‘f'Oul: ;BG_BUDGET_SUMMARY Repgrt Hanager
Share This Report Request
> Report Date Selection
*As Of Reporting Date: | Specify =] 011312007 5
*Tree As Of Date: | Use As Of Reporting Date j
¥ Dutput Options
*Type: d‘.".reb ) j Scope and Delivery Templates
*Format: | Microsoft Excel Files (*xls) =]

44. The nVision Share Report Request page is displayed. Click the Secured button to select it. This
means the report request will only be available to those users that you designate. The Public
access mode means it would be available to the entire campus.

45. Enter the BGNet username of anyone you want to be able to view or modify your report request.

If you want more than one person to be able to run the report, click the plus sign, , to add

more rows. You can look up BGNet usernames by clicking the Lookup icon, @ .
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nVision Share Report Request

Business Unit: BGSUM Reportil  BO25100
Last Update User ID;:  MFLYMM Last Update Date/Time; 03/13/07 Z:28:32FPM

i Public (* secured )

Report Request shared
Wlt?‘io = Customize | Find | ] —II| First 21 -

ID Type *Distribution 1D

+|  LBEEMAN

=

46.

47. You should be on the nVision Report Request page. Check to make sure the date is the correct
end date for this report.

49. The Process Scheduler Request page is displayed. Click the drop-down box for the Server Name
field and select PSNT.

Process Scheduler Request

User ID: miflynn Run Control 10:
Server Name: 'm *| RunDate: 02/18/2007 El
Recurrence: *! RunTime: 12:36.36AM Resetto Current Date/Time |

Time Zone: Q

Process List
Select |Description Process Name Process Type i *Format

v nVision Report NVSRUN nvision Report IDefauIt 'I IDefauIt 'I

50. Click .

51. Click the Process Monitor link.

Refresh
52. Click the button until the Run Status says Success.
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Process List | Sener List:

View Process Request For
User ID: [fnflynn Q. Type: | 'I Last: e

Senrerl ] Hame: €, Instance: | to |
R”“ I ~| Distribution [ | I Save On Refresh
Status

Process List Customize | Find |

Process 2 Distribution
SEIECL | INS1ance : | FTOCESS | Ve User hun Uatellime
Select |Instance | Seq. | Process T Niine User Run Date/Time Run Status Status Details

n 21434 nVision Report NVSRUN mflynn 021972007 12:36:36AM EST Posted Details

53. From the Menu Pagelet click Report Manager.

54. Click the name of the report you just created.

Explorer | Administration |

Folder: I_ 'l Instance: | to: | Refresh |
Hame:| Created On:| 7 Last |_1 Im

Customize | Find | View 1—II| = Firat L 1 of 1 |

Completion Repori Process
Report Description Folder Name: DatelTime D TEEE

Budget Summary for DEC BUDGET SUMMARY FOR DCC General 02119107 15804 51434

025100-025100-2007-01-31 J 025100-025100-2007-01-31 12:40AM

Yes
55. If you get a warning asking if you want to display nonsecure items, click

56. If you get a security warning asking if you want to open a site in your Trusted sites list, click

Yes
57. Click the name of the report again.

File List

File Size es Datetime Created

Budget Summary for DCC 025100-025100-
007-01-31xs

60,928 02119/2007 12:40:07.000000AM EST

58. If you get a security warning asking if you want to open a site in your Trusted sites list, click

Yes

59. If you get a message box asking if you want to open or save the file, click Save.

18 Financial Reports Training Manual



60.

61.

62.

63.

64.

BGe100

File Download

Do you want to open or save this file?

@ j MName: Budaget Summay Report-008120-2007-02-28.xls
|EHL Type: Microsoft Excel Worksheet, 41.5 KB
From: fms.basu.edu

Cpen E Save i Cancel
\""l-—-l""‘r

Always ask before opening this type of file

harm your computer. f you do not trust the source, do not open ar

@ While files from the Intemet can be useful, some files can potentialhy
save this file. What's the risk?

) ) Yes
If you get a Security Alert, click

If you get a warning saying the workbook contains links to other data sources, click
| update |

If you get a warning saying the workbook contains one or more links that cannot be updated,
|
click .

The report is displayed as an Excel worksheet.

If you have not already saved the report, in Excel, click File and select Save As. Save the report
on your hard drive.
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nVision Reports: Creating an Expense Detail Report Request

E)
Use the following steps to add a new Expense Detail report request:

1. Signin to FMS.
The Menu Pagelet is displayed at the left of the screen.

2. Click Reporting Tools, PS/nVision, Define Report Request.

The Report Request page is displayed. To add a new report request, you must start by cloning a
template for that request. The first step is to find the template that you are going to clone.

3. If necessary, click the Find an Existing Value tab.

4. In the Business Unit field, enter BGSUN.

5. The name of the template you want is EXPDDTLTP, which stands for Expense Detail Template.

Enter exp in the Report ID field.

6 ciok = |

Report Request

Find an Existing Value | Add a New Value

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

Business Hmt:lhegins with = M &
ReportiD:  |begins with%)

Description: |beginswithj|

™ Case Sensitive

search Jy  Clear |Elasi|:Sear|:h & Save Search Criteria

7. The search results are displayed. Click EXPDDTLTP.

Search Results
View All Firet [4] 1of1 [)] Last

8. The nVision Report Request page for the template is displayed. Click the Copy to Another

Business Unit/Clone link.
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11.

12.

13.

14.

BGe100

nVision Report Reguest
Business Unit: BGESUM Report ID:; EXPDTLTP @DDVW Another Business Unit.-'CIuna
Delete This Report Request
Report Tifle: [Expense Detail Report Transfer to Report Books

Process Monitor
Report Manager

] \BG_EXPENSE_DETAIL

Share This Report Reguest

9. The Copy Report Request page is displayed. Enter BGSUN as the Business Unit. If your
report is for only one Department Cost Center (DCC), enter the DCC number for the ReportIlD
preceded by EXfor Expense (for example, EX025100). If your report is for all the DCCs asso-
ciated with a department enter the department name preceded by EX for Expense (for example
EXBIOLGY) for the ReportID. The Report ID can be up to eight characters long.

10, ook —2

Copy Report Request

Business Unit: BESUN Reportil EXPDTLTFP

Enter the Business Unit you wish to copy this
nVision Report Requestto.

Toclone a Report Request, selectthe same
Business Unit and change the Reportldto a

unigue value.

' Cancel | Push the OK buttan when ready..

The nVision Report Request page is displayed. Next you have to find the clone you just cre-
‘ £, Return to Search |

Business Unit: Report ID:

Ex025100[)

ated. Click

The Report Request page is displayed. If necessary, enter BGSUN as the Business Unit.

In the Report ID field, enter the first few characters of your Report ID name.

oo e _|
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Report Request
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value | Adda Mew Value

Business Unit: | begins with = | BGSUN Q
——

ReportiD:  |begins with r{(ex025)

Description: |begin5withj|

" case Sensitive

' Clear |EIE|Si|::Seart:h B save Search Criteria

15. Under Search Results, click the name of your Report ID.

Search Results

Last

16. The nVision Report Request page for your clone is displayed. You can now make changes to
define your specific report. Change the Report Title to describe your specific report.

17. Next you need to add the DCC number(s) to the scope. Click the Scope and Delivery Tem-
plates link.

nVision Report Request | Advanced Upﬁans'

Business Unit: BGESUN ReportlD:  EX025100 Copy to Another Business Unit/ Clone
= i Delete This Report Request
Expense Detail for DCC 025100,
Report Title: tp D Transferto Report Books
Process Maonitor
*Layout: |BG_EXPENSE_DETAIL Report Manager

Share This Report Reguest

* Report Date Selection

*As Of Reporting Date: | Specify =] [oi2007 B
*Tree As Of Date: |Use As Of Reporting Date j

* Dutput Options

*Type: |Web i @:a e and Delivery Tem Iate@
*Format: |I'v1i|:rosoft Excel Files (*.xls) |
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18. The nVision Web Ouput page is displayed. Click the Scope Definition link.

nVision Web Output

Business Unit: BEZSUN ReportiD: EX025100

Report Scope:
ECCUESWEIP 21 Enter your report scope.

Zcope Definition

Folder Hame:

2

Directory Name Template:

Enter a Folder name for your instances.

[MONTHLYREF ORTS/%SFV.DEPTID% Use variables to create unique Folder
names. [fthe folder doesnt exist PS/nVision
will create the folder in Report Manager.
Examples: ReportsiSFY%%- %RI0D % him,

BaFY4% MRTT%\

Content Description Template:

[6RTT%-%SFY DEPTID%-%5FV.FISC) Enter a description of the report instances for
identification in Report Manager. Use variables to

dynamically create the descriptions.
Examples: 3tmt. Rev & Exp, Vacation Register - %3SFV%

Security Template:
| Enter user IDs orvariables to give access to report
instances inthe Content Repository.
Examples: "UNP1LESMITHI®, "LEVP 1 R:Manager”, "%
DES.DEPTID.OFPRID OPRID%:"
8]54 | Cancel

19. A new window opens and the Scope Definition page is displayed. Click the Add a New Value
tab.

20. Enter BGSUN in the SetlD field.

21. Enter the name of your Report Scope. If the report is for one DCC, enter that number (for ex-
ample EX025100). If the report is for all the DCCs associated with a department, enter the
name of the department (for example EXBIOLGY).

Add
22. Click
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Scope Definition

Find an Existing Value | Add a New Value

SetiD: [BGSUN QY
Report Scope:|ex025100]

Add

23. The scope definition page is displayed. Enter a description of the report in the Description field.
24. Enter BGSUN in the Business Unit field.

25. Leave the Field Combination Table field blank.

26. Click the Lookup icon @ for the Field Name field.

27. Enter deptid in the Field Name field.

26, ciok 22|

29. The search results for Look Up Field Name is displayed. In the Field Long Name column, click
DEPTID.

Look Up Field Name

Field Name: | begins with ¥ ||DEPTID

Look Up | Clear | Cancel | Basic Lookup

Search Results

View All
Field Name

DEFTID

DEETID

DEPTID GM DEFTID
DEPTID HIRING DEFTID

30. Click the drop-down box for the How Specified field, and select the Selected Detail Values
option.

31. Click the Look Up icon @ for the Value Table field.
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*Field Name:  |DEPTID

Value Table: |

Customize | Find |

Select Value

Q Department Cost Center

*How Specified: | Selected Detail Values =]
I” Business Unit Keyg

32. From the Look Up Value table, click DEPT_TBL.

Look Up Value Table

Cancel |

Search Results

First [4] 1-22of22 [)] Last

Field Name |Edit Table

DEPTID AUJC DEPT S3 VW
DEPTID CS DEPTID VW
DEPTIDT DEPTID BUGLZ VW
DEPTID DEPTID BUGL VW
DEPTID DEPTID BUPC VW
DEPTID DEPTID NB VW
DEPTID DEPTID PCAM VW
DEPTID DEPTID SC VW
DEPTID DEPT ALL VW
DEPTIDC DEPT DEPTSET VW
DEPTID DEPT NS VW
DEPTID DEPT SCRTY VW
DEFTID
DEPTID DEPT TBL WiwW2
DEPTID EOQ DEPT TBL VW2

33. In the Select Value field, enter your DCC number.

34. If you wanted to add more DCCs to the report, click the Plus Sign icon . next to the Select

Value field. You can add as many DCCs as you want.
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Scope Definition
Setll: BGSUN Report Scope: EX025100

: —
Description: [Biology DCC 025100 Business Unit: BGSUN &

Field Combination Table: &

Scope Fields
*Field Name: |DEF'TID C,  Department Cost Center Delete Scope
*How Specified: | Selected Detail Values =l

[~ Business Unit Keyed Tree
Value Table: Q

Customize | Find | View #

Select Value

1 |025100| Q =]

35. When defining the Scope for a Budget Summary report request, you only have to define what
DCC'’s you want included in the report. When creating a report request for the Expense Detail
you also must include the fiscal year and the accounting period as part of the scope. Therefore,
you need to add two more Scope Fields to your Scope Definition. To add another Scope Field,

click the 4] under the Scope Fields line.
Scope Fields
*Field Name: |DEF'TID CL  Department Cost Center Delete Scope
*How Specified: | Selected Detail Values =l

™ Business Unit Keyed Tree

LI N IR
Value Table: | Q
|

Customize | Find | View A1 B8 First 1] 4 op 1 [F] Last

Select Value

1 |025100] Q (=]

36. A new Scope Field is displayed. Notice in the Scope Field header it says 2 of 2. Click the Look
Up icon 2 for the Field Name field.

Look L
37. Enter fiscalin the Field Name field and click .
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Look Up Field Name

P s—
Field Hame:lbegins withjﬂﬁimp
{ Look Up } Clear | Zancel | Basic Lookup

38. Select Fiscal Yearfrom the Look Up table.

Look Up Field Name

Field Name: | begins with = | FISCAL

Look Up | Clear | Cancel | Basic Lookup

Search Results
View All First [4] 1-30 of 30 [)] Last

Field Name Field Long Hame

FISCAl IF YEAR ASOFFISCAI YEAR

FISCAL IF YEAR FISCAL YEAR
FISCAL IF YEAR YEAR/PERIOD
EISCAL MONTH FISCAL MONTH
FISCAL REGIME FISCAL REGIME

FISCAL YEAR ADJUSTMENT YEAR
FISCAL YEAR ASOFFISCAL YEAR
EISCAl. YEAR EXPAMDEISCAL YEAR
FISCAL YEAR FISCAL YEAR
FISCAL YEAR FISCAL YEART

| |IEISCAL YEAR FISCAL ¥R TO CLOSE

39. Click the drop-down box for the How Specified field,

option.

40. Click the Look Up icon @ for the Value Table field.

41. Select BG_GL_CALYR_VW from the Look Up table.

and select the Selected Detail Values
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Look Up Value Table

Cancel |

Search Results
3 Al First ﬁ]145w1nfaﬂLﬁ1
Field Hame Edit Table

FISCAL

FISCAL YEAR BMK BTH FY VW
FISCAL YEAR CAL DETP FY VW
FISCAL YEAR CAL DETP TBL

FISCAL YEAR CAL FY MNOSET VW
FISCAL YEAR DEFR YEAR VW

FISCAL YEAR RECYV LNACCTG FY
FISCAL YEAR RE FISCAL YEAR
FISCAL YEAR RE YEAR PMPT

FISCAL YEAR WTHD CAL W1

42. Click the Look Up icon & for the Selected Value field.

43. Select the appropriate year from the Look Up table (see Appendix B).

Look Up Select Value

Fiscal ‘r’eanl = j|

Look Up | Clear | Cancel | Basic Lookup

Search Results

View all  First [q] 1- [¥] Las
Ffscat‘l’ear

2006

2007)

2008

44. You have now defined the scope for the fiscal year. If you want to see all activity from 2007, you
can ignore defining the scope for the accounting period. However, if you want to view one or
more particular months, you need to define the accounting period as part of the scope. To add

another Scope Field for defining the accounting period, click the
line.

under the Scope Fields
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45. A new Scope Field is displayed. Notice in the Scope Field header it says 3 of 3. Click the Look
Up icon @ for the Field Name field.

46. Enter accounting in the Field Name field and click

Look Up Field Name

Field Hame:|begins with 'Maccnunting}
LookUp [} Clear | Cancel |Elasi|:Lnnkun

47. Select Accounting Period from the Look Up table.

Look Up Field Name

Field Name: | begins with x| ACCOUNTING

Look Up | Clear | Zancel | Basic Lookup

Search Results

Field Long Hame
ACCOUNTING PROCESS ACCOUNTING PROCESS

ACCOUNTING PERIOD4 ACCOUNTING PERIOD4
ACCOUNTING PERIOD3 ACCOUNTING PERIOD3
ACCOUNTING PERIODZ TO

ACCOUNTING PERIODZ ACCOUNTING PERIODZ
ACCOUNTING PERIOD TS4-ACCOUNTING PER
ACCOUNTING PERIOD TARGET PERIOD
ACCOUNTING PERIOD TS3-ACCOUNTING PER
ACCOUNTING PERIOD TS5-ACCOUNTING PER
ACCOUNTING PERIOD TSZ-ACCOUNTING PER
ACCOUNTING PERIOD TS1-ACCOUMNTING PER
ACCOUNTING PERIOD SEGMEMT
ACCOUNTING PERIOD PERIOD

ACCOUNTING PERIOD PER

ACCOUNTING PERIOD EFROM

ACCOUNTING PERIOD ANDACCOUNTINGPERIO
ACCOUNTING PERIOD  ADJUSTMENT PERIOD
ACCOUNTING PERIOD

ACCOUNTING PO TO  TSZACCOUNTING PD
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48. Click the drop-down box for the How Specified field, and select the Selected Detail Values
option.

49. Click the Look Up icon @ for the Value Table field.

50. Select CAL_DETP_ALL_VW from the Look Up table.

Look Up Value Table

Cancel |

Search Results

First [4] 1-11of 11 [] Last

Field Name Edit Table

ACCOUNTING PERIOD BMK BTB PR VW

ACCOUNTING PERIOD CAL ADJP ALL WV

ACCOUNTING PERIOD CA)
ACCOUNTING PERIOD(CAL DETP ALL VW
ACCOUNTING PERIOD C

ACCOUNTING PERIOD CAL DETE TBL
ACCOUNTING PERIOD GL ALLADIP VIV
ACCOUNTING PERIOD GL OPEN ADJIP VW
ACCOUNTING PERIOD RECY I NACCT PER
ACCOUNTING PERIOD RE PERIOD PMPT
ACCOUNTING PERIOD WTHD CAL VNG

51. Click the Look Up icon & for the Selected Value field.

52. Select the appropriate accounting period from the Look Up table (see Appendix B).
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Look Up Select Value

Calendar ID:| begins with ¥ |

Look Up | Clear | Cancel | Basic Lookup

Search Results

First [q] 1-41 of 41 | Last

Calendar Il Accounting Period

ikl k|
a1 2
a1 3
a1 4
M 4]
01 6
TR0
a1 8
M g
a1 a0
a1 i
a1 12

53. In the Scope Fields header, click the View All link.

*Field Name: IACCOUNTING_PERIOD G Accounting Period /Delete Scope
*How Specified: | Selected Detail Values =]
I Business Unit Keyed Tree
Value Table: [CAL_DETP_ALL WG,

5 z = - el | .
Customize | Find | View All| &= Firet 14 101 L*] Last

Select Value

1 Q [+ [

54. Your Scope Definitions for the DCC, fiscal year, and accounting period are all displayed.
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Scope Fields
=]
*Field Name: |DEF'TID Q Department Cost Center Delete Scope
*How Specified: | Selected Detail Valuss |
™ Business Unit Keyed Tree
Value Table: DEPT_TBL Q,
Customize | Find | View All| i rirst (4] 1 o 4 [ Last
Select Value
1025100 Q [=]
[=]
*Field Hame: |FISCAL_YEAR Q. Fiscal Year Delete Scope
*How Specified: | Selected Detail Valuss =l
" Business Unit Keyed Tree
Value Table: BG_GL_CALYR_VW G,
Customize | Find | view All] B8 irst (4] 4 of 1 [H Last
Select Value
1 |2007 Q =]
E
*Field Name: |ACCOUNTING_PERIOD a, Accounting Period Delete Scope
*How Specified: | Selected Detail Values =l
[ Business Unit Keyed Tree
Value Table: [CAL_DETP_ALL_VWQ,
Customize | Find | view Al] B8 First [ -
Select Value

ss. clok 22|

56. The scope is now defined. Click the close button to close the open window.

57. The nVision Web Output page should be displayed. Click the Look Up icon for Report Scope.
Select the Report Scope you just created.
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Search Results

View All First [4] 1-200f20 [)] Last

002100 0083100 Rew
0og100p Rev detail 008100
025100 Biology DCC 025100

025100-2 Biclogy DCC025100
101000249 izrant 10100029

251100 Biology DCC 025100
95100020 95100020 PROJECT
ALLCONPROJ All Construction Project
ALLDCC Al DCC

ALLOCCPER All DCC with current period
ALLFUMD All fund code

ALLGRAMNTS Al grants

ALLEEVDEC Al Hevenue DCC
ALLREVPER Revenue DCC current period
ART ART tree node
DCC025100 Testone DCC 025100
DCC025100F 025100 with accting period
Biology DCC 025100
FDZ20000 FUMND 20000

[CA |CAreponts

58. If you leave the Security Template field blank the report will only be distributed to you. If you
want to distribute it to other people in addition to yourself, in the Security Template field en-
ter U-BGNET USERNAME; for each person who should get the report. The BGNet username
must be entered using all capital letters. Be sure to include your BGNet username. See the ex-
ample in the following screen capture.
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nVision Web Output

Business Unit: BZsUMN ReportiD:  EX025100

Report Scope:

:EK0251DD 2l Enteryour report scope. Scope Definition

Folder Hame:;

Ed

Directory Name Template:

R, Enter a Folder name for your instances.

[MONTHLYREFORTS/%3FV.DEFTID % Use variahles to create unique Folder
names. If the folder doesnt exist PS/nVision
will create the folder in Report Manager.
Examples: Reporns\%SFY%- %RID%. him,

%FY4% %RTT%\
SHACHL Ty IO TTmpiIE:

[0 RTT %% SFY DEPTID®%-_%SFY FISC, Enter a description of the report instances for
] identification in Report Manager. Use variahles to

dynamically create the descriptions.
Examples: Stmt. Rev & Exp, Vacation Register - %3FV%

Security Template:
{U: LBEEMAM; L:MFLYMNN Enter user |Ds orvariables to give access to report
instances in the Content Repository.

Examples: "LVP1LESMITHY, "UAVP T R:Manager”, "%

DES.DEPTID.OPRID.OPRID %"

] | Cancel |

Ok
so. ciex —2|.

60. The nVision Report Request page is displayed. The other links on this page are:

< Delete This Report Request: Deletes the report request

+ Transfer to Report Books: The option enables you to place all your report requests into a
“book”. You can then run the book which will create all of the reports contained within that
book.

%+ Process Monitor: Monitors the progress for creating the report

% Report Manager: Enables you to access reports that have been created

% Share This Report Request: When you create a report, the default is for the report to be
“Public”, which means the entire campus can view or modify your report request. In order
to limit the access to your report request to only the users who you designate, you need to
click the Share This Report Request link and change the access from “Public” to “Secured”.
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61. Click _

nVision Report Request | Advanced Options

Business Unit: BGSUNM ReportlD:  EX025100 Copy to Another Business Unit/ Clone
Delete This Report Request

|Expen5e Detail for DCC 025100 Transfer to Report Books
Erocess Monitor

*Layout: |E|G_E>(F'ENSE_DETAIL Report Manager

Report Title:

Share This Report Request

~* Report Date Selection

*As Of Reporting Date: | Specify =] 01/31/2007 51
*Tree As OF Date: |Use As Of Reporting Date j
¥ Qutput Options
*Type: IWeb j Scope and Delivery Templates
“Format: | Microsoft Excel Files (*.xls) |
Run Repurtl
{ B save b S Return to Search | [=] Motify | s Add | A Update/Display |

62. To share your report request with only those people you specify rather than with the entire cam-
pus, make sure the Type filed under Output Options is Web.

63. Click the Share This Report Request link.

nVision Report Request | Advanced Options

Business Unit: BESUM ReportlD:  EX025100 Copy to Another Business Unit/ Clone
Delete This Report Request
fepnit Taiie: |Expense Detail for DCC 025100 Transfer to Report Books
Process Manitor
*Layout: |E'G—B(PENSE_DET-"‘”- Report Manager
(EThare This Report Request
* Report Date Selection
*As Of Reporting Date: | Specify =] 021282007 [#
“Tree As Of Date: | Use As Of Reporting Date =]

¥ Qutput Options

*Type: Web j Scope and Delivery Templates
*Format: | Microsoft Excel Files (*xls) |

Fun Report |
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64. The nVision Share Report Request page is displayed. Click the Secured button to select it. This
means the report request will only be available to those users that you designate. The Public
access mode means it would be available to the entire campus.

65. Enter the BGNet username of anyone you want to be able to view or modify your report request.

. . +
If you want more than one person to be able to run the report, click the plus sign, , to add

more rows. You can look up BGNet usernames by clicking the Lookup icon, Sy .

nVision Share Report Request

Business Unit: BGSUN ReportiD:  EX025100

Last Update User Il JsU Last Update Date/Time: 02/19/07 2:16:59PM

Report Request shared
il Customize | Find |

r__ﬁﬁ?ﬁ;?_______ﬁEEEEEEEiT______________________T%:_

IMFLYNN
ILBEEMAN
bsu

o
=

66. Click

67. You should be on the nVision Report Request page. Check to make sure the date is the correct
end date for this report.

69. The Process Scheduler Request page is displayed. Click the drop-down box for the Server Name
field and select PSNT.
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Process Scheduler Request

User ID: mflynn Run Control 1D
Server Name: ({FSNT | RunDate: 02/19/2007 B
Recurrence: T RunTime: 10:50:20PM Resetto Current Date/Time |

Time Zone: Q

Process List

Select |Description Process Hame Process Type *Type *Format

Default »|

i n\ision Report MVSRUN nvision Report |Default =]

70. e —2

71. Click the Process Monitor link.

Refresh
72. Click the - button until the Run Status says Success.

Process List Server List

View Process Request For

User ID: [mfiynn Q. Type: | ~] Last: 1 [oas 5]
Server'l l Hame: L Instance: to
I I Distribution I I ¥ Save On Refresh

Stams Status
Process List Customize | Find |

Select |Instance | Seq. | Process Type :;o“c’::ss User Run Date/Time Bun Status (T ———

[T 21453 nvision Report NVSRUM mflynn 0201972007 10:50:20PM EST Posted Details

73. From the Menu Pagelet click Report Manager.

Reporing Tools

[= Cluery

[ PSinVision

[ Crystal Enterprise

74. Click the name of the report you just created.
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Explorer Administration

View Reports For

I:Oi"’efil_'l Instance: | toz| Refresh |
Name: | Created On: | B Last| 1[DaE 7]

Reports

Customize | Find | View 4l | i Firs '.'i: 15085 '_Z Last
Completion Report Process
Report Description Folder Name DatelTime D T

Expense Detail for DCC EXPENSE DETAIL FOR DCC 02/19/07
025100-025100-2007-7 025100-025100-2007-7 R, 10:51P1 Aatid 21453

Yes
75. If you get a warning asking if you want to display nonsecure items, click

76. If you get a security warning asking if you want to open a site in your Trusted sites list, click
Yes

77. Click the name of the report again.

File List

File Size es Datetime Created

u?:??-filfma" AL ES R AR s TE S 02/19/2007 10:51:38 000000PM EST

78. If you get a security warning asking if you want to open a site in your Trusted sites list, click
Yes
79. If you get a message box asking if you want to open or save the file, click Save.
_ _ Yes
80. If you get a Security Alert, click
81. The report is displayed as an Excel worksheet.

82. If you have not already saved the report, in Excel, click File and select Save As. Save the report
on your hard drive.
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Running nVision Reports: Grant Summary/Detail

E
Use the following steps to add a new Grant Summary/Detail report request:

1. Signin to FMS.
The Menu Pagelet is displayed at the left of the screen.

2. Click Reporting Tools, PS/nVision, Define Report Request.

The Report Request page is displayed. To add a new report request, you must start by cloning a
template for that request. The first step is to find the template that you are going to clone.

3. If necessary, click the Find an Existing Value tab.
4. In the Business Unit field, enter BGSUN.

5. The name of the template you want is GRANTTP, which stands for Grant Template. Enter grant
in the Report ID field.

6 ciok = |

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

Find an Existing Value | Adda New Value

——
Business Urﬁt:lbegins with = i(BG3LUMN &
ReportID:  [begins with ¥ ](@rani)

Description: | Regins with j |

" Case Sensitive

ESearch 2' Clear | Basic Search

7. The search results are displayed. Click GRANTTP.

[= Save Search Criteria

Search Results
iew All First |E 1of1 E| Last

Business Unit|Report 1D (Description

rant Budget Summary

8. The nVision Report Request page for the template is displayed. Click the Copy to Another
business Unit/Clone link.
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nVision Report Request
Business Unit: BGSUN  Report ID: CRAMTTP @UD"." to Another Business Linit/ Clﬂ@
Delete This Report Reguest
|3rant Budget Report
Report Title: kS a P Transferto Report Books
Process Maonitor
*Layout: [BG_GRANT_SUMMARY Report Manager

Share This Report Request

~ Report Date Selection
*As Of Reporting Date: | Specify =] l01/3102007 [H

*Tree As OF Date: |Use.&5 Of Reporting Date j
* Qutput Options

*Type: |Web j Scope and Delivery Templates
*Format: | Microsoft Excel Files (*.xis) |

9. The Copy Report Request page is displayed. Enter BGSUN as the Business Unit. Enter the
project number for the Report ID.

10, o —2

Copy Report Request

Business Unit: BGSUN ReportlDd: GRAMNTTP
Gusinoss Un: Report: LI e Buoiece 1T ou sh o copy i
10100029 Toclone a Report Request, selectthe same
Business Unit and change the Reportldto a
unigque value.

C OK :h Cancel | Push the OK button when ready..

11. The nVision Report Request page is displayed. Next you have to find the clone you just cre-
‘ £ Return to Search |

ated. Click

12. The Report Request page is displayed. If necessary, enter BGSUN as the Business Unit.

13. In the Report ID field, enter the first few characters of your Report ID name.

16, ot e |
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Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value | Adda MNew Value

Business Unit:| begins with ¥ | BGSUN Q
ReportiD:  |[begins with ={(10T)

Description: |begin5withj|

I™ case Sensitive

I Clear | Basic Search [E Save Search Criteria

15. Under Search Results, click the name of your Report ID.

Search Results

Business Unit|Report ID |Description

rant Budaget Report

16. The nVision Report Request page for your clone is displayed. You can now make changes to
define your specific report. Change the Report Title to describe your specific report.

17. Next you need to add the DCC number(s) to the scope. Click the Scope and Delivery Tem-
plates link.

nVision Report Request

Business Unit: BGSUN ReportiD: 10100029 Copy to Another Business Unit/ Clone
e - Delete This Report Request
Report Title: Q(Erant Budget Report 101[][]029|) Transfer to Repont Books
Frocess Monitor
*Layout: |EIG_GR&NT_SUMMAR‘{ Report Manager

Share This Repor Request

* Report Date Selection

*As Of Reporting Date: | Specify =] 01i24/2007 [#1
*Tree As Of Date: | Use As Of Reporting Date j

* Dutput Options

“Type:  |Web | @cone and DeliuewTemnlateg
*Format: | Microsoft Excel Files (s} |
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18.

The nVision Web Ouput page is displayed. Click the Scope Definition link.

nVision Web Output

Business Unit: BGsUM ReportiD: 10100029

Report Scope:

i1EI1I:IEII:IEE| Tl Enteryour report scope. Scope Definition

A new window opens and the Scope Definition page is displayed. Click the Add a New Value
tab.

20. Enter BGSUN in the SetlD field.

21.

22.

23.

24,

25.

26.

27.

28.

Add
Enter the name of your Report Scope. Click

Scope Definition

Add a New Value

SetiD: [BGSUNQ,
Report Scope:| 510100029

Add

The scope definition page is displayed. Enter a description of the report in the Description field.
Enter BGSUN in the Business Unit field.

Leave the Field Combination Table field blank.

Click the Lookup icon < for the Field Name field.

Enter project id in the Field Name field.

The search results for Look Up Field Name is displayed. In the Field Long Name column, click
PROJECT_ID.

42 Financial Reports Training Manual



BGe100

Look Up Field Name

P —
Field Hame:lbegins with 'vnErnject_id}
Look Up | Clear | Cancel |Eagi|:|_c|[|k_|_|p

Search Results

First [4] 1-490f49 [}
Field Hame Field Long Hame
FROJECT ID PGMMRESFRO]
FROJECT ID FEOCEAL
PROJECT ID
PROJECT ID PRO REQUEST

29. Click the drop-down box for the How Specified field,
option.

30. Click the Look Up icon @ for the Value Table field.

Scope Fields

*Field Name:

[PROJECT_ID

*How Specified: |[REReGeAbAEINETE
I Business Unit Keyed Tree

Value Taue:|

Customize | Find | W
Select Value

L ProjectiGrant

First

and select the Selected Detail Values

q0r1 L La

=t
=l

Q [#] [=]

31. From the Look Up Value table, click PROJECT.
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Search Results

FROJECT ID BANK CEF PROJ VW
FEOJECT IDBC PROJ REQUEST
FROJECT IDBG NV GM DISTVIV
FROJECT IDBG NV PRJ CHSWVW
FROJECT IDBI PROJ BUGL VW
FROJECT ID CA DTL PROJ VW3
FROJECT ID CA PGP PROJ V¥
FROJECT ID CA PREOJ MS VIV
FROJECT ID CA PROJ MNOMNWIY
FROJECT IDEX PROJ SRCH ViV
FROJECT IDGM PROP OA 3 VW
FROJECT IDGM PROP OC 3 VW
FROJECT IDNINTFC ACT PJ VW
FROJECT IDINTFC GEMN PJ VW
FROJECT ID KK XCP PCS DWW
FROJECT IDPC BUD PROJ VW
FROJECT IDPC BUGL TEAM VW
FROJECT IDPC BUPC PROJ
PROJECT IDPE FE PR
FROJIECT IDPC 1 KUP TMPI
FROJECT IDPC PARNTMODE W
FROJECT IDPC PROJ ALl
FROJECT IDPC SR PRIRW VW
FROJECT IDPC SR PROJ ViV
FROJECT IDPGM PROG SRCH
FROJECT IKPROJECT

FROJECT IDPROJECT All VW
FROJECT IDPROJECT FS

32. In the Select Value field, enter your Project/Grant number.
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33.

34.

35.

36.

Scope Fields

*Field Name: |F'REL|ECT_I D

a4 Project/Grant

*How Specified: | Selected Detail Values
™ Business Unit Keyed Tree
Value Table: |PR':'~' ECT Q

Customize | Find | Vie

Select Value

B

BGe100

1(f umnnzg)

If you want to add more Project/Grants to the report, click the Plus Sign icon . next to the
Select Value field. You can add as many Project/Grants as you want.

The scope is now defined. Click the close button to close the open window.

The nVision Web Output page should be displayed. Click the Look Up icon for Report Scope.

Select the Report Scope you just created.
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Search Results

First [4] 1-220f22 [}] Last

Report Scope |Description

002100 002100 Rev
nozq00p Eev detail 008100
025100 Biology DTC 025100

025100-2 Biology DCC025100
10100029 Grant 10100029

251100 Biclogy DCC 025100
95100020 95100020 PROJECT
ALLCOMNPROJ All Construction Project
ALLDCC AlDCC

ALLDCCPER All DCC with current period
ALLFURND All fund code

ALLGRAMNTS  All grants

ALLREVDCC All Revenue DCC
ALLREVPER Revenue OCC current period
ART ART tree node

BOZ5100 Biology DCC 025100
DCCO025100 Testone DCC 025100
DCCO025100F 025100 with accting period
EX025100 Biclogy DCC 025100
FD20000 FUMD 20000
(510100029} Grant 10100029

[CA ICA reports

37. If you leave the Security Template field blank the report will only be distributed to you. If you
want to distribute it to other people in addition to yourself, in the Security Template field en-
ter U-BGNET USERNAME; for each person who should get the report. The BGNet username
must be entered using all capital letters. Be sure to include your BGNet username. See the ex-
ample in the following screen capture.
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nVision Web Output

Business Unit: BGSUM ReportiD: 10100029

Report Scope:
|G1I:I1I:II:II:IEEI 21 Enteryour report scope.

Folder Hame:

Scope Definition

Directory Hame Template;

[GRANTS\%SFY.PROJECT_ID%\%RTT Use variahbles to create unique Folder

SORteut DTy Temnpiic:
|%RTT%-%SFV.PROJECT ID%-%PEC Enter a description of the repont instances for

[

Enter a Folder name for your instances.

names. If the folder doesnt exist PSinVision
will create the folder in Report Manager.
Examples: Reporns\%SFYV%- %RID%.him,

TaFY4% %RTTY

identification in Report Manager. Use variables to
dynamically create the descriptions.

Examples: 3tmt. Rev & Exp, Vacation Reqgister - %3FV%

Ny e
IU:MFLYNN; U-JSU; U:LBEEMAN

Enter user |Ds orvariables to give access to report
instances in the Content Repaository.

oK

Examples: "UVPLLU:SMITHS, "UNVP1;R:Manager”, "%
DES.DEFTID.OPRID.OPRID%"
| Cancel |

38. Click

39. The nVision Report Request page is displayed. The other links on this page are:

Delete This Report Request: Deletes the report request

Transfer to Report Books: The option enables you to place all your report requests into a
“book”. You can then run the book which will create all of the reports contained within that
book.

Process Monitor: Monitors the progress for creating the report

Report Manager: Enables you to access reports that have been created

Share This Report Request: When you create a report, the default is for the report to be
“Public”, which means the entire campus can view or modify your report request. In order
to limit the access to your report request to only the users who you designate, you need to
click the Share This Report Request link and change the access from “Public” to “Secured”.
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41. To share your report request with only those people you specify rather than with the entire cam-
pus, make sure the Type filed under Output Options is Web.

42. Click the Share This Report Request link.

nVision Report Request

Business Unit: BESUM ReportlD: 10100029 Copy to Another Business Unit/ Clone
Celete This Report Request

|
: Grant Budget Report 10100029
Report Title: |\srant sudget Kepo Transferto Report Books

Process Monitor

*Layou'l.- |BG_GRANT_SUMM‘!‘|R‘( Re DrtMana ar
Share This Report Request

+ Report Date Selection

*As Of Reporting Date: | Specify =] 0212812007 31

*Tree As Of Date: |UseAs Of Reporting Date j

* Qutput Options

*Type: Web j Scope and Delivery Templates

*Format: | Microsoft Excel Files (*xs) -]

Fun Report |

43. The nVision Share Report Request page is displayed. Click the Secured button to select it. This
means the report request will only be available to those users that you designate. The Public
access mode means it would be available to the entire campus.

44. Enter the BGNet username of anyone you want to be able to view or modify your report request.

If you want more than one person to be able to run the report, click the plus sign, , to add

more rows. You can look up BGNet usernames by clicking the Lookup icon, Sy .

a5, ciox —2 |
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nVision Share Report Request

Business Unit; BESUM  ReportlD: 410400029

Last Update User ID: GAMNDRES Last Update DateTime: 02/06/07 5:32:44FPK

Report Reguest shared
x'nt?lo e Customize | Find | View Al

ID Type *Distribution 1D

= MFLYNN
> su
»|  |LBEEMAN

| Cancel |

46. You should be on the nVision Report Request page. Check to make sure the date is the correct
end date for this report.

7. clok | BenReear]

48. The Process Scheduler Request page is displayed. Click the drop-down box for the Server Name
field and select PSNT.

Process Scheduler Request

User ID: miflynn Run Control 1D
Server Name: @ | RunDate: 02/19/2007 x|
Recurrence: T RunTime: 1:04:15AM Resetto Current Date/Time |

Time Zone: Q

Process List

Select |Description Process Name Process Type *Type *Format
W nvision Report MVSRUN nVision Report Default =| |Default x|

s9. ook —2

50. Click the Process Monitor link.

Refresh
51. Click the button until the Run Status says Success.
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Process List | SemnerList

View Process Request For

User ID: |mflynn Q. Type: I 'I Last | 1 |pays  ={[ Refresh )
Se

I ~| Name: C, Instance: | to |
Run | I Distribution | I ¥ save On Refresh
Status: Status

Process List Customize | Find | View Al

i U 1gora ] Last

Select |Instance | S5eq. |Process Type Pracess User Run Date/Time Run Status Distribution Details
Hame Status

r 21454 nVision Report MVSRUM mflynn  02/20/2007 1:04:15AM EST Fosted Details

52. From the Menu Pagelet click Report Manager.

= Reporing Tools
[ Cuery
[ PSinVision
[ Crystal Enterprise

= Fiepnrﬂu'lanager

53. Click the name of the report you just created.

Explorer Administration

View Reports For

Fold‘*"-I_ 'l Instance: | to: Refresh |
Created 0n:| 5  Last |_1 IDays vl

Reports

Customize | Find | Wiew —I||

Completion Report
Report Description Folder Name DatelTime D

Sl GRANT BUDGET REFORT inee 02120007 Yedne. oatash
10100029-10100029-2007-01-31 =Enerd 1:07AM

Yes
54. If you get a warning asking if you want to display nonsecure items, click _ .

55. If you get a security warning asking if you want to open a site in your Trusted sites list, click

56. Click the name of the report again.
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57.

58.

59.

60.

61.

62.

63.

File List

File Size es Datetime Created

rant Budget Report 10100029-10100029-
2007-01-31 xls

Distribute To

Distribution ID Type *Distribution 1D

U=ser miflynn

0272002007 1:07:04.0000004M EST

If you get a security warning asking if you want to open a site in your Trusted sites list, click
If you get a message box asking if you want to open or save the file, click Save.

. . YF'.B
If you get a Security Alert, click

If you get a warning saying the workbook contains links to other data sources, click
| Update |

If you get a warning saying the workbook contains one or more links that cannot be updated,

The report is displayed as an Excel worksheet.

click

If you have not already saved the report, in Excel, click File and select Save As. Save the report
on your hard drive.
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Running Reports

E)
Use the following steps to run a report from Report Manager:

1. Signin to FMS.
The Menu Pagelet is displayed at the left of the screen.

2. Click Reporting Tools, PS/nVision, Define Report Request.
The Report Request page is displayed.

3. Make sure the Find an Existing Value tab is selected.

4. Check to make sure that BGSU is entered as the Business Unit.

s oo = |

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

Find an Existing Value | AddaNew Value

Business Unit:| begins with ¥ | |BGSUN &
ReportiD:  |begins with v |
Description: |begin5 withj|

" Case Sensitive

search ) Clear |Elasic:Searu:h B Save Search Criteria

6. Click a report request that you have created.

Search Results
\ (| 1-40of4 [

Business Unit |Report 1D Descrip

10100029 % Grant Budget Report 10100029

BUDSU
BGSUN EXPDTLTP Expense Detail
BGSUN GRAMTTP  Grant Budaet Report

7. Check the date to make sure it is the end date you want for the report. The date is going to be
the date you entered when you first created the report request. This may no longer be the date
you want. If necessary, change the date.
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nVision Report Request

Business Unitt  BGSUN ReportiD: 10100029 Copyto Another Business Unit/ Clone
Delete This Report Reguest
|Grant Budget Report 10100029
Report Titie: | g p Transfer to Report Books

Process Monitor

*Layout: |BG_GRANT_SUMMARY Report Manager

Share This Report Request

* Report Date Selection

*As Of Reporting Date: | Specify =] 0113112007 )&
*Tree As Of Date: IUse As Of Reporting Date j
* Qutput Options
*Type: |Web ﬂ Scope and Delivery Templates
*Format: | Microsoft Excel Files (*s) =l

Run Repart |)

9. The Process Scheduler Request page is displayed. Click the drop-down box for the Server

10.

11.

12.

13.

14.

15.

16.

17.

18.

19.

20.

Name field and select PSNT.

ook |

Click the Process Monitor link.

Refresh
Click the button until the Run Status says Success.

From the Menu Pagelet click Report Manager.

Click the name of the report you just created.

fes
If you get a warning asking if you want to display nonsecure items, click

If you get a security warning asking if you want to open a site in your Trusted sites list, click
fes

Click the name of the report again.

If you get a security warning asking if you want to open a site in your Trusted sites list, click
fes

) ) fes
If you get a Security Alert, click

If you get a warning saying the workbook contains links to other data sources, click
| Update |
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21. If you get a warning saying the workbook contains one or more links that cannot be updated,

|
click .

22. The report is displayed as an Excel worksheet.

23. In Excel, click File and select Save As. Save the report on your hard drive.
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Drilldown to AP Details from Budget Summary Report

E
Use the following steps to drilldown in a Budget Summary Report:

1. Signin to FMS.
The Menu Pagelet is displayed at the left of the screen.

2. From Report Manager, open your Budget Summary Report.

3. Click the plus sign to open the row containing the account you want to examine.

| Associate| Total Budgeted

Account Description Original L oad Adjustment Revenue Amount MTD Expenses
5 OPER OPERATING BUDGET ACCOUNTS

) " 51500 PART-TIME PERSONNEL 3,889.00 0.00 3,889.00 2,058.38
" 53000 SUPPLIES 42,275.00 203.96 42,478.96 9,742.61
) " 54000 TRAVEL & ENTERTAINMENT 11,650.00 0.00 11,650.00 4,668.13
i} " 55000 COMMUNICATIONS 31,326.00 0.00 31,326.00 2,717.49
#| " 56000 MAINTENANCE & REPAIRS 24,650.00 0.00 24,650.00 0.00
5 " 57000 PURCHASES FOR RESALE 0.00 0.00 0.00 0.00
| " 58000 MISCELLANEOUS EXPENSES 36,452.00 10,487.48 25,964.52 863.00
| " 59000 DEDUCTIONS & TRANSFERS 0.00 0.00 0.00 0.00
= OPER OPERATING BUDGET ACCOUNTS 150,242.00 -10,283.52 12,436.41 152,394.89 20,049.61

4. Select the cell containing the expense for which you want to see the AP details.

| 16| OPER OPERATING BUDGET ACCOUNTS

18] " 51600 PART-TIME PERSONNEL 3,889.00 0.00 3,889.00 2,058.38
| 20 4 53100 Office Supplies 1,000.00 0.00 1,000.00 540.25
121 53301 Copier Usage 0.00 0.00 0.00 0.00
| 22 | F 53302 Copier Maintenance 0.00 0.00 0.00 0.00
.. " 53390 Bookstore Charges 0.00 0.00 0.00 85.65
A : 53400 Instructional Supplies 41,275.00 0.00 41,275.00 0.00
ﬁ = 53450 Research Supplies 0.00 34.96 34.96 2,275.16
| 26 | L3 53600 Maint/Custodial Supplies 0.00 0.00 0.00 0.00
27| - 53620 Gasoline 0.00 0.00 0.00 554.39
128 53900 Misc Supplies 0.00 169.00 169.00 6,287.16]
129 | " 53000 SUPPLIES 42,275.00 203.96 42,478.96 9,742.61
139 7 54000 TRAVEL & ENTERTAINMENT 11,650.00 0.00 11,650.00 4,668.13

5. In order to drilldown nVisionDrill menu must be in Excel. If the nVisionDrill menu is not in your
Excel menu, call the Technology Support Center (372-0999) for help.

6. Click the nVisionDrill menu and then click Drill.

Microsoft Excel - Budget Summay for DCC 025100-025100-2007-02-28.xls [Read-Only]
‘] Fle Edit View Insert Format Tooks Da

nvisionCril mdow Help  Adobe POF
NEFHRSISLIVE| £ B0 Dril

|8 = - 4 &
. . Run Drilldown .
7. A new window opens. Click the button for AP Detail.

If the FMS sign-in page is displayed in the new open window rather than the Run Drill down
page shown below, close the new open window and close the Budget Summary report and start
all over again from step 2.
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Run Drilldown

Report Instance: 36438_39188
R 58 Column: 10

*Type:
Available Drilldown Layouts Customize | Find | B8 irat (4] 42 e
Description [*servertame  [RunDrildown |
Account by Class Code [penT 7] Run Drilldown
AP Detall [PenT =]
Account by Business Linit m Run Drilldown |
Account by Department [psnT =] Run Drilldnwnl

8. A second new window opens. Eventually the message should change to “Success” as shown
below.

Success

Preparing ontput for viewing

Process Name: DRILLDWM nYision Report Drilldown

Process Instance: 367380 Process Type: nYision-Feport

9. Return to the Menu Pagelet and click Report Manager.

[ Cluery
[ PS/nVision

[» Crystal Enterprise
(— Report Manager )

10. Click the link to the drilldown report in Excel.

™ 4] (M
Reports Customize | Find | View All| First o) 42 of 2 L] L ast

2oy Folder Completion |Report| Process
po o folder . FTOCEess
r il ARl e Hame DateiTime i} Instance

DR 36438 36771 Budget SummaNDR_36438_36771_BUDGET SUMMAY 03120007

for DCC 025100-025100-2007-02- |FOR DCC 025100-025100-2007-02-  General _ 39382 36771
11:40AM
Bl 28 XLS
Grant Budget Repord 10100029-  GRANT BUDGET REPORT 10100029- 0319107
2 10100029-2007-02-28 10100029-2007-02-23 General 4 q4py i | e

11. The drilldown report with AP details is displayed in an Excel spreadsheet.
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13. When you have finished viewing the AP details, you can close all the extra open windows in FMS.
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Searching for your DCC/Grant Reports

E
Use the following steps to search for a particular DCC/Grant report:

You may get the following message in report manager when you have budget responsibilities for
more than 100 DCCs.

More than 1000 rows will be returned, this may take a long time. (63,17)

You should consider using the filters to reduce the number of rows to be returned. Hit OK to continue or cancel to stop this refresh
DK | Cancel |

This document will walk you through how to add the filter in your report manager so that you can
retrieve needed reports quickly.

Cancel
1. If the above message appears, click .

2. From the menu pagelet, click Reporting Tools, Report Magager.

3. All monthly reports use the following standard naming conventions. To search for a specific re-
port, all you need to do is search on part of the name for the report you want to access.

Naming Convention Example

Budget Summary Report-XXXXXX-yyyy-mm-dd ) ) o
(XXXXXX stands for DCC number) Budget Summary Report -025100-2007-02-28

Expense Detail Report-XXXXXX-yyyy-accounting period
(XXXXXXStandS for DCC number) EXpense Detail Report-025100-2007-8

Revenue Detail Report-XXXXXX-yyyy-accounting period
(XXXXXX stands for DCC number) Revenue Detail Report-025100-2007-02-28

Revenue Summary Report-XXXXXX-yyyy-mm-dd

(XXXXXX stands for DCC number) Revenue Summary Report-025100-2007-02-28

Payroll Expense Details- XXXXXX-yyyy-accounting pe-
riod Payroll Expense Details-025100-2007-8

(XXXXXxX stands for DCC number)

Grant Budget Summary-XXXXXXXX-yyyy-mm-dd

(XXXXXX stands for Grant ID) Grant Budget Summary-10100029-2007-02-28

4. In Report Manager, enter the first word of the report name you want to retrieve, for example
enter Budget to retrieve your Budget Summary report. Adjust the number of days to, for ex-

Refresh
ample, 75. Click . Only the Budget Summary reports will be displayed.
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Folder: | - | Instance: to: (_Refresh )

Name:(Budaet ) Created On:| E] LﬂSt{ : jDﬂYS :I"

5. To retrieve only Payroll Expense reports enter Payroll in the Name field, adjust the number of

Fefresh
days, and click .

Administration

Folder: | | Instance: | to:|

Hame{Payroll ) Created On:| F  Last( :: yDays =]

6. Please do not use the Explore tab if you have more than 500 reports in your report manager.
Clicking on the tab will freeze your browser window if you have more than 500 reports.

Explorer ] Administration Archives

View Reports For
Folder: | *|  instance: to: Refresh |
Name: Created On: | 5 Last| 1[Das =
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Appendix A Source Listing

SOURCE DESCR

ADO Conversion - Auto Draft -Check
ADD Address Label Charges ITS
AM Asset Management System
AP Accounts Payable

AR Accounts Receivable

BCT Bursar Charge Template

BIL Billing

BKS Bookstore Interface

BRS Bursar's Office

CEE Continuing Education

CLK Cindy L Koontz

CNV Conversion records from AFIN
cocC Campus One Card

CRL Cash Receipt - Library

CSs Campus Solutions Interface
CTT Cash Transmittal Template
CXB Conv - Check Cancellation
DDT Dept to Dept Charge Template
DIN Dining Services Interface

FDJ Conv - Asset Disposal

FDK Conv - Asset Disposal

FHP Fall Housing Deposit - Bursar
FIN Financial Interface Upload

FTJ Conv - Asset Transfer

GM Grants

HCT Health Center

INL Conv - Customer Invoice - Libr
IX Expense Transfer
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JPM JP Morgan

JV$ Conv - Grants Overhead Return
JVO Conv - Journal Voucher

Jv2 Conv - Journal Voucher

JVA Conv - Journal Voucher

JVB Conv - Journal Voucher

JvC Conv - Journal Voucher

JVD Conv - Journal Voucher

JVF Conv - Journal Voucher

JVI Conv - Journal Voucher

JVJ Conv - Journal Voucher

JVK Conv - Journal Voucher

JVL Conv - Journal Voucher

JVM Conv - Journal Voucher

JVO Conv - Journal Voucher

JVR Conv - Journal Voucher

JVS Conv - Journal Voucher

JVT Conv - Journal Voucher

NAVAY) Conv - Journal Voucher

MW1 Conv - Manual Warrant/Check
MWA Conv - Manual Warrant/Check
OCK Conv - Over the Counter Invent
OCP Conv - Over the Counter Invent
OCs Conv - Over the Counter Invent
OFC Office Supplies - Office Depot
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PC Project Costing

PO Purchasing System

POF Post Office

PR Payroll Journal Entry Source
PRK Parking Services

PRY Perry Corporation

PV. Conv - Payment Voucher
PVO Conv - Payment Voucher
PV1 Conv - Payment Voucher
PV8 Conv - Payment Voucher
PVA Conv - Auto Payment Voucher
PVB Conv - Payment Voucher
PVC Conv - Payment Voucher
PVF Conv - Payment Voucher
PVG Conv - Payment Voucher
PVI Conv - Payment Voucher
PVJ Conv - Payment Voucher
PVK Conv - Payment Voucher
PVL Conv - Payment Voucher
PVM Conv - Payment Voucher
PVP Conv - Payment Voucher
PVS Conv - Payment Voucher
PVT Conv - Payment Voucher
PVU Conv - Payment Voucher
RSP Recreational Sports

SAR Student Admin Receivables
SMC Sallie Mae Conference

SMH Sallie Mae Housing Deposit
SMO Sallie Mae for OREG

SMP Sallie Mae Bursar Payments
TEL Telecommunications Services
TJ Trish Jenkins 2-2208
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Fiscal Year

2005 July 1, 2004 — June 30, 2005
2006 July 1, 2005 — June 30, 2006
2007 July 1, 2006 — June 30, 2007
2008 July 1, 2007 — June 30, 2008

Accounting Period

July
August
September
October
November
December
January
February
March

10 April

11 May

12 June

OCoO~NOUITR,WNE

07/01 - 07/31
08/01 — 08/31
09/01 — 09/30
10/01 - 10/31
11/01 — 11/30
12/01 - 12/31
01/01 - 01/31

B&e100

Accounting Dates

02/01 — 02/28(9)

03/01 - 03/31
04/01 — 04/30
05/01 — 05/31
06/01 — 06/30
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