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PeopleSoft Financials 
Instructions for Using nVision 

To run an nVision report for a department or project, navigate as follows: 
 
FSU Customizations > Tools > PS/nVision 
 
Type FROST in for the Business Unit and your Department ID or Project ID for the Report ID 
 
Click the Search Button. 
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Under the As of Reporting Date click on the dropdown box and select either Today’s Date or Specify.  If 
selecting specify, fill in the date to the right.  Please note when specifying a date always use the end of a 
month.  If the current date is 6/15/2005 and you specify 5/15/2005 the actual results you will get will be for 
5/31/2005 because the data is stored by accounting period (fiscal month) and not by day. 

 

 
 

Make sure that the Tree As Of Date is Use As of Reporting Date.  Make sure the output option Type is 
Web. 
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Select a Format from the dropdown box of either HTML Documents (*.htm) or Microsoft Excel Files 
(*.xls).  Use the Excel format if you want to be able to save the report to your PC or network directory. 
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When complete you should get a page that looks similar to this.  Click on the Run Report button. 
 

 
 
 
 

You should get a page that looks similar to this.  Click in the OK button. 
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This should bring you back to the nVision Report Request page.  Click on the Process Monitor hyperlink. 
 

 
 

This should bring you to a page that looks similar to this.  Note the line with the Process Type of nVision-
Report.  Click in the Refresh button until the Run Status for this line says Success and the Distribution 
Status says Posted.  This means your report has finished running. 
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Now to view your report navigate as follows: 
 

Reporting Tools > Report Manager 
 

Click on the Administration tab. 
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Look under the column Description and you should see the report you just ran.  Click on the report 
hyperlink under the Description to open your report. 
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Here is a sample of what a report would look like for a department. 
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The first column (B) is the account number.   

 
The second column (C) is the account description.   
 
The third column (D) is the Original Budget.  This is the budget that was originally submitted to the State.  
This column would normally not change.   
 
The fourth column (H) is the control budget.  This is the budget by pool.  Your operating budget is in one 
pool.   This gives departments more spending flexibility between objects.   This column would change if 
budget were transferred in or out of the budget pool or department.   
 
The fifth column (J) is the period actual for the department (i.e. if the report is as of 5/31/2005 then the 
actuals for period 11 – May would be shown here).   
 
The sixth column (L) is the department’s YTD actuals.  This is the cumulative amount from the beginning 
of the fiscal year to the end of the report period.   
 
The seventh column (N) is the YTD Encumbrances.  These are the current Payroll and Purchase Order 
Encumbrance balances as of the end of the report period.   
 
The eighth column (P) is the YTD Pre-Encumbrances.  These are the current requisition balances as of the 
end of the report period.   
 
The ninth column(R) is the Balance Available.  This is the control budget minus YTD Actuals, YTD 
Encumbrances, and YTD Pre-Encumbrances. 
 
A report for a Project would look a little different because projects are on a life to date basis versus a fiscal 
year basis.  Also the budget structure for projects is at a lower level (object) than those of departments 
because they have less spending flexibility. 
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