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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.

PeopleSoft.
| Menu @

Add to Favorites

Mew Window | Heln | B}

Search:
[> My Favorites PSinVision
- FSU Customizations Enter any information you hage and click Search. Leave fields blank far a list of all values
[» Interface
b Reports [ Find an Existing Value || [ Ajd a New alue ]|
[ Use
> Inguire
Business Unit: | begins with ROST Q
L Report ID: |hegms with 1320206
[» Gustomers
[ tems Description: |hegms wnhj'

[> Vendars

[» Purchasing

[ Accounts Receivable

[ Accounts Pavahle Search Clear | Basic Search Save Search Criteria

[» Asset Management —I —I a8

[» Banking

[ Commitment Cantral Mo matching values were found

[» General Ledger

[ Allocations

[» Statutory Repaorts

[» Set Up Financials/Supply
Chain

[» Backaround Processes

[ Tree Manager

[ Reporting Tools

> PeopleTools

— Change hiy Password

[ Case Sensitive

Find an Existing value | Add a New Yalue
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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. PJease note when specifying a date always use the end of a
month. If the current date is\6/15/2005 and ygu specify 5/15/2005 the actual results you will get will be for
5/31/2005 because the data is'stored by accodnting period (fiscal month) and not by day.

PeopleSoft.

ER

Add to Favorites

Mew Window | Help | Customize Page | 5,

[ nvision Report Request | [ Advanced Opions |

Business Unit: FROST ReportiD: 1320206

Report Title: Petking Loaniacct Payable
Process Manitor
Layout: DEFTSUMFROST Report Manager
=

*As Of Reporting Date:

[ specify > 0972662005 [5]

Business Unit Reporting Date

*Tree As OF Dateg Default
= Specify
(Loday's Date
“Type: [wen [ ]
*Format: | Microsoft Excel Files {*xs) j
Run Repart
B save) | QRetumn to Search | [ElNotity BFAdd

niision Report Request | Advanced Options

Make sure that the Tree As Of Date is Use As of Reporting Date. Make sure the output option Type is
Web.

PeopleSoft.

E

Add to Favorites

Mew Windmw | Help | Custornize Page | o5,

{ nvision Report Request | [ Advanced Options |

Business Unit: FROST ReportiD: 1320206

Ferking Loanticct Payable
Process Manitor
DEPTSUMFROST Report Manager

: [Specity ‘ =] 091262005 5
*Tree As OF Date: Use Az Of Reporting Date
*Format:  [Microsoft Excel Files ("ds) B
Fun Report
B save)  QRetumnte Search | [ENotity Bkadd

n¥ision Report Request | Advanced Options
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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.

PeopleSoft.

E

Mew Window | Help | Customize Page | 5,

[ nvision Report Request | [ Advancgd Options |

Business Unit: FROST RepoftID: 1320206

Report Title: Perking LoaniAcet Payable
Process Maonitor

Lawout: DEPJSUMFROST Benart Manadger
=

*As Of Reporting Date: | S;fecify’ B 09r36/2005 5]
“Tree As Of Date: [Yse &z of Reporting Date -

57

*Type: |Weh E

*Format:  [Microgo 5 B

HTML Documents (% htm)
Run Repi

B save) | QRetumnte Search | [ENotity Badd

niizion Report Request | Advanced Options
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When complete you should get a page that looks similar to this. Click on the Rup Report button.
PeopleSoft.

E

Add to Favorites

Mew indow | Heln | Customize Page | B

[ nvision Report Request | [ Advanced Options |

Business Unit: FROST ReportID: 1320206
Report Title: Perkins Loanfacct Payable
Layout:

DEPTSUMFROST

=

*As OFf Reporting Date: ITDday'S Date

“Tree As Of Date: [use as of ReportiparDate
52

*Type: |Weh

*Format: IMlchso el Files (Fxs) j
Run Repart

Bl savel [QiRetum to Search | [ENatify

Ll L

Bram) Ema)

n¥igion Repor Request | Advanced Cptions

You should get a page that looks similar to this. Click in the OK button.

PeopleSoft.

E

Add to Favorites

Mew Window | Help | Customize Page | 5,

Process Scheduler Request

User ID: msheetz

Server Name: :l' Run Dapet
Recurrence: :I' R
Q

|n9125;2nn5 [5]
Time: |5:46:11PM Resetta Current DatefTime

Time Zone:
Process List

Select Description
c2 nvision Repott

Process Name
MYSRLUMN

Process Type *Type *Format

nvision Report Default = |Defau|t -

0K Cancel
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This should bring you back to the nVision Report Request page. Click on the Process Monitor hyperlink.

PeopleSoft. e

E

New Window | Help | Custarmize Page | B,

{ nvision Report Request | [ Advanced Options |

Business Unit: FROST ReportlD: 1320206

Report Title: Perking Loan/Acct Pavable
Process Monitor

Layout: DEFTSUMFROST Report Manarer
~

*As Of Reporting Date: | Today's Date B

*Tree As Of Date: |Use Az Of Reporing Date j
=
“Type: [web -]
*Format: IM\crosoﬂ Excel Files ("xls) j

Run Repart |

B save)  QRetumnte Search | [ENotity Eradd

n¥ision Report Request | Advanced Options

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 Sugcess and the Distribution
Status says Posted. This meansyour report has finished running.

PeopleSo

ER

Mew Window | Help | Custarrize Page | 5|

I Process List II Server List I

User ID: Imsheeiz Q, Type: |
Server: I 'I Name: Q@ Instance: | to |
Run I vl Distribution vl ave On Refresh

Status

Process List

Process User Run DateTime " Distribution
Name —— Statn

r 177287 nvision-Repart NYSRUM msheetz 097262005 5:46:11PM EDT

Select Instance Seq. Process Type

Details

Go hack to PSinVision

B savel  ([EdNetify

Process List | Server List
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Now to view your report navigate as follows:
Reporting Tools > Report Manager

Click on the Admirjstration tab.

PeopleSoft.
| Menu &

Search:
®

Home

Mew Window | Help | Custamize Page | 5, =

b My Favarites  Explorer | List | Administration ) [ Archives |

[ FSU Customizations
> Customers ‘ | ‘ | ‘
[> tems
[ Vendors
[ Purchasing
[ Accounts Receivable
[» Accounts Payahle
[» Asset Management
[> Banking
b Commitment Control
[ General Ledger
[> Allocations
[» Statutory Reports
[ Set Up FinancialsfSupply
Chain
[» Background Processes
[ Tree Manager
- Reporting Tools
> Query
[> PSinVision

General

[» PeopleTools
— Change bly Password
— My Personalizations
— My Systern Profile
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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.

Mew Window | Help | Customize Page | 5,

[ Ewporer I Dt f inistration || Archives ||
useriD:  [mshes \  Tume: [ ltast [ 1[Hours ] Refresh |
Status: | o Fulder:l jlnslance: | to: |
Custornize | Find |view Al 8 First [ 12062 Last
Report Prcs e Request .
Select D Instance DESCIiption DetE e Format Status Details
p . 0972802005 Microsofi Excel .
37905 177, 1320206 : Perking Loanthect Payahle 48:26PM Files (*xis) Fosted Details
o 097262005 .
— 37902 177396 PSIAP Payment Posting 530 45FH Text Files ("t MNA
BelectAII DDBSEIBHAH

%Icﬁckthe delete hutton to delete the selected reportis)

B save

Explarer | List | Administration | Archives




Here is a sample of what a report would look like for a department.
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30
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32
33
34
35
36
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34
39
40
41
42
43
44
45
45
47
43
49
a0
a1
52
a3
54
a5
a7
a8
59
B0
B1
B2
B3
B4
BS
BB
67
B3
B3
70
71
72
73
74
75
7B
77
78
79
80
g1

a3
a4

a7

B ©
Revenues
Total Revenues
01 Salaries and Wages
010001 Salary & Wages Rollup Level 2
010170 MonExempt Staff
010420 Premium Overtime
015100 Social Security Contributions
015200 Health Insurance
015400 Retirees Health Insurance
016200 Employee Pension System
017210 Def Comp Match PEBSCO
017400 Unemployment Ins Compensation
Total Salaries and Wages
Operating Budget
020001 Operating Budget Rollup
Subtotal Operating Budget Rollup
02 Technical & Special Fees
021300 Contractual Social Security
021400 Contractual Unemployment Comp
022030 Contractual Overtime
022040 Contractual Mon-Exempt Staff
Subtotal Technical and Special Fees
03 Communications
030110 Postage
030130 Mailing Services
030200 Telephane
Subtotal Communications
04 Travel
Subtotal Travel
08 Contractual Services

032915 Fiscal Services
Subtotal Contractual Services

09 Supplies & Materials

022500 ProCard - Supplies & Materials
Subtotal Supplies and Materials

10 Replacement Equipment
Subtotal Equipment - Replacement

11 Additional Equipment
Subtotal Equipment - Additional

12 Grants & Subsidies
Subtotal Scholarshiy

and Fellowship:

13 Fixed Charges
Subtotal Fixed Charges

Total Operating

06 Fuel & Utilities
Total Fuel and Utilities

07 Vehicles

Total Motor Pool

14 Land& Structures
Total Land and Structures

Grand Total Expenses

Met Revenue and Expenses

D H | J b L N ( P ( R
Request Name: 1320206
Repaort Title: Perkins LoanfAcct Payable
DepartmentID: 1320206
Department Name: Perkins LoanfAcct Payable
Manager Name: Sheetz,Michael E.
As of Date: 2005-09-26
Original Control ‘ ‘ Period 3 ‘ ‘ YTD YTD YTD ‘ Balance ‘
Budget Budget Actuals Actuals Encumbrance Pre Enc Available
0 0 0 0 0 0 0
1] 96,754 ul ul ul 0
] ] 0 9,247 (12,001} 0
] ] 0 166 0 0
] ] 0 593 i894) 0
] ] 0 1,484 (1.454) 0
] ] 0 534 534) 0
] ] 0 562 1) 0
] ] 0 300 (378) 0
il il i 29 [eE)] 0
0 96,754 0 12,995 (16,037) 0 99,798
1] 00,871 u] u] u] 0
0 50,871 0 0 0 0
0 0 i 56 138) 0
] ] 0 2 @ 0
1] 1] o 37 o 0
0 0 0 594 (495) 0
0 0 0 789 534) 0
1] 1] o 151 o 0
] ] 0 16 0 0
1] 1] u] 329 u] 0
1] 1] 0 496 0 0
0 0 0 0 0 0
1] 1] 1,088 895 13,405 0
1] 1] 1,088 895 13,405 0
i i 153 403 0 0
1] 1] 483 403 0 1]
0 0 0 0 0 0
1] 1] 0 0 0 0
0 0 0 0 0 0
1] 1] 0 0 0 0
0 50,871 1,571 2,583 12,871 0 35,417
0
0 0 0 0 0 0 0
1]
1] 1] 1] 1] 1] 1] 1]
0
0 0 0 0 0 0 0
0 147 625 1,511 15,578 3.167) 0 135,214
1] (147,625) 11,571) (15,578) 3.167 0 135,214




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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