UMS PeopleSoft Financials 6/30/2005

Maine’s
Public
Universifies

UNIVERSITY OF MAINE SYSTEM

University of Maine System
PeopleSoft Financials 8.4

GL Reports using Crystal, SQR and PeopleSoft nVision

Genera Ledger Reports Page 1 of 25 General Ledger



UMS PeopleSoft Financials 6/30/2005

TABLE OF CONTENTS

1. INTRODUCTION ..t e e e e e e e e e e e e aaaaaes 3
2. ACCESS AND RUN GL REPORTS ... 3
CREATEA RUN CONTROL ID ..ottt st ne s 4
RUN THE REPORT ...ttt sttt ettt ettt sttt e e s st e e e s nnsaa e e e s nnnae e e s nnnnaee s 7
3. INTRODUCTION TO NVISION REPORTS ..ot 11
ACCESS AND RUN NVISION REPORTS ..o 11
COPY NVISION SCOPE ..ottt 17
[ N L0 = PR 19
THE SCOPE DEFINITION PAGE APPEARS: .....cuvtiteeteetesseesseeessseessesssesseessesssssesssesssssseessens 19
AN o I S O L] 22

Genera Ledger Reports Page 2 of 25 General Ledger



UMS PeopleSoft Financials 6/30/2005

1. Introduction

With the implementation of PeopleSoft Financials, University of Maine System
(UMS) employees responsible for generating financial reports will have a number
of reporting options available to them. These options include GL Inquiry Pages,
PSQuery, GL Reports (created using Crystal and SQR) and PeopleSoft
nVision. This document specifically covers running the GL Reports and
PeopleSoft nVision.

2. Access and Run GL Reports

Based on report requests submitted by UMS financial officers, the Project
Enterprise technical team developed custom General Ledger-related reports
using Crystal and SQR. These reports can be accessed and run from the
PeopleSoft Financial system.

From the Financials menu, select:
University of Maine System > General Ledger >
Reports > GL Reports Home

A list of the currently available GL Reports displays.

Search:
[+ by Favorites
= LIniversity of Maine System

= General Ledger
= Repof

Select the GL Reports Home link to
open the GL Reports Home page

{ GL Reports

GL REPORTS, HOMIE

Expand one of the report categories below by clicking on the arrow at the left of the bar. Select your report
by clicking on the hyper-link that describes it.

- Revenue and Expense Reports Select the category that relates to

g * Ca: ! > the report you wish to run

I* Endowment Reports

[

[ Contracts and Grants Reports ;
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Expand one of the report categories below by clicking on the arrow at the left of the bar. Select yvour report

by clicking on the hyper-link that describes it.

[ Revenue and Expense Repnrts
s

GL Investment Incatme
Show fiscal year-to-
date investment
income:

Daily Staternent of Income

List of maoney
deposited in the hank

¥TD Temporary Invest lncome
Listing of year-to-date
ternporary investment
income

Cash Receipts
List detail far all
daily cash receipts.

GL Bond Diraws
hudget & expense far
each hond funded project.

each day,

Select the link to the report I

[ Endomnent Reports
[

[* Contracts and Grants Reports

The Run Control ID page for the selected report opens:

CXYTD Temporary Invest Income D
Enter anyT and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value l\%&dd a Mewy Value )

Search by: Run Control ID begins with |

[case Sensitive

m Advanced Search

Create a Run Control ID

The first time you run a GL Report you must create a Run Control ID. Run
Control IDs are used whenever a process is run in PeopleSoft. They allow you to
create, save and reuse a list of reports. Only you will see the Run Controls you
create.
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To create a new Run Control ID, select the Add a New Value tab.

¥YTD Temporary Invest Income
Enter any information vou have and click Search _Zeave fields blank for a list of all values.

[ Find an Existing Value k&dd a Mew Value |

Search by: Run Control ID begins with |

[l case Sensitive

Search | Advanced Search

Note: After you have created Run Control IDs for this process, you will
select the Find an Existing Value tab to look up the Run Control IDs. When
you select a Run Control ID, it will take you directly to the page to run the
process associated with it. If you only have one Run Control ID, the system
will take you immediately open page for that process when you select the
Find an Existing Value tab.

YTD Temporary Invest Income

On the Add a New Value page, enter a Find an Existin
! E o Yalue Add a New Value
name for the Run Control ID. You can - £ Y |

use up to 30 alpha numeric characters
(DO NOT use spaces). If you plan to
run this report with the same
parameters on a regular basis, apply a
name that relates to the report.

Run Control ID:| Runc ontralMarme]

Walue | Add a Mew Value

Select il when ready. I

The Run Control page for the selected report opens:
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P e

(' YTD Invest Income )

Run ControlID:  RunCaontrolMame Report Manager Process Manitor Run |

The required parameters to run the report are
located in the Input Parameters section.

/

Eeport Wanager Process Monitor R'—'”‘J

Fiscal Year

/ YTD Invest Income

Fun Control Il RunCaontr

Fiscal Year | 2004 Accounting Period | 12

The parameters available for the GL Reports vary according to the nature of
each report.

Enter the required parameters and select the M button.

The Process Scheduler Request page opens.

C Erocess Scheduler Request)

Your User ID (7-digit
Employee ID) will display

on all pages.

User ID: Q000004 pag

Server Name: I | RunDate: 04/05/2005 ]

Recurrence: * | Run Time: 11:40:46AM Resetto Current DaterTime |
- [l

Process List
Select Description Process Naie Process Type ‘Type ‘Format Distribution

UMTMPING UMTMPIMG Crystal Weh v || POF w | Distribution

QK | Canjcel |

In the Process List section of the page, verify the report you want to run is
checked in the Select column. The Process Type column shows whether it is a
Crystal or SQR report. In the Format column, choose whether the report should
be generated in PDF or Excel format.
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‘Type ‘Format Distribition

Wieh w || PDF w | Distribiution

Doc

HTh ;
Select either

% PDF or XLS.

RTF
THT
#LS

You do not need to enter any other information on the Process Scheduler
Request page.

Run the Report

Click Ok when

Process Scheduler Request
ready to run the report.
User ID: go0ooon4
Server Name: _ * | RunDate: 2 ]
Recurrence: | Run Timg ABAM Regetto Current DatedTime
Time Zone: Q
Process List
Select Description Process Naimme Process Type ‘Type ‘Format Distribution
UMTMPING UMTMPIMG Crystal Wiah | [PDF w | Distribution
0K Cancel

The Run Control page opens and you will see a Process Instance number has
been assigned.

[ YTD Invest Income |

Fun Comtrol ID:: RunCaontrolMame Report Manager Process Manitor

Frocess Instance: 5178

Fiscal Year | 2004 Accounting Period | 12

Select the Report Manager link to open the List page where you can access all
your processed reports. The Report Manager is like a personal “In Box” of
reports. You can access all your processed reports from Report Manager.
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/ YTD Invest Income

Run Control ID:  RunControlMame Process Monitor Fun

FProcess Instance:5178

Fiscal Year | 2004 Accounting Period | 12

e —
(L Ust ) Ewlorer | Administration | Archives |

Folder: _ w Instance: to: Refresh |
Name: Created On: EJ Last: | 20| | Days hd
d Custornize | Find | View 1| | B8
. Completion = Process
Report Report Description Folder Hame Date Time eport ID Instance
1 UMTHPIMNC UMTHPIMC General 04111705 12:28PM 4861 5333
2 UMTHWPINC UMTHWPIMNC General 04111/06 8:484M NG 4 5326
3 UMTMPINGC UMTHMPIMC General 04/111/05 8:484AM 484Y 5324
4 UM ThIPIMC UINTHPIMC General 04111705 84440 1852 5324
\ A UMTHPIMNC UMTHPIMC General 04/06/05 3:20PM 4762 5237

The Reports section of the List page is where you will find your processed
reports. You can narrow or broaden the list according to the number of
days/hours/minutes you enter in the Last: field of the View Reports For section.

A newly initiated report will not be listed until it has finished processing. Click on

the LAdMINISaton | tah to open the Administration page and view the
processing status of your report.

List ' Explorer ( Administration %) Archives |

User ID: Type:

First E 1of 1 E Last

Status

Report List

Report  Prcs
Select D Instance

0411272008 Microsoft Excel
O =y i3 SRS 2:30:38PM Files (*xls) @

- . . e . o
Customize | Find | Yiew &[] | =

Description Request Date Time Format
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The Status will initially appear as “Queued,” then “Initiated,” then “Processing”
and finally as “Success.” Select | Refresh | to update the information displayed in
the Status column. Once the Status reads “Posted,” you can return to the List
page and see the report listed.

List Explorer | Administration | Archives
Folder: [ | Instance: to: Refresh
Hame: Created On: Eﬂ Last: | 20| | Days A
Custarmize | Find | Wiew Al First El 16 of & II' Last
e Completion Process
Repont Report Uescrijption rolder Name © report 1L ——
Report Report Description Folder Hame Date Time Report ID Instance
1 LMTMPING LIMTMPIMC General 0anzma 2:531Pm 4927 5382

2 LUMTMPIMG General 04111/05 12:28PM 4861 333
3 UMTMPING UMThP General 04511/05 2:484M 4854 5326
4 LIMTMPIME UMTMPIMNG 04M11/05 2:42AM 4843 5329
A LUMTMPIMG UMTMPING 04M11/05 8:44AM 4842 324
B UMTMPING UMTMPING A0EM0S 3:20PM 4762 5237
Click the link for your report to
advance to the page where you
will access your report.
Repaort ID: 4927 Process Instance: 5332 Click the_ link for your report
to open it.
Name: LIMTMPIMC Process Type: Crystal

Run Status: Success

UMTMPINC

Distribution Node:  FRCRWHT Expj ate:

Hame File Size {bytes) Datetime Created

Messade Log 0 04112520068 2:31:16.000000PM ECT
UMTMPIMG 5382 XS 736,768 O4r 252008 2:31:16.000000PM ECT
PeopleSoft Trace File 328 04112520058 2:31:16.000000PM ECT
Distribution ID Type ‘Distribution 1D

Uszer ooz20624
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Reports run in PDF format appear as follows:

Report ID: UMYTDTII
CQuery: UM_RPT_144

Source: UM_GLQ_BALANCES

University of Mame System

Y¥TD TEMPORARY INVESTMENT INCOME
University of Maine at Augusta

6/30/2005

Page# 1
Run Date:4/5/2005
Run Time: 1:31:47PM

Fiscal Year:2004 Peripd:12
Fund Dept Program Program Description Project Proiect Description Actuals ¥TD
10 1100501 17601 Pres Dev-Gifts {0.16)
2 1304011 1301004 UMS Licenze Plate Sch (50.65)
2 1304011 10001 Bath Iron Warks Schol Fund (202.01)
2 1304011 10002 Edna L Higgins Ss (127.82)
2 1150012 10008 Libra Professorship (145.70)
2 1251005 10051 Rhoda Oakley Galery Fund (187.10)
2 1262004 10052 UMA Music Program Endowmnt (124.54)
2 1475511 10053 Kominsky Dental Fund (128.74)
2 1153011 10054 Terry Plunkstt Collection (B.30)
2 1153011 10055 Bennett D Katz Library Fnd (145.77)
2 1851501 10058 Me Displaced Homemakers Pr (121.21)
2 178E502 10057 George Huskins Endowment (23.80)
2 1304011 10600 i Richard Haskell Mem Fund (B.64)
2 1304011 10601 UMA Fdn 100 Club Scholrshp (47.00)
2 1304011 10602 Thelma Huff Berry Fund {0.97)
2 1804011 10602 Harriet Dehoff Mursing Sch {0.31)
2 1304011 10608 M Richard Cameron Schol Fd {5.21)
2 1304011 10607 Cecil E Powers Schelarship {5.46)
2 1304011 10608 Bennett D Katz Scholarship [22.26)
2 1304011 10602 Bruce Collier Mem Scholars {10.18)
2 1304011 10610 Richard J. Gaggin Sch [4.54)
2 1804011 10611 Celeste Cote Award {22.15)
2 1804011 10612 John W_ Blodgett Schalarsh (7.47)
2 1304011 10812 Dick Cash Musie Sch (14.65)
2 1804011 10614 Rev. John ). Curran Sch {81.68)
2 1804011 10615 Kenneth Craig Ward Ss 44.87)
2 1304011 10618 Lia & Vemen Segal (20.36)
2 1304011 10617 Charles Dana Danforth Sch (23.28)
2 1304011 10618 Dion Pillsbury Memarial Sch {17.81)
2 1304011 10612 Martin & Molly Schwariz Ss (46.02)
2 1304011 10620 UMA Comp Fee Scholarship {106.38)
Reports run in XLS format appear as follows:
alBOdE[FJH « MLl ™ [wfolpfal R [s] T Mv[wid aa [ AB [alAD] AE  |aFAG] AH A
Repart [0: UMYTOTI
? S [ University of Maine System Page # 1
7 Query: UM_RPT_144 -
o T - ¥TD TEMPORARY INVESTMENT INCOME Run Date:4/5/2005
%Source: UM _GLO_BALAMCES University of Maine at Augusta Run Tirme: 4:06: 14PM
10 Fiscal Year2004 Period:12
i
12 Fund  Dept Program Program Description Project Project Descrigtion Actuals YTD
43 0 7100801 17601 Fres Dev-Gifts {0.18)
4y 0 1804011 "1301004 UMS License Plate Sch (50.65)
45 0 804011 M0O001 Bath Iron Works Schol Fund (202.91)
g 0 7804011 0002 Edna L Higgins Ss {127.82)
4y 0 7150012 10006 Libra Professarship (148,70
g 0 f281008  "0057 Rhoda Oakley Gallery Fund (187.19)
g 0 262004  M0052 UMA Music Program Endowmnt {184.54)
op| 0 7478511 0053 Vaminsky Dental Fund {(128.74)
ETRL 7153011 0054 Terry Plunkett Callection 8.39)
P 7153011 0055 Bennett D Katz Library Fnd (14577
03 0 651501 "0056 Me Displaced Homemakers Pr (121.21)
oy q7E8503 0057 George Huskins Endowment {23.50)
05| 0 804011 M0B00 C Richard Haskell Merm Fund (9.54)
E ] f804011  "0E07 UMA Fdn 100 Club Scholrshp 147.99)
oy 0 7804011 10602 Thelma Huff Berry Fund {0.97)
P 7804011 "0BO3 Harriet Dehaff Nursing Sch 0.31)
g 0 804011 "0B06 M Richard Cameran Schol Fd {5.21)
| 0 fa04011  M0E07 Cecil E Powers Schaolarship (5.46)
5 0 7804011 "I0603 Bennett D Kaiz Schalarship (32.26)
3 7804011 "10GO3 Bruce Callier Mem Scholars 10.19)
43 0 7804011 0610 Richard J. Goggin Sch {4.54)
B 7804011 0BT Celeste Cote Award 22.15)
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3. Introduction to nVision Reports

nVision is a delivered PeopleSoft reporting tool that interacts with and uses
Microsoft Excel spreadsheets to generate financial reports. nVision uses Scopes
to set the criteria for each Report Request. You can create multiple instances
from a single Report Request. Each instance shares the same layout, but
contains data unique to a Scope’s particular field value/s. If a Scope is based on
two or more fields, a report instance is produced for each combination of the
selected tree nodes or detail values for all specified fields.

Most UMS employees responsible for running financial reports will use nVision
reports previously created by the Project Enterprise technical team. These
reports will run using set Scopes that cannot be adjusted. A custom utility,
nVision Scope Save As, has been developed, however, that will enable
employees to copy existing Scopes, redefine them and then apply the newly
defined Scopes to Report Requests. We cover this utility in Chapter 6 of this
document.

4. Access and Run nVision Reports

To access nVision reports, from the Financials menu, select:
Reporting Tools > PS/nVision > Define Report Request

The Report Request page appears with the Find an Existing Value tab open.

Report Request
Enter any information y@u have and click Search. Leave fields hlank far a list of all values.

A
Finil an Existing Value

Add a Mew Valug |

Business Unit:| hegins with » ||| Q
Report ID: hegins with w

Description: | hegins with

[]case Sensitive

Search | Clear | Basic Search Save Search Criteria

On the Find an Existing Value screen, you must enter your Business Unit. If
you know the Report ID and/or the Description of the nVision report you want to
run, enter that information, as well. When ready, select the _seach | button. A list
of the nVision reports that fit the parameters you entered will appear.
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Business Unit Report ID  Description

MS05 ACCTSUM  Account Surmmary
UMS05 ACTBUD  Actual to Budget
UMS05 ATHDTLAC Athletics - Report Dt
UMS05 ATHD D& Athletics Daily Analysis
. . UMS05 ATH PEA  Atheletics PEA Desig&Rest Acct
Click on elth(_er the Report ID UME05 AUKEDTLY  Auxilliary Detail -1
or the Description of the UMS05 AUNEDTLZ  Ausilliary Detail -2
report you want to run. UMS05 BDGOFC  BUDGETDEFICIT
UMS05 BUDGSUM  Buddget Sumrmary
UMS05 COHRPT  CASH OMHAMD REFORT
UMS05 DESGOTLY Designated Detail - 1
UME05 DESGDTLZ Designated Detail - 2
UME05 DTACBU  ACCOUNTS RECENVMABLE-CURREMT

US04 DTACCLST ACCOUNTS RECENABLE-CURBEEMNT
DTACOTH CASHAMD CASH EQUINMALEMTS
DTACOTH1 GRAMTS RECENABLE

EG2-ORG EGIORG

EGDETAIL EG Detail 1

EGDTL1 EGDETAIL1

EGDTLZ EGDTLZ

EGEXBUDG EG Expenditure Budgets

LUMS05 EGSUMMEY EGSummanry

LMS05 ERHDCMP Endowiment Pool By Campus
UMS05 EMDEESTR Endowment Pool By Restriction
LIMS05 EMDWVIACCT ERDOWED ACCOLINTS
UMS05 EMDWEOOL Endowment Pool Met Assets
LIMS05 EXPWAR Wariance Analysis -Expenses
LUME05 GLFRG GL - Fringe Analkysis

UMS05 GLMERFP GL - MNATURAL EXFEMSES
UMS05 GLSUBREC GL- Sub Recipients

UMS05 JEMLEGRY Ledger Summary

IME05 LEDEGSUM Ledger 1 EG Sumimary of Account

The nVision Report Request page opens.

/ nVision Report Request Y Advanced Options

@55 Unit: UMS0S eportIl:  EGSUMMRY Copy to Another Business Lnitf Clone
Delete This Report Request

Report Title: EGSummary Transfer to Report Books

Process hMaonitor

"Layout: LMS_EGSUMMARY Report Manager
Share This Report Beguest

o

‘As OF Reporting Date: | Specify v 0BI302004 |[3]

‘Tree As Of Date: se As Of Reporting Date

o

"Type: File hd Scope and Delivery Templates

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

Fun Repart |
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The Report Request contains information nVision uses to link a report to Scope
and output information. It contains the Scope, the report name, as well as where
nVision will store the file once the report is created. The Report Request also
contains the “Effective Date” used for the trees and the “As of Reporting Date” for
the report data.

At this point, you can adjust the “As of Reporting Date” and the “Tree As Of Date”
in the Report Date Selection section.

|
[ nVision Report Request Y Advanced Options |

Business Uhit: UmMS05 ReportlD:  EGSUMMRY Copy to Another Business Unit/ Slane
Delete This Report Request
Report Titfe: [EGSummary | Transferto Report Books
Process Manitar
‘Layout: |UMS_EGSUMMARY | ReportManager
\/ Share This Report Reguest
S
‘As Of Reporting Date: | Specify v 06/30/2004 |[5]
“Tree As OF Date: | se Az Of Reporting Date v|
57
"“Type: |Fi|e V| Scope and [
. , Select RunReport | to
‘Format: | Microsoft Excel Files (*xls) v|
run the report.

Run Report | —_— N~

The Process Scheduler Request page opens:

Your User ID (7-digit
Employee ID) will display

Process Scheduler Request . onall pages.
N

User ID: qoo00004 Run Control 1D:

Server Name: Run Date: 04/08/2005 5]
Recurrence: Run Time: 2:50:44PM Resetto Current Date/Time |

Process List

Select Description Process Name Process Twpe ‘Type ‘Format Distribution
hvision Report NYSRUN nvision Report lweb  |v|[¥Ls v/ Distribution

On the Process List section of the page, verify the report you want to run is
checked in the Select column and verify the report is set to process in XLS

format. This is managed in the Format field.
Format

LS b

HTM
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Process Scheduler Request

User ID: 3000004 (
= Select ©K |when ready.

Server Name: * | Bun Date: 0

Recurrence: ¥ | Run Time: 2:50:44P Bsetto Current Date/Time |

Time Zone: Q

Process List

Select Description s Name Process Type ‘Type ‘Format Distribution
nvision Repaort MYSRLUMN nvision Report Weh W || HLS | Distribution

Qe | Cancel |

You will return to the nVision Report Request page:

Select the Report Manager link to view the run status for your process.

/ nVision Report Request Y{_Advaribeg Options

Business Unit: JMs0s Rel}ort D Copy to Another Business Unitf Slone

Delete This Report Reguest

Report Title: EGSummary Transfer to Report Books
‘Layourt: MS_EGSUMMARY
eport Request

S

‘As OF Reporting Date: | Specify v 06r30/2004 |[

“Tree As OF Date: Use As Of Reporting Date

S

"Type: File Scope and Delivery Termplates
'Format: | Microsoft Excel Files (Fxls) v

Fun Report |

Refer to page 7 of this document for information about Report Manager.

Once the Status reads “Posted,” you can return to the List page and see the
report listed.
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e
Explorer  { Administration | Archives

Folder: |_ V| Instance: | | t0:| | Refresh
Name:l | Created 0n:| |E§| Last:
Customize | Find | A i First E 17 of 7 |I| Last
o Completion Process
Report peport Descrijtion rolder Mame E neport Iy
Report Report Description Folder Name DateTime Report ID Instance
| 1 EGSLIMMARY EGSUMMARY nvision Repors 04/12i05 3:04PM 4936 5358
2 LUMTHMPINC General 04512005 2:31PM 4927 5382
3 LIMTMP [C LIMTHP General 04711005 12: 28PN 4861 A333
4 LIMTMPINC UMTMPING anaeral 0451105 8:4840M 4854 5326
A LIMTMP [C LIMTHMPIMNG 04711005 8:4840 4853 5325
B LIMTMPINC UMTMPING Geng A111005 814440 4857 5324
T LIMTMP M LIMTHMPIMNG General 2 ATED A237
Select the link for your report to
advance to the page where you
will access your report.
Select the link for your
report to open it.
Report ID: 4830 Process Instance: 5305
Mame: MYESR IR Process Type: myisian,

Fun Status: Success

EGSummany
Distribution Node:  FRCRHWMT Expiration Date: |:|
Name File Size {hytes) Datetime Created
EGSummany.xls F11,840 0450852008 3:20:21.000000FM EDT
Distribute To
Distribution 1D Type ‘Distribution 1D
Lser oo12712
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( 2] ) B [ ¢ F J i L T P Il R Y [ w ® Y
_2_1_ ReportiD :EGSUMMRY UNIVERSITY OF MAINE SYSTEM Run Date Time: 4/8/05 15:16
3% Scope Name :MYSCOPE STATUS REPORT
4 | Layout Name :UMS_EGSUMMARY EDUCATIONAL AND GENERAL (E&G) FUNDS : AS OF JUNE 30, 2004
5 | Fiscal Year: 2004
4] Acct Period ; 12 BU: ALL BU'S - AllBU's Fund; 00 - Unrestricted E&G
Base Curr Curr mnth Y-T-D Balance
g Budget Budget Actual Actual Encumbrance Available S . -
9
|10 |REVENUES:
11
[ 12 0100 (101521.00) 291767.24 155.20 B793259.14 0.00 387,541.90 13282 0.00 0.00
113 | 0101 1444274400 14442744.00 0.00 1403721720 0.00 (405,526.800 97.19 0.00 0.00
14 | 0102 1968195.00 19691585.00 0.00 1977179.90 0.00 1792400 100.52 0.00 000
15 0110 0.00 23554 .54 0.00 0.00 0.00 (23,954.50) 0.00 0.00 0.00
16 | 0125 185215.00 185215.00 0.00 209169.54 0.00 23,954.54 11293 0.00 0.00
7 0200 (67945.00) 444759.00 0.00 393039.00 0.00 (46,760.007 3049 0.00 000
= |18 0201 7956549.00 7956543.00 0.00 B315052.00 0.00 (1,068,497 .00) 26.62 0.00 0.00
- |19 0202 1953720.00 1953720.00 0.00 2026734.00 0.00 73,014.00 103.74 0.00 0.00
- | 20| 0210 0.00 (4191.88) 0.00 0.00 0.00 419185 0.00 0.00 0.00
=21 0225 13276.00 13276.00 0.00 9084.15 0.00 (4,191.85) 62.43 0.00 0.00
- |22 0251 0.00 0.00 0.00 978397.00 0.00 978,397.00 0.00 0.00 0.00
- | 23 | 0252 0.00 0.00 0.00 £3846.00 0.00 £3,246.00 0.00 0.00 0.00
The detail view of the report displays by default. Click on the numeral [l in the
upper left corner of the Excel sheet to view the summary view.
Tz B [ ¢ F J L P I R v W X Y
% 2 ReportiD :EGSUMMRY UNIVERSITY OF MAINE SYSTEM Run DateTime: 4/8/05 15:16
3 Scope Name :MYSCOPE STATUS REPORT
4 Layout Name :UMS_EGSUMMARY EDUCATIONAL AND GENERAL (E&G) FUNDS : AS OF JUNE 30, 2004
& | FiscalYear: 2004
5} Acct Period ; 12 BU: ALL BU'S - All BU's Fund; 00 - Unrestricted E&G
Base Curr Curr mnth Y-TD Balance
8 Budget Budget Actual Actual Encumbrance Available o Ly Y
9
10 |REVENUES:
11
+ 1687 | Um 164,523,064.00 165,879,065.37 2,675,603.42 165,948,880.40 0.00 69,815.03 100.04 0.0 0.00
+ 285 UmMA 22,499,067.00 23,607,864.04 144,542.94 23,763,326.49 0.00 195,462.45 100.66 0.0 0.00
+ 32| UMF 21,085,258.00 22,705,198.75 (10,287.27) 22,771,119.58 0.00 £5,030.83 100.29 0.00 0.00
+ 441 UmdF R 7.561,745.00 8,091,053.66 75,197.60 8,313,105.71 0.00 232,052.05 102.74 0.oo 0.00
+ 531 LIkdhA 7.692,593.00 7,891,15518 F5,052.28 7.944,23523 0.00 53,080.04 100.67 0.00 0.00
+ 622 | UMPI 10,320,123.00 11.764,805.65 40,700.02 11,908,950.09 0.00 144,144.44 101.23 0.0 0.00
+ 745 | USM 868,932,395.00 9373717272 2,070,252.64 95,411,980.24 0.00 1,674,807.52 101.79 0.0 0.00
+ (800 swWs 20,157,341.00 20,968,155.55 1,204,449.52 20,424,921 65 0.00 (543,2332.80) 97.41 0.00 0.00
801
802 | TOTAL 332,783187.00 354 644 460.93 B,275,510.25 356,486,519.39 0.00 1,842,058.46 100.52 0.00 0.00
803
804 [EXPENDITURE:
805
+ 924 | U 164,523,064.00 165,879,065.37 18,797,267.23 162,737,000.87 0.00 3,142,064.50 98.11 000 0.00
+ 1063 UmMA 22,498,067.00 23,607,864.04 2,860,636.42 23,602,106.02 .00 105,759.02 99.55 0.oo 0.00
+ 1142 UnF 21,096,259.00 22,705,188.75 2,590,915.77 232,326,039.27 0.00 379,149.48 98.33 0.oo 0.00
+ 1237 UmMFK 7,861,745.00 §,091,053.66 696,981.71 8,209,507 .80 0.00 (118,454.14) 101.46 0.0 0.00
4+ [1313] UmM 7,692,593.00 7.891,1595.19 G27,664.89 7,942,866.29 0.00 (51,711.10) 100.66 0.0 0.00
+ 1388 UMPI 10,320,123.00 11,735,7358.65 1,087 467.33 11,548,668.14 0.00 186,087.51 98.41 0.0 0.00
+ [1514] USM 98,832,395.00 93,766,242.72 9,389,194.32 95,380,098.39 0.00 (1,613,865.67)  101.72 0.00 0.00
+ [1641] SWS 20,157,841.00 20,868,155.55 B,070,376.40 21,351,828.04 0.00 (38367349 10183 0.00 0.00
1642
1643| TOTAL 332,783,187.00 354,644,4680.93 43,130,504.07 352,999,114 .82 0.00 1,645,348.11 99.54 0.00 0.00
1644
1645 REVENUE EXPENSE NET
1646| NET: BBA BBA BBA
1647
1648| UM £9,815.03 3,142,064.50 321187953
16459  UMA 165,462.45 1058,7549.02 2612147
1650( UMF 65,930.83 375,145.48 445,080.31
1651 UMFK 222,052.05 (118,454.14) 103,597.91
1652 Uit 53,080.04 a1,711.10) 1.368.94
1653 UMPI 144,144.44 186,067.51 330,211.95
1654 USM 1,674,807.52 (1,613,856.67) B0,951.65
1655| SWS (543,233.90) (363,673.49) 526,907, 33)
. z . .
Click on the numeral L2l to return to the detail view.
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5. Copy nVision Scope

The Project Enterprise technical team developed a modification that enables you
to copy existing Scopes, redefine them according to your needs and then apply
them to nVision reports.

To look up existing Scopes, from your PeopleSoft Financials menu select:
University of Maine System > Utilities > nVision Scope Save As

The Nvs Scope Share page opens:

Nvs Scope Share*

Enter any infarmation you have and click Search. : E— — —
Enter the SetlID of “UMSYS” and
J Find an Existing Value select  searcn |.

SetlD: begins with + |||

Report Scope:| pagins with

Search Clear | Basic Search Save Search Criteria

A list of all Scopes created by the Project Enterprise technical team plus Scopes
you have already copied will displays:
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Search Results
1-G3 of 63

SetlD Report Scope Description

UMSYS SLEVELS SLEWEL 3-Dirilld o

UMSYS 5PRES OFF PRESIDERTS OFFICE

LIMSYS 5WE ADY WP ADWARNCEMERNT
UMSYSACCTEMEY  Fund: 00,03

UMSYSACCTSMEYT!  ACCT SMEY BY DEPT NODES-YWF1
UMSYS ALLBL ALLBL

UMSYSALLBUDEPT BU.DEPTS

UMSYS ALLBUFD ALLBULALLFUNDS

6/30/2005

LSS ALLBULIR ALLBUURFUNDS
UMSYSALLCE All ChattFields
UMSYS ALLFLIMND ALL FUNDS
UMSYSALLFUMNDS ALL FUNDS

LIMSYE ATH-ACC Athletics- Actuals by Ace code
LSS ATHDA, Athletics - Daily Analysis
LIMSYE ATH A4 Athletics Acct Analysis

LIMEYE ALKEDTL Auxilliary Enterprises
UMEYS BOGDEFICIT GRANTS & CORNTRACTS
UMSYERILL SCOFE  Bill's Scope

UMEYS BLIOSALLFD  LIMS0& FLUIRDCALL
UMSYS BLIDAFD10 LMS05 FLUMD:T0
LIMSYS BLALLLIRF BUALLLURF

UMSYS BUDGSLUIM Buddget Surmmary
UMSYS BUDPPGPJIFD BUDEPTPROGPRO.
WSS FD20BLI0S FURD 20 BULIME0S

LIMEYES CELOAMN FPerkins Loan Accounts AlIBL
UMSYS CFLOAMFDZ2S Perkins Loans
UMEYS DERPTID DEFTID: 8000000

UMEYS DEPTLYLS DEPT ORG LEVELS

LIMSYS DESIGDTL Designated Funds

UMEYS DTACCTLIST RESERVES FOR DOUBTFUL ACCOUNTS
UnEYS DTACCTLSRL RESERVES FOR DOUBTFUL ACCOUNTS
UMEYS DTLAC-CASH  CASH AMD CASH EQUINALEMTS

UMSYS E&G E&G FUNDS, ALL BU'S
UMSYS E&G-0RG FUNDOO, UMS05, ORG LEVEL1
UMEYS ELG1 LUMNRESTRICTED E&G FUMDS, ALLBAL

UMEYS EGEXFRUDG  LIMS05

The Scope Definition Save As page opens:

Scope Definition Save As

Setld UMSYS Report Scope  FDZ2O0BU0S FLIMD 20 BU:UME0S

Show Dietail Information

Enter the information below and click on the Copy button.

SetlD Report Scope  Description
')
Copy |
Genera Ledger Reports Page 18 of 25
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Enter “UMSYS” in the SetID field, and then enter a Report Scope name (10
alpha/numeric characters) and Description (30 alpha/numeric characters). Since
you are the only person who will use your copy of the Scope, you can enter
information that is meaningful to you in the Report Scope and Description
fields.

Scope Definition Save As

Setld  UMSYS ReportScope  FDZ20BLINS FLMND 20 BU:UME05

Show Detail Information

Enter the information below and click on the Copy button.

SetlD Report Scope  Description
LIMSys) 2 FD2oBLIOZ FURDZ20 UMEUSl

%When ready, select  Copy j

Define Scope

After you copy a Scope you can define it according to your specifications. To do
so, from your Financials menu select:

Reporting Tools > PSn/Vision > Define Scope

The Scope Definition page appears:

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

j Find an Existing Value ' Add a New Value |

SetlD: begins with |||

Report Scopel| hegins with

Search Clear | Basic Search Save Search Criteria

Enter UMSYS in the SetlD field and select _se=ch | | The list of all your copied
Scopes will appear:

Search Results
1-6 of 6

SetiD Report Scope
LIMSYS  ALL BUIS S
LIMEYS  FDZ0BLIO3 N—

Genera Ledger Reports Page 19 of 25 General Ledger
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Scope Definition

SetlD: UMSYS Report Scope: FD20BU03 i .
Information from the Scope you copied
Description: Fund 20 UMS03 | enters by default in the Scope Field
Field Combination Table: | Q section of the Scope Definition page.
¢Scope Fields ind | viewall  First [0 102 B Lact
Delete Scope
‘Field Name: | | Business Unit =
‘How Specified:
Business Unit Keyed Tree
Tree Name: | | Level: I:I
Customnize | Find | view &1 | B8 First (40 4 o 4
|E| Last
Select Value
1 |UnMS08 a F =
B save ‘ £ Return to Search | =] Maotify ‘ Er Add ‘ |

When you first open a Scope, only the top-level Field will display in the Scope
Field section. The criteria for each instance of a report are set in the Scope
Field sections of the Scope Definition page.

Scope Definition

SetlD: LUMSYS Report Scope: FD20BLIO03
Description: |Fund 20 UM303 | Business Unit: |:|
Field Combination Table: | |Q

First [4] 1of 2 [} Last

Delete Scope

[+ [=]

‘Field Name: | | Business Linit

‘How Specified;

Business Unit Keyed Tree to see all Scope Fields

Tree Name: | | Lever currently set on this Scope.
Custornize | Find | Yiew A
Select Value
1|UMS05 la @ =
B save £L Return to Search | =] Motify | E+ Add
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The following shows the two Scope Fields that were set on the copied Scope:

First [4] 1-2 of 2 (] Last

/" x Delete Scope
‘Field Hame: | | Business Unit =

‘How Specified:

Business Unit Keyed Tree

Tree Name: | Delete Scope

Select Value

1/UMS08 Q& =

‘Field Name: | | Fund code FHE

‘Howi Specified:

Business Unit Keyed Tree

Value Table: | |

Custormize | Find | iew Al | 58 First 1 of 1

|I| Last
Select Value

& ame/

If you wish to delete a Scope Field, select
the [=] button in the upper-right corner of the
Scope Field you wish to delete.

Cirst [+ 1.2 of 2 (] Last

‘Field Name: | | Business Linit

‘How Specified:

~
Business unitk |f you wish to add a Scope Field, select thel*!

Tree Name: | button in the upper-right corner of the Scope Field
ﬂou want the new Scope Field to appear under.
Select Value
AEED) a @ =

‘Field Hame: | ode

*How Specified:

Business Unit Keyed Tree

Value Table: | You can adjust the Values in a Scope Fields by

replacing the Value that entered by default.

Custamize | Find

Select Value

120 a &=

Genera Ledger Reports Page 21 of 25 General Ledger



UMS PeopleSoft Financials 6/30/2005

Before you modify a copied Scope, you need to determine if you want to include
individual values (ChartFields), summary values (tree nodes) or both. You should
never select All Detail Values for a ChartField because this would result in too

many report instances.

There are a multitude of options available to you when setting up Scopes, too
many to cover within this document. Since no harm can be done while
experimenting with Scopes, we suggest you do just that...experiment.

Scope Definition

Setllx: UMSYS Report Scope: FD20BUO3
Description: Fund 20 UmS03 Business Unit:
Field Combination Table: Q

Once you have the Scope Definition set,
select the & Save | button. You can now

apply this Scope to nVision reports.

*Field Name:

*How Specified:

Business Unit Keyed Tree

Tree Name:

B Save | .Q\ReturntDSearch| =] Moty | E+r Add | |

To apply a copied Scope to an nVision report, you must first open the report.

From the Financials menu, select:

Reporting Tools > PS/nVision > Define Report Request

The Report Request page appears with the Find an Existing Value page open.

Report Request
Enter any information y@u have and click Search. Leave fields hlank far a list of all values.

/\

Finil an Existing Value

Add a Mew Valug |

Business Unit:| hegins with || Q
Report ID: bening with

Description: | hegins with

[]case Sensitive

Search | Clear | Basic Search Save Search Criteria
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On the Find an Existing Value screen, you must enter your Business Unit.
Next, enter the Report ID and/or the Description of the report you want to run.
When ready, click the _=eah | putton and select the report from the Report look
up page. The nVision Report Request page opens.

G nvision Report Request_ Advanced Options

Business Unit: UmMS05 ReportlD:  EGSUMMREY Copy to Another Business Unitf Clane
Delete This Report Reguest
Report Title: EGSUmmary Transfer to Repart Books
Process Manitor
‘Layout: LIMS_EGSUMMARY Report Manager

52

Select the Scope and Delivery Templates link. |

‘As OFf Reporting Date: Specify

“Tree As OFf Date: Use As Of Reporting Date

x

"Type: File hd Scope and Delivery Termplates
'Format: | Microsoft Excel Files (Fxls) v

Fun Report |

The nVision File/Printer Output page opens:
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@Vision File I Printer Output>

Business Unit: Umsns  ReportiD: EGSUMMREY

Report Scope:

E& Enteryour report scope.

Scope Definition

Directory Name Template:
Enter a directary name for your instances. Use

EGSLIMMARY variakbles to create unique directory names. If the
directory doesnt exist PSmvision will create it.
Examples: iReportsi%sSFy - %EID% htm, Ch%
Frad% %RETT%1

File Template:
Enter a file name foryour instances. Use variables to

H%RTT% X5 create unigue reportfile names.
Examples: expensexls, %RID% . htm, %FY4% %
RTT%.xl=s

Qs Cancel

Select the Report Scope look up icon “ to view your saved Scopes.

Search Results

LG Select the Report Scope you
SetlD  Report Scope wish to use for this report.

UmSYS  ALL BUIS
UmsyS  EDZ0BLI0S

You will return to the nVision File/Printer Output page and see your scope
entered in the Report Scope field.
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nVision File [ Printer Output

Business Unit: JMS05  Reportll  EGSUMMRY

eport Scope;

FOHIBL3 Enter your repaort scope. Scope Definition

Directory Name Template;
Enter a directory name foryour instances. Lse
EGSLIMMARY variahles to create unigue directory names. Ifthe
directory doesn't exist PSmision will create it.
Examples: CiRepons\%SFY%- %RID% him, C1%
Fvd% %RTT%.

File Template:
Enter a file name foryour instances. Use variables to

%RTT%.HLS create unigue report file names.
Examples: expensexls, %RID% hirm, %FY4% %
RTT%.xls
(0]4 | Cancel |

When ready select ok |

You will return to the nVision Report Request page.

e
n\ision Report RW Advanced Options |

Business Unit: mMs0s Rel}ort 1D EGSUMMBY Copy to Another Business Unit! Slone
Delete This Report Reguest
Report Title: EGSummary Transferto Report Books
Process Maonitor
ILﬂyﬂ“t: UMS_EGSUMM.’E‘.RY REEDH Manager
Share This Eeport Beguest
o
‘As Of Reporting Date: | Specify v 0B302004 |[=]
. . se As Of Reporing Date .
Tree As OFf Date: Click Rur Report | to
= run the report.
‘Type: File

‘Format: Microsoft Excel Files {*.xl

Run Report |

Follow all the steps previously covered regarding running an nVision report.
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