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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. 

 

 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

Select the category that relates to 
the report you wish to run 
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The Run Control ID page for the selected report opens: 
 
 
 
 
 
 
 
 
 
 
 
 
 
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. 

Select the link to the report 
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To create a new Run Control ID, select the Add a New Value tab. 
 
 

 

 

 

 

 

 

 

 
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. 
 
 

 

 

 

 

 

 

 

 

 

 

 

 

The Run Control page for the selected report opens: 

 

 

 

 

On the Add a New Value page, enter a 
name for the Run Control ID. You can 
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.  

 

 
 
 
 

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

Enter the required parameters and select the                 button. 

 

The Process Scheduler Request page opens. 

 

 

 

 

 

 

 

 

 

 

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.  

 

Your User ID (7-digit 
Employee ID) will display 
on all pages. 

The required parameters to run the report are 
located in the Input Parameters section.  
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You do not need to enter any other information on the Process Scheduler 
Request page. 
 
Run the Report 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

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

 
 
 
 
 
 
 
 
 
 
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. 
 

Select either 
PDF or XLS. 

Click                   when 
ready to run the report. 
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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  tab to open the Administration page and view the 
processing status of your report.  
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The Status will initially appear as “Queued,” then “Initiated,” then “Processing” 
and finally as “Success.” Select                   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. 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Click the link for your report to 
advance to the page where you 
will access your report. 

Click the link for your report 
to open it. 
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Reports run in PDF format appear as follows: 
 
 
 
 
 
 
 
 
 
 
 
  

 

 

 

 

 

                           

 

 

Reports run in XLS format appear as follows: 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



UMS PeopleSoft Financials                                                                                  6/30/2005 
 

General Ledger Reports                       Page 11 of 25                                  General Ledger  

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. 

 

 

 

 

 

 

 

 

 

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             button. A list 
of the nVision reports that fit the parameters you entered will appear.          
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                         .  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The nVision Report Request page opens.  

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on either the Report ID 
or the Description of the 
report you want to run.  
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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. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The Process Scheduler Request page opens: 

 

 

 

 

 

 

 

 

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.  

 

 

Your User ID (7-digit 
Employee ID) will display 
on all pages. 

Select                  to 
run the report. 
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You will return to the nVision Report Request page:  

 

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

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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. 

 

 

Select                 when ready. 
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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. 
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The detail view of the report displays by default. Click on the numeral  in the 
upper left corner of the Excel sheet to view the summary view.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Click on the numeral  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: 

 

 

 

 

 

 

 

 

 

A list of all Scopes created by the Project Enterprise technical team plus Scopes 
you have already copied will displays: 

 

 

 

 

 

 

 

 

 

 

 

 

 Enter the SetID of “UMSYS” and 
select             . 
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The Scope Definition Save As page opens: 

 

 

 

 

 

 

 

 

 

Select Scope you wish to copy. 
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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. 

 

 

 

 

 

 

 

 

 

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: 
 
 
 
 
 
 
 
 
 
 
 
 
Enter UMSYS in the SetID field and select             . The list of all your copied 
Scopes will appear: 
 
 
 
 

When ready, select                 .               
. 

Click on a Scope to open the 
Scope Definition page for your 
copied Scope.           
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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. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Information from the Scope you copied 
enters by default in the Scope Field 
section of the Scope Definition page.          

Select  to see all Scope Fields 
currently set on this Scope.           
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The following shows the two Scope Fields that were set on the copied Scope: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

You can adjust the Values in a Scope Fields by 
replacing the Value that entered by default. 

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

If you wish to add a Scope Field, select the  
button in the upper-right corner of the Scope Field 
you want the new Scope Field to appear under. 
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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.  
 
 
 
 
 
 
 
 
 
 
 
 
 
 

6. Apply Scope 
 
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. 

 

 

 

 

 

 

 

 

 

 

Once you have the Scope Definition set, 
select the                  button. You can now 
apply this Scope to nVision reports.         
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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             button and select the report from the Report look 
up page. The nVision Report Request page opens. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

The nVision File/Printer Output page opens:  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

Select the Scope and Delivery Templates link. 
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Select the Report Scope look up icon  to view your saved Scopes. 

 

 

 

 

 

 

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

 

 

 

 

 

 

 

Select the Report Scope you 
wish to use for this report.             
. 
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When ready select  .  

You will return to the nVision Report Request page. 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

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

Click                  to 
run the report. 


