ADDY NOTE

ATTENTION:
This Addy Note is a procedural resource for the UCF Financials
Reference Database, which only contains data prior to July 1, 2022.

How to Run a Fund Balance Report in UCF Financials
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A fund balance report provides detailed information on project contracts such as start and end
dates, current month’s expenditures, and biller details. Follow these steps to run the report:

Step | Action

& UCF Financials RN o nced Search

Menu =
Search:
(» Report Request
My Favorites Enter any information you have and click Search. Leave fields blank for a list of all values
Supplier Contracts
Departmental Authorization Find an Existing Value
Customers
Customer Contracts Search Criteria

Order Management
Items Business Unit[ begins with v | Q
Suppliers Report ID[ begins with |
Purchasing

eProcurement

Description| be
Services Procurement Case sensitive
Grants
Project Costing
Proposal Management
Billing
Accounts Receivable

=]
Search Clear | Basic Search & Save Search Criteria

Accounts Payable
Asset Management
Commitment Control
General Ledger

Set Up Financials/Supply
Chain

Enterprise Components
Worklist
Tree Manager

Reporting Tools
Query

PS/nVision
Define Report Book
Define Report Request
Define Scope
Bl Publisher
Report Manager
PeopleTools
My Personalizations

1. | Navigate to Main Menu > Reporting Tools > PS/nVision > Define Report Request.
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Step | Action
2. | Enter the Business Unit and Report ID of FUNDBALY.
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 New Value
Search Criteria
Business Unit| begins
Report ID| beg
Description | begins with
Case Sensitive
3.| Click Search.
Case Sensitive
Clear | Basic Search (& Save Search Criteria
4. | In the Search Results select the correct Report ID.
Search Results
WView A First (4 1of1 k' Last
Business Unit Report ID Description
UCFD1 mhrd Budget Balances
Find an Existing Value | Add a New Value
5.| Fill out the Report Data Selection section:
A. Choose the As Of Reporting Date*:
1. Today’s Date
2. Specify Date (Enter the date you want to use.)
B. Tree As Of Date = Use As Of Reporting Date
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Step | Action

*The date you choose here will be the date used to select the data that appears on the

report.
nVision Reporl Request Advanced Opbons Query Prompls
Business Unit:  UCFO1 ReportID: FUNDBALY Copy to Another Business Unit/ Clone
Delete This Report Request
. Fund Budget Balances Tranefar t ot Book
Report Title: E = Transfer to Report Books
Process Monitor
*Layout: FX_GL_GM_FUND_REPORT Report Manager

Report Date Selection

*As Of Reporting Date: | Specify v| DEM30201% |[5)

I'vs& As Of Reporting Date 'l

"Tree As Of Date:

#| Override Tree As of Date if Specified in Layout

4

Make sure the QOutput Options are set correctly:

A. Type = Web (for the Web) or File (for Two Tier)
B. Format = Microsoft Excel Files (*.xls)

Output Options

= Scope and Delivery Templates
*Type: e v

*Eormat:  |Microsoft Excel Files (* xis) v

7. | Select Run Report.

I Run Report I

o Save | [gh Return to Search =] Notify 4 Add

nvision Report Request | Advanced Options | Query Prompts
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8. | Ensure the fields on the Process Scheduler Request page are filled in correctly:
A. Server Name = FIN2_NT
B. In the Process List section
a. Type=Web
b. Format =XLS
Process Scheduler Regquast
Usar 1D ri6o5s79 Run Control 10
Server N-1illl'll INS MNT I Run Datg 10722019
RaGurrin i Run Time 9 20.27FM Radat 1o Curfanl LhHlas T ima
Tirrwn Soang
FTR Controd Command
Process Lisi
Soloct  Descripbion Procons NMarmo Procoss Typa " Tiypo " Format Diimbribat sy
nVision Raport NVSRLN nVision Report [Wob | Diistribastion
[-u.'
9. | Click OK. (See image in the previous step.)
10| On the nVision Report Request page, select the Process Monitor link.
nVision Report Request Advanced Options Query Prompts
Bllﬁll'leﬁs Unit: _;C:':" HEﬂDlT ID_- ’:ul\ :_5_)“_'-!-' CCI;..' to Another Business Unit / Clone
Delete This Report Request
Report Title: CUHC EUOge B Transfer to Report Books
*Layout: FX_GL_GM_FUND_REFORT Report Manager
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11} Click Refresh to ensure the Run Status displays Success. (As noted previously, this
may take more than 15 minutes.)
L1 Hair stance From Instamce To _
12| Choose the Report Manager link. (See image in the previous step.)
13| Select the Report. It will open in Excel.
i.'.-;.\.”-, Personalize | Find | View All | ¢8| fisg i 1of1 b Last
Report Report Description I older Nams |-f::-lr1|!:r..:.:-:m Repodt ID |I...I-; IH‘"":
IND BUDGET BALA 1
14| Select the UCF icon at the top left corner of the report. When you select this icon, the
process will remove the query tabs and any project rows that are not needed for this
report.
E F G
4
5
B
7
8 2-2 37 18 3-5
Contract | PROJ
3 | Project | Contract Type STATUS CFDA
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