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Finding Receipt and Student EmplID Details in Drill-Down Reports 

When you need to contact the Cashier’s Office about a cash receipt transaction or the Student 
Accounts Office about a departmental tuition payment transaction, they need certain information 
to assist you. This Addy Note will show you how to obtain that information.  
 
To determine the type of transaction (cash receipt or departmental tuition payment), generate a 
Budget Position Report, with a subsequent drill-down report using the Student Financials 
Detail layout. 
 

Step Action 

1.  From the main Budget Position Report, click the account code total where the STF 
transaction resides. 
 

 
Note: If you have never run a Budget Position Report before or need to review any of 
the steps needed to generate the report, see the Addy Note Running a Budget Position 
Report 

2.  Click Add-Ins at the top of the page.  

 
If the Add-Ins tab is not available, download and install the DrillToPIA.xla Excel 
macro from the UCF Financials Helpful Resources page 
(https://financials.ucf.edu/helpful-resources-about/) under Reporting. 

https://financials.ucf.edu/wp-content/uploads/sites/4/Budget_Position_Report_Running.pdf
https://financials.ucf.edu/wp-content/uploads/sites/4/Budget_Position_Report_Running.pdf
https://financials.ucf.edu/helpful-resources-about/


 
 

Addy Note_ Finding Receipt and Student EmplID Details in Drill-Down Reports Page 2 of 4 
7/1/2022 

Step Action 

3.  Select nVisionDrill > Drill.  
 
 
 
 

4.  If not already logged in, the UCF Financials screen will display. Login using your NID 
and password.  
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Step Action 

5.  Click the Run Drilldown button beside the Student Financials Detail description to 
initiate a drill-down report that shows the accounting detail from Student Financials for 
that account code total. 

 
 
 
 
 

6.  Click Refresh to check for the completed run. 
 

 
 
 
 
 

7.  Click the DR report to open it. 
 
 
 
 
 
 

Note: The drill-down report description will begin with DR and end with the department 
ID. 

8.  View the drill-down report that displays. It will contain either the: 

• Receipt number (if the transaction originated from the Cashier’s Office), or  

• Student’s EmplID (if the transaction originated from the Student Accounts 
Office). 
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Step Action 

9.  Once you have either the receipt number or the EmplID from the report, contact the: 
 

• Cashier’s Office at (407) 823-2614 or cashiers@mail.ucf.edu for receipt 
inquiries; or 

• Student Accounts Office at (407) 823-2433 or DEPTPYMT@mail.ucf.edu  for 
departmental tuition payment inquiries. 

 

mailto:cashiers@mail.ucf.edu
mailto:DEPTPYMT@mail.ucf.edu
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