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COURSE 6. GRANTS REPORTING

|. SF-425 FEDERAL FINANCIAL REPORT, NEW CONTRACT

The system provides an SF-425 report that can satisfy the requirements of sponsors that require
this report to be generated. However, the report can only be produced for contracts that have one
contract line; otherwise, the data will not populate the fields correctly. In addition, all
prerequisite grants processes must have run, and the contract should be new and not have been
converted. The report can be produced for audit, reporting, or user knowledge purposes. Follow
these steps to run an SF-425 Federal Financial Report:

Step | Action

1. | Navigate to Main Menu > Grants > Interactive Reports > Federal Financial
Report.

& ucFFinancials Navigator ~_ Scerch @ Advanced Ssarch
Favorites + | Main Menu -
Search Menu:
Top Menu Featy @ A
0  Employee Self-Service 4
The menu is no| L Manager Seli-Service ¥ lin
Menutogetstal (3  supplier Contracts »
Highlights 3 Deparimental Authorization r
8  customer
Recently Used Customsrs 4
appear undert] (3 Customer Contracts 4
menu, located
| 3 Order Management »
0 tems 3
0O suppliers 3
O Pun »
Breadcrumbs urehasing
your navigation| LI eProcurement L3
you access to
Y 3 Services Procurement v
subfolders. Services Procurement
3 Grants 03 sponsor Websites 3
8 Project Costing B Proposals »
3 Proposal Management | 3 Awards 4
Menu Search, . g o e
Main Menu, ne{ = Billing Institutions »
ahead which m| ) unts Receivaple | —)  Sponsored Projects Offices 3
pages much fa; N
&=} unts Payable 83 Departments »
& Asset Management B Professionals 4
8 Banking 8 sponsers »
3 cash Management 8 - L
3 commitmentControl | = 1= Award Inventery
3 General Ledger =l Grants Center =
00 Allocations [ Grants workCenter =
0 Set Up Financials/Supp| Bl contracts workbench | ]
03 Enterprise Componenss| | My Proposals IS Federal Financial Report
&G

‘Worklist 4
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Sten | Action

2. | Enter the Run Control ID (user defined).

Favorites « | Main Menu - > Granis « 3 Interactive Reparis -

Federal Financial Report
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value || Adda New Value
Search Criteria

Run Control ID| begins with + :

Case Sensitive

instead.

Note: When creating run controls, they cannot contain any spaces. Use underscores

3. | Click Search.

1] :
Search Clear Basic Search & Save Search Criteria

4. | Setup the Run Control as follows:

a) Business Unit

b) Submission Date

c) Report Type

d) Award Number

e) Line Number [1]

f) Certifying Official

g) Begin & End Dates

h) Report Due Date

i) Total Recipient Share Required
j) Total Federal Program Income
k) Income Expended Deduction Alt
1) Income Expended Addition Alt
m) Comments (if necessary)

Grants — Grants Reporting
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Step | Action
Favoriles » | Main Menu = > Granisw > Interactive Reporis» »  Federal Financial Report
New Window|
Federal Financial Report
Run Control ID NEXT Report Manager  Process Monitor Bup,
Report Request Parameters
“Business Unit Q *Submission Date [ Report Type | Final v
Award Number Q Line Number Q
*Certifying Official Q
*Begin Date [ *End Date [ Reporting Multiple Grants
*Report Due Date [5:]
Total Recipient Share Required 0.00
Total Federal Program Income 0.00
Income expended deduction alt 0.00
Income expended addition alt 0.00
Comment iz
i
[§] save || Notify E: Add || F Update/Display

Click Save.

[5] save ||[=] Motify

Click Run. The Process Scheduler Request dialog box displays.

Report Manager  Process Monitor Run
7. | Ensure GM_FFR_XRPT is selected.
Process Scheduler Request
Help
User ID addyg Run Control ID NEXT
Server Name : v Run Date [10/22/201% El
Recurrence v Run Time [11:38:01AM Reset to Current Date/Time

Time Zone Q,

FTP Control Command
Process List

Select Description Process Name Process Type “Type *Format Distribution
| v SM_FFR_XRPT SM_FFR_XRPT Bl Publisher Web ¥ || HTM ¥ | Distribution

cance

Click OK. (See image in previous step.)

Grants — Grants Reporting
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Sten

Action

9.

Click Refresh to ensure the Run Status of the process runs to Success.

Process List || Server List

View Process Request For

User ID[addyg Q Type ¥ | [Last v 1 |Days v
Server hd Name Q@ Instance From Instance To Report Manager
Run Status v Distribution Status T | ¥ save On Refresh

Process List Perconalize | Find | View All | (2] | Q First (4) 1-50f5 (p) Last

Select Instance Seq. Process Type Process Name User Run Date/Time Run Status Eg{:w:u"m Details
Bl Publisher GM_FFR_XRPT addyg 0/22/2019 11:38:01AM EDT Success Posted Details
Application Engine AR_REFUND  addyg 0/22/2019 8:23.50AM EDT Success Posted Details
PSJob FXBIALLP addyg 10/21/2019 2:59.52PM EDT Success Posted Details
50QR Report AR30003 addyg 0/21/2019 12:03.02PM EDT Si Paosted Details
PSJob ARAGE addyg 0/21/2013 11:51:31AM ED S Posted Details

10.

Click the Report Manager link. (See image in previous step.)

11.

Select the Administration tab.

List

Explorer Administration Archives

Grants —

Grants Reporting
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Sten | Action
12.| Click the first link in the Reports section to open the SF-425 Federal Financial Report

List | Explorer || Administration || Archives
View Reports For
Folder: M Instance to Refresh
Name Created On [z | Last v 1 |Days v
Reports Personalize | Find | View All | {2 | E First (4) 1-12 0f12 (») Last
_— Completion Process
Report Report Description Folder Name DateTime Report ID Instance
GM_FFR_XRPT- GM_FFR_XRPT- S 1022119 _q —aR40E
GM_FFR_XRPT htm GM_FFR_XRPTHTM General 1 471450 736155
2 AR_REFUND AR_REFUND General 11471438 9736143
) INVOICE BURSTING . . S
3 BI_XMLPBURST PRCGRAM General 11471270 973600
FXBIWB [TMP- e I
4 D0039720] - D DYP-000397201 - General 1021 1471274 9735997
FXBIWB.pdf S s
FXBIWB [TMP- IR TN AT I
5 00030723] - FXe D DMP-00039722] - general 1021 1471276 9735007
FXBIWB.pdf S s
FXBIWB [TMP- IR TN AT I
& 00030721] - DD Dt 00397211 General 10211 1471275 9735007
FXBIWB pdf SR S
~ INVOICE EXTRACT SO =0 +9E00R
7 BI_IVCEXT PROCESS General 11471252 97350596
. , UPDATE TEMPORARY . -
2 FX_BI_UPDTMP INVOICE DATA General 11471261
o PRE-PROCESS & -n S
9 BINCOOD FINALIZATION General 11471280 9735004
P — AGING DETAIL BY N — v
0 AR30003 BUSINESS UNIT General 11471196 9735912
11 AR_AGE1 AR_AGE1 General 11471195 9735011
. AGING PARALLEL - o o
2 AR_AGEPP PREPROCESSOR General 1147119 97355809
Go back to Process Reguests
5] save
List | Explorer | Administration | Archives

Grants — Grants Reporting
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Sten | Action

13.| Review the report.

FEDEFRAL FINANCIAL REFORT
{Follow form tructions)

edderal Ciramt or Ohibex Tiden
repurt multiple grases, wee FFR Anschn

1. Fodiers] Agency and Chgasicaticns]
1o Which Bepeort i Submined

Natiomal Instivetes of Healih (N1TH) Award 1234

fying Humber Assigned by Feieral Ageney

sl sl inclling Zip code)
d of Trasiees
g University Tower, R

University of Cesiral Florids B
1X3H Rescarch Parkway Buil

, FL., 3526

da DIMHES Mamber & Em Humber or Tdentifying Humber 6. Repon Type T. Basiz ol Accounsing
{Tia sepeet = e graney, e FFR Al L
& Dusrierly
[ L] e BT | AWTVY BN 26
& Rewid- Aniial
O A gl
# Fisul @ Camh & Acorus]
2. Pruject/Ceant Perind 9. Rsporting Period End Daie
Frues. (Musth, Dy, Yeas) ' (Meth, Dy, Vs (Masth, Diay, Vear)
0TS RT— 200
10 T ssvisae s Cussulslive
(i Dimes g for sbmple o muliple gront mportingl
Federal Cash (To repart muliple grasts, also use FFR st himest):
2. Cash Ree 51000
b Cask Db sement 1503080
€. Cash on Hasd (lisee 2 mines b) B{1S 20
(T D of — o Jor Simple sl mparming)
Federal Expeaditure sied Daahligated Baanie
& Total Federal fandi aulbaorieed 5000
¢. Faderal i of expendilses S15030.00
I Federal share of usbqualated obligatios: 000
§ Total Federal alaie (s of lincs ¢ amd 1) 1503080
b Unebligued balmce of Federal Tusds (lise d s ) H( 15 B3040
Retipicnl Share:
i Total recipren dare requinal S0
. Reipaml skare of sxpenditass 5000
L Remaising recipicnl share 1o be provided (Ene i maus ) 5000
Program Inooese:
2 cafmiel 0100
spendad in scconlance with e deduction iemalive 0100
spendad in acooidance with the alliton alicrmative 5000
2 | mines lieee mor liee 0 5000
k. Rale & sl Fooem Period To 4 Base e Amoml Claged [ Federal Shise
LS Sl D Salube 000
Sl Sk SO0

pusiiieing apency in complione with pvirning legislation

porL, 1 oertily that i
nms subject me 1

13, Cerilication: By uigabeg 1
Hietitio., or Traudulent inforsar

ursle in the best of my baowlodpe 1 an a
irative penalities. (U5 Code, Title 18, Seethon 1001

e ihial sy Talse,

& Typed o Primied Mams and Title of Aulkoriesd Certify g DiTacial
Coreeo Michelle Louise

e Telephone (Ares code, aumber and cxteasion))

| Esmail addre

Darannd uel cda

b Signsture of Autherissd Certifying Ocisl T —

U TR

ubmined (h

ik, Day, Year)

14, Ageney use omly

S Fsn 425
COR Aol Hin

i i Do 55

-

Fapm = aak Fharndes bl s
g o Pyt Fbasion, %ot, as smmenind, o2 e
it ol s BB Bl st i
B L L e p—
Lo, g it o g B b, 13 s s

s i, o i i Temitind

md ruviamiog o colltion of in i Sl
ok . B, Bk Bt icm Pt i

i 13 o gt ol

i, Wadiimglon, [ s

N B S —

e e e 10 ol of infimation Gai & dapkera o vabid OB Conteol Hembu. The sadid SO omted mamin e

g i i, i i
PP e

Grants — Grants Reporting

Course 6, Page 6




@1 UCF Financials

aill System Navigation for Grants

Il. SF-425 FEDERAL FINANCIAL REPORT, CONVERTED CONTRACT

For all converted projects, the manual process that was in place pre-go live will continue. This is
because the system delivered SF-425 Federal Financial Report only works for contracts that have
one contract line. All prerequisite grants processes must have been run. The report can be
produced for audit, reporting, or user knowledge purposes.

Sten | Action

1. | Due to the underlying assumptions of the delivered SF-425, any converted project or
project with more than one contract line will need to have the SF-425 created outside
the system in line with current processing.

2. | Any new contract with one contract line will use the delivered SF-425.

Grants — Grants Reporting Course 6, Page 7
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lll. AWARD INVENTORY REPORT

After an award has been set up and all prerequisite grants processes have been run, the award can
be viewed in the Award Inventory Report. This report provides an interactive view of all awards
within certain criteria. It can be produced for audit, reporting, or user knowledge purposes.

Follow these steps to run an Award Inventory Report:

Sten | Action

1. | Navigate to Main Menu > Grants > Interactive Reports > Award Inventory.

2. | Enter values in the following fields:

a) Business Unit

b) Sponsor ID (optional)
c) Award PI ID (optional)
d) Award Status (optional)

3. | Click Search.

4. | Select the More Info tab for more details about the awards listed.

5. | Click the Award link to go to the Award Profile.

Favorites ‘ Main Menu - > Grants+ > Interactive Reports» > Award Inventory

YHO O W
Award Inventory

Search Criteria

*Business Unit UCFO1 Q
Sponsor ID Q
Award P11D Q
Award Status A

Details Personalize | Find | €2 | =]
Award Inventory Info More Info

Award ID

Search

First

New Window | Pers

Clear

1-40 of 40 “F' Last

BJOO1
MG001
YB001
AWD0126

0000007292

Sponsor

National Science Foundation (NSF)
NASA Shared Services Center (NSSC)
National Science Foundation (NSF)
EMX International, LLC

National Institutes of Health (NIH)

Award Pl

Strobel Justin
Mcclellan Tammie L
Martin, Glenn A
Lavoie Joel L

Strobel Justin

Reference Award Number

Grants — Grants Reporting
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IV. CONTRACT BILLING MANAGEMENT REPORT

After a contract has been set up, it can be viewed in the Contract Inventory Report. This report
provides details of billing plans, events, event statuses, and event amounts. Before it is produced,
all prerequisite grants processes must have run. The report can be produced for audit, reporting,
or user knowledge purposes. Follow these steps to run a Contracts Billing Management Report:

Sten | Action

1. | Navigate to Main Menu > Customer Contracts > Reports > Billing Management.

\-Kg"ﬂ UCF Financials Navigator ~ | S=arch [ Advanced Search
Favorites v ‘ Main Menu =
Search Menu:
Top Menu Featy @ -
-
3 Employee Seli-Service 3
The menuis noy —  Manager Seli-Service ¥ fin
Menuto getstal 83 supplier Contracts 4
Highlights L1 Deparimental Authorization »
3  Customer 3
Recently Used Customers —~ —
appear under tl (3 Customer Contracts B3 Create and Amend 4
menu. located§ = oy nocement 83 Determine Price and Terms 4
L tems 3 Manage Progress Payments 4
3 suppliers 8 Update Contract Progress 4
B Purchasing 00 senedule and Process Revenue 4
Breadcrumbs = o i
your navigation] (1 eProcurement Review Revenue 4
youaccesstoll ~ . . " ent | B Schedule and Process Billing L4
subfolders. Services Procurement
8 Grants 83 Review Billing 3
1 Project Costing B agjust Revenue and Billing 4
3  Proposal Management | &= Define Renewals >
Menu Search, ¢ vana B uimit amount
Main Menu, no| 3 Biling 5 Reports Limit 4 t
ahead wh\c':\fm B3 Accounts Receivaple | =3 | S IManagement
pages much fa ~ .
] ccounts Payable E B g Management
00 Asset Management Ei
8  Banking ]
B8  cash Management E  Review Contract Summary
L3 Commitment Centrol B wycontracts
J  General Ledger » ‘

2. | Enter the Run Control ID (user defined).

Note: When creating run controls, they cannot contain any spaces. Use underscores
instead.

3. | Click Search.

Grants — Grants Reporting Course 6, Page 9
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Sten | Action

4. | Set up the Run Control as follows:

a) Business Unit

b) Contract Type [%]

c) Contract Classification [Standard]

d) Sold to Customer [%]

e) Processing Status [Active]

f) Contract [%]

g) Billing Plan Status [%]

h) # Days Prior to Accounting Date (optional)

Billing Management Report
Run Control ID NEXT Report Manager  Process Monitor Run
Contract Options
Business Unit UCFD1 |Q University of Central Florida
Contract Type % Q.
Contract Classification | Standard v
Sold To Customer % a
*Processing Status | Active v
Contract % (e}
Contract Admin @ Enter a name or leave blank
Billing Options
Billing Plan Status | Pending v
#Days to Event Date Enter number or leave blank
[Flsave ||[oh Return to Search [=7] Notify Eh Add

5. | Click Save.

6. | Click Run.

Grants — Grants Reporting Course 6, Page 10
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Sten

Action

7.

Select the CA_BILL_XP box.

UserID addyg

Process Scheduler Request

Run Control ID N

Server Name ;

M Run Date 10/22/2012

Recurrence

Time Zone

Process List
Select Description

¥ CA_BILL_XP

Cancel

hd Run Time 11:5

FTP Control Command

Process Name
CA_BILL_XP

Process Type
Bl Publisher

43AM

EXT

el

*Type

Web

Reset to Current Date/Time

*Format

v | FOF

¥ | Distribution

Distribution

Click OK.

Select Process Monitor. Ensure the Process runs to Success.

10.

Click the Report Manager link.

11.

Select the Administration tab.

12.

Click the first link under Description to open the Contracts Billing Management

Report PDF.

ORACLE
Business Unit:
Contract Currency:
Sold To Contract
Customer
CNG50001 AWDCO00FXD
CNG50001 AWDCO00FXD
CNG50001 AWDCO000FXD
CNG50001 AWDCO00FXD
CNG50001 AWDCO00FXD
CNG50001 AWDCO00FXD
CNGS50003 BI009S
CNG50004 0000007293
CNG50004 0000007293
CNG50004 0000007293
CNG50004 0000007293
CNG50004 0000007293
CNG50009 MG002
CNG50009 MG002
CNG50009 MG002
CNG50033 YB002
CNG50033 YB002
CNGS50033 YB002
CNG50033 YB002
CNG50093 FIXEDPRO
CNGS50093 FIXEDPRO
CNG50093 FIXEDPRO
CNG50093 FIXEDPRO
CNG51255 0000007294
CNG51255 0000007294
CNG51255 0000007294
CNG51255 0000007294
CNG51255 0000007294

Contracts Billing Management Report

UCFO01 University of Central Florida

USD

Contract

CNG
CNG
CNG
CNG
CNG
CNG
CNG
CNG
CNG
CNG
CNG
CNG
CNG
CNG
CNG
CNG
CNG
CNG
CNG
CNG
CNG
CNG
CNG
CNG
CNG
CNG
CNG
CNG

Method
B101 Milestone
B101 Milestone:
BlOL Milestone
B1O1 Milestone
Bl102 Milestone:
Bl102 Milestone
BlO2 Milestone:
Bl102 Milestone
B102 Milestone
Bl102 Milestone:
BI102 Milestone
B102 Milestone
Bl01 Milestone:
BlOL Milestone
Bl01 Milestone:
B101 Milestone
B101 Milestone
B101 Milestone:
BI102 Milestone
B1O1 Milestone
Bl01 Milestone:
BlOL Milestone
Bl01 Milestone:
Bl102 Milestone
B102 Milestone
Bl102 Milestone:
BI102 Milestone
Bl102 Milestone:

=
%
5

U 1 e b U e 1 s L 8 e U e U e e 0 E

Event

Date
Date
Date
Date
Date
Date
Date
Date
Date
Date
Date
Date
Date
Date
Date
Date
Date
Date
Date
Date
Date
Date
Date
Date
Date
Date
Date
Date

Event

In Prog
In Prog
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Pending
Ready
Pending
Ready
Pending
Pending
In Prog
Pending
In Prog
Pending
Pending
Pending
Pending
Pending
Recycled

Recyeled
Ready
Ready

Milestone

Event
Origin

Event Date

32012019
2132019
V132019
2132019
32022019
32012019
4152019
722019
6272019
522019
3272019
4272019
4152019
5/15/2019

7272019

Totals for BU UCFO01 in USD

Page 1 of |

4/12/2019

Amount

11,000.00
11,000.00
11,000.00
11,000.00
5.000.00
5,000.00
10,000.00
100.000.00
100,000.00
100,000.00
100,000.00

1.811,250.00

Grants — Grants Reporting
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V. WORKCENTER USER SETUP

Workcenters consolidate links and queries to provide a central dashboard to assist with Grants
and Billing processes. The Workcenter needs to be set up only once but can be altered

throughout the lifecycle of its use. Follow these steps to set up the Workcenter to be able to use it
fully:

Sten | Action

1. | Navigate to Main Menu > Grants > Grants Workcenter.

& ucFFinancials \  IRHESTNEY e scocr

Favorites « ‘ Main Menu  ~
Search Menu:
Top Menu Featy @
2
0O Employee Self-Service 3
The menuisno| —  Manager Self-Service 3
MainMenutog (0 suppiier Contracts 3
Highlights 3 Deparimental Authorization 3
03 Ccustomer K
Recently Used| Customers
appear undertl (3 Customer Contracts 4
menu, located
B3 Order Management r
0 Hems »
&3 Suppliers b
0 p r
Breadcrumbs urchasing
your navigation| (3 eProcurement >
you access (o 1
) O services 0 ent ¥
subfolders. Services Pracureme) .
0 Grants O3 sponsor Websites 3
8 Project Costing B Proposals 4
O Proposal Management B Awards 4
Menu Search, ) I N
the Main Menu| = Siling Institutions
type ahead whi £y 4 0 e peceivanie | & Sponsored Projects Offices 3
finding pages n| e - _
0 Accounts Payable & Departments 4
O Asset Management B Professionals 4
3 Banking O sponsors 3
3 cash Management B subrecipients 4
(3 commitment Control 01 interactive Reports 3
3 General Ledger El Center
B Allgeations g
3 set Up Financials/Supp E| Kbench
3 Enterprise Components Bl my Proposais
0 workiist >
3 Tree Manager 3
&}

Dmartinn Trale .

v

(Alternately, navigate to or Main Menu > Billing > Billing Workcenter.)

2. | Under the My Work tab, click Edit Filters.

3. | Update the filters on all the lines that are red. The links require minimal filters; some
require just the Business Unit while others require more filters. Note: These filters will
be the default when a user returns to the Workcenter, so be mindful of the confines
selected.

Grants — Grants Reporting Course 6, Page 12
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Step | Action

4. | When running nVision Reports, update the Query Prompts by clicking the Update
Parameters link.

5. | If a link to a page comes up as an Error, the user does not have security access to view
the page.

Grants — Grants Reporting Course 6, Page 13
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VI. BUDGET POSITION REPORT

The Budget Position Report (BPR) is used extensively to know the financials of a project. All
items must have been cost collected to the General Ledger (GL) and posted. Follow these steps

to run a BPR:

Sten | Action

1. | Navigate to Main Menu > Reporting Tools > PS/nVision > Define Report Request.

Favorites ~ |

\K_S*}x UCF Financials

Main Menu -

Advanced Search

Top Menu Featy

The menu is noy
Menu to get stal

Highlights

Recently Use
appear under t
menu, located

Breadcrumbs
your navigation|
you access to |
subfolders.

Menu Search,
Main Menu, no
ahead which m
pages much fa:

Search Menu:

Employee Self-Service
Manager Self-Service
Supplier Confracts
Departmental Authorization
Customers

Customer Contracts
Order Management
Items

Suppliers

Purchasing
eProcurement
Services Procurement
Granis

Proje

osting

Proposal Management

Billing

Banking

Cash Management
Commitment Control

General Ledger

Allocations

Set Up Financials/Supply Chain
Enterprise Components
Worklist

Tree Manager

efine Report Book

Define Report Request
Define Scope

J SpreadSheet AP| Sample Page

Reporting Tools
PeopleTools

My UCF Profile

DmrrrrrorropororooooropopobrrobobcrropD R

[ e

My Personalizations

Report Manager

2. | Enter values in the following fields:

a) Business Unit
b) Report ID [(last four digits of project)PSY]

Grants — Grants Reporting
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Sten | Action

3. | Verify the Layout [FX_GL_GM_BUDGPOSP(_RFD)]

Favorites » Main Menu - > Reporting Tools + > PSinVision » >

Define Report Request

nvision Report Request Advanced Cptions Query Prompts

Business Unit: UCFD1  ReportlD:  JPSY
Transfer to Report Books
Process Monitor
FX_GL_GM_BUDGPOSP(__RFD) Report Manager

Report Title:

*Layout:

Report Date Selection

v

*As Of Reporting Date: | Today's Date
“Tree As Of Date: Use As Of Reporting Date v

#| COverride Tree As of Date if Specified in Layout

Output Options
Scope and Delivery Templates

*Type: Web v
*Format: | Microsoft Excel Files (*.xls) v
Run Report

[§ save ||[=] Notify

nVision Report Request | Advanced Options | Query Prompts

Caopy to Another Business Unit / Clone

=+ Add 27 Update/Display

4. | Click the Scope and Delivery Templates link.

Output Options
Scope and Delivery Templates

*Type: Web v
*Format: | Microsoft Excel Files (* xls) v

Grants — Grants Reporting
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Sten | Action

5. | Ensure the Report Scope is P[PROJECT]S.

nVision Web Qutput

Business Unit: UCFO1 ReportlD:  JPSY

Report Scope:
G,  Enter your report scope. Scope Definition

Folder Name:

Retention Days:

Directory Name Template:
Enter a Folder name for your instances. Use
variables to create unigue Folder names. IT
the folder doesn't exist PS/nVision will create
the folder in Report Mana
Examples: Reports\%SFV%- %RID%.him,
S FY 4% WRTT%\

Content Description Template:

%RTT% Enter a description of the report instances for
identification in Report Manager. Use variables to
dynamically create the descriptions.

Examples: Stmt. Rev & Exp, Vacation Register - %SFV%

Security Template:

Enter user [Ds or variables fo give access o report
instances in the Content Repository.

Examples: "UNP1USMITHJ", "UNVP1, R:Manager”,
"% DES.DEPTID.OPRID.OPRID%"

QK Cancel

6. | Click OK.

7. | Click Run Report.

| Run Report |

EJJ Save ||[Z] Motify =+ Add #7 Update/Display

nvision Report Request | Advanced Options | Query Prompts

Grants — Grants Reporting Course 6, Page 16
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Step | Action
8. | Update the Server Name [FIN2_NT].
Process Scheduler Request
Help
User ID addyg Run Control ID
Server Name M| Run Date 10/22/2019 El
Recurrence m— Run Time 4:06:39FM Reset to Current Date/Time
Time Zone | FINZ_NT
PSUNX
- FTP Control Command
Process List
Select Description Process Name Process Type *Type *Format
L4 nVision Report NWVSRUN nision Report Default v Default v
oK Cancel
9. | Click OK.

Grants — Grants Reporting
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@ UCF Financials

UCF

System Navigation for Grants

VIl. AWARD BUDGET POSITION REPORT

The Budget Position Report (BPR) is used extensively to know the financials of a project. All
items must have been cost collected to the General Ledger (GL) and posted. Follow these steps
to run a BPR:

Sten

Action

10.

Navigate to Main Menu > Reporting Tools > PS/nVision > Define Report Request.

\K_S*}x UCF Financials

Favorites ~ |

Main Menu -

Advanced Search

Top Menu Featy

The menu is noy
Menu to get stal

Highlights

Recently Use
appear under t
menu, located

Breadcrumbs
your navigation|
you access to |
subfolders.

Menu Search,
Main Menu, no
ahead which m
pages much fa:

Search Menu:

DmrrrrrorropororooooropopobrrobobcrropD R

Employee Self-Service
Manager Self-Service
Supplier Confracts
Departmental Authorization
Customers

Customer Contracts
Order Management
Items

Suppliers

Purchasing
eProcurement
Services Procurement
Granis

Proje

osting

Proposal Management

Billing

Banking

Cash Management
Commitment Control

General Ledger

Allocations

Set Up Financials/Supply Chain
Enterprise Components
Worklist

Tree Manager

efine Report Book

efine Report Request

Define Scope

J SpreadSheet AP| Sample Page

Reporting Tools
PeopleTools

My UCF Profile

[ e

My Personalizations

11.

Enter values in the following fields:

c) Business Unit
d) Report ID [UCF(last four digits of contract)Y or RFD(last four digits of
contract)Y]

Grants — Grants Reporting
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@ UCF Financials

aill System Navigation for Grants

Sten | Action

12.| Verify the Layout [FX GL_GM_BUDGPOSP]

Favorites » Main Menu - > Reporting Tools + > PSinVision » >

Define Report Request

nvision Report Request Advanced Cptions Query Prompts

Business Unit: UCFD1  ReportlD:  JPSY
Transfer to Report Books
Process Monitor
FX_GL_GM_BUDGPOSP(__RFD) Report Manager

Report Title:

*Layout:

Report Date Selection

v

*As Of Reporting Date: | Today's Date
“Tree As Of Date: Use As Of Reporting Date v

#| COverride Tree As of Date if Specified in Layout

Output Options
Scope and Delivery Templates

*Type: Web v
*Format: | Microsoft Excel Files (*.xls) v
Run Report

_EJJ Save | [=] Notify =+ Add 27 Update/Display

nVision Report Request | Advanced Options | Query Prompts

Caopy to Another Business Unit / Clone

13.| Click the Scope and Delivery Templates link.

Output Options
Scope and Delivery Templates

*Type: Web v
*Format: | Microsoft Excel Files (* xls) v

Grants — Grants Reporting
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@ UCF Financials

gl System Navigation for Grants
Step | Action
14.| Ensure the Report Scope is as follows:
a) SR _[ContractNum] — All projects less Cost Share and Program Income
projects.
b) CS_[Contract Num] — Cost Share projects only
OR
c) PI [ContractNum]— Program Income projects only
nVision Web Output
Help
Business Unit: UCFD1  ReportiD:  JPSY
Report Scope:
C,  Enter your report scope. Scope Definition
Folder Name:
Retention Days:
Directory Name Template:
Enter a Folder name for your instances. Use
variables to create unigue Folder names. If
the folder doesn't exist PS/nVision will create
the folder in Report Manager.
Examples: Reports\%SFY%- %RID%:. htm,
% FY4% %RTTY%\
Content Description Template:
SRTT% Enter a description of the report instances for
identification in Report Manager. Use variables to
dynamically create the descriptions.
Examples: Stimt. Rev & Exp, Vacation Reqgister - %SFV9%
Security Template:
Enter user |1Ds or variables to give access to report
instances in the Content Repository.
Examples: "UNPTUSMITHJ", "UNP1,R:Manager”,
"%DES.DEPTID.OPRID.OPRID%"
oK Cancel
15.| Click Run Report.
I Run Report I
_EJJ Save ||[=] Motify =+ Add 47| Update/Display
nvision Report Request | Advanced Options | Query Prompis
Grants — Grants Reporting Course 6, Page 20




&

UCF Financials

gl System Navigation for Grants
Step | Action
16.| Update the Server Name [blank].
Process Scheduler Request
Help
User ID addyg Run Control ID
Server Name M| Run Date 10/22/2019 El
Recurrence m— Run Time 4:06:39FM Reset to Current Date/Time
Time Zone | FINZ_NT
PSUNX
- FTP Control Command
Process List
Select Description Process Name Process Type *Type *Format
d n%ision Report NYSRUN nvision Report Default » Default v
oK Cancel
17.| Click OK.
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@1 UCF Financials

aill System Navigation for Grants

VIil. AWARD BUDGET POSITION REPORT — DETAILED

The Award Budget Position Report (BPR) is used extensively to know the financials of an
award. The following explains how to run a BPR for an award from within UCF Financials, how
to view the report, and how to drill down to the report details. Follow these steps to run an
Award BPR:

Sten | Action

1. | Navigate to Main Menu > Reporting Tools > PS/nVision > Define Report Request.

\52«;, UCF Financials Navigator = | Search Advanced Search

Favorites ~ ‘ Main Menu  ~

Search Menu:

Top Menu Featy

Employee Self-Service
The menu is nol Manager Seli-Senvice
Menu to get staj Supplier Contracts

Highlights. Departmental Authorization

Recently Used Gustomers
appear under
menu, located

Customer Contracts

Order Management

ltems
Suppliers
Purchasing

Breadcrumbs
your navigation|
you access to
subfolders

eProcurement
Services Procurement

Grants

Project Costing

Menu Search, Proposal Management
Main Menu, no
ahead which m
pages much fa:

Billing

Accounts ivable

Accounts Payable
Asset Management
Banking

Cash Management
Coemmitment Control

General Ledger

Allgcations

E]
[E]

J Define Scope

Define Report Book

Set Up Financials/Supply Chain
- X fine Report Request
Enterprise Components

v v T v vy vy vy v oYY vvvvvovvvovrowevowvrovorovo

mEcCococCooCbCoCCoCODODOCDODCDCDDDODDDDDDD D

Worklist
5l soreadsheet API sample Page
Tree Manager
Reporting Tools 0 quey
PeopleTools 0 Peinvision ’
My UCF Profile 81 81 Publisher v
Wy Personalizations [El Report Manager
Favorites v | Main Menu = * Reporting Tools = > PSinVision » >  Define Report Request

‘ 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
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@ UCF Financials

aill System Navigation for Grants

Sten | Action

2. | Enter UCFO01 in the Business Unit field.

Search Criteria

Business Unit| begins with ‘r ']

Note: For UCF Research Foundation, enter RFD01 in the Business Unit field.

3. | For the UCF business unit, enter UCFXXXXY, where “X” is the award ID number.
For the RFD business unit, enter RFDXXXXY, where “X” is the award ID number.

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 Mew Value

Search Criteria

Business Unit| begins with + |UCF01 QL

Report ID| begins with r

Description| begins with «

Case Sensitive

4. | Click Search.

Case Sensitive

| )
Clear Baszic Search & Save Search Criteria
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@ UCF Financials

UCF

System Navigation for Grants

Step

Action

In the Layout field, select the appropriate layout value, according to the table below.
For Business Unit RFDO01, use the layout FX_GL_GM_BUDGPOSP for awards.

Business Unit: UCF01 ReportID:

Report Title:

nVision Report Reguest Advanced Options Query Prompts

Budget Position by Award Transfer to Report Books

Process Monitor
*Layout: FX_GL_GM_BUDGFOSP Report Manager

UCF1234Y Copy to Another Business Unit/ Clone

Layout

Report produced

FX_GL_GM_BUDGPOSP

Budget position reports
for Awards and Projects.

Note: Projects that are not grant related that were converted as part of the UCF Rising
project are auxiliary and construction projects.

Verify that the As Of Reporting Date field defaults to Today’s Date.

Report Date Selection

*As Of Reporting Date; € Today's Date v
*Tree As OF Date: Use As Of Reporting Date A

#| Override Tree As of Date if Specified in Layout

Verify that the Tree As Of Date field defaults to Use As Of Reporting Date. If it has

not defaulted, select it.

Report Date Selection

*As Of Reporting Date: | Today's Date

v
*Tree As Of Date: C.U-__S_B_AS Of Reporting Da@ M

#| Override Tree As of Date if Specified in Layout

Grants — Grants Reporting
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@ UCF Financials

aill System Navigation for Grants

Sten | Action

8. | Verify that Web defaults in the Type field and Microsoft Excel Files (*.xlIs) defaults in

the Format field.

¥ Owerride Tree As of Date if Specified in Layout

Output Options

Scope and Delivery Templates

*Type: Web

*Format:%, | Microsoft Excel Files (* xls)

9. | Click the Scope and Delivery Templates link.

#| Override Tree As of Date if Specified in Layout

Output Options

— Scope and Delivery Templates
*Type: Web v

*Format: | Microsoft Excel Files (* xls) v

10.| For awards, values for the Report Scope follow this naming convention:

For this layout value Scope
FX GL _GM BUDGPOSP The scope is the award number.

Note: To search for the specific type of a project for an award, enter the following
information where “NNNN” is the last 4 digits of the Award Number.

SR — Sponsored Research Project — SR%NNNN
CS — Cost Share Project — CS%NNNN
PI — Program Income Project — PI%NNNN

11.] Click OK.

Security Template:

( oK ’ Cancel
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@ UCF Financials

aill System Navigation for Grants

Sten | Action

12.| Click Save.

Fun Repaort

[@* Return to Search

nision Report Request | Advanced O

13.| Click Run Report.

( Fun Report )

[Flsave ||[@* Return to Search

nVision Report Request | Advanced O

14.| Verify that the Server Name field is blank and click OK.

Process Scheduler Reguest

User ID addyapprv

&_Server Name

15.| Click the Process Monitor link.

Transfer o Report Books

Repaort Manager

16.| Verify that the Server, Run Status, Type, Name, and Instance fields are blank.

View Process Request For

User ID Bddyapprv Type v | Last v
server| M Name & I Instance
Run Status bl Distribution Status | | # save OnR
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@ UCF Financials

aill System Navigation for Grants

Sten | Action

17.| Click Refresh until the Run Status changes to Success and the Distribution Status
changes to Posted.

First '&' 1-2 of2
Distribution
Run Status Status
Success FPosted
Success Fosted

Note: If the Run Status column displays Error, click the Details link and then the
Message Log link to view the problem.

Viewing the Report

Once you run your report and the Run Status changes to Success, you can view your report using
the Report Manager.

Step | Action

1. | Navigate to Main Menu > Reporting Tools > Report Manager, click either the
Administration or List tab, and click the project link in the Report column (This is
the Description column if you are on the Administration tab).

List Explorer Administration Archives

View Reports For

User ID addyapprv Type v | Last A 1 Days A Refrash
Status ¥ | Folder ¥ | Instance to
Report List Personalize | Find | View All | @l L:if First ‘4’ 1-30f3 "% Last
Select ﬁj&port mgtsance Description gg?:’?ﬁ;e Format Status Details
Microsoft
9260128 ?93325' 35;83222:[;5 El‘leg' Posted  Details
(* xls)

2. | When prompted, save the Budget Position Report to the desktop or another file
location outside of UCF Financials.
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@ UCF Financials

aill System Navigation for Grants

Step | Action

3. | Open the saved Budget Position Report in Excel.

Budget Position
As of: November 15, 2019

0000001234 — TEST AWARD

Drilling Down to Details

Drilling down on a specific amount will help you determine how the funds were spent.

Step | Action

I. | Select any value in the report on which you want to drill down for additional detail.

717207 ADWIN AND PROF 700 300 777 905 53
711401 SOCIAL SECURITY MATCH-SALARY 0.00 0.00 18,131.26
711503 STATE RETIREMENT 0.00 0.00 187 70
711504 PUB EMPL OPTIONAL RET PLAN 0.00 0.00 475
711550 OPTIONAL RET PLAN MATCHING 0.00 0.00 |
711551 PRETAX ADMIN ASSESSMENTS 0.00 0.00 503 20
711601 STATE HEALTH EMPL CONTR 0.00 0.00 58.426.17
711602 STATE LIFE EMPLOYERS CONTR 0.00 0.00 187 71

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

=] :

FILE HOME INSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT

3. Select nVisionDrill > Drill.

HOME

nVisionDiill =

Crrill
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@ UCF Financials

aill System Navigation for Grants

Step | Action

4. | If you are not already logged in, the UCF Financials screen will display. Log in using
your NID and password.

ORACLE"
PEOPLESOFT

Password

Select a Language

English

Sign In

M Enable Accessibility Mode:

Set Trace Flags

S. | The Run Drilldown page displays with a list of available drilldown options. Click
the drop-down menu in the Type field and replace the default value of Window with
Web.

Click the Account by Period Run Drilldown button. This drilldown allows you to
select the exact accounting period on which you want to drill for additional details.

Run Drilldown

Report Instance: 7933251_9260128

Row: Column: 9

“Type:

Available Drilldown Layouts  Personalize | Find | £ [E First '4' 1-250f25 '}/ Last

Description *Server Name Run Drilldown

Account by Department FINZ_NT Run Dolldown

Account by Period FINZ_NT Run Drilldown
| w———
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@ UCF Financials

aill System Navigation for Grants

Step | Action

6. | The Administration tab will display. Click the Refresh button until you see the

drilldown report you just requested. It can be identified from other reports by its DR
prefix in the Description column. Click the report link and save the drilldown report
on the desktop or in another file location outside of UCF Financials.

List Explorer Administration Archives

View Reports For

User ID addyapprv Type 1
Status | ~| Folder| w| Instance to
Report List Personalize | Find | View All | | &= First ‘&) 1-4of4 &/ Last
Report Prcs - Request .
Select D Instance Description DateiTime Format Status Details

Microsoft

S .
0260131 7933251(QR _7933251_7933252_142760420sm Y pa ooy mree  Posted  Details

(* s)

7. | Open the drill down report and select the amount in the period in which you want to
drill. In this example, we have selected the $351 amount that is recorded in May

2016. We are instructing the report to drill down into this project for expenses for
Account 711550.

Breakdown by Account & Period

Account Description 2003-12 2004-1 2004-2 2016-5 2016-6
711550 DPTIONAL RET PLAN MATCHING i ] 0 351 1.015
rﬁ 1550 OPTIONAL RET PLAN MATCHING 0 0 Dl 351 _| 1.015

Click the Add-Ins link in the Excel tool ribbon once again, and then click
nVisionDrill > Drill.

Grants — Grants Reporting Course 6, Page 30



@ UCF Financials

aill System Navigation for Grants

Step | Action

8. | The Run Drilldown page displays with the list of available drilldown options.

Favorites « | Main Meny - + Diilichoran
Run Drilldown
Report Instance:
Row ) Column:
'I?:}J_L L4
Avallable Drilldown Layouts Parsonakrs | Find | (2 B Firsl & 1250125 » Las!
Diesciygpion ® Lerver Name Rurn DirvilchorsT
v Run DnBdowmn
E P v Run Drigdown
g v Run Deilgown
r Run Cnkdown
a h L Run Drildown
¥ Run DrEdown
b v Run Drifdown
F P v Aun Driggown
e r Run Crldown
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@1 UCF Financials

aill System Navigation for Grants

Step | Action

9. | The highlighted cells in the table below are those which are most likely to answer

your reporting question.

Layout Description

Displays

AP Detail

List of paid vouchers

Account by Department

Departments in column headings and accounts
in rows

Account by Period

Accounting periods in column headings and
accounts in rows

Account by Project

Periods in column headings and accounts in
TOWS

Department by Account | Projects in column headings and accounts in
TOWs
Department by Period Accounts in column headings and departments

in row

Journal Lines

List of journal lines

Project by Account Accounts in columns and projects in rows

Project by Period Accounting periods in columns and projects in
rows

Payroll Detail Salary-related expenses

Student Financials Detail

Student Financials transaction details
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@l UCF Financials

aill System Navigation for Grants

Step | Action

10. | Remember to change the default value in the Type field from Window to Web, and

Report Manager, open and view the details.

then click the drill down button most likely to contain the details you are looking for.
For transactions that are routed through the Accounts Payable (AP) system, the AP
Details drilldown probably contains the details you need. If the transaction(s) you are
drilling on occurred via interdepartmental transfer (IDT), the Journal Lines
drilldown is the first place to look. When your drilldown report is posted to the

Monetary
Journal Line # Account Department Project Fund Program Amount Date Reference
HRO0167855 5593 ° 711550 114276042 21028 ZZ hg.32 2015-11-09 " 1958064
HRO0168251 5581 7 71180 "4276042 "21028 ZZ 116.64 2015-11-19 " 1958064
HRO0168251 5581 " 711550 "4276042 "21028 ZZ 117.13 2015-11-19 " 2190699
Total 292.09
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