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Running the report for COVID-19 Departments

This Addy Note explains how to run the report for the new COVID-19 Departments within UCF
Financials. It discusses:

The information provided in the report

How to run a report for the new COVID-19 Departments
How to view the report

How to drill down to the report details

Report Summary

The report contains individual worksheets that provide specific information.

DEPT worksheet — Cash and Budget Reports

JRNL worksheet — GL journal posted details

PO_Voucher Worksheet —P O Category-Voucher Payment details

FUND_ TBL and Requirement — For lookup only and report information/requirement

The DEPT worksheet shows all COVID-19 departments budgets (SBL and KK), pre-
encumbrances, encumbrances (salary and non-salary), expenditures, budget balance and cash
balance including those departments that have $0 amounts. If you do not want to see those
COVID-19 departments that have $0 budget balance amounts, you may click on the UCF logo
on DEPT worksheet to delete them and the FUND TBL lookup sheet will be hidden. If you need
to generate the report on an ADHOC basis, review the “Requirement” worksheet and follow the
instructions in the one-page navigation screenshot to the define report request page.

Running the Report
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Action

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

Report Request

Find an Existing Value Add a New Value

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

Request

In the Report ID field, enter COVID19Y.

Search Criteria

Business Unit| begins with s ||UCFD1 Q,

begins with »| COVID19Y

Descrplon Begins Wi V]

(

Click Search

Search Criteria

Business Ur:it UCFD e

Report ID| begins with | COVID19Y

Descrpton[begins wih /]

[l case Sensitive

< > =@
Search Clear | Basic Search = Save Search Criteria
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Step | Action

4. | Inthe Layout field, input the layout of FXGL-COVID-19 SUMMARY XX
e XX — In the layout field above, “XX” represent the fiscal year of the report.

Favorites = | Main Menu - > Reporting Tools = > PS/nVision « > Define Report Request

nVision Report Request Advanced Options Query Prompts

Business Unit:  UCF01 ReportID: COVID19Y Copy to Another Business Unit / Clone
Delete This Report Request
Repoit Title: [Cash and Budget Report Transfer to Report Books
Process Monitor
o ayout: FXGL_COVID-19_SUMMARY21 T

5. | 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 Reporiing Date: | Today's Date v
*Tree As OF Date: Use As Of Reporting Date ~

[ override Tree As of Date if Specified in Layout

6. | Verify that Web defaults in the Type field and Microsoft Excel Files (*.xls)
defaults in the Format field.

Output O

*Type:

| Web N\ v
y |

Microsoft Excel Files (* xls) 4 W

*Format:
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7. | Click the Scope and Delivery Templates link.

e if Specified in Layout

( Scope and Delivery Templates )

8. | Inthe Report Scope field, enter COVID19SUM.

Business Unit: UCF01 ReportiD: 02

COVID19SUM |3

Report Scope:
Enter your report scope.

9. | Click OK.

Security Template:

Cancel

10. | Click Save.

Run Report

a" Return to Search =] Motify

nvision Report Request | Advanced Options | Query Prompts
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11. | Click Run Report.

Run Report

__,:'_L'_!_Saﬁ.re ; o Return to Search i Ech:tif_y_ ;

mvision Report Request | Advanced Options | Query Prompts

12. | Verify that the Server Name field is blank.

Process Scheduler Request

User ID addyapprv

Server Name |

Recurrence |

Time Zone a,

FTP Contr|

13. | Click OK.

Cancel
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14. | Click the Process Monitor link.

pols = > PSinVision » > Define Report Reguest

ery Prompis

Copy to Another Business Unit f Clone

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

View Process Request For

User ID addyapprv Q) Type | w f Last vl

Server v | fname Q| I Instance| I
Run Slatus Distribution Status | v Save On H

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

Creren )

anl B B First (4 13073 0 Last

Distribution :
‘Ftun Status Status ‘ Detailz
Success Fosted Details

Note: If the Run Status displays Error, click the Details link and then the Message
Log link to view the problem.
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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 >PS/nVision>Define Report Request>
Report Manager, click the Administration tab and select the Cash and Budget
Report link in the Description column for your report.

Favorites v | Main Menu = > Reporting Tools » > PS/nVision » > Define Report Request >  Report Manager

List Explore Administration rchives

View Reports For

User ID besana Type| v [ Last v 3 [ Days v Refresh
Status ~ | Folder| V| Instance to
Report List Personalize | Find | View All | £2J | \_;J First ‘4 1-320f32 (» Last
Report P R t .
Select IDEPD Inrsﬁ;nce Description DZ?el:;Sme Format Status Details

Microsoft
09/11/2020 Excel
10:36:14AM Files

(*.xls)

12607362 1051845) Cash and Budget Report Posted Details

2. | Save the report to the desktop or another location outside of UCF Financials. The
report will save in the Microsoft Excel file format.
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Reviewing the Report
The information provides details regarding the report.

Step | Action

1.

Open the saved Excel report.

DR R I I I e T I R T I I I I I Y

Code -

25211600

58120000
56122000
58120000
56122000
7210500
81112100
80121500
80131500
E01 21500
80111700
8117200
2112100
1120000
1120000
1120000
1120000
99005601
56005001

Cat Deseription

Computar Accassories

Laboratary Fuilurs
Laboraory Furriturs
Laboralary Furilure
boratoy Furminre
EneBullding Suppart
SreIntarner

rvLease Rentel Prapery Blde

SrvLeass Ran

Srv Farsznns Aszumant
Srvlniernet

S Intsrnat

Labaraiary Supplies
Laboratory Supplies
Laboraiary Suppliss
Laborairy Supplies
Pastags Stanps
Parstage lamps
Postags Stanps
Pastage &iamps

Faos & Head Protection

AudiofVisualiVieea Equip hsset

Resoam Supplies
Resiroom Sugpliss
Sne Tem poraty Persannel
S Tem porary Persanns
S Tem porary Persannel
S Tem porary Persannel
S Tem porary Persannel
o
S Tem porary Persannel
o Tem oy P
S Tem porary Persannel
St Ten paraty Persannel
S Tem poray Fersannel
St Ten paraty Persanns
S Tem porary Fersannel
St Tem poraty Persanne

. FUND.TBL

JRML PO Voucher

Requirement

Vchr Ln
Amount | -

3396

5395

EMPa240208
£0000C200E

0000057161
10996 EMROTIOHA
21995 EMPOTIONS

1436400 7 LO000R1ETA
2873500 7 COONUCBNS
3192007 COQ00R4END
1117500 7 co0004e98S
30407 0000038942
50107 000004834
30410 7 0o000ST1AY
30107 0000087230
1740550 7 0000096341
1459000 7 CO0D00ZI0E
952564 0000058560
308000 7 00000SAGED
144500 7 0000058560

14336932 7 DOODOCETST

2309365 7 000000275

3126716 7 000D0BLED
99755 7 0000094450

2662685 7 0000084450

6175475 " 000D0S44H0

116400 7 C0D0BAED
250199 7 CO00USE4AD
545612 7 CO0N0B4ED

121482 7 D00D0SE4ED

111835 7 0000054480
2507107 COD0SA4ED
2219247 0000084480
231094 " 00000S£48D
238774 " 0000084480

2527 00000S£4ED
2728127 0000052460

Supplier Name

0415861
0415661
10415619
Sehmdi Kabo Fose TO00415849
SchmidtKzte Rose POI0415849
Sehm di Kabe Fose TO00418649
SchmdtKate Rose CO04156849
Interier Certras Savices II0415886
‘Santiago Mariss TO00415471

BANK OF AMERICA Ga00415607
BANK OF AMERIGA T000415627
EFiia me LLC 000415333

Peckay. by TON0215500

00416143
0215143
0414163
0212109
0414108
000413986
10416533

Faymon
Faymond. Gal &
Digi-Key Caracration
Moussr Elscirorics e
Mouser Electronics e
Cigilan! e

Manley, Wadisen
Biaiy, Madisen TO00416588

Haiir, Hassan B000416350

Welke Garsen TON0416838

Giogal Prama LLG Bo00414831

BANK OF AMERGa 000413620

ARC Dacument Soltions LLG D00415696
ARC Gacument Sol rions LG 000415606
ARC Bacument Solstions LLG D004156%6
Dade Paper & Bag LLC Go00415028

Dadle Papsr & Dag LLG 0000415098
Hospitalfty &taing Solutions LLE 2000415040
Hospitality Staffirg Solutions LLG 1000415440
Hos pitalfy &afing Solutions LLC 2000415040
Hospilality Staffing Solufions LLG 1000416640
Hospitalfty tafing Solutions LLG2000415443
ity Stafhing Solulions LLGTOI0415440

ality Staffing Sol rions LLG 000415440
ality Stafhing Solulions LG TOI0415840
ality Staffing Solsions LLG 000415440
Hopitalty S4affing Solutians LLC T0I0416440
Hospitalfty Stafing Solutions LLG 5000415440
Ho pitalty S4afing Solutians LLC E000416440
Hospitalfty Stafing Solutions LLG 5000415440
Hos pitalfy S4aing Solutians LLC E000416440
Hospitalty Stafing Solutions LLG Bo10415440

PO No - PO Amoun -

i-] More Info vouehe-| PP peeoum - o
16.99 Sole ISE 1 DYI Cabla Adapter (COVID) 01530857 20200604 755005 6010
2655 1azon _ M Sola hoadsel for rmmote werk 01530857 T5SC05 01
1731 1o faszanar for porable plexiclass batisr 153615 Ssso01 Be0ic)
2135 rmoni rack for poabls plozdglass b 1535815 "isseo0 26010
2674 mert Fack for porable plexiclass barisr 1535615 Frssg01 Be0ic)
8128 1yl Shared for nerable plosiglass bartier 015356715 55001
3561 1ate Shastfor pomable plexiglass bavrisr 1535615 Sissron
BP0 ) - PN ATTACHED PHOPOSAL 43636 1536862 T
3495 JURING THE REMOTE WORK PERIOD 01528143 T
875000 TEWNHOME AENTAL 63020 - 8 3120 01630203 a3
995800 |E TURTLE LAB FRGM 6 3020 - 8 31.20 01520547 743401
250,00 HONES TO AID 1N LEARNING) - COVID B1633206 "rsstoz
0000 NSGRIPTION EVALUATION SERVICES 1534188 713108
360,00 EANET SERYICE THROUCH COVID-19 01535788 Sram
36000 EANET SERVIGE THROUGH QOWID-1 901536063 narn
1795500 00 TO RO 4714163 701626936 Fradior
13.965.00 GO TOPOADE0S14109 01527346 2020-07-09 "r38401
13.065.00 COTORO MNGAI109T1627351 20200708 734401
558750 S0 TORO s DszIsEs  oAn0rA 34100
1505 SHFMENTTI53905 20200620 Viase
1505 SHOMENTDISS5985 20200825 713603
1505 POSTAGE SHIPFMENTDISI2E06  2020-0618  '72zsnt
1505 SHIPPING POSTAGE 01585561 20800
960000 IEG CATERS D1529312 Sariot
720500 O T¥ OFERATIONS TO TV OOHID 1301828710 52206
125.000.00 D-13, G534 CONTAACT G5-09F-14204 D1525011 Srzgion
125000100 1D-58 G54 CONTAACT GZ-08F-142DA 01535418 z3ion
12500000 0-13. G5A CONTRACT G5-00F-14204 D1525022 Szgion
03,244 50 AR AUTOMATIC TOWEL DISFENSERS 01523967 36101
57.244.50 AR AUTOMAT G TOWEL DISFENSERS D1523968 36101
500.000.00 ET-AS FEF CONTRACT ITH-13174C5A 01532444 13106
50000000 £7-A5 FER CONTRAGT ITN-181 74C5A D1s2445 105
500.000.00 ET-AS FEF CONTRACT ITH-131 7IC5A 01532454 513106
500,00000 ET-AS PER CONTRAGT ITR-181 11054 D1552458 oS
500.000.00 ET-AS FER CONTRACT ITH-131 2JC5A 01532508 513106
50000000 £7-AS PER CONTRACT ITN-181 £1C5A 01552510 Eos
500.000.00 ET-AS FER CONTRACT ITH-1312JC5A 01532514 513106
S00,00000 £T-AS PER CONTRACT ITN-18174054 D1532540 g0
500.000.00 ET-AS FER CONTRACT ITH-1317JC5A D1532544 513106
S00,00000 ET-AS PER CONTRACT ITN-1817.0054 D1sazsio 3o
500.000.00 ET-A3 FER CONTRACT ITN-1217JC54 B1532572 13108
500,00000 ET-AS PER CONTRACT ITN-1817.0054 1532574 3o
500.000.00 ET-A3 FER CONTRAGT ITN-1217J554 51522535 13108
500,00000 ET-AS PER CONTRACT ITN-1817.0054 01633353 71308
50000000 ET-AS FER CONTRACT ITh-1817/C5 1304208 1108
v

2.

DEPT worksheet — Cash and Budget Reports
JRNL worksheet — GL journal posted details
PO_Voucher Worksheet —P O Category-Voucher Payment details
FUND_ TBL and Requirement — For lookup only and report
information/requirement

The Excel file reports have several worksheets i.e. DEPT, JRNL and PO_Voucher
worksheets.

4

... . FUND TBL | JRNL | PO _Voucher

Requirement
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3.| The DEPT worksheet shows all COVID-19 departments budgets(SBL and KK), pre-
encumbrances, encumbrances(salary and non-salary), expenditures, budget balance and cash
balance including those departments that have $0 amounts.

If vou do not want to see those COVID-19 departments that have $0 budget balance amounts,
click on the UCF logo on DEPT worksheet to delete the COVID-19 departments that have a $0
budget balance and the FUND_TBL lookup sheet will be hidden.

D E F [} H 4 K B M -
Cash and Budget Report
All COVID-19 Departments
As of: 11-Sep-20

6 Dept ~ Fund - |Title Description ~  5BLBudger - KKBudget - Prefncumbran~ Encumbrance~  SalaryEnc - Non-SalaryEn~  Expendite ~ Balance -
7 01010018 10001 PRES-COVID 19 0.00 000 0.00 0.00 0.00 0.00 000 0.00
8 01010718 10001  PRES-COVID 19 CFWD 0.00 0.0 0.00 0.00 0.00 0.00 000 0.00
9 101020019 10001  Board Relations-COVID 19 0.00 0.00 0.00 000 0.00 0.00 o0 0.00
1001020719 10001  Board Relations-COVID 13 CFWD 0.00 oo 000 000 0.00 0.00 000 000
11 /01030019 10001  UN COMPL ETHICS-COVID 19 0.00 .00 0.00 000 0.00 000 000 0.00
1211030719 10001  UN COMPL ETHICS-COVID 19 CFIWD 0.00 000 0.00 0.00 0.00 000 000 0.00
13 /01080019 10001 UN AUD-COVID 19 0.00 000 000 000 000 000 o0o 000
14 01080719 10001  UN AUD-COVID 19 CFWD 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
1601300019 10001  UNDEV-COVID 19 0.00 0.00 0.00 0.00 0.00 0.00 0.00 0.00
1601300719 10001  UN DEV-COVID 19 CFWD 0.00 000 000 .00 0.00 000 LI 0.00
1701600019 10001  INST EQUITY-COVID 19 0.00 000 000 000 0.00 0.00 000 0.00
18 [01600719 10001  INST EQUITY-COVID 19 CFWD 0.00 000 0.00 00 0.00 0.00 000 0.00
1901810019 10001 VP GEH CN-COVID 19 0.00 000 000 0o 000 000 oo 0.0
2001810719 10001 VP GEN CN-COVID 19 CFWD 0.00 000 000 0.00 0.00 0.00 000 0.00
2162010091 10001 FO-COVID 19 0.00 0.00 0.00 0.0 0.00 0.00 000 0.00
22[62010791 10001  FO-COVID 19 GFWD 0.00 0.00 0.00 000 0.00 0.00 000 0.00
2302030019 10001  EMCOVID 19 0.00 0.00 000 0.00 0.00 0.00 0.00 0.00
2402030719 10001 EM-COVID 19 CFWD 1,199.00 1.199.00 0.00 0.00 0.00 0.00 (52.743.01) 53,942.01
2562100019 10001  FN VP-COVID 19 0.00 0.00 0.00 0.00 0.00 000 000 0.00
2602100719 10001  FN VP-COVID 18 CFWD 0.00 000 000 0o 0.00 0.00 000 0.00
2702200019 10001  EHS COVID 19 48.00 48.00 0.00 000 0.00 0.00 47.94 0.06
2062200719 10001  EHS COVID 19 CFWD 0.00 000 0.00 0.00 0.00 0.00 000 0.00
29[62300019 10001  UNPOL-COVID 19 0.00 000 0.00 000 0.00 0.00 000 0.00
30 (02300719 10001  UN POL-COVID 19 CFWD 0.00 0.00 0.00 0.00 0.00 0.00 167.12 (167.12)
31 12600019 10001 HMRES.COVID 13 0.00 0.0 0.00 0.00 0.00 0.00 68.07 (68.07)
32[02600719 10001  HM RESCOVID 13 CFWD 0.00 .00 0.00 0.00 0.00 000 33064 (380.54)
3312710319 10049 BS SV-COVID 19 10,000.00 10,000.00 000 0.00 0.00 0.00 7,505 64 249436
34 12800040 10001 FO-COVID 19 703.495.00 70349500 000 1,815,890 25 000 1,815,890 26 267,60425  (1,398,999.50)
36 02800719 10001  FO-COVID 19 CFWD 0.00 0.00 0.00 000 000 000 000 0.00
g ailidy UES-COVID 19 0.00 000 000 0o 000 000 LI 0.00
PKG SULS-LOMIN 18 2000000 20000 00 o nm 00 000 268118 17 1R A2 =
DT | JRML | POVoucher | Requirement ® | v
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4.| If you need to generate the report on an ADHOC basis, select the “Requirement” worksheet and
follow the one-page navigation screenshot to the define report request page.

Clipboard [ Font & Rlignment [ Number 3 Styles Cells Eciting Ideas | Sensithity ~
873 f =
A B c D E F G H 1 J K L M N ¢} P Q R s 3 u v -
34
3

36 |Business Unit- UCF01

37 |Report Request ID - COVID1SY

38 |Layout: FXGL_COVID-19_Summary21
39

[T Define Rapor Request

48|  Layou FXGL GOV 19 SUNARYZ
49| |~ Report Date Selection
£1| *As Of Reporting Dats; [ Specty iaE B

52| +Tres As Of Date: LLL
53 B Overrics Trea As of Date I Spacifed in Layou

Output Options

56| “mpe: it

66The report includes GL joumal entry details and PO Category-Voucher Payment Details
67 |To remove covid-19 department with 50 budget balance chick the UCF logo from the DEPT worksheet

85 1=
DEPT | FUNDTBL | JRNL VO\-oucrI' Requirement I % i 5

——
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