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.

Running a Budget Position by Project Series

&

UCF

FINANCIALS
REFERENCE
DATABASE

This Addy Note explains how to run a Budget Position Report by a project series from within
UCEF Financials. It discusses how to:
Run a Budget Position Report by Project Series

View the report

Filtering to a specific project
Drill down to the report details.

Step

Action

1.

Request.

\S_g*h UCF Financials

Menu =

Search:
®

My Favorites
Supplier Contracts
Departmental Authorization
Customers
Customer Contracts
Order Management
Items
Suppliers
Purchasing
eProcurement
Services Procurement
Grants
Project Costing
Proposal Management
Billing
Accounts Receivable
Accounts Payable
Asset Management
Commitment Control
General Ledger
Set Up Financials/Supply
Chain
Enterprise Components
Worklist
Tree Manager

Reporting Tools
Query

on
Define Report Book
Define Report Request
Define Scope

b S

Report Request

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

Find an Existing Value

Search Criteria

[Ccase sensitive

3
Search Clear | Basic Search 27 Save Search Criteria

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

2. Enter the Business Unit. For the general UCF Business Unit, enter UCFO01. For the
Research Foundation, enter RFDO1.

Search Criteria

3. Enter the Report ID PROJSUMY in the Report ID field.

Find an Existing Value Add a New Vil

Search Criteria

Busines Il Bl ne wead - .
Business Uinil begins with ¥ X
Descriplion begins with *

Case Sensitive

Saarch Clear Basic Search T Save Search Crilesia

4. Click Search.

Find an Existing Value A & Mew Vatu
Search Criteria

Business Uinil begins with * LUCF

Description begins with ¥

Case Sensitive

< Search ’ Clear Basic Search T Save Search Gritesia
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5. | The Define Report Request page displays.
nVision Roport Requast Advanced COptions Cuery Promgis
Business Unit: m Report 1Dk m Caopy lo Another Business Linit / Clone
Detats This Reaor Regues!
Report Titla: Budget Positior Transfer i Report Books
Process Mondor
Layout: FX_GL_GM_BFR_BY _PROJ Repart Managor
Report Date Selection
*As Of Reporting Date;  Today's Date T
*Trea As Of Data: LUse As Of Reporing Date L
* Crearmide Tree A% of Dole o Soecifed in Layvout
Qutput Options
“Type: Web = scope and Detrvery Templales
*Format: | Microsoll Excel Files (*.xis) Y
Fin Famo
) Save " Return to Search | Mofify + Add
nvison Repod Reguest | Advanced Oplions | Query Prompls
6. | In the Layout field, input or select the layout FX GL GM_BPR _BY PROIJ
“Layout: Fi_GL_GM _BPR_BY PROJ Feeport Manager
7. | Verify that the As of Reporting Date field defaults to Today’s Date.

Report Date Selection

*As Of Reporting Date: | Today's Date v I
*Tree As Of Date- USE As U1 REpOIING Date v

#| Override Tree As of Date if Specified in Layout
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8. | Verify that the Tree As Of Date field defaults to Use As Of Reporting Date. If it
has not defaulted, select it.

*Tree As Of Date: I Use As Of Reporting Date v I

#| Override Tree As of Date if Specified in Layout

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

Output Options

= Scope and Delivery Templates
*Type: Web ¥

*Format Microsoft Excel Files (*.xls) v

10. | Click the Scope and Delivery Templates link.

of Date if Specified in Layout

I Scope and Delivery Templates I
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11. | The nVision Web Output page displays.

nVision Web Output

Business Unit: LCFDT  Report D PROJSUMY

Raport Scopa

EENE Y Enter your report scope I el

Folder Hama:

Retention Days.

Diractory Namo Template:
HTT Frd APAKIRSFY

Contenl Description Template:

Sacurity Template

In the Report Scope field, enter the scope for the report. The Project Summary
Report can only be run by the first two digits of the project. In the example below,
the text you enter in the Report Scope field if your project is 16248091 is CF16NNP.
The “16” listed in the Report Scope field are the first two digits of the project.

Ropor Scopa.

o T
L] 4

If you are running the report for the Research Foundation, enter the Report Scope of
FCI1N.
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Click OK.

Security Template:

Cancel

13.

Click Save.

Run Repart

i Retumn to Search

nVision Report Request| Advanced O

14.

Click Run Report.

[l save ||[Eh Returnto

nvision Report Request | Advanced O

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

Process Scheduler Request

User ID addyappry

( serverName: )

16.

Click the Process Monitor link.

{ Process Manitor
Repaort Manager

7 = Books

17.

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

User ID hddyapprv

View Process Request For

a

Server

Run Status

L

&
ame

Distribution Status |

oy

| fLagt

¥

I Instance

v | # saveonR
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18. | Click Refresh until the Run Status changes to Success and the Distribution Status
changes to Posted.

First 4

Distribution
Status

Run Status

FPaosted

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
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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 v 1 Days v Refresh
Status ¥ | Folder ¥ | Instance to
Report List Personalize | Find | View Al | &2 | B First ‘4/ 1-30f3 ‘®’ Last
Select peport  Bres Description Request  Format  Status  Details

Microsoft
09152016  Excel
2:4821PM  Files

(*.xls)

9260128 7933251 14276042 Posted  Details

Microsoft
195 7G333E0 1477 09152016  Excel - :
9260125 7933250 14276042 2-41-58PM Files Posted  Details
(*xls
09/15/2016  TextFiles

2:9712PM *0et) ~7 Posted  Details

9260121 7933248 Comm. Cntrl. Budget Processor

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

3. | Navigate to the location and open the saved Budget Position by Project Series file.

Filtering the Report
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The report will generate data for all projects that contain the first two digits that were selected in
the search feature. To view specific report series data, you must use the Excel filter feature to

limit the data.

Step | Action

projects that the first two numbers of the project are “16”.

1. | The Report Values display. In this example, the first two digits of the project
number were “16”. Therefore, the report provides information regarding all of the

ey 3 Budgot Position
S UCF ] 16NN.COLLEGE OF ENGR AND COMP SCI
As of: May 20, 2020
satary Non Salary

Proect Status ¥ Title Description a Bugget  *  PreEncumbrance~  Encumbrance Encumbrance T Expenditure Balnce
16246080 Active IEMS-MODELING AND OPTIMZATION 3,502:341.00 0.00 34140175 259.374.43 2.338,568.48 562976.34
16246083 hctive IEMS-DEEP AGENT: A FRAMEWORK F 5,035.738.00 0.00 165,033.06 654,06260 3,676,048.95 576731
16246086 Active IEMS-IDENTIFICATION AND PREDIC 520,507.00 0.00 17,130.57 441516 28443592 214,525.35
16246088 Active IEMS-DR. PAMULA R MCCAULEYS IN 320.599.00 0.0 2665495 0.0 7332698 20.117.07
16246089 hctive IEMS-LCORPS: USING ARTIFICIAL 50,000.00 000 000 000 43,456.30 6.543.70
16245090 Active IEMS--CORPS: HIRING ALGORITHM 2,550.00 0.00 0.00 0.00 250189 4811
16246091 Active IEMS-INFLUENCING TRUST IN EMAI 50,000.00 0.0 0.00 0.0 591768 4408232
16246401 Active IEMS-I-Corps: Smart and Holis 50,000.00 .00 1184835 260.00 33,975.48 391619
16247004 Active IEMS-COLLABORATIVE RESEARCH: R 199,840.00 0.0 0.00 0.00 199,840.00 0.00
16247401 Active IEMS-Network Dynamics and Opti 156,939.00 0.00 726483 0.00 0.00 14967417
16248079 hctive IEMS-NORTHROP GRUMMAN WORK EXP 11164993 0.0 52304 0.00 17.449.01 93,976.98
16248081 Active IEMS-EMPIRICAL TESTING OF LIBR 255,426.00 000 438217 110140 23369183 16.160.60
16245087 hctive IEMS-DISNEY-UCF LIFELONG LEARN 3098,000.00 0.00 000 683252 300,661.86 (8:494.38)
16248089 Active IEMS-DESIGN OF EFFECTIVE PERFO 45,478.00 0.0 000 .00 3952300 565491
16248091 hctive IEMS-DEVELOPMENT OF PHOTON BEA 40,000.00 0.00 0.00 0.00 163007 (1,630.07)
16246403 il Active IEMS-Forecasting and Estimatin 50,000.00 000 364540 000 0.0 45,354 50
16249012 Active IEMS-GRAD P3 YOUSEFI NILOOFAR 5,000.00 0.00 000 000 5,000.00 0.00
16249013 hctive IEMS-GRAD P3 CHAITY B MUKHERJE 5.000.00 0.0 000 0.0 0.00 500000
16249014 hctive IEMS-GRAD P3 ANNA SZOPA 5.000.00 0.00 000 000 367574 132426
16249015 Active IEMS-GRAD P3 LYON SPENCER 5.000.00 0.00 0.00 0.00 0.00 500000
16249015 Active IEMS-GRAD P3 K SZCZEPAN FIOK 5.000.00 000 000 0.0 271425 228575
16249915 Active IEMS-MATCH 16246080 100,560.00 0.0 000 0.0 100.560.00 0.0
16249918 Active IEMS-MATCH 16248080 000 000 000 .00 0.00 0.00
16249920 Active IEMS-MATCH 16245088 25,995.00 0.00 2587 0.00 2621704 (@ara1)
16249401 Active IEMS-GRAD P3 Kuldip Singh Atwa 5,000.00 .00 0.00 0.00 492398 7602
16240002 [l Active IEMS-P3 award Katherine Rahill 500000 0.0 000 1,075.00 335579 569.21

4 hctive IEMS-P3 award Gutierrez Franco 500000 000 000 .00 000 500000

Cash b Revenue
(105.208.18) 2.338,588.48
(304,689.35) 3,676,048.95

(18,359.50) 28443592
(25.,559.16) 273,826.98
000 4345630
X 2,501.88
(5:917.69) !
781148 3397546
X 199,840.00
0.00 0.00
500, 111,649.93
(58.638.73) 233,691.83
(200,661.85) 398,000.00
374891 45,478.00
(16,630.07) 25,000.00
. 50,000.00
000 5,000.00
. 0.00
1.324.26 5,000.00
5,000.00 5,000.00
2.285.75 5,000.00
[} 100,560.00
0.00 0.00
(16,601.40) 7,525.64
76.02 5,000.00
1335579 0.00
000 0.00

project or other menu criteria.

2. | On the Excel menu, select the Data menu and the Filter tool to filter for the correct

File Home Insert Draw Page Layout Formulas Data Review View Help Acrobat

E::i [ByFrom Text/csv [ Recent Sources P [T Queries & Connections Al W v
N @ zl ||z
i [® From web [B Existing Connections ~ 7 2le

Get Refresh Stock Geography [= z Sort Filter
Data v From Table/Range Ay & ocks sograpny il 1

Get & Transform Data Queries & Connections Data Types

Advanced

Drilling Down to Details

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

1. | Select any value in the report on which you want to drill down for additional detail.
711201 ADMIN AND PROF 0.00 0.00 217,945 88
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
711550 OPTIONAL RET PLAN MATCHING 0.00 0.00 I 16,551.71 ]
711551 PRETAX ADMIN ASSESSMENTS 0.00 0.00 .
711601 STATE HEALTH EMPL CONTR 0.00 0.00 58,426 17
711602 STATE LIFE EMPLOYERS CONTR 0.00 0.00 18771

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/)

A :
FILE HOME IMSERT PAGE LAYOUT FORMULAS DATA REVIEW VIEW ACROBAT
3. Select nVisionDrill > Drill.

HOME

m\VisionDrill =

Drill
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Step Action
4. If you are not already logged in, the UCF Financials screen will display. Login using
your NID and password.
ORACLE
PEOPLESOFT
Password
Select a Language
English
M Enable Accessibility Mode
Set Trace Flags
5. The Run Drilldown page displays with a list of available drill down option. 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 drill down allows you to
select the exact accounting period on which you want to drill for additional details.

Run Drilldown

Report Instance: 10401326_12404401

Column: 9

Available Drilldown Cayeuts— Personalize | Find | & [ First ‘4 1-250f25 '»' Last

Description * Server Name

Account by Department | Run Drilldown ’

Account by Period FIN2_NT

AP Detail Run Drilidown

Datamart Run Drilldown

Department by Account Run Drilldown

Department by Period Run Drilldown

Fund Code by Account Run Drlidown

Fund Code by Period Run Drilldown

Payroll Details < 11/01/2019 Run Drilldown
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6. The Administration tab will display. Click the Refresh button until you see the
drill down report you just requested. You can identify it from other reports by its DR
prefix in the Description column. Click the report link and save the drill down
report on the desktop or other file location outside of UCF Financials.

View Reports For
User ID chB36513 Type | ~ [Last v 1 Days v

Status| ~| Folder| | instance to

Report List Personalize | Find | View Al | L | E First ‘4" 1-4of4 '}/ Last

Report Pres Descrintion Request
0] Instance 5 Date/Time

Microsoft
- N 772020 Excel .
12404409 104034 DR_10401326_10401334_Budget Position - 16NN _xlsm 41980 Files Posted Details
(*xls)

Microsoft

Select Format Status Details

06/17/2020 Excel ;
2 1326 s
12404401 10401328 16NN 4-37-28PM  Files Posted Details
(*xls)

. o Text
- . i 06/1772020 _ "
12401585 10399454 Check Datamart Journal Descrip , Files NIA

E-AN-TAAL

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 $351.00 amount that is recorded in May
of 2020. We are instructing the report to drill down into this project for expenses for
Account 711550.

Breakdown by Account & Period

Account Description 2020-1 2020-2 20205
711550 OPTIONAL RET PLAN MATCHING i i 351
r?11550 OPTIONAL RET PLAN MATCHING 0 Dl 351_'

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

Addy Note_ Running a Budget Position Report by Project Series Page 13 of 16
7/1/2022



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.

&

UCF

FINANCIALS
REFERENCE
DATABASE

Action

The Run Drilldown page displays with the list of available drill down options.

Favortes = | ManMsnu - ¥ Driticown
Run Drilldown
Report Instance: 10074090_11877780
Row: Codummn;
“Type: Web v
Available Drilldown Layouts Personakize | Fing | (21| B First 4 1.2500125 (b
Descrysion ® Earvel Name Run Drlldows
FINZ_NT ¥ Run Drilidown
FINZ_NT ¥ Rurn Drrilidawn
FINZ_MT » Run
FINZ NT w Run Cirill
FINZ_ NT w Raun Dirill
FINZ NT ¥ Run D
F FINZ_NT ¥ Run
F FINZ_NT ¥ Run
Pa stails 049 FIN2_WT » Run Drilgown

Laed
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0. 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
TOwWs

Account by Period Accounting periods in column headings and
accounts in rows

Account by Project Periods in column headings and accounts in rows

Department by Account | Projects in column headings and accounts in rows

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

*Note: Due to the implementation the Human Capital Management (HCM) on
November 4, 2019, the Payroll Detail report is no longer utilized.
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Remember to change the default value in the Type field from Window to Web, and
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 system, the AP
Details drill down probably contains the details you need. If the transaction(s) you
are drilling on occurred via interdepartmental transfer (IDT), the Journal Lines drill
down is the first place to look. When your drill down report is posted to the Report

Manager, open and view the details.

Monetary
Journal Line # Account Department Project Fund Program Amount Date Reference
HRO0167555 5593 ° 711550 4276042 21028 2z 55.32 2019-11-09 " 1953064
HRO0TEBZET 6581 7 711560 "14276042 "21028 22 11664 2019-11-19 " 1858064
HROD168251 5881 7 711660 4276042 "21028 22 11713 20191119 " 2190599
Total 292.09
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