ADDY NOTE

ATTENTION: UCF
This Addy Note is a procedural resource for the UCF Financials
FINANCIALS

Reference Database, which only contains data prior to July 1, 2022. REFERENCE
DATABASE

&

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.
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FINANCIALS
REFERENCE
DATABASE

Step

Action

1.

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

Request

\\S_& UCF Financials

Acvancod Scach B Lot Search Rsuts

Search: @
My Favorites
Supplier Contracts
Departmental Authorization
Customers
Customer Contracts
Order Management
Items
Suppliers
FPurchasing
eProcurement
Services Procurement
Grants
Project Costing
Proposal Management
Billing
Accounts Receivable
Accounts Payable
Asset Management
Commitment Confrol
General Ledger

Set Up Financials/Supply
Chain

Enterprise Components
Worlklist
Tree Manager

Reporting Tools
Query
PSinyis

PETNe Report Book

Define Report Request

NEiine Scope

Menu =]

Report Request

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

Find an Existing Value
Search Criteria
Business Unit| begins with v | a

Repot 1D egie wih v
Description

[Jcase Sensitive

1 )
Search Clear | Basic Search = Save Search Criteria
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Action

In the Business Unit field, enter UCFO01; in the Report ID field, enter COVID19Y.

Search Criteria

Business Unit| begins with g
Report ID| begins with \¢| COVID19Y
Descriptionbegins wibh v/

Click Search

(

Search Criteria

Business Unit| begins with »| UCFO1
Report D[ begins with \][cOVID19Y
Description[begins with ~/

[l case Sensitive

< > = :
Search Clear Basic Search & Save Search Criteria

In the 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.

Business Unit: UCF01 ReportID: COVID19Y

Report Title: [cash and Budget Report

*Layout: FXGL_COVID-19_SUMMARY21

nVision Report Request Advanced Options Query Prompts

Copy to Another Business Unit / Clone
Delete This Report Request

Transfer to Report Books

Process Monitor

Report Manager

Addy Note-Running a Report for COVID-19 Departments

7/1/2022

Page 3 of 11




ADDY NOTE

&

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

DATABASE

Step | Action

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 v

[l averride 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 e

*Format:

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.
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Step | Action

9. | Click OK.

Security Tempilate:

Cancel

10. | Click Save.

Run Report

++ Return to Search “il Notify

myision Report Request | Advanced Options | Query Prompts

11. | Click Run Report.

Run Report

i)Save ||[dh Return to Search | |[=] Notify

myision Report Request | Advanced Options | Query Prompts
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Step | Action

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

Process Scheduler Request

User ID addyapprv

Server Name | v|
Recurrence | v
Time Zone a,
FTP Contr|

13. | Click OK.

Cancel

14. | Click the Process Monitor link.

ery Prompis

Copy to Another Business Unit f Clone

View Process Request For
User |D addyappv |G |Type | v Last V|
server ~| I name 2 I Instance I
Run Status Distribution Status | V| Save On H

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

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

Refres

| 2 ER First '&' 1-30f3 ‘& Last

Distribution :
‘F{un 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

DATABASE

Once you run your report and the Run Status changes to Success, you can view your report

using the Report Manager.

Step | Action

Report link in the Description column for your report.

1. | Navigate to: Main Menu > Reporting Tools >PS/nVision>Define Report Request>
Report Manager, click the Administration tab and select the Cash and Budget

List Explore Administration hrchives

View Reports For

User ID [besana Type v [ Last v 3 [Days v
Status ~ | Folder Vv | Instance to
Report List Personalize | Find | View All | (21| & First 1-320f32 (» Last
Report  Prcs Request g
Select D Iiatarice Description Date/Time Format Status Details

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

(*.xls)

12607362 10518459 Cash and Budget Report Posted Details

Refresh

report will save in the Microsoft Excel file format.

2. | Save the report to the desktop or another location outside of UCF Financials. The
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Reviewing the Report
The information provides details regarding the report.

Step | Action

1.| Open the saved Excel report.

SWUCF
Business Calegory Category Wchr Ln Remit Date
D |- Code: CatDescription [+ Amount [~ Supp - Supplier Name PO No - PO Amouni | More Info vouehe-| PP peeoum - o
% T d3211E00 Compiter Accassorizs, 33967 0000071561 Pty Cash Re mbLisemant BO00A 15661 16.95 Sol ISE 1 D¥I Cabla Adapter [COVID) 01530857 20200601 755005 26010
F " 4521600 Gompatr Ascsssorios 5356 7 0000071561 Pty Gash Fisimburss mon: TO00415661 2655 1azon _M Solo hoadsel for molawerk 1530657 20200504 "FSS008 010
4 " 55122000 Laborarory Farmiua 3462 EWPI7281ET CchmidKate Fioss BO00A15649 1731 1o fastanarfor portable pleviglass barrierDISIEIS  2020.08.01 800t Be0ic)
5 T 88122000 Laboralory Furr 2276 EMOVIZE1E] Sehm i Kabo Foss TO00415849 2180 rmen rack lor porable plesigl e 0153615 202009 "isseo0 26010
- * 55122000 Lsborarory Furmitra 5348 EVP1728167 GehmidtKate Rose 000415649 2674 ment Fack for omable plexiclass barnisr DISI561S  2020.09.01  F5s0nT Be0ic)
4 T 88122600 Laboralory Furrilure €256 EMO1IZ816] Sehm di Kabe Fose TO0418649 8128yl Sheet lor peable plesigl SRS ocem ESCor 2601
- * 55122000 Lboraory Furminre 7 < Foss TO0415849 3561 13te Shestior porable plesiclass baristDISIS615  2020.08.01  Sss00n Be0ic)
g T RRIIEND S Bulding Suppart a75200 Interier Certras Savices WII0415886 TEMENU ) - PEAATTACHED PROPOSAL 43838 01538882 otancdoe ianny 2a01
- T R112100 Sninternas £9.95 ‘Santiago Mariss TO0D415471 3495 JURING THE REMOTE WORK PEAIODD1s26 42 2020.0714 13711 Banicl
5 80131500 EnvLease Faniel Praperty Eldg 1750000 " BANK OF AMERICA 0415607 #75000 TOWNHOME AENTAL 6.30.20 - 8 312001630208 2020-07- faaa0 24010
- * G0IF1S00 SnvLesss Fenial Fropsry Bldg 1999500 7 BANK OF AMERIGA TOm0415837 958,00 IE TURTLE LAS FROM 53020831 2001500647 2020.06.04 43401 Bania
s " BOTE1S00  Musical Instrument FarifAoess: 18.500.00 EFlia me LLC k00415383 & 1533208 20200613 7EEUO2 23019
- " 30111700 Sw Persaansl Ascruiment aon0n " WecKay. by COND415600 saise  oR0.0s2T T13I08 Sania
% T R112100 Swvinierner 109.96 Fiaymond,Call A Go00418143 1536785 20200801 At 810y
2 T A0 Snwinternst 21995 EMPO1I0314 Faymond Gal & E000415143 360100 EANET SERVIOE THROUGH COVID- 19158068 2070.03.05 713711 g0
* 7 41120000 Laboraiory Supplies 1436000 7 0000001674 Digi-Key Carapration TO00414163 1795500 o0TORO e Diszeee 20200721 Faaton 10y
T T anzcm  Laboraory Supplies 2873500 7 COON0CBNS Mouss" Elctorics e TOI0412108 1386500 GO 10 PO 0000414103 zopn0T08  Tr3aamn 6103
5 7 41120000 Laboraiory Supplies 319200 7 0000004608 Mouser Elecironics Ine BO0414108 1396500 COTO PO 0000414109 20200708 P340t "e10g
: T Q20000 Laboraiory Supplies 1117500 7 co0004e98s 0 000413986 558750 0010 £ 413968 20007z Tisaion 6100
4 7 99005001 Postags Stamas 30407 0000086342 Manley, badisen TOX0418588 1505 SHIFMENT 2oe0ce2r  F1ams g
% * 80005001 Pstage Stamps 40107 000004834 By, Madisen TO00416588 1505 SHIPMENT 20200825 Fsens
4 7 99005001 Postags Stamas 3010 7 0o000ST1AY Hasir, Hassan T000418350 1505 POSTAGE SHIPPMENT 1522608 Frzpsot
d " 0000aCO1  Pasiage Stamps 30107 C00N0ET20 Walker, Carsen TOI0415888 1508 SHIPPING POSTAGE 01548881 30501
d " 46181700 Facs & Hesd Pratecton 17.405.50 7 0000086341 Gioaal Proma LLG 0000414821 960000 NEGH GATERS D1529313 Sariot
r " a8 o0 AudioNisualiidea Equin Asset 1459000 7 CO0D00ZI0E BANK OF AMERGa T000413620 720500 O T¥ OFERATIONSTO TV OOHID 1301828710 52006
¥ " 2121500 Srv Frintng 952564 7 0000058560 ARC Document Solstions LLG 0000415696 125.000.00 1D-19, G54 CONTRACT B3-007-14204 01525011 eaioa
< * 8212150 S Frining 308000 7 00000SAGED ARC Gacument Sol rions LG 000415606 125000100 1D-50 G54 CONTAACT G2-03F-142DA 0153541 3108
4 " g2121500 S Frintng 144500 7 0000058560 AR Bocument Solytions LLG 0000415656 12500000 1D-18. G54 CONTRACT B3-007-1 3204 01585022 eaioa
i * 47131700 Resvoom Supplies 14336932 7 0OODOCZTST Dade Paper & Bag LLC Bo00415028 03,244 50 AR AUTOMATIC TOWEL DISFENSERS 01523967 36101
r 7 47131700 FAestroom Suplies 2309965 7 000000275 Dacle Paper & Dag LLG T000415058 5224450 AR AUTOMAT G TOWEL DISFENSERS 01553968 Fas100
4 " A0 T1EOD  Snw Tem parary Fersanne 3126716 7 000D0B4ED Hospitalfty &taing Solutions LG 2000415040 500.000.00 ET-AS FEF CONTRACT ITH-181 ZICSA 5iatoh
a 7 90111600 S Tamporay Fersants| 99755 7 0000094450 Hospitality Staffing Solufions LLG T000415440 500.000.00 ET-AS PER CONTRAGT ITN-181 FIC5A aos
" ” 801 1E00  Sny Tem parary Fersanne 2662685 7 000D0BAED Hos pitalfy &afing Solutions LG 2000415040 500.000.00 ET-AS FEF CONTRACT ITH-1312CSA 513106
é 7 B01TTEND Srv Tem porary Persanre 175475 7 0000054450 Hospifal ity Stafing Solufionss LLG T000415440 50000000 £7-45 FER CONTRAGT ITN-181 1IC5A 71105
4 " 801 1B00  Sny Tem porary Persanne 118400 7 C0D0BAED Hospitalfty Safing Solutions LLG/5000415043 500.000.00 ET-AS FER CONTRACT ITH-131TICSA 513106
4 * G01TTEDD S Tem porary Persannd 250199 7 CO00USE4AD ity Stalfing Solufions LG E0N0415440 50000000 £ 4105
4 T 30111600 Sre Temporary Fersanrel 5045612 7 0000084480 Ho=pitalty Stafing Solutions LG B0a0416440 50000000 ET- 513108 28
= 7 B0ITTEDD S Tempo 121482 7 C00D0SE4ED 00415440 50000010 £ 7-AS PER CONTRACT ITK-18121C54 D Eios “ea0n)
A ” 8011800 Sne Temporary Persanne 111835 7 0000054480 Hospitalfty 3tafing Solutions LLG 5000415440 500.000.00 ET-AS FER CONTRACT ITH-1317JC5A D1532544 513106 asee)
£ ” G01TTEDD S Tem parary Pemanne 250110 7 00000SL4ED Hopitalty S4affing Solutions LLC T0I0416440 00,0000 ET 48 PER CONTRACT ITK 18174054 D1532570 raos *hoacr]
4 " 80111600 Sre Temporary Fersanrel 221324 " 0O000S44E0 Hospitalty Staffing Solutions LLG 0000415440 500.000.00 ET-AS FER CONTRACT ITN-1817JC5A D1532572 13108 280z
g ” G0ITTEDD Sy Tem potary Permanne 2310047 COND0SLAHD Ho pitalfty S4aing Solutians LLC E000416440 00,0000 ET-AS PER CONTRACT ITK 18174054 01532574 ai0s *haaor]
% " 80111600 Snv Temporayy Fersanrel 288774 7 0000084480 Hospitaliy Staffing Soluions LLG Bo00415440 500.000.00 ET-A3 FER CONTRAGT ITN-1817JG54 51522535 13108 Teaont
UoFo1 : ” G0ITTEDD  Sr Tem potary Persanna 2527 ooon0ssdE Hos pitalfy S4aing Solutians LLC G000416440 50000000 ET-AS FER CONTRACT ITK-18174054 01533353 a8 *hasor]
- — 272812 7 0000084480 Hospitality Staffing Solutions LLG 000415440 50000000 ET-A5 FER CONTRAGT ITN-18174554 D1534208 13108 egon -
FUNDTBL JRML PO_Voucher | Requirement |  (3) I T v

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

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

| ... | FUND_TBL | JRNL | PO_Voucher | Requirement
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Step

Action

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.

) E F G H 4 K b M -
Cash and Budget Report
Al COVID-19 Departments
As of: 11-Sep-20

L] ~ Fund - Title Description ~ 5Bl Budger - KKBudget - Prefncumbran~ Encumbrance~  SalaryEnc - MNon-SalaryEn~  Expenditme ~ Balance - Cash |~

7 [01010018 10001 PRES-COVID 19 0.00 (13 0.00 0.00 0.00 0.00 000 0.

8 01010718 10001 PRES-COVID 19 CFWD 0.00 0.0 0.00 0.00 0.00 0.00 000

9 101020019 10001  Board Relations-COVID 19 0.00 000 0.00 000 0.00 0.00 000

1001020719 10001  Board Relations-COVID 13 CFWD 0.00 Do 000 000 0.00 0.00 000

11 /11030019 10001  UN COMPL ETHICS-COVID 19 0.00 00 0.00 000 0.00 0.00 000

1211030719 10001  UN COMPL ETHICS-COVID 19 CFIWD 0.00 000 0.00 0.00 0.00 000 000

13 /01080019 10001 UN AUD-COMID 19 0.00 0o 000 00 000 000 000

14 01080719 10001  UN AUD-COVID 19 CFWD 0.00 0.00 0.00 0.00 0.00 0.00 0.00

1601300019 10001  UNDEV-COVID 19 0.00 000 0.00 0.00 0.00 0.00 000

1601300719 10001 UN DEV-COVID 19 CFWD 0.00 000 000 000 0.00 000 LI

1701600019 10001  INST EQUITY-COVID 19 0.00 000 000 000 0.00 0.00 000

18 [01600719 40001  INST EQUITY-COVID 19 CFWD 0.00 .00 0.00 000 0.00 0.00 000

1901810019 10001 VP GEW CN-COVID 19 0.00 0o 000 0o 0.00 000 oo

2001810719 10001 VP GEN CN-COVID 19 CFWD 0.00 000 000 0.00 0.00 0.00 000

2162010091 10001 FO-COVID 19 0.00 .00 0.00 0.00 0.00 0.00 000

22[02010791 10001  FO-GOVID 19 GFWD 0.00 000 0.00 000 0.00 0.00 000

2302030019 10001  EMCOVID 19 0.00 0.00 000 0.00 0.00 0.00 000

24 (02030719 10001  EMCOVID 19 CFWD 1,199.00 1.199.00 0.00 0.00 0.00 0.00 5274301

2562100019 10001  FN VP-COVID 19 0.00 .00 0.00 0.00 0.00 000 000

2602100719 10001  FN VP-COVID 18 CFWD 0.00 0.00 000 0.00 0.00 0.00 000

2702200019 10001  EHS COVID 19 48.00 48.00 0.00 000 0.00 0.00 47.94

2062200719 10001  EHS COVID 19 CFWD 0.00 .00 0.00 0.0 0.00 0.00 000

2302300019 10001 UN POL-COVID 19 0.00 000 0.00 000 0.00 0.00 000

30 (02300719 10001 UN POLCOVID 19 CFWD 0.00 000 0.00 0.00 0.00 0.00 167.12

31 12600019 40001 HM RES-COVID 13 0.00 0.0 0.00 0.00 0.00 0.00 68,07

32[02600719 10001  HM RESCOVID 13 CFWD 0.00 0.0 0.00 0.00 0.00 0.00 33064

3312710319 10043 BS S¥-COVID 19 10,000.00 10,000.00 0.00 0.00 0.00 0.00 7,505 64

34 12800040 10001 FO-COVID 19 70349500 703,495.00 0.00 1,815,890.25 0.00 1,815,890.25 267,604.25

36 02800719 10001  FO-COVID 19 CFWD 0.00 0.00 0.00 000 0.00 0.00 000

i il UE: D 19 0.00 000 000 0o 0.00 000 000 0.00

Y, 2000000 20000 00 o nm 00 0.0 268118 17 1R A2 4 RIL =

DTBL | JRML | PO Voucher | Requirement ® . v
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follow the one-page navigation screenshot to the define report request page.

4.| If you need to generate the report on an ADHOC basis, select the “Requirement” worksheet and

Alignment [ Humber 3 Styles Cells Eciting

35

36 |Business Unit- UCFO1

37 |Report Request ID - COVID1SY

38 |Layout: FXGL_COVID-19_Summary21
39

Reportrg Toois = PSinvision » Define Rapart Reques:

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

85
DEPT | FUNDTEL | JRNL | PO. :0.\:II' Requirement I 0

——
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