Budget Reports and Inquiry for New Users The University of Akron

Chapter 6 : Printing Reports

Steps for creating and printing reports

1.

2.

No ok

Navigate to the location of the report’s Find an Existing Value page using the menu or
the favorites that you have set.

Add a new Run Control ID if you are running this type of report for the first time

OR

From the Search link, select the Run Control ID for this report if you previously have run
this type of report.

Type in the criteria for your report. For a budget report, this might be the Budget Period
(fiscal year), Accounting Period (fiscal month) and the SpeedType.

Click on the Run button. Select PSNT as the Server and mark the reports that you want.
Click on the Report Manager link and then the Administration folder tab.

On the Administration page, click on the link for the report’s Description.

Use the standard Windows print options.

Printing Departmental Budget Reports

NOTE: If the SpeedType begins with a 5 or 7, use the Project to Date Reports menu option to
print the budget report.

Part A: Processing the Request

What you do What happens

1. From the menu, select
Process Financial Information. PeopleSoft

Then, select UA Department Inquiries.

The following page is displayed.

2. Inthe Report list, select In class, the Departmental Budget Reports —
Departmental Budget Reports Find an Existing Value page is displayed.
OR
If the SpeedType begins with a5 or 7, Departmental Budget Reports
Select PI’O]EC'[ tO Date ReportS Enter any information you hawe and click Search. Leave fields blank for a list of all values.

| Find an Existing Value " Add a New Value

Run Control ID: | beins with = | ||

I Case Sensitive

Search Clear | Basic Search [F) Save Search Criteria

Find an Existing Yalue | Add a Mew Value
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What you do

What happens

3.

If this is the first time that you are
printing a Budget Report, click on the
Add a New Value folder tab to add a Run
Control ID as outlined in the steps in the
previous chapter.

If you have an existing Run Control ID,
click on' =earch  to select it.

The Departmental Budget Reports page is
displayed.

NOTE: If you only have one Run Control ID
for that report, the criteria page for the report
will be displayed immediately. You will not
need to choose a Run Control ID from the list.

PeopleSoft.

I> Inquire ;I
~ Report
— Budnet Transactions
Ee

cal Projectto-Date
Ents
— GL Transaction Activty
Rot
— Payments by Account
— Payments by Date
— Payments by
FundiDept
— Payments by Vendar
— Projectto Date
Reports
— Epeedkey Href List
— Transactions by Date
> Supplier Confracts
> Purchasing
[+ Services Procurement
[+ Accounts Payable
> General Ledger
> SCM Integrations
> Set Up Financials/Supply
Chain
> Enterprise Components
[ Waorklist
> Reporting Tools
> PeopleTools
= Change iy Password
= My Persanalizations

|~ My System Profile -

Departmental Budget Reports

Mew Wiindow | Help | C Page | 5

Run ControlID:  BudgetReporPkR

Budget Period:
Fund Code: a

Department: Q

Program Code: l_ Q
ClassFiel | A
Speediey: Q
Accountant: I_Q

VPiColl Unit: Q
Sort by I_
Speedkey (Y)

B | ELReturnto Search | ] Previous in List | 4] Mext in List |

Report Managet  Process Manitor Run_|

—

For Departmental Budget Summary
Report Only

New Page For Each I_
Speedkey (YN

B el Upciate Display

4. Type the criteria for the report.

In this example, type:
Budget Period: 2005
Accounting Period: 2

You must indicate the Budget Period
(fiscal year) and the Accounting Period
(fiscal month).

Then, type the additional criteria to
specify the reports you need.

Click on B 5=v=] tg save the criteria to
the Run Control.

P T T T e
[ Tep Al B Reponts |

P Contiol I Gudgesenntf i FemanMananer Froess o —Pun |

Bt Perion: 2005 Recouting ]

Patiod:
P Codde: -
” . b Departmental Bidget Sunumay
Paprant Cuily
o o L
Mo Page For Lach
Class ekt L Sopadiony (YK r
Spoadiay: 200704 !
ccomsan; | O
WP Coll Unit: 4
Sort by r
Spendiey Yl
@ save et | sty
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Entering Criteria for a Budget Report

The criteria that you enter on this page determine which budgets (SpeedKeys), month and year
will print. Here are some suggestions to assist you in entering criteria.

o Enter the Budget Period (Fiscal Year) and Accounting Period (Fiscal Month).
These are required fields. Then determine what additional criteria you need.

o To print the reports for a single budget, enter the SpeedKey. If you enter a SpeedKey,
only three fields should have criteria: Budget Period, Accounting Period and
SpeedKey.

{ Departmental Budget Reports

Run Control ;. BudgetReponPR Report Mananer  Process Monitor Run
Budget Period: |2005 Accounting 2
Period:
Fund Code: Q
Department: Q For Departmental Budget Summary
Report Only
Program Code: Q
i New Page For Each r
Class Field: Q speedkey (YN):
Speediey: 200704
Accountant: =
VPColl Unit: Q
Sort by r
Speedkey (V)
&) save [Er 2da ‘ | Update/Display |

o To print the reports for an entire department, enter the first five characters of the
Department ChartField followed by a percent sign %. For example, A0660% would
print all the budgets for the Mechanical Engineering department on the Akron
campus.

{ Departmental Budget Reports |

Run Control ID:  BudgetReportPR Eeport Manaoer Process Monitor Run
Bugget Period; [2005 Accounting 2
Period:
Ode:
Department: A0660%| & For Departmental Budget Summary
Report Only
Program Code: Q
. MNew Page For Each r
Class Field: Q Spoedkey (Y
Speedkey: Q
Accountant; Q
VP/Coll Unit: &
Sort by |—
Speedkey {Y):
& save EsAdd UpdateDisplay
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o To print the reports for all the budgets with a certain Fund Type, enter the first digit
of the Fund Type followed by a percent sign %. For example, 1% would print all of
your budgets with unrestricted Fund Types, 2% would print budgets with an auxiliary
Fund Type, 3% would print budgets with restricted Fund Types.

{ Departmental Budget Reports

Run Control I BudgetReportPR Eeport Mananer Process Monitor Run

Budget Period; [2005 Accounting 2

Period:
For Departmental Budget Summary
Report Only
i New Page For Each |—
Class Field: Q Speedkey (YNY
Speediey: Q
Accountant: Q
VPColl Unit: Q
Sort by |—
Speedkey (Y):
& save B A UpdateDizplay

NOTE: After you enter the criteria, click on @l to save the criteria to the Run Control.
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Using Lookup

If you do not know the valid values for a field, use the Lookup button & for that field. In this
lesson, you decide to enter the criteria to print all the budgets for your Department, but you do
not know the first five characters for your Department.

What you do What happens
5. Click on the Lookup button A/ for the | The Look Up page is displayed with the first 300
Department field. rows of the Department list.

In PeopleSoft search results generally are limited to
300 rows. Some of the search results restrict the
results to a lower number.

Look Up Department

SetlD: AKRON
Department: |begins withjl

Description: | hegins withj|

Manager Name:| hegins with j |

Look Up | Clear | Cancel | Basic Lookup

Search Results
Only the first 300 results can be displayed. Enter more information ahowe and search again to reduce the numhber of search results.

Wiew Al 1-100 of 300 [p] Last

Department Description Manager Name

AD322000 Bioloogy Stinner.Jerry M. Or.

AD322001 Bioladgy Stinner.Jerry M. D,

A0322002 Medical Tech Hospital Fees Stinner.Jerry M. Dt

AD322003 Course Fee-Bioladgy Stinner.Jerry M. D,

AD322004 Biolagy Discretionary Acct Stinner.Jerry M. Dt

AD322005 Bath Mature Preserve Stinner.Jerry M. D,

AD322006 Start-Up Funds-Robert Duff Stinner.Jerry M. Dt

AQD322007  Start-Up Funds - L Fraser Stinner.Jerry M. D,

AD322008 Start-Up Funds - Qin Lio QinLiu Dr.

AD322008 [DE Distr- Gwinn Gwinn,John Dr.

AD322010 |DEC Distr- Ledinko Ledinko,M. Dr.

AD322011  |DC Distr- Salisbury Salisbury,R. Dr.

AD322012  |DC Distr- Turner Turner,Monte Dr.

AD322013  |DC Distr- Olive Olive,J. Dr.

AD322014  |DC Distr- Walra Walro,[. Dir.

6. You probably will search by the The Look Up page is displayed with your search
Description or Manager Name criteria.
fields. To do so, you select an L

, ook Up Department

operator at the down arrow and type
the search text in the edit box.

a. In class, click on the down arrow | e _AkRON
for the Description field and Department:  [begins with ]
select contains. Description:  [contains ¥ |[Eng|

b. Inthe edit box, type Engl' Manager ane:lhegins wivith jl

Look Up | Clear | Cancel |Eagic Loaokup
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What you do

What happens

7. Click on LaoakLlpn

The items that match your criteria are displayed in
the Search Results at the bottom of the page.

Look Up Department

Setilx
Department:

ARRON
| begins with x|
ﬂ |Eng|

Manager Name: | hegins with j |

Description: | cantains

Loak Up | Clear | Cancel |Basic Lookup

Search Results

Department Description

1-17 of 17
Manager Name

A0330002 Course Fee-English Eeep,Diana Or.
WOI30002 Course Fee-English-Wayne blank

AD330000  English Eeep Diana Dr.
A0330001  English Eeep,Diana Dr.
AQ0330024 English- Faculty Startup Eeep Diana Dr.
WO3I30000 English - YWayne College hlank

WO330001 English - Wayne College blank

AQ043000  English Languade Institute Deane,Debra
AS043001 Enalish Languane Institute Ceane.Dehra
W1303000 Gen Stu-Endlish Comp-YWayne (lank)

W1903001 Gen Stu-English Comp-YWayne (hlank)

A1903000 Gen. Stu-English Comp ThelinMWilliam Dr.
A1903001 Gen. Stu-English Comp ThelinWilliarm Dr.
A4257011  Grad AsstSchol-English Mewkome, George D,
A4257068  GA Stipend-English Mewkame, Gearge D,
AD330005 Info Tech Fee-Endglish Reep Diana Dr.
AD330018 |DC Distr - English Eeep Diana Dr.

Review the Department IDs for English in this list.
Remember that the first character of the Department
ChartField defines whether the department is on the
Akron or Wayne campus. The following four
characters are the home department.

The first five characters for the English Department
on the Akron campus are A0330 .

8. Click on any link to select that row.

In class, click on | Cancel |

The Departmental Budget Reports page is displayed.
If you selected a link, that value is entered.

To request all the English Department budget
reports, you would enter A0330% in the Department
field on the Departmental Budget Reports page.

Department: IAU33U% 4

NOTE: To lookup a list of the SpeedKeys to which you have security, click on the Lookup tool

next to the SpeedKey field SpreedKey:
values to display.

Q . Lookup generally has a limit of 300

Ver. 2006.12.07
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More on Entering Criteria

What you do What happens

9. Inclass, enter the SpeedKey, 200704.

10. If your criteria will result in the printing

of the report for more than one budget [
(SpeedKey), review the following. Pt st S

a. To sort the printed reports in the
order of the SpeedKeys, typea Y in
the Sort by SpeedKey field.

b. If you have requested the
Departmental Budget Summary
Report and would like each
SpeedKey’s report to begin on a new
page, type a 'Y in the New Page for
Each SpeedKey field.

B save The word Saved is displayed briefly in the upper
to right corner of the page.

11. Click on the Save button
save the criteria.
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Using the Process Scheduler

What you do

What happens

12. Click on the Run button ﬂl .

The Process Scheduler Request page is
displayed.

Process Scheduler Request

User ID: et e Run Control Il BudgetReportFR

Server Name: I :l' Run Date: |1 11412006 #

Recurrence: I :l' Run Time: |1D:48:1 A4 Resetto Current DaterTime |

Time Zone: I Q

Select Descl'ilnio“ Process Name Process Tﬂ)e M ‘Format Distribution
™ DeptBudget Summary UBDS0001 SQR Report [wen  =][PDF =] Distribution
[ DeptBudget Detail UBDS0002 SQR Report [wen  =][PDF =] Distribution
[~ DeptBudget Surmmary-One Line UBDS0004 SQR Report [wen  =][PDF =] Distribution

ks | Cancel |

13. Server Name should be PSNT.
14. The following fields will default to:
Run Date: Current Date (System Date)

Run Time: Current Time (System Time)
15. For the reports that you wish to run, click

to place a check mark in checkboxes for
the Select field.

16. Note the following fields will default to:
Type: Web
Format: PDF

NOTE: To send the report to a file that
can be opened in Excel, change the

Format to CSV (comma separated value).

At this time, only the PDF and CSV
formats are valid as choices.

Process Scheduler Request

User ID: TRAINODT Run Control ID: BudgetRepantPkR

Server Name: PENT ~| RunDate: 0101312005

Recurrence: T| RunTime:  [3:14:16AM Resetta Gurrent Date/Time
Time Zone: | Y

s

Process Type Type *Format

SOR Report weh | [PoF =] &
SGR Repart web  ~| [FDF ~| E&
SOR Report weh | [PoF x| &

Process Name
UB0s0001
UBDS0002

Select Description
¥ DeptBudget Surnmary
I DeptBudgst Detail

r Dept Budget Summany-0ne Line UB0Ds0004

QK Canisl

17. Click on the __9%__ | putton.

The word Processing will flash in the upper
right corner of the page.

The Departmental Budget Reports criteria page
is displayed.
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Part B: Using the Report Manager

What you do

What happens

1. Note the Process Instance number(s) at
the top, right of the page. These numbers
are needed to print the requested
report(s).

There will be one, unique Process
Instance Number for each report.

2. Click on the EepartManadger |ink at the
top of the page.

The Process Instance numbers and the Report
Manager link are available at the top, right of
the page.

Report Manager link

Departmental Budget Reports

Run Control ID:  pudgetReportd

Report Manzger ) Process hionie Run

Process Instance:70,71
Accounting 1
Period:

Budget Period: |2004

Fund Code: l— g
Department: l— @
Program Code: l_ @
a
SpeedHey: 200704 =]
Accountant: l— %

For Departmental Budget Summary
Report Onhy

New Page For Each I_

Class Field: Speedkey (YMN):

VPColl Unit: =Y
Sort by [

Speedkey (Y):

e 2 reports were
requested, so

there are 2

B savel Q) Retumn to Search | | +ENext in List

numbers.

In this example,

process instance

After selecting the Report Manager link, the
Report Manager pages are displayed. The List
page will be on top.

Emlorer | Ust | Administraion | Archives |

Falder: vl owetane [ we[ Hutneh
wames[— creaedom:| [ Last[ ] [Dam =]

Customge |

Completion Process
Bapon Descrton
Bapoat Enltier Name DateTime Eapoa 10 \nstance
1 Rupul
G0 back 1o Depanmentsl Budns! Repors
Bsave
Exmlorer | List| Agminisiration | Archivas

3. Click on the folder tab for the
Administration page of the Report
Manager.
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What you do

What happens

4. Use the Prcsinstance column to locate
the Process Instance number for the
report to be printed.

The Administration page is displayed. The list
of reports available for your operator ID is
listed.

5. The report is not complete and available VI
for printing until the Status column reads B e IS
POStEd Status: =] Folder:| 7| mstance: | to: |

ewall | B Fir. 0 orz [ Last
Click on the Fefresh button to update r 448 LamaurjgalDetaH E:%EEE\E" g:éz)a Posted  [petails
the display and to see the change in the S L L NG
status. The display does not refresh
automatically. You may nee;d to cllc_k on S T
the Refresh button several times until the
Status changes and the column reads -
Posted . List| Explorer | Administration | Archives
In Report Manager, there are several status
The Delete button is not operable. levels:
Reports are deleted automatically Scheduled | The process was just added to the report
on the eighth day. See the NOTE at ___| request. -
th d %th' | y Processing | Process Scheduler has initiated the
€ end ot this lesson. program and is running the process at
that time.
Generated | The report has finished processing and
all files are available for transferring.
Posting The report is in the process of being
transferred to the Report Repository.
Posted The report has finished posting and is
ready to be viewed.
6. Once the report status is Posted, use the

Description column to locate the report
and click the report name to open the
report.

The report name will become a
hyperlink once the status is Posted.
Use this hyperlink to view the report.

The Administration Page:

List Explorer

ini i Archives

o
[ |

User ID:

[ - | st
il NG

|_1 Days ~| Refresh

| mstance: | to: |
First [ 1.2 o2 [¥] Last

Status

Type:
Status: [ e

Request

Select Date Time

Report  Prcs
o

Description
Instang Description

Eormat Details

1111412008
10:55:30AM
111412008
10:55:30AM

Acrobat
- pdn
Acrobat
" pdf)

r 449 Dept Budget Detail Posted  Details

~ 443

Select All Degelect Al

Delete | cickthe delete button o delete the selected report(s)

Cept Budget Summary Posted  Details

Go backta Depadmental Budget Reparts

E save

List | Explorer | Administration | Archives
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What you do

What happens

7. Note that the report opened in a second
window, separate from the original
window for PeopleSoft.

On the Windows’ task bar at the bottom
of the screen, there is a button for the
Report Manager and a button for the
display of the report.

iseon| | ) & O F E @

@ Departmental Budget Rep... | | @ http://1

After selecting the report name link, the budget
report is displayed in the browser as a PDF file,
as shown on the following page. This window is
a new window, separate from the window in
which the Report Detail page is displayed.
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What you do | What happens

- Microsoft Internet Explorer

J File Edit GoTo Favorites  Help

J \_/JEack &l - IXL| IzL| ;\J| /.-‘:Search

J Address sz

Adobe Acrobat
Reader’s toolbar

—

=1

J Links @ ‘ahoa! @'] My Yahoa! @'] Dogpile \Web Search Home Page

BSavaaCom‘ =1 »’ @ WSearch H \":‘ Ik Select

Y!"

PECElesoIt GL

CEPRRTHENTAL BUDZET SUMHARY

Printer tool

Pages

Lo ger Pariod: o: Progran: SpeedEsy: 01240V Lesation: %
Acctunting Pericd: 2 Tapartment: ¥ Class: Azcountant :
Eudgated Ealance Esfora Cpan Availibls
Dazcripticn Aacant MID Rotivity  ¥TD Activity Ceanitmants Coamitnsnts Ealance
CFER. 1201240} Machanizal Engimesring Eatur, Calal Tr.
5000 Full Time Faculty 1.298,14 .383.34 1,2285,758.66
EC40  Sumner Facult 182,503, 83 <122,503 .62
5200 Full Time Stalf 0.0 15,352,168 124,052.75
E300 Craduats Assistants 265,23 4,553, 51 -4,823.04
S600 Frings Esnefits 33,242.53 33.342.53
*Total Conpsnsation 1,478,130.22 245,745.47 1,232,384.75 1,232,384.75
Studsnt Assistants 1z,363.00 1,436.50 11,436.50
Suppliss L Services 4.654.04
Communications
NCTEDLE Equipment
Travsl & Hespitality
Studsnt Al
Cost Eharing
*Toral OLBET Costn 284,235.02 5,452,852 110,765 .88 4.654.04 105,111.84
*+Funa/Departoent Total 1,752,365.24 97,828.23 415,218.61 1,243,150.63 4.654.04 1,338,4%6.59
OPEN COMMITMENT STATUS
Liguidating
Acct ] Jrml 18 Dats Vandor Crigimal Ancunt Ancunt
s75s EE1303E 2004-07-3F  Copier Salss Ins 3,33 555 .50
5763 COCD030S4S 2004-08-12  Rotco's Pizza Shop 33,
5768 EBE23035 2004-07-2%  Copler Ealss Inc 1,808 342 .45

Pa

Fun Time 10:54:3:

Comments \l\ Attachments

Ena of Report

L=}

1of1

[0

I T —
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Part C: Print the Report

What you do

What happens

1. Click on the Printer tool - in Adobe
Acrobat’s toolbar.

The Print dialog box is displayed.

2. Change any printing options as needed.
Click on OK.

The report is directed to the printer.

3. Close the Adobe Acrobat window by
clicking on its X.

The Administration page is displayed.
List Explorer | Administration Y Atchives

IS +] Refresh

| mstance: | to: |

Type: | - | Last:
= rotder:|

User ID:

Status: |

First [ 1.2 2 [ Last

Report Prcs o
Select o Instance Description 2 Format Status Details
1111412008 Actobat
Dept Budoet Detail Details
~ 448 522 Dept Budset Detail 1065 3080 ain Posted  Details
1111412008 Actobat
Dept Budoet Summary Details
= 448 821 Dept Budset Summat 1055 300 frnn Posted  Details
Y erect an Deselect Al

Delete | click the delete button o delete the selected report(s)

P Gohackin Deparmental Budaet Renorts

B save

List | Explarer | Administration | Archives

4. To return to the Departmental Budget
Reports criteria page, click on the link

Go hackto Departmental Budiet Reparts

OR

Make any selection from the menu to
begin another task

OR

Click on the link in the
Navigation Header at the top right corner
of the page to exit from PeopleSoft.

If you clicked on the link
Go backto Departmental Budget Reports

, the
Departmental Budget Report criteria page is
displayed.

| Depammaial B Repons |

P Contral il BudguieponFR Hepgr Mareae Process Mongir

ket Pk [200%
Fued Coddat N
—

Depantinant:

Accomtig
Parloil:

For Depmtinental Budget Sommary
ot O

M P Foa Eachi [
Speedbey (vVHc

Chass Fielk: A
Speadiiey  [201240 !
necomnan: |

VP Coll Uit 4

NOTE:

A report that you have run will be saved and available to you for seven days from the time that
you ran the report. On the eighth day, the report is deleted from the system automatically.

To view and print a saved report, navigate directly to the report manager.
Enter the path: Reporting Tools, Report Manager. Click on the Administration folder tab.
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