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Reporting Overview

This overview provides basic information about the various reporting

options and how to run them.
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Query Reports

Possible situations when this type of report should be run: Use this type of report when you want to
extract raw data to be viewed on your screen or to format using Microsoft Excel

WorkCenter Navigation: (Any) WorkCenter > Reports/Queries > Reports/Processes > Report Monitoring
> Query Viewer

Or

Navigator Menu Navigation: Reporting Tools > Query > Query Viewer

Review the various reporting manuals to determine the name of the query you want to run and type its
name into the Search By box. You may also enter the beginning of the name if you are unsure of the
entire name. Click the Search button.

Travel and Expense WorkCen ©  «

uery Viewer

Main Reports/Queries Q y

[g] Queries C ov | Enter anuiniormation vou have and click Search | eave fielde blank for 2 list of all valies

< Expense Query *Search By [Query Name V] -negmsiti NT_ACCOUNT_ALLFIELDS_DTL
O Expense Coordinator List Search Advanced Search
D Expenses Security Form

Search Results

*Folder View |— All Folders - ¥

Query Sarsooalize | Fiaddid g B First 4/ 10f1 ‘&' Last
NOT_POSTED
ey Jg Query Name Description Owner  Folder Ruriio |8in i 5,‘:1’:’ Definitional References ~ £0010
VT_ACCOUNT_ALLFIELDS_DTL Accr Activity All Fields Dtl Public HTML _Excel] XML L_Sched Lookup References Favorite

My Favorite Queries

Clear Favorites List

dlh Reports/Processes T ov

D Assistance

< Report Monitoring
7 Query Viewer
& Report Manager
5 Process Monitor

Run the query in one of three ways (do not click Run to XML —that feature is not used in VISION):

1. HTML-Click the HTML link. A new tab opens with a list of the prompts.

VT_ACCOUNT_ALLFIELDS_DTL - Accr Activity All Fields Dt

View Results

GLUnit Dept Fund  Account Account Descr Program  Project  Class  Amount  'SRC'  Joumal D Line # Journal Date Status Tran Ref/AP Voucher Vehr Line Dstline  Vendor Vendor Name
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Fill out each prompt with the data that you are looking for. Click View Results. The results
populate the screen below. At this point you can view the data on the screen. If you decide
that you would like to save or manipulate the data click the Excel SpreadSheet link.

VT_ACCOUNT_ALLFIELDS_DTL - Accr Activity All Fields Dtl

From Date p7/01/2019 |[5)
Thru Date 07/01/2019 |[5)

GL Business Unit (%=All) 1130 _|Q_
Department(%=All) 1130030000 |Q
Fund (%=A1) 10000_|Q

Account (%=All) % Q
Program (%=All) % Q

Project/Grant (%=All) % Q
(%=Al) % Q

View Results

Download results in CSV TextFile XML File (6 kb)

View Al First 1-14 of 14 Last

GL Unit Account Descr Program Project Class Amount 'SRC' JoumallD Line# JoumalDate Status Tran Ref/AP Voucher Vchrline Dstline  Vendor Vendor Name
01130 Accounts Receivable 00 GLJ AR02664752 1 P 0
2 01130 unts Payable - Vendor 0 7.080 APV AP02664383 1 P 00030091 1 Celico Partnership
3 01130 unts Payable - Vendor 0 0.570 APV AP02664883 1 P 00030086 1 V.B. Mason Co., Inc
4 01130 200001 Accounts Payable - Vendor 0 AP02664883 1 P 00030090 1 k - DS Services of America,
5 01130 200001 Accounts Payable - Vendor 0 /  APD2664333 1 P 00030089 1
6 01130 200001 Accounts Payable - Vendor 0 AP02664883 1 P 00030088 1 mmunications, Inc
7 01130 200001 Accounts Payable - Vendor 0 /  AP0266. 1 P 00030090 2 Crystal Rock - DS Services of America,
8 01130 421040 Sale of Books AR02664752 2 P 0
g9 01130 0 Rental of Equipment hicles AP02664883 8 P 00030090 2 Crystal Rock - DS Services of America
10 01130 2 Telecom-Telephone Ser AP02664383 9 [ 00030088 1 C: c nications, Inc
1 01130 2 AP02664383 9 P 1 Consolidated Communications, Inc
12 01130 ) APV  AP02664333 0 P 1 Celico Partnership
13 01130 0030000 70 APV AP02664383 2 07/01/24 P 1 W.B. Mason Co,, Inc
14 01130 000 25.880 APV AP02664883 3 07/01/2019 P 00030090 1 Crystal Rock - DS Services of America

2. Excel - Click the Excel link. A new tab opens with a list of the prompts.

VT_ACCOUNT_ALLFIELDS_DTL - Accr Activity All Fields Dtl

From Date | [
Thru Date &}
GL Business Uni ) Q
Department Q
Fund (9 Q
Account (%=All) Q
Program (%=All) Q
Project/Grant (% Q
Class (%=All Q
View Results
GL Unit Dept Fund Account Account Descr Program Project Class Amount *SRC* Joumnal ID Line # Journal Date Status Tran Ref/AP Voucher Vchr Line Dst Line Vendor Vendor Name
Fill out each prompt with the data that you are looking for.
VT_ACCOUNT_ALLFIELDS_DTL - Accr Activity All Fields Dtl
From Date 07/01/2019 M
Thru Date 07/01/2019 @
GL Business Unit (%=All) 01130 |Q_
Department(%-= Q
Fund (%
Account (
Program (
Project/Grant (%=All) % Q
Q
GL Unit Dept Fund Account Account Descr Program Project Class Amount ‘SRC* Joumnal ID Line # Journal Date Status Tran Ref/AP Voucher Vchr Line Dst Line Vendor Vendor Name

Click View Results. The results open in a Microsoft Excel Window.
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3 ‘01130
4 fo1130
5 fo1130
6 (01130
7 fo1130
s 01130
9 "o1130
10 fo1130
11 01130
12 'o1130
13 f01130
14 01130
15 01130
16 01130

3|

.

1130030000 1000( 110001
"113003000¢1000¢ 200001
"113003000¢ 10000200001
"113003000¢ 10000200001
"113003000( 10000200001
"113003000¢ 10000200001
"113003000¢1000¢ 200001
"113003000( 10000321040
"113003000¢ 10000514500
"113003000( 10000516652
"113003000( 10000516652
"113003000(1000¢516659
"113003000¢1000¢ 520000
"113003000( 10000520712

Accounts Receivable

Accounts Payable - Vendor 1010
Accounts Payable - Vendor 11010
Accounts Payable - Vendor 11010
Accounts Payable - Vendor 11010
Accounts Payable - Vendor 1010
Accounts Payable - vendor 1010
Sale of Books

Rental of Equipment & Vehicles 11010
Telecom-Telephone Service 11010
Telecom-Telephone Service 1010
Telecom-Wireless Phone Service 1010
Office Supplies 1010
Water "11010

15.000 GLY
-667.080 AP
-330.570 AP

-25.880 AP
-25.110 AP
-14.500 AP
-0.990 AP
-15.000 G
0.990 AP
14.500 AP
25.110 AP
667.080 AP
330.570 AP
25.880 AP

At this point you can edit the data, sort it, use filters, subtotal, create pivot table and use any

other Excel feature to format the data to your specifications.

3. Schedule - Click the Schedule link, see the section titled “Schedule a Query” for specific
instructions on how to schedule a query.

5|Page



nVISION Reports

Possible situations when this type of report should be run: Use this type of report when a report layout
already exists or a matrix or tabular report is required (contact Financial Reporting for a new layout).

Navigator Menu Navigation: Reporting Tools > PS/nVision > PS/nVISION Schedule Requests

The Report Request Find an Existing Value page loads

Report Request

Find an Existing Value

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

) Recent | Choose from recent searches V‘ & [ Saved ‘ Choose from saved searches "| 4
Searches Searches

Business Unit ‘ begins with v| I| QI

Report ID ‘ begins with V| ‘

Description ‘ begins with v| ‘

~ Show fewer options

O Case Sensitive
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Enter your Business Unit (required) and Report ID (leave blank if unknown), click Search

Report Request

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

7)) Recent | £ponce from recent searches v‘ /[ saved Choose from saved searches v| V4
Searches Searches

Business Unit | begins with v| 01115 Q

Report ID | begins with V| ‘ |

Description | begins with V| ‘ |

~ Show fewer options

[ Case Sensitive

—_—

. -

—

v Search Results
11 results Business Unit "01115"

1-100f 11 ~| > > | ViewaAll
Business Unit Report ID Description
01115 APPSUM Appropriation Summary >
01115 BA01000 Budget to Actuals - 1115001000 >
01115 CAFR_BS CAFR Prop Balance Sheet >

A list of reports for your department will be shown. Select the report you want to run.

7|Page




The Report Request screen loads with the last saved data populated. Make desired changes to the date
box. Be sure that Type is Web and Format is Microsoft Excel Files (*.xls). No other fields should be

changed.

PS/nVision Schedule Requests

nVision Report Request Advanced Options Query Prompts

Copy to Another Business Unit/ Clone

Business Unit: 01115 ReportID: APPSUM
P Delete This Report Request

Report Title: lP\ppropriation Summary l Transfer to Rgpon Books
Process Monitor
Report Manager
Share This Report Request
“Layout: | VT_APPROP_SUM |

v Report Date Selection

“As Of Reporting Date: | Specily v Hoafsmzmg

“Tree As Of Date: | Use As Of Reporting Date V|

Override Tree As of Date if Specified in Layout

“ QOutput Options

“Type: | Web V| Scope and Delivery Templates
“Format: | Microsoft Excel Files (* xIs) V|
l Run Report l

l Return to Search H Motify l Add Update/Display

nVision Report Request | Advanced Options | Query Prompts

Click the Advanced Options tab.
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The Advanced Options page loads. Choose whether you want data from just your business unit or data
Statewide by selecting the checkbox Data from Requesting B.U. Only. In most cases the report request

should already be set up appropriately. Do not make any other changes to this page. Click the nVISION
Report Request tab.

PS/nVision Schedule Requests

nVision Report Request Advanced Options Query Prompts

Business Unit: 01115 ReportID: APPSUM

v Advanced Report Instance Options

Enable nPlosion If Specified In Layout
(] Translate Summary Ledgers to Detail
| Data From Requesting B.U. Only |

| | Time-out Minutes

v Foreign Language Translation

Enter an alternate language code for automatic translation.
Available if alternate language features are in the layout.

Language:

Enter Delivery Template Options - View All

‘ Return to Search H Motify ‘ Add Update/Display

nVision Report Request | Advanced Options | Query Prompts

The original report request tab reloads. Click the Scope and Delivery Templates link.
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v Qutput Options

*Type: ‘ Web v| Scope and Delivery Templates
“Format: ‘ Microsoft Excel Files (*.xIs) V|
Run Report l

The below page loads. Enter or lookup your desired scope or leave blank if the report does not require a
scope. A scope is similar to prompts in a query but are predefined. If you are unsure or what scope to

use or need a new one please contact vision.acfr@vermont.gov Do not change any other fields on this
page.

10| Page


mailto:vision.acfr@vermont.gov

Business Unit: 01115

Report Scope:
Q

Folder Name:

Enter your report scope.

nVision Web Output

Help

Report ID:  APPSUM

Scope Definition

|

Retention Days: |:]

Directory Name Template:

l CANVISION REPORTS\%RID%

Enter a Folder name for your instances. Use

Content Description Template:

variables to create unique Folder names. If
the folder doesn't exist PS/nVision will create
the folder in Report Manager.

Examples: Reportsi\%SFV%- %RID% htm,
%FY4% %RTT%\

Enter a description of the report instances for identification

% RTT%-%ASD%

in Report Manager. Use variables to dynamically create

Security Template:

the descriptions.
Examples: Stmt. Rev & Exp, Vacation Register - %5SFV%

|

Enter user IDs or variables to give access to report
instances in the Content Repository.

Examples: "UVP1,U.SMITHJ", "UVP1;R:Manager”,
"%DES DEPTID OPRID.OPRID%"

Click OK. The Report Request page reloads.

11| Page



Click Save. Click Run Report. The Process Scheduler Request page loads. Change the run date and run
time if you want the report to run later than now, otherwise leave the loaded date and time. Leave all
other selections the way they are. Click OK.

Process Scheduler Request X
Help
User ID Run Control ID
Server Name v Run Date |01/03/2024 =
Recurrence | ~ Run Time |11 46:47AM | Reset to Current Date/Time
Time Zone | Q
Process List
Select Description Process Name Process Type ~Type -Format
nVision Report NVSRUN nVision Report Default V| ‘ Default v

The Report Request page reloads. Click the Process Monitor link.

nVision Report Request Advanced Options Query Prompts

Copy to Another Business Unit / Clone
Delete This Report Request
Transfer to Report Books

Business Unit: 01115 Report ID:  APPSUM

Report Title: ‘Appropriation Summary [Frocess Monitor ]
Report Manager
Share This Report Request
“Layout: |VT_APPROP_SUM ‘

v Report Date Selection

“As Of Reporting Date: | Specify V| |054’30f2019 |

“Tree As Of Date: | Use As Of Reporting Date V|

Override Tree As of Date if Specified in Layout

“ QOutput Options

“Type: | Web V| Scope and Delivery Templates

“Format: | Microsoft Excel Files (*.xIs) V|

I Run Report l Process Instance: 12436390

l Return to Search H Notify ] Add Update/Display

nVision Report Request |  Advanced Options | Query Prompts
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The Process Monitor page opens. Click Refresh until the Run Status is Success, and the Distribution
Status is Posted. Click Go back to Report Request.

Process Monitor

Process List Server List

View Process Requests

User ID |DBROCHU Q | Type ‘ v‘ ‘Last V| |71‘ ‘ Hours v‘ Refresh
Server | V| Name ‘ Q ‘ Instance ‘ ‘ Range
Run Status | V‘ Distribution Status ‘ V‘ Save On Refresh Report Manager

v Process List

g8/q| 1Aof1 v | View Al
Select Instance Seq. Run Control ID | Process Type :Igon::ss User Run Date/Time Run Status ?E:Li:utiun Details Actions
12436409 nVision Report NVSRUN DBROCHU 01/04/2024 7:56:28AM EST Success Posted Details v Actions

Go back to Report Request

Notify

Process List | Server List

The Report Request page reloads. Click the Report Manager link.

PS/nVision Schedule Requests

nVision Report Request Advanced Options Query Prompts

Copy to Another Business Unit / Clone
Delete This Report Request

Transfer to Report Books

Process Monitar

Report Title: |}C\ppropriati0n Summary | |Rep0rt Manager |

‘ Share This Report Request

Business Unit: 01115 ReportID:  APPSUM

“Layout: |VT_APPROP_SUM

“ Report Date Selection

*As Of Reporting Date: | Specify V| ‘Uﬁf3ﬂf2019 ‘

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

M Override Tree As of Date if Specified in Layout

~ Qutput Options

*Type: | Web v | Scope and Delivery Templates
*Format: | Microsoft Excel Files (* xls) V|
l Run Report l

l Return to Search H Notify l Add Update/Display

nVision Report Request | Advanced Options |  Query Prompts

13 |Page




The Report Manager List tab opens. The Reports are not accessible from this page. Click the

Administration tab.

Go back to Report Request

Save

List | Explorer | Administration | Archives

Report Manager
List Explorer Administration Archives
View Reports For
Folderl V| Instance | | to | | l Refresh l
Name | | Created On | | |Last V| | 1||Days v
Reports
‘ 2] ‘ Q ‘ 14 of 1 v | View Al
Report Report Description Folder Name g:g?.:.?:j:" Report ID I':;:::;:
Appropriation
1| Summary- APPROPRIATION SUMMARY- General 01/04/24 7-5TAM 5513332 12436409
2019-06-30 2019-06-30

The Administration tab opens. Click the hyperlink for the report description that you ran.

Click the delete button to delete the selected report(s)

Go back to Report Request

Save

List | Explorer | Administration | Archives

Report Manager
List Explorer Administration Archives
View Reports For
UseriD [DBROCHU |  Type | v [Last o | s [pays |
Status ‘ v| Fclder| v| Instance | | to ‘ ‘
Report List
| = | Q | 14 0f1 v | View Al
Report Prcs & Request .
Select D Instance Description Date/Time Format Status Details
Microsoft
o 5513332 12436409  |Appropriation Summary-2019-06-30 QU022 ExcelFiles  Posted | Details
o (*xls)
Select All =) Deselect All
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The Report opens in Microsoft Excel.

B

5
7
8
3
10
11
12
13
14
15
16
17
= 18
19
20
2
22
23

C

2 |Bus Unit: 01115

3 |Bus Unit Name: Finance &
4 |Report Layout: VT_APPROH_SUM
5 |ReportID : APPSUM

Deptid

1115001000

Total

E

Management-FMS

Description
Total General Fund
Total Transportation Funds
Total Education Fund
Total Global Commitment Fund
Total Special Funds
Total Federal Revenue Funds
Total Fish & Wildlife Funds
Total Capital Projects Funds
Finance & Mgmnt- FinOps
Total Proprietary Funds
Total Fiduciary Funds

Finance & Management-FMS

Encumbrances

Expenditures

2,952,076.94
2,952,076.94

2,952,076.94

[} N o
Fiscal Year: 2019
Through Period: "2
Remaining
Dollar Amount Percent
- 0.00%
- 0.00%
- 0.00%
- 0.00%
- 0.00%
- 0.00%
- 0.00%
- 0.00%
19,453 .06 0.65%
19,453.06 0.65%
- 0.00%
19,453.06 0.65%

Memo- only
Pre-encumbrances
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Bl Publisher and SQR Reports

Possible situations when this report should be run: When a delivered module specific report is desired.
Refer to each module’s reporting manual for a list of reports.

Navigation: These types of reports are located within all modules, many of them have a separate folder
within the module navigation menus.

NavBar: Menu {‘é‘; NavBar: Menu &

A

A Menu > General Ledger

Menu ®
® - General Reports

Recently Visited General Ledger = Cash Account Summary
Average Daily Balance > My Freferences = Essbase Load Request
|:_ {@} E Essbase Load Setup
My Preferences E Cash Flow Statement > O

Favorites E InterUnit Activity

Close Ledgers 3
Q — H Journal Entry Detail
. Wenu
Favorites. Consolidate Financial Data > E Journal Entry with Attributes
= Journal Line/Acctg Reconcil
— External System Integration >
= Ledger Activity
WMenu

Federal Reparts
P ? = Ledger Activity with Attribute

Fusion Accounting Hub > E Ledger Summary

E Ledger vs Journal Integrity
E nVision Request Summary

General Reports > = nVision Scope

General Ledger Dashboard

GL Subsystem Reconciliation 3 = Standard Joumals

= Trial Balance

I — V't Trial Bal -all bus_units v

GL WorkCenter

Navigate to the report you want to run.

VT Trial Balances all bu's

. e Add a New Valug
Find an Existing Value ®
Search Criteria
Enter any informatien you have and click Search. Leave fields blank for a list of all values.
2 Recent Searches | Choose from recent searches v| ¢ [ Saved Searches [Choose from saved searches v| &

Search by: RunControliD beginswitn[ |

w Show more options

Search Clear
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The Run Control Page for your report loads in the Find an Existing Value tab. If you have an existing run
control enter that in the search box and click search. If you do not have an existing run control, click on

the Add a New Value tab. Enter a unique name in the Run Control ID box and click Add.

Find an Existing Value @ Add a New Value

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

©) Recent Searches | Choose from recent searches v| & [ Saved Searches [ Choose from saved searches O

Search by:  Run Control ID begins with | TRIAL_BALANCE

“ Show more options

Search Clear [] Save Search

Search Results
1result Run Control ID "TRIAL_BALANCE"

View All| B2 First ‘4’ 10of1 ‘b Last
Run Control ID Language Code
TRIAL_BALANCE English >

Add a New Value Q.. Find an Existing Value

*Run Control ID [TRIAL_BALANCE

Add

The report criteria page loads

VT Trial Balance Report All B.U.'s

VT_RUN_VTGLS002

Run Control ID TRIAL_BALANCE Report Manager Process Monitor Run

Language | 'EArTrt;'rl;sA!; v

Report Request Parameters

STATE OF VT. TRIAL BALANCE ALL B.U.'S REPORT

Unit: % Q Fiscal Year: | 2019 *Report Type | v)
Fund % Q To Period:

Currency Option: Base v | Currency: USD X
Ledger: |ACTUALS Q

) Save | |lo" Return to Search | |[=] Notify + Add

Enter your criteria. For specific instructions on each reports criteria, see the appropriate module

manual. Click save. Click Run.
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The Process Scheduler Request page loads

Vt Trial Bal.-all bus. units

User D Run Control ID TRIAL_BALANCE
Server Name w Run Date | 01/04/2024 [m3)
Recurrence | w Run Time | §:35:044M Reset to Current Date/Time
Time Zone e}
Process List
Select Description Process Name Process Type *Type *Format Distribution
Trial Balances AllB.U"s WTGELS002 S0R Report [web  ~||PDF » | Distribution

I oK I Cancel

If you want to run the report immediately click OK. You can select a date and time to run the report in
the future. To do this enter the date and time and then click OK.

The report request criteria page reloads

VT_RUN_NTGLS5002

Run Control ID TRIAL _BALA&AMNCE Report Manager] Process Monitor Run

Language |English v | Process Instance: 12436410

Report Request Parameters

STATE OF VT. TRIAL BALANCE ALL B.U.'S REPORT

Unit: % aQ, Fizcal Year: *Report Type| Summary |
Fund i Q To Period:
Currency Option: Base | Currency: a

Ledger: ACTUALS f."‘

[G] Save ||[E* Returnto Search =] Motify

=4 Add k| Update

i

—
T

(=

Click Process Monitor
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The Process Monitor loads

Process List Server List

View Process Requests

User ID ‘DBROCHU Q ‘ Type | V‘ ‘Last v| |71‘ |Huura v‘ [ Refresh ]
Server ‘ V| Name | Q‘ Instance ‘ ‘ Range
Run Status ‘ "| Distribution Status ‘ V‘ Save On Refresh I Report Manager I [ Reset ]
v Process List
B | Q | 11 of 1
Select | Instance Seq. Run Control 1D Process Type Riocess User Run Date/Time Run Status istribution
Name Status
12436410 TRIAL_BALANCE SQR Report VTGLS002 01/04/2024 9:35:04AM EST Success Posted

Go back to VT Trial Balances all bu's

Process List | Server List

v | View All

Details Actions

Details v Actions

Click Refresh until the Run Status says Success and the Distribution Status is Posted. Click Go back to VT
Trial Balances all BU’s or Use the Report Manager link on this page. The criteria page reloads.

List Explorer Administration Archives

View Reports For

Folder | v| Instance ‘ | to ‘ ]
Name | | Created On | | |Last V| | 1| |H0urs
Reports
‘ m | Q ‘ 11 0f1 v
i Completion
Report Report Description Folder Name Date/Time Report ID
1 |VTGLS002 TRIAL BALAMCES ALL B.L'S General 01/04/24 9:39AM 5513333

Go back to Process Requests

Save

List | Explorer | Administration | Archives

| Wiew All

Process
Instance

12436410
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The List page of the Report Manager loads. Reports are not accessible from this page. Click the

Administration tab

Click the delete button to delete the selected report(s)

Go back to Process Reguests

List | Explorer | Administration | Archives

List Explorer Administration Archives
View REPDI’tS For

User ID [DRROCHIT | Type | v |Last v 1) |Hous  ~

Status | ~| Folder | V‘ Instance | | to | |
Report List
| = ‘ Q| 11af1 v | View Al

Report Prcs . Request .
Select D Instance Description DatelTime Format Status Details
f04/;

] 5613333 12436410 Trial Balances All B.Us g%gf‘bégﬁ ‘Ef_cggga‘ Posted Details
Y Select Al H Deselect Al

The Administration tab loads. Click the reportin the description. Your report loads in PDF format.
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Schedule a Query

Possible situations when this report should be run: When you have a query that you know will run for a
long time and you don’t want to wait for it to finish before working on other things. You can also use
this feature if you want to run a report in the future.

Navigation: Reporting Tools > Query > Schedule Queries

The Schedule Query Run Control Search Page loads

Schedule Query

Find an Existing Value

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

1) Recent ‘ Choose from recent searches v| / [] saved |Choose from saved searches v| /
Searches Searches

Search by: |Run Caontrol ID v| begins with ‘ |

~ Show more options

For an existing run control, type it in the search box and click search. If one does not exist, click the Add
a New Value tab and enter a unique name in the Run Control ID and click Add.

Find an Existing Value @®Add a New Value

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

T) Recent ‘Choose from recent searches v| / [] saved |Choose from saved searches V‘ /
Searches Searches

Search by: |Run Control ID v| begins with INT*MER*EXP*RPT*NOT*II

~ Show more options

Clear H [1Save Search ]

v Search Results
No matching values were found.




The Schedule Query page loads

Schedule Query

Run Control ID  VT_MER_EXP_RPT_NOT_POSTED Report Manager  Process Manitar Run

Query Name ‘ | [ Search

*Description ‘ ‘
[ Add ][ Update/Display

or partial name and click Search

o =

T A TR

Type the name

Schedule Query

Run Control ID WT_MER_EXP_RPT_NOT_POSTED Report Manager ~ Process Monitor Run

|VT_MER_EXF'_RF'T_NOT_F'OSTED Search ‘l

Query Name

*Description |
[ Add H Update/Display

Select the Query you wish to schedule

Scheduled Query Search Page %
Help
*Query Type: | Queries v |
Query: \VT_MER_EXP_RPT_NOT_POSTED |
Query
‘ 5 ‘ Q | 11 of 1 ~ | View Al
VT_MER_EXP_RPT_NOT_POSTED Expense Reports not posted Public
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The query prompts page loads. Enter your desired prompts.

x
Help
VT_MER_EXP_RPT_NOT_POSTED
GL Business Unit ‘01150 ‘
“Through Date |07/31/2023 [5]|
oK ][ Cancel ]
Click OK. The Schedule Query page reloads.
Schedule Query
Run Control ID  VT_MER_EXP_RPT_NOT_POSTED Report Manager Process Monitor Run
Query Name |VT_MER_EXF‘_RF‘T_NOT_F'OSTED | [ Search
*Description |Expense Reports not posted |
Update Parameters
Prompt Name Value
BUSINESS_UNIT_GL | 01150 P
ACCOUNTING_DT | 20230731 P
< >
[ Add ] [ Update/Display
Click Run.
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The Process Scheduler Request page loads
Process Scheduler Request

Help

User ID Run Control ID VT_MER_EXP_RPT_NOT_POSTED

Server Name Run Date |[]1_f[]4_r2024 |

Run Time |1[]:58:11AM | Reset to Current Date/Time

Recurrence |

Time Zone | Q

Process List
Select Description Process Name Process Type -Type -Format Distribution
PSQUERY PSQUERY Application Engine Web V‘ |XLS w Distribution

=

0 Cancel

Make sure Type is Web and Format is XLS. If you want to run the report immediately click OK. If you
want to run it in the future updated the Run Date and Run Time to your desired date and time. Click OK.

The Schedule Query reloads. Take note of the process instance.

Schedule Query

Report Manager I Process Monitor I [ Run

Run Control ID  VT_MER_EXP_RPT_NOT_POSTED

Process Instance: 12436412

Query Name |VT_MER_EXP_RPT_NOT_POSTED [ Search
*Description |Expense Reports not posted |
Update Parameters
Prompt Name Value
BUSINESS_UNIT GL | 01150 P
ACCOUNTING_DT | 20230731 P
L4 >

[ Add H Update/Display

Click Process Monitor.
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The Process Monitor loads.

Process List Senver List

View Process Requests

Userip [DBROCAU Q| qypq | v [Last < 1 [Hows  ~| [ Refiesh ]

v‘ Name ‘ Q‘ Instance ‘ ‘ Range
Run Status ‘ "‘ Distribution Status | "| Save On Refresh Report Manager

Server ‘

v Process List
B

Q| 110f1 v | View Al

=z User Run Date/Time Run Status peribution Details
Name Status

12436412 VT_MER_EXP_RPT_NOT_POSTED Application Engine PSQUERY | DBROCHU | 01/04/2024 10:58:11AM EST Details ~Actions

Go back to Schedule Query

Process List | Server List

Select Instance | Seq. Run Control 1D Process Type Actions

Click Refresh until the Run Status says Success and the Distribution Status is Posted. Click Go back to VT
Trial Balances all BU’s. The criteria page reloads. Click Report Manager.

List Explorer Administration Archives

View Reports For

Folder | v| Instance ‘ | to | ]
Name ‘ ‘ Created On ‘ ‘ |Last V| ‘ 1‘ |Hnurs v
Reperts
‘ m ‘ Q ‘ 11 0f 1 v | View Al
Report Report Description Folder Name Ez::ﬁ!ﬁ:zn Report ID IE;:;C:;
Expense Reports | EXPENSE REPORTS NOT General 01/04/24 11:12AM 5513335 12436412

not posted POSTED

Go back to Process Reguests

List | Explorer | Administration | Archives

The List page of the Report Manager loads. Reports are not accessible from this page. Click the
Administration tab
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The Administration tab loads

Click the delete button to delete the selected report(s)

Go back to Process Requests

List | Explorer | Administration | Archives

List Explorer Administration Archives
View Reports For

User ID |DBROCHU | Type | V||Last v| | 1| |H0urs vI

Status | V| Folder | V| Instance to
Report List
‘ = ‘ Q‘ 141 of 1 v | View Al

Report Prcs _ Request .
Select D Instance Description Date/Time Format Status Details
Microsoft
- §513335 12436412 | Expense Reports not posted 01/04/2024 Excel Files | Posted | Details
11:11:49AM ( xis)

¥ Select All 2 Deselect Al

Click the link for your report in the description line. If you scheduled your report in advance you can
input the process instance number from above. You can also update the amount of time since running.
If you make these changes click refresh to repopulate the list of reports.

Your report opens in Microsoft Excel

A B C D
1 [Expens
2 |GLBusiness Unit =01150
3 | Through Date = 2019-07-31
1
s fo1150 'oo00ss2635 6/5/2019 Pending
6 /01150 '0000SSE142 7/4/2019 Pending
7 fo11s0 'Dooosse194 7/5/2019 Pending
g [01150 'D00D0SSE445 | 7/10/2019 Approvals in Process

E
Not Chk'd Not Applied
Mot Chk'd Not Applied
Mot Chk'd Not Applied
Valid Not Applied

1150401
"150401.
11504001

1150401
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Copy/Clone an nVision Report Request

Possible situations when this report should be run: When you need a new nVision report that is similar
to an existing one

Navigator Menu Navigation: Reporting Tools > PS/nVision Schedule Requests

Enter the Business Unit and the Report ID that you want to Copy/Clone. Click Search

Report Request

Find an Existing Value

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

1) Recent

Choose from recent searches V| / H Saved Choose from saved searches V| /
Searches

Searches

Business Unit |begm5 with V‘ |D116[} Q |

ReportID | begins with v | T86_SRMF |

Description |begm5 with V‘ | ‘

~ Show fewer options

[J Case Sensitive

e

v Search Results
1 result Business Unit "01160", Report ID "TB6_SRM"

1-1of1 v View All

Business Unit Report ID Description

01160 TB6_SRMF St Res Manage Fd TB AccYTD 998 >
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The identified Report loads.

nVision Report Request Advanced Options Query Prompts

Business Unit: 01160 ReportID: TB6_SRMF | Copy to Another Business Unit / Clonel

Delete This Report Request
Transfer to Report Books

Process Monitor
Report Title: | St Res Manage Fd TB AccYTD 998 | Report Manager

Share This Report Request

“Layout: VTGL_TB_FD_ACCRL_COMP_YTD_99 |

v Report Date Selection

*“As Of Reporting Date: |Specify v| ‘12;31;2023 ‘

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

Override Tree As of Date if Specified in Layout

Vv Qutput Options

*Type: | Web v | Scope and Delivery Templates
*Format: | Microsoft Excel Files (* xls) V|
l Run Report l

[ Return to Search H Motify l Add Update/Display

nVision Report Request | Advanced Options | Query Prompts

Click on Copy to Another Business Unit/Clone
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The Copy Report Request page loads

Copy Report Request X
Help

Business Unit: 01160 ReportID: TBE6 SRMF

Enter the Business Unit you wish to copy this

Business Unit  Report ID nVision Report Request to.

‘ Q | |TBB_SRMF ‘ To clone a Report Request, select the same
Business Unit and change the Report Id to a unigque
value.

0K | Cancel ‘ Push the OK button when ready..

To copy the report to another Business Unit enter that Business Unit in the Business Unit Field. Rename
the Report if applicable in the Report ID field. To clone the report for the same Business Unit enter the
Business Unit in the Business Unit field. You must give the report request a new name in the Report ID

field.

Copy Report Request X

Help

Business Unit: 01160 ReportiD: TB6 SRMF

Enter the Business Unit you wish to copy this

Business Unit ReportID nVision Report Request to.
|[}1 160 Q | TB6_TEST] To clone a Report Request, select the same
Business Unit and change the Report Id to a unique
value.
0K ‘ Cancel Fush the OK button when ready..

Click OK. The original report request reloads. Click Return to Search.
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The Report Request Find an Existing Value page loads with the original report request information.
Update the Business Unit and Report ID to the new Report ID just copied/cloned. Click Search.

Report Request

Find an Existing Value

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

) Recent | cpooge from recent searches V‘ & [ Saved Choose from saved searches V‘ 4
Searches Searches

Business Unit |begm5 with v‘ |011ED Q |

Report D [begins with | [T86_TEST |

Description |begm5 with V‘ | |

» Show fewer options

[] Case Sensitive

e

v Search Results
1result Business Unit"01160", Report|D "TB6_TEST"

1-1of1 v View All

Business Unit Report ID Description

01160 TB6_TEST St Res Manage Fd TB AccYTD 998 >
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The new report request loads. Update the Report Title and make desired changes to the date.

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

Business Unit: 01160 Report ID: TB6 TEST
Report Title: |ﬂ Test|Fd TB AccYTD 998 l
“Layout: VTGL_TB_FD_ACCRL_COMP_YTD_99|

Share This Report Request

v Report Date Selection

*“As Of Reporting Date: | Specify

M |

| 1273172003

*Tree As Of Date: | Use As Of Reporting Date

v |

[JOverride Tree As of Date if Specified in Layout

~ Qutput Options

*Type: |Web

4 | Scope and Delivery Templates

*Format: | Microsoft Excel Files (* xIs)

v |

l Run Report l

l Return to Search H Notify l

nVision Report Request |

Advanced Options | Query Prompts

Add Update/Display

Click the Scope and Delivery Templates link.
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The Scope page loads. Update the Report Scope as needed. Click OK. The report is ready to run.

nVision Web Output X

Help

Business Unit: 01160 ReportID: TBE TEST

Report Scope:
| Q Enter your report scope. Scope Definition

Folder Name:

‘ M ‘

Retention Days: | |

Directory Name Template:

‘C:HTRIAL BALANCE\%RTT% | Enter a Folder name for your instances. Use
variables to create unique Folder names. If the

folder doesn't exist PS/nVision will create the
folder in Report Manager.

Examples: Reports\%SFV%- %RID%.htm,
YFY4% %RTT %)

Content Description Template:

Enter a description of the report instances for identification
‘%R‘I‘I’% | in Report Manager. Use variables to dynamically create the
descriptions.

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

Security Template: ) )
‘ | Enter user IDs or variables to give access to report

instances in the Content Repository.
Examples: "U:VP1L:SMITHJ", "UVP1;R:Manager”,
"%DES.DEPTID.OPRID.OPRID %"
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Create a New nVision Report Request

Possible situations when this report should be run: When you need an entirely new nVision report that

is not similar to an existing one

Navigation: Reporting Tools > PS/nVision Schedule Requests

The Report Request Find an Existing Value loads.

Report Request

Find an Existing Value

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

l (@®Add a New Value

&) Recent [ opoose from recent searches V‘ & [ Saved o | Choose from saved searches

oV

Searches Searche

Business Unit |beg|n5 with v| || Q |

Report ID |beg|ns with v| ‘ |

Description |beg|ns with V| ‘ |

» Show fewer options

[] Case Sensitive

Click the Add a new Value tab. The Add a New Value tab loads

Report Request

Add a New Value

IElusiness Unit |[}1130 Q |I

*Report ID | BA-20001|

Add

Q) Find an Existing Value

Enter your Business Unit and a unique Report ID. Click Add.
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The Report Request page loads

PS/nVision Schedule Requests

nVision Report Request Advanced Options Cuery Prompts

Business Unit: 01130 Report ID:  BA-30001

Copy to Another Business Unit / Clone

Transfer to Report Books

Process Monitor

Report Title: | Budget to Actuals - 1130030001

| Report Manager

“Layout: | VT_ACTUALS_BUD_LINE_LVL

| Share This Report Request

v Report Date Selection

*As Of Reporting Date: | Specify

v|  |osraoz023 [E|

*Tree As Of Date: | Specify

v/ |ototig00 [

Override Tree As of Date if Specified in Layout

Vv Qutput Options

*Type: |Web

4 | Scope and Delivery Templates

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

l Run Report l

nVision Report Request | Advanced Options | Query Prompts

l Add H Update/Display

Give the Report a Title, identify the report layout (contact F&M Reporting if you are unsure), fill out the

as of report date and Tree as of Date. Be sure that Type is Web and Format is Microsoft Excel

Files(*.xls). Click Save. Click the Advanced Options tab.
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The Advanced Options page loads

PS/nVision Schedule Requests

nVision Report Request Advanced Options Query Prompts

Business Unit: 01130 ReportID:  BA-30001

v Advanced Report Instance Options

M Enable nPlosion If Specified In Layout
Translate Summary Ledgers to Detail
3 Data From Requesting B.U. Only

| ‘ Time-out Minutes

~ Foreign Language Translation

Available if alternate language features are in the layout.

Enter an alternate language code for automatic translation.

Language:

Enter Delivery Template Options - View All

nVision Report Request | Advanced Options |  Query Prompts

| Add H Update/Display

Check whether you want data from just the Reporting Business Unit or all BU’s statewide. Leave all
other choices as the default. Click Save. Click the nVISION Report Request tab.
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The Report Request page reloads.

nVision Report Request Advanced Options Query Prompts

Business Unit: 01130 ReportID:  BA-30001

Transfer to Report Books
Process Monitor
Report Title: | Budget to Actuals - 1130030001 ‘ Report Manager

| Share This Report Request

“Layout: | VT_ACTUALS_BUD_LINE_LVL

v Report Date Selection

*As Of Reporting Date: | Specify V| |06£3[}£2[}23 |

*Tree As Of Date: | Speciy v |owogoo  EH|

Override Tree As of Date if Specified in Layout

v Qutput Options

*Type: | Web v | Scope and Delivery Templates
*Format: | Microsoft Excel Files (* xls) v |
[ Run Report l

Copy to Another Business Unit / Clone

Save l Add H Update/Display

nVision Report Request | Advanced Options | Query Prompts

Click Scope and Delivery Templates
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The nVISION Web Output window opens

nVision Web Output X
Help

Business Unit: 01130 ReportID:  BA-30001

Report Scope:
‘ Q Enter your report scope.

Folder Name:

| > |

Retention Days: ‘ |

Directory Name Template:
| ‘ Enter a Folder name for your instances. Use
variables to create unique Folder names. If the
folder doesn't exist PS/nVision will create the
folder in Report Manager.
Examples: Reports\%SFV%- %RID% htm,
%FY4% %RTT%!

Content Description Template: o _ ) o
Enter a description of the report instances for identification

%RTT% ‘ in Report Manager. Use variables to dynamically create the
descriptions.
Examples: Stmt. Rev & Exp, Vacation Register - %SFV%

Security Template: _ )
| ‘ Enter user IDs or variables to give access to report

instances in the Content Repository.
Examples: "UNVP1USMITHS", "UNVP1,R.Manager”,
"%DES DEPTID OPRID OPRID%"

Enter or choose the scope for your report. In Directory Name Template enter the folder location on
your drive for the file to be saved. Click OK. The nVISION Report Request page reloads. Click Save. The
report is ready run as normal.
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