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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. 
 

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. 
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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. 
 

 

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

 

 

Fill out each prompt with the data that you are looking for. 
 

Click View Results. The results open in a Microsoft Excel Window. 
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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. 
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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 
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Enter your Business Unit (required) and Report ID (leave blank if unknown), click Search 

 

 

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

 

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. 

 

 

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

mailto:vision.acfr@vermont.gov
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Click OK. The Report Request page reloads. 
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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. 

 

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

 

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

Administration tab. 

 

 

The Administration tab opens. Click the hyperlink for the report description that you ran. 
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The Report opens in Microsoft Excel. 
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BI 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. 

 

 

Navigate to the report you want to run. 
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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. 

 

 

The report criteria page loads 

 

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 

 

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 

 

Click Process Monitor 
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The Process Monitor loads 

 

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

Administration tab 

 

The Administration tab loads. Click the report in the description. Your report loads in PDF format. 



 

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

 

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. 
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The Schedule Query page loads 

 

 

Type the name or partial name and click Search 

 

Select the Query you wish to schedule 
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The query prompts page loads. Enter your desired prompts. 

 

Click OK. The Schedule Query page reloads. 

 
 

Click Run. 
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The Process Scheduler Request page loads 

 

 

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. 

 

 

Click Process Monitor. 
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The Process Monitor loads. 

 

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. 

 

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 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 
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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 
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The identified Report loads. 

 

 

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

 

 

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. 

 

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. 
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The new report request loads. Update the Report Title and make desired changes to the date. 

 

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. 
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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. 

 

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

 

 

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

 

 

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 

 

 

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. 

 

 

Click Scope and Delivery Templates 
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The nVISION Web Output window opens 

 

 

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. 


