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SOLAR Financials nVision Financial Reports User’s Guide

The SOLAR Financials system provides a financial reporting tool that includes various
pre-formatted reports and is used to track and reconcile financial transactions posted to
the general ledger. The SOLAR nVision Financial Reports User’s Guide provides
information on:

Available Reports

e Establishing a Report Request
e Choosing a Scope

e Retrieving Reports

e Report Administration

Who Do | Call For Help?

SOLAR Financials is available to answer your SOLAR questions such as “How do |
download a report?” or “How do | choose a scope?” Contact SOLAR Financials at:

SOLARFIN@CSUN.EDU
(818) 677-1000, press 2, press 1

You may also refer to the Financial Systems web site for additional SOLAR information
and documentation:
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SOLAR nVision Reporting Tools

The SOLAR nVision Financial Reports User’s Guide is designed to help you select,
define and run financial reports using the SOLAR nVision reporting tool.

Available Reports
The following is a list of the financial reports available:

BBA Mgmt Act Stmt — Budget Balance Available Management Activity
Statement. This expense report provides month-end and cumulative year-to-date
data.

BBA Month-End Act Stmt — Budget Balance Available Month-End Activity
Statement. This expense report contains month-to-date and year-to-date activity
for specific periods.

Budgetary Summary by Expense Category — This report provides a year-to-
date summary line by department for division and college level areas.
Department expenses are categorized as salaries, benefits, and operating
expenses.

Budgetary Summary by Department — This report provides a year-to-date
summary line by department for division and college level areas. Department
expenses are categorized as pre-encumbrances, encumbrances, and actual
expenses.

Management Fund Summary — This report provides all current year-to-date
activity for the following funds; current year General Fund, Lottery, and Trust
combined with IRA. This report should be used with caution; it combines
information on the balances available instead of providing information for each
specific chartfield string.

Trust and IRA funds are restrictive in use and are not included in the Total
Balance Available column. The Total Trust Balance Available to Spend is
presented separately from the other funds.

Month-to-Date Phone Detail — This is a detailed report of call detail history for
phone charges posted in the accounting period (also available for the previous
three accounting periods).

MTD-Payroll Account — Month-To-Date Payroll Transactions (by period or by
quarter). This report is a non-cumulative list of payroll expenditures for the
previous pay period (also available for the previous three pay periods).
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e PEAS - Payroll Expenditures Analysis Summary — This is a year-to-date
cumulative report that summarizes employee’s payroll expenditures by account,
reported by charge period (not calendar month), and by fiscal year.

e Trust Bal Sum — Trust Balance Summary Report (also known as the Trust
Balance Sheet). The Summary Report balances assets against liabilities,
showing the items to be paid against the ability to pay them (the difference
between the assets and liabilities is considered equity). This report is a balance
sheet for specified Trust chartfield strings.

e Trust Act Stmt — Trust Statement of Financial Activity (Trust Income Statement).
This report provides a summary of net financial activity for specified Trust
chartfield strings at a specific period of time. Net financial activity reported
represents revenues minus expenses at the end of a period.
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Accessing SOLAR Financials

The following provides instructions on accessing SOLAR Financials from the Campus
Portal.

1. Open Microsoft Internet Explorer.

2. Access the Campus Web Portal Login Authentication web page at:
https://www.csun.edu and log into the Campus Portal.

Generating Financial Reports

Individuals who have access to Financial Reports to reconcile department expenses
now have the ability to run financial reports through SOLAR Financials nVision.

Accessing PS/nVision
The following provides information on accessing PS/nVision reports.

1. Select the Financials Inquiry link.

Figure 1: SOLAR Fin Inquiry Link.

California State University

Northrldge Home: s Sign out
Personalize Cantent | Layout
My Menu | What's New in the Portal |
b M.y Favorites Current News
~ Fihance
Peaplesoft Fin Ingdrr> " M atticles currently available
PeopleSoff Fin Processing
I HR i
Previous Portal News
[ CSUN Wehsites
CBEUN Wiehmail " Mo articles currently available
Edit
Weather Magnet B i o Publcation
Wizather Magnet not customized. Default city displayed. Currert Newes | Previous Portal Mews

Horthridge, CA
Getthe 10 day foracast

85 °F
Pallen Reparts 4 Fair
%‘”ﬁ%ﬁs Feels Like: 547F
EEECEUENS Humidity: 40%

‘Wind: ESE &t & mph
m' IEnter cityizip | (o)

4
waathar.com Cownload Deddop it ather

2. Click on the Maximize button to enlarge the view.
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Figure 2: New Window

SOLAR Financials

nVision Financial Reports

Address I@ hittp: ffportal csun, edufpspfPANRERD

California State University
Noﬂﬁrldge -

FIPI CVEF IFTPL thitrah=nFFal Il T

a Employee-facing registry content - Microsoft Internet Explorer

File Edit Yew Favorites Tools Help

FPersonalize Content | Layout

q=Eack - = Q) | Qsearch GaiFavortes @media <% | By S =1 ¥

My Menu

=7 Finance
PeopleSoft Fin Inguiry
PeopleSoft Fin Processing

[ HR 1 SOLAR

D csUNWehsites
CSUMN Webmail
Wiew the University Catalog
Wiew CBUN's GE Honars Prodrarm
Wiew Extension Catalog

Weather Magnet

Weather Magnet not customized. Default city disg

Horthridge, CA
Getthe 10 day forecast

3. To access PS/nVision, select the following menu path:

PeopleSoft.

Menu

Search:

[ @
[» My Favorites

[> CEUN Financials

[» Reporting Taols

[* PeopleTonls

" BeopleSoft

e SOLAR Financials > nVision > Define Report Request

Figure 3: Reporting Tools Menu Path

PeopleSoft.

Search:

@
[> bty Favorites
[> CSUN Financials
=7 Reparting Tools
=7 PEinvision
= Define Report Reguest

Repott Manager Business
[ PeopleTonls Report ID:

Report Regquest
Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Value

Unit:[= INRCMP g

|begins withjl

Description: Ibegins withj|

[ case Sensitive

Search | Clear | Basic Search (=] Save Search Criteria

| @0 |Lnks I

Edit)] |

Mew Window | Help

4. To begin a new report request, from the Report Request search page, click on the
yellow Search button.

e If the report name is known, enter the first few letters of the name in the Report

ID field and click on the yellow Search button.
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Figure 4: Report Request Page

PeopleSoft.

Home Siogn out

Search: Mew Window | Help

6

[> Wty Favorites
[> C8UN Financials
=~ Reporting Tools

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

7 PSinvizion Find an Existing Value
= Define Report Request
Report Manager Business Unit: (= MNRCMP ﬂ
[> PeopleTools
p Report ID: Ibegins with j| )

Description:  [pegins withj|

[ case Sensitive

Clear |w [g) Save Search Criteria

5. A list of available report requests displays.

Figure 5: Reports Search Results

PeopleSoft.

Search:

@

[> bty Favorites

[> CEUM Financials Inguiry
[» Tree Manager

=7 Repaorting Tools

= Defin port Reguest

Eeport Manager
[> PeopleTools

= PSinvision

Home Aol to Favorites Sicin out

Mew Windaw | Hel

Report Request
Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

Find an Existing Value
Business Unit:|= ~ INRCMP Y]

ReportID:  [heging with ||
Description: |begins withjl

[ case Sensitive

Search | Clear | Basic Search [§ Save Search Criteria

Search Results

[4] 418 f18 [}]
AADWYYH BBA All Fund Sum
CADVWNH BBA Mot Act Stmt
CODWAWYH GF Bat Sum Exp Cateaary
EADYWWYH BBA Month-End Act Strnt
PADVYH MTD Payroll Act
PCOVWWH PEAS
PECWWH MTD Payroll Act Giir
EADWWYH GBD GBF Snapshot Dept
TADYWWH Trust Bal Sum
TCOyYH Trust Bal Sum FundiDept
TEDWAWH Trust Act Strt
TSOWAH Trust Act Stmt FundiDept

6. Click on the Report ID or Description link to select the desired report and access
the nVision Report Request page.
e The nVision Report Request page displays the selected report name in the
Description field.
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Figure 6: nVision Report Request Page

Search: pew Window | Help
I> My Favorites { n\fision Report Request
[» CSUM Financials . .
[» Tree Manager Business Unit: MRCHMP ReportID:  CADWWH
=7 Reporting Tools
e Report Title: |BBA Mgrnt Act Stmt
= — Process Monitor
r
b PeopleTaols “Layout: IMF\NP«GEMENT ACTIVITY STATEMENT > Repnrt Marager
ol
*As Of Reporting Date: | Specify = [o1r31s2004 B
*Tree As Of Date: |Use As Of Reparting Date =
-
“Tyme: | wren =l Enter Delivery Template Options
*Format: |Microsoﬂ Excel Files i*.xls) j
Fun Report I

B savel  (ClReturn to Search | ([EMotify

Report Request
Report parameters must be established before a report can be generated.

1. Enter applicable data in the following required fields:

Field Enter Description
As of Enter the desired report date | This field defaults to the current date
Reporting Date | (mmddyy). when accessing the nVision Report

Request page for the first time, or
defaults to the last entry made in this
field. Depending on the selected
report, refer to “Available Reports”
descriptions for individual report date
parameters. Using the current date in
this field returns results from the prior
days activities.

Type Click on the Type drop-down | All reports offer two types of delivery
list and select either Web or options; web delivery or email
Email. delivery.

Web Delivery: The reports are stored
and retrieved from the web report
repository. They may be viewed or
downloaded.

Email Delivery: The reports are sent
via email to the recipient’s computer.
Note: When choosing an email output

SOLAR Financials; nVision Financial Reports
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report, one report request will
generate multiple reports, and each
report will generate a separate emalil
with an attachment in the recipient’s in
box.

Format

Click on the Format drop -
down list and select either
HTML Documents or

Microsoft Excel Files.

HTML Documents: An HTML
document is a static document, and
the information, including rows and
columns, cannot be modified.
Microsoft Excel: The Excel document
can be downloaded and has complete
Excel functionality. Features include
subtotals and calculations of data
sorting.

Note: Currently the HTML format, via
email, does not work for MTD and
PEAS Payroll reports.

2. Click on the Scope and Delivery Templates link. The nVision Web Output

page displays.

SOLAR Financials; nVision Financial Reports
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Figure 1: nVision Report Request — Enter Delivery Template Options

PeopleSoft.

Search: Mews Window | Help

D My Favorites { nvision Report Request

[> CSUN Financials

[ Tree Manager Business Unit: NRCMP ReportID:  CADWWH

< Reparting Tools

= PSinvision Report Title: [BBa Marnt Act Strt

oot i Process Monitar
epo anager N .

b PeopleTools Layout; IMANAGEMENT ACTIVITY STATEMENT > Report Manager
=
*As Of Reporting Date: | Specify = [o1rats2004 [
*Tree As Of Date: |Use Ag OT Reporting Date j
v
*Type: |Web j Enter Delivery Template Options

*Format: |M|crosoﬂ Excel Files ("xls) |

Run Report |
ﬁ Save QReturn to Search E|Ncrtify

PeopleSott.

Mew Window

Search: Help

@

[ Wy Favorites nYision Web Qutput

D GEUN Financials
[> Tree Manager

7 Reporting Toaols
7 PS/nVisi

Business Unit: MRCMP ReportiD:  CADVWWYH

Report Scope:
Report Manager g Enteryour report scope Scope Help  Scope Definition
D PeopleTools
Folder Name:
Budaet Balance Available ¥ BBA REPORTS
Directory Name Template:

Enter a Folder name for your instances

|%SFV DERTID% Use variables to create unigue Folder
narmes. Ifthe folder doesnt exist PSinvision
will create the falder in Report Manager.
Examples: Reportsi%SFY%- %RID% htm,
WFY4% BRTT%!

Content Description Template:

%SFY FUMD_CODE% %EFY.DEFTID Enter a description of the report instances far
- identification in Report Manager. Use variables to
dynarmically create the descriptions

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

OK Cancel

3. If the report is selected using Email output instead of Web output, the nVision
Email Output page displays.

SOLAR Financials; nVision Financial Reports
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Figure 2: nVision Report Request — Email Output

PeopleSoft.

Search New\Window | Help

D My Favorites n¥ision Report Request

[ CSUM Financials . .
I Tree Manager Business Unit: MRCMP ReportiD:  CADWWH

=~ Reparting Tools

Report Title: |BBAMgmt Act Stmt
Frocess Monitor

b PeapleTools “Layout: [MANAGEMENT ACTRITY STATEMENTY  por v Manadar

=

*As Of Reporting Date: | Specify = [a1431/2004

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

=

Type: |Ema|l

*Format: |M\crosuﬂ Excel Files (xls)

Run Report |
B savel  [(ClRetun to Search | ([ENotify
PeopleSoft.

nVYision Email Cutput =

Search;

@

I Wy Favarites Business Unit:  NRCMP ReportiD:  CADVWH

D GEUN Financials

[> Tree Manager

7 Reporting Toaols

7 FE
= De

Report Scope:
g Enteryour report scope Scope Help  Scope Definition

b PeopleTaals

File Template:
Enter a file name for your instances. Use variables to
HSFVFUND_CODES %SFYDEPTID  rreate unigue report file narmes.

Examples: expensexls, %RID%.him, %FY4% %
RTT%.x5

Directory Name Template:

Enter a directary name for your instances. Use

% SFY.DEFTID% variables to create unigue directory names. fthe
directory doesn't exist PSnVision will create it.
Examples: Qi\Reportsi%SFv%- %RID% him, C%
FY4% %RTT%L

Email Template: Enter a list of emnail addresses, separated by commas,

Ithﬂ dns@csun edu to specify who receives reportinstances. Make sure to
always append "@csun.edu” on all email addresses.
Exarmples: jane_doe@csun.ed, j[doe@ecsun.edu

QK Cancel

Report Scope

The report scope combines data filters from different chartfields to produce unique
reports. Reports can be generated by department for specific funds to create separate
reports for each combination of department and fund. For example, department 10035
and funds GADTF and L481U will result in two separate reports; 10035 GADTF and
10035 L481U.

4. Click on the Report Scope magnifying glass to display a list of scopes (applies to
both web and email output).

SOLAR Financials; nVision Financial Reports
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Figure 3: nVision Web Output — Report Scope.
PeopleSoft.

Acd to Favorites

Search: Mews Window | Help

5

D> My Favorites n¥ision Web Output

[> CEUN Financials
[> Tree Manager
=7 Repaorting Tools

Business Unit: MRCMP ReportiD:  CADYWYH

Report Scope:
Enter your repart scopee” Scope Help ™ Scope Definition
[> PeopleTools
Folder Name:
|Budget Balance Available j BBEA REPORTS
Directory Hame Template:

Enter a Folder name for your instances.

|%SFV.DEPTID% lze vatiables to create unique Folder
names. Ifthe folder doesn't exist PS/nYision
willl create the folder in Report Manager
Examples: Reponsi%SFY%- %RID% htm,
%FY4% %RTT%!

Content Description Template:
%SFY.FUND CODE% %SFY.DEFTID Enter a description of the repart instances for
- identification in Report Manager. Use variables to
dynamically create the descriptions.
Examples: 5tmt. Rev & Exp, Vacation Register - %5FY%
Ok Cancel |

Scope Naming Conventions

The search results page displays a list of user specific scopes. Search results display
the first 100 results only. If the results indicate there are more than 100 scopes
available, click on the View All link to display all scopes.

5. Click on the Scope Help link on the Output options page. An on-line Reports and
Scopes Reference Guide displays as a guide for choosing the correct scope for the
correct report.

e The nVision User’s Aid — Reports and Scopes Reference Guide is also attached
to this guide an appendix.

SOLAR Financials; nVision Financial Reports
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Figure 4:PSnVision User’s Aid - Reports and Scopes Reference Guide

REFORT REFORT APPROPRIATE SCOFES
REQUEST™ MAMING CONYENTIONS

EUDGETARY SUMMARY BY DEPARTMENT oy || D= DEFARTMENT BY FUND SPECIFIC SCOPES

BUDGETARY SUMMARY BY EXPENSE P ‘Will generate individual DEPTID reports.
CATEGORY )
D_##ee  _# - retrieve one DEFTID.
MANAGEMENT ACTIVITY STATEMENT CAXKXK
MONTH-END ACTIVITY STATEMENT FAY MY D_AhAfA _# - retrieve combinations of
individual DEFTID & FUND under the
specified node.
N = Node by Fund Summary Scopes.
MANAGEMENT FUND SUMMARY AndHHH | | A= DEPARTMENT ONLY WITH ALL FUNDS
MONTH-TO-DATE PAYROLL PANIGE AD_peesr " _#- refrieve one DEFTID.
TRANSACTIONS PEXXXX )
MONTH-TO-DATE FHONE DETAIL CLEXKK AD_AtAsA g - retrizve indiidual

DEPTIC underthe specified node.
FREVIOUS 3 MONTHS PHONE DETAIL CORKKK

AN _ARR A ._# - summarized reports =t
the node lewel .

TRUST BALANCE SUMMARY TaXX¥¥ || T= TRUST FUND BY DEPARTMENT & PROJECT

TEHEHK T g % refrieve combinations of
TRUST STATEMENT OF FINANCIAL TEXXXX specific DEPTID, Fund, & Project.
ACTRATY F——

T_AAfAs .7#- retriewve combinations of

individual DEFTID, Fund & Praject under
specified node.

A WHERE xxx:¢ 15 SPECIFIC TO EACH USER

.QDone
Scope naming conventions are as follows:

Payroll, Management Fund Summary, and Call Accounting Reports

The report scope name begins with an “AD”, followed by a department ID,
and returns summarized data for all funds for selected department.

The report scope name begins with an “AD”, followed by a tree node name,
and returns summarized data for all funds for each department that rolls up to
that node. Separate reports are generated for each department that rolls up to
that node.

The report scope name begins with an “AN”, followed by a tree node name,
and returns summarized data for all funds for all the departments that roll up
to that node.

BBA Reports

The report scope name begins with a “D”, followed by a department ID, and
returns specific department and fund information.

The report scope name begins with a “D”, followed by a tree node name,
returns specific department and fund information for each department that
rolls up to that node. Separate reports are generated for each department that
rolls up to that node.

SOLAR Financials; nVision Financial Reports
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The report scope name begins with an “N”, followed by a tree node name,
and returns a summary of all the departments that roll up to that node.

e Trust Reports

The report scope name begins with a “T”, and returns Trust specific
department, fund, and/or project results.

6. If the name of the scope is known, enter the first letter or letters of the scope name
in the Report Scope field and click on the Look Up button.

Figure 5: Look Up Report Scope
PeopleSoft.

| _Addto Favorites

Search | ook Up Reportscope &l
I—
[> My Favorites SetiD: MR

[> CSUN Financials Report Scope: [begins with = | [N_vF

=7 Repaorting Tools
| Lok Up | Clear | Cancel | Basic Lookup

Search Results

Only therst 300 results candfe displayed. EnfBxnore information above and search again to reduce the number of search results.
Wiew All [NJ-100 of 300 [p] Kast

Home

[ PeopleTonls

Report Scope Description
A 10035 1 10035 All Funds

A 10036 1 10036 All Funds
A 10037 1 10037 All Funds
A 10038 1 10038 All Funds
A 10038 1 10038 All Funds
A 10041 1 10041 All Funds

7. Click on the desired scope. The page returns to the nVision Web or Email Output
page.

SOLAR Financials; nVision Financial Reports
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Figure 6: Look Up Report Scope Results

Search: Mew Window | Help

@
D My Favorites Look Up Report Scope

[> CSUN Financials
=7 Reparting Tools SetlD: MRCMP

= FSinvision Report Scope: [begins with x| [N_vP
- E -

Report Manager )
[> PeopleTools LookUpI Clear | Cancel |M

Search Results
[ 17 o7 [3]

Report Scope Description
N WPACAD 1 WP ACADEMIC AFF GFiloft Rollup
M WVPACAD 2 INSTREUCTION GF/Lott Rollup

AD 3 VP ACADEMIC Modes GFLo
N WPADMN 1 WP ADMIMN Nodes GFil oft Rall
N_WEADM i
M WPSTUD 1 %P STUD AFF Modes GF/Lott Rall

Complete and Run the Report Request

8. For web output, click on the OK button.

Figure 7: nVision Web Output
PeopleSoft.

Home Sign out

ews Window | Help

Search:

b My Favorites n¥ision Web Output

@

[» CSUM Financials
[» Tree Manager Buginess Unit: MNRCMP ReportlD:  CADWWH
~ Reporting Tools
= PSinvision

= Define Report Reguest Report Scope:

Report Manager [NCwPADMN_{ @] Erteryour report scope.  Scope Help  Scope Defirition
[> PeopleTools

Folder Name:
|Budget Balance Available j BBA REPORTS

Directory Hame Template:
v P Enter a Folder name for your instances

|%SFV.DEPTID% Use variables to create unique Folder
names. Ifthe folder doesnt exist PSinvision
will create the folder in Report Manager.
Examples: Reportsi%SFy%- %RID% hitm,

WFY4% BRTT %

Content Description Template:
% 5PV FUNMD_CODE% %SFY.DEPTID Enter a description of the report instances for

identification in Report Manager. Use variables to

dynamically create the descriptions.
Examples: Strmt. Rev & Exp, Vacation Register - %5FV%
9. For email output, enter the recipient’s email address in the Email Template field.
(Example John.Doe@csun.edu). To send the report to more than one email
address, separate each email address with a comma.

SOLAR Financials; nVision Financial Reports
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e Every generated report results in a separate email with an attachment to the

recipient.

Figure 8: nVision Email Output

PeopleSoft.

Home

Search:

6

I My Favorites n¥ision Email Qutput
[> CBUN Financials
[> Tree Manager Business Unit: MRCMP ReportiD:  CADVWH
~ Reparting Tools
=7 PSIntigion

= Define Report Reguest Report Scope:

Report Manager IN_VPADMN_1 ﬂ Enter your report scope Scope Help  Scope Definition
[> PeopleTools

File Template:

Enter a file name far your instances. Use variahles to
SV FUND_CODES %SFY.DEPTID  create unigue repartfile names.

Examples: expensexls, %RID% htm, %FY4% %
RTT%.xs

Directory Name Template:

Enter a directary name for your instances. Use

% SFY.DEPTID % variables to create unigue directory names. [fthe
directory doesn't exist PSfmvision will create it.
Examples: @\Reponts\%SFY%- %RID% htm, 1%
Fvd4% %RTT%!

gt iate: Enter a list of ermail addresses, separated by commas,
iohn.doe@csun.edu 1o specify who receives report instances. Make sure to
always append "@csun.edy” on all email addresses.
(Ch| Cancel |

Examples: jane_doeg@csun.ed, jdoeg@esun.edu
10.Click on the OK button to return to the nVision Report Request page.

11.Click on the Save button.

SOLAR Financials; nVision Financial Reports
2/5/2014 17

Mew Window | Help =




SOLAR Financials
nVision Financial Reports

Figure 9: nVision Report Request

PeopleSoft.

Home

Search: NewVWindow | Help
[ My Favarites @ nVision Report Request

[ ©SUN Financials

[> Tree Manager Business Linit: MRCMP ReportID:  CADWYH

= Reporting Toals

PP Report Title: [EB~ Momt Act Stmt

= Define Report Reguest

) e Repo Process Monitar
Report Manager

b PeopleTools *Layout: [MANAGEMENT ACTIVITY STATEMENT Report Managsr
™ Report Date Selection
*As Of Reporting Date: | Specify =l [01r3112004
*Tree As Of Date: |UseAs Of Reporting Date j

~ Qutput Options

*Type: |Web j Enter Delivery Terplate Options
*Format: |M\crosuﬂ Excel Files (xls) j

Run Report

Ct Return to Search | [ Matify

12.Click on the Run Report button to generate the report and return to the Report
Search page.

Figure 10: nVision Report Request Search

PeopleSoft.

Home

Search: Mews Window | Help
[» My Favorites Report Request

[ ©5UNM Financials Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[> Tree Manager

5 Reporting Tools {”Find an Existing Value

=7 PSInvigion
= Define Report Reguest

Report Manager Business Unit:[= =] [NREMP Ql
b PeopleToals Report ID: |begm5 Wilhj|

Description: |begms withj|

[ Ccase Sensitive

Search | Clear | Basic Search [§) Save Search Criteria
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Process Monitor

The Process Monitor page displays the status of the report processes (queued,
success, canceled, etc.).

1. Click on the New Window link to open a new window.
2. From the Campus Portal Menu, select the following menu path:
e Financials Inquiry > Process Monitor > Process Monitor

Figure 1: Process Monitor and Process List

PeopleSoft.

[» CSUM Financials Report Request
[ Reporting Tools Enter any information vou have and click Search. Leave fields blank for a list of all values.
= PeopleTools
=~ Process Scheduler Find an Existing WYalue
e —— f \
Business Unil:|= 'I INR’CMF‘ =Y

Report ID: [oegins with =] |
Description: | begins WithL”

I Case Sensitive

Search I Clear I Basic Search E Save Search Criteria

PeopleSoft.

Search Mew Window | Help

Process List

[ hity Favarites
[> GBUN Financials

[* Tree Manager

I Reporting Taals user ID: [TESTOW | @) Type: | | Last: 7 [ays =] Refresh |
< PeapleToals
< Pracess Scheduler Server: |PSHT =l name: | Q instance: | to |

= Pro onitor

Run Status: I j' ¥ Save On Refresh

i

Customize | Find | & First (4] 1909

Instance Seq. Process Type ::::f% User  RunDaterime @ Details
26800 n¥ision-Report MRMNYSRUN TESTDYY 02/04/2004 1:57:32PM PST Ureeued Details
25089 mvision-Report MRMNYSRUN TESTDYY 02/04/2004 1:40:27PM PST Success Details
2585 myigion-Report NRMNYSRUN TESTDYY 02/04/2004 10:29:31AM PST Success Details
2564 mvigion-Report MRMNYSRUN TESTDYY 02:04/2004 10:28:18AM PST Success Details
2581 myigion-Report NRMNYSRUN TESTDYY 02/04/2004 10:27:01AM PST Success Details
2580 mvigion-Report MRMNYSRUN TESTDYY 0260472004 10:25:21AM PST Success Details
2579 nYigion-Report MRMYSRUN TESTDYY 02/04/2004 10:22:39AM PST Errar Details
2578 nigion-Report MRMYSRUN TESTDYY 0200472004 10:21:17AM PST Success Details
2577 nYigion-Report MNRMYSRUN TESTDYY 02/04/2004 10:05:08AM PST Mo Success Details

Boave) Bty |
3. The Process List page displays and provides a list of reports processed and run

status with the most recent report listed first.
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e If the Run Status indicates Queued or Processing, click on the Refresh button
every few minutes until the Run Status indicates Success, No Success, or
Error. The larger the scope request, the longer the process will take to run.

e [fthe Run Status indicates Error or No Success, contact SOLAR Financials at:
solarfin@csun.edu, or call (818) 677-6685 for assistance.

e Do not enter data in any fields on the Process Monitor page.

4. To retrieve generated report(s) refer to the Retrieving Reports section in this Guide.

Canceling A Report Process

Reports can be canceled if a report process continuously runs, known as a runaway
report, or it's determined the report process needs to be cancelled.

1. Click on the Details link located next to the process name in the Process List page.

Figure 1: Process List — View Process Request

PeopleSoft.

Search: Mew Window | Help

@ { Process List

[> by Favorites
[> C8UN Financials
[ Reporting Tools

< PeopleTools UserID:ITESTDW Q| Type: =] Last: | 1 |Davs ~| Refresh |
~ Process Scheduler Gerver: |PSNT ~| Name: [ @ nstance: | to |

= Proc hitor
Run Status:

¥ Save On Refresh

Customize | Find | view &l | B First (0 1-20r2 2] Last

Process

Instance Seq. Process Type Name User Run Date/Time Run Status _Detsil
1084 nision-Report MRMVESRUN TESTDYY 10/13/2003 211:16PMPDT  Queued
1088 nvision-Report MRMYSRUM TESTDWY 10/ 372003 2:01:58FM POT Cancelled Details

2. From the Process Detail page, click on the Cancel Request radio button.

3. Click on the OK button to cancel the process, and return to the Process List page.
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Figure 2: Process Detail Screen

PeopleSoft.

| Sign out

Home

MNewwindow | Help

Search:

@

Process Detail
D My Favorites

[> CEUN Financials
[> Reporting Tools

=7 PeapleTools Instance: 1089 Type: nision-Report
~ .
PDCESS Scher Mame: MRMYSRUN Description: nvision - Run Only
Run Control ID: PS_NyS_AUTO_RURN " Hold Request
Location: Server © Queue Request
Server; PSMT
Delete Request
Recurrence:  Restart Request
Request Created On: 10/13/2003 211:17PM FDT FParameters Transfer
Run Amdime After: 101 3/2003 2:11:16PM PDT Messane Log
Began Process At: Batch Timings
Ended Process At: “iew LogiTrace
Cancel

4. The run status for the applicable process indicates Cancel in the Process List
page.

—

Figure 3: Process List Screen — Cancel Status

P(;)pleSofts

Home Sign out

Mew Window | Saved

Search:

@
[» hty Favorites
[ CSUN Financials
[» Repaorting Toals
=7 PeopleTools
=7 Process Scheduler
= P nitor

{ Process List

User ID: [TESTOW Q) Type: =] Last: [ [oays ﬁm
Server: IF'SNT 'I Name: glns‘tance:l to

Run Status: ¥ Save On Refresh

i mize | Eind
Instance Seq. Process Type :2:::% User Run Date/Time Run Status  Details
1089 nvision-Report @SRUN TESTDWY 10/ 372003 2:11:16FM POT Details
1088 n¥ision-Report MRMYSRUMN TESTDWY 10/ 372003 2:01:55FM POT eied Details
5. Click on the Refresh button in the Process List page until the status displays

Cancelled.

SOLAR Financials; nVision Financial Reports
2/5/2014 21




SOLAR Financials
nVision Financial Reports

Figure 4: Process List — Cancelled Status

PeopleSoft.

Search: Mew Window | Help

: @ { Process List
[> bty Favorites

[> C8UN Financials
[ Reporting Tools

< PeopleTools User ID: [TESTOW | Q| Type: “ltast: [ 1 [Davs ]| Refresh |
~ Process Scheduler Gerver: |PSNT <] Hame: [ [ mnstance:| to |
Run Status: vl

Customize | Find |

¥ Save On Refresh

e

Process

Instance Seq. Process Type Name User Run Date/Time RBun Status  Details
1084 nision-Report MRMYSRUN TESTDYY 10/3/2003 211:16PMPDT \ Cancelled / Details
1088 nvision-Report MRMYSRUM TESTDWY 10/ 372003 2:01:58FM POT Cancelled Details

Deleting a Report Process

Reports can be deleted whether the process has a run status of Queued, Success, No
Success, Error, or Cancelled.

1. From the Process List page, click on the Details link located next to the process
name.

2. Click on the Delete Request radio button in the Process Detail page and click on
the OK button.

Figure 1: Process Detail — Delete Process

PeopleSoft.

Search: Mew Window | Help

@
[> Mty Favarites
[> C8UN Financials
> Reporting Tools
=7 PeopleTools Instance: 10849 Type: nision-Report

Process Detail

~

Process SCBF Name: NRNYSRUN Description: rivision - Run Only
Run Control ID: PS_NyS_AUTO_RUN  Hold Request
Location: Server © Queue Request
Server: FSNT =
Recurrence:
Request Created On: 10/13/2003 2:11:17FM PDT Parameters Transfer
Run Anytime After:  10/13/2003 2:11:16FM POT Messane Log
Began Process &t 10/13/2002 2:11:26PM PDT Batch Timings
Ended Process At:  10/13/2003 2:12:39FPM PDT View LogiTrace

Cancel |

3. The run status for the applicable process indicates Delete in the Process List page.
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Figure 2: Process List - Refresh

PeopleSoft.

Search:

Mew \Window | Help
. @ { Process List
[> My Favorites
[> CBUN Financials
[> Repaorting Toals
=7 PeopleTools User ID: ITESTDW g Type: 'l Last: I 1 |Days Refresh
S er server: [PSNT ~] Name: A instance: | to |
Run Status: = ' Save On Refresh

customize | Find | view Al | B First @ 4z orz [P Last

Instance Seq. Process Type :2:::% User Run Date/Time Run Status) Details
1089 n¥ision-Report MNRMYSRUMN TESTDYY 10/ 372003 2:11:16FM POT Delete Details
1088 n¥ision-Report MRMYSRUM TESTDYY 10/ 372003 2:01:58PM POT Cancelled Details

4. Click on the Refresh button in the Process List page until the report process
disappears from the Process List.
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Report Manager

The Report Manager (the report repository) houses all reports for up to 30 days.
Reports can be retrieved or deleted from the report repository. Additionally, report
expiration dates can be changed.

1. To access the Report Manager, select the following menu path:

e Finance > SOLAR Fin Inquiry (a new window opens) > Reporting Tools > Report
Manager

Figure 1: Report Manager

PeopleSoft.

Search: Mew Window | Help &

@ |/ Explorer Y List " Administration }" Archives

[> Mty Favarites

[> C5UN Financials

= Reparting Tools | | | | Let]
[> PSinvision

= Report Manage
[» PeopleTonls

L

Retrieving Reports

Reports may be retrieved from the Explorer, List, or the Administration tabs of the
Report Manager page.

Explorer Tab

The Report Manager page defaults to the Explorer Tab. This is the primary location for
retrieving reports. The reports requests display under the Explorer Tab, in a designated
folder based on the type of report requested and department. For example, the Budget
Balance Available Reports are stored in the BBA REPORTS folder.
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Figure 2: Explorer Tab and Report Folders

PeopleSoft.

Home Aidd to Favorites

Search: Mew Window | Help =

||> My Favarites @ @Y List  y Administration | Archives
[> CSUM Financials
= Reparting Taals | | | | |
I Query
[ PSInVlsmn

[= BBAREFORTS
FIMANCE_ACCT_SERV
PURCH_COM =
10222
10034
90200
WP_ADMM_FINANCE
10001
10006
10006
P&YROLL REFORTS
Reirmbursed Activitie

+|

[ PeopIeTnnls

!

2. Click on the appropriate Report folder to view a sub-listing of department folders.
These folders contain the reports in the order they were generated.

e There may be a delay in posting the reports to the Report Manager. If the
reports were recently processed, wait several minutes and refresh the web page.

e The Report Manager may split the reports into multiple folders. This does not
affect the reports.

3. Click on the desired report request folder.

Figure 3: FINANCE_ACCT_SERV Report Folder
PeopleSoft.

Search: Mews Wiindow | Help =)

[ @

D My Favarites [ Explorer | List | Administration )" Archives

> ©SUN Financials
~ Reporting Toals | ‘ | | |
[ F’SIHVIS\UI’]

[ PeopIeTools

@ FINANCE _ACCT_SERV
et ACCT SERY 2003-0]
[GADOZ FINAMCE ACCT SERY 2003-0]
[GBDOZ FINANMCE ACCT SERY 2003-0]
[GBO03 FINANCE ACCT SERY 2003-01
[GBFOZ FINAMCE ACCT SERW 2003-0]
[GBFO3 FINAMNCE ACCT SERYW 2003-0]
[L481U FINAMCE ACCT SERV I003-0]
fSTEMS_TECHMOLOGY
nn4z

=
S
=
=
=
=

‘BE
- o
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4. Select the applicable report in the list to view the report results.

5. The File List page displays. Verify if the Process Instance number matches the

Instance Sequence on the Process Monitor page. This confirms that the displayed
report is from the previously run process.

e The File List name includes the following elements: fund, department, as of
date, report type, report requestor’s ID, and the file extension, (HTML or Excel
format).

Figure 4: Report Manager - File List — Excel Format

G

File List

PeopleSoft.

Home

=113

Mew Windaw | Help =

Report ID: 2967 Process Instance:

1215

Hame: MYSRLIN
Run Status: Success

Process Type: nYision-Repaort

GADOZ 10042 2003-09-30 MGMT ACT.HTM

Ham File Size (ntes) Datetime Created

GADOZ 10042 2003-08-30 MGMT ACT e

E001 0755 15 2224 1111072003 2:145:48.0000004M PST
Click on the applicable report name to open the file.

e Files opened in the Html format cannot be altered.

e The Report ID and the selected Scope Name are indicated in the left upper
corner of the report. This information indicates how the report was generated for
future reference.

Figure 5: Report Manager - File List - HTML Format

Mews Window | Help

Report ID: 31038 Process Instance: 2601
Name: MWSRUM Process Type: n¥ision-Repaort
Run Status: FProcessing

GADOZ FINAMNCE_ACCT_SERY 2004-01-31 MGMT ACT HTM

File List
HaAme
GADOZ FIMNANMCE ACCT SERY 2004-01-31 MGMT
ACT TESTOW hittm

Datetime Created

593 02042004 2:19:39.000000FPM PST
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Figure 6: Sample Management Activity Statement - Excel Format

Figure 7: Sample Management Activity Statement - HTML Format

3 https://admnps5.csun.edu/psreports /dw84prd; 31038,/GAD03 FINANCE_ACCT_SERY Z2004-01-31 MGMT ACT

File Edit Yiew Favorites Tools Help

Ik B | € | D | E | F 4 H | =
|2 | California State University, Northridge =
13| Finance and Accounting Srvcs - FINANCE_ACCT_¢
EN Management Activity Statement - GAD03
| 5 |
6 Fi .

g ReportID: CADWWH Month Ending: January 31, 2004
8. Scope Name: N_VPADMN_1 Pre-Encumbered Encumbered Pre-Ei
| 9 | Amount Amount Actual A
10 | Account Description (REQ) PO} Exj 'R Budget
1
E Revenue Collected
|13 Total Revenues 0.00 0.00 0.00 0.00
14
E Salaries, Wages & Adjustments
[ - | 16601300 Management and Supervisory 0.00 0.00 70,286.14 0.00
+ | 17 601400 | Support Staff Salaries 0.00 0.00 165 6592.59 0.00
+ | 18 601401  TEMP Support Staff Salaries 0.00 0.00 3582.00 0.00
+ | 19601500 |Owertime 0.00 0.00 7 276.66 0.00
+ | 20 601710 | Student Assistant 0.00 0.00 7,095.00 0.00
+ |21 801810 Wark Study-On Campus 0.00 0.00 0.00 5,043.79
+ |22 |BE0140  Budg Only Support Staff 0.00 0.00 0.00 2,266 ,854.00

= (23] Total Salaries, Wages & Adjustments 0.00 0.00 256,936.39 2,262,927 .79
24
28 Benefits

[ - |26 602110 | Oasdi 0.00 0.00 10,023.58 115,4598.51

- | 27 |B02120  Dental Insurance 0.00 0.00 4 456.57 3349529
+ | 28 |602130  Health Insurance 0.00 0.00 30,756.97 212,302.92
| 29 602140 Retirement 0.00 0.00 34 545.62 263,309.75

d=Back - = - E) s | Qi search  [GgFavorites  fMedia ®| Ey- & -

B |+ ererend |

Address I@ https:ffadmnpsS. csun. edufpsrepartsfdwS4prd 31038/ GADD3%20FIMANCE_ACCT_SERV%202004-01-31%20MGMT %20ACT%20TESTDMW . hitrn

Fiscal Year: 2003

California State University, Northridge

Management Activity Statement - GADO3

j an |L|nks >
-

Finance and Accounting Srvcs - FINANCE_ACCT_SERV
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Report ID: CADWWH Month Ending: January 31, 2004 Cumuls
Scope Name: N_VPADMN_1 Pre-Encumbered Encumbered Pre-Encumbered
Amount Amount Actual Amount
Account Description (REQ) (PO) Expenses / Revenue Budget (REQ)
Revenue Collected
Total Revenues 0.00 0.00 0.00 0.00 0.0
Salaries, Wages & Adjustments
601300 Management and Superdsory 0.00 0.00 7028614 0.00 NN
B01400 Support Staff Salaries 0.00 0.00 1658 692,59 0.00 0.
601401 TEMP Support Staff Salaries 0.00 0.00 3.582.00 0.00 0.
E01500 Crvertime 0.00 0.00 7 276 BB 0.00 0.
B01710 Student Assistant 0.00 0.00 7.099.00 0.00 0.
G01810 York Study-On Campus 0.00 0.00 0.00 6,043.79 0.
BEO140  Budg Only Support Staff 0.00 0.00 0.00 2,256 ,884.00 0.0
Total Salaries, Wages & Adjustments 0.00 0.00 256,936.39 2,262 927 79 0.
Benefits
E02110 Clasdi 0.00 0.00 1002358 115,498 51 0.
B02120 Dental Insurance 0.00 0.00 4 456 .57 3349529 0.
602130 Health Insurance 0.00 0.00 30,756.97 21230292 0.
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List Tab

A list of generated reports appear under the List Tab in the order in which they were
run, with the earliest report appearing first. The List Tab provides an alternative location
for retrieving reports.

The report list includes the report name with date and format type, the report
description, folder name, completion date and time, the report ID, and the process
instance number.

1. Select the List Tab to display a list of reports.

The list may be resorted by clicking on any of the column headings. The list will resort
using the selected column heading as the sort criteria.

Figure 1: Report Manager List Tab
PeopleSoft.

Search Mew YWindow | Help 4
B> My Favarites | EBxplorer (¢ List  {DAdministration § Archives
[* CSUM Financials
=7 Reporting Tools
[ PSinvision Folder: = owstance: [ ][ m
= Report Manager
I PeapleTonls Name: Created On: Bl Last: |_1 Days ¥
Reports Custornize | Find | B First @] rs0crss O Last
Report Report Description Folder Name Completion Report  Process
SRR pateTime 1D Instance
L4811 FINAMCE ACCT SERV L481U FINAMCE_ACCT_SERY BBA 11107403 2045 1207
2003-08-30 MGMT ACT HTM 2003-09-30 MGMT ACT HTH REFORTS 8:57AM
L4814 PP 2003-09-30 MGMT L4810 PPM 2003-09-30 MGMT BEA 11407403 2043 1207
ACT.HTh ACT.HTM REPORTS H:57AM
L4831 FACIL PLAM 2003-09-30 L4831 U FACIL_PLAN 2003-09-30 BBEA 11/07/03 qa3a 1207
MGMT ACT.HTM MGMT ACT.HTM REFPORTE B:ATAM

2. Click on a column heading to sort the reports in ascending order.

3. Click on a column heading a second time to resort the reports in descending order.

Figure 2: Report Manager List Sort

PeopleSoft.

Search NewWindow | Help )

D My Favorites [ Explorer Y List Y Administration | Archives
[ ©SUN Financials
=~ Repaorting Tools

EQUBW Full:ler:l 'l Instance: I to: Refresh
PSinvisian
S EETL D Name:l Created 0n:| El Last: |_1 IDavs |

D PeaplaTools

Customize | Find | % i First 1-14 of 14 Last

Report Report Description Folder Hame %% E‘m mﬁ
DL MOMTACTITH 2002231 MOTACT A UBAREPORTS [NISLL  amoat 2us0
. GADO3 FINANCE ACCT SERV  GADD3 FINANCE_ACCT_SERY o oo - 012204 aen
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Report Administration

Reports that are no longer needed can be deleted from the repository by the report
initiator using the Administration page.

Administration Tab
The Administration page is used to delete, retrieve, or view report details.

1. Select the Administration tab to display a list of reports.

Figure 1: Administration Tab

PeopleSoft,

Seatch; Mew Window | Help A
[ CUMN Financials @ f Explorer Y List () Administration | Mrchives |
=7 Reporting Taols

[ PSimivizian | | | [ ]

= Report Wanager

[> PeopleTaols BBAREPORTS

2. To view a list of older reports, change the number of days in the Last field and click
on the Refresh button to update the view.

Figure 2: Administration Tab — Retrieve Older Reports

PeopleSoft. sidie oot
Search; NewWindow | Help &
D My Favarites ® [ Ewplorer  Lst inistration % Archives

I CSUN Financials

= :
DRSSSS'HQTW'S userm:  [Enoiazad [30[Days fresh
isi Status: | J Folder: | J Instance: to:

> PeopleTooIs Report List Customize | Find | 180 of 54 I Last
Select Roport Pres Report Description Rﬂ—uei“’t Format Status Details View
D Instance Date/Time

L4810 10222 2003-12-31 MGMT 012852004 Microsoft Excel . X
- 30405 2502 ACT HTM 330 IR M Files (%) Fosted Details Wiew

GBF03 10222 2003-12-31 MGMT 01/28/2004  Microsoft Excel -
- 30403 2502 ACT HTM 350 D5EM Files (%) Fosted Details Yiew

GBDO03 10222 2003-12-31 MGMT 012852004 Microsoft Excel . X
(| 30401 2502 ACT HTH 290-07PM Files (xs) Posted Details Wiew
~  anaon sang  OADO3 10232 2003-12-31 MOMT  DUZ&Z004  Microsofl BXCel o it Fotaile Wiew

Deleting Reports

3. To delete a report or reports, select the check box (es) to the left of the report name.
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Figure 3: Report List — Delete Reports

_ B -

P(;OpleSOfts

Search: Mews Window | Help

[> My Favarites @ [ Emplorer " List inistration {__Archives |
[» CSUN Financials

=7 Repaorting Tools . i . lﬁ
D @re Userip:  [E0013234 Type: | Tltast [ 1[Days x| Refresh |

[> PSinvision status: | | rolder:| | mstance: | to: |
= Report Mananer

[> PeopleTools Report List Customize | Find | % T 1-4 of 4 Last
Select Report Prcs Report Description Rﬂ_ue_st Status Details View
ID Instance Date/Time
L481U 10222 2003-12-31  01/28/2004 Microsoft Excel -
30405 2502 GMT AGT HTM 2:20:09PM Files (ds) POGEE [DEEIR M0
GBF03 10222 2003-12-31  01/28/2004 Microsoft Excel .
30403 2502 MT ACT HTM 2:20:08PM Files (~ds) Fosted Details iew
GBD03 10222 2003-12-31  01/28/2004 Microsofl Excel -
r 30401 Z50T L aMT ACT HTM 2:20:07FM Files (fs) Feele DEENS e
GADO3 10222 20031231 01/28/2004 Microsaft Excel .
r 30398 2802 onT ACT.HTH 2:20:05FM Files (73 Posted Defals Yiew

|_Dekte | iickine selete button to delete the selected repartis)

4. Click on the Delete button.
5. Click on the Yes button in the Confirmation page.

Figure 4: Delete Reports Confirmation Page

PeopleSoft.

Add to Favorites

Search:

I @ MeswWindow | Help

[> My Favarites
> CSUN Financials

< Repotting Tools Are you sUre you want to delete the reponis)? (53,12)
[» Guery

> Painvision You have requested to delete report(s). Indicate if you really want to do this or not.
= Report Manager ‘fes I Mo |
[ PeopleTools

Set View Rights

The report initiator can authorize another individual(s) the rights to view report created
by the initiator.

e If the other user also has the ability to Run nVsion reports, they will also have the
access to delete the report or change its expiration date.

1. From the Administration Tab, click on the Details link for the desired report to
distribute the report to another individual(s).

e The Distribution ID Type defaults to User.
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e The Distribution ID is also known as the user’s operator ID. It defaults to the
user who generated the report. Do not change this value.

Figure 1: Report Detail Page

PeopleSoft.

| _Addto Favorites | Sign ou

Mew Window | Help

Search:

[> My Favarites Report Detail
[> ©5URN Financials

=~ Repm‘ti_n_g Toals Report ID: 8993 Process Instance: 1216
[> PSinvision
= Report Manager Name: MYSRUM Process Type: nision-Report
[ PeopleTools
L4810 HUMAN_RESOURCES 2003-10-31 MGWMT ACT.HTM

Distribution Node: PSNT Expiration Date: |b2f1u:2004 (e

Distribute To

Distribution ID Type *Distribution I3
User | [TEsTDW @d

0K I Cancel I

2. To assign report rights to another individual, click on the * ] button to add a
Distribution ID (or Operator ID) to the distribution list.

e The Distribution ID Type defaults to User. Do not change this value.

3. Click on the Magnifying Glass icon to display a list of authorized users and their
ID’s.

Figure 2: Report Detail — Distribution Details

PeopleSoft.

| _Addto Favorites |  Siogn o

Mew Window | Help

Search:

@ Report Detail
[> My Favorites P
[> CSUN Financials

~ Reporting Tools ReportID: 8993 Process Instance: 1216
[> PSInvision
= Report Manager Mame: NYSRUN Process Type: nfision-Report
[ PeapleTools
L4810 HUMAN_RESOURCES 2003-10-31 MGMT ACT.HTM
Distribution Node: PSNT Expiration Date: |1 2102003 @
Distribute To

Distribution ID Tyne *Distribution ID

|User | [TEsTDW +] =]
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4. To sort the list of users by last name or Operator ID, click on the Description or
Distribution ID column heading respectively.

Figure 3: Search by Distribution ID or Description

PeopleSoft.
Search: MewsWindow | Help )
[ My Favorites Look Up Distribution ID
[ ¢SUM Financials
VDRC?E;;'”Q ot Search by: Distribution ID begins with

[> FSinvision

= Report Manader
Look U Cance{ | Advanced Lookup
[» PeopleTools _pl ‘.

Search Results
Only the first 300 results can be displayed. Enter mare infarmation above and search again to reduce the number of search results.
e Al i (201-300 of 300 [}]

(Distribution D Description

5. To search by User Name, click on the Advanced Lookup link.

6. Enter the recipient’s last name in the Description field and click on the Lookup
button.

Figure 4: Advanced Lookup Distribution ID Page

J— JE -

PeopleSoft.
Search; NewWindow | Help =
| @ N
D My Favorites Look Up Distribution ID

> CEUN Financials
= Reporting Taals Distribution ID: [begins with

P Query

[> PEinvision Description: |beginswit & |Smith|

= Report anager

D PeapleTools _
| LookUp | ) ciear | | cCancel | Basic Lookuo

Search Results

7. Click on the Distribution ID link or name to update the distribution list on the Report
Detail page.
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Figure 5: Report Detail Page - Add Distribution ID

PeopleSoft.

Search: Newindow | Help

[> hty Favorites Report Detail

[ ©SUN Financials

=7 Reparting Tools

[ QLFI]BW g Report ID: 30401 Process Instance: 2502
Name: MYSRUMN Process Type: nision-Report

eport Manage

I PaopleToals GBDO3 10222 2003-12-31 MGMT ACT.HTM

Distribution Node: PSMNT Expiration Date: |U2J’2TIEUD4 @

Distribute To

Distribution ID Tyne *Distribution ID

User [TESTDW al +] =]
. B 5 —
QK | Cancel |

8. Click on the OK button to return to the Administration Tab.

Note: There is only one copy of any given report in the repository. If an additional user
with Run nVision capability decides to delete the report, the report cannot be
restored or recovered. If a report is accidentally deleted, it must be run again.

Setting Report Expiration Dates

After the report expiration, date the report is archived and is no longer available for
retrieval from the report repository. The Report Expiration date can be set to expire
reports prior to 30 days or extend the expiration period.

1. From the Administration Tab, click on the Details link for the desired report.

2. To modify the report’s expiration (archive) date from the Report Detail —
Distribution Details page, click on the Calendar icon and select the desired date.

This resets the archive date.

e An expiration date is modified to extend or shorten a report’s retrieval period in
the report repository.

3. Click on the OK button to return to the Administration Tab.
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Figure 1: Report Detail — Distribution Details — Expiration Date

PeopleSoft.

Home

Search: MNew Window | Help

[ @

[> My Favarites
> CSUN Financials
7 Reporting Toals
[> PSinvisio

= Report Manager
D PeaplaTools

Report Detail

Report ID: 84993

MYSRUMN

Process Instance: 1216
Name:

Process Type: n¥ision-Report

L4310 HUMAN_RESOURCES 2003-10-31 MGMT ACT.HTM

Distribution Node: PSHNT Expiration Date: |1 21052003 @
Distribute To
Distribution ID Type *Distribution ID
User | [TEsTDW Qal +] =]

View Link

Another way to access the report repository is to click on the View link in the
Administration tab to access the Report Detail — File List page.

Figure 1: Administration Tab — View Reports

PeopleSoft.

Home

Search: Mew Window | Help =

D Wy Favorites [ Ewplorer j" List | Administration ‘{_ Archives |

> ©5UN Financials

< Reporting Toals

DQSEW d useri;:  [EoD13234 Type: [N ~ | Last:  [30[Days 7| Refresh |

[> FSinvision

Status: |
= Report M

j Folder: |

j Instance: |

to: |

D PeaplaTools

Report List ze | Find First 150 of 54 I Last
Select Report Prcs Report Description Rﬂ_ue:ﬂ Format Status Details View
ID Instance DateTime

L4810L010222 2003-12-31 MGMT 012812004 Microsoft Excel .

[0 30405 2502 oy 220:09PM  Files (rag) | o0 Detall @
GBFO03 10222 2003-12-31 MGMT 012852004 Micrasoft Excel . "

- 30403 2502 ACT HTM 290:08PM Files ("s) Fosted Details Wiew
GBDO03 10222 2003-12-31 MGMT 012852004 hicrosoft Excel . .

- 30401 2502 ACT HTM 330 0TEM Files (") Fosted Details Wiew

- an168 AT GADN3 10222 2003-12-31 MGMT - 01232004 MicrosoR EXCel o0 fataiie wic

1. Click on the File List name to open the report.
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Figure 2: View Link — Report Detail — File List View

PeopleSoft.

E >
Mew Window | Help =]
Report Detail
Report 1D: aavs Process Instance: 1215
Name: MNYSRLUMN Process Type: nvision-Report

Run Status: Success

L4810 10042 2003-09-30 MGMT ACT.HTM

File List

Hame File Size (nvtes) Datetime Created
L4810 10042 2003-09-30 MGWT ACT EOO10299.%1s 50,6 1171062003 9:15:48.0000004M PET

Archives Tab

Reports are automatically archived after 30 days from the run date. Archived reports
cannot be accessed for any purpose. However, a list of the most recent archived reports
can be viewed.

1. To view a list of the most recently archived files, click on the Archives tab.

e The page displays the most recently archived reports based on the number of
days prompted for in the Last fields.

Figure 1: Archives Tab — Archived Report List

PeopleSoft.

Search: Mew Windaow | Helo

@ [ Bwplorer " List | Administratidg ) Archm

[> My Favorites

[> CSUR Financials Process TWE:I—LI
=7 Reporting Tools
I» PSinvision Archive Date; I— Ql or {Refresh
= Report Manader
D PeopleTools Archived Report List Customize | Find | view Al | 3
Archive Date Report Prcs Report Description Request Date/Time OQutput Process Type
[} Instance Format
10i0142003 474 564 MNRRECONZ 092372003 12:24:295M  Acrobat (.pdf SGR Process
0973002003 812 607 Chartfield Synch 0972372003 9:27:26PM  Acrobat (.pdn SGR Process
0813062003 473 463 Chartfield Synch 09/22/2003 11:00:42PM  Acrobat (. pdf) SOR Process
0953002003 472 AB2 NRRECON3 09222003 9:55:13PM  Acrabat &.pdf SCQR Process
09/29/2003 471 561 MNREMPCNY 08222003 9:45:58A0  Acrobat (&.pdf S0R Process
GBDO3 80204 2003-08-31 MGMT

09r27i2003 46254 872 09i26/2003 2468:01PM  HTML Documents (“htm) nVision-Report

ACTHTH

2. Toview a list of prior archived reports, change the number of days in the Last
field and click on the Refresh button to update the view.
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Clearing Cache Files

Your computer’s Internet cache stores temporary and permanent web files on the hard
drive and is used to speed up the process of retrieving data and executing the
information. It is important that cache files be cleared on a regular basis in order to
optimize computer performance. It is recommended that this be done on a daily basis.

1. Open Internet Explorer web browser.

2. Click on the Tools option in the main menu bar. Select Internet Options from the
drop-down list.

/2 Administration & Finance - Microsoft Internet Explorer =2 x|

File Edit View Favorite: lelp ﬁ

Gk v 5 - @@ A Melwdtens vl Gues 3D SE- Y
Synchronize. .. <
Address I@ http:{fwww-admn.c Windows Update _'J P Go | Links
Show Related Links
Yahoo! Messenger California State University
. J CRECHAG
PeopleSoft. @Northmdge
Today's date is: 3
9/25/2003 i ’ .
Please use Internet = !‘
Explorer 5.5 or higher A2 -2
for all PeopleSoft It
Forms.
PEOPLESOFT
CAMPUS SUPPORT | i |
? o - | -
PEOPLESOFT 2
FINANCIALS i s )
S e i s H
PEOPLESOFT 2 2 &7 e 4 "
HUMAN RESOURCES « sial & 4 354 [ ‘ [ |
—_— i Gaecol LSRN ¥ 08, i ! J
PEOPLESOFT ¥ - =
FINANCIALS REPORTS
R A 35th Annual PPM Workshop New!
PEOPLESOFT Public Safety Awareness Week! New!
CHARGEBACK : :
REQUISITIONS Public Safety Emergency Preparedness Recommendations
| DEPARTMENTS: =l | QUICKLINKS: =l
CLICK HERE FOR A TEXT YERSION OF THIS PAGE.
Office of the Vice President | Bucget Plaming & Maragement | Faciilies Planning | Firancial & Accounting Services
Human Resource Services | Cffice of the University Controlier | Phpsical Plamt Managemert | Public Safely
Purchasing & Logstal Services - Systems & Technology

3. The Internet Options dialog box opens.
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N Internet Optinne

Today's date is:
8/25/2003

Please use Intern:
Explorer 5.5 or hig
for all PeopleSoft
Forms.

PEOPLESOFT
CAMPUS SUPPOFR

PEOPLESOFT
FINANCIALS

PEOPLESOFT
HUMAN RESOUR(

PEOPLESOFT
FINANCIALS REP(

PEOPLESOFT
CHARGEBACK
REQUISITIONS

Peop]_es‘ General ISeculityI Plivacyl I:onlent| I:onnections| Plogramsl Advancedl

21|

~ Home page :
‘You can change which page to use for your home page. ﬁ ‘x
Address: -admn. csun.edu/| " -
i ‘
Use Current Use Default Use Blank I i |
-~ Temporary Internet files ! » . “ '
7 Pages you view on the Intemet are stored in a special folder H 1 P )| -
@ Y for quick viewing later. M | -
girait=
Delete Cookies... | Delete Files... Seftings... | 7

Hist:
History

Days to keep pages in history:

The History folder contains links to pages you've visited, for = A s
quick access to recently viewed pages.

w1111 8 |7

Annual PPM Workshop New!
Safety Awareness Week! New

|1 5: Clear History |

Colors... | Fonts...

| Languages... I Accessibilityml 3

rgency Preparedness Recommendations

| QUICKLINKS:

[ o< ]

Cancel I Apply I E FOR ATEXT YERSION OF THIS PAGE.

4. Click on the Delete Cookies button (located in the Temporary Internet Files
section of the window). Click on the OK button in the Delete Cookies window.

Today's date is:
9/25/2003

Please use Intern:
Explorer 5.5 or hi¢
for all PeopleSoft
Forms.

PEOPLESOFT
CAMPUS SUPPOR

PEOPLESOFT
FINANCIALS

PEOPLESOFT
HUMAN RESOUR(

PEOPLESOFT
FINANCIALS REP{

PEOPLESOFT
CHARGEBACK
REQUISITIONS

Internet Files Folder?

OK

Peop]_es‘ General ISecurRyI Plivacyl Cmtem| Connections| Programsl Advancedl
x|

Delete all cookies in the Temporary

Office of the Vice President | Bucget Plarning & Marsgerment | Faciilies Pisnring | Firsncial & Accounting Services

21|

ne page.

Cancel I Use Blank I

T Intemet files

7Y
‘ for quick viewing later.

Pages you view on the Intemet are stored in a special folder

Delete Cookies, | Delete Files...

Settings... I

ST
History

Days to keep pages in history:

The History folder contains links to pages you've visited, for A
quick access to recently viewed pages. -

Annual PPM Workshop New!
Safety Awareness Week! New

]1 3: ClearHistoryl

Colors... | Fonts...

| Languages... I Accessibilily.ul 3

rgency Preparedness Recommendations

[QuickLINks:

0K

Cancel I Aaply I E FOR ATEXT VERSION OF THIS PAGE.

Offce of the Vice President | Bucget Plaring & Marsgement | Faciilies Planring | Financial & Accounting Services
Human Reeource Services | Office of the University Controller | Phusical Plamt Mansaemert | Public Safely

5. Click on the Delete Files button (located in the Temporary Internet Files section of
the window). Click on the OK button in the Delete Files window.

e |f desired, click on the Delete all offline contents check box, to delete all offline

content.
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Today's date is:
9/25/2003

Please use Intern:
Explorer 5.5 or hi¢
for all PeopleSoft
Forms.

PEOPLESOFT
CAMPUS SUPPOR

PEOPLESOFT
FINANCIALS

PEOPLESOFT
HUMAN RESOUR(

PEOPLESOFT
FINANCIALS REP{

PEOPLESOFT
CHARGEBACK
REQUISITIONS

PeopleS [ R—

& Delete all files in the Temporary Internet Files
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You can also delete all your offline content stored hage.
locally.

OJelel:e all offline content:

( OK !) Cancel | %-l

7N Pages you view on the Inten
@ Y for quick viewing later.

Delete Cookies...

are stored in a special folder

Delete Files... Settings... l

SCh
History

The History folder contains links to pages you've visited, for
quick access ta recently viewed pages.

Days to keep pages in history: 11 3: Clear History |

Colors... | Fonts... | Languageswl Accessibililywl

20|

0K I Cancel I Apply I

Annual PPM Workshop New!
Safety Awareness Week! New

[ORG CHART,

rgency Preparedness Recommendations

= [QUICKLNKS:

E FOR ATEXT YERSION OF THIS PAGE.

6. If desired, retained history of previously visited web sites (whose addresses, or
URLs, were manually typed in the browser Address field) may also be deleted
on the Clear History button. Click on the Yes button in the Internet Options

Office of the Vice President | Bucget Plarning & Marsgement | Faciilies Pisnring | Firancial & Accounting Services
Hurman Rezource Services | Office of the Universily Controller | Pysical Plamt Managemert | Public Safely

window asking if you are sure you want to delete history.

Today's date is:
9/25/2003

Please use Intern:
Explorer 5.5 or hi¢
for all PeopleSoft
Forms.

PEOPLESOFT
CAMPUS SUPPOR

PEOPLESOFT
FINANCIALS

PEOPLESOFT
HUMAN RESOUR(

Peoples‘ General ISecurityI Plivacyl Cmteml Connectionsl Programsl Advancedl

Home page

You can change which page to use for your home page.

Address: |hllp:.r‘llevww-aclmn.csun.edu.al

UseCunentI UseDefaultl Use Blank I

Internet Options

@ Are you sure you want Windows to delete your history of visited Web sites?

21|

PEOPLESOFT
FINANCIALS REP(

PEOPLESOFT
CHARGEBACK
REQUISITIONS

The History folder contains links to pageQu've visited, for
quick access to recently viewed pages.

Days to keep pages in history: & Clear History )

|

Colors... | Fonts... | Languagesml Accessibilily...l

0K I Cancel l Apply |

[ORG CHART,

= QUICKLINKS:

E FOR ATEXT VERSION OF THIS PAGE.

Office of the Vice President | Bucget Plaring & Marogement | Faciilies Planning | Financial & Accounting Services
Human Rezource Services | Office of the Universily Controller | Physical Plamt Managemert. | Public Safely
Purchasing & Logital Services | Systems & Technology

. Click

7. Click the OK button in the Internet Options dialog box when all desired files have
been deleted.
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Address I@ http: ffwww-admn.csun.eduf

PeopleS

Today's date is:
8/25/2003

Please use Intern:
Explorer 5.5 or hi¢
for all PeopleSoft

eSS Use Curent Use Default Use Blank l
PEOPLESOFT .
CamPUS SUPPOR || [T Intemet files
—_— Page§ you_vie_w on the Intermet are stored in a special folder
PEOPLESOFT ¥ for quick viewing later.
FINANCIALS

Delete Cookies... | Delete Fies... | Setings... |
PEOPLESOFT

HUMAN RESOUR(

PEOPLESOFT

FINANCIALS REP{

PEOPLESOFT
CHARGEBACK
REQUISITIONS

N 1oternet Optinne

General ISecuri!y] P«ivacyl Conten(l Connections| Programsl Advancedl

21|

—Home page

‘You can change which page to use for your home page.
Address:

y-admn.csun.edu/|

History
The History folder contains links to pages you've visited, for
quick access to recently viewed pages.

Days to keep pages in history:

|1 3: CleatHistoryI

Annual PPM Workshop New!
Safety Awareness Week! New

Colors... |

Fonts... J Languages... I Accessibil'ﬂy...l

ORG CHART,

rgency Preparedness Recommendations

E

| QUICKLINKS:

—

()

Cancel I

Apply

I FE FOR ATEXT VERSION OF THIS PAGE.
|

Office of the Vice President | Bucget Plarning & Marsgerment | Faciilies Pianring | Firsncial & Acceunting Services
Human Resource Services | Office of the University Cortrolier | Physical Piamt Mansgemert | Public Safely
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nVision User’s Aid — Reports and Scopes Reference Guide

REPORT REPORT REPORT TITLE APPROPRIATE SCOPES
REQUEST! NAMING CONVENTIONS
Budgetary Summary by CCXXXX GF Bgt Sum Exp Category D = Department by Fund Specific Scopes - Generate
Expense Category individual DeptlID reports
Budgetary Summary by CDXXXX GF Bgt Sum Dept . D_#####z_# - Retrieve combinations of one DeptID
Department and Fund.
Management Activity Statement CAXXXX BBA Mgmt Act Stmt o D_AAAAA® # - Retrieve combinations of individual
DeptIDs and Fund under the specified node.
N = Node by Fund Summary Scopes - Generate
Month-End Activity Statement FAXXXX BBA Month-End Act Stmt summarized reports at the node level and Fund.
_# = Scope sequence number
Management Fund Summary AAXXXX BBA All Funds Sum A = Department Only with all funds
PAXXXX MTD Payroll Trans . AD_#####Z_# - Retrieve one DeptlD.
BEXXXX MTD Payroll Trans Of e AD_ AAAAAB_# - Retrieve individual DeptIDs under
PEAS POXXXX PEAS the speC|f|ed3node. '
Month-To-Date Phone CLXXXX Month-To-Date Phone Detail * AN_AAAAA"_# - Generate summarized reports at
Transactions COXXXX Three Month Phone Detail _ the node level.
_# = Scope sequence number
Trust Balance Summary TAXXXX Trust Bal Sum T = Trust Fund by Department and Project
TCXXXX Trust Bal Sum Fund/Dept . T_#####Z_# - Retrieve combinations of specific
Trust Statement of Financial TEXXXX Trust Act Stmt DeptID, Fund, and Project.
Activity TGXXXX Trust Act Stmt Fund/Dept o T_ AAAAA3_# - Retrieve combinations of individual

DeptID, Fund, and Project under the specified node.
_# = Scope sequence number

‘where XXXX is specific to each user

% Where ##### refers to a single DeptID

® where AAAAA refers to alpha numeric characters
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