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PeopleSoft
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Overview

There are two primary excel-based financial reports for tracking awarded research activity in the PantherSoft
system; the Project Financial Report and the Departmental Research Summary Report.

This training guide provides information about the design of the reports. It also provides the steps to run the
reports in PantherSoft.

Note: The reports described in this training guide can only be run for dates greater than or equal to 7/1/2009.
Overview of Research Financial Reports
Below is a detailed description of each report:

Project Financial Report

The Project Financial Report generates within six tabs of one excel file a comprehensive amount of information
about a Project ID. Below is a description of each tab:

¢ ‘Project Summary’ Sheet - Below is a screenshot of the summary page. Click the buttons in the
‘Report Views'’ section of the page to see multiple levels of detail and additional columns :

c D
rlu ‘ Research Project ID 899999999 Asof Date:  2022-11-30

Project Financial Report | yit1e Integration of Health Informat

Project start Data 20200915 Dapartmant Knight Found school of IS FeARaBais  MTDCS
Project EndData 20050531 ContractType crioc FSARateParcant 475
Post Avard Financial
Principalinvestigstor  Smith, Jonn Suares ulists Mariznne ProjectTypa =
pal Invastigs > Noratr . jact Typs
Report Viens

FIU Aurard Number AWDO00000008393 Sponsor Hame Natianal Institute on Aging A )

Summary | additional Columas

Sampla Award Descriptian -

Avard Description " " Sponsor Award#  1R01AG0E99501 Budget Catagory

oerai

CostShareonAward Mo

Budget Obligated  Expenditwres  Expendiuresto  PreEncumbrances, _ Available
Account o > P /" available Balance
10 Date Current Month Date Encumbrances Percentage

Salary & Wages s 2407030 s sssmas s s 551,91 12585
Temporary Employment 5 10345383 $ 312384 '5 8172576 S S 2172817 21.00%
Fringe s 2087020 | § 22894 | § 19,5751 § s 1,612.68 7.73%
58 Total Sala 'y & Wages, Temporary Em \oymel\t, Fringe S 16839443 S 3,352.78 'S 13951164 § S 28,882.79 17.15%
“Tavel % -5 i - s s - /A
Scholarships, Stipends and Tuition S 801315 § 'S 7,97895 § S 34.20 0.43%
Subcontracts s s TS - s s /A
Professional Fees s s TS - s s - WA
Other Operating Expenses and Materials & Supplies S 97498 S 'S 109498 § S (120.00) N/A
Restricted/Transfer Expenses s s Ts s s WA
Equipment and Other Capital Outlay B 805600 3 6 505600 § 8 - WA
Total Operating Expenses s 17,0413 S - s 1w s s (85.80) H/A
Total Direct Costs B 18543856 &  3,35278 'S 156,64157 % 5 28,796.99 15.53%
Total Facilities & Administrative Costs B 86,878.71 $ 159256 'S 66,788.20 5 B 20,080.51 23.12%
s 31727 S 223,407 S s
Report Notes:

= The financial reports shouid be carefuily analyzed to ensure that il items charged to the project are accurate and ony iNOppropriote costs shouid be iGentified and @
transfer request initiated within S0 days of discovering the error.
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o Project Header Information - The header contains key fields of information (i.e. Sponsor
Name, Sponsor Award #) associated with the Project ID.

o Budget to Actuals Analysis - The project summary sheet show how the expense accounts
being used in transactions relate to their respective budgetary account.

o Expenses by Month - Click the ‘Additional Columns’ button to see this information. Please note
that this column shows expenditures amounts as of the actual date that you are running the
report, whereas the ‘Expenditures to Date’ column further left shows the balance of expenditures
as of the Reporting Date specified when running the report.

o 2004 SAMAS Conversion Balance - Click ‘Additional Columns button to see this information.
There is a 2004 SAMAS balance column for older Grants which displays the expense balances that
existed prior to PantherSoft. To understand further the detail of these balances, please review
CTL historical information that existed prior to Panthersoft.

e ‘Expenditure Pivot’ Sheet - The report automatically creates and populates a pivot table of the
expense activity in PantherSoft related to a particular Project ID. Here you can take advantage of all
the pivot features in excel to easily manipulate the pivot table to analyze the expense activity and
drilldown to the details without going back to PantherSoft system.

¢ ‘Expenditure Detail’ Sheet - The ‘Expenditure Detail’ sheet is automatically populated with all the
expense transaction detail in PeopleSoft related to a Project ID. Instead of spending time running
queries in PantherSoft and then removing columns and row related to pre-encumbrances and
encumbrances, this report is designed to show only the expenditures and columns that are most
relevant. In addition, the report automatically generates with filters applied as well as a subtotal of
the monetary amount column that will adjust the sum based on how you filter the transaction data.

¢ ‘Payroll Pivot’ Sheet - The report automatically creates and populates a pivot table in excel of the
payroll activity in PantherSoft related to a particular Project ID.

e ‘Payroll Detail’ Sheet - The ‘Payroll Detail’ sheet is automatically populated with all the payroll
transaction detail in PeopleSoft related to a Project ID. Please note that the payroll data is available
from calendar year 2012. For payroll detail prior to calendar year 2012, run the PS Payroll Detail
report in Financials.

e ‘Procard Detail’ Sheet -This tab is populated automatically with transaction details for the Project
ID since July 09. The status of ‘Closed’ in the tab represents transactions that have been approved
and processed completely and the expense should be reflected in the ‘Project Summary’ sheet as an
expense incurred. The status of ‘Approved’ displays all transactions that have been approved, but
not staged to the General Ledger as an expense yet. Those in ‘Staged’ status are pending approval.

Please note that all of the tabs except for the Project Summary tab get populated with data as of the date the
report is actually run. The Project Summary tab, however, is populated based on the 'As of Date' of the report
request.

Departmental Research Financial Summary Report

The Departmental Research Summary Report generates a row for each Project ID within an organization
department. Within each row there are multiple columns of information for each Project ID converted or added
after the PeopleSoft Grants suite implementation of July 2009.

U |Research

Department Summary Report

202072000

Sponsor Information

Primary Oxiginat

Below are some important notes about this report:
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Department # must be entered (step #12 below) when running this report. If the report is run
without a value, the excel file will be generated with incorrect amounts for the Project IDs listed.

The subtotals at the bottom of the report are not formulas. If you manipulate the number of rows in
the results, the totals at the bottom will not be automatically updated.

The 'Direct Available Balance’ column is derived from the following calculation: Life to Date (LTD)
Direct Budget — LTD Direct Expenses - LTD Total Encumbrances — LTD Total Pre-encumbrances =
Direct Available Balance.

The report should only be run for As of Dates greater than or equal to 7/1/2009.

Steps for Running the Project Financial and Departmental Research
Financial Summary Reports

Below are the steps required in PantherSoft to run the reports described above. The reports can be run for any
Project IDs/org department IDs converted/created in July 09 or added since then.

1.
2.

Log into PantherSoft Financials.
Navigate to Reporting Tools - PS/nVision — PS/nVision Schedule Requests.

NavBar {3

Menu > Reporting Tools

e PS/nVision

Q

Favorites

E PS/nVision Schedule Books
PS/nVision Register Drilldown

E PS/nVision Schedule Requests

Menu E PS/nVision Scope Definitions
WyFIU Portal
Click the Add a New Value tab.
Report Request
Find an Existing Value ‘ ‘ Add a New Value

Note: You will only need to Add a New Value for the first time you run the report. After you have
created a Report Request ID and completed the steps below, use the Find an Existing Value tab to
locate and update the Report Request criteria and run the report.
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4. Enter “FIUO1"” into the Business Unit field.
5. Enter your PantherID or any unique identifiers (up to eight numbers, letters, and/or characters)

in the Report ID field and click the button.

Report Request

| Find an Existing Value | [ Add a New Value

Business Unit |FIU01 Q

“ReportID [15237497 |
—

Note: The system requires that the Report ID you create be unique. If the report request that
you created has already been created by someone else, you will get an error message.
Therefore, if you use your PantherID as the Report ID, you should not have any issue.

The following page will be displayed. The subsequent steps will guide you through the required fields
marked in the screenshot below.

£ Employee Self Service PSinVision Sched
[ nVision Report Request ‘ ‘ Advanced Options ‘
Business Unit:  FIU01  ReportID:  1523749T Copy to Another Business Unit/ Clone
Report Title: |Project Financial Report w | Transfer to Report Books

Process Monitor

Report Manager

Share This Report Request
*Layout: [FIU_GRANT_PLEVEL Q

~ Report Date Selection

*As Of Reporting Date: | Specly & ] [vno2 [

“Troe As Of Date: | Use As OF Reporting Date |

B Override Tree As of Date if Specified in Layout

* OQutput Options

“Type: | Web v|  Scope and Delivery Templates
“Format: | Microsoft Excel Files [*xis) v|

6. Enter a Report Title.
For example, enter “Project Financial Report” or "Dept Research Summary”

7. Select one of the following values in the Layout field.

nVision Layout Description
FIU_GRANT_SLEVEL Project Financial Report for Project IDs
budgeted at the 'S Level'.
FIU_GRANT_PLEVEL Project Financial Report for Project IDs
budgeted at the ‘P Level'.
FIU_GRANT_ORG Departmental Research Summary Report.
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Note: Your Project ID is either budgeted with S or P budgetary accounts. Choose the S or P Level
layout corresponding to your budget setup. If you have run the report and found that the budget
values are zero, most likely you have selected the incorrect layout. See related Research Budgetary
Account Crosswalk

8. Select ‘Specify’ in the As of Reporting Date dropdown box and enter the date for which you would
like to run the report.

9. Click the Advanced Options tab and uncheck the ‘Data From Requesting B.U. Only’ checkbox.

< Employee Self Service

g

| nVision Report Request | [ Advanced Options

Business Unit: Fluot Report ID: 15237497

* Advanced Report Instance Options

@ Enable nPlosion If Specified In Layout
[ Translate Summary Ledgers to Detail
{"iData From Requesting B.U. Only

Note: This step is required for the reports to populate award/project detail information since ORED
has a new business unit in the Grants suite of ‘FSRO1".

10. Click the nVision Report Request tab to return to the previous tab.

£ Employee Self Service PS/nVision Schedule Requests

nVision Report Request P toTTs:
port Fequest 4 R

Business Unit: = ReportID:  1523749T Copy to Another Business Unit/ Clone

Transfer to Report Books
B

Report Title: [Project Financial Report n :

11. Click the Scope and Delivery Templates hyperlink.
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Spociy Y [mma @)

o hs Use As Of Reparting Dale -
EOverrids Tres As of Date if Spacified in Layout
~ Output Options

Type: | wab

Wicrasoft Excsl Files (" xs)

12. Enter a value in the Report Scope field based on the following instructions.

If you are running the Project Financial Report (by Project ID), enter the Project ID you would
like to run the report for in the Report Scope field.

If you are running the Departmental Research Summary Report (by department ID), enter the
organizational Department ID you would like to run the report for in the Report Scope field.

nVision Web Cutput X

Business Unit: Fluoi ReportID:  1523749T

Report Scope: = "
nier your report scope. cope Definiti
[s99999908 @ Scepe Definition

Folder Name:

v]

Retention Navs: | |

13. Enter ‘%SFV%' at the end of the Content Description Template field (After %RTT%).
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— —

e nVision Web Output x
rh Help
Business Unit:  FIUO1  ReportiD: 15237497
M Report scope:
Enter your report scope. B
g 899959999 e
"
i Folder Name:

Retention Days:

Directory Name Template:
| Enler a Felder name for your instances Use
variables 1o create unique Folder names. I
the folder doesn't exist PS/nVision wil create
the folder in Report Manager

Examples: Reports\%SFV%- %RID% him,

HEY: %
Content Description Templats: . . .
= Enter  description of the reportinstances for identiication
HATTHRSFV% in Report Manager. Use variables to dynamically create

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

Security Template:
_. Enter use IDs or variables lo give access la report
instancas In the Content Repository.
Examples. "UVP1USMITHI", "U VP1.R Manager
“%DES DEPTID.OPRID OPRID%"
o [

Note: By entering this code, the Project ID or Department ID will be displayed in the link when you
pick up the report later in Report Manager.

14. Click the button to return to the main tab and click the button.

Note: As mentioned previously, now that you have saved your report request you can use the Find an
Existing Value tab on step three above to retrieve the Report ID.

Run Report
15. Click the button.

16. Click the OK button.

Process Scheduler Request x
Help
UserID 1523749 Run Control ID
— Server Name | PSNT1 v Run Date [11/3012022
Recurrence | | Run Time [1:42:58PM | [ Reset to Current Date/Time
Time Zone | Q
| N
Process List
Select  Description Process Name Process Type “Type “Format
n\l\s\oV NVSRUN nVision Report Default v‘ ‘ Default v
[ o]

Note: The report request is now being processed. You can pick up the report with the next steps. If you
are interested in seeing the status of the process on the server, click the Process Monitor hyperlink.

The Process Monitor can also be access at the following navigation: Peopletools — Process Scheduler -
Process Monitor.
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nVision Report Request I I Advanced Options
; Copy to Another Business Unit/ Clone
Business Unit: Report ID: !
Fluo1 P 15237497 Delete This Report Request
Report Title: [Project Financial Report Transfer to Report Books

Process Monitor
Report Manager
Share This Report Request

“Layout: |FIU7(3RANT7PLEVEL Q

* Report Date Selection

*As Of Reporting Date: | Specify v msome2 [

“Tree As Of Date: | Use As Of Reporting Date v/

B Override Tree As of Date if Specified in Layout

 Qutput Options

“Type: ‘ Web V‘ Scope and Delivery Templates
“Format: ‘ Microsoft Excel Files (* xls) v ‘
; e : Process Instance:8512086 """

Return to Search Add Update/Display

Dnvision Report Request | Advanced Options

17. Click the Report Manager hyperlink to pick up the report.

Note: The Report Manager can also be accessed at the following navigation: Reporting Tools — Report
Manager.

18. Click the Administration tab of Report Manager.
19.

[ List

’ Explorer

[ Administration

| Archives I

View Reports For

UserID 1523749 Type | ~|| Last ~| 9| [Days v Refre:

20. Click the hyperlink under the Description column for the report you just requested.

[ List H Explorer H Administration

I Archives

View Reports For

UserID | 1523749 Type i v|| Last ~| | 90| |Days v Refresh

V| | V‘ Instance | | to | |
Status Folder
Report List
| Ei|| O‘| 1-40f4 v | View All
Select ﬁ‘.)epor‘l ::r:ts;m:e Description Aﬁ?ﬂﬁ:‘:ﬂ! Format Status Details
Microsoft
9048019 8512086 | Project Financial Report300014002 B Excel Files (Posted | Details
T (*.xls)
oo Microsoft

The excel report file will be downloaded to your computer.
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7 PSinVision Schedule Books e
Administration

Ust || Explorer Archives
PSinVision Ragister Drildawn
View Reports For
~ PSinVisi i
SinVision Schedule Requests oo my | e | [ Last v 0| [Days
PSinVision Scope Definltions. v v| Instance to
stus Folder
Report List
ma
Report Request
Select D Instance  Description DatelTime
| | | 173012022
‘BIH-EM‘) ‘KEQHSE | 143 18P0
 Microsat
172022
9016546 8482673 Vit ol es
Microsoft
N L DERTE 1 0172022 e
SN2 BATEE4D AL DEPTS2022-11-01 T S
Micresaft
S P—— 100572022 e
8U6B302  BA3BESS AL DEPTS202 Wirotw b fes

‘.

n Select All

st | Explorer

Adr

Home Insert Formulas Data Review

Page Layout

Viaw All

Status  Details

Posted  Detalis

Posted  Deta

Kutools ™ Kutools Plus Help Acrobat Power Pivot

o PROTECTED VIEW Ee careful—files from the Internet can contain viruses, Unless you need to edit, it's safer to stay in Protected Vid

22, The report will be displayed.
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C
rlu‘ResearCh ProjectID 899999999 As of Date:  2022-11-30

Project Financial Report | 4o

Integration of Health Informat

A
Project Start Date 20200915 Department Knight Found School of CIS F&A Rate Basis MTDCS
~
Project End Date 20250531 Contract Type CR_LOC F&ARstePercent 475
. . Post Aviard Financial . i
Principal Investigator  Smith, John Mansger Suarez Julistte Marianne Praject Type FED
Report Views

FIU Award Number AWD200000003953 Sponsor Hame: National Institute on Aging

Summary | additienal Columns

tample Award Description
Award Description a P! Sponsor Award # 1RO1AGOES35-01 Budget Category
Detail

CostShare on Award  No

Budget Obligated Expenditures Expenditures to es/ Available Bala Available
to Date Current Month Date Percentage

4

Salary & Wages $ 4407030 § - 8 38,528.36  § - 5 5,541.94 12.58%
Temporary Employment s 103,453.93 § 3,123.84 '5 BL72576 | § - H 21,728.17 21.00%
Fringe s 20,870.20 | 5 228945 19,357.52 & - s 1,612.68 7.73%
Total Salary & Wages, Temporary Employment, Fringe | § 168,394.43 § 3,35278 ' § 139,511.64 $ - 5 28,882.79 17.15%
Travel 5 -3 - s -8 -5 - N/A
Scholarships, Stipends and Tuition s 801315 5 - s 797895 S - s 34.20 0.43%
Subcontracts s - s - Ts - s -5 - N/A
Professional Fees H - s - s - |5 - s - N/A
Other Operating Expenses and Materials & Supplies 5 97498 $ - Is 1,09498 § - S N/A
Restricted/Transfer Expenses 5 - $ - ’s - 5 - 5 - N/A
Equipment and Other Capital Outlay s 8,056.00 | § - 75 8,056.00 | S - s - N/A
Total Operating Expenses s 17,044.13 S - s 1712993 § = 5 (85.80) N/A
Total Direct Costs 5 185438565 335278 5 15664157 § - §  28796.99 15.53%
Total Facilities & AdMinistrative Costs s 2687871 5 159256 'S 66,788.20 S - s 20,090.51
5 5 5 5

Report Notes:
“ The financiai reports should be carefully analyzed to ensure that all items charged to the project are occurate and any inappropriate costs should be identified and
transfer request initigted within 90 days of discovering the error.

End of Procedure
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