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nVision Reports 9.2 — All Sites

Logon to nVision via IE11

nVision is an Excel-based add-on application for PeopleSoft Financials that allows the user to
report on transactional data. Once a user processes a report, because the outputisin a
spreadsheet format, the user may then manipulate the data using Excel functionality.

nVision and Internet Explorer (IE) 11
LSUHSC presently utilizes Internet Explorer 11 within the Citrix PS Desktop. Prior to launching

PeopleSoft nVision, users must open an IE11 session then minimize it to the task bar to enable
the nVision drill feature.

Procedure

In this topic you will learn how to Logon to nVision via IE11.

PS Desktop Server

UserID:
Domain: LSUMC-MASTER

Computer: APP241

Step Action

1. Click the Start button.
[ 7start
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2. Double-click the Internet Explorer graphic.
;?..—;l Internet Explorer
3. Click the Minimize button.
4, Double-click the PS9.2 Launcher graphic.
5. From the PeopleSoft 9.2 Launcher, you will need to select the following:
PeopleSoft System: Financials
Database: PS 9.2 Financials Report (PS9FSRPT) to run reports and to view data
only
Application: PeopleSoft
6. Click the button to the right of the Database field.
7. Click the PS 9.2 Financials Reports (PSOFSRPT) list item.
IF'S 9.2 Financialz Reportz [PSAFSRPT] |
8. Click the Start button.
Start
9. A warning message displays stating that you are accessing a hon-production
database and asking if you wish to continue.
Click the Yes button.
Yes ‘
10. The PS 9.2 Financials Home page displays.
11. This completes Logon to nVision via IE11.

End of Procedure.
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Processing nVision Reports (Excludes Prompts)

Process Basic Reports - Web Method

Procedure

In this topic you will learn how to Process Basic Reports - Web Method.

NOTE: Web nVision is only available in the RPT database.

Favorites ~ |Main Menu -l

PSOFSRPT Home Waorklist Add to Favorites Sign out

FSCM 9.2 PSTools 8.53 Menu ~ | Search 2 | Advanced Search  [gl Lasi Search Resulls
PSIFSWEB1

Personalize Content | Layout ? Help

Step Action
1. Click the Main Menu button.
Main Menu =
2. Click the Reporting Tools menu.
| Reporting Tools r |
3. Click the PS/nVision menu.
|Psivision |
4, Click the Define Report Request menu.
|Deﬂne Repornt Request |
5. When working in Reports, enter your Business Unit: LSUSH, LSUNO, or HCSDA.

For training purposes only, enter the desired information into the Business
Unit field. Enter "HCSDA".
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Step

Action

6.

Click the Search button.

Click the Down button of the scrollbar.

Favorites ~ Main Menu~ > Reporting Tools = » PS/nVision ~ > Define Report Request

PSOFSRPT Home Worldist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Al ~ Search > | Advanced Search |2l Last Search Results
PSIFSWEB1

HCSDA CASH_RCN Cash Reconciliation Worksheet ~

HCSDA CASH_REV Cash to Revenue Accounts

HCSDA CR111ALL Cash Rec & Exp-Fund 111-All BU

HCSDA CR113ALL Cash Receipts & Exp Fund 113

HCSDA CR115ALL Cash Receipts & Exp. Fund 115

HCSDA CR116ALL Cash Receipts & Exp Fund 118

HCSDA CRALL Cash Receipts- All BUs & Funds

HCSDA CRALLPER Cash Receipts- All BU Fnds PER

HesDA  [CREXTIT Jcash Receipts & Exp - Fund 111

HCSDA CREX111A Cash Recepts & Exp-All Period

HCSDA CREX113 Cash Receipts & Exp - Fund 113

HCSDA CREX115 Cash Receipts & Exp - Fund 115

HCSDA CREXALL Cash Receipts & Exp-All Funds

HCSDA CREXINT  Cash Rec and Exp All Funds Int

HCSDA CRRENTAL Cost Report-Rentals-HCSDA

HCSDA CR_CNSOL Consolidated Cost Report WTB

HCSDA DEPT Revenue & Expense by Dept

HCSDA DEPT111  Income Statement by Dept- 111

HCSDA DEPT1118 Rev&Exp 111 & 811 DeptPrmpt

HCSDA DEPT111A Inc Stmt by Dept- 111/811
HCSDA DEPT811R Dept Rev by BU by Fund 811
HCSDA DEPTALL1 Income Statement - Fund 111
HCSDA DEPTBUS Total Exp by Dept All BUs
HCSDA DEFTCASH Department Exp - All BU's
HCSDA DEPTCOMP Department Comparison
HCSDA DEFTDALL Budget var by Dept All Funds
HCSDA DEPTDELT Budget Variance by Depariment
HCSDA DEPTREV Department Revs- All BU's
HCSDA DEPT_ALL Income Statement
HCSDA DEPT_CBO Inc Stmt by Dept- 111/811
HCSDA DEPT_C_A Department Comp - All Funds
HCSDA DPTAA111  Actuals and Accurals by Dept
HCSDA DPTAA113 Acluals and Accurals by Dept
HCSDA DPTAA115 Acluals and Accurals by Dept
HCSDA DPTALL PeopleSoft Departments
HCSDA DPTLSTUT Expenditures by Dept by BU
HCSDA EXIPPHAR IP Pharmacy Expenditures v
urcna CYNADDUAD AD Oharmac: Cunnndibirnc

Step Action

will run the Cash Receipts & Expenditures report.

TBPERIOD link.

A list of the available reports for that Business unit will display.

Now, select the report you want for this particular business unit. In this example we

For HCSDA, click the CREX111 link. For LSUNO or LSUSH, click the

This page is divided into three main sections:
1. The Report Request Section;

2. The Report Date Section; and

3. The Output Options Section.
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10. The Report Request Section

The top section includes the Business Unit and Report Request Name, Descriptive
Report Title, and the Layout name that is utilized by the Report Request.

To the right are links that allow users to copy the report request (based on user's
security), Transfer (navigate) to Report Books, navigate to the Process Monitor and
navigate to the Report Manager. An additional link allows users to Share private
report requests with other users (security based).

11. The Report Date Section

Includes the “As of Reporting Date” and the “Tree As of Date”. Typically, the “As
of Reporting Date” is either the “Business Unit Reporting Date” or the selection of
“Specify” which allows the user to enter a specific date for the report. The “Tree as
of Date” will typically be set to “Use As of Reporting Date”.

A check box displays below the Tree As of Date line that reads, "Override Tree As
of Date if Specified in Layout". This box will always remain checked.

12. The Output Options Section

Output Type: Allows the user to choose the output type of Web, Window, File,
Email, or Printer. For this example, the output type of Web is used. The output type
of Window (most commonly used) will be demonstrated in the next exercise and in
the example for the Drill feature. Writing the report to a file and sending a report via
email documentation are included in a later exercise.

The Output format will always be Microsoft Excel, .xls.

13. Click the Scope and Delivery Templates link in the Output Options section.
| Scope and Delivery Templates |

14. The nVision Web Output subpage displays. The options displayed on this subpage
are determined by the Output Type selected on the Report Request tab, and the
choice of window, web, email, printer, or file. The examples in the screenshot are
based on the output type of Window or Web.

15. » The Report Scope Box will contain the Scope name if one is used with the Report.
(Scopes are used to create multiple report instances based on a set of parameters.)

* The Folder Name (not shown for this report) will not be used by LSUHSC.

16. * The Directory Name Template box will be used to identify the file location if the
File output type is selected. (Instructions for this type of report processing are in
the Appendix. HCSDA is the only unit to utilize this feature ) :
\\PSFILESRVR\LSUMC-
NO.ENT\PEOPLESOFT\NVISIONRPTFILES\REPORTS\XXXX, where XXXX is
entered as "HCSD" or "New Orleans" or "Shreveport”. You may also add deeper
level folders after the XXXX level to further segregate the reports. To view the
finished reports, the pathway is: V:\PeopleSoft\nVisionRptFiles\Reports\XXXX.
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17. * The File Template is used to identify the file name that will appear in the Report
Repository. This option will display when the Output Options Type is File, Email or
Printer.
18. » The Content Description Template (not shown for this report) is also used to

identify the file name that will appear in the report Repository. This option will
display when the Output Options Type is Web or Window.

The values displayed in the screen shot use Report Variables. The %RBU%-
%RTT% (Requesting Business Unit - Report Title), the %R1D% (Report ID) and the
%SFD%-%RTT% (Scope Field Description - Report Title) are the most common
examples.

* The Security Template (not shown for this report) will not be used for Web based
Report Distribution within the repository,

nVision File / Printer Output

Business Unit: HCSDA ReportiD:  CREX111

Report Scope:

Q@ Enteryour report scope. Scope Definition

Directory Name Template:

Enter a directory name for your instances. Use
variables to create unique directory names. Ifthe
directory doesn't exist PSinVision will create it

Examples: Q'\Reports\3SFV%- %RID%.htm, C:\%%
FY4% %RTT%\

File Template:
Enter a file name for your instances. Use variables to
|"“R‘D"‘l s create unigue report file names
Examples: expense.xls, %RID%.htm, %FY4% %
RTT%xls

o o]

Step

Action

19.

Most often, users will not make any changes to this subpage.

Click the OK button.

Page 6




Training Guide
All Sites

Favorites Main Menu~ > Reporting Tools = » PS/nVision ~ > Define Report Request

PS9FSRPT Home Workdist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Al ~ Search 2> | Advanced Search ol Last Search Results
PSIFSWEB1

New Window | Help | Personalize Page | o5,

nVision Report Request Advancs

ed Options LSU Define Prompt
Business Unit: HCSDA ReportlD:  CREX111 Copy to Angther Business Unit/ Clone

Cash Receipts & Exp - Fund 111 Transferto Report Books
Process Monitor

Report Title:

*Layout: CASH RECEIPTS & EXPEND-FUND 117 gopon janager

< Report Date Selection

*As Of Reporting Date: | Business Unit Reporting Date Vl
*Tree As Of Date: | Use As Of Reporting Date Vl
[¥] Override Tree As of Date if Specified in Layout

= Qutput Options

“Type:  [File v
*Format: ‘M\crusuﬂ Excel Files (".xls) V‘
Run Report

& Save | & Retumnto Search ||[=] Motify

nvision Report Request| Advanced Options | LSU Define Prompt

Step

Action

20.

Click the Advanced Options tab.
| Advanced Options |

21.

Generally, you should not need to change any of the settings in the top section of the
page.

Click the Enter Delivery Template Options - View All link.
| Enter Delivery Template Options - View Al |
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PSinVision Report Templates

Business Unit: HCSDA ReportiD:  CREX111
T —

Directory Name Telllplﬂle:|

| File Template: [%RID% xls

Language

Email

Content Descripti [sRTTe

Step Action

22. This page includes all of the entry boxes from the link on the Report Request page,
plus a File template and an Email template.

The File template box is used to name the .xIs field. In the example, the variable
%RI1D%-%RBU%.xls is entered. When the report is run, the Excel file will be
named CREX111-HCSDA xIs or TBPERIOD.xls for LSUNO and LSUSH.
The Email box would be used only if the report output type is set to Email.

Click the OK button.
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Favorites Main Menu~ > Reporting Tools = » PS/nVision ~ > Define Report Request
PSOFSRPT

FSCM 9.2 PSTools 8.53 All

~ | Search
PSIFSWEB1

nVision Report Request Advanced Options LSU Define Prompt

Business Unit: HCSDA ReportID: CREX111
+ Advanced Report Instance Options

Enable nPlosion If Specified In Layout
[ITranslate Summary Ledgers to Detail
Data From Requesting B.U. Only

Time-out Minutes

= Foreign Language Translation

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

Language:

Enter D

B Save | £ Returnto Search Notify

nVision Report Request | Advanced Options | LSU Define Prompt

2> | Advanced Search (ol Last Search Results

Home Workdist Add to Favorites Sign out

New Window | Help | Personalize Page | i,

Step

Action

23.

Click the LSU Define Prompt tab.
| L5U Define Prompt |

24.

fields for entry.

This page allows the user to enter the prompt values for the reports that use run-time
prompts. Fields that are bold are required prompt values for the report. In this
example the report is a basic one, not using any prompts. Thus, there are no required
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Favorites Main Menu~ > Reporting Tools = » PS/nVision ~ > Define Report Request
PS9FSRPT

FSCM 9.2 PSTaols B.53 Al ~| Search
PSIFSWEB1

Advanced Options LSU Define Prompt

“Business Unit |HCSDA X/ ReportID CREX111

Fund Code Program Code
Department Project
Class Field
Begin Date End Date
Fiscal Year Accounting Period
—

POID
Journal ID

Journal Date

Accounting Pd To
Inventory item ID
SetiD

NOTE: FIELDS WITH * ARE REQUIRED FOR THIS REPORT

& Save | & Return to Search MNotify

nVision Report Request | Advanced Options | LSU Define Prompt

3 | Advanced Search

Home Worklist Add to Favorites Sign out
|2l Last Search Results

New Window | Help | Personalize Page | i,

Step Action

25. Click the nVision Report Request tab.
| nVision Report Request |
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Favorites~ | Main Menu~ > Reporting Tools = > PS/nVision = > Define Report Request

PSOFSRPT
FSCM 9.2 PSTools 8.53 Al ~| Search 3 | Advanced Search [l Last Search Resulis
PSIFSWEB1

Home Waorklist Add to Favorites Sign out

New Window | Help | Personalize Page | .5,

nVision Report Request Advanced Options LSU Define Prompt
Business Unit:  HCSDA ReportlD: CREX111 Copy to Another Business Unit/ Clone

Cash Receipts & Exp - Fund 111 X Transfer to Report Books
Process Monitor

Report Title:

CASH RECEIPTS & EXPEND-FUND 11

*Layout: Report Manager

< Report Date Selection

*As Of Reporting Date: | Business Unit Reporting Date Vl
|U59 As Of Reporting Date V|

*Tree As Of Date:

Override Tree As of Date if Specified in Layout

< Qutput Options

Scope and Delivery Templates
“Type:  [File
“Format: ‘ Microsoft Excel Files (*xls) v‘
Run Report

& Save | & Returnto Search Notify

nVision Report Request | Advanced Options | LSU Define Prompt

Step Action

26. Click the button to the right of the Type field.

217. Click the object.

Wt

28. NOTE: Every report request must be saved before running the report.

Click the Save button.
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Favorites Main Menu~ > Reporting Tools = » PS/nVision ~ > Define Report Request

PSOFSRPT Home Worldist Add to Favorites Sign out
FSCM 9.2 PSTools B.53 Al ~ Search 2> | Advanced Search ol Last Search Results
PSIFSWEB1

New Window | Help | Personalize Page | o5,
nVision Report Request Advanced Options LSU Define Prompt

Business Unit: HCSDA ReportlD:  CREX111 Copy to Another Business Unit/ Clone

bash Receipts & Exp - Fund 111 X Transferto Report Books
Process Monitor

Report Title:

*Layout: CASH RECEIPTS & EXPEND-FUND 117 popon janager

< Report Date Selection

“As Of Reporting Date: | Business Unit Reporting Date Vl
“Tree As Of Date: | Use As Of Reporting Date Vl

Override Tree As of Date if Specified in Layout

= QOutput Options

Scope and Delivery Templates
*Type: “.‘.‘9: v‘

*Format: | Microsoft Excel Files ("s) V]

& Save | & Retumnto Search ||[=] Motify

nvision Report Request| Advanced Options | LSU Define Prompt

Step

Action

29.

Click the Run Report button.

30.

On the Process Scheduler Request page, click the button to the right of the Server
Name field.

31.

Click the PSNT list item.

32.

Click the OK button.

You will be returned to the Report Request page.
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Favorites Main Menu~ > Reporting Tools = » PS/nVision ~ > Define Report Request
PSOFSRPT Home Workdist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Al ~ Search 2> | Advanced Search ol Last Search Results

PSOFSWEB1
New Window | Help | Personalize Page | o5,

nVision Report Request Advanced Options LSU Define Prompt

Business Unit: HCSDA ReportlD:  CREX111 Copy to Angther Business Unit/ Clone

Report Title: Cash Receipts & Exp - Fund 111 Transferto Report Books

*Layout: CASH RECEIPTS & EXPEND-FUND 117 pop o janager

< Report Date Selection

*As Of Reporting Date: | Business Unit Reporting Date Vl
|Use As Of Reporting Date Vl

[¥] Override Tree As of Date if Specified in Layout

*Tree As Of Date:

= Qutput Options
Scope and Delivery Templates

Web V‘
vl

“Type:
*Format: ‘ Microsoft Excel Files (".xls)

Process Instance: 11000272

& Save | & Retumnto Search | =] Motify

nvision Report Request| Advanced Options | LSU Define Prompt

Step

Action

33.

Click the Process Manager link.
|Process Monitor |
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Favorites~ | Main Menu~ > Reporting Tools = > PS/nVision = > Define Report Request > Process Monitor

PSOFSRPT
FSCM 9.2 PSTools 8.53 Al ~| Search 3 | Advanced Search [l Last Search Resulis
PSIFSWEB1

Home Waorklist Add to Favorites Sign out

New Window | Help | Personalize Page | i,

Process List Server List

View Process Request For

User ID x|@  Type ][ Last v 1 [pays v [Refresh ]
Run S\alus Distribution Status Save On Refresh

Process List Personalize | Find | view All | &0 | 8 First [ 1 or 1 B Last

Select Instance Seq. Process Type BiSce=s User Run DateTime Run Status  DiStribution e
Hame Status

11000272 nVision Report NVSRUN 04/12/2016 3:51.22PM CDT Queued NIA Details

Go back to Report Request
@ Save Notify

Process List| Server List

Step Action

34. Click the Refresh button periodically until the Run Status = Success and
Distribution Status = Posted.

REMINDER: Wait at least 15 seconds between each time you click the Refresh

button.
| Refresh |

35. Click the Go back to Report Request link.
|G0 back to Report Request |

36. Click the Report Manager link.
|Rep0rtr-;1:3nager |
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Favorites Main Menu~ > Reporting Tools = » PS/nVision ~ > Define Report Request > Report Manager
PSOFSRPT Home Workdist Add to Favorites Sign out
FSCM 9.2 PSTools B.53 Al ~ Search 2> | Advanced Search ol Last Search Results
PSIFSWEB1
New Window | Help | Personalize Page | i,
Administration || List || Explorer | Archives
View Reports For
User ID: Type: ‘ Vl Last v 1 Days v Refresh
Status: V‘ Fo\der:‘ V| Instance: to:
Report List Personalize | Find | View Al | 2 | & First B4 4 of 4 B8 | ast
Report Prcs . Request .
Select D T Description DatelTime Format  Status Details
Microsoft
_— 041122016  Excel
9074930 11000272 Cash Receipts & Exp - Fund 111 352-58P1 Files Posted Details
(*xs
JSElEE‘[ All Deselect All

Click the delete button to delete the selected repori(s

B Save

Administration | List | Explorer | Archives

Step

Action

37.

The Administration tab should be the active tab.

Description column of the page.

page.

|Cash Receipts & Exp - Fund 111 |

This page displays a list of reports for your UserID. The uppermost report in the list
is the most recent one. To open a report, click the report name link in the

NOTE: The information displayed in the Description column is the result of the
specification in the Content Description Template box on the Report Request

Click the Cash Receipts & Exp - Fund 111 link for HCSDA users. LSUNO and
LSUSH users, please select the Trial Balance by Period link.
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PJ PS Desktop - Citrix Receiver

& = = CREX111xism [Read-Only] - Microsoft Bxcel
Home Tnsert Page Layout Farmulas Data Review View Add-Ins o @ o@ =
== - . = _[ = ) ] gehnsetv X v
Bl L. w0 - A A ===® 5 General - ij,‘ #}é T‘ﬂ B I?EI'_' lﬁ
’ By~ = — 3 pelete - | [~ &
Paste BIru- - &dA-FH== B~ $ - % s | %% | Conditional Format Cell | . Sort & Find &
- - = = B ¢ O 0 Eormatting * as Table = Styles = | [ed Format = | <2~ Filter~ Select =
Clipboard 1 Font 5 Alignment 1 HNumber 1 Styles Cells Editing
1) Ssecurity Warning Macros have been disabled. Enable Content x
B2 - 5
[ | B Jeo E F G H i 1 K L
) )
2
3 LSU 5 LSU Health Care Services Division H
4 s e HCSD Administration
5 Cash Receipts & Expenditures
5 Fund 111 - Unrestricted with Budget Comparison
T rueninichi (Budgetary / Cash Basis)
B ettt st Per Ending February 29, 2016
]
il CURRENT
12 DEPT? PERIOD TOTAL ¥-T-D OVERIUNDER
13 ACCT DESCRIPTION BUDGET ACTIVITY. ACTIVITY BUDGET
5 REVENUE:
©
STATE GENERAL FUND
[+ 18 om0z General Fund 0.00 8,341,75100 25,053,644.00
EE] Total State General Fund 0.00 5,341.751.00 25,0153,644.00 (25,5544 D)
20 INTERIM EMERGENCY BOARD
21 2085022 Total IEB Funds 0.00 0.00 0.00 0.00
22 STATUTORY DEDICATIONS
23 200000 Tatal Statutory Dedications 000 0.0 0.0 000
24
25 PATIENT COLLECTIONS
26 Medicaid:
27 10206 Medicsid Claims - 5TO 000 0
- | 28 T20ss0m0 Medicaid Acute 0.00 0.00 (52.835.08)
- | 23 2088093 Medic:id Other 0.00 0.00 23.017.00
- | 30 T2oesmr Medic id CCH Acune - LIHC 000 0.0 71782 -
M b ¥ | Sheet1 /%] 1Kl L [ ] Al
Ready | IEEER e, ()

e | A . 1:56PM
£7start, i '@Dﬁ ReportReque... Microsoft Excel - C... P
. = efine Report Reque. £, Microsoft Excel i) 41215 [}
- : R M

2 mc m+

]
-

Step Action

38. A new window opens and the report displays in an Excel window.

Click the Maximize button on the report to expand the spreadsheet to fill the
window.

39. Some reports include Macros and you may receive a Security Warning pop-up.
Click the Enable Content button.

NOTE: The window may be minimized on the desktop.
| Enable Content I

40. A Security Warning message will display.

Click the Yes button.

41. Click the Close button.

=

42. Click the Home link.

43. This completes Process Basic Reports - Web Method.
End of Procedure.
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Process Basic Reports - Window Method
Procedure
In this topic you will learn how to Process Basic Reports - Window Method.
NOTE: The Window method is the most commonly used output for nVision reports.
Favorites ~ |Mam Menu vI
PSOFSRPT Home Workdist Add to Favorites Sign out
::;:rsm;‘ﬂmls!ﬂ Menu ~ | Search 2 | Advanced Search  [al Last Search Results
Personalize Content | Layout ? Help
< >
Step Action
1. Click the Main Menu button.
Main Menu =
2. Click the Reporting Tools menu.
|Repﬂrting Tools 4 ||
3. Click the PS/nVision menu.
| Psinvision |
4, Click the Define Report Request menu.
|Deﬂne Feport Request ||
5. When working in Reports, enter your Business Unit: LSUSH, LSUNO, or HCSDA.
For training purposes only, enter the desired information into the Business
Unit field. Enter "LSUNQ".
6. Click the Search button.
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7. Click the Down button of the scrollbar.
8. A list of available reports for that Business Unit is displayed.
Now, select the report you want for this particular Business Unit. In this example,
you will run the CREX111 - Cash Receipts & Expenditures Report for HCSDA.
Choose the BSDETAIL - Balance Sheet Detail Report for LSUNO and LSUSH.
Click the CREX111 or BSDETAIL link.
9. This page is divided into three main sections:
1. The Report Request Section;
2. The Report Data Section; and
3. The Output Options Section.
10. The Report Request Section
The top section includes the Business Unit and Report Request Name, the
Descriptive Report Title, and the Layout name that is utilized by the Report Request.
To the right are links that allow users to copy the report request (based on user's
security), Transfer (navigate) to Report Books, navigate to the Process Monitor, and
navigate to the Report Manager. An additional link allows users to Share private
report requests with other users (security based).
11. The Report Data Section
Includes the "As of Reporting Date" and the "Tree As of Date". Typically, the "As
of Reporting Date" is either the "Business Unit Reporting Date" or the selection of
"Specify" which allows the user to enter a specific date for the report. The "Tree As
of Date" will typically be set to "Use As of Reporting Date".
A checkbox displays below the "Tree As of Date" line that reads: "Override Tree As
of Date if Specified in Layout".
12. The Output Options Section
Output Type: Allows the user to choose the output type of Web, Window, File,
Email and Printer. For this example, the type of Window will be selected.
The Output format should ALWAYS be Microsoft Excel, .xIs.
13. Click the button to the right of the Type field.
14,

Click the Window list item.
Window
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Step

Action

15.

Window.

Click the Save button.

No other changes are needed on the page with the Output Options Type set to

16.

Click the Run Report button.

17.

Click the button to the right of the Server Name field.

18.

Click the PSNT list item.

19.

Click the OK button.

20.

As the report begins to run, a pop-up window displays. It will display the status of
the report as it progresses: Queued, Processing, Success, Error, etc.

PJ PS Desktop - Citrix Receiver

/& nVision-Report - NVSRUN - Internet Explorer

3 [ & s /jpsofirch lsuhsc.edujbsc /faupg_1/evpLOveE /e, O[] |2 | | @ psfare Jouhse.edu

File Edit View Favorites Tools Help

Success
Preparing output for viewing

Process Name:  [NVSRUN nVision Report

Process Instance: [11000274 Process Type: nVision-Report

[ 7start ,:.'J @ Define Report Reque. .
Bl EX N X108

s ”
/ .J nVision-Report - N...
= Pol

rites Sign out

onalize Page | 15,

Step

Action

21.

When the report processes to "Success", the pop-up window enlarges and a new
Excel window displays. Sometimes the report that opens will not be maximized.
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BSDETAIL.xlsx [Read-Only] - Microsoft Excel

Home Insert Page Layout Farmulas Data Review View Add-Ins @ 0 = & & |
3 A il ~10 - A A = ®- = General - ﬂ :Hﬁ ;‘g g Insert ¥ E' é..? lﬂ =
ErRg = =4 =4 &% Delete ~ | [g]~
Paste B 7 U- v By A~ = 3 > -9 <0 .00 Conditional Format Cell | .., Sort & Find &
- = = $ - % 0 | %853 Formatting = as Table = Styles~ | [2d Format~ | &2~ Filter = Selact
Clipboard 1 Font u Alignment u Humber u styles Cells Editing
B2 - e -
12 B c D E F G H b
2 B
3 [BY0] Heattn Scinces Center Louisiana State University Health Sciences Ce
4 LSUHSC New Orleans
5 Balance Sheet - Detail
6 FeponiD:BSOETAL Per Ending April 30, 2016
7 Fun. April 12, 2016 2t 16:07
8 | Current Previous Month
9 Balance Balance Ei
10 ACCOUNT ASSETS:
1 Current Assets:
[ 127 110011 Claim On Cash-LSUND 0 0
137 110012 Chase-General Fund-LSUNO 12,155,335 12,155,335
44" 110013  Chase-Payroll Acct-LSUNO (2,689,850) (2,689,850)
157 110018 US Bank-Loan Fd-ACS-LSUNO 15,410 15,410
167 110503 Cash On Hand-Restr Sales & Ser 0 0
177 110504 Cash On Hand-Restr Spons Progr 0 0
18" 110505 Cash On Hand-Restr Fees 0 0
197 110506 Cash On Hand-7003-20-852 173,640 173,640
20" 110508 Cash On Hand-7003-20-863 0 0
217 110509 Cash On Hand-7003-44-942 808,435 808,435
22" 110811 Cash On Hand-7003-21-268 160,908 160,908
237 110512 Cash On Hand-7003-21-845 9,064 9,064
. [247  11nR13 Cach Nn Hand 700221867 AR 1R AR 11R l
W 4 b M| Sheetl ¢ [« [l 2l
Ready | |[E@m 100% (=) ] (+)
Lrstart| @ Define Report Reque... ||| 260 Microsoft Excel - B A 0 :ﬁlﬂ;

Step

Action

22.

Click the Maximize button.

23.

You may print the report or perform any nVision drills or Excel functions on the
spreadsheet as desired.
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FaI™ |= BSDETAILxIsx [Read-Only] - Microsaft Excel o @ 82
Home Insert Page Layout Formulas Data Review View Add-Ins a@co@@ =
E i' Arial 10 v AT AT v S Geneal - :Ejl ;_‘;j 7} %:]E:';ZTE: ;I: %? lﬂ
S AREE ME-ME S = WS- H S e | e | 0 S S
! Securit;W:ming Ma:m;r;aueneen disabled. | Enahle;ontmt | ‘ - - x
B8 - fe v
E1E | B ] € D E F G ] =
2 =
3 I Heaith Sciences Center Louisiana State University Health Sciences Ce
4 LSUHSC New Orleans
5 Balance Sheet - Detail
6 ReportI-BSDETAL Per Ending April 30, 2016
7 Fun: Apiil12, 2016 at 16:30
8 ‘ Current ‘ IPrevious Month I:
9 Balance Balance E1
10 ACCOUNT ASSETS:
11 Current Assets:
[-]127 110011 Claim On Cash-LSUND 0 0
- [137 110012 Chase-General Fund-LSUNO 12,155,335 12,155,335
- | 147 110013  Chase-Payroll Acct-LSUNO (2,689.850) (2,689,850)
- 115 110018 US Bank-Loan Fd-ACS-LSUNO 15,410 15,410
- |16 110503 Cash On Hand-Restr Sales & Ser 0 0
- 1177 110504 Cash On Hand-Restr Spons Progr 0 0
- [187 110505 Cash On Hand-Restr Fees 0 0
- 119 110506 Cash On Hand-7003-20-852 173,640 173,640
- 207 110508 Cash On Hand-7003-20-863 0 0
- 1217 110509 Cash On Hand-7003-44-942 808,435 808,435
- (227 110511 Cash On Hand-7003-21-268 160,908 160,908
- 1237 110512 Cash On Hand-7003-21-845 9,064 9.064
=247 110513 Cach Nn Hand.70N3.21.853 AR 11R A5 11R s
4 4 b M| Sheetl ~TJ O [w] 0]
Ready | | BB 100% (=) {(+
L
fjstart| -B @Lsumamwawme... @Deﬁ\enapartmne... @n\ﬁﬁm-ﬂemﬂ-msm @ Microsoft Excel - B... () :ﬁ;’: 1
Step Action
24. Many nVision reports include Macros to perform tasks within the spreadsheet. On
these reports, a Security Warning will display at the top of the spreadsheet indicating
that the Macros are disabled.
Click the Enable Content button to enable Macros.
Enable Content
25. A pop-up Security Warning message displays.
Click the Yes button.
NOTE: There is a method to enable all of the macros within Excel for your
computer. The instructions to perform this task are included in the Appendix to
this guide.
Yes ‘
26. After enabling the Macro content and pressing the Yes button, you are returned to

the spreadsheet. The Security Warning message has disappeared and the Macros
included in this file are enabled.
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Step

Action

27.

Notice the grey task bar at the bottom of the screen. To the right of the Start button,
there are 3 Internet Explorer icons for PeopleSoft and an Excel icon. The Excel icon
is active.

The first Internet Explorer icon represents the IE session that you opened prior to
launching PeopleSoft. DO NOT CLOSE THIS.

To navigate back to the report request in PeopleSoft from Excel, simply click the
Define Report Request icon (it should be the second Internet Explorer icon).

28.

The third Internet Explorer icon, nVision-Report - NVSRUN...is for the processing
window that was opened while running the report. This is no longer needed and
should be closed.

Right-click the nVision-Report - NVS button.

.f'l;\,_\h .
/ nVision-Report - MVS...
L:?

29.

Click the Close Window list item.

Claose window

30.

The processing window closes, leaving the original IE session and the icon for the
Report Request window available.

Click the Define Report Request button to navigate back to the Report Request
page.
;% Define Report Reque. .. I

31.

Click the Excel button in the task bar to navigate back to the Excel spreadsheet.

-

J'.'. :I Microsoft Excel - BSD...

32.

Click the File menu option at the top left of the Excel window to close the window
and exit Excel.

File

33.

Click the Exit menu option.
i

[Exi]

!

34.

O

lick the Home link.
Home

35.

This complete Process Basic Reports - Window Method.
End of Procedure.
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Perform DrillDown

DrillDown allows users to gather additional information on the data contained in a report
produced by nVision. In essence, users get a "peel under the hood" to see what information
comprises the results displayed in the report.

DrillDown

e Must be performed on cells that are at the intersection of a column criteria and a row
criteria;

e May only be performed on cells that contain a number, not a formula;

e May perform additional drilldown on drilldown results; and

o Budget data is not presently drillable.

While reviewing the results of a report, you determine that you would like to get additional
information; perhaps look at the individual period totals for an account or the Accounts Payable
Detail for an account. DrillDown is the feature utilized to get this additional information.

Procedure

In this topic you will learn how to Perform DrillDown.

Step Action

1. As a reminder, prior to launching the PeopleSoft Financials Reporting database,
open an Internet Explorer session and then minimize it to the task bar. Then launch
PeopleSoft and run the desired nVision report.
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| d = BSDETAILXIsx [Read-Only] - Microsoft Excel = & 8
File Home | Insert  Pagelayout  Formulas  Data  Review  View  AddIns o@o@ =
= - = . 1 [ Semsetr X v
Bl B Arial 10 A A = General *Hg ﬁf—d gd ; owme - G- ﬁfz f lﬁ
Paste - A~ = B -y <0 .00 Conditional Format Cell | .., Sort & Find &
. 7 B I U H-A-| = TE| S - % 0 W E Formatting ~ as Table = Styles = | (5 Format = (2~ Fifter~ Select~
Clipboard 1a Font Alignment Number Styles Cells Editing
B8 - 5 v
12 B c [} E F G H ~
-
2 B
3 [B41] Heaitn Sciences Center Louisiana State University Health Sciences Cen
4 LSUHSC New Orleans
5 Balance Sheet - Detail
6 FReporiD:BSDETAIL Per Ending April 30, 2016
T Fun: April 12, 2016 & 16:30
8 ! Current Previous Month |
E] Balance Balance Enc¢
10 ACCOUNT ASSETS:
1 Current Assets:
- 127 110011 Claim On Cash-LSUNO 0 0
- 137 110012 Chase-General Fund-LSUNO 12,155,335 12,155,335
- [147 110013 Chase-Payroll Acct-LSUNO (2.689.850) (2,689.850)
- [ 157 110018 US Bank-Loan Fd-ACS-LSUNO 15,410 15.410
- [ 167 110503 Cash On Hand-Restr Sales & Ser 0 0
- 177 110504 Cash On Hand-Restr Spons Progr 0 0
- [ 187 110505 Cash On Hand-Restr Fees 0 0
- [ 197 110506 Cash On Hand-7003-20-852 173,640 173,640
- {207 110508 Cash On Hand-7003-20-863 0 0
- |217 110509 Cash On Hand-7003-44-942 808,435 808,435
- l22" 110511 Cash On Hand-7003-21-268 160,908 160,908
- 237 110512 Cash On Hand-7003-21-845 9,064 9,064
- |247 110513 Cash On Hand-7003-21-853 45116 45,116
. 2T A1NEA4, Carh An Hand Ausiliariar n n v
H 4 b b | Sheet1  ¥J 04 [w] 0|
Ready | |[FE|E @ 100% (<) [} (+)
| = A (o] . a 3:16PM
£7start, = é L5U Health New Orle... é Define Report Reque... |44~ Microsoft Excel - B... ) Pt

o,

-

*
2

Be m ¢+ O @ &[]

Step

Action

2. While navigating through the spreadsheet report results, it is recommended that
users "Freeze Panes" so that the row and column headers remain visible.
Click the E10 cell located directly below the Budget column header.
3. Click the View button.
4, Click the Freeze Panes button.
i Freeze Panes -
5. Click the Freeze Panes list item.
Freeze Panes
;El Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).
6. In this example, you will drill on the A/P-Travel & Direct Pay row, Current Period
column of the report.
Click the Down button of the scrollbar.
7. Click the A/P-Travel & Direct Pay row cell in the Current Period column.
[ (7.873)|
8. Click the Add-Ins button.
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Step

Action

Click the nVisionDrill button.

nVisionDrill =

10.

Click the Drill list item.

P PS Desktop - Citrix Receivel

/2 Drilldown - Internet Explorer B ; NS
@ https:/fps9fsrch Isuhsc.edu/psp/fsupg_1/EMPLOYEE/ERP/c/REPO pj@[ *3 (2 Drildown X |_| Y ok T
File Edit View Favorites Tools Help
Favorites Main Menu -
PSOFSUPG Home | Workiist | AddtoFavorites | Sign out
FSCM 02 PSTools 853 All ~| Search 3 | Advanced Search

PSOFSWEBDEV12

New Window | Help | Personalize Page | 5, ~

Run Drilldown

Report Instance: 11000276_9074940
Row: Column:
*Type:
Available Drilldown Layouts Personalize | Find | | H First B 142 of 12 B Last
Description *Server Name Run Drilldown
Account by Period Run Drilldown
BRF Hospitals Journal Drill PSNT Run Drilldown
Department by Period Run Drilldown
Drilldown to AP Detail PSNT Run Drilldown
by Account and Class PENT Run Drilldown
by Account and Dept S Run Drilldown

by Account and Fund S Run Drilldown

=1r31E
2| af
ElEl =
<] <] [<]

by Account and Progr SN Run Drilldown

=
]
3

by Account and Proje Run Drilldown

Breakdown by Dept and Acct PSNT Run Drilldown

Journal Drill Extended PSNT Run Drilidown

Journal Drill PSNT Run Drilldown v
frstart| T (2 Suneathinew ork... | (2 pefine ReportReque... | (22 Drildown - Interne... |3 Miosoft xcel -B5D... 2 gy TIEAM

- =l \Q é s L= 5 B yizpns =

e s+ 08 @]

Step

Action

11.

A new PeopleSoft (Internet Explorer) window opens. This window contains the
various drills that are available for use. Press the Run DrillDown button to the right
of the desired drill. In this example, select the Breakdown by Account and
Department drill.

NOTE: The Type: selection box at the top of the page displays Window so that the
drill runs to the output option of Window. For drills, this is the default. The other
option is Web, which would run the drill report and post it to the report repository.

12.

Click the Breakdown by Account and Dept - Run Drilldown button.

Fun Drilldown

13.

When a report is run with the output type of Window, the nVision drill menu is
replaced by the status window. Once completed, the status of "Success" displays in
the window. At the same time, a new Excel spreadsheet window is created that will
display the drill results.
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Action

14.

The Drill opens in a new window.

Press the DR_xxxxx_xxxx window at the bottom of the page if it does not maximize
automatically. Or, if the window opens but the files are not full screen, you may
press the maximize button to enlarge the file on the screen.

15.

Click the Maximize button.

NOTE: Once you maximize the drill window, you may print the spreadsheet,
form any Excel functions, or even perform an additional drill.

16.

Once you are finished with this drill file, you may close it by pressing the lower
most X at the top right of the page.

Click the Close button.

[=]

17.

You are returned to the original nVision report file where you may perform
additional drills if desired.

18.

In this example, you will drill on the A/P-Manual-Non-Open Item row cell in the
Previous Month Balance column. The drill option you will use is Journal Drill.

Click the Down button of the scrollbar.

[~]

19.

Click the Previous Month Balance A/P-Manual-Non-Open Item cell.
[ (2,947 718)|

20.

The Add-Ins menu is already displayed, so there is no need to select it.

Click the nVisionDrill button.

n¥isionDrill =

21.

Click the Drill list item.

22.

Click the Journal Drill - Run Drilldown button.

Fun Drilldown

23.

When a report is run in the output type of Window, the nVision drill menu is
replaced by the status window. Once completed, the status of "Success" displays in
the window. At the same time, a new Excel window is created that will display the
drill results.
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Step Action

24, The Drill opens in a new window.

Press the DR_xxxxx_xxxx window at the bottom of the page if it does not display
automatically. If the window opens but is hot maximized, press the maximize button
to enlarge the report.

Click the Maximize button.

25. In many instances, users will want to filter the drill results to limit the data by a
specific department, fund, period, or other criterion. Auto filter is used to perform
this task.

Click the Data button.

26. Click the Filter menu item.
Filter
217. Each column heading is now populated with a drop-down arrow.

Click the button to the right of the Fund field.

[-]
28. Click the Select All option.
29. Click the 111 option.
30. Click the OK button.
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- = DR_11000276_11000324_BSDETAILxIsx [Read-Only] - Microsoft Excel = & &
Home  Insert  Pagelayout  Formulas | Data | Review  View  AddIns o @o = I:l
(1 From Access ) & oy @lconnedtions | == K Clear =3 = [ oata valigation - ‘iig *ﬁ g ¥z
23 From Web = = lﬂ Properties B 2[2) \? B Reapply E [Fia Consolidate L L ‘ﬂD =z
o From Other | Existing | Refresh %] sort ||Fitter | Tetto  Remove _ | Group Ungroup Subtotal
[ZFromTet  Spurces+  Connections | All™ Edit Links . Advanced | Columns Duplicates &2 What-If Analysis - -
Get External Data Connedtions Sort & Filter Data Tools Outiine 0
Ad - 5 5
B c D E F G H | J K L M N o P
2
3 Unit |~ Ledger G v Ledger ~ Amount Tyf v Journal ID |~ Date |~ |Lin€ ~| Accou ~ Fund|.T|Dept ~|Progra ~|Cla/ ~ | Project  ~|Ye|~ | Peri(~ Amoul |
ilLSUNO ACTUALS  ACTUALS 1 JEMS014033  2015-11-30 237221046 111 1980003 2016 5 -345
5 LSUNO ACTUALS ACTUALS ™1 JEMS014033  2015-11-30 40221046 111 "1980003 2016 5 -1039
§ LSUNO ACTUALS ACTUALS ™ JEMS014048  2016-01-31 7221046 111 "1980003 2016 7 -1036
7 LSUNO ACTUALS ACTUALS ™1 JEMS0140585  2016-01-31 7221046 111 "1980003 2016 7282
11 LSUNO ACTUALS  ACTUALS " JEMSYNS043  2015-07-30 3221046 111 "1980003 2016 1 -1039
12 LSUNO ACTUALS  ACTUALS " JEMSYNS043  2015-07-31 3221046 111 "1980003 2016 1 1039
16 LSUNO ACTUALS ACTUALS " JEMSYNS094  2015-07-31 3221046 111 "1980003 2016 1 1039
17 LSUNO ACTUALS ACTUALS " WRMO014010 2015-09-30 27221046 M "980003 2016 3 4
19 LSUNO ACTUALS ACTUALS " WRMO014025 2016-01-31 27221046 M "980003 2016 7 4228
20
21 L
22 I
23
24
25
26
27
28
29
30
3
32
33
34 -
H 4 b W] JRNLLAYOUT T O [ w7 ¥
Ready 9 of 16 records found | |[E@m 100% o) [} (+)

@ LSU Health New Orle... @DeﬁnaRepcrtRaqum '@Drindawn—lmmat... @u BSDETAIL.xisx [Raaml\zln DR_11000276_11.. | # [f) iﬁ;ﬂ; =

Step

Action

31.

The spreadsheet now displays only those items charged to Fund 111.

Click the Close Drill Spreadsheet button.
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]
|= DR_11 4_BSDETAILXIS y] - Microsaft Excel = & 8
Home  Insert  Pagelayout  Formulas | Data | Review  View  AddIns o@o@ =
(1 From Access Dy LY - &) connections 5 & Clear =3 =[5 pata vanoation - %1 A g
2 From Web = =l lﬂ I Propertie Bl ]? T Reapply E [Fia Consolidate L L ‘ﬂD
¢ From Other | Existing  Refresh _ Z| sort ||Fitter | Tetto  Remove _ | Group Ungroup Subtotal
EZFromText  Spurces+  Connections | All™ . Advanced | Columns Duplicates &2 What-If Analysis - -
Get External Data Connections Sort & Filter Data Tools Outiine
- & v
B c D E F G H | J K L M N o P Ca
2
3 Unit |~ Ledger G v Ledger ~ Amount Tyf v Journal ID |~ Date |~ |Lin€ ~| Accou ~ Fund|.T|Dept ~|Progra ~|Cla/ ~ | Project  ~|Ye|~ | Peri(~ Amoul |
LlLSUNO ACTUALS  ACTUALS 1 JEMS014033  2015-11-30 237221046 111 1980003 2016 5 -345
5 LSUNO ACTUALS ACTUALS ™1 JEMS014033  2015-11-30 40221046 111 "1980003 2016 5 -1039
§ LSUNO ACTUALS ACTUALS ™ JEMS014048  2016-01-31 7221046 111 "1980003 2016 7 -1036
7 LSUNO ACTUALS ACTUALS ™1 JEMSN1405A_ 201A-01-31 721046 111 "1a80nn3 2016 7282
11 LSUNO ACTUALS ACTUALS " Mi X3 2016 1 -1039
12 LSUNO ACTUALS ACTUALS " 3 2016 1 1039
16 LSUNO ACTUALS ACTUALS " Do you want to save the changes you made to 3 2016 1 1039
17 LSUND ACTUALS  ACTUALS AN A Rl ) 3 2016 3 4
19 LSUNO ACTUALS ACTUALS " Wr save | [ootsme | concel 3 2016 7 4228
20 = = |
21 L
22 I
23
24
25
26
27
28
29
30
3
32
33
34 -
H < b b | JRNLLAYOUT ¥ e T [T | v
Ready 9 of 16 records found | |[E@m 100% o) [} (+)
£7start, @ L5U Health New Orle... @ Define Report Requ. @ Drildown - Intemnet ... @ BSDETAIL xlsx [Rea... I@ DR_11000276_11.. | # (]} ii:;;; 5l

Step

Action

32.

Click the Don't Save button.

33.

Click the Close Original Spreadsheet button.

=

34.

Click the Close Drill Window button.

35.

This completes Perform DrillDown.
End of Procedure.
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Process Reports - Output type PRINTER

Procedure

In this topic you will learn how to Process Reports - Output type PRINTER.

NOTE: This feature is not commonly used by LSUHSC, but is available if desired. LSUHSC

users typically prefer to run the report, review the results, and then set the print options to meet
their needs.

Step Action

1. Navigate to the Report Request search page as follows:

Main Menu > Reporting Tools > PS/nVision > Define Report Request

Favorites ~ Main Menu~ > Reporting Tools = » PS/nVision ~ > Define Report Request
| 5
PSOFSRPT Home Waorklist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 All ~| Search 3 | Advanced Search
PS9FSWEE1

New Window | Help | &

Report Request
Enter any information you have and click Search. Leave fields blank for 3 list of all values

Find an Existing Value

< Search Criteria

Business Unit:| begins with V|| | &%

Report ID: begins with Vv

Description: | begins with Vv

[Clcase sensitive

Search Clear |Basic Search Save Search Criteria

Step Action

2. When working in Reports, enter your Business Unit: LSUSH, LSUNO, or HCSDA.

For training purposes only, enter the desired information into the Business
Unit field. Enter "LSUSH".

3. Click the Search button.
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4. Click the Down button of the scrollbar.
5. Click the TBDETAIL link.
6. Click the button to the right of the Type field.
7. Click the Printer list item.
8. Click the Save button.
9. Click the Run Report button.
10. C.Iick the button to the right of the Server Name field.
11. Click the PSNT list item.
PsT]
12. On the Process Scheduler Request page, you must select the Type as Printer.
Click the button to the right of the Type field.
13. Click the Printer list item.
14. Once the Type is changed to "Printer", the Format option changes to "XLS" and a

Output Destination field displays.
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Process Scheduler Request

User ID: s Run Control ID:

Server Name: | PSNT ~ Run Date:|04/13/2016
Recurrence: Run Time:[4:19.20PN | | Resetto Cument DaterTime
Time Zone: |:|q

Process List

Select Description Process Hame Process Type *Type *Format ‘Output Destination
nvision Report NVSRUN nvision Report Printer w|[xs V|

Step Action

15. In the Output Destination box, enter the network printer to which the report will
be sent. If you are unsure of the network printer to which you should send the
report, contact your local PC supporter.

For training purposes only, enter the desired information into the Output
Destination field. Enter "\\lafprnsrv\LANIER".

16. You would then click the OK button to return to the Report Request page. The
report will process and then be sent to the selected printer.

For training purposes only, click the Cancel button.

17. This completes Process Reports - Output type PRINTER.
End of Procedure.
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Process Reports - Output type E-MAIL

Using the nVision Reports Output Type of E-Mail, nVision Reports may be emailed directly to
other PeopleSoft users. The report request is used to define the user to whom the report will be

sent. When using this feature, you will not have the opportunity to review the report prior to
sending it via email.

Procedure

In this topic you will learn how to Process Reports - Output type E-MAIL.

Step Action

1. Navigate to the Report Request search page as follow:

Main Menu > Reporting Tools > PS/nVision > Define Report Request

Favorites~ | Main Menu~ > Reporting Tools = > PS/nVision = > Define Report Request

| § 5
PSO9FSRPT Home Worklist Add to Favorites Sign out

F5SCM 9.2 PSTools 8.53 Al ~| Search 3 | Advanced Search [l Last Search Resulis

PS9FSWEB1

New Window | Help | &,

Report Request
Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

= Search Criteria

Business Unit:| begins with v|| | <%
Report ID: begins with

Description: begins with v

[Jcase sensitive

Search Clear |Basic Search Save Search Criteria

Step Action

2. When working in Reports, enter your Business Unit: LSUSH, LSUNO, or HCSDA.

For training purposes only, enter the desired information into the Business
Unit field. Enter "LSUNQO".

Page 35



Training Guide

All Sites
Step Action
3. Click the Search button.
4, Click the TBFUND link for LSUNO or LSUSH users. HCSDA users, select
TBALLFND.
5. Click the button to the right of the Type field.
6. Click the Email list item.
7. Click the Scope and Delivery Templates link.
|E|:-:|pe and Deli'v'ery'Templates|
8. On the nVision Email Output page, enter the recipient's email address in the Email
Template field. Multiple user email addresses can be entered, but must be separated
by a comma (e.g. xxxxxx@Isuhsc.edu, xxxxxx@Isuhsc.edu).
Enter the desired information into the Email Template field. Enter "Recipient’s
Email Address".
9. Click the OK button.
10. Click the Save button.
11. Click the Run Report button.
[Run Repor]
12. Click the button to the right of the Server Name field.
13. Click the PSNT list item.
14. Click the OK button.
15. Click the Process Monitor link.
| Process Monitor |
16. Click the Refresh button every 15 - 20 seconds until the Distribution Status is

"Posted".

Click the Refresh button.
Refresh |
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Favorites Main Menu~ > Reporting Tools = > PS/nVision ~ > Define Report Request > Process Monitor

PS9FSRPT Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 All ~ Search 7> Advanced Search 2l Last Search Results
PSSFSWEB1

New Window | Help | Personalize Page | 5,
Process List | Server List

View Process Request For

User ID a  Type | [Last v 1 Refresh

Run Slaluﬁ Distribution Status Save On Refresh

Process List Personalize | Find | view Al | 2 | B8 First B 119 or 10 B Last
Select Instance Seq. Process Type Process Hame User Run DatefTime Run Status Es"‘::::”"u" Details
11000325 nVision Report NVSRUN 04/13/2016 4:26:45PM CDT Success Posted Details

Go back to Report Request

B Save [=] Notify

Process List| Server List

T e m + 0EBS

Step Action

17. Once the Distribution Status = Posted, the system will generate and send an email to
the listed email account with the report attached.

NOTE: The email will be sent from PSOFSPRSCH@Isuhsc.edu.

Click the Microsoft Outlook button.

Jo°
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Home | Send/Receive  Folder  View  AddIns a
N [ Ignaore 53 Move to: 7 2 To M A3 Move ~ Unread/Read | Find a Contact ~
] I%l ) x 3 3 7$ [ Meeting | |1 Moveto {3 To Manager 1 ;1
% Clean Up ~ = = (4 Team E-mail & Done [Syrules~ | B categorize ~ | [ Address Book
New  New Delete | Reply Reply Forward 2 - ~ =
E-mail Mems~ | & Junk - Al 3 More i Reply & Delete  “7 Create New = | | iN]oneNote | ¥ FollowUp - | “7 Filter E-mail ~
Hew Delete Respond Quick Steps . Move Tags Find
4 Favorites 3
- Search Inbax (Ctrl=E} sl <
L5} nbox (1}
f - A
[ Senttems ! D] |From | subject Received 7 [Size |Categories [ <l
= =
(3] Deleted tems g
4 Date: Today &
. 7 .| 0 PSarsUPG... Output from TBFUND (711000325) | Wed 4/13/20... 229KB s
. - e - Wed 4/13/20... 11 KB ;
dl. | Enbox(fi) =) Wed 4/13/20... 73 KB L d “
= Iwtis =y Wed 4/13/20... 13 KB
il G Wed 4/13/20... 10 KB
5] Deleted Items =] Wed 4/13/20... 131 KB \ 4
[ Archive LSUHSC =) Wed 4/13/20... 63 KB
(g Junk E-mail =% Wed 4/13/20... 32 KB
[ Mcafee =9 Wed 4/13/20... 10 KB
[5) outbox =1 Wed 4/13/20... 61 KB -
3 quarantine .
- RE: nVision
> [f) RSS Feeds
[0 Search Folders
a
47 Inbox
g 1 WorkList
> L4 2007 Trainina E-mails 2 =
— e
o =
5 catendar
-
8=| contacts i
-
/] Tasks
® ~
bl (@~
Items: 472 Unread:1 | All folders are up to date. [ Connected to Microsoft Exchange | [0 B3 100% (————0——(+)

Step

Action

18.

Double-click the PSO9FSUPG... Output from TBFUND (#11000325) list item.
[PSOFSUPG... Output from TEFUND (#11000325) |
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== - _ Output from TEFUND (£11000325) - Message (Plain Text) mm ol
File. Message a @
fom ot x 3 )J .J,> 3 Meeting (23 Moveto: 7 % To Manager N [ Rues- (YMarkunread g 3 Fing D)
* @ — - (3 Team E-mail & Done 1 ‘j_IOnENote = Categorize = 2y Related - A
~ Delete Reph Reply Forward Z - . Move Translate Zoom
& Junk L o More i Reply & Delete 'z Create New = 2 23 Adtions = | ¥ Follow Up ~ S Iy setect +
Delete Respond Quick Steps Move Tags Editing Zoom
From: PSSFSUPGElsuhsc.edu Sent: Wed 4/13/2016 4:25 PM
To:
3
Subject: Qutput from TEFUND (£11000325)
= MessageltZﬂTBFUND.xlsx (224 KB) |
. . G
Message from Process Scheduler ranning on system PSOFSTUXTESTS. using database PS9FSUPG
@  5ee more bout PSIFSUPG@Isuhsc.edu. DD N

2 s 4088

Step

Action

19.

Double-click the TBFUND.xIs or TBALLFND.xls attachment to view the report.
(] TBFUND.xIsx (224 KE)

20.

A new window is opened and the report displays. Once the report is open, you may
perform any drill or Excel function as desired.

NOTE: You may receive a security message if the report is not from a trusted
source.

Click the Close button.

21.

This completes Process Reports - Output type E-MAIL.
End of Procedure.

Page 39



Training Guide
All Sites

Page 40



Training Guide
All Sites

Process Reports - Output type E-MAIL - Preferred Method (User may
enter text in the body of email)

Procedure
In this topic you will learn how to Process Reports - Output type E-MAIL (User may enter

text in the body of email). This is the preferred method if the user desires to send the report via
email.

NOTE: This topic teaches the user to use an alternative method for distributing reports via
email. This method allows the sender to enter text into the body of the email.

Favorites ~ Main Menu~ > Reporting Tools = > PS/nVision ~ > Define Report Request > Process Monitor

i . 5
PS9FSRPT Home Waorklist Add to Favorites Sign out

FSCM 9.2 PSTools 8.53 Al ~| Search 2 | Advanced Search |2l Last Search Results

PSIFSWEB1

New Window | Help | Personalize Page | &, -
Process List Server List

View Process Request For

User D’ a  Type ~|[Last v 1| [pays ¥ Refresh
Run Slalus Distribution Status Save On Refresh
F
Process List Personalize | Find | View Al | [E1) | il First M 1-20 of20 B Last
Select Instance Seq. Process Type Process Hame  User Run Date/Time Run Status 25:3:”"“ Details

11000327 nVision Report NVSRUN 04/13/2016 4:59:05PM CDT Success Posted Details

Go back to Report Request

B Save |[E] Notify

Process List | Server List

Step Action

1. For this exercise, the same Report Request as used in the last lesson will be utilized.

Click the Go back to Report Request link.
|GCI back to Report Requestl

2. Click the button to the right of the Type field.
3. Click the Web list item.
4, Click the Save button.
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Favorites Main Menu~ > Reporting Tools = » PS/nVision ~ > Define Report Request

PS9FSRPT Home Workdist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 Al ~ Search 2> | Advanced Search ol Last Search Results
PSIFSWEB1

New Window | Help | Personalize Page | i,
nVision Report Request || Advanced Options || LSU Define Prompt

Business Unit: LSUND ReportiD: TBFUND Copy to Another Business Unit/ Clone

[rrial Balance By Fund X|  Transferto Report Books
Process Monitor

Report Title:

*Layout: TRIAL BALANCE BY FUND Report Manager

= Report Date Selection

*As Of Reporting Date: ‘ Business Unit Reporting Date Vl
*Tree As Of Date: ‘Use As Of Reporting Date V|
Override Tree As of Date if Specified in Layout

= Qutput Options

Scope and Delivery Templates
*Type: |‘.".‘El] V‘

*Format: |micrnsnn Excel Files (* xls) v‘

@ save || & Returnto Search

-] Notify

nVision Report Request | Advanced Options | LSU Define Prompt

Step Action

5. Click the Run Report button.

6. Click the button to the right of the Server Name field.

7. Click the PSNT list item.
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Process Scheduler Request

User 1D: S Run Control ID:

Server Name: [Jg=ll1} v Run Date:|04/13/2016

v Run Time: [4:56:30PM || Resetto Current DateiTime

L
Time Zone: Q
Process List

Select Description Process Name Process Type “Type *Format

nVision Report NVSRUN nVision Report Default Default v

Step Action

8. On the Process Scheduler Request page, the Type must be changed from "Default"
to "Email".

Click the button to the right of the Type field.

9. Click the Email list item.
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Process Scheduler Request

User ID: S Run Control ID:

Server Name:| PSNT W Run Date: | 04/13/2016
Recurrence: w| Run Time: 4:56.30PW | | Resetto Curent DaterTime
Time lone:l:lQ

Process List

Select Description Process Name Process Type “Type *Format Distribution

nVision Report MVSRUN nvision Report W Distribution

Step Action
10. The Format will automatically change to XLS, and a new link called Distribution

displays when the Type Email is selected.
Click the Distribution link.

11. Enter the desired information into the Email Subject field. Enter "TBFUND
Training Example”.

12. Enter the desired information into the Message Text field. Enter "Please review."

13. Enter the desired information into the Email Address List field. Enter
"Xxxxxx@Isuhsc.edu".

14. NOTE: The email feature is a great tool. However, it does not allow the sender to

“preview'" the report output before sending it to the recipient.

Click the OK button.
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Process Scheduler Request

UseriD: s Run Control ID:

Server Name: | PSNT v Run Date: 04M13/2016
Recurrence: v/] Run Time: 4:50.05PH | | Resetto Cument DaterTime
Time Zoos| 0

Process List
Select Description

Process Name Process Type T *Format Distribution

ype
nVision Report NVSRUN nVision Report

o] canca |

Step

Action

15.

Click the OK button.
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/5 Define Report Request - Internet Explorer

@C = [ nttps:pssfsrch suhsc.edufpsp) feupg EMPLOVEE ERP/cREPOR O x| B || 42| 2 Define Report Request x A oA

File Edit View Favorites Tools Help

Favorites ~ Main Menu~ > Reporting Tools = > PS/nVision ~ > Define Report Request

PSOFSRPT Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53 All | Search 7> Advanced Search |l Last Search Results
PSIFSWEB1

New Window | Help | Personalize Page | 5,
nVision Report Request Advanced Options LSU Define Prompt

Business Unit: LSUNO ReportlD: TBFUND Copy to Another Business Unit/ Clone

Report Title: [Trial Balance By Fund Transfer ta Report Books

Process Wanitor

“Layout: TRIAL BALANCE BY FUND Report Manager

< Report Date Selection

*As Of Reporting Date: |Eu3\nass Unit Reporting Date
“Tree As Of Date: [Use s Of Reporting Date
Override Tree As of Date if Specified in Layout

< Qutput Options

Scope and Delivery Templates

*Type: | Web
*Format: |Mi:rosuﬁExce\F\les (*.xs)
Run Report

& save | & Returnto Search Notify

nVision Report Request | Advanced Options | LSU Define Prompt

=P . 9:34AM
C'start| =l t—%DeﬁneRepurtReq_ ip) Pt

Step

Action

16.

Click the Process Monitor link.
|Process Monitar]

17.

Click the Refresh button every 15 - 20 seconds until the Distribution Status is
"Posted".

Click the Refresh button.
Refresh
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Favorites Main Menu~ > Reporting Tools = > PS/nVision ~ > Define Report Request > Process Monitor

PSO9FSRPT Home Worklist
FSCM 3.2 PSTools 8 53 All ~ Search 7> Advanced Search 2l Last Search Results
PSOSFSWEB1

New Window | Help |

Process List || Server List

View Process Request For

User ID a  Type | [Last v 1 Refresh

Funsiatus[ V]

Process List

Distribution Status Save On Refresh

Personalize | Find | View Al | 2 | B First B 1-20 or20 B Last

Distribution

Select Instance Status

Seq. Process Type Process Hame User Run Date/Time Run Status Details

11000327 nVision Report NVSRUN 04/13/2016 4:59:05PM CDT Success Posted Details

Go back to Report Request
& Save [=] Notify

Process List| Server List

Add to Favorites

Sign out

Personalize Page | 15, P

Action

The report is processes and the system delivers an email to the sp

Click the Outlook button.

ecified users.

19.

Double-click the TBFUND.xIs or TBALLFND.xIs attachment.
E TEFUND.xlsx (224 KE)

20.

Click the Maximize button.

21.

Click the Close button.
_j(m

22.

body of email).
End of Procedure.

This completes Process Reports - Output type E-MAIL (User may enter text in the
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Processing nVision Report (Incudes Prompts)

Process Prompt Reports

Procedure

In this topic you will learn how to Process Prompt Reports.

Favorites ~ |Mam Menu vI

PSO9FSRPT Home Workdist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53
PSIFSWEB1

Personalize Content | Layout ? Help

Step Action
1. Click the Main Menu button.
Main Menu =
2. Click the Reporting Tools menu.
| Reporting Tools *
3. Click the PS/nVision menu.
PSinvVision r
4, Click the Define Report Request menu.
|Deﬂne Report Request|
5. When working in Reports, enter your Business Unit: HCSDA, LSUNO, or LSUSH.

For training purposes only, enter the desired information into the Business
Unit field. Enter "HCSDA".
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Step Action
6. The Report Requests for reports that include prompts all begin with the letter
"W". To choose a report request from the available list, enter a "W" in the Report
ID field.
Enter the desired information into the Report ID field. Enter "W".

7. Click the Search button.

8. A list of available Report Requests for the specified Business Unit displays. Scroll
through the list and select the report request called WTBSGFND.

Click the WTBSGFND link.

9. Enter the desired information into the As Of Reporting Date: Required field. Enter
"03312016".

10. Click the Save button.

11. Click the LSU Define Prompt tab.
| Lsu Define Prompt |

12. This page is used to enter the prompt values desired to run the report. Each of the
fields that appear in bold print are required for this particular report. The fields that
appear in grey are not utilized in this case.

13. The Business Unit is required for every report as it defaults in from the Report
Request. The Business Unit may be overwritten on the LSU Define Prompts tab to
request different data for a different Business Unit.

NOTE: Row security exists and you will only be able to retrieve results for the
business units to which you have security access.

14. When required in a Report Request, the chartfield values may accept wildcards or
partial wildcards. The wildcard is the "%". The date fields, most commonly, must
be entered in full.

15. In this example, only the Business Unit, Report ID and Fund Code are in bold text,
thus these are the only fields requiring data. No changes are needed to the Business
Unit.

Enter the desired information into the FUND CODE field. Enter "111".

16. Click the Save button.

17. Click the nVision Report Request tab.

| nVision Report Reguest |
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Favorites Main Menu~ > Reporting Tools = » PS/nVision ~ > Define Report Request

PSOFSRPT Home Worldist Add to Favorites Sign out
FSCM 9.2 PSTools 8.53.

PSIFSWEB1
New Window | Help | Personalize Page | o5,
nVision Report Request Advanced Options LSU Define Prompt

Business Unit: HCSDA ReportiD:  WTBSGFND Copy to Another Business Unit/ Clone

Fr\a\Ea\ance-Smg\e Fund x Transfer to Report Books
Process Monitor

Report Title:
“Layout: W TRIAL BALANCE - SINGLE FUND Report Manager

< Report Date Selection

*As Of Reporting Date: |Speﬁifr Vl 03/31/2016 |[3]

*Tree As Of Date: [Detaut v
Override Tree As of Date if Specified in Layout

= Output Options
Scope and Delivery Templates

*Type: Window v
*Format: | Microsoft Excel Files (*xls d
Run Report

B Save | Returnto Search Notify

nVision Report Request | Advanced Options | LSU Define Prompt

Step Action

18. NOTE: The Output Type is set to Window.

Click the Run Report button.
Run Report

19. Click the button to the right of the Server Name field.

[

20.

O

lick the PSNT list item.
PSNT

21. Click the OK button.

NOTE: After clicking the OK button and returning to the Report Request page,
the nVision Processing Window will display.
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| | = = Microsoft Excel = B &
Home | Insert  Pagelayout  Formulas  Data  Review  View  Adddns ]
= - = : o [} S=Inset-  E -
B L 10 v A A S Number - ﬂ ,ﬂjﬁ A g inse ‘7:7 Ea
B3~ = — 3 3 Delete - | [@~ &
Paste B I U- | B A~ B+ $ v % o+ | %3 98 Conditional Format Cell | ., Sort & Find &
- = - 3 & " 0 > Eormatting - as Table = Styles~ | |5 Format = | <2~ Filter~ Select~
Clipboard 1 Font Number ; styles cells Editing
G2 - Jx 2

(=] HCSDA-WTBSGEND.xlsx [Read-Only]

il
=]
] p ] &3

12 B © D E u

2 LSU 1 Louisiana State University Health
3 HCSD Administration

Paath (ot rvem Dssse
4 Trial Balance - Single Fund
5 ReportiD: UTESGFND Per Ending March 31, 2016
6 Fun April 16, 2018 at 1017

FISCAL YTD

7 ACCOUNT ACCOUNT CURRENT PERIOD TOTAL
8  NUMBER DESCRIPTION
9

- 107 110011 Claim On Cash-LSUNO

- 11 110012 Chase-General Fund-LSUNO

- [127 110013 Chase-Payroll Acct-LSUNO

- 1137 110018 US Bank-Loan Fd-ACS-LSUND
- 147 110101 Claim On Cash-LSUSH

- 1187 110102 Regions Bank-General-LSUSH
- 1167 110103 Bank One-Payroll-LSUSH

- (17" 110108 Bank One - Gen Fund - LSUSH
- 118" 110107 Regions Bank-Payroll-LSUSH

Ready | : |[Em@E 100% (=) ] (+)

f‘,'start| :T_,J @ Define Report Reque... @ nVision-Report - MVS...

T e mH+0E

‘t-‘ i " 10:18 AM
4.~ Microsoft Fxcel ) e

Step

Action

22.

Once the report has processed to the Success status, the Excel file opens.

Click the Maximize button.

23.

If the amount in the cell is large and does not display fully, you may adjust the
column width as you would with any spreadsheet.

24.

You may print, save or perform any desired drilldowns.

Click the Close Spreadsheet button.

25.

Click the Close Process Window button.

26.

This completes Process Prompt Reports.
End of Procedure.
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Process Multiple Prompts and Partial Wildcard Reports

Procedure

In this topic you will learn how to Process Multiple Prompts and Partial Wildcard Reports.

Step Action

1. In this example, the LSUSH WAPDETAL report request will be used. New Orleans
users may select WAP_DET. HCSDA users may choose WTRANSDT. These
reports include multiple prompt values.

Favorites - IMain Menu ~ I
PS9FSRPT Home Waorklist Add to Favorites Sign out
FSCM 5.2 PSTools 8.53
PSIFSWEB1
Personalize Content | Layout ? Help
< >

Step Action

2. Click the Main Menu button.
Main Menu =

3. Click the Reporting Tools menu.
Reporting Tools 4
4, Click the PS/nVision menu.
| PSinVision 4
5. Click the Define Report Request menu.

|Deﬂne Report Hequest|
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Step Action
6. When working in Reports, enter your Business Unit: LSUSH, LSUNO, or HCSDA.
For training purposes only, enter the desired information into the Business
Unit field. Enter "LSUSH".
Enter the desired information into the Report ID field. Enter "W".
Click the Search button.
9. Click the WAPDETAL link.

10. No changes need to be made on the nVision Report Request tab. The report will run
to Web output and be retrieved on the Report Manager page.
Click the LSU Define Prompt tab.
| LSU Define Prompt |

11. For this report, the Business Unit, Fund Code, Program Code, DeptID, Project ID,
Class Field, Begin Date and End Date are required.
Wildcards will be accepted for the following fields:
Program: %
Class: %
Project ID: %

12. Enter the desired information into the FUND CODE field. Enter "113".

13. Enter the desired information into the DEPTID field. Enter "1%0".

14. Enter the desired information into the BEGIN DATE field. Enter "070115".

15. Enter the desired information into the END DATE field. Enter "103115".

16. Click the Save button.
@ save]

17. Click the nVision Report Request tab.

nVision Report Request
18. NOTE: Make sure the Output Type is Web.

Click the Run Report button.
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/& Define Report Request - Internet Explorer
@‘-—\ @ [@ hitps:jpsafsrch susc.edu/psp/fsupg EvPLOYEE ERP/cReporT O =] B |43 (& Define Report Request x

File Edit view Favorites Tools Help

Favorites — | Main Menu~ > Reporting Tools = > PS/nVision ~ > Define Report Request
PSOFSRPT Home = Worklist | AddtoFavorites | Sign out

FSCM 9.2 PSTools 8.53
PSIFSWEB1

New Window | Help | Personalize Page | &,

| nvision Report Request || options_|[_LsU Define Prompt |
Process Scheduler Request ]
Business Unit: LSl Help
Report Tite: UserID: Run Control ID:
S servertiame:| 7] Run Date:[04115/2016
Recurrence: I~ Run Time: | 11:39:204M Resetto Current Date/Time
<~ Report Date Selecl Time Zone: a
*As Of Reporting Date: | Process List
*Tree As Of Date: Select Description Process Name Process Type “Type *Farmat
nvision Report NVSRUN nVision Report
< Qutput Options
*Type: Web
*Format: |Microsoft B
oK Cancel

|@ sae || A RetumtoSearch |[[=] Notily |

nVision Report Request | Advanced Options | LSU Define Prompt

ﬂl )E_J @Lsuﬂea\wvewor\em
* mem 08

=
(=) Define Report Req...
=z

N 1139 AM
&0 415/ =

Step Action

19. Click the button to the right of the Server Name field.

20. Click the PSNT list item.

21. Click the OK button.

22. Instead of clicking the Process Monitor link, as an alternative, navigate directly to
the Report Manager.

Click the Report Manager link.
|Repﬂrt Manager ||

23. Click the Refresh button periodically until the Status is "Posted".

NOTE: The APDETAIL report is known to take a long period of time to run and
will not display in the Description column list right away.

Click the Refresh button.

24. Once the report has posted, click the AP Detail Shreveport link.
AP Detail Shreveport
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'WAPDETALxlsx [Read-Only] - Microsoft Excel
Home Insert Page Layout Formulas Data Review View Add-Ins & 0 o 2P R :‘_
FE - General *—1 e g et I ‘:[_' ﬁ =
PT1 HM 0 .00 | d'téj 1] F;ﬂt _;‘\Iﬂ i E' SZFt&F d &
aste B I U- -9 0 5 onditional  Forma el |y ort & Find &
- = $ - % | % Formatting = as Table = Styles~ | (2] Format~ | &2~ Filter = Selact
Clipboard Font HNumber Styles Cells Editing
Al0 - v
E C D E J K L M =l
2 Louisiar@
3
« \JLUrealtSivevepot
5
6
7 Business Vendor
8 Account Fund Dept.ID Program Class Proj/Grant Amount Unit Setld Vendor ID Vendor Name
9
10] 113505 "13 M490500 101.50 LSUSE  LSUSE 0000049506 LSUHN BILLING
11 113505 "13 M490500 693.00 LSUSE  LSUSE 0000049872 LSU SYSTEM HEALTH PLAN
12 224013 713 300010 "ooo1 o300 300011026 1,628.03 LSUSE  LSUSE 0000000596 LSU SYSTEM OFFICE
13 224013 ™13 "300010 "ooo1 0300 5300011026 250.00 LSUSE  LSUSE 0000000596 LSU SYSTEM OFFICE
14 224013 ™13 "300010 "ooo1 0300 5300011026 250.00 LSUSE  LSUSE 0000000596 LSU SYSTEM OFFICE
15 224013 ™13 "300010 "ooo1 0300 5300011026 42500 LSUSE  LSUSE 0000000596 LSU SYSTEM OFFICE
16 224013 ™13 "300010 "ooo1 0300 "300011026 2,507.94 LSUSE  LSUSE 0000000596 LSU SYSTEM OFFICE
17 224013 ™13 "300010 "ooo1 0300 "300011026 1,700.00 LSUSE  LSUSE 10000000936 DAVID LEFER
18 224013 ™13 "300010 "ooo1 0300 "300011026 4,876.69 LSUSE  LSUSE 10000000991 ROBERT E RHOADS
19 224013 ™13 "300010 "ooo1 0300 "5300011026 358.34 LSUSE  LSUSE ‘0000000991 ROBERT E RHOADS
20| 224013 ™13 300010 "ooo1 0300 5300011026 885162 LSUSE  LSUSE ‘0000000991 ROBERT E RHOADS
21| 224013 ™13 300010 "ooo1 0300 5300011026 2,000.00 LSUSE  LSUSE 0000001024 YUPING WANG
22| 224013 "113 1300010 "0001  "30300 "5300011026 1,700.00 LSUSE  LSUSE 10000003730 CHRISTOPHER KEVIL
23| 224013 "113 1300010 "0001  "30300 "5300011026 983.33 LSUSE  LSUSE ‘0000007967 NICHOLAS E GOEDERS
24| 224013 113 300010 0001 0300 5300011026 983.33 LSUSE  LSUSE ‘0000007967 NICHOLAS E GOEDERS .
W 4 b M| Sheet1 ¥J KR il ] |
Ready | |E@E 100 = [ )l
[rstart @ LSU Health New Orle. .. @ Befne Repart Reques: 34 wicrasoft Excel - w._ 2 () A
Y 4f15/16

Step

Action

25.

The nVision report opens.

Click the Maximize button.

26.

The report may be saved or printed as needed.

NOTE: This report produces a listing of data and Drilldowns may not be
performed on this report.

Click the Close Spreadsheet button.

B

27.

Click the Home link.

28.

This completes Process Multiple Prompts and Partial Wildcard Reports.
End of Procedure.
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Appendix
Enable DrillDown Feature

DrillDown allows users to get more information on data contained in a report. Before performing
the very first drill on any report, the drilldown (Drill to PIA) feature must be enabled. Once
enabled, the drill feature will be available any time you run a report with nVision. The DrillDown
feature is set to automatically install from the Citrix session. The following instructions shall be
utilized ONLY if the session fails to initialize the feature.

Procedure

In this topic you will learn how to Enable DrillDown Feature.

5 Employee-facing registry content - Internet Explo:

@_‘f % [& https: /p=sferch suhsc. edu/psp ey EMPLOVEEERP h2tzb =0 O x| & | ##| {2 Employes-facing regisiry con... % A
Fle Edit View Favorites Tools Help
Favorites = I Main Menu -I
PngsRPT Home Waorklist Add to Favorites Sign out
ot e Menu ~ | Search 3 | Advanced Search (o Last Search Results
PSIFSWEB1
Personalize Content | Layout (2) Help

<

L7start! ﬂ @ LSU Health New Orle... G“)] Employee-facing ..

e s 4+ 08

Step Action
1. Click the Main Menu link.
2. Click the Reporting Tools menu.
Reporting Tools r
3. Click the Report Manager menu.
|F{epartru1anager|
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Step Action
4, Click the appropriate Description link.
For this example, click the Cash Receipts & Exp - Fund 111 link.
|Cash Receipts & Exp - Fund 111 |
5. Click the Maximize button.
6. The DrillDown feature must be enabled the first time you use it. Once enabled, an
Add-Ins option will be added next to the View option on your ribbon.
Click the File button.
File
7. Click the Options button.
8. Click the Add-Ins button
9. Click the DrillToPIA list item.
10. Click the Go button at the bottom of the window, to the right of the Manage field.
11. A small pop-up box displays. If the DrillToPIA option is not already checked, click
the checkbox to select it.
Click the OK button.
12. Click the Add-Ins button.
13. The nVisionDrill option displays. This setting will now be retained from session to
session.
14. This completes Enable Drilldown Feature.

End of Procedure.
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Procedure for Enabling Macros

Procedure

In this topic you will learn the Procedure for Enabling Macros.

Step Action

1. Users may choose to enable all macros for Excel/nVision thus allowing all of the
custom macros in the nVision reports to run as desired. The user must enable all
macros through the Trust Center in Excel Options. Once selected, this setting is
retained from PSDesktop session to session. If a user chooses not to enable all
macros, the user would need to enable macros for each file containing macros. Both
methods are detailed in the following steps.

& = = CREX111.xism [Read-Only] - Microsoft Excel o @ R
File Home Insert Page Layout Formulas Data Review View Add-Ins a@o@@ =
= = 5 ) ) g@nsetr X -

Bl E il 10 A A S General - ﬂ % L—‘Ad g7 ‘7(? lﬁ
B3~ = — I Delete ~ | [~
Paste B I U- T . — BE-| § - % » | %3 % Conditional Format Cell | ., Sort & Find &
R = = - 08 F0 Eormatting ~ as Table « Styles~ | [2d Format | (27 Fifter - Select -
Clipboard i Font . Alignment . Number . styles Celis Editing
1) Security Waming  Macros have been disabled. | Enable Cantent X
B2 - & v
1lz [ B cD E F (5 H 1 J K L n=
~ ~ Al Al -
z
3 LSU Health Care Services Division H
q e HCSD Administration
5 Cash Receipts & Expenditures
6 Fund 111 - Unrestricted with Budget Comparison
7 (Budgetary / Cash Basis)
8 n Per Ending November 30, 2015
]
kil CURRENT
2 DEPTI PERIOD TOTALY-T-D OVERIUNDER
13 _AccT DESCRIPTION BUDGET ACTIVITY ACTITY. BUDGET
5 REVENUE:
i
it STATE GENERAL FUND
[ - | 18 "oss0z0 GeneralFund 0.00 0.00 16,717,663 00
Bl Total State General Fund 0.00 0.0 6,717,563 00 (16, 717 i 001
20 INTERIM EMERGENCY BOARD
21 2085022 Total IEB Funds 000 0.00 000 0.00
22 STATUTORY DEDICATIONS
23 | 200001 Total Statutory Dedications 0.00 0.00 0.00 0.00
24
25 PATIENT COLLECTIONS
2 edicaid:
27 | fo20s Medicaid Claims - STO 0.00 0.00
- | 28 Tossomn Medicaid Acute 0.00 0.00 (22.223.73)
- | 23 Toss0sn Medicaid Other 0.00 23.017.00 23,017.00
- | 30 Feossr Medicaid CCH Acute - UIHC 0.00 0.00 540,63
ENE Tatal Medicaid Claims 0.00 Z5.017.00 FEERED] (7.532.50 -
M 4 b b | Sheet1 ~¥J M4 [ [l | |
Ready | |l 78 (<) [} (+)

- . 7 ~ :
, 2 |7 A i = i & g LS8PM
[7stant = \:7) LSU Health New Orle... \Q Report Manager -Int... |||i4.~; Microsoft Excel - C... LONE
[ & - i

Step Action

2. Click the File button.

3. Click the Options button.
2] Options

4, Click the Trust Center button.

Trust Center
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Step Action
5. Click the Trust Center Settings button.
| Trust Center Settings... |
6. Click the Macro Settings button.
Macro Settings
7. Click the Enable all macros (not recommended; potentially dangerous code can
run) option.
8. Click the OK button.
oK
9. Click the OK button on the Trust Center page.
oK
10. The settings will now be retained from session to session.
11. This completes Procedure for Enabling Macros.

End of Procedure.
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Process Reports - Output type FILE (HCSD only)

Procedure

In this topic you will learn how to Process Reports - Output type FILE (HCSD Only).

File Edit View Favorites Tools Help

Favorites ~ IMain Menu -I

PS9FSRPT Home Worklist Add to Favorites Sign out
FSCM 9.2 PSTools 8.33 Menu - | Search 3 | Advanced Search [ Last Search Results
PSIFSWEB1

Personalize Content | Layout (2 Help

>

n Z11PM
= ) 415/16

‘;‘) Employee-facing r...
(S5 Employ: g

<
Lrstar| | @ LSU Health New Orle...

? % @ I o s I

Step Action

1. Click the Main Menu link.
2. Click the Reporting Tools menu.
| Reporting Tools 3
3. Click PS/nVision.
[ PSinvision v
4, Click the Define Report Request list item.
| Define Report Request |
5. Enter the desired information into the Business Unit field. Enter "LAKMC".

Click the Search button.

7. Click the Down button of the scrollbar.
8. Click the CREX111 link.
CREX111 ]
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Step

Action

9.

Click the button to the right of the As Of Reporting Date field.

10.

Click the Today's Date list item.

11.

Click the button to the right of the Type field.

12.

Click the File list item.

13.

Click the Scope and Delivery Templates link.
| Scope and Delivery Templates |

14.

In the Directory Name Template box, enter:

\\PSFILEDRVR\LSUMC-
NO.ENT\PEOPLESOFT\NVISIONRPTFiles\REPORTS\XXXX

where XXXX is replaced either by "HCSD", "New Orleans", or "Shreveport".
Additionally, the user may enter deeper level folders to further identify their reports.
You may not run the reports to a user's C:\ or O:\. If that is the desired end location,
you must first run the report, as noted in this example, and then cut and paste the file
to the folder.

15.

Click the OK button.

| ok |

16.

Click the Save button.
5] Save

17.

Click the Run Report button.
Fun Report

18.

Click the button to the right of the Server Name field.

19.

Click the desired object.
[FSNT]

20.

Click the OK button.

21.

Click the Process Monitor link.
| Process Monitor |
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Step Action

22. On the Process Monitor page, the new report displays at the top of the list. Press the
yellow Refresh button until the reports displays a Distribution Status of "Posted".

NOTE: Do not click the Refresh button more than once every 15 - 20 seconds.

Click the Refresh button.

efres
—

23. Click the Go back to Report Request link.
IG-:u back to Report Request |

24, To view the report, open Excel or Windows Explorer and navigate to:
V:\PeopleSoft\nVisionRptFiles\Reports\HCSD\LAKMC

folder to locate the file.

25. This completes Process Reports - Output type FILE (HCSD Only).
End of Procedure.
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