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COPYRIGHT & TRADEMARKS

Copyright © 1998, 2011, Oracle and/or its affiliates. All rights reserved.
Oracle is a registered trademark of Oracle Corporation and/or its affiliates. Other names
may be trademarks of their respective owners.

This software and related documentation are provided under a license agreement
containing restrictions on use and disclosure and are protected by intellectual property
laws. Except as expressly permitted in your license agreement or allowed by law, you
may not use, copy, reproduce, translate, broadcast, modify, license, transmit, distribute,
exhibit, perform, publish or display any part, in any form, or by any means. Reverse
engineering, disassembly, or decompilation of this software, unless required by law for
interoperability, is prohibited.

The information contained herein is subject to change without notice and is not warranted
to be error-free. If you find any errors, please report them to us in writing.

If this software or related documentation is delivered to the U.S. Government or anyone
licensing it on behalf of the U.S. Government, the following notice is applicable:

U.S. GOVERNMENT RIGHTS

Programs, software, databases, and related documentation and technical data delivered to
U.S. Government customers are “commercial computer software” or “commercial
technical data” pursuant to the applicable Federal Acquisition Regulation and agency-
specific supplemental regulations. As such, the use, duplication, disclosure, modification,
and adaptation shall be subject to the restrictions and license terms set forth in the
applicable Government contract, and, to the extent applicable by the terms of the
Government contract, the additional rights set forth in FAR 52.227-19, Commercial
Computer Software License (December 2007). Oracle USA, Inc., 500 Oracle Parkway,
Redwood City, CA 94065.

This software is developed for general use in a variety of information management
applications. It is not developed or intended for use in any inherently dangerous
applications, including applications which may create a risk of personal injury. If you use
this software in dangerous applications, then you shall be responsible to take all
appropriate fail-safe, backup, redundancy and other measures to ensure the safe use of
this software. Oracle Corporation and its affiliates disclaim any liability for any damages
caused by use of this software in dangerous applications.

This software and documentation may provide access to or information on content,
products and services from third parties. Oracle Corporation and its affiliates are not
responsible for and expressly disclaim all warranties of any kind with respect to third
party content, products and services. Oracle Corporation and its affiliates will not be
responsible for any loss, costs, or damages incurred due to your access to or use of third
party content, products or services
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BRF (University Health Hospitals) Processing nVision Reports
(Excludes Prompts)

BRF (University Health Hospitals) 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.

If you experience issues with nVision Reports, contact the PeopleSoft Financials Functional
Support Team for assistance by opening a Help Desk Ticket.

Step Action

1. From the PeopleSoft 9.1 Launcher, select the following:
PeopleSoft System: Financials

Database: PS9 Financials Report (PS9FSRPT)

Application: PeopleSoft
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. LSUHSC PeopleSoft 9.1 Launcher,

Options  Clear Cache  Training  Help

PeopleSaft System [Financisls

Database: IPS 3.1 Financials Reports [PSSFSRPT]

Application: [PecpleSaft

Operator ID [kOCONN

"ﬁ University Health®

Shreveport

1
1

nn

HR.Web Train  Fin Web Train

Step Action

2. Click the Start button.

Click the Yes button.

Yes

3. A warning message displays to remind you that this is not the Production database.
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PSOFSWEB: oPs
Wk
Personalize Content | Layout Help
€& Local intranet | Protected Mode: Off i v H10% <

Step Action
4. Click the Main Menu button.
MainvMenu
5. Click the Reporting Tools menu.
| Reparting Tools ¥ |
6. Click the PS/nVision menu.
[ Ps/nvision ]
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PSYFSWEB3 DPS Homs /Add to Favorites Sign out

Favorices  Main Menu
Personalize S6arch Menu: ® Help

3 LSU Processes 4

(3 PeopleTools L4

(1 Reporting Tools & 5

PS/nVision
D My Personalizations o query D Define Repart Book
B o g | oo g rom]
€ Locsl intranet | Protected Mode: Off i v H10% <

Step Action

Click the Define Report Request menu.
| Define Report Request |
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PS9FSRPTes

PSSFSWEB3 DPS
Favu'ntes MEII‘I'MEHIJ > Reporting Tools > PS/nVision > Define Report Request

Report Request

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

Find an Existing Value

Training Guide
BRF (University Health Hospitals)
Web_nVision_Reports_9 1

Home | AddtoFavorites | Signout

New Window | Help | B,

Limitthe number of results to (up to 300): 300 |

Business Unit: begins with ~ | @,
ReportlD:  beginswith ~
Description:  begins with ~ ’7

[Tl case sensitive

Search | Clear |E|a5|:Searcn [&F save Search Criteria

<

T

] r

Done

€& Locsl intranet | Protected Mode: Off i v H10% v

Step

Action

BRFHM".

Enter the desired information into the Business Unit field. Enter "BRFHS or

Click the Search button.
Search
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/= Define Report Request - Windows Internet Explorer

@t: ) ® 8] hitps:fpsafs lsuhsc. cdufpspifsrpt/EMPLOYEE /ERPG/REPORT_B0OKS. WS _REPCRT_RECUEST.GBL7Foldert 2| &5 |[*##/[¢| ]2 Bng Pl
File Edit View Favortes Tools Help

o Favortes (@ Define Report Request

PS9FSRPTe.

PSSFSWEBS DPS
Favuvﬂtes i Ma\nvMenu b3 Reuurtlnvg Took > PS[nylswun > Define Report Request

i - B - # - Page- Safety~ Took~ @~

Mew Window | Help | 5 ]

Report Request

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

Find an Existing Value

Lirnit the number of results to up to 300): W

Business Uni(:lbegms W\Ihj|ERFHS Q,
ReportID:  [beging with =]

Description: |hegin5wwlhj|

[” case Sensitive

Search | Clear |Eaa|u Search [ Save Search Criteria

Search Results

First [ 17 of 7 [ Lest
s Unit ReportID  |[Description
BRFHS BSDETAIL  Balance Sheet Detail

BRFHE BEPERIOD Balance Sheet Detail by Petiod

BRFHS REVEXPRM Depariment Rev and Expend

BRFHS BEY EXP  Hospital Revenue and Expend

BRFHS TBOETAIL  Trial Balance Detail

BRFHS TBPERIOD Trial Balance By Periad

BRFHS WRYEXPRM Department Revenue and Expend

1 | N
[ [ [ [ | |& Localintranet | Protected Mode: OfF [v5 = [®w0w -

Step Action

10. 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
will run the Hospital Revenue and Expend Report.

Click the REV_EXP link.

11. 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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ina' P Desktop - Citrix online plug-in METES
/2 Define Report Request - Windows Internet Explorer

@3 ) ® ] hitps:fpsafs lsuhse. cdufpspifsrpt/EMPLOYEE /ERPG/REPORT_BOOKS. WS _REPCRT_RECUEST.GBL7Foldert 2| &5 |[*##/[¢| ]2 Bng

File Edit Wiew Favorites  Tools  Help

7 Favortes @& Define Report Request i - B - # - Page- Safety~ Took~ @~
PS9FSRPTas
PSIFSWEBS oPs

Favuvﬂtes i Ma\nvMenu b3 Reuurtlnvg Took > PS[nylswun > Define Report Request

nVision Report Request

Mew Window | Help | Customnize Page |

L5U Define Prampt

Business Unit; BRFHS ReportlD: REV_EXP Copy to Anothar Uniti Clone

itle: Iransferio Repori Books
Report Title: ‘Huspllal Revenue and Expend Transfer to Report Books

Pracess Monitor

“Layout: |BRF HOSFITAL REVENUE AND EXFEN Report Manager

w Report Date Selection

*As Of Reporting Date: |Elusmeaa Unit Reporting Date j
“Tree As O Date: [Use 4= Of Reporting Date |

¥ override Tree As of Date if Specified in Layout

w OQutput Options

~ Scope and Delivery Templates
Type:  |Windaw |

*Format: | Microsoft Excel Files {".ds) |

Run Report

5] save | [EhReturnto Sear:hl =] Motify |

rivision Report Request | Advanced Options | LSU Define Prormpt

| I

[ [ [ [ [ [ K ocalintranet | Protested Madei Off s = [®a00% -

Step Action

12. 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).
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ina' P Desktop - Citrix online plug-in

/= Define Report Request - Windows Internet Explorer

@3 ) ® ] hitps:fpsafs lsuhse. cdufpspifsrpt/EMPLOYEE /ERPG/REPORT_BOOKS. WS _REPCRT_RECUEST.GBL7Foldert 2| &5 |[*##/[¢| ]2 Bng Pl

File Edit Wiew Favorites  Tools  Help

o Favortes (@ Define Report Request

PS9FSRPTe.
PSSFSWEBS DPS
Favuvﬂtes i Ma\nvMenu b3 Reuurtlnvg Took > PS[nylswun > Define Report Request

Mew Window | Help | Customnize Page |

n¥ision Report Request Advanced Optians LEU Define Prompt
Business Unit: BRFHS ReportiD:  REV_EXP Copy to Another Unit! Clone
Report Title: ‘Huspllal Revenue and Expend Transfer to Report Books

Pracess Monitor
Report Manager

“Layout: |BRF HOSFITAL REVENUE AND EXFEN

*As Of Reporting Date: |Elusmeaa Unit Reporting Date j
*Tree As Of Date: |Uae Ag Of Reporting Date j
¥ override Tree As of Date if Specified in Layout

Scope and Delivery Templates

Type:  |Windaw =]
*Format: | Microsoft Excel Files {".ds) |

Run Report

5] save | [EhReturnto Sear:hl =] Motify |

rivision Report Request | Advanced Options | LSU Define Prormpt

< | il

[ [ [ [ [ [ K ocalintranet | Protested Madei Off s = [®a00% -

Step Action

13. 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.
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ina' P Desktop - Citrix online plug-in METES
/2 Define Report Request - Windows Internet Explorer

@3 ) ® ] hitps:fpsafs lsuhse. cdufpspifsrpt/EMPLOYEE /ERPG/REPORT_BOOKS. WS _REPCRT_RECUEST.GBL7Foldert 2| &5 |[*##/[¢| ]2 Bng
File Edit View Favortes Tools Help

o Favortes (@ Define Report Request

PS9FSRPTe.

PSSFSWEBS DPS
Favuvﬂtes i Ma\nvMenu b3 Reuurtlnvg Took > PS[nylswun > Define Report Request

& -

- ) dm - Page- Safety~ Took~ @+ 7

Mew Window | Help | Customnize Page |

nvision Report Request Adva Options LSU Define Prampt
Business Unit: BRFHS ReportiD:  REV_EXP Copy to Another Unit! Clone
Report Title: ‘Huspllal Revenue and Expend Transfer to Report Books

Pracess Monitor
Report Manager

“Layout: |BRF HOSFITAL REVENUE AND EXFEN

w Report Date Selection

*As Of Reporting Date: |Elusmeaa Unit Reporting Date j
“Tree As O Date: [Use 4= Of Reporting Date |
¥ override Tree As of Date if Specified in Layout

w OQutput Options

~ Scope and Delivery Templates
Type:  |Windaw |

*Format: | Microsoft Excel Files {".ds) |

Run Report

5] save | [EhReturnto Sear:hl =] Watify |

rivision Report Request | Advanced Options | LSU Define Prormpt

| 2
[ [ [ [ [ [ K ocalintranet | Protested Madei Off s = [®a00% -

Step Action

14. 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. An example of sending a report via email will
follow the Drill example.

The Output format will always be Microsoft Excel, .xIs: The other option,
HTML, will produce reports; however, the formatting is incorrect.

Page 9
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ina' P Desktop - Citrix online plug-in
/2 Define Report Request - Windows Internet Explorer

@3 ) ® ] hitps:fpsafs lsuhse. cdufpspifsrpt/EMPLOYEE /ERPG/REPORT_BOOKS.HWS_REPCRT_RECUEST.GBL7Foldert 2| &5 |[*##/[¢| ]2 Bng £l

File Edit Wiew Favorites  Tools  Help

o Favortes (@ Define Report Request = - Page - Safety - Tok - @7

PS9FSRPTe.
PSSFSWEBS DPS
Favuvﬂtes i Ma\nvMenu b3 Reuurtlnvg Took > PS[nylswun > Define Report Request

Mew Window | Help | Customnize Page |

nVision Report Request Advanced Options LSU Define Frompt
Business Unit; BRFHS ReportlD: REV_EXP Copy to Anothar Uniti Clone
Hle: Aranzferto Heport Books
Report Tile: ‘Huspllal Revenue and Expend Transfer to Report Books
Pracess Monitor
“Layout: [BRF HOSFITAL REVENUE AND EXFEN  Repor Manager

*As Of Reporting Date: |Elusmeaa Unit Reporting Date j
*Tree As Of Date: |Uae Ag Of Reporting Date j
¥ override Tree As of Date if Specified in Layout

w OQutput Options

~ Scope and Delivery Templates
Type:  |Windaw =]
*Format: | Microsoft Excel Files {".ds) |
Run Report

5] save | [EhReturnto Sear:hl =] Watify |

rivision Report Request | Advanced Options | LSU Define Prormpt

< | il

[ [ [ [ [ [ K ocalintranet | Protested Madei Off s = [®a00% -

Step Action

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

16. The options displayed on this link's subpage are determined by the Output Type
selected on the Report Request tab. The examples in this screenshot are based on the
output type of Web.

» 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.
There are no reports that use Scope for the University Health Hospitals.

* The Folder Name will not be used for web based report distribution within the
repository. This option only displays if the Output Option Type is Web.

* The Directory Name Template box will be used to identify the file location if the
File output type is selected. The Output Type of File is not a valid option for the
University Health Hospitals.

Page 10
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Step Action

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.

» The Content Description Template 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.

NOTE: The variables currently exist in the Windows version of nVision and will
be carried over to the Web product.

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

* The Security Template will not be used for Web based Report Distribution within
the repository.

i PS Desktop - Citrix online plug-in

/2 Define Report Request - Windows Internet Explorer

@_-: R |g https: | ps9Fs. lsuhsc.du/pspif stptiEHPLOYEE [ERF/c/REPORT_BOOKS.M¥S_REPORT_REQUEST.GBL?Falderl (7| G [|##]| X |; ) Eing Pl
File Edit View Favorites Toos Help
. Favorites @ Define Report Request - - ) g® - Psge+ Safety~ Tooks+ @+
PS9FSRPT:s
PSSFSWEBS DPS
Favnvmtes i Mam'Manu > Reporting Tooks > PS/nvision > Define Report Request
Business Unit: BRFHS ReportiD: REY_EXP =
Report Scope:
@, Enteryourrepan scope: Scops Definition
Folder Name:
Retention Days:
Directory Name Template:
Enter a Folder name for vourinstances.
Use variables to create unigue Folder
names. [fthe folder doesnt exist PSinvision
willl create the folder in Report Manager.
Examples: Reports|%SFye- %RID% htm,
%FY4% %BRTT%L
Content Description Template:
\%Rﬁ% Enter a description ofthe report instances for
identification in Report Manager. Use variables to
dynamically create the descriptions.
Examples: Stmt. Rev & Exp, Yacation Register- %5Fv%
Security Template:
Enter userIDs orvariables to give access to report
‘ instances in the Content Repository,
Examples: "UNVPTUSMITHY, "UNPT R:Manager”, "%
DES DEPTID.OPRID.OPRID%"
QK Cancel
||| [ || |6 Localintranet | Protected Mode: Off [¥3 ~ [ "0 -
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Step Action

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

Click the OK button.
Qi

i PS Desktop - Citrix online plug-in

/= Define Report Request - Windows Internet Explorer

- |g https://ps9Fs. lsuhst..edu]pspistpt EMPLOYEEJERP/cJREPORT_BOOKS. NS _REPORT_REQUEST.GEL7Falderl 2| & |§\ Izl | 5 Bing | 2=

File Edit Wiew Favorites  Tools  Help

o Favortes (@ Define Report Request

PS9FSRPTe.
PSSFSWEBS DPS
Favuvr\tes Mavaenu > Reuurtulg Took > PS[nylswun » Define Report Reguest

Home

Mew Window | Help | Custornize Page | 2

nVision Report Request

Business Unit: BRFHS ReportiD:  REV_EXP Copy to Another Unit! Clone
Report Title: [Huspital Revanus and Expend Transfer to Report Books
Pracess Monitor
“Layout: [BRF HOSPITAL REVENUE AND EXPEN  Report Manager

*As Of Reporting Date: |Eusmeaa Unit Reporting Date j
*Tree As Of Date: |Uae As Of Reporting Date j
¥ override Tree As of Date if Specified in Layout

w OQutput Options

Brone and Delivery Templ
Type:  |Windaw =]
*Format: | Microsoft Excel Files (".ds) =1

Run Report
[l save | [EhReturnto Search | (=] Hatify

rvfision Report Request | Advanced Options | LSY Define Promot

| | i

| & Localintranet | Protected Made: Off [V« [®ow -

bone [ [T

Step Action

19. Click the Advanced Options tab.
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ina' P Desktop - Citrix online plug-in METES
/2 Define Report Request - Windows Internet Explorer

@T\—; = [ https://pss. suhse. edfpsp st [EMPLOYEE ERPc/REPCRT_ECOKS. NS _REPORT_REQUEST .GL7Falder ]| ) |§\ Izl [P Bng =28

File Edit Wiew Favorites  Tools  Help

o Favortes (@ Define Report Request

PS9FSRPTe.

PSSFSWEBS DPS
Favuvﬂtes Ma\nvMenu b3 Reuurtlnvg Took > PS[nylswun > Define Report Request

Mew Window | Help | Customnize Page |

eport Request Advanced Options

Business Unit: BRFHS ReportID: REY_EXP
# Auvanced Report Instance Options
¥ Enable nPlosion If Specified In Layout
™ Translate Summary Ledgers to Detail
¥ Data From Requesting B.U. Only

Time-out Minutes

w Foreign Language Translation
Enter an alternate language code for automatic trans|ation
Awailable if aternate language features are inthe layout.

Language: |

Enter Delivery Template Options - Yiew All

[l save | [ Returnto Search | (=] Hatify

nvision Report Reguest | Advanced Options | LS Define Promot

I i
are 1

[ [ | | [€i Localintranet | Pratected Mode: OfF [%a - [®R100% -

Step Action

20. Generally, you should not need to change any of the settings on this page.

Click the Enter Delivery Template Options - View All link.
Enter Delivery Termplate Options - Yiew All
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ina' P Desktop - Citrix online plug-in

/= Define Report Request - Windows Internet Explorer

@3 ) ® ] hitps: fpsafs lsuhsc. cdufpspifsrpt/EMPLOYEE /ERPG/REPORT_B0OKS. WS _REPCRT_RECUEST.GBL7Foldert 2| &5 |[##/[3¢| ]2 Bng B
File Edit View Favortes Tools Help

o Favortes (@ Define Report Request

PS9FSRPTas
PSOFSWEBS oPs

Favuvﬂtes i Ma\nvMenu b3 Reuurtlnvg Took > PS[nylswun > Define Report Request

i - B - # - Page- Safety~ Took~ @~

Mew Window | Help | Custamize Page |

PSinVision Report Templates

Business Unit: BRFHS ReportiD:  REY EXP

Report Scope: ‘ OA

Directory Name Template: |

File Template: [seRID% 318

Language Template: |

Email Template: |

Content Description Template: |%Rﬂ'%

Security Template: |

0K Cancel

Done

[T | & Localintranet | Protected Made: Off

Fa - [®i00w -

Step Action
21.

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 .xls field. NOTE: This feature is not
currently used for the University Health Hospitals.

The Email box would be used only if the report output type is set to Email.

Click the OK button.
Ok
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Advanced Options

Business Unit: BRFHS ReportID: REY_EXP

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

Time-out Minutes

Enter an alternate language code for automatic trans|ation
Awailable if aternate language features are inthe layout.

| Main Menu > Reuurtlnvg Took > PS[nylswun > Define Report Request

« Auvanced Report Instance Options

w Foreign Language Translation

Language: |

Enter Delivery Template Dptions - Wiew Al

Save | [GhReturnto Search | =] Natify

nvision Report Reguest | Advanced Options | LS Define Promot

Done

- & %]
M |g hitps://ps9Fs. suhsc. edu/pspif sTpt/EMPLOYEE /ERF/</REPORT_BOOKS,MYS_REPORT_REQUEST,GEL7Folderl 7| £ IEHXI | 2 Bing | 2=
Fie Edt View Favorites Toos  Help
o Favortes (@ Define Report Request
PS9FSRPTas
PS9FSWEBS DPS
Favuvﬂtes

Home

Mew Window | Help | Customnize Page |

| i
[T [ & Localintranet | Protected Made: Off

Action

Fa - [®i00w -

22.

Click the LSU Define Prompt tab.
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ina' P Desktop - Citrix online plug-in METES
/2 Define Report Request - Windows Internet Explorer

@T\—; = [ https://pss. suhse. edufpspFstpt [EMPLOYEE ERPc/REPCRT_ECOKS. NS _REPORT_REQUEST .GL7Falder ]| £) |§\ Izl [P Bng =28

File Edit Wiew Favorites  Tools  Help

oy Favortes (@ Define Report Request

PS9FSRPTe.

PSSFSWEBS DPS
Favuvﬂtes Ma\nvMenu b3 Reuurtlnvg Took > PS[nylswun > Define Report Request

R

Page - Safety  Tooks - @@~

Mew Window | Help | Customnize Page |

on Report Reguest Advanced O LSU Define Prompt

‘Business Unit |BRFHE % Reportip

REV_EXP
Fund Code Program Code
Department Project
Class Field Journal Date 114152013
Begin Date 11152013 End Date 111582013
Fiscal Year Accounting Period
POID Accounting Pd To
Journal ID Inventory tem ID

SetiD

NOTE: FIELDS WITH * ARE REQUIRED FOR THIS REPORT

Save | [GhReturnto Search | =] Natify

nvision Report Reguest | Advanced Options | LSU Define Prompt

1

| s
Done [ [ [ [ || [& Localintranet | Protected Mode: OfF [Va - [=1m0% -
Step Action
23. 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 fields for entry.

Click the nVision Report Request tab.
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ina' P Desktop - Citrix online plug-in
/2 Define Report Request - Windows Internet Explorer _[=]x]

@3 ) ® ] hitps:fpsafs lsuhse. cdufpspifsrpt/EMPLOYEE /ERPG/REPORT_BOOKS.HWS_REPCRT_RECUEST.GBL7Foldert 2| &5 |[*##/[¢| ]2 Bng Pl

File Edit Wiew Favorites  Tools  Help

o Favortes (@ Define Report Request

PS9FSRPTe.
PSSFSWEBS DPS
Favuvﬂtes i Ma\nvMenu b3 Reuurtlnvg Took > PS[nylswun > Define Report Request

Mew Window | Help | Customnize Page |

nVision Report Request

Business Unit: BRFHS ReportiD:  REV_EXP Copy to Another Unit! Clone
Report Tile: [Hnspital Revanus and Expend Transfer to Report Books
Process Monitor
“Layout: [BRF HOSPITAL REVENUE AND EXPEN  Report Manager

*As Of Reporting Date: |Elusmeaa Unit Reporting Date j
*Tree As Of Date: |Uae Ag Of Reporting Date j
¥ override Tree As of Date if Specified in Layout

w OQutput Options

~ Scope and Delivery Templates
Type:  |Windaw |

*Format: | Microsoft Excel Files {".ds) |

Run Report

5] save | [EhReturnto Sear:hl =] Motify |

rivision Report Request | Advanced Options | LSU Define Prormpt

< | il

Dane [ [ [ [ | | [&& Localintranet | Protected Mode: OfF [#a - [®100% -

Step Action

24, Click the button to the right of the Type field.

25. Click the Web list item.

26. NOTE: Every report must be saved before running the report.

Click the Save button.
(5] save

217. Click the Run Report button.

Fun Repurtl
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ina' P§ Desktop - Citrix online plug-in METES
/2 Define Report Request - Windows Internet Explorer

@T\—; - |g hitps://ps9Fs. suhsc. edu/pspif srpt/EMPLOYEE/ERF/</REPORT_BOOKS, MYS_REPORT_REQUEST,GEL7Folderl 7| £ EES | 5 Bing

(2]
File Edit Wiew Favorites  Tools  Help
o Favorltes @ Define Report Request & - - ) = - Page- Safety~ Took~ @+ 7
PS9FSRPT:x

PSSFSWEBS DPS
Favuvﬂtes Ma\nvMenu b3 Reuurtlnvg Took > PS[nylswun > Define Report Request

Mew Window | Help | Customize Page |

Process Scheduler Request

User ID: Run Control ID:

Server Name: d Run Date; 11152013 [l
Recurrence: =2 Run Time: [10:52:26AM Resetta Current Date/Time

Time Zone: &
Process List
Select |Description Process Hame Process Type Type *Format
M nvision Report MYSRUN

n¥ision Report Default = Default =

0K Cancel

[ [ [ [ | [& Localintranet | Protected Mode: OfF [v5 = [ % 100%

T A

Step Action
28.

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

E

29. Click the PSNT list item.
PSRT

30. Click the OK button.

You will be returned to the Report Request page.
Ok
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™ PS Desktop - Citrix online plug-in

MRS
/2 Define Report Request - Windows Internet Explorer
N |g hitps://ps9Fs. suhsc. edu/pspif sTpt/EMPLOYEE /ERF/</REPORT_BOOKS,MYS_REPORT_REQUEST,GEL7Folderl 7| £ e | 2 Bing | 2=
File Edit View Favorites Toos  Help
o Favortes (@ Define Report Request
PS9FSRPTe.
PSIFSWEBS DPS Home |
Favuvﬂtes Ma\nvMenu b3 Reuurtlnvg Took > PS[nylswun > Define Report Request
Mew Window | Help | Customnize Page |
nVision Report Request e
Business Unit; BRFHS ReportlD: REV_EXP Copy to Anothar Uniti Clone
Report Title: ‘Huspllal Rewenue and Expend Transferto Report Bonks
Pracess Monitor
“Layout: [BRF HOSFITAL REVENUE AND EXFEN  Repor Manager
w Report Date Selection
*As Of Reporting Date: |Elusmeaa Unit Reporting Date j
*Tree As Of Date: |Uae Ag Of Reporting Date j
¥ override Tree As of Date if Specified in Layout
w OQutput Options
Scope and Delivery Templates
Type:  [Web |
*Format: | Microsoft Excel Files {".ds) |
5] save | [EhReturnto Sear:hl [=] muctity |
rivision Report Request | Advanced Qptions | LSU Define Prompt
1 | |
Process Instance: 9459797 [ [ [ [ | | [&& Localintranet | Protected Mode: OfF [V« [ = -

Step Action

31. Click the Process Monitor link.
| Process Manitar |
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ina' P Desktop - Citrix online plug-in METES
/2 Define Report Request - Windows Internet Explorer

@T\_—; = [ https://pss. suhse. edhfpsp st [EMPLOYEE ERPc/REPCRT_ECOKS. NS _REPORT_REQUEST .GL7Falder ]| 55 |§\ Izl [P Bng |2

File Edit Wiew Favorites  Tools  Help

o Favortes (@ Define Report Request
PS9FSRPTe.
PSSFSWEBS DPS

Favuvﬂtes Ma\nvMenu b3 Reuurtlnvg Took > PS[nylswun > Define Report Request

B8 -

Page - Safety ~ Tooks - @@~

Mew Window | Help | Custamize Page |
Process List

View Process Request For

user ID: | A Hpe: [ =] [tast = 1 [Days = Refresh
Server: ~| Name: ‘ @ Instam:e:‘ to |

Run ~| Distribution - [¥ Save On Refresh
Status: Status:

Process List

&
Select |Instance (Seq. [Process Tvpe :;‘:::ss User  |RunDate/Time Run Status

r 9463797 n¥ision Repart MYSRUM 0 111672013 10:52:26AM CST Success Posted Details

Go hackto Renort Reguest

Save | [Z] Motity

Process List| Semer List

1

I i
Process Instance: 9469797 [ [ [ [ || |6 Localintranet | Protected Mode: OFF [¢5 = [®w0w -

Step Action

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

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

Refresh |

33. Click the Go back to Report Request link.
|Go backto Report Reguest
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™ PS Desktop - Citrix online plug-in

MRS
/2 Define Report Request - Windows Internet Explorer
N |g hitps://ps9Fs. suhsc. edu/pspif sTpt/EMPLOYEE /ERF/</REPORT_BOOKS,MYS_REPORT_REQUEST,GEL7Folderl 7| £ e | 2 Bing | 2=
File Edit View Favorites Toos  Help
o Favortes (@ Define Report Request
PS9FSRPTe.
PSIFSWEBS DPS Home |
Favuvﬂtes Ma\nvMenu b3 Reuurtlnvg Took > PS[nylswun > Define Report Request
Mew Window | Help | Customnize Page |
nVision Report Request e
Business Unit; BRFHS ReportlD: REV_EXP Copy to Anothar Uniti Clone
Report Tile: |Hospital Revenue and Expend Transfer to Report Bonks
Pracess Monitor
“Layout: [BRF HOSFITAL REVENUE AND EXFEN  Repor Manager
w Report Date Selection
*As Of Reporting Date: |Elusmeaa Unit Reporting Date j
*Tree As Of Date: |Uae Ag Of Reporting Date j
¥ override Tree As of Date if Specified in Layout
w OQutput Options
Scope and Delivery Templates
Type:  [Web |
*Format: | Microsoft Excel Files {".ds) |
Run Report
5] save | [EhReturnto Sear:hl [=] muctity |
rivision Report Request | Advanced Qptions | LSU Define Prompt
4| | il
Process Instance: 9459797 [ [ [ [ | | [&& Localintranet | Protected Mode: OfF [V« [ = -

Step Action

34. Click the Report Manager link.

Feport Manaoer
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ina' P§ Desktop - Citrix online plug-in METES
/2 Define Report Request - Windows Internet Explorer

@T\_—: - |g hitps://ps9Fs. suhsc. edu/pspif sTpt/EMPLOYEE /ERF/c/REPORT_BOOKS,MYS_REPORT_REQUEST,GEL7Folderl 7| £ [#2| | 5 Bing | 2=
Fie Edt Yiew Favorites Tooks Help

oy Favortes (@ Define Report Request
PS9FSRPTe.
PSSFSWEBS DPS

Favuvﬂtes Ma\nvMenu b3 Reuurtlnvg Took > PS[nylswun > Define Report Request

B8 -

Page - Safety  Tooks - @@~

Mew Window | Help | Custamize Page |

User ID: Type: |HN - | | Lo<t ~ 1 Days - Refresh
Status: | j Fnlder:l j Instance: \ to: |

con Bl pat B
t

Format  |Status Details:

Microsoft
11618i2013  Excel
bl p! o S
r 7648963 9469797 Hospital Revenue and Expen 10:66:250M  Files Posted  Details
sy
SE\EEIAH EDESE\EEIAH
DEEE |click the delete button to delete the selected repom(s)
5] save
Administration | List | Explorer | Archives
1 | |
Process Instance: 9459797 [ [ [ [ || |6 Localintranet | Protected Mode: OfF [V = [®w -

Step Action

35. The Administration tab should be the active tab.

A list of reports for your userid displays. The uppermost report in the list is the most

recent one. To open a report, click the report name link in the Description column of
the page.

NOTE: The information displaying in the Description column is the result of the

specification in the Content Description Template box on the Report Request
page.

Click the Hospital Revenue and Expend link.
Hospital Eevenue and Expend
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ina' P Desktop - Citrix online plug-in METES

;’ﬁ;-a\‘-‘ = " Micrasoft Excel —=x _Aﬂﬂ
= o Page Layout  Formulas Data  Review  View  Adddns @ i
53 ae T o - == e 4 Conditianal Formatting - %“[nser’t' X~ % lﬁ

E |'$ - % ¢ || [EFormatas Table - % Delete - || (@]~
Fute g |(IBLL O -[E-|&- A [E= i1z M P L el Styles - Blromat- || 2 fers toents
Clipboard Font & Allgnment & Number @ Styles Cells Editing
[ B2 v ( fe | BRFHH Hospitals

2 REV_EXP [Read-Only]
i‘ =
2

Lz ) C s} E F G H
2 |BRFHH Huséigls
3 |Revenue and Bxpenditure Report
4 | BRF Hospital shreveport
5
(3
7 Account Account Description Total Year To Date Actual
8 2014-4
El
10 Total Gross Inpatient Revenue 0 0.00
11
12 Total Gross Outpatient Revenue 0 0.00
13
14 Total Gross Patient Revenue 0.00
15
16 Total Deductions from Revenue 0 0.00
17
18 Total Net Patient Revenue 0.00
13

E

Ready 0

1 | |

Process Instance: 9469797 [ [E00 [ || €& Localintranet | Protected Made: OFF [75 = [®o0w -

Step Action
36. A new window opens and the report displays in an Excel window.

Click the Maximize button in the upper right corner of the report to expand the
spreadsheet to fill the window.
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University Health®
Shreveport

REX111-UUCMCuxdsm [Read-Only] - Microsoft Exce
Home = Insert Page Layout Formulas Data Review  View N 7 BER 4|
= P = ! ) | gminsert~ X -
B B il 10 A A S General - }‘E‘ ﬁjﬁ l__"ﬂ g s %? lﬁ
Erpd = — Fpelete - | (G- &
Paste B I U e | Sy A~ Bd-| $ - % s | %3, Condtional Format Cell | ... Sort & Find &
R = = =2 . 00 *0 | o fmatting ~ as Table ~ Styles ~ | (2] Format ™ | (2™ Fijter~ Select =
Clipboard 7= Font o Number Styles Cells Editing
1) Security Warning  Macros have been disabled. x
B2 - v
11z] B co E G H ] J K L Ml
. =
2
=
4
5
8
7
8
3
il CURRENT
2 DEPTI PERIOD TOTAL Y-T-D OVERIUNDER
1 _accr DESCRIPTION BUDGET ACTIVITY ACTIVITY BUDGET
15 REVEHUE:
b
il STATE GENERAL FUND
+ | 18 [aogsozn General Fun 0.00 0.00
5] Total State General Fund 0.00 0.00
20 INTERIM EMERGENCY BOARD
21 anss0zz Total IEB Funds 000 000 000 .00
22 STATUTORY DEDICATIONS
23 208003 Total Statutory Dedications 0.00 0.00 0.00 0.00
24
25 PATIENT COLLECTIONS
26 Med;
27 mze 0.00 0.00 0.00
- | 28 [engsorn 0.00
- | 23 Mengsors 0.00
= | 30 2085102 Medicsid Pharmacy Fees 0.00
- | 31 208803 WMedicsid CCHPMPM - UHC 0.00
- | 32 Tosste WMedicaid Grad Med Educ 0.00
- | 33 Teossto Medicaid-Psych 0.00
- | 34 Tossrar Medicaid CCH Acute - LIHC 0.00
- | 35 Mossras Medicaid CCH Acute - CHS 0.00
36 Total Medicaid Claims 0.00 v
4 4 » b| Sheetl /%3] - 4 [ [ | 3
Ready | |Emm 8% (<) Y] o)
- “ 7 T~ n e HSBPM
£7start: = ebeﬁneRepﬂlRequa... en\rm-kapm-nvs... | X = Microsoft Excel - C... A 0h) oz E
Ir=1 h fos

Step

Action

37.

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

38. A Security Warning message will display.

Click the Yes button.

Yes

39. Click the Close button.

40. Click the Don't Save button.

Mo

41. This completes Process Basic Reports - Web Method.

End of Procedure.
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BRF (University Health Hospitals) 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.

Step Action
1. Click the Main Menu button.
MainvMenu
2. Click the Reporting Tools menu.
|Repnrting Tools * |
3. Click the PS/nVision menu.
| Ps/nvision ']

PS9FSRPTes
PS9FSWEB3 DPS
Favorites = Main Menu

Search Menu:

Personalize

3 LSU Processes 4
(3 PeopleTools L4
(1 Reporting Tools

|j My Personalizations 03 ps/nvison

3 Query [5], Define Report Book
=] Report Manager [=]| Define Report Request

Done € Local intranet | Protected Mode: Off i v H10% <

Step Action

4, Click the Define Report Request menu.
Define Report Request
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Web_nVision_Reports_9 1 Shreveport

Step

Action

5.

Enter the desired information into the Business Unit field. Enter "BRFHS or
BRFHM".

# PS Desktop - Citrix online plug-in

/2 Define Report Request - Windows Internet Explorer

6: @ [@] https: IpsFs.suhse. du/pspiFsptiEMPLOYEE [ERF c/REPORT_BOOKS.MYS_REPORT_REQUEST .GBL7Folder! || S |£\ Igl | bng [ 2|~

File Edit View Favorites Tools  Help

i Favortes (@ Define Report Request

PS9FSRPTes

PSSFSWEBS DPS
Favnvr\tes ! Mam'Menu > Reporting Tools > PSinvision > Define Report Request

Mew Window | Heln | B2

Report Request

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

Find an Existing Value

Limit the number of resuits to up to 300): 300 |

Business Unit:|hagins with | [BRFHS| @,
Report ID: |hag|n5 W\Ihj|

Description: |beg|n5wwlhj|

I™ Case Sensitive

Search | Cloar | masic search [EF save Search Criteria
4| | i
Process Instance: 9453797 [0 [ [ [ [ Localintranet | Pratected Mode: OfF [vq = [Hio0s -
Step Action
6. Click the Search button.
Search
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' # University Health™

Shreveport

ina' P§ Desktop - Citrix online plug-in

/2 Define Report Request - Windows Internet Explorer

@3 ) ® ] hitps:fpsfs Jsuhsc. cdufpspifsrpt/EMPLOYEE /ERPG/REPORT_B0OKS. WS _REPCRT_RECUEST.GBL7Foldert 2| &4 |[*##/[¢| ]2 Bng £l

File Edit Wiew Favorites  Tools  Help

o Favortes @ Define Report Request

PS9FSRPTe.

PSSFSWEBS DPS
Favuvﬂtes i Ma\nvMenu b3 Repurtlnvg Tools > F‘S]ny\smn > Define Report Request

i -

- ) = - Page- Safety~ Took~ @+ 7

Mew Window | Help | 5 ]

Report Request

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

Find an Existing Value

Lirnit the number of results to up to 300): W

Business Uni(:lbegms W\Ihj|ERFHS Q,
ReportID:  [beging with =]

Description: |hegin5wwlhj|

[” case Sensitive

Search | Clear |Eaa|u Search [ Save Search Criteria

Search Results
First [ 17 of 7 [ Lest

it Report ID  |Description

BRFHS BSDETAIL Balance Sheet Detail

BRFHE BEPERIOD Balance Sheet Detail by Period

BRFHS REYEXPRM Depariment Rev and Expend

BRFHS BEY EXP  Hospital Revenue and Expend

BRFHS TBOETAIL  Trial Balance Detail

BRFHS TBPERIOD Trial Balance By Periad

BRFHS WRYEXPRM Department Revenue and Expend

4 | »
Process Instance: 9469797 [ 00 [ || & Localintranet | Protected Mode: OFF [v5 = [®0w -

Step Action
7. 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 Balance Sheet Detail Report.

Click the BSDETAIL link.

8. This page is divided into three main sections:

1. The Report Request Section;
2. The Report Data Section; and
3. The Output Options Section.

9. 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).
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Step Action
10. 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 checkbox displays below the "Tree As of Date" line that reads: "Override Tree As
of Date if Specified in Layout".

ina' P§ Desktop - Citrix online plug-in METES
/2 Define Report Request - Windows Internet Explorer

@3 ) ® [ ] hitps:fpsafs Jsuhse. cdufpspifsrpt/EMPLOYEE [ERPG/REPORT_BOOKS. WS _REPCRT_RECUEST.GBL7Foldert 2| &5 |[#/[¢| ]2 Bng £l

File Edit Wiew Favorites  Tools  Help

o Favortes (@ Define Report Request

PS9FSRPTe.

PSSFSWEBS DPS
Favuvﬂtes i Ma\nvMenu b3 Repurtlnvg Tools > F‘S]ny\smn > Define Report Request

Mew Window | Help | Customnize Page |

nVision Report Request Advanced Options LSU Define Frompt
Business Unit: BRFHS ReportiD:  BSDETAIL Copy to Another Unit! Clone
Report Title: [Batance Shest Detail Transfer to Report Books

Pracess Monitor
Report Manager

“Layout: |BRF_BALANCE SHEET - DETAIL

w Report Date Selection

*As Of Reporting Date: |Elusmeaa Unit Reporting Date j
“Tree As O Date: [Use 4= Of Reporting Date |
¥ override Tree As of Date if Specified in Layout

w OQutput Options

~ Scope and Delivery Templates
Type:  |Windaw |

*Format: | Microsoft Excel Files {".ds) |

Run Report

5] save | [EhReturnto Sear:hl =] Watify |

rivision Report Request | Advanced Options | LSU Define Prormpt

1

I i
Process Instance: 9469797 [ [0 [ || & Localintranet | Protected Mode: OfF [v5 = [®0w -

Step Action

11. 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, .xls. The other option,
HTML, will produce reports however, the formatting is incorrect.

Page 28



§ Training Guide
ﬁ@ University Health BRF (University Health Hospitals)
Shreveport Web nVision_Reports_ 9 1

ina' P§ Desktop - Citrix online plug-in

/= Define Report Request - Windows Internet Explorer

@3 ) ® ] hitps:fpsafs lsuhsc. cdufpspifsrpt/EMPLOYEE /ERPG/REPORT_BOOKS. WS _REPCRT_RECUEST.GBL7Foldert 2| &4 |[#/[5¢|]° Bng Pl

File Edit Wiew Favorites  Tools  Help

o Favortes (@& Define Report Request

PS9FSRPTe.
PSSFSWEBS DPS
Favuvﬂtes i Ma\nvMenu b3 Repurtlnvg Tools > F‘S]ny\smn > Define Report Request

Mew Window | Help | Customnize Page |

nVision Report Request Advanced Options LSU Define Frompt
Business Unit: BRFHS ReportiD:  BSDETAIL Copy to Another Unit! Clone
itle: Iransferio Repori Books
Report Title: [Batance Shest Detail Transfer to Report Books
Pracess Monitor
“Layout: |BRF_BALANGE GHEET - DETAIL Repor Manager

*As Of Reporting Date: |Elusmeaa Unit Reporting Date j
*Tree As Of Date: |Uae Ag Of Reporting Date j
¥ override Tree As of Date if Specified in Layout

ﬂ Scope and Delivery Templates

Type:  |Windaw
*Format: | Microsoft Excel Files {".ds) |

Run Report

5] save | [EhReturnto Sear:hl =] Watify |

rivision Report Request | Advanced Options | LSU Define Prormpt

< | il

Process Instance: 9469797 [ [0 [ || & Localintranet | Protected Mode: OfF [v5 = [®0w -

Step Action

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

13. Click the Window list item.

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

Click the Save button.
@ Save |

15. Click the Run Report button.

Fun Repnrtl
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ina' P Desktop - Citrix online plug-in

/= Define Report Request - Windows Internet Explorer

NI
@T\—: = [ https://pss. suhse. edhfpspFstpt [EMPLOYEE ERPc/REPCRT_EOOKS. NS _REPORT_REQUEST .GL7Falder ]| ) |§\ Izl [P Bng =28
Fie Edt Yiew Favorites Tooks Help
¢ Favarltes (@ Define Reeport Request i - Bl - s - Page- Safety~ Took~ @
PS9FSRPT:x
PSIFSWEBS oPs

Favuvﬂtes Ma\nvMenu b3 Repurtlnvg Tools > F‘S]ny\smn > Define Report Request

Mew Window | Help | Customize Page |
Process Scheduler Request
User ID: Run Control ID:
server Name: |TRRENIG—_—_=_

Run Date; 11152013 [
Recurrence: =2 Run Time: [11:29:01AM Resetta Current Date/Time
Time Zone: @,
Process List
Select

Description Process Hame Process Type *Type *Format
Icd

n¥ision Report MYSRUM

n¥ision Report Default = Default =

0K Cancel

Process Instance: 9469797

I 72

|6 Localintranet | Pratected Hode: OFf

Fa - [®i00w -

Step Action
16.

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

17. Click the PSNT list item.
PSMT

18. Click the OK button.
Ok

19.

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

Training Guide
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Web_nVision_Reports_9 1

[ ] Fttps: st ouhse. edufpsc fsrpt_L/EMPLOYEE JERP/s/WEBLIE_RPT I5CRIPTLF j 2| | [P Brng
File Edit ‘iew Favorites Tools Help

o Favorites @ nwisian-Report - HVSRUN

Success

Preparing output for viewing

Process Name:  MYSRUN
Process Instance: 9469739

[pene

1

nision Report

Process Type:

Process Instance: 9469799

€& Localintranet | Protected Mode: OfF

tamize Page \ =

|6 Localintranet | Pratected Mode: OFf

Bl

Action

Fa - [®i00w -

20.

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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ina' P§ Desktop - Citrix online plug-in == x|
‘/5:"\.‘ = Micrasoft Excel —TERX _;Iilil
—u/ Home Insert Page Layout Formulas Data Rewiew Wiew Add-Ins (7] Lo
B (T v |5 |G Bt e PR oo
Prte (| BLL ][ S A == Ml e (5 Cell Stytes - Blromat- | 2 fers bt %
Clipboard T Font (] Alignment G| Number = Styles Cells Editing
[ e o
] BSDETALL [Read-Only] - =X EE\J
2]l B ™ D E F G H
2
3 _| Biomedical Research Foundation Hospital Holdin%
4 BRF Hospital Shreveport
5 Balance Sheet Detail
B ReportID:BSDETAIL Per Ending October 31, 2013
7 FRun Mowemnber 15, 2013 at 11:32
g Current ‘ Previous Month |:
9 Balance Balance E
10 ACCOUNT ASSETS:
11 Current Assets:
[-[12 " 1o CHASE - BRFHH
j 13 Cash and Cash Equivalents | |
|' . }g " 113855 AVR - Hospital Payments
- 16 11383 AJRDOB-A/R Overpay-P/R
- 177 113840 AJRODS-Accounts Receivable-P/R | |
= |18 Accounts Receivable | |
19 |-
20 Less: Bad Debt Allowance | |
21 ]
22 Less: Allow for Contract Adjustments | |
Ready [EEEETE *)
!Dar\e [0 [ 1 [ [ [& Localintranst | Protected Mode: Off Vo - [ ®ame -
4| | il
Process Instance: 9459800 [ L0 [ | | |€& Localintranet | Protected Made: OFF [73 - [ "1 -
Step Action

21. Click the Maximize button.

22. You may print the report or perform any nVision drills or Excel functions on the
spreadsheet as desired.

23. 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.
If the message appears, click the Enable Content button to enable Macros.

Enable Content

24, 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 |

25. 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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' PS Desktop - Citrix online plug-in -10] x|
" - A Dl | = | General v g lonaimons ormamng - g-dnsert 2 ¢ W A
53 |'$ « % »| [GFormat as Table - % Delete - | 3]~ i ks - @b 7
S A = | o i Sort & Find &
- 7 == =D (55 Cell Styles ~ HiFomat < 2+ Fiter - select
phoard & Font o Alignment & Number Styles Cells Editing
B3 - £ |
2| B C D E F [ H I Weoe | E A
i 4
E 1 Biomedical Research Foundation Hospital Holding Group
s BRF Hospital Shreveport
5 Balance Sheet Detail
G |Repeont ID: ESDETAIL Per Ending October 31, 2013
7| Run: Movember 15, 2013 st 1147
8 Current Previous Month Prior Year
] Balance Balance Ending Balance
10 ACCOUNT ASSETS:
" Current Assets:
- 12l 1o CHASE - BRFHH a 0
13 Cash and Cash Equivalents a 0
14
- 10 113ess AR - Hospital Payments a u]
- 167 11333 A/RO0B-A/R Overpay-P/R a u]
- 170 113340 A/RO05-Accounts Receivable-P/R a 0
18 Accounts Receivable a 0
19
20 Less: Bad Debt Allowance
21
22 Less: Allow for Contract Adjustments
23
4+ v | Sheet1 <¥J ]
sady ‘ O 100% (=) ] (Fls -
< : _’l_l
5 P 5 Vo v [®m 0% - .
e [ I I | ‘ f i Lo‘callr:trar\?tlP:utec‘tedMode.OFF [#a - [ % 100% A [mows -
i = P o ) /ﬁ= - - a 11:50 AM
start J:TJJ Le Define Repork Reque. .. e n¥ision-Report - WS, ., k\._ Microsoft Excel - B... ) e !T
] | _>|_/4
= ==z 3 I a 11:50 &M
|- e é ,:\';] \L 6,“ % % e % | > G @ llf15i2013.|

Step Action

26. Notice the grey taskbar at the bottom of the screen. To the right of the Start button,
there are 2 Internet Explorer icons for PeopleSoft and an Excel icon. The Excel icon
is active.

To navigate back to the report request in PeopleSoft from Excel, simply click the
Define Report Request icon.

217. The second 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 - NVSRUN button.
(A rvision-Report - Y5
[e nvIsIon-F.epar!
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# University Health®

= Shreveport

s PS Desktop - Citrix online plug-in

~=lolx|

= Fin this program to taskbar

= oA AT = weneral = By LONOTONAl FOIMAtiNg © g™ Nsert © 5 W = |
] By |'$ - % | [ Formatas Table - e pelete - (@]~ 3 o~ @~ 7
2 - - - - = - L
) (EEEEE R ERP) [ N Biromats | 2+ i Soeee
pboard & Fant ] Alignment 5| Humber Styles Cells Editing
D10 - £

2] B & D E F G H

14
- [187 113655 AR - Hospital Payments
- 167 11333 ASRODB-A/R Overpay-P/R
- 1170 113340 ASRODS-Accounts Receivable-P/R

18 Accounts Receivable

19

20 Less: Bad Debt Allowance

21

22 Less: Allow for Contract Adjustments

23

24 et Accounts Receivable

25

26 Est. Settlement from Third Parties

7

28 Fledges and Grants Receivable

29

30 Less: Allowance for Uncollectible Pledges

Sl

32 Met Pledges and Grants Receivable

el Tasks

34 Other Recel

] “l Start InPrivate Browsing

b Less: Alld + open new tab

37

] Kat Nthar
4 » M| Sheet1 %]
ady @ Tntemet Explorer =D Ol U =

il

[E dose window T

[%& Local intranet | Protected Mode: oFf [¥5 ~ [®iow -

o R - 4

.
. —

start :J @ Define Repark Reque. .. @ nvision-Report - N... \l\,’:"MucmsuFt Excel - BSD...
=Tl @ 1]

<

" 11:55 &M
) 11/15/13 -T

[ 7start

BlaYonEQ

|_’|_/1

. 11:53 AM
ANl ER N Lijsizons =

Step Action

28. Click the Close Window list item.
Close window

29. The processing window closes, leaving only the Report Request window available in

Internet Explorer.

page.
@ Define Report Reque. .,
(

Click the Define Report Request button to navigate back to the Report Request

30. Click the Excel button in the taskbar to navigate back to the Excel spreadsheet.

—
|I_F: Microsaft Excel - BSD ..
-
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P Web_nVision_Reports_9 1
s PS Desktop - Citrix online plug-in =] 4]
(Oa) s BSDETAIL [Read-Only] - Microsoft Excel - o x [=lEs

1a ) —

= W o Fagelayout  Formulas  Data  Reiew  View  AdcIns @ - = x 2

= - == = General - [ Conditional Formatting = | S=Insert~ X -

Avial -lu -|A K [F 1%~ & %i &
| B Ee) = | ‘7 = |'$ = % | [EEFormatasTable T Delete - (9] ﬁ ols ~ gl
Py ||l [ A | E | B | o] (5 Cell Styles [EFomat = | 2~ Fiters Seiect

Clipboard = Fant = Alignment 5| humber & Styles Cells Editing j—
[ D10 - £
1]z B & ] E F G H 1 ne |
2
3 Biomedical Research Foundation Hospital Holding Group
4 BRF Hospital Shreveport
5 Balance Sheet Detail
G |Repernt I: BSDETAIL Per Endlng October 31, 2013
7| Fun: Movember 15, 2013 3t 1147
8 Current Previous Month Prior Year
9 Balance Balance Ending Balance
10| ACCOUNT ASSETS: Cl
i Current Assets:
r - |12l 1oos CHASE - BRFHH a 1]
j 13 Cash and Cash Equivalents a 1]
14

- 157 113EES A/R - Hospital Payments a 1]

- 187 113335 A/RODB-A/R Overpay-P/R a a

- 177 13340 A/RODS-Accounts Receivable-P/R a a

=| [18 Accounts Receivable a a

19

20 Less: Bad Debt Allowance

21

22 Less: Allow for Contract Adjustments

23 =
H < » M| Sheet1 <¥J [ [T ]
Ready BT e U &)

i : o

[ start

Bl TR e B

Step Action
31. Click the Office button at the top left of the Excel window to close the window and
exit Excel.
()
-
32. Click the Exit Excel button.
33. Click the No button.
Mo |
34. This completes Process Basic Reports - Window Method.

End of Procedure.

BRF (University Health Hospitals) Enable DrillDown Feature
(Optional)
DrillDown is a feature that allows users to get more information on data contained in the 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.

NOTE:

This feature should be enabled at the PSDesktop level. If the feature is not available,

follow these steps to enable drilldown.

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

Step Action
1. Click the Main Menu button.
Main Menu
-
2. Click the Reporting Tools menu.
| Reporting Tools "’|
S =
PSO9FSRPTss =
PS9FSWEB6 oPs Home | AddtoFavortes | Signout
Favorites . Main Menu
Personalize Search Menu: ® Help
3 LSU Processes 4
1 PeopleTools L4
(1 Reporting Tools & psmv R
D My Persanalzations & Query ,
[Z] Report Manager
| [ [ T [ | [& ocalintranet | Frotected Mode: Off [%a - [®100% - ;
T2 B = B (W L T

Step Action

3. Click the Report Manager list item.
| Report Manager |
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i PS Desktop - Citrix online plug-in =lolx|

- =
& - - [ f= - Page~- Safety - Took- @@

‘i Favorites @ Report Manager

PS9FSRPTes
PSIFSWEBS DPS
Favnvr\les ! Ma\n'Menu » Reporting Tools » Report Manager

Mew Window | Help | Customize Page | 5

[View Reports For
User ID: Type: | |Last | 1 Days - Refresh

Status: | j Fnlder'l Jlnslam:e' to: |
(8 piest B or g B et
Re ot Pres o oription Format (Status  Details
Instance IJa|ETIme
Microsoft
111452013 Excel
r 7648475 9468801 Balance Sheet Detail 11-47-408M  Files Posted  Details
*xls)
Microsoft
11615i2013  Encel
r 7648972 9469800 Balance Sheet Detail 19:32:47AM  Files Posted  Details
*ulsy
Microsoft
111452013 Excel
r 7648969 9469788 Balance Sheet Detail 11:31-104M  Files Posted  Details
*xls)
Microsoft
11615i2013  Encel
p P g
r 7648963 9469797 Hospital Revenue and Expend 10:66:25AM  Files FPosted  Details
*ulsy
IZSe\ectAH DDese\ectAH
DEEEE |click the delete button 1o delete the selected report(s)
'
I | i
Process Instance 9469601 [T [E00 [ [ [ [ localintranet | Pratected Mode: OFF [P~ [Hion -=

| ’4]

Step Action

4, Select a report and click the appropriate Description link.

In this example the Balance Sheet Detail report is used.
Balance Sheet Detail

5. Click the Maximize button.

B |

6. If the Add-Ins menu is not available to you, then the DrillDown feature must be
enabled. Once enabled, an Add-Ins option will be added next to the View option on
your ribbon.

Click the Office button.

/'ng
ad
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ﬁ% University Health®
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i PS Desktop online plug-in =] 4]
4 M= = BSDETALL [Read-Only] - Microsoft Excel -aXx =g
W Wiew  AdeIns @ - = x L
Recent Documents 5 =
lj Meww General - [f Conditional Formatting = || Se=Insert~ | X - % \ﬁ
d EEDER = |$ - % | [BErormatasTable~ 2 Detete ~ || (3]~ ols + @)
~ = (= 4 - Sort & Find &
7 Gpen 2 BSDETAL I ) Cell Styles = [EiFormat = | 27 Filter~ Select -
3 BSDETAL B 5| humber & Styles Cells Editing
4 REW_EXP =
[ .
5 lob Corp 2 =
(8] E F G H |
= 6 Job Corp =
‘d BN o oo S GG SrcmEE 0
& comy o PSSFSTRILID 8 11 - | Research Foundation Hospital Holding Group
@ Brint > g Copy of PSSFSTRN_10_4_13 = BRF Hospital Shreveport
Copy of Sara approval areas = Balance Sheet Detail
G .
% Prepare * | Copy of Sarm spproval areas = Per Ending October 31, 2013
BRFHH Accounts =
_E Send > | BRFHH_DEPARTMENTS = Current Previous Month Prior Year
Copy of BRFHH Accounts = Balance Balance Ending Balance
a7 =
L/ Publish > | Copyof BRFHH_DEPARTMENTS
Evaluation Template =
| a 1]
gy semer > PROJ_BAL = 5 0
7 e 2 2
a a
: :
19
20 Less: Bad Debt Allowance
21
22 Less: Allow for Contract Adjustments
23
H < » M| Sheet1 <¥J [ ]
Reacly ‘ e ) +,
DEEE Jelickthe delete button o delete the selected report(s)

L | ’4]

Step Action

Click the Excel O
3] Excel Optians

ptions button.

Click the Add-Ins link.
Add-Ins

Click the DrillToPIA list item.
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i PS Desktop - Citrix online plug-in =10l x|

fB c2<cel Options FI| = = | =2

= x &
I Popular ..
Wiew and manage Microsoft Office add-ins.
“;1 41| Formulas
Paste | Proofing Add-ins
Clipbosrd | 5P Mame [ Location [Tvpe |
advanced Active Application Add-ins
ance DrillTaPL& Oi,.ication Data\Microsoftiaddins\DrillToFlsxa  Excel Add-in
Customize Inactive Application Add-ins
2 | Custom XML Data oo (-B6AMicrosaft OFfice\OFfice12\0FFRHD.DLL  Document Inspector
3 Date [Smart tag lists) . Files\microsoft sharediSmart Tag\MOFLDLL  Smart Tag
Trust Center Financial Symbol (Smart tag lists) . Files\microsoft sharediSmart Tag\MOFLDLL  Smart Tag
4 Headers and Footers (<B6/\Micrasott Office\Office1200FFRHD.DLL  Document Inspector
7 Resources Hidden Rows and Columns (<B6\Micrasott Office\Office1200FFRHD.DLL  Document Inspector
Hidden Worksheets (<B6\Micrasott Office\Office 8OFFRHD.DLL  Document Inspector
3 Internet Assistant VBA icrosoft Office\Otfice 1 IbraAHTMLXLAM  Excel Ade-in
B Irwisible Content o [2B61\Microsoft Office\Office 1\OFFRHD.DLL  Document Inspector
Person Name [Outlaok e-mail recipients) Cles\microsoft shared\Smart TagiFNAMEDLL  Smart Tag
g
9 Document Related Add-ins
0 No Document Reiated Add-ins
" Disabled Application Add-ins
[-[12 Mo Disabisd Appiicatian Add-ins
=l |13
14
15
16
= |17
Add-in; DrillToPLA
=| [18 )
1 Publisher:
-0 Location: Cidpplication Data\MicrosoftyAddins\DrillToPLAxl s
2 Description:
22
23 =
eimtmim)is]| Manage: [Excel Add-ins - Go... |
Ready )z
[DEelete
— Cancl
4 -
L —— el

Step Action

10. Click the Go button to the left of the Manage field.
GO,

11. A small pop-up box displays.

Click the Drill ToPIA option.
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i PS Desktop - Citrix online plug-in =] 4]
== =15
3) ) W
Home | Insert  Pagelayout  Formulas Data  Review  View  Addns @ - o x
*";1 [y u - ewliEEEEE s ) conditional Formatting ~ || Se=Insertw | X - % \ﬁ 5
Paste B 7 U - h=ld K E1 S f s L e
- 7 = addns avalable; 5| = Cell Styles - [ZdFormat = | 2~ Fijter - Select -
Clipbozrd Font p= = “ mber 4 Styles Cells Editing
7] . Internet Assistart YBA _
: B _ ool | E F G H I
2 _I Browse... N
E e~ earch Foundation Hospital Holding Group
s BRF Hospital Shreveport
5 Balance Sheet Detail
G |Repernt I: BSDETAIL er Endlng October 31, 2013
7| Fun: Movember 15, 2013 2t 11
8 = Current Previous Month Prior Year
9 o Balance Balance Ending Balance
10| ACCOUNT AS¢ [T
i Cui
[-[12] 110108 CHA | 0 i
=l [13 Cas [ i ]
14
- 157 113EES A/R - Hospital Payments a 1]
- 187 113335 A/RODB-A/R Overpay-P/R a a
- 177 13340 A/RODS-Accounts Receivable-P/R a a
=| [18 Accounts Receivable a a
19
20 Less: Bad Debt Allowance
21
22 Less: Allow for Contract Adjustments
23 =
H 4 b H| sheet1 /¥ 0
Ready
CEIEE [ciickthe delete button to delete the selected report(s)

Step Action
12. Click the OK button.
Ok
13. You are returned to your spreadsheet. DrillDown is enabled and a new menu option,
Add-Ins, now displays on your ribbon.
14. This completes Enable Drilldown Feature.
End of Procedure.

BRF (University Health Hospitals) Perform DrillDown

DrillDown allows users to gather additional information on the data contained in a report
produced by nVision. In essence, users get a "peek 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 and a row;
e May only be performed on cells that contain a number, not a formula;

e May perform additional drilldown on drilldown results; and

e 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.
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Procedure

In this topic you will learn how to Perform DrillDown.

inu' PS Desktop - Citrix online plug-in =] 3]
‘/E_"\ (=] s BSDETAIL [Read-Only] - Microsoft Excel -=aX =5
' . —
—) Home | Insert  Pagelayout  Formulas Data  Review  Wiew  Adcns @ - = x 2
=oAL S s Mumber | [ Conditional Farmatting = | S=Insert~ | X v % \ﬁ
’—1 Er} |'$ -~ % | [BEFormatasTable ~ I Delete - || 9]~ ols ~ D)
Fast = E o = Sort & Find &
T g ||B = ) 15 Cel Styes - [ElFormat - | - Fiter~ Selectr
Cliphoard Font = Alignmet & Number Styles Cells Editing
[ £10 - ( £
el E [ D E F G H |
2
E Biomedical Research Foundation Hospital Holding Group
s BRF Hospital Shreveport
5 Balance Sheet Detail
G |Repont I BSDETAIL Per Endlng October 31, 2013
7 | Fun: Movember 15, 2013 at 147
8 Current Previous Month Prior Year
9 Balance Balance Ending Balance
10 |/ACCOUNT ASSETS:
i Current Assets:
[-[12 710108 CHASE - BRFHH a 1]
j 13 Cash and Cash Equivalents a 1]
14
- 157 113EES A/R - Hospital Payments a 1]
<187 113335 A/RODB-A/R Overpay-P/R a a
- 177 13340 A/RODS-Accounts Receivable-P/R a a
= [18 Accounts Receivable a a
19
20 Less: Bad Debt Allowance
21
22 Less: Allow for Contract Adjustments
23 =
W 4 b M| Sheet1 FJ [l ] 1
Ready BT e &)
CFEE Iciickthe delete button to delete the selected report(s)

L | ’4]

Step Action

1. While navigating through the spreadsheet, it is recommended that users "'Freeze
Panes' so that the row and column headers remain visible.

Click the cell located directly below the Current Balance column header.

2. Click the View tab at the top of the Excel screen.
e

3. Click the Freeze Panes option.
Jﬂ Freeze Panes =
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i PS Desktop - Citrix online plug-in =] 4]
Oa) 1 H9-¢ = BSDETAIL [Read-Only] - Micrasoft Excel -BXx HEE
Home  Insert  Pagelayout  Formulas Data  Review | View | Addns @ - o x 2
j ;._I Page Break Prewiews Ruler | Farmula Bar Lé ] oy £ Newwindow =9 | 00| T % - -
| custan wiews V. Gridlines V| Headings e =2 arangean T | ] CH —2 ols ~ gl
Mormal| Page Zoom 100% Zoom to Save Switch | Matros
Layout [ Full Sareen Message Bar Selection |||EE Freeze Panes=| (3 | A9 | workspace Windows = -
Wiarkbook Wiews ShowiHide Zoam Freeze Panes fos ST
| E I" Keep rows and columms visible wihile the rest of
El0 M’ the worksheet scrolls (based on current selection].
1|z =] > D E Freeze Top Row ue | B
B E Keep the top row isible while scroling through
. B the rest of the warksheet,
3 Biomedical Research Fou D] Freeze First Column
Keep the first column visible while scrolling
4 BRF Hosp thraugh the rest of the worksheet,
5 Balance Sheet Detail
G |Repernt I: BSDETAIL Per Endlng October 31, 2013
7 | Fun: Movember 15, 2013 at 147
8 Current Previous Month Prior Year
9 Balance Balance Ending Balance
10 |/ACCOUNT ASSETS:
i Current Assets:
[-[12 710108 CHASE - BRFHH a
j 13 Cash and Cash Equivalents a
14
- 157 113EES A/R - Hospital Payments a
- 187 113335 A/RODB-A/R Overpay-P/R a
- 177 13340 A/RODS-Accounts Receivable-P/R a
=| [18 Accounts Receivable a
19
20 Less: Bad Debt Allowance
21
22 Less: Allow for Contract Adjustments
23 =
H 4 b W[ Sheet1 <¥J [l ]
Ready [ O Ejgomei=) i o

Mcﬁckthe delete button to delete the selected repor(s)

4 ’A]

Step Action

4, Click the Freeze Panes list item.

5. In this example, you will drill on the Inv-Warehouse row and the Current Balance
column; in the Account Assets Section of the report.

Click the Down button of the scrollbar.

6. Click the Inv-Warehouse row cell in the Current Balance column.
| ey
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i PS Desktop - Citrix online plug-in =] 4]
Do) i 9 s BSDETAIL [Read-Only] - Micrasoft Excel - =
Home  Insert Page Layout  Formulas Data Review | Wiew | Adddns @ - =
_1 L Page Break Preview Ruler | Farmula Bar .\'{ j S 2 Mews Window [ Split - % =
1] Custom Wiews V| Gridlines V| Headings =g = = anange sl Hide PR CH =2
Narmal| Page Zoom  100% Zoomto Save Switch | Macros
Layout [l Full Screen Message Bar Selection || B Freeze Panes ~ ] Unhide | 84 | workspace Windows ~ -
Warkbook Views ShowHide Zoam Wird o hacras
[ E43 - £
e E] c D E F G H I
2
g Biomedical Re¢search Foundation Hospital Holding Group
4 BRF Hospital Shreveport
5 Balance Sheet Detail
B Report ID: BSDETAIL Per Endlng October 31, 2013
7 Fun: November 15, 2013 at 147
8 Current Previous Month Prior Year
9 Balance Balance Ending Balance
-3l 110s Irv-Warehouse 7 o a
- | 447 17040 Inv-Medical-Central Supply - 0 ]
- 48" 117048 Im-Special Order n] a
- |46 117400 Inventories - Resale 0 1}
- |47 7 117498 Inventary - 1BU Clearing 0 a
j 48 Inventories 0 a
49
- |s0" 118025 Prepaid Expense-Insurance u] a
- |s1 7 118030 Prepaid Expense-Rent 0 a
- a2 Prepaid Expenses/Deferred Charges 0 a
P p gl
a3 Total Current Assets [ 0 a
a4
85
56 Non-Current Assets
57 Investments a a a e
58
58 Property, Plant and Equiprment a a a
B0
&1 Less: Accumulated Depreciation =

Step

Action

Add-Ins

Click the Add-Ins tab at the top of the screen.

ntisiconDrill =

Click the nVisionDrill option on the left of the Excel screen.
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i PS Desktop - Citrix online plug-in =] 4]
@1 a9 o~ = BSDETAIL [Read-Only] - Micrasoft Excel - =
ol -
Home  Insert Page layout  Formulas Data Review — Wiew | Addns @ - =
niisionDrll ~
| Drill |
Menu Commands
[ E43 -0 £
e E] c D E F G H I
2
3 Biomedical Re¢search Foundation Hospital Holding Group
4 BRF Hospital Shreveport
3 Balance Sheet Detail
B Report ID: BSDETAIL Per Endlng October 31, 2013
7 Run: Navember 15, 2013 2t 1147
8 Current Previous Month Prior Year
9 Balance Balance Ending Balance
-3l 110s Irv-Warehouse aTI3 o a
- | 447 17040 Inv-Medical-Central Supply - 0 ]
- 48" 117048 Im-Special Order n] a
- |46 117400 Inventories - Resale 0 1}
- 27T 117amB Inventary - IBU Clearing [ 0 a
= |8 Inventories [ 0 a
49
- |s0" 118025 Prepaid Expense-Insurance u] a
- |51 116030 Prepaid Expense-Rent [ 0 a
j a2 Prepaid Expenses/Deferred Charges [ 0 a
53 Total Current Assets [ 0 a
a4
85
56 Hon-Current Assets
57 Investments i} 0 i} ey
58
58 Property, Plant and Equiprment a a a
0
A1 Less: Accumulated Denreciation =

Step Action
9. Click the Drill list item.
| Drill
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i PS Desktop - Citrix online plug-in =lolx|

-

- [ f= - Page~- Safety~ Took- @@

.7 Favorites ggl .| (€ Report Manager

@ Drildown

PS9FSRPTes
PSIFSWEBS DPS
Favarites © Main Menu

Mew Window | Help | Customize Page | 5

Run Drilldown

Report Instance: 9469301 _76H48975
Row: 19 Column: Kl

Type: Window >

Available Drilldown Layouts c (Einct (O st B 2 o 12 B Lt

Descrintion [ServerWame  [RunDrildown |
Account by Period B Run Drilldown
BRF Hospitals Journal Drill ,m Run Crilldown
Department by Period m Run Crilldown
Drilldawn ta AP Datall EE Run Drilidarn

Breakdown by Accountand Class PSNT = Run Drilldown
Breakdown by Account and Dept [Pent =] | Run Drilldown |
Breakdown by Account and Fund |FSNT j Run Crilldown

Breakdown by Account and Progr PSNT Run Crilldown
Breakdown by Account and Proje ,m Run Crilldown
Breakdown by Dept and Acct ,m Run Drilldown
Journal Drill Extended PSNT = Run Drilldown
Journal Drill PSNT hd Run Drilldown

=] Natity

Done [ [ [ [ [ [ tocalintranet | Pratected Mode: OFF [Fa ~ [Hioon -=
L ——| 4]
Step Action

10.

that are available for use. Press the yellow Run DrillDown button to the right
selected.

NOTE: The Type: selection box at the top of the page displays Window so t

A new PeopleSoft (Internet Explorer) tab opens. This tab contains the various drills

of the

desired drill. In this example, the Breakdown by Account and Department drill is

hat 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.
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i PS Desktop - Citrix online plug-in

~=lolx|

& - - [ f= - Page- Safety~ Tooks- @)

.7 Favorites ggl .| (€ Report Manager

PS9FSRPTes
PSIFSWEBS DPS
Favarites © Main Menu

@ prildown

Mew Window | Help | Customize Page | 5

Run Drilldown

Report Instance: 9469301 _76H48975

Row: 43 Column: Kl

Type: Window >

Available Drilldown Layouts Fint (B0 ) B8 st B 1z o 2 B Lt
Descrintion [ServerWame  [RunDrildown |
Account by Period B Run Drilldown

BRF Hospitals Journal Drill ,m Run Crilldown
Department by Period m Run Crilldown

Drilldgwn to AP Detail PSNT - Run Drilldown

Breakdown by Accountand Class PSNT = Run Drilldown

Breakdown by Account and Dept [Pent =] | Run Drilldown |
Breakdown by Account and Fund |FSNT j Run Crilldown

Breakdown by Account and Progr PSNT - Run Crilldown

Breakdown by Account and Proje ,m Run Crilldown

Breakdown by Dept and Acct ,m Run Drilldown

Journal Drill Extended m Run Drilldown

Journal Drill W Run Drilldown

=] Motify

[T [ [ [ | S Locelinkranet | Protected Made: OFF [% - % 100 'r'

| ’4]

Step Action

11. Click the Run DrillDown button for the Breakdown by Account and Dept option.
| Run Drilldown |
12. 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.

13. 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 icon to enlarge the file on the screen.

14, Click the Maximize button.

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

]

15. 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 Window button.
X
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e

Home Insert Page Layout Formulas Data Review Wiew Add-Ins @ -

AwisionDrill -

1w Commands

A
]

- £ |y

B <]

B Cc (8] E F G
Breakdown by Departrnent

2
3
4 |Account Description

5 (None) 2058370 059460

5] (None) Purchasing Materials Managerment

7 117035 Inv-Warehouse 1,331,365.71 -3595,530.10 -213.784
& f117035 Inv-Warehouse 1,331,365.71 -3595,530.10 -213.784

9 Micrasoft Office Excel x]

= i Do you wank to save the changes you made to 'DR_9469801_9469802_BSDETAIL . xlsx'?
13 | 7 |
12 es Ho Cancel

BRF (University Health Hospitals)
Web_nVision_Reports_9 1

Step

Action

16.

Click the No button.

o |

17.

You are returned to the original nVision report file where you may perform
additional drills if desired.
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ina' P§ Desktop - Citrix online plug-in == x|
"/Eﬂ\". id s BSDETAIL [Read-Only] - Mickosoft Excel -gx
S Pagelayout  Formulas  Data  Rewiew  Wiew  AddIns @ - = x
= == = ) 0 || B=mset - | E -
B z Arial MEEER SIS | |5 General - ij ﬁd _;‘d ;Dﬂmv 3 %? ﬁ
e | e (e A (S S | (5o [ oo o | | - R IR
Clipboard Font = Alignment o Humber ] Styles Cells Editing
D7 - £ ¥
[ T2]] B ™ D E 7 G H 1 ]
2
3 Biomedical Research Foundation Hospital Holding Group %
4 BRF Hospital Shreveport
5 Balance Sheet Detail
B ReportID:BSDETAIL Per Ending October 31, 2013
7 Run: November 20, 2013 at 1114 D
g Current Previous Month Prior Year
9 Balance Balance Ending Balance

10 ACCOUNT ASSETS:

1 Current Assets:

[ - 127 10106 CHASE - BRFHH

- 137 s P/C-Cnge Fund Family Practice

- 14" 1118 P/C-Cnge Fund-Eye Clinic

- 157 111108 P/C-Cnge Fund-Hematalogy Clin
- 1110 P/C-Cnge Fund-Ent Clinic

PR AMRREREEE! P/C-Cnge Fund-Urology Clinic
AT P/C-Cnge Fund-Waormen Hith Ctrii
- [1s" 18 P/C-Cnge Fund-Endoscapy Clinic
-2 111e P/C-Cnge Fund-Comp Care Clinic
=T oz P/C-Cnge Fund-Patient Process
2oz P/C-Cnge Fund-Auxiliaries

Sz o P{C-Cnge/CoPay-DiabLimb-Surger
ST 132 P/C-Cnge Fund ACC Ophthalmolog
S 2s7 0 111133 P/C-Cnge Fund-Family Med Facul
S 287 111134 P/C-Cnge Fund- Specialty Peds

- |27 111138 PC CNGE Fund Ortho Clinic

=] |28 Cash and Cash Equivalents |-
29
i < | sheetl 2 AT ° ]
Ready [EEEET e ) ()
Step Action
18. In this example, you will drill on the Prepaid Expense-Insurance row cell in the

Current Balance column. The drill option you will use is BRF Hospitals Journal
Drill.

Click the Down button of the scrollbar.

i

19. Click the Prepaid Expense-Insurance cell.
| —4
20. The Add-Ins menu is already displayed, so there is no need to select it.

Click the nVisionDrill menu.

ntisianDrill =

21. Click the Drill list item.
Diill
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' PS Desktop - Citrix online plug-in =10l x|
/2 Drilldown - Windows Internet Explorer (5] x]
—— -

23, ) - + a] -
SiZ) |g, https: | [psofs. lsuhsc. edufpspifsrpt 1 /EMPLOVEE [ERPc/REPORT BOOKS IC,RUN,DRILLDOWN.GﬁunctmJ a [[4|[x |,a Eing Fel

File Edit ‘iew Favorites Tools Help

s Favortes 2| - | 8 Repart Manager

PS9FSRPTex
PS9FSWEBG DPS
Favarites | Main Menu

@ Drildown -

- | = - Pagev Safety+ Tooks+ @v 7

Mew Window | Help | Custornize Page | F5 2]

Run Drilldown

Report Instance: 9469931_TE45281

Row: 77 Column: 5

*Type:

Available Drilldown Lavouts
Description

Account by Period

BRF Hospitals Journal Drill Run Crilldown
Department by Period |F'SNT j Run Drilldown
Drilldown to AP Dietail [FenT =] Run Drilldown
Breakdown by Account and Class ,m Run Crilldown

Breakdown by Account and Dept Run Crilldown
Breakdown by Account and Fund - Run Crilldown
Breakdown by Account and Progr ,m Run Drilldown
Breakdown by Accountand Proje m Run Drilldown
Breakdown by Deptand Acct W Run Crilldown
Journal Drill Extended m Run Drilldown

,m Run Drilldown
] Motity r
I

1 [ [ [ [ [ Local intranet | Pratected Mode: Off [~ [waew -

Journal Drill

Step Action

22. Click the Run DrillDown button for the BRF Hospitals Journal Drill option.

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.

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 not maximized, press the maximize button
to enlarge the report.

Click the Maximize button.

[=]
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D Home  Insert Fage Layaut  Formulas Review  iew | AddIns @ - = =
misianDrill ©
Menu Commands
a4 - b3 |
[#] R = ili u W WY ® il 7 Al AR
2
3 Line Descr Period Status Line # Ref Status Date Process Instance Seq User Source Instance Source Lon
4 RSUIDEMNITY COMPANY 4P 100000026 O 2013-10-22 10275273 0 JCHAMA 102752731 AP AP
5 ATLANTIC INSURANCE 4P 2hooooos7 B 2013-10-22 10275273 O JCHAMA 102752731 AP AP
B MARKEL INSURANCE COMP 4P 3000008 B 2013-10-22 10275273 O JCHAMA 102752731 AP AP
7 MATIONAL UNION FIRE INSURANCE 4P 4boo0009s B 2013-10-22 10275273 O JCHAMA 102752731 AP AP
& TRAVELERS CAS & SURTEY CO 4P 5hoooo1o0 B 2013-10-22 10275273 O JCHAMA 102752731 AP AP
9 LIBERTY MUTUAL-BUSINESS AUTO 4P &Doooo101 B 2013-10-22 10275273 O JCHAMA 102752731 AP AP
10 COLUMBIA CASUALTY-COMM GEN LIA 4P 7 hoooo1o2 B 2013-10-22 10275273 O JCHAMA 102752731 AP AP
11  COLUMBIA CASUALTY-UMBRELLA 4P &hoooo103 B 2013-10-22 10275273 O JCHAMA 102752731 AP AP
12 LIBERTY MUTUAL-COMMCL PROP NEW 4P aboooo1o4 B 2013-10-22 10275273 O JCHAMA 102752731 AP AP
13 LIBERTY-COMMCL PROP ENDORSE 4P 10Doo00105 2013-10-22 10275273 O .JCHAMA 102752731 AP AP
14 REC CURR MO INS&ALLOC TO UH-C 4P 7 ] 2013-10-31 10339036 0 AHARDA QOGAC TOF
15 PREPAID INSURANCE 4P 2 ] 2013-10-31 10345795 0 TARRAD 0GAC TOF
16 PREPAID INSURANCE 4P 4 ] 2013-10-31 10345795 0 TARRAD 0GAC TOF
17 |PREPAID INSURANCE 4P 1 ] 2013-10-31 10345783 0 TARRAD 0 GAC  REC
18
19
20
2
22
23
24
28
26
v
pis]
il
30
31
32
H 4 M| IRNLLAYOUT <70
Ready
o

Step

Action

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. Autofilter is used to perform
this task.

Click the Data menu.
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PS5 Desktop - i online plug-in =10l x|
Home  Insert Fage Layaut  Formulas Data Review  iew  AddIns @ - = =
£ From Access ol 5 P | connections & Clear = .= [Evatavaldation - SLE wRE g =
3 From ieb =1 ST ‘g F Properties £ Reapaly E [Fa Consolidate L L ‘ﬂD =z
N From Other | Existing || Refresh z Filter Textta  Remove Graup Ungroup Subtatal
cZFramText  sources~ | Connections || all- == EditLinks | Advanced || Columns Duplicates (52 What-If Analysis - - -
Get External Data Connections Sort & Filter Data Tools Outline =
a4 - S |
[#] R = ili u W WY ® il 7 Al AR
2
3 Line Descr Period Status Line # Ref Status Date Process Instance Seq User Source Instance Source Lon
4 RSUIDEMNITY COMPANY 4P 100000026 O 2013-10-22 10275273 0 JCHAMA 102752731 AP AP
5 ATLANTIC INSURANCE 4P 2hooooos7 B 2013-10-22 10275273 O JCHAMA 102752731 AP AP
B MARKEL INSURANCE COMP 4P 3000008 B 2013-10-22 10275273 O JCHAMA 102752731 AP AP
7 MATIONAL UNION FIRE INSURANCE 4P 4boo0009s B 2013-10-22 10275273 O JCHAMA 102752731 AP AP
& TRAVELERS CAS & SURTEY CO 4P 5hoooo1o0 B 2013-10-22 10275273 O JCHAMA 102752731 AP AP
9 LIBERTY MUTUAL-BUSINESS AUTO 4P &Doooo101 B 2013-10-22 10275273 O JCHAMA 102752731 AP AP
10 COLUMBIA CASUALTY-COMM GEN LIA 4P 7 hoooo1o2 B 2013-10-22 10275273 O JCHAMA 102752731 AP AP
11  COLUMBIA CASUALTY-UMBRELLA 4P &hoooo103 B 2013-10-22 10275273 O JCHAMA 102752731 AP AP
12 LIBERTY MUTUAL-COMMCL PROP NEW 4P aboooo1o4 B 2013-10-22 10275273 O JCHAMA 102752731 AP AP
13 LIBERTY-COMMCL PROP ENDORSE 4P 10Doo00105 2013-10-22 10275273 O .JCHAMA 102752731 AP AP
14 REC CURR MO INS&ALLOC TO UH-C 4P 7 ] 2013-10-31 10339036 0 AHARDA QOGAC TOF
15 PREPAID INSURANCE 4P 2 ] 2013-10-31 10345795 0 TARRAD 0GAC TOF
16 PREPAID INSURANCE 4P 4 ] 2013-10-31 10345795 0 TARRAD 0GAC TOF
17 |PREPAID INSURANCE 4P 1 ] 2013-10-31 10345783 0 TARRAD 0 GAC  REC
18
19
20
2
22
23
24
28
26
v
pis]
il
30
31
32
H 4 W] IRNLLAYOUT <70
Ready
o

Step Action

26. Click the Filter menu.

4

Filter
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University Health®

Shreveport

2
El
4
5 BRFHS APACCR3486 2013-10-22
(5]
7
8

i PS Desktop - Citrix online plug-in =] 4]
Home  Insert  Pagelayout  Formulas | Dats | Review  View  AddIns @ - ==
= } o & = mm w2 - B @ o =
£ From Access Aﬁj Aﬁj @ |5 connections 4l ]T : Clear g2 24| Dats validation % { ﬂj 2
3 From ieb F Properties & Reapply L= [Fa Consolidate =z
: From Other | Existing || Refresh z| sort || Firer | Textto  Remove Group Ungroup Subtotal
(FromText  sources~ | Connections || &i- =2 Editlinks || A 0p advanced || columns Duplicates B WhatIf Analysis = || - -
Get Extzmal Data Connections Sort & Filter Data Toals Outline =
[ 24 - A
5] c D E F G H | J K L ] il Q F

Unit |~ Journal ID |-~ Date ~ e/~ Ledger G/~ Ledger |~ Amount Ty} ~ Budget Peri¢ ~ Accou - |Fui ~ De - Progra - Cla ~ | Proje ~ Amount |~ Lir
BRFHS APACCR3486 2013-10-22 2014 HOSPITAL HOSPITAL 1 116025 RS

2014 HOSPITAL  HOSPITAL A 116025 AT
BRFHS APACCR3485 2013-10-22 2014 HOSPITAL  HOSPITAL 1 116025 [
BRFHS APACCR3485 2013-10-22 2014 HOSPITAL  HOSPITAL 1 116025 &
BRFHS APACCR3485 2013-10-22 2014 HOSPITAL  HOSPITAL 1 116025 TR
9 EBRFHS APACCR3486 2013-10-22 2014 HOSPITAL  HOSPITAL 1 116025 LIE
10 BRFHS APACCR3486 2013-10-22 2014 HOSPITAL  HOSPITAL 116025 cC
11 BRFHS APACCR3486 2013-10-22 2014 HOSPITAL  HOSPITAL 116025 cC
12 BRFHS APACCR3486 2013-10-22 2014 HOSPITAL  HOSPITAL 116025 LIE
13 BRFHS APACCR3485 2013-10-22 2014 HOSPITAL HOSPITAL 116025 LIE
14 BRFHS GAC1013015 2013-10-31 2014 HOSPITAL HOSPITAL 116025 RE
15 BRFHS GAC1013054 2013-10-31 2014 HOSPITAL HOSPITAL 116025 PR
16 BRFHS GAC1013054 2013-10-31 2014 HOSPITAL HOSPITAL 116025 PR
17 BRFHS GAC1013219 2013-10-31 2014 HOSPITAL HOSPITAL 116025 PR
18
19
20
21
22
23
24
25
2B
27
2B
2
30
3
32
H 4 b b IRNLLAYOUT <70 I I —
Ready

kil

EEEET =
I Dy

Step

Action

27.

Each column heading is now populated with a drop-down arrow.

Click the button to the right of the Journal 1D field.

Journal 1D

28. Click the Select All option.

(Select Al

29. Click the GAC1013054 option.

vl GaC101 3054
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i PS Desktop - Citrix online plug-in =lolx|

<1 Home Tnsert Page Layaut Formulas Data Review Wi AddIns @ - = =l
5 From Access =l Yy [Blconnections | [Tz { Clear ; e |2 Data validation ¢gg i’jg IS =
3 From ieb s —13 Q 5 Properties & E G Reapply === g [ consolidate LJ LJ ﬁJ =
. Fram Other | Existing Refresh %] sort || Firter Y Textta  Remave Graup Lingroup Subtotsl
LFremText  sources- | Connections || A+ Edit Links ¥ advanced || cColumns Duplicates 59 What-If Analysis = -
Get External Data Connections sort & Filter Data Tools Outline M~
a4 - b3 |
E c D E F G H | J K L [} i Q I
2
3 Unit |~ Journal ID |~ Date ~ | Ye|~ | Ledger G ~ Ledger |~ Amount Ty} ~ Budget Peri¢ - | Accou ~ | Ful » De - Progra ~ | Cla - |Proje ~ Amount |~ Lir
4] sotatoz 2014 HOSPITAL  HOSPITAL 1 116025 RS
Z] | sotztoa 2014 HOSPITAL  HOSPITAL "16025 AT
A - 2014 HOSPITAL  HOSPITAL "16025 M2
Sy Eelr "} 2014 HOSPITAL  HOSPITAL A "116025 A
& 2014 HOSPITAL  HOSPITAL "116025 TR,
, | 2014 HOSPITAL HOSPITAL "I "116025 LIE
2014 HOSPITAL  HOSPITAL "116025 cc
e ElED "} 2014 HOSPITAL  HOSPITAL A "116025 ol
| aphccRaEe 4| | 2014 HOSPITAL  HOSPITAL 116025 LIE
..... ~[eaCIni3015 2014 HOSPITAL  HOSPITAL 4 "116025 LIE
| [ GACINL3054 2014 HOSPITAL HOSPITAL "116025 RE
----- [eaciniazig 2014 HOSPITAL HOSPITAL "116025 PR
2014 HOSPITAL HOSPITAL "116025 PR
cancel || 2014 HOSPITAL  HOSPITAL 116025 PR

19
20
21
22
23
24
25
2B
27
2B
2
30
3
32
H 4 b b IRNLLAYOUT <7 I e —
Ready ‘ IO M a00%sa(=)———0
4| I B

a

Step Action

30. Click the OK button.
(o]'s

31. The spreadsheet now displays only the results for that Journal ID. To return to the
full listing, press the filter arrow next to Journal ID and choose the checkbox next to
Select All.

32. This completes Perform DrillDown.
End of Procedure.

BRF (University Health Hospitals) Process Reports - Output type
PRINTER

Procedure

In this topic you will learn how to Process Reports - Output type PRINTER.
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ina' P Desktop - Citrix online plug-in

/= Define Report Request - Windows Internet Explorer

@3 ) ® ] hitps:fpsafs Jsuhsc. cdufpspifsrpt/EMPLOYEE [ERPG/REPORT_B0OKS. WS _REPCRT_RECUEST.GBL7Foldert 2| &5 |[##/[¢| ]2 Bng Pl
File Edit View Favortes Tools Help

57 Favarites @ Define Report Request

PS9FSRPTe.

PSSFSWEB1 DPS

& -

- ) = - Page- Safety~ Took~ @+ 7

Favuvﬂtes i Ma\nvMenu b3 Repurtlnvg Tools > F‘S]ny\smn > Define Report Request

Mew 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

Lirmit the number of results to (up to 300): W

Business Unit: [beging with =] | @,
ReportID:  [beging with =]

Description: |hagin5wwlhj|

[” Case Sensitive
Search | Clear |Bas|u Search [of Save Search Criteria
4| | il
Process Instance: 2469899 [ 00 [ || & Localintranet | Protected Mode: OFF [v5 = [®w0w -

Step Action

Navigate to the Report Request search page as follows:

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

Enter the desired information into the Business Unit field. Enter "BRFHS or
BRFHM".

3. Click the Search button.
Search
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ina' P§ Desktop - Citrix online plug-in

/= Define Report Request - Windows Internet Explorer

- |g hitps://ps9Fs. suhsc. edu/pspif sTpt/EMPLOYEE/ERF/c/REPORT_BOOKS,MYS_REPORT_REQUEST,GEL7Folderl 7| £ |§\ Izl | 5 Bing | 2=

File Edit Wiew Favorites  Tools  Help

oy Favorites @ Define Repart Request

PS9FSRPTe.
PSSFSWEB1 DPS
Favuvﬂtes Ma\nvMenu b3 Repurtlnvg Tools > F‘S]ny\smn > Define Report Request

Home

Mew 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

Lirnit the number of results to up to 300): W

Business Uni(:lbegms W\Ihj|ERFHS Q,
ReportID:  [beging with =]

Description: |hegin5wwlhj|

[” case Sensitive

Search | Clear |Eaa|u Search [ Save Search Criteria

Search Results

B

BRFHS BSDETAIL Balance Sheet Detail

BRFHE BEPERIOD Balance Sheet Detail by Petiod

BRFHS REVEXPRM Depariment Rev and Expend

BRFHS BEY EXP  Hospital Revenue and Expend

BRFHS TBOETAIL  Trial Balance Detail

BRFHS TBPERIOD Trial Balance By Periad

BRFHS WRVEXPRM Depariment Revenue and Expend

1 I
Process Instance: 2469899 [ [E0 [ [ €& Localintranet | Protected Mode: OfF

Step Action

4. Click the TBDETAIL link.

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

I

6. Click the Printer list item.
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/2 Define Report Request - Windows Internet Explorer

@3 ) ® ] hitps:fpsafs lsuhsc. cdufpspifsrpt/EMPLOYEE /ERPG/REPORT_BOOKS.HWS_REPCRT_RECUEST.GBL7Foldert 2| &4 |[#/[3¢| ]2 Bng Pl

File Edit Wiew Favorites  Tools  Help

o Favorites @ Define Repart Request

PS9FSRPTe.

PSSFSWEB1 DPS
Favuvﬂtes i Ma\nvMenu b3 Repurtlnvg Tools > F‘S]ny\smn > Define Report Request

& -

B - O -

Page - Safety ~ Tooks - @@~

Mew Window | Help | Customnize Page |

nVision Report Request Az Options LSU Define Frompt
Business Unit: BRFHS ReportiD:  TEDETAIL Copy to Another Unit! Clone
Report Title: [Trial Balance Detail Transfer to Report Books

Pracess Monitor

“Layout: |BRF_TRIAL BALANGE - DETAIL Repori Manager
*As Of Reporting Date: |Elusmeaa Unit Reporting Date j
*Tree As Of Date: |Uae Ag Of Reporting Date j

¥ override Tree As of Date if Specified in Layout

Scope and Delivery Templates
“Type: d
*Format: | Microsoft Excel Files {".ds) |

Run Report

5] save | [EhReturnto Sear:hl =] Watify |

rivision Report Request | Advanced Options | LSU Define Prormpt

1

Process Instance 9469899 I I o

| I

[€& Local intranet | Protected Mode: OFF [V« [ = -

Step Action

7. Click the Save button.
@ Save

8. Click the Run Report button.
Run Repunl

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

-

10. Click the PSNT list item.
T

11. On the Process Scheduler Request page, you must select the Type as Printer.

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

12.

13. Once the Type is changed to "Printer", the Format option changes to "XLS" and a
Output Destination field displays.
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ina' P Desktop - Citrix online plug-in

/2 Define Report Request - Windows Internet Explorer

@3 ) ® 8] hitps:fpsafs lsuhsc. cdufpspifsrpt/EMPLOYEE /ERPG/REPORT_BOOKS. WS _REPCRT_RECUEST.GBL7Foldert 2| 55 |[*#4/[¢| ]2 Bng £l
File Edit View Favortes Tools Help

57 Favarites @ Define Report Request

PS9FSRPTe.

PSSFSWEB1 DPS
Favuvﬂtes i Ma\nvMenu b3 Repurtlnvg Tools > F‘S]ny\smn > Define Report Request

Mew Window | Help | Custamize Page |

Process Scheduler Request

User ID: Run Control ID:
Server Name: | PSMNT = Run Date: |11/20/2013 =]
Recurrence: = Run Time: [12:53:13PM Resetto Current Date/Time
Time Zone: @
Process List
Select |Description Process Hame Process Type ‘Tvpe ‘Format Output Destination
M n¥ision Report MYSRLUN n¥ision Report Printer = |XLS B
0K Cancel
Process Instance: 2469899 [ [0 [ || & Localintranet | Protected Mode: OFF [v5 = [®w0w -

Step Action

14. 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 "\lafprnsrvALANIER".

15. 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.
Cancel

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

BRF (University Health Hospitals) Process Reports - Output type E-
MAIL

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

ina' P Desktop - Citrix online plug-in

/= Define Report Request - Windows Internet Explorer

§€ j ® [ hitps: psafs Isuhsc. cdufpspifsrpt/EMPLOYEE /ERPG/REPORT_BOOKS. WS _REPCRT_REQUEST.GBL7Folder! 2| &5 |[##/[2¢ [P Bng

File Edit ‘iew Favorites Tools  Help

.y Favorites @ Define Report Request

PS9FSRPT:.

PSSFSWEB1 DPS
Favuvr\tes ; Mavagnu > Repurtulg Tooks » DS]ny\s\Dn » Define Report Request

i -

B - Lo

Page - Safety ~ Tooks ~ (@)~

Mew Windaw | Hels | 3

Report Request

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

Find an Existing Value

Lirnit the number of results to up to 300): W

Business Uni(:lbegms W\Ihj| Q,
ReportID:  [beging with =]

Description: |hegin5wwlhj|

[” Case Sensitive

Search | Clear |Bas|u Search [of Save Search Criteria

4 |
Process Instance: 2469899 [ 00 [ || 6 Localintranet | Protected Mode: Off [v5 = [* 100%

B

T A

Step Action

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

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

2. Enter the desired information into the Business Unit field. Enter "BRFHS or
BRFHM".

3. Click the Search button.

Search ||

Page 58



P Training Guide
University Health™ i [ i
pg -niversiy Hea BRF (University Health Hospitals)

Shreveport Web_nVision_Reports_9 1

ina' P§ Desktop - Citrix online plug-in

/= Define Report Request - Windows Internet Explorer

- |g hitps://ps9Fs. suhsc. edu/pspif sTpt/EMPLOYEE/ERF/c/REPORT_BOOKS,MYS_REPORT_REQUEST,GEL7Folderl 7| £ |§\ Izl | 5 Bing | 2=

File Edit Wiew Favorites  Tools  Help

oy Favorites @ Define Repart Request

PS9FSRPTe.
PSSFSWEB1 DPS
Favuvﬂtes Ma\nvMenu b3 Repurtlnvg Tools > F‘S]ny\smn > Define Report Request

Home

Mew 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

Lirnit the number of results to up to 300): W

Business Uni(:lbegms W\Ihj|ERFHS Q,
ReportID:  [beging with =]

Description: |hegin5wwlhj|

[” case Sensitive

Search | Clear |Eaa|u Search [ Save Search Criteria

Search Results

B

BRFHS BSDETAIL Balance Sheet Detail

BRFHE BEPERIOD Balance Sheet Detail by Petiod

BRFHS REVEXPRM Depariment Rev and Expend

BRFHS BEY EXP  Hospital Revenue and Expend

BRFHS TBOETAIL  Trial Balance Detail

BRFHS TBPERIOD Trial Balance By Periad

BRFHS WRVEXPRM Depariment Revenue and Expend

1 I
Process Instance: 2469899 [ [E0 [ [ €& Localintranet | Protected Mode: OfF

Step Action

4. Click the TBPERIOD link.

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

-

6. Click the Email list item.
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ina' P§ Desktop - Citrix online plug-in

MRS
/2 Define Report Request - Windows Internet Explorer
@3 |- |g https://ps9Fs. suhsc. edu/pspifstpLiEPLOYEE /ERF/c/REPORT_BOOKS, VS _REPORT_REQUEST GBL7Falder | b |[+#][ % |j J Bing P
File Edit Wiew Favorites  Tools  Help
7 Favarites @ Define Report Request B - - ) = - Page- Safety~ Took~ @+ 7
PS9FSRPTe.
PSSFSWEB1 DPS
Favuvﬂtes i Ma\nvMenu b3 Repurtlnvg Tools > F‘S]ny\smn > Define Report Request
Mew Window | Help | Customnize Page |
nVision Report Request LSU Define Prompt
Business Unit; BRFHS ReportiD: TBPERIOD Copy to Anothar Uniti Clone
Report Title: ‘T"E‘ Balance By Period Transferto Report Bonks
Pracess Monitor
“Layout: [BRF_TRIAL BALANCE_DETAIL_BY_FEl  Repor Manager
w Report Date Selection
*As Of Reporting Date: |Elusmeaa Unit Reporting Date j
*Tree As Of Date: |Uae Ag Of Reporting Date j
¥ override Tree As of Date if Specified in Layout
w OQutput Options
= Scope and Delivery Templates
e [T -]
*Format: | Microsoft Excel Files {".ds) |
Run Report
5] save | [EhReturnto Sear:hl =] Watify |
rivision Report Request | Advanced Qptions | LSU Define Prompt
4| | il
Process Instance: 2469899 [ [0 [ || [ Localintranet | Protected Mode: OfF [v5 = [®0w -

Step Action

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

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".
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ina' P Desktop - Citrix online plug-in
/2 Define Report Request - Windows Internet Explorer

@3 ) ® ] hitps:fpsfs lsuhsc. cdufpspifsrpt/EMPLOYEE /ERPG/REPORT_BOOKS.HWS_REPCRT_RECUEST.GBL7Foldert 2| £ |[##/[3¢| ]2 Bng

File Edit Wiew Favorites  Tools  Help

7 Favorites @ Define Repart Request

PS9FSRPTe.
PSSFSWEB1 DPS
Favuvﬂtes i Ma\nvMenu b3 Repurtlnvg Tools > F‘S]ny\smn > Define Report Request

n¥isioh Email Qutput

Business Unit: BRFHZ ReportiD:  TBPERIOD

Report Scope:

@, Enteryourreportscope Scope Definition

File Template:
Enter a file name for your instances. Use variables {o
|%R|D% xS create unigue report file names
Examples: expensexls, %RI0% htm, %Fv4% %
RTT% x5
Directory Narme Template:

Enter a directory name for your instances. Use
variables to create unigue directory names. Ifthe
directory doesn' exist PSimYision will create it.
Examples: @Reportsi%S5FY%- %RID% htm, Ch%
FY4% %RTT%)

Email Template: Enter a list of email addresses or use variables to

| - specify who receives report instances.
Examples: usemame@es.com, %
DES DEPTID.EMAILID EMAILID%

QK Cancel

Mew Window | Help | Custormnize Page | = ]

=l

Process Instance: 2469899 [ [E0 [ [ €& Localintranet | Protected Mode: OfF

Y2 - [®100% -

Step

Action

Click the OK button.
(o]

10.

Click the Save button.

(5] zave |

11.

Click the Run Report button.
Fun Report

12.

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

|

13.

Click the PSNT list item.

14.

Click the OK button.
(o]

15.

Click the Process Monitor link.
Frocess Maonitor |
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i PS Desktop -
/2 Define Report Request - Windows Internet Explorer

Citrix online plug-in

- |g hitps://ps9Fs. suhsc. edu/pspif sTpt/EMPLOYEE /ERF/c/REFORT_BOOKS.MvS_REPORT_REQUEST GEL7Folderl =] £& || 2] | 5 Bing

File Edit View Favorites Tools Help
o Favorites @ Define Repart Request i - < [ deh - Page -
PS9FSRPTe.
PSIFSWEB1 DPS Home |
Favuvﬂtes Ma\nvMenu b3 Repurtlnvg Tools > F‘S]ny\smn > Define Report Request

Mew Window | Help |

Process List

View Process Request For

User ID: | @ Type: [ =] [tast = 1 [Days =
Server: ~| Name: ‘ @ Instam:e:‘ to |
Run ~| Distribution - ¥ Save On Refresh

Status: Status:
Process List

Seles

ance Seg. Process Type

r 9469910 n¥ision Report MNYSRUN 112002013 1:19:10PM CST Success Posted Details.
r 9469909 n¥ision Report DRILLDWN 11/20/2013 12:41 44PM CST Success Posted Details
r 9463308 n¥ision Report DRILLDWWN 1152002013 12:39:49PM CET Success Posted Details
r 846507 n¥ision Repart DRILLDWIN 117202013 12:38:56PM CET Buccess Posted Details
r 9469906 n¥ision Report DRILLDWN 112002013 12:36:11PM CST Success Posted Details.
r 9463905 nision Report DRILLDWIN 1172002013 12:35:04PM CST Success Posted Details
r 9463304 n¥ision Report DRILLDWWN 1152002013 12:33:50PM CET Success Posted Details
r 8463803 n¥ision Repart DRILLDWIN 117202013 12:32:47PM C5T Success Fosted Details
r 9469902 n¥ision Report DRILLDWN 117202013 12:31:40PM CST Success Posted Details
I 9469901 nvision Report DRILLDWH 11/202013 12:30:12PM CST Success Fosted Details
r 3463300 n¥ision Repart DRILLDWM 117202013 12:22:15PM CET Buccess Posted Details
r 9469899 n¥ision Report MNYSRUN 112002013 11:14:18AM CST Success Posted Details
r 9469598 n¥ision Report MNYSRLUN 112002013 10:08:31AM CST Success Posted Details

Customize Page | &5 2

Process Instance: 2469910 [

172 O

[€& Localintranet | Pratected Mode:

Step Action

16.
"Posted".

Click the Refresh button.
Refresh

Click the Refresh button every 15 - 20 seconds until the Distribution Status is
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i PS Desktop - Citrix online plug-in 10| x|

File Edit ‘iew Favorites Tools Help —

o Favorites @ Define Repart Request

PS9FSRPTe.x
PSIFSWEB1 DPS
Favu_mtes Ma\vaenu > Repnrtng Tooks > PS]ny\swon » Define Report Request

Home

Mew Window | Help | Custornize Page | £

Process List

[View Process Request For

User ID: 9, Type: =] [Last =] 1 [pays =] Refresh

I
senver: | | Mame: | @, Instance: | wo |
Run ~] Distribution = =
Status: I J Status: I J v Save On Refresh

Process List

" First 0 4
Select (Instance [Seq. [Process Type :; 858 lyger |RunDa e Run Status

r 94684910 n¥ision Report NYSRUN 11/20/2013 1:1910PM CST Success Posted Details
r 9469309 n¥ision Report DRILLDWM 1172002013 12:41:44PM CET Success FPosted Details
I~ 9469303 n¥ision Repont DRILLDWI 11/20/2013 12:38:48PM CET Success Posted Details
r 4469307 n¥ision Repart DRILLDWN 1172072013 12:38:56PM C5T Success Posted Details.
r 9469906 n¥ision Report CRILLDWMN 117202013 12:36:11PM CST Success Posted Details
r 9469309 nwision Repart DRILLDWMN 1152002013 12:35:04PM CET Success Posted Details
r 463304 n¥ision Repart DRILLDWMN 11/20/2013 12:33:50PM CET Buccess Fosted Details
r 94694903 n¥ision Report CRILLDWMN 117202013 12:32:47PM CST Success Posted Details
r 9469902 n¥ision Report DRILLDWMN 1172002013 12:31:40PM CST Success Posted Details
r 3469301 nwision Repart DRILLDWMN 1152002013 12:30:12PM ST Success Posted Details
r 4469300 n¥ision Repart DRILLDWN 1172072013 12:22:15PM C5T Success Posted Details.
r 94698499 n¥ision Report NYSRUN 112002013 11:14:18AM CST Success Posted Details
-

A4RARGR nuision Benon NURRUIN 1152057013 T0°NR 31 AM CRT furress Fnatai Netails

— =
o @ a 1:25PM
f}start| = 27" Inbiox - Microsoft Out... |L. Define Report Req... ) oyl
‘ ;DII

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 Outlook button.
=

™ E. Inbo - Microsoft Cut,
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i PS Desktop - Citrix online plug-in 10| x|
aiNew - | g 3 X | CBeply (o Replyto All (o) Forward ¥ | Zsend/Receive - [ | [ Sesrch addressbooks - K
Mail «||3 Inbox [seareh Inbox To-Do Bar »
Favorite Folders 2 |14k 018 From Subject Received 4 November 2013
[ Inbox (2) SuMo Tuwe Th Fr 5
Lo unread Mail (49 (=) Date: Today 1
(3] Deleted Ttems (42) 345 6 7 8
(=3 sent Items Wed 11720113 12-... 18 KB 15 i; i; 13 14 15 1
Mail Folders S Wed 1/20/13 12, 17 KB M W 3
O M Mail Tems - Wed 11,/20/13 11:... 305 KB
e e "y Wed 11/20/13 9:5... 1KB
Drafts Wied 11720013 8L, 6 KB
= [ Inbox (1)
[ 0GoTaTrininglnvites =
= —
= [Worklist Yo Tue 11/18/13 503 .. 4 KB
Ll 2007 Training E-mails No upcoming appointment
[} 2008 FinTraining E-maills Tue 11419713 3:27 .. SKB
Ll 2008 HR: £ 54 Training E-malls Tue 11/18/13 2:28 .. S KB
[ 2008 Training E-mails Tue 11/19/13 11:4... 3 KB
Ll 2010 Training Emails 0. 222 KB
L) 2011 Training Emails 222 ¥B
g 2012 Training Emails o Tue 111913 10:0.. 221 KB Arranged By: Due Date
= [ 2013 Training Emails eSO -
3 Auditors B, Tupe 3 new task
[} BRF Financials OQutput from TBPERIOD (#9469910) There are no items to
=1 [ Financials show in this wiew.
[3 ap PSIFSPRSCH@Isuhscedu
L Campus Solutians_SA Sent Wed 11/20/13 1:21 PM
[ Heso Ta:
Ll tsumo
Message | E]TBPERIOD I3 (25 KB)
=1 L) LSUSH_EAC_HPL = o | ! )
L canceliations a
® [} Discussions Message from Process Scheduler running on system PS9FSPRSCH, using
Ll Trwites database PSOFSRPT:
[} Registrations
Ll wvaitlist
[} Purchasing Superuser
[ Upgrade End User WET_
-
e @ - -

1617 Items
4

£3 Online with Microsaft Excha

nge -
L 4

T e —

Step

Action

18.

Double-click the TBPERIOD.xIs attachment to view the report.

~=lolx|
=5 % = = || Gelset~ | E - =
-ji =7 . ﬁ g ;*Delete' 8- ? Eﬁ
sy - 8w ]| comtonn S S| e | 2 F
Clipboard & Font ir} Alignment ] Number ir} Styles Cells Editing
[ B2 @ £
i‘ ==
Z
alz] BE_ D E I J K
2 |
3
4
5 Biomedical Research Foundation Hospital Holding Group
8 BRF Hospital Shreveport

7 ReportID: TBFERIOD

B | Run: November 20, 2013 at 13:20

Trial Balance By Period
Per Ending October 31, 2013

&
10 ACCOUNT CURRENT BEGINNING YEAR-TO-DATE
11 NUMBER ACCOUNT DESCRIPTION BALANCE BALANCE 20144 BALANCE
12

[ 13[ 110108 CHASE - BRFHH
147 111108 P/C-Cnige Fund Farmily Practice
15[ 111108 P/C-Cnige Fund-Eye Clinic
B[ 111109 P/C-Cnige Fund-Hematology Clin
17 111110 P/C-Cnige Fund-Ent Clinic
1Bl 1 P/C-Cnge Fund-Uralogy Clinic
180 111112 P/C-Cnge Fund-YWomen Hith Ctrii
207 111118 P/C-Cnge Fund-Endoscopy Clinic
217 111113 PfC-Cnge Fund-Comp Care Clinic
227 111120 PfC-Cnge Fund-Patient Process
237 111124 PfC-Cnge Fund-Auxiliaries
247 111127 P/C-CngefCoPay-DiabLimb-Surger

2l 1R P/C-Cnge Fund ACC Ophthalmolog
H 4 ¥ W] Sheetl <%0 4 [ I
Ready |
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Step

Action

19.

source.

Click the Close button.

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

20.

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

BRF (University Health Hospitals) Process Reports - Output type E-
MAIL (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).

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

i PS Desktop - Citrix online plug-in

File Edit iew Favorites  Tools

Help

<7 Favorites

(& Define Report Request:

PS9FSRPT:s

PSOFSWEB1 oPs
v saussud
3469804
9468803
9469802
8460601
8468800
9468629
9469808
3469873
9468671
9469667
0460864
3469861

L P e R P e P o P L P L

9469859

IvIDIUN RERUIL
n¥ision Report
n¥ision Report
n¥ision Report
nwision Repart
nision Report
n¥ision Report
rivision Report
nision Report
n¥ision Report
n¥ision Report
nwision Repart
n¥ision Report

n¥ision Report

(S (RRTIT
DRILLDWMN
DRILLDWN
DRILLDWN
DRILLDWMN
DRILLDWN
NYSRUMN
NYSRUN
DRILLDWM
NYSRUMN
NYSRURN
NYSRUMN
NYSRURN
NYSRUMN

Favnr\les Main Menu » Reporting Took » PSfnvision » Define Report Request

P21 | 2.00.U4F W LD
11/20/2013 12:33:50PM CET
1172072013 12:32:47PM C5T
1172072013 12:31:40PM CET
11/20/2013 12:30:12PM GET
1172072013 12:22:15PM C5T
1172072013 11:14:18AM CST
112072013 10:08:31AM CST
11/19/2013 3:17:55PM CBT
1119/2013 3:01:02PM CET
MA9/2013 2:52:15PM CST
111972013 2:16:12FM C8T
11/19/2013 2:06:58PM CBT
11192013 2:05:30PM CET

ouLLEDs
Success
Success
Success
Success
Success
Success
SuCtess
Success
Success
Error

Success
Success

Success

-

rusieu

Posted
Posted
Posted
Fosted
Posted
Posted
Posted
Posted
Posted
Posted
Fosted
Posted
Posted

B - 0 = - Page -

[T
Datalls
Datals
Details
Detalls
Datalls
Details
Detalls
Detalls
Datalls
Details
Detalls
Datalls

Details

Safety ~ Tooks ~ ()

Go backto Report Reguest
|5l save | =] natity

Process List | Server List

4

| »

Process Instance: 9469910
4

=1

| [€R. Local intrarnet | Protected Mods: CFF

[Va ~ [ ®i00% ==
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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.
|| Go hackto Report Request|

2. Click the button to the right of the Type field.
[
3. Click the Web list item.

'.I...
4, Click the Save button.

E| Save

i PS Desktop - Citrix online plug-in

/2 Define Report Request - Windows Internet Explorer
@: - |é https: | jps9Fs. lsuhsc.du/pspif stptiEHPLOYEE [ERF/c/REPORT_BOOKS.M¥S_REPORT_REQUEST .GBLFalderl (=]| £& [|#2]| X |;' ) Bing PR
File Edit View Favorites Tools Help
¢ Favorites @ Define Report Request
PS9FSRPTes
PSSFSWEB1 DPS
Favnvr\tes ! Mam'Menu > Reporting Tools > PSinvision > Define Report Request
Mew Yindaw | Help | C Page |
nVision Report Request A d Options LSU Define Prompt
Business Unit: BRFHS ReportiD: TBFERIOD Copy to Another B Units Clone
y Trial Balance By Petiod
Report Title: \ 4 Transferto Report Books
Process Monitor
“Layout: |BRF_TRIAL BALANCE_DETAL_BY_PEl  Report Mananer
w Report Date Selection
*As Of Reporting Date: |Business UnitRepatting Date |
*Tree As Of Date: |Use As Of Reporting Date j
¥ override Tree As of Date if Specified in Layout
 Qutput Options
Scope and Delivery Templates
Type:  [web |
*Format: |Micrnsnn Excel Files (*xls) j
Run Report
|5 save | [GhReturnto Search | [S] Notity
nwision Report Request | Advanced Options | LSU Define Prompt
kil | |
Process Instance: 9459910 [0 [ [ [ [ Localintranet | Pratected Mode: OfF [vq = [Hio0s -

Step Action
5. Click the Run Report button.
Fun Report

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

=

7. Iick the PSNT list item.
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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.
*Type

Default -

9. Cllck the Email list item.

ina' P Desktop - Citrix online plug-in
/2 Define Report Request - Windows Internet Explorer

@3 ) @ [ hitps: fpsfs lsuhse. cdufpspifsrpt/EMPLOYEE /ERPG/REPORT_MANAGER. CONTENT_LIST GBL7Falderpath= 2| &4 ||*##/[¢|]° Bng B

File Edit View Favorites Tools Help

oy Favorites @ Define Repart Request

PS9FSRPTe.

PSIFSWEB3 DPS
Favuvﬂtes i Ma\nvMenu b3 Repurtlnvg Tools > F‘S]ny\smn > Define Report Request

Mew Window | Help | Custamize Page |

Process Scheduler Request

User ID: Run Control ID:

Server Name: il Run Date; |11/20/2013 [Hl
Recurrence: =2 Run Time: [3:51:07PM Resetta Current Date/Time

Time Zone: @
Process List
Select [Description Process Hame Process Type “Type *Format Distribution
¥ nvision Report MYSRUN nvision Report =| [xs =| Distribution
0K Cancel
[ [E00 [ [ & Localintranet | Protected Mode: Off [¢5 = [®0w -

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.

*Format |I]|str|hut|un

I HHI| I ®LS Distribution

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

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

13. Enter the desired information into the field. Enter "xxxxx@Isuhsc.edu,
XXXXXX@Isuhsc.edu™.

i PS Desktop - Citrix online plug-in

/2 Define Report Request - Windows Internet Explorer

@: ) @ [ ] https:[ps3s.Isuhse. edufpspifspt{EMPLOYEE/ERPJc/REPORT_MANAGER CONTENT_LIST,GBL7FolderPath==]| G ||#2/|X | [ Bng P

File Edit View Favorites Tools  Help

¢ Favorites (@ Define Report Request

PS9FSRPTes
PSSFSWEB3 DPS
Favnvr\tes ! Mam'Menu > Reporting Tools > PSinvision > Define Report Request

i -

B - O em -

Page = Safety = Tooks~ @~ >

Blew indow | Hely | C Page | 9 |

Distribution Detail

Process Name:  NYSRUN

Process Type:  nvision-Report

Folder Name: j'

Retention Days: 14
Email Subject; Ernail With Log: [~ Email Web Report: [
ITEIF'erind Training Example

Message Text:
Please review.

Email Address List:
@lsuhsc.edy, @lsuhsc.eduy, @lsuhst, edu\

“Distribution ID e
User hd @, [+ =]

QK Cancel LI

[ [ET[ [ [ [ & Cocalintranet | Frotected Mode: OFF [vq = [Hioms -

Step Action

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.
(o4

15. Click the OK button.
(o]"4

16. Click the Process Monitor link.
Process Monitor

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

Click the Refresh button.
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o=
File Edit Miew Favorites Tools  Help :I
< Favortes (@ Define Report Request 5 - v ) o= - Page - Safety - Tooks - @)
PS9FSRPTes
PS9FSWEB3 DPS
Favnvr\les : Ma\n_Menu > Reunrtulg Took > PS]ny\s\Dn > Define Report Request
User ID: [#LUULY -, Type: | X |Last | 1 Juays d} retmesn_|
Server: | j Name: | @, Inslam:e:‘ to |
gt"a"tus: [ | g::"u'ls‘:“"“" [ | ¥ Save On Refresh
Process List Fi
I 9469917 hvision Report NYSRUN  WDOOL1 11/20/2013 3:51:07FM CST Success Posted Details
r 3469310 n¥ision Repart NYSRURN  WDOOL1 11/20/2013 1:18:10PM CET Buccess Fosted Details
r 9469509 n¥ision Repart DRILLDWN WDOOLT 11/20/2013 12:41:44PM CET Success Posted Details.
I 9469908 n¥ision Report DRILLDWN WDOOLT 11/20/2013 12:39:49PM CST Success Posted Details.
I 9469307 nwision Report DRILLDWIN WDOOL1 1172072013 12:38:56PM CET Success Posted Details
r 469306 n¥ision Repart DRILLDWMN WDOOL1 11/20/2013 12:36:11PM GET Success Posted Details
I 9469805 n¥ision Repart DRILLDWN WDOOL1 11/20/2013 12:35:04PM CET Success Posted Details.
I 9469904 n¥ision Report DRILLDWN WDOOL1 11/20/2013 12:33:50PM CET Success Posted Details
I~ 9469303 n¥ision Repont DRILLDWIN WDOOL1 1172072013 12:32:47PM CST Success Posted Details
r 4469302 n¥ision Repart DRILLDWMN WDOOL1 11/20/2013 12:31:40PM CET Success Posted Details.
I 9469901 n¥ision Repart DRILLDWN WDOOL1 11/20/2013 12:30:12PM CET Success Posted Details.
I~ 9469300 nvision Report DRILLDWIN WDOOL1 1172072013 12:22:15PM CET Success Posted Details
r A463850 n¥ision Repart NYSRUN  WWDOOL1 11/20/2013 11:14:18AM CST Buccess Fosted Details
N 9469898 n¥ision Repart NYSRUMN  WWDOOL1 11/20/2013 10:08:31AM CST Success Posted Details
[ 7start 5 | :‘ Inbox - Microsaft Out... {e Define Report Req... 2 1) 141:122?0?:/'3 =

4

Step

Action

18.

The report is processed and the system delivers an email to the specified users.

Click the Outlook button.
=

I [‘. Inba - Microsoft Ok,

Page 69




Training Guide

BRF (University Health Hospitals)

Web_nVision_Reports_9 1

University Health®
Shreveport

1624 tems

ol
Dadbew - g 23 X | CaReply CEReplyto Al o Forward | S S sendReceive - (8 [ Search addressbooks  ~ | @) - |
Mail « |3 Inbox [search nbox £~ %| To-Do Bar »
Favorite Folders 2 |[414% 0|0 From Subject Recelved size 0¥ E 4 Hovember 2013
[ mbox SuMo Tuwe Th Fr s
(3 Unread Mail (42] [ Date: Today 1
(3] Deleteq” 345 6 7 8
13 sent It (E!a a9 e @ E TEReriod Training Example - Message (Flain Text] -2X 001112 13 14 15 1
= L s 17 18 19[20] 21 22 2
Mail Fold ~ M
o Tosders EERE @ 24 25 26 27 26 29 3
2] a1 Mail e 3 v Find
e ) g 3 x L S % & safe Lists = %E Y i hj & Fin
(7 ora - — = = 2y Related - Click link below to register
= mp| RePb Reply Forward || Delete Moveto Creste Other | Block | uptjune | Categorize Follow Mark ss Tue 1:30 Ph - 330 PM
j[:l o Al Folder~ Rule Actions+ || Sender - Up~* Unread | W Select~
o Respond Actions Junk E-mail & Options & Find
L] From PSIFSPRSCH@Isuhsc edu Sent: Wed 11/20/13 4:24 PM
g 1o
R (s
g Subject: TEPeriod Training Example
=
@ L | A Message | S TBPERIOD K= (25 KE)
3 = Arranged By: Due Date
=] i =
Q[ Please review. Type 3 new task
= [ There are no items to
=1 show in this wiew,
-

nline with Microsoft Exchange - |

Step

Action

19.

Double-click the TBPERIOD.xIs attachment.

| Message | K2 TEPERIOD xisx (25 KE)

20.

Click the Maximize button.

21.

Click the Close button.

[x]
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ina' PS Desktop - Citrix online plug-in METES

ES i
O Pagelayout  Formulas  Data  Review  View  Addns

@ .- " x

= _ ) ) |[E= > = ’

B & arial Sl AW [B = =] S| Number S ij‘ Ed E‘gd Seansert = %? éa

] e = -  Delete - 8]+

Paste (B L m-|[=- S A - | G- [ § - % o |[%0 8| Conditional Format cell || . Sort& Find &

PR —l— — =] = B8O rmatting ~ 35 Table = Styles | ed FOrmat = | (2~ Fiier v Select
Clipboard Fant = Alignment = Humber 5 Styles cells Editing

B2 - £ v

g

il2 B C 5] E H | J K

2

3

4

5 Biomedical Research Foundation Hospital Holding Group
B RRFE Hncnital Shravannrt

7 FeponID: TEBPERIOD

8 Run: Mowember 20, 2013 at 16:23 ! . Dayou want to savs the changes you made to 'TBPERIOD. xlsx'?

9

10| ACCOUNT LEE‘I YEARTO-DATE
11 NUMBER ACCOUNT DESCRIPTION BALANCE BALANCE 20144 BALANCE
12

- [ 137 110108 CHASE - BRFHH

- 147 111105 P/C-Cnge Fund Family Practice

- [ 157 111108 P#C-Cnge Fund-Eye Clinic

- 187 111109 P/C-Cnge Fund-Hematology Clin

- 170 1110 P/C-Cnge Fund-Ent Clinic
a1 P/C-Cnge Fund-Urology Clinic
=gl P/C-Cnge Fund-Wornen Hith Ctrii
<20 1118 P/C-Cnge Fund-Endoscopy Clinic
217 111 P/C-Cnge Fund-Cormp Care Clinic
20 11 P/C-Cnge Fund-Patient Process
Szl 1 P/C-Cnge Fund-Auxiliaries
<247 17 P/C-CngefCoPay-DiabLimb-Surger
-2l 1R P/C-Cnge Fund ACC Ophthalmaolog g
W 4 b ¥ | Sheetl <FJ [ —T— 1
Ready [EEEET ) 0] ()

Step Action

22. Click the No button.

- ]

23. This completes Process Reports - Output type E-MAIL (User may enter text in the
body of email).
End of Procedure.

BRF (University Health Hospitals) Processing nVision Report
(Includes Prompts)

BRF (University Health Hospitals) Process Prompt Reports
Procedure

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

Step Action

1. Click the Main Menu button.
Main‘r'ﬂenu
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2. Click the Reporting Tools menu.
| Reporting Tools *l
3. Click the PS/nVision menu.
[ PSnvision v

'ns' PS Desktop - Citrix online plug-in

/2 Employee-facing registry content - Windows Internet Explorer

@: | =[] hitps: [ps9fs lsubse. adujpsp st EMPLOYEE [ERR b 7tsh=DEFALLT =14 )| | [P Bing L2
File Edit View Favorites Toos  Help
o Favorites @ Employee-Facing registry content
PS9FSRPTes
PSIFSWEB3 DPS
Favgrites  Main Meru
Personalize Search Menu: ® Help
3 LSU Processes 4
3 PeopleToolks L4
(1 Reporting Tools
1 PSfnivision
D My Personalizations & query D Define Report Book
-] Report Manager || Define Repart Request
Done [ [ [ | [&& Localintranet | Frotected Made: OFF [Vq = [mio0s -

Step Action

4, Click the Define Report Request menu.
|Deﬁr|e Report Request |

5. Enter the desired information into the Business Unit field. Enter "BRFHS or
BRFHM".

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.

Search
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i PS Desktop - Citrix online plug-in =] 4]
{2 Define Report Request - Windows Internet Explorer _[&]x]
G\:__} - |§, hetps://ps9fs. suhsc.eduipspifsrpt [EMPLOYEE /ERF/</REFORT_BOOKS.N¥S_REPORT_REQUEST GBL7Folde ]| &% |i1»||5| |,f«' Bing =8

File Edit ‘iew Favorites Tools Help

o Favorites @ Define Repart Request

PS9FSRPTex

PS9FSWEB3 DPS
Favuvmtes Ma\vaenu > Repnrtng Tools > PS[n\v/isiom > Define Report Request

-

- gm - Page~ Safety - Tooks~ @ 7

Mewe Window | Hela |

Report Request

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

Find an Existing Value

Limitthe number of results to (up to 200): [300 |

Business Unit: [ begins with | [BRFHS @
Report ID: beging with =] i

Description: | begins wwlhj|

I” Case Sensitive

Search | Clear |Ela5|c Search [oF Gave Search Criteria

Search Results

First | 1 of1 | Lost]

[Business Unit |Report ID  |Description

BREHS WRYEXPRM Depariment Revenue and Expend

4 |

2
[jawascript: submitAction_winO(document, win, #1CRowl'); [T [ [ [ [& Localintranet | Pratected Mode: QFF [va ~ [®ioeee -~ 4
Step Action
8. A list of available Report Requests for the specified Business Unit displays. Scroll

through the list and select the report request called WRVEXPRM.

Click the WRVEXPRM link.

9. Click the LSU Define Prompt tab.
=

LS Define Prarmipt
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i PS Desktop - Citrix online plug-in =] 4]
{2 Define Report Request - Windows Internet Explorer _[&]x]
G\:__} - |§, hetps://ps9fs. suhsc.eduipspifsrpt EMPLOYEE /ERF/</REFORT_BOOKS.N¥S_REPORT_REQUEST GBL7Folde ]| & |ir||5| |,f«' Bing =8

File Edit ‘iew Favorites Tools Help

. Favorites @ Define Repart Request

PS9FSRPTex

PS9FSWEB3 DPS
Favuvmtes Ma\vaenu > Repnrtng Tools > PS[n\v/isiom > Define Report Request

- - | = - Pagev Safety~ Tooks+ @v 7

Mew Window | Help | Custornize Page |

LSU Define Prompt

*Business Unit |FRFHS 2 Reportd WRVEHPRM

| Fund Code Program Code

*DEPTID % % |p",jm

Class Field | Journal Date 11/21/2013
BeginDate 1112172013 End Date 1212013
Fiscal Year Accounting Period
POID Accounting Pd To
Journal ID Inventory item ID

SetlD

NOTE: FIELDS WITH * ARE REQUIRED FOR. THIS REPORT

save | [GhReturnto Search | | =] Notify

nWision Report Request | Advanced Options | LSU Define Prompt

| | |

[pere [ [ || [ Localintranet | Protected Mode: OFF 75 ~ [®io% - 4
Step Action
10. 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.
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i PS Desktop - Citrix online plug-in =] 4]
{2 Define Report Request - Windows Internet Explorer _[&]x]
G\:__} - |§, hetps://ps9fs. suhsc.eduipspifsrpt EMPLOYEE /ERF/</REFORT_BOOKS.NvS_REPORT_REQUEST GBL7Folde ]| &4 |i}||5| |,f«' Bing =8

File Edit ‘iew Favorites Tools Help

i Favarltes @ Define Repork Request i - - | gm - Pagev Safety~ Tooks+ @v 7

PS9FSRPTex

Mew Window | Help | Custornize Page |

“Business Unit |BRFHS * Report ID WRYEXKPRM
Fund Code Program Code
*DEPTID % % Project
Class Field Journal Date 1172172013
Begin Date 112172013 End Date 1172172013
Fiscal Year Accounting Period
POID Accounting Pd To
Journal ID Inventory item ID
SetlD

NOTE: FIELDS WITH * ARE REQUIRED FOR. THIS REPORT

[ save | [EFReturn to Search | =] Hotify

nWision Report Request | Advanced Options | LSU Define Prompt

| | n
‘ [ [ [ [ [ I Localintranet | Protected Mode: Off [h - [wew - o

Step Action

11. 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.
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{2 Define Report Request - Windows Internet Explorer _[&]x]
@\:__: - |g, https: /psFs Jsuhsc. edufpspiFsrpt [EMPLOYEE [ERP/c/[REPORT_BOCKS. IS REPORT_RECLEST GBL?FD\dEjI&‘ |§||E| |)C Eing \i’lj

File Edit ‘iew Favorites Tools Help

i Favarltes @ Define Repork Request i - - | gm - Pagev Safety~ Tooks+ @v 7
PS9FSRPTes

PS9FSWEB3 DPS
Favuvmtes Ma\vaenu > Repnrtng Tools > PS[n\v/isiom > Define Report Request

Mew Window | Help | Custornize Page |

LSU Define Prompt

“Business Unit |BRFHS * Report ID WRYEXKPRM

Fund Code Program Code

r @,

DEPTID % “| Project

Class Field Journal Date 1172172013

BeginDate 1112172013 End Date 1172172013

Fiscal Year Accounting Period

POID Accounting Pd To

Journal ID Inventory item ID

SetlD

NOTE: FIELDS WITH * ARE REQUIRED FOR. THIS REPORT

[ save | [EFReturn to Search | =] Hotify

nWision Report Request | Advanced Options | LSU Define Prompt

| | n
‘ [ [ [ [ [ [ Local intranet | Pratected Mode: Off [h - [wew - o

Step Action

12. When required in a Report Request, the chartfield values may accept wildcards or
partial wildcards. The date fields, when required, must be entered in full.

13. In this example, only the Business Unit, Report ID and DEPTID 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 DEPTID field. Enter "2036380",

14. Click the Save button.
5] save

15. Click the nVision Report Request tab.

mision Report Request ]
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{2 Define Report Request - Windows Internet Explorer _[&]x]
@: i |g, hitps:  |ps9Fs lsuhsc.eduipsp Fsr ot [EMPLOYEE JERP/c/[REPORT_BOOKS. My REPORT REQUEST GEL7Folde jl&[ 2| X | 5 Bing 2=

File Edit ‘iew Favorites Tools Help

S Favorites @ Define Repart Request fi v B ¢ ) - Pagev Safetyr Todk v @r 7
PS9FSRPTes

PS9FSWEB3 DPS
Favuvmtes Ma\vaenu > Repnrtng Tools > PS[n\v/isiom > Define Report Request

Mew Window | Help | Custornize Page |

nVision Report Request | & stions | LSU Defing Prampt
Business Unit: BRFHS ReportID:  WWRVEXPRM Copy to Another Business Unit/ Clone
itle:
Renort Title: [Pepartment Revanus and Expend Transfer to Report Books
Process Monitar
sLayout: [ BRF HOSPITAL REVENUE AND EXPE  Report manacer

*As Of Reporting Date: |Eusmesa Unit Reporting Date j
*Tree As Of Date: |Use As Of Reporting Date ﬂ
¥ override Tree Ais of Date if Specified in Layout

w Output Options

ﬂ Scope and Delivery Templates

“Type: |Wmdaw
“Format:  [Microsoft Excel Files (“s) =1

Run Repart
[l save | [EFReturn to Search | =] Notify

nvfision Report Request | Advanced Options | LSU Define Prormot

| | n
‘ [ [ [ [ [ [ Local intranet | Pratected Mode: Off [h - [wiaew -

Step Action

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

Click the Run Report button.
Fun Repnrtl

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

18. Click the PSNT list item.
I

19. Click the OK button.

NOTE: After clicking the OK button and returning to the Report Request page,
the nVision Processing Window will display.
Ok
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I PS Desktop - Citrix online plug-in =10l x|
-lo SETE
SITH |§, hitps:/Jps9fs. lsuhsc.edujpsc/fsrpt_1[EMPLOYEE JERP/s/WEBLIB_RPT ISCRIPTLF 7 \iﬂ |£\ |§J Bing \&‘t\ ‘E‘
(oa H9-o = WRYEXPRM [Read-Only] - Microsoft Excel =% P
- Home Insert Page Layout Formulas Data Review Wiew Add-Ins @ - = x
:‘3 31, P S o= _‘\i-_l ‘EF General  ~ Bl Conditional Formatting = | G=Insert= | E - ? [?a
G |'$ ~ % || B FormatasTable ~ S Delete - || @]~
Faste S 4 Bz u-z-5- A === = || [aise =) cell Styles ~ | Format - || 2+ ?:,jtr:,af ;;T:f.
Clipboard & Font ] Alignment % Mumber Styles Cells Editing
| o2 - £|
] - =
2
Lz B ] c = E F G H
| 2 |BRFHH Hospit{ls |
3 |Revenue and Bxpenditure Report
4 | BRF Hospital Shreveport
5 Department:
[3
7 Account Account Description Total Year To Date Actual
8 2014-4
3
10 Total Gross Inpatient Revenue 0 0.00
11
1z Total Gross Outpatient Revenue 0 0.00
132
14 Total Gross Patient Revenue 0 0.00
15
16 Total Deductions from Revenue 0 0.00
17
18 Total Net Patient Revenue 0 0.00
13
20 Total Other Operating Revenue 0 0.00
4 4 b W] Sheet1 [ I
Ready | | EE] Ty F—
T |
Pracess Instance: 9459924 [ G0 [ || [ Localintranet | Protected Mode: OFF [va + [®iee -~ 4

Step

Action

20.

Click the Maximize button.

=]

Once the report has processed to the Success status, the Excel file opens.
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,l;i) [= R = UMCLA-WTBSGFND.xlsx [Read-Only] - Microsoft Excel =REEX
Home Insert Page Layout Formulas Data Review View Add-Ins 2 x

@ —
| S | [Number - izsi ﬂ g i:::;’;‘v E:? ﬁ

LY start

= - - 0 .00/ Conditional Format Cell . Sort & Find &
~ EE R R Formatting - as Table - Styles = || (o FOrmat~ | 0™ Filter~ Select -
Clipboard & Font £l Alignment & Number & Styles Cells Editing
F2 - £ ¥
1 r =
2 o o o o o -
12 - B c D E F G H | J K
e —
3 |
4
5
2 Lo TRIG o
UNREST RESTRIC TED  Disaster INVESTM
RICTED TED BUDGET Recovery ENTIN
7 ACCOUNT ACCOUNT CURRENT PERIOD  FUND = FUND EDFUND Fund = PLANT
8  NUMBER DESCRIPTION
)
107 110207 Chase Operating - HCSD L
17 110208 Chase Payroll - HCSD +® faaaninsd 0.00 0.00 0.00
127 110209 Chase Payroll Payables - HCSD L EEREEER 0.00 0.00 0.00
137 110210 Cash-Patient Refunds " L 0.00 0.00 0.00
147 111201  Petty Cash - HCSD | R 0.00 0.00 0.00
157 113680 Owver/Under Disaster Recovery " " 0.00 0.00 | ¥ %
167 113806 AR Retiree Definity “ 0.00 0.00 0.00
177 113830  A/R004-Miscellaneous Refund-P/ - . * 0.00 0.00 0.00
187 113835  A/RO0B-A/R Overpay-P/R 0.00 - 4 0.00 0.00 0.00
19" 115601 Due From Other Funds 0.00 #HH 0.00 0.00 0.00
20 115610 Due From Other Funds 0.00 #HH 0.00 0.00 0.00
W 4 b | Sheet1 FJ [ m
Ready

= DEﬁnEREportREquE x. Microsoft Excel - U... & 1) il —
B _____ - !

Step

Action

21.

If the columns do not display all of the numbers correctly, you may adjust the
column width.

Highlight all columns affected by clicking on the column letter in this example,
columns F, G, H, and I.
| F G H ||
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(3 PS Desktop - Citrix online plug-in
./D:j = s UMCLA-WTBSGFND.xisx [Read-Only] - Microsoft Excel = =
- Home Insert Page Layout Formulas Data Review View Add-Ins @ - =@ x
= -l - Sl Number . P | Seset- | E- ?
Bl 5 B g 2w
Paste = %3 ;0| Conditional Format Cell || .. Sort & Find &
~ Yo 0 ]|%8)+5] Formatting - as Table - Styles = || ol FOrmat~ | 0™ Filter~ Select -
Clipboard Font £} Alignment i) Number £} Styles Cells Editing
F2 - £ ¥
1 =
2 o o o o o -
1z B & D B F G H 1 LJ el K
2
[ (-
3
4
5
6
s wet
UNREST RESTRIC  TED Disaster [INVESTM
RICTED TED BUDGET Recovery| ENTIN
7 ACCOUNT ACCOUNT CURRENT PERIOD | FUND FUND EDFUND Fund PLANT
8 NUMBER DESCRIPTION
)
- 107 110207 Chase Operating - HCSD - ' 0.00
- 117 110208 Chase Payroll - HCSD faaaaansd 0.00 0.00 0.00 0.00
127 110209 Chase Payroll Payables - HCSD B Eaaaaiand 0.00 0.00 0.00 0.00
137 110210 Cash-Patient Refunds & & 0.00 0.00 0.00 0.00
<147 11120 Petty Cash - HCSD HHHHRR 0.00 0.00 0.00 0.00
- | 1587 113680 Owver/Under Disaster Recovery . 0.00 0.00 ¥ % 0.00
- | 167 113806 AJR Retiree Definity J 0.00 0.00 0.00 0.00
- 177 113830 A/RO04-Miscellaneous Refund-P/ L] 0.00 0.00 0.00 0.00
- 187 113835 A/RO06-A/R Overpay-P/R 0.00 - 0.00 0.00 0.00 0.00
- 1197 115601 Due From Other Funds 0.00 |#HHHHERR 0.00 0.00 0.00 0.00
- |20 t 115610 Due From Other Funds 0.00 | #HHHHERH 0.00 0.00 0.00 0.00
M 4 b b | Sheet1 %] [ I
Ready Average: 0.00  Count 1124 Sum: 0.00 ‘ 80 2008 E;!—U S;
L¥start! u;uJ (e Define Report Reque... \1‘55 Microsoft Excel - U... 2 [p 104'_11?1;” w

27 B B o B & ’ o e

Step Action

22. Hover the mouse at the outer end of column I. Drag the column border out until the
columns are wider and the #### are replaced by the dollar amounts.

23. You may print, save or perform any desired drilldowns.

Click the Close button.

X

24, Click the No button.
Mo

25. Click the Close button.

26. This completes Process Prompt Reports.
End of Procedure.

BRF (University Health Hospitals) Appendix

BRF (University Health Hospitals) Procedure for Enabling Macros

Procedure
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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.

/£ Citrix XenApp - Logged OFf - Windows Internet Explorer -8 x
5 Desktop - Citrix online plug-in . =]
/ .5',\\ =] = WRVEXPRM [Read-Only] - Microsaft Excel =g
- Home | Insert Page layout  Formulas Data Review — Wiew  AddIns @ - =
f Calibri MR || =t || General f_j ,:.JIMM = ;
3 = 3% Delete .
Faste (‘8 - o s |[2 ;%8| conditional Format  Cell || ., Sort & Find &
- 7 . — Formatting = a5 Table = Styles - || &I Format = || &2~ Fitter~ Select v
Cliphoard Fant £} Alignment Humber Styles Cells Editing
[ 1 ey 2
2 : |
e f
L] B C D E F G H
2 | BRFHH Hospit]|
3 |Revenue and Expenditure Report
4 | BRF Hospital Shreveport
5 Department:
[3
7 Account Account Description Total Year To Date Actual
] 2014-4
El
10 Total Gross Inpatient Revenue 0 0.00
11
12 Total Gross Outpatient Revenue 0 0.00
13
14 Total Gross Patient Revenue 0 0.00
15
16 Total Deductions from Revenue 0 0.00
17
18 Total Net Patient Revenue 0 0.00
13
20 Total Other Operating Revenue 0 0.00
21
22 Total Revenue 0 0.00
23
|-- 24 502000 Salary-Biweekly-Regular Pay
. [ 95 fananm Salary Biwsaklv PTO =
L ——————

Step Action

2. Enabling All Macros

Cli_ck the Office button.
T )
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€ Citrix XenApp - Logged OFf - Windows Internet Explorer M=
ins' P§ Desktop - Citrix online plug-in =10 x|

B WRYEXPRM [Read-Only] - Microsoft Excel = =
W Miew Add-Ins @ -
N Recent Documents ) Tr— =
[ e P e I = A A
1 WRVEXPRM o s | A 5 3 Delete - | 9]
~ 2 BSDETAL = =18 » % o |[%8 ;%[ conditional Format cen ||, Sort & Find &
7 pen = Ml |8 <8 Formatting - 25 Table - Styles = || G FOMmat~ | 27 Filtar~ Select -
3 DR_9469693_3463906_BSDETAIL = || Ty 5 styles b Editing
s 4 DR_9459698_9469303_REY_EXP =
H Save
5 DR_9469695_8469308_REV_EXP = |
—] £ DR_946089%_9463307_REV_EXP = f . El
‘& Save b b e !
1 REW_EXP o E F 5 o
2 DR_9459899_9453905_ESDETAIL =
L@ By ¥ 3 DR_9459999 9453904 BSDETAL =1
DR_$4638499_9453903_BSDETAIL =
,ﬁ
| Prepare b DR_3453699_9469302_BSDETAL =
DR_8463999_9453901_BSDETAIL =
E Send ¥ DR_9463599_9453900_BSDETAIL = Total Year To Date Actual
SHR MGT SUMMARY - ALL GROUPS = 2014-4
5'5 Publish b DR_9463864_9453873_STREVEXP =
STREVEXP = o 0.00
J Sy O WALFUNDS =
=El 0 0.00
T o
. <o 0 0.00
K Exit Excel
— — o 0.00
17
18 Total Net Patient Revenue 0 0.00
13
20 Total Other Operating Revenue ] 0.00
21
22 Total Revenue 0 0.00
23
[- 24 (502000 Salary-Biweek|y-Regular Pay
35 Mananm Salari Riwsskliv PTO i

Step Action

3. Click the Excel Options button.
[z] Excel ©ptians

4, Click the Trust Center menu.

Page 82



- } Training Guide
# University Health BRF (University Health Hospitals)
Shreveport Web_nVision_Reports 9 1

-2 X%
=lol=
™ | F::cel Options HE - =
H @ - ™
Papular
== Help keep your documents safe and your computer secure and healthy.
A o r
Paste | Proafing Protecting your privacy & Find &
- r~ Select~
Clipboard ! | Save Microsoft cares aboutyour privacy, For more information about how Micrasoft Office Excel helps ta protect your privacy, ling
please see the privacy statements.
’7[ Advanced
Shaw the Micrasaft Office Excel orivacy statement e
[ I
ﬂ Customize Micrasoft Office Online privacy statement
2 Customer Experience Program .
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Step Action

5. Click the Trust Center Settings button.
Trust Center Setfings... |

6. Click the Macros Settings menu.
| Macro Settings |

7. Click the Enable all macros (not recommended; potentially dangerous code can
run) option.
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Step

Action

Click the OK button.
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Step Action

9. Click the OK button on the Trust Center page.
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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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