GENERATING COST CENTER BALANCE SHEET AND REVENUE EXPENSE REPORTS

(UGL 01003 AND UGL 01004)

Navigation

Panel

Select the Financial Reporting database from
the UH-PS Production Launcher

EﬂUH—PS Production Launcher [Z-drive] ¥.1.52

| 'ou gelected to run Reporting at UH-central campus.

~ Campusz Location —

Sign on to the database using your Production
Operator ID and Password.

Peoplesoft Database
& UM - Certral —HF 7 52 Financial
= Production " Production
i~ i
UH - Clear Lake H i
" UH - Downtown £ Sandbox " Other
" LH - Victoria " 54 Training
| = HR Training
Ok ] Cancel ]
PeopleSolt Signon
PeopleToolz 7. B0
Copyright (2] 1988-1999 PeopleSoft, Inc.
All rights rezerved.
Enter Signon Infarmation Belaw:
Connection Type: |.-’-\pp|icati0n Server _‘:j
Application Server Name: IFSF!F'T :_J
Operator |D: |MESSEC
Password: I"""""""
0k, | Set Password... l Eal%el
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Go— PeopleToolsg/nVision

Note: Excel 2000 must be installed on the
client PC.
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Spope [0

Scope fane: I

Ciesciplion: I
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Enter Scope Name: Cost_Cntr PeopleSoft n¥ision Open Scope Definition
Click Get List

— Qualifiers

1
TableSetiD: | =
E |
Scope Mame: IC_DET-:ET\J_TEE._ ﬂl
Get List |
TableSet 1D: Scope Name - Description:
Select TableSet ID and SCOpe Name from PeopleSoft n¥ision Open Scope Definition
displayed lists. Click OK.
— Qualifiers
TableSetID:  [00730 =]
Cancel |
Scope Mame: IC_DET-:ET\J_TEE._
Get List |
Table5et 1D
Individually select each of the chartfields PeaplaSofl mision Scope Definilior
shown in the Fields box. DEPTID is shown in gl
thisexample. Then click the Add button in the Geopetdane JoOST_CNTR M _i

selected values box on theright.
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=

Enter the desired valuein the Valuefield on the
pop-up window. DEPTID value of HO066
entered in thisexample. Then click OK.
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PeopleSall iVision Field Yalues

Fislas Quslizis
Fisld QEPTID!

Values Ttk [DEPSRTMENT_TBL | 7 |

Ellective Dal: |'I 1162001

Dekle |

Repeat the selection process for each chartfield
valuein the cost center. After all values have
been selected and confirmed, click OK.

PaoplaSiofl mfisio

Seope [0

:ope Dedimilion

Seope Rame: ID.-.IET_'.'N TR

Here

Ciesoiptior:

| Conit Canlal Balarces:

Sane

Tablkefat D

Field Combmaion T=bls
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FROILECT HEADER Selecied Waies

DEFTD:
FUND_CORE
PAOGRSH CODE
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nVision — Report Request
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Click Open on the Report Request.

PeopleSoft n¥ision Report Bequest

i Request D

Request Mame: l

Report Title: !

- Requesting Business Unit—i

~ Lapout
| 2

| El
— Inztance Control
Scope; | ? |

Directony Template: |

File: Template: |%RID% 4

Cancel

(=]

1= =2 =
= = o !
L]
B

elete |

Language Template: |

— Ophionz — bMain s OF D ate

¥ Enable nPlosion If Specified In Lapout

™ Frint Each Ingtance ' Specify

@ From Business Unit Table

¥ [iata From Requesting Business Unit Only
™ Tranglate Summary Ledgers to Detail

= Specify

— g OF Date for Trees —
& Use Main &5 0F Date

Click Get List and select Business Unit and
Report Request Description. Then click OK.

PeopleSoft n¥ision Dpen Report Request

i~ Qualifiers

Business Unit: 00730 il
[cosT_chT

Beport Hame:

Bugingss Lnit;

Fieport Request - Description;

Cancel

Get Lis

el

UGL01003/UGL 01004
page 5 of 6
November 14, 2001




Confirm Business Unit and LayOUt. Changes PeopleSoft n¥ision Report Request HIE B3
may be made by deleting (highlighting then - Request ID =
delete) the value currently in the field and RequestName:  [COST_CNT I—-I
either enter or select the desired value from the Repot TWls: [Cost Center Balances Cancel |
pulldown.
- Requesting Business Unit— — Lapout |
| Bun
Layouts: [on720 (7| [oGLomeos =i
ggLOlOOS - Asset, Liability and Fund Equity “Intance Contrl ' New |
ance
: [COST_CHTR 7
UGL 01004 — Budget, Revenue and Expense Tl [ _Geen |
Baance. Directony Template: | Save |
File Template: |°/,F||D°/,_,.;|3 Delste |
Select Main As Of Date by clicking the radio i s | D
button and entering the period ending date.
Example: 09/30/2001. [FRatne [
¥ Enable nPlasion If Specified In Lapout " Fram Business Unit Table
Click Run. ™ Print Each Instance % Specify: |DS;"3DH2DD1
Report output will be an Excdl file. :Z ERmasRiEee Unl_t S &z Of Date for Trees
) . Tranzlate Summary Ledgers to Detail
Use File/Save Asto save the report using & Use Main &z Of Date
an appropriate location and name. " Specify:
Close the file completely and reopen to
enable macros.
File will scroll to hide zero balance rows
and display results.
DO NOT MAKE CHANGES TO THE
LAYOUT FILE.
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