Running or Scheduling an FSG as a Standard Report

PURPOSE TRIGGER ASSISTANCE

like a GL Standard Report.

Use this procedure to submit an Perform this procedure when If you need assistance, please
FSG through the Submit Request you want to schedule an FSG. report your issue to the Self
window, or to schedule an FSG Service Help Desk:

o http://it.wvu.edu/support/service
-desk/selfservice

PROCEDURE

Navigator - WVU GL View

1. Under the Main Menu, click on the WVU GL View folder.
2. Click on GL Standard Reports. The application will launch in a new Java window.

@ If you receive a message that states “The application’s digital signature
cannot be verified,” click Run.

3. Select to run a Single Request.

© Subimit a New Reguest

What type of request do you want to run?

This allows you to submit an individual request
" Regquest Set

This allows you to submit a pre-defined set of
reguests

QK Cancel J

4. Click OK to view the Submit Request screen.
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bmit Re it
Run this Request...

MName B

Operating Unit

Parameters
Language
Language Settings... Debuy Options
At these Times. ..
Runthe Job As Soon as Possible Schedule. ..
Upon Completion...
W Save all Output Files
Layout Options...
Matify " 5
elier ts
Print to i

Help (C) Submit | Cancel )

5. Asrequired, complete/review the following fields:

Field Name Description
Name : Click the LOV button (...) at the end of the Name field to see a list of all reports
: available in the GL View responsibility.

Find|%

Marme Anplicati =
Account Analysis - {180 Char) General
Chart of Accounts - Rollup Range Listing General
General Ledger- (132 Char) General
General Ledger- {180 Char General ::
Program - Run Finz i i 0
Trial Balance

Trial Balance - Additional Segment Detail General
FPayahles Account Analysis Report Fayahle
Accaunt Ahalysis Report Subledy
Journal Entries Report Subledy
WL Available Cash by Fund Class Reporis WL Fir
WL Departmental Summary of Revenue and Expenditures by College and Budget Cao... W Fir
':‘\lNu Line lterm Summary of Revenue and Expenditures by Collede and Budoet Contral .. WL F’ir =

6. Scroll through the list and select Program — Run Financial Statement Generator.

7. Click OK to select the report and open the FSG Parameters window.
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Ledger |WVU GL YWl Set of Books

Report || @

Period |AUG-14

Currency |

Rounding Option |

Segment Override |

Content Set |
Row Order |

Dizplay Set |

Cutput Option |

Exceptions |No

Level of Detail |

Date |04-AUG-2014
O | »

(o | [cancel] (clear | { Help

8. Asrequired, complete/review the following fields:

Field Name Description
Report : Click the LOV button (...) to see a list of all FSG reports available.

9. Scroll through the list and select the appropriate FSG Report.
Example: BUDG — Available Cash

Find| %
Repaort Diescription =
B&E EBO- Fund Summary3 Fund Summary Repaort -
BE&EE Summary by Dept.
BE&E-00-Rew by Fund & Exp by DA BEE-Rey. by Fund & Exp. by DA
BEE-01-Fev by Fund & Exp by DA BEE-Fey. by Fund & Exp. by DA
ESY Central Fund Balances
BUDG - 934 Cash Transfers - 46 Dump of 934 Cash Transfers - 4607201 (2 of 2)
BLIDG - 934 Cash Transfers - 58 Ciump of 934 Cash Transfers - 5801301 (1 of 2)
BUDG - All Encumb on Central All Encumbrance types on Central funding
BLIDG - All Funds All Funds Cash Balance with College Owners as [dentifie
BLIDG - All Funds Expenses All Funds Expenses with College Owner as Refarence
BLIDG - All Lines BIUDG - All Lines for a particular segment
BUDG - Balance Sheet- HEC
BLIDG - Beginning Balance David's Beginning Balance; select funds; revenues vs ey
BUDG - Bud Prep Cash Balances Budget Prep Report for David; sent outwith warkhooks
‘l ffffffffffffffffffffffffffffffffffffff . | »

10. Click OK to retrieve the selected report and its set of default parameters.
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O Parameters

Ledger WL GL WAL Set of Books
Report BUDG - Available Cash Available Cash Balances
Period J
Currency (USD
Rounding Option (Calculate Then Round

_—Y Segment Override

|_—w» Content Set
Row Order |Expenditures by Fund - Central Expenditures by Fund - Central Funds
Display Set

Qutput Option [Text
Exceptions No

Level of Detail |Financial Analyst

Date 04-AUG-2014
A s | 3

(8] 4 | Qancel) Clear) Help)

11. Complete either the Segment Override or Content Set parameters for the FSG:

If : Then

Segment Override @ Only the Chart of Accounts can be used for the Segment Override.

: e Click on the Segment Override field, the WVU Accounting Flexfield
window will open.

: e Continue with Step 12.

Content Set A Content Set allows you to choose a group of accounts based on various
: criteria.
: e Goto Step 14.

NTING FLEXFIELD

Ledger J

CAMPUS:
DEPARTMENTAL ACTIVITY:
FUMD:

LIME ITEM:

FUMCTION:

PROJECT: 99999999 DEFALLT PROJECT
o A A R | »

[0]%% Cancel )I Combinations Clear )I Help )I

12. As required, complete/review any of the following fields.

Field Name Description
Campus : The LOV contains all WVU campuses.
-2 digits-
: Example: 11




----MAP: Running an FSG Report with Account Ranges----

Field Name

Description

Departmental
Activity (DA)
-9 digits-

: Lowest ORGANIZATION level possible. This number identifies unit with
expenditure control and represents “cost center” providing a connection point
: with the Oracle Human Resources and Fixed Asset applications.

The institution controls the first five digits of the number, representing a unit

: typically headed by a chair or manager. Deans and directors control the last

four digits to identify the lowest organizational level needed for internal college
and division management. This level can have multiple funding sources and :
multiple functions for each DA.

Fund
-8 digits-

: Example: 170170001

Identifies ownership of assets, liabilities, and fund balance — as opposed to the
expenditure authority that is represented by the Campus and DA segments.

: Represents a combination of the elements of wvOASIS state funds and
activities, WVU Research Corporation, and NACUBO/AICPA fund group. Also
represents the “balancing segment” required to determine the level at which

: journal entries are balanced, where debits equal credits. ONLY at this level (or
parents of this level) can balanced financial statements (trial balance, balance
sheet, statement of changes, statement of current funds, etc.) be obtained.

. Example: 71252314

Line Item
-7 digits-

Primary classification of activity for accounting and budgeting purposes.
Captures assets, liabilities, fund balance, revenues, and expenditures at the

: lowest level possible. Budgeting may be performed at the Line Item level or at
a summary level.

. Example: 5013001

Function
-3 digits-

Represents classification of expenditures by purpose as required for financial
statements. This number ensures compliance with federal requirements and is
: closely associated with the ability to effectively negotiate and collect facilities
and administration costs related to sponsored agreements.

Example: 255

Project
-8 digits-

Intended as a means to accumulate costs for sponsored agreements processed
through Oracle Grants Management. Multiple funding sources permitted

: allowing aggregation of externally sponsored costs as well as University
matching and cost sharing through the use of Oracle Grants Management.
Project values will be assigned by the system in sequential order.

. Example: 9999999
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13. Click OK to accept the accounting segments you have entered.

‘O FParameters

Ledger

Report

Period

Currency
Rounding Option
Segment Cverride
Content Set
Ruowe Order
Display Set
Cutput Option
Exceptions
Level of Detail

Date

Wl GL

BUDG - Availahle Cash

AUG-14
usD

Calculate Then Round
.11.170170001..5013001..99999999

Expenditures by Fund - Central

Text
No
Financial Analyst

04-AUG-2014
1

,,,,,,,,,,,,,,,,, | »

Wil Set of Books

Available Cash Balances

Expenditures by Fund - Central Funds

QK | Qancel)l Clearjl Helpjl

14. If you do not use a Segment Override, but choose a Content Set instead, click the LOV button in the Content

15.
16.
17.
18.

Set field.

Find %

BUDG -
BUDG -
BUDG -
BUDG -
BUDG -
BUDG -
BUDG -

Content Set
BUDG -
BUDG -
BUDG -
BUDG -
BUDG -
BUDG -
BUDG -

CAP Maonitor 8000 9499
CAP hMonitor 9500 Up
Cap Monitor 5001-6499
Central Encumb
Central Funds

Central Funds 2

Encumbrances (Central

=) ily Central
Fringe Funds and LI
Fund Balance - All
Fund Balance - Central
Fund Balance by LI
Funis Available
Indicators - Auxiliary
Indicators - Expenses

Description

CAP Expense Maonitoring Report #4
AP Expense Maonitoring Report #5
CAP Expense Manitoring Report #3 I
Central Funds Encumbrances

Central Funds

Central Funds

|

Fringes; Funds and lineitemns

Curnping All Funds far David

Diurnping 0344 FIMS Fund far David

Fund Balances by LI where LI are columns
Funds Availahle

Indicator Report for Scott by WP, Expenses
Indicatar Report for Scott by WP, Expenses

Click OK to select the chosen Content Set for your FSG report.

If necessary for the selected report, click the LOV button (...) for the Row Order on the Parameters screen.

Scroll through the list of Row Orders and click the appropriate listing.

Click OK to populate the parameters field with your selection.
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Find|%

Rowy Order Diescription -
i Fund=10,D 1]
AS-Clifton's Rep Mew 2 Fund=10,DA= 50 (Updated 711011 4 for new OASIS repaol

Accounts with Budoet Expenditures by Fund - Central Funds Only

All Flexfields MNew Hide Reporting Attributes

BEE Fund=10,DA=11, Function=15

BE&E Special (13MAYD4) Fund= 40, DA = 40

EM Parent Mesw EM Parent of Line Item 55

BEY Test Central Funds DA B PAREMT=50,

BTIFIMS Info FIMS Agency and Fund

ETI Fund Fund value w description

BTl Fund 2 Fundvalue w description (Updated 7114 far new OASIS
BTl OASIS Info FIMS Agency and Fund {Updated 711014 for new OASIS re
BUDG - 5934 CT Expenditures by Fund - Central Funds Only

BUDG - A1 Test TestReport

BUDG - Acct String C Parent Acet String plus DA S Parent

e

4

19. If needed for your chosen FSG report, click the LOV button (...) for the Display Set on the Parameters screen.
20. Scroll through the list of Display Sets and click on the appropriate listing.

Ledger WU GL Wil Set of Books
Report BUDG - Available Cash Avwailable Cash Balances
Period |AUG-14

Currency USD

Rounding Option |Calculate Then Round

Segment Override

Content Set |BUDG - Expenses Only Central FIMS Funds and Lineiterns - Central O
Row Order |Expenditures by Fund - Central Expenditures by Fund - Central Funds
Dizplay Set | J

Output Option (Text
Exceptions Mo
Lewvel of Detail |Financial Analyst
Date |04-AUG-2014

A e e i | 3

l [0]74 I Qancel)l Clear)l Help)l

21. Click OK to populate the parameters field with your selection.

22. Once you have completed all of the parameters for the selected report, click OK.



O Submit Request
Run this Request. ..

Operating Unit
Pararneters

Language

At these Times...
Run the Jok

Upon Completion...

Layout
MNotify
Print to

[ Help (L) J
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Copy...

Mame |F'rc|gram - Run Financial Staternent Generator

|WVU GLEBUDG - Available Cash AUG-14.USD.Calculate Then Round. .BUDG - Expenses C

|American English

As Soon as Possible

M Save all Output Files

| Schegule. |

Options...

|nuprint

Delivery Opts

( Submit | I Cancel )

23. If you want to schedule this report to run at a later time, click Schedule.

© Schedule

Apply a Saved Schedule...

“ Once

Advanced

Run the Joh...

® Az Soon as Possible

' Perindically

' On Specific Days

Save this schedule

[ beb

[ ok || cancel

24. Choose the appropriate scheduling option and click the corresponding radio button:

e Apply a Saved Schedule

e As Soon as Possible

e Once
e Periodically

e On Specific Days

25. Click OK to accept the selected schedule for this report.
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Apply a Saved Schedule. .. /I
Run the Job...
. Start At 04-AUG-2014 20:22:04

T Az Soon as Possible End A
nd At

T Opce

- Dates of Every Month:
T Periodically g

...................................... 1 23]+ ]s]s]z
-------------------------------------- 8 9 10 11 12 13 1

Advanced 15 16 17 18 19 20 21
22 23 24 25 26 27 28
29 30 i Last Day
Days of Every Week:
5 M T w T F 5
[T Save this schedule [ncrement date parameters each run
Help Ok Cancel /I

26. Click Submit on the Submit Request screen to run this report (if you chose to run it as soon as possible), or
begin the schedule for this report.

[ Refresh Data ] Find Requests J Submit & Mew Request. .. )J

Request D Parent

Mame Phase Status Pararmeters

Pragrar - Run Financial St Pending  Nommal 1000, 101, FSG-ADHOC-, G, ( =

1]

Haold Request | “Wiew Details. .. J Wiew Clutput

Cancel Request | Diagnostics J Wiew Log...

27. If running this report immediately, click Refresh Data after a few minutes, and until the report is completed.
28. When the Phase field shows Complete, you can view the report.

e Click View Output to view the report in MAP
e Click File 2 Print to print the report.

29. You have completed this task.



