PACARD'NAE'| General Ledger Job Aid

Retrieving nVision Reports and DrillDown

Report Manager and Drilldown

The Report Manager is used for the monitoring and retrieval of reports generated through
PeopleSoft batch processes. The Report Manager stores reports run through Process
Scheduler and lets you view, print, or save online reports. It is Cardinal’s primary tool for
retrieving reports.

You can then drill down on an individual cell within a report by clicking on it and using Cardinal
nVision Drilldown functionality. The drilldown feature reads the detail transaction information
directly from the database.

Note: If you have both 2003 and 2007 versions of Excel on your desktop, you must first open
the 2007 version in order to read the Cardinal nVision reports retrieved.

To Retrieve a Report through Report Manager:

There are four tabs on the Report Manager. Reports can be retrieved from the Explorer page or the List
page. The Explorer page is a hierarchical view based on folders of all reports the user is authorized to
view, based on the folder selected when the report was run. The nVisions run nightly in batch are saved
to these folders seen on the Explorer page. The List page is a Search page allowing users to enter
known parameters to search for a particular report or range of reports.

1 Navigate to Main Menu > Reporting Tools > Report Manager

Note: Click Cancel if the following page appears.

4 CARDINAL

Favorites Main Menu > Reporting Tools > Report Manager

More than 1000 rows will be returned, this may take a long time. (63,17)

You should c;onsider using the filters to reduce the number of rows to be returned. Hit OK to continue or cancel to stop this refresh
OK Cancel
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2 The Report Manager opens to the List page.

4 CARDINAL

Fa\rtlr'rtes Mainvl'«'lenu ¥ Reportinvg Tools > Report Manager

" Explorer | Administration || Archives |

View Reports For

Folder: MMM | instance: | to: | | Refresn |
Name: Created On: | [# |Last v | 1 |Days |
Customize | Find | View A1 [ B | 88 Fist B g orq I Last
A~ Completion Report Process
Report Report Description Folder Hame .
Report Report Description Folder Name DateTime D T e
1 Report
[l save |

List | Explorer | Administration | Archives

To Retrieve a Report from the Explorer tab (remember, if you have both 2003 and 2007 versions of

Excel on your desktop, you must first open the 2007 version in order to read the Cardinal nVision
reports retrieved)

3 Click the Explorer tab to see all reports available by folder.
The Report Folders are displayed.

4P CARDINAL

Fa\rovr'rtes Mainvl'\-'lenu » Reporting Tools > Report Manager

m Administration || Archives |

First | Previous | Mext | Last | Left | Right

General

PROG BUD ACTUAL
C5C BUD ACTUAL
PROJ EXP ACTIVITY
FROJ EXP ACCOUNT

EIHHHIEI

nVision report folders:
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General — nVision Drilldowns will save here once run

PROG BUD ACTUAL-the Budget to Actual by Program nVision reports run in batch each night
CSC BUD ACTUAL-the Budget to Actual by Account nVision reports run in batch each night
PROJ EXP ACTIVITY-the Project Expenditure by Activity nVision reports run in batch each night
PROJ EXP ACCOUNT-the Project Expenditure by Account nVision reports run in batch each night

4  Click the folder with a plus sign icon to open the report folder.

The Business Unit folders are displayed.

4 CARDINAL

p— S

Favqrr'rtes Mainvru'lenu > Reporting Tools > Report Manager
H -

m Administration || Archives

First | Previous | Next | Last | Left | Right

General

PROG BUD ACTUAL

[= CSCBUDACTUAL
BUS0100

PROJ EXP ACTIVITY

FPROJ EXP ACCOUNT

5 Click the folder with a plus sign icon to drill inside the report business unit folder.

The Fiscal Year folders are displayed.

CARDINAL

Favorites | Main Menu : Reporting Tools » Report Manager
- : - -

m Administration || Archives |

First | Previous | Mext | Last | Left | Right

General
PROG BUD ACTUAL
[= CSCBUDACTUAL
[= BUS0100
FY2011
FY2012
FROJ EXP ACTIVITY
PROJEXP ACCOUNT
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6 Click the folder with a plus sign icon beside the desired fiscal year of the report.

Page 4 of 20

A listing of Department values is displayed if opening a Budget to Actual report.

4P CARDINAL

=

Fawlr'rtes Mainvl'u'lenu + Reporting Tools : Report Manager
m Administration | Archives

First | Previous | Mext | Last | Left | Right

General
[= PROGBUD ACTUAL
[= BUSO100
[= FY2011

10000
10001
10002
10004

10005 Values are listed in numeric order. Use
10007 First, Previous, Next, Last to find other

10008 |
10011 values.

10014
10015
10020
10021
10038
10040
10042
10043
10044
10050
10051
10053

HHHHHHAAIHHAIAIEHHIIEHHEE
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Lance.Kaeberle
Oval

Lance.Kaeberle
Group
Values are listed in numeric order.  Use First, Previous, Next, Last to find other values.

Lance.Kaeberle
Pencil

Lance.Kaeberle
Pencil

Lance.Kaeberle
Line

Lance.Kaeberle
Line
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A listing of Project id values is displayed if opening a Project Expenditure report.

4 CARDINAL

p=u S

Favorites | Main Menu > Reporting Tools > Report Manager
- H - -
m Administration | Archives |

First | Previous | Next | Last | Left | Right

General
PROG BUD ACTUAL
CSC BUD ACTUAL
PROJ EXP ACTIVITY
PROJ EXP ACCOUNT
[= BUS0O100

FY2011

[= Fy2012
0000000015
0000000016
0000000022

0000000029 | listed | ic ord
0000000033 Values are listed in numeric order. Use

0000000053 First, Previous, Next, Last to find other

0000000054 values.
0000000024
0ooooooo9g
0000000157
0000000177
0000000190
0000000191
0000000192
0000000195
0000000200

W

HHHHHHAAAIEEEHEEHH

7 Search the listing for the desired Department id or Project id and click the folder with a plus sign icon
beside the desired value.

One or multiple hyperlinks will be displayed representing the reports available for the Department id
or Project id chosen.
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4 CARDINAL

Favorites Main Menu > Reporting Tools > Report Manager

m Administration | Archives

First | Previous | Next | Last | Left | Right

eneral
[= PROGBUD ACTUAL
[= BUSO100
[= Fyz2011

10000

(= 10001
10001 PROGRAM - 2011-12-03-01.01.24 278837]
10002
10004
10005
10007
10008
10011
10014
10015
10020
10021
10038
10040
10042

AnmAn

HHHEHHHEHEEH H

tjcdc
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4 CARDINAL

Fa\ro'rites MainvMenu b Reportinvg Tools » Report Manager

m’»\nmimstration [ Archives |

First | Previous | Mext | Last | Left | Rignt

General
PROG BUD ACTUAL
CSC BUD ACTUAL
PROJ EXP ACTIVITY
= PROJEXP ACCOUNT
= BUS0100
FY2011
= Fy2012

[= 0000000015
[0000000015 ACCOUNT - 2011-12-04-14 43 25 176811]
[0000000015 ACCOUNT - 2011-12-04-02 36 56.525023]
0000000016
0000000022
0000000029
0000000033
0000000053
0000000054
0000000084
0000000099
0000000157

0000000177
ANNARANAan

PRRE

RHIHIHHIHIHHIEIEEI

8 Click the report hyperlink to access the report.

The report page with the file list is displayed.

4 CARDINAL

Fam_rrtes Mamvl'v'lenu > Reporting Tools

» Report Manager

Report ID: 10988 Process Instance: 117337 Message Lag
Name: RPTEOOK Process Type: nVision-ReponBook

Run Status: Success

10001 Program

Distribution Details

Distribution Node:  finprd Expiration Date:
Name File Size (1] Datetime Created
RGL3 003.xls 19,794 1210312011 1:01:24 278837AM EST
Distribute To
Distribution ID Type *Distribution ID
Role V_CARDINAL_REPORTER

9 Click the report hyperlink to open the report. A File Download box will open asking “Do you want to
open or save this file?”
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4 CARDINAL

— »
[0https:Hcard\nalﬁn.cnv‘virginia.gnv,l’psre‘H] l ﬁ - = @ v Page - Safety = Tools ~ @-

| Addto
Favorites Main Menu > Reporting Tools > Report Manager
B custo
File Download
Report 1D: 10988 Process Instance: 117837
Name: RPTBOCK Process Type: nVision-ReportBook Do you want to open or save this file?
Run Status: Success i : Name: RGL3 00345
10001 Program e Type: Microsoft Office Excel 97-2003 Worksheet, 19, 3KE
Distribution Details From: cardinalfin.cov.virginia.gov
Distribution Node: fi d Expiration Date:
e o [ Open ] [ Save ] [ Cancel J
Mame File Size (bytes) Datetime [#] lvsays ask before opening this type of file
RGL3 003xls 19,794 12/03/20
Distribute To > Wwhile files from the Internet can be uzeful, some files can patentially
—— P — @ harm your computer. IF you do nat trust the source, do not open ar
Distribution ID Type Distribution ID cave this file. ‘What's the rigk?
Role V_CARDIMNAL_REPORTER
é Done Q Local intranet f. - 0w v -l
10 Click the Open button. You will have the opportunity to save the file once it is opened.
An Excel message box displays.
4 CARDINAL
= Home | Workist | Ad
Favorites Main Menu > Reporting Tools > Report Manager
@ Mew Window @ Help E{' Cu
Report 1D: 10988 Process Instance: 117337 Message Log
Name: RPTBOOK Process Type: nVision-ReportBook

Run Status: Success

10001 Program
Distribution Details

M Microsoft Office Excel

Distribution Node: finprd

The file you are trying ko open, 'RGL3_003.xIs', is in a different Format than specified by the file extension. Verify that the file is not corrupted and is
from a trusted source before opening the file, Do you want ko open the File now?

ves ho |

Name
RGL3 003.xls
Distribute To
Distribution ID Type *Distribution ID
Role

V_CARDINAL_REPORTER

11 Click the Yes button. The report is opened in Excel. Excel functionality can then be used to format,
save and print the report.

Note: The report opens with time periods nPloded across columns, and values nPloded down the
rows.
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Cin 1 A RGL3_003.xls [Read-Only] - Microsoft Excel - & X
e —
‘ Home ‘ Insert Page Layout Formulas Data Review View Add-Ins

@ -
::E::y Arial s -8 x| = ==|®] |Swepre Number - ﬁ @ E- @‘ @  Autosum - ﬂ [ﬁ

8] Fin~
Paste - ‘B Iu "‘&'A'l = El [ Merge & Center ~ <_-u-g #%B| Condtional Formst  Cell  nsert Delete Format i Sort & Find &

Formatting = as Table ~ Styles ~ Filter = Select -~

=2 X

Clipboard i) Font i) Alignment i) Number i) Styles Cells Editing |
& - Cowusl
[]
1)z
B c D E F G H | J
2
Sl 3
3 Yeakoma Commonwealth of Virginia
4 Budget to Actual - Program
5
| 6 ReportID: RGL3 003
| 7 LayoutID: VGLRO03
| 8 Scope: GLO03_LV3
9 Period Ending: June 30, 2011 | | =
|10 Business Unit: 50100 VA Dept of Transportation
|11 Organization: 10001 Commissioner's Office
[12]
3]
Budget 20111 2011-2 20113 20114 20115 2011-6|
14 Program Description
115
|16 514009 Environmental Monitor Pgm Mgmt 0.00 1.08 0.00 182.71 1.387.00 0.00
1'502004 Grnd Transprt Pgm Mgmt/Directn 23,291.00 0.00 0.00 0.00 0.00 0.00
ﬁ'603015 Hwy Construction Program Mgmt 0.00 0.00 0.00 0.00 0.00 0.00
ﬁ'ﬁﬂtmﬂti Transportation Operations Svecs 0.00 5.08 0.00 0.00 0.00 0.00
| 20 60400501 Payroll Operations 0.00 (16,766.64) (10,024 70) (23,975 .40) (23.793.92) 53215 67 3.
@ A’SS}SOM General Management & Direction 3.914.316.00 250,805 67 184 479 58 203,654 51 195,356 13 158,636 46 205,
- | 22 /599002 Information Technology Sves 0.00 0.00 0.00 34593 0.00 0.00
E'SSSUZA Employee Training & Developmnt 64,694.00 0.00 0.00 0.00 100.00 0.00
H 4 r M| Sheet1 <FJ T Im

Ready | Scroll Lock |

To Retrieve a Report from the List tab
12 Click the List tab to open the Search page.
13 In the “View Report For” section, the user can define specific criteria to search for the desired report.

Select a specific Report Folder from the dropdown menu.

Favarites Main Menu > Reporting Tools > Report Manager

L0 Explorer || Administration || Archives |

View Reports For

Instance: | to: | . Refresh

Created On:| B |Last vl | 30 | Minutes v

Bl | <
Customize | Find | View All| Bl | B First |4 10f1 b ] Last

| PROJ EXP ACCOUNT Folder Name Comgl_etion Report Process
— Date/Time 1D Instance

FROJ EXP ACTIVITY

14 Enter any other known Search criteria and click the Refresh button:

a. Instance — Enter a range of Process Instances. Leave these fields blank to list all Instances.
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b. Name — Enter the Name or part of a Name to list the reports that match the Name entered.

i. PROG BUD ACTUAL-the name includes the Department ID

ii. CSC BUD ACTUAL-the name includes the Department ID Cost Center combination.
User either or both.

iii. PROJEXP ACTIVITY-the name includes the Project ID
iv. PROJEXP ACCOUNT- the name includes the Project ID

c. Created On — Use the Calendar, or enter a specific Date to list only reports that are created
on that date.

d. Last-— Use to display only those reports that were created in the last number of days, hours
or minutes. This setting defaults to Minutes, so this parameter must be changed to reflect the

time period in which the report was run, i.e. Last 2 Days.

A listing of reports matching the search criteria will be returned.

48 CARDINAL

Main Menu > Reporting Tools > Report Manager
- -

Favorites
o

List Explorer Administration Archives

View Reports For

to:| . Refresh |

Folder:| PROG BUD ACTUAL |  Instance: |

Name: | 10001 Created Dn:|12:’03f2011 [ |Last v | 45 | Days '
Customize | Find | view Al B | % First K1 4 011 D Last
S Completion Report Process
Report Report Description Folder Hame - —
Report Report Description Folder Hame DatelTime D Instance
12/03M11
110001 Program | 10001 PROGRAM FROG BUD ACTUAL 101AM 10988 117837

15 Click the report hyperlink to access the report.

The report page with the file list is displayed.
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Favortes  Main Menu > Reporting Tools > Report Manager

Report ID: 10988 Process Instance: 147337

Name: RPTBOOK Process Type:
Run Status:

Message Log
nvision-ReporBook

10001 Program
Distribution Details

Distribution Node:  finprd Expiration Date:

Hame File Size es Datetime Created
RGL3 003.xs

19,794 120032011 1:01:24.278837AM EST
Distribute To

Distribution ID Type

Role

*Distribution 1D
V_CARDINAL_REPORTER

16 Click the report hyperlink to open the report. A File Download box will open asking “Do you want to
open or save this file?”

‘H Repart Manager

(- https:ficardinalfin.cov.virginia.gov/psreports/finprd/10988/RGL3_003.xls - Windows Internet Explorer provi... |ZHE”X|

P N R Y
@@ |H https: ) cardinglfin.cov virginia,gow/pereports Finprd) 105 V| % |‘f” b3 | |:f Live Search H‘D v|
Favorites . Main Mend: Fie Edt View Favorites Toos  Help
H H y 3 n » i
|; p Favoritss | 5ls () All State Staff = () ¥DOT Staff = @) eVh & NIMSFEMA Certification) & | RMS (State Job Site) £ va Dept of Trans I New Window
Report f & =
IO https: ffcardinalfin. cov. virginia, govfpsreports finprdf1... I File Download
Report ID: 10988 |-
Hame: RPTB Do you want to open or save this file?
Run Status: @ Mame: REL3_003.xls
10001 Program Type: Microsoft Excel Worksheet, 19,3KE

Distribution Details

From: cardinalfin.cov.virginia.gov¥
Distribution Node:

[ Open ][ Save ]k Cancel J

Name Alwaps ask before opening this twpe of file
RGL3 003xls
Distribute To = “While files from the Intermet can be useful, some files can potentially
I harm your computer. IF pou do not tust the source, do not open ar
R save this file. What's the risk?
Role

é Done

% Local intranet g 0% -

https: ffcardinalfin.cow. virginia, govipsreportsifinprdf 10988 RGL3_003,xls

iFi| g\_oca\i
17 Click the Open button. You will have the opportunity to save the file once it is opened.

An Excel message box displays.
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Home | Workist | Ad
Favorites  Main Menu > Reporting Tools > Report Manager
-

& new window (DHelp [F cu

Report
ReportID: 10988 Process Instance: 117537 Message Log
Name: RPTBOOK Process Type: nVision-ReportBook

Run Status: Success

10001 Program

M Microsoft Office Excel
Distribution Node: finprd

The File you are krying to open, 'RGLI_003.xIs, is in a different Farmat than specified by the File extension. Yerify that the file is not corrupted and is
from a trusted source before opening the file, Do you want to open the file now?

Name
RGL2 003xls

Distribution 1D Type *Distribution ID
Role V_CARDINAL_REPORTER

18 Click the Yes button. The report is opened in Excel. Excel functionality can then be used to format,

save and print the report.

Note: The report opens with time periods nPloded across columns, and values nPloded down the
rows.

. j'= RGL3_003.xls [Read-Only] - Microsoft Excel - o X
gy =
| Home | Insert Page layout  Formulas Data  Review  View  AddIns @ - = x
# cut o = ﬁ @ o T T X AutoSum ~ ﬂ
3 Arial ~j10 -||A & S Wrap Text Number ~ = -
Fel i [—] 5] = @ (9] Fill ~ [ﬁ
Past - - A= o Conditional Format  Cell | Insert Delete Format Sort & Find &
5 omatpanter B 2 7|5 A [ i Merge & Center | | Sondiiorel Fomst | Coll | nsert Delee Fomat || ) i So® Dndd |
Clipboard ] Font )| Alignment ] Humber ] Styles J Cells J Editing |
| £ ~C. A
1]z B | C D B F G H 1 J
2
S 3
3 eakoma Commonwealth of Virginia
4 Budget to Actual - Program
5|
| 6 ReportID: RGL3 003
| 7 LayoutID: VGLROD3
| 8 Scope: GLO03_LV3
9 |Period Ending: June 30, 2011 I I =
' 10 Business Unit: 50100 VA Dept of Transportation
' 11 Organization: 10001 Commissioner's Office
L2
113
Budget 20111 2011-2 2011-3 20114 20115 2011-6,
14 Program Description
115
@ ﬁ'ﬁ‘mﬂm Environmental Monitor Pgm Mgmt 0.00 1.08 0.00 182.71 1.387.00 0.00
- | 17 /502004 Grnd Transprt Pgm Mgmt/Directn 23,291.00 0.00 0.00 0.00 0.00 0.00
@ 3'503015 Hwy Construction Program Mgmt 0.00 0.00 0.00 0.00 0.00 0.00
- | 19 604004 Transportation Operations Sves 0.00 808 0.00 0.00 0.00 0.00
- | 20 50400501 Payrall Operations 0.00 (18,768.64) (10,024.70) (23,975.40) (23,793.92) 5321567 (3,
@ A’BBSUUW General Management & Direction 3,914,316.00 250,905.67 184,479.58 203,654.51 195,356.13 158,636.46 205,
- | 22 599002 Information Technology Sves 0.00 0.00 0.00 34593 0.00 0.00
ﬁ'899024 Employee Training & Developmnt 64.694.00 0.00 0.00 0.00 100.00 0.00

Ready | Scroll Lock |
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To Use Drilldown Functionality on the nVision Report
19 Choose a cell on the report to drill.

Note: This feature works from any field in the nVision report that is not an Excel formula.

(D) = 9 - s RGL3_003xls [Read-Only] - Micrasoft Excel - = x

£
- Home | Insert Page Layout  Formulas Data Review  View Add-Ins @ - =7 x
= % ot Arial BRI SN S Wrap Text Number - g ) || e Tk FE) | D Autosum- ?
D Gen (A | Shwrap }g o = e on- a4
Pajte F Format Painter - A = Fad Merge & Center = | | § = % o || %8 5% FC:rr:"dawg;r;al_ asFDT;Eretv St;eellv Insvert DEI‘EtE Fur‘mat 2 Clear + éi‘l‘t:rg'( sFleT::t&-
Clipboard fa Font fa Alignment fa Number fa Styles Cells Editing
[ G16 - fe 18271
0 ; =
[1]2] B c D E F G H | J
8 Scope: GLO03_LV3
9 Period Ending: June 30, 2011
10 ‘Business Unit: 50100 VA Dept of Transportation
11 Organization: 10001 Commissioner's Office
12
13
Budget 20111 2011-2 2011-3 20114 2011-5 2011-8|
14 Program Description
15
16 514009 Environmental Monitor Pgm Mgmt 0.00 1.08 0.00 I 182.71 ! 1,387.00 0.00
17 502004 Grnd Transprt Pgm Mgmt/Directn 23.291.00 0.00 0.00 0.00 0.00 0.00
18 /603015 Hwy Construction Program Mgmt 0.00 0.00 0.00 0.00 0.00 0.00
19 604004 Transportation Operations Svcs 0.00 5.08 0.00 0.00 0.00 0.00
20 (50400501 Payroll Operations 0.00 (18,765.64) (10,024.70) (23,975.40) (23,793.92) 53.215.67 (3,
21699001 General Management & Direction 3,914,316.00 250,905.67 184,479.58 203.654.51 195,356.13 158.636.46 208,
22 599002 Information Technology Sves 0.00 0.00 0.00 34593 0.00 0.00 =|
23 599024 Employee Training & Developmnt 64,694 00 000 000 0.00 100.00 0.00
24 All Programs $4,002,301.00 $232 146 19 §174 454 83 $180.207 75 §173.049 21 $211.852 13 $202 |
25
26
27
28
29
30
3
32
33
34

1
W4 N Sheett 7 - ——

Ready | Scroll Lock

20 Click the Add-Ins tab on the toolbar, then nVision Drill, then Dirill.
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;/é,-,\\ el = C s Balo.00 sl [Read-Only] - Microsoft Excel - = X
= ome ns. Page Layout Formulas Data Review Vigw Add-Ins @ - = x
nAVisionDrill =
‘ Drill |
[ - £ 18271
B & D E F G H | J
8 Scope: GLO03_LV3
9 Period Ending: June 30, 2011
10 [Business Unit: 50100 VA Dept of Transportation
11 Organization: 10001 Commissioner's Office
12
13
Budget 20111 2011-2 2011-3 20114 20115 2011-5|
14 Program Description
15
16 514009 Environmental Monitor Pgm Mgmt 0.00 1.08 0.00 I 182 71 ! 1387.00 0.00
17 602004 Grnd Transprt Pgm Mgmt/Directn 23.291.00 0.00 0.00 0.00 0.00 0.00
18 '503015 Hwy Construction Program Mgmt 0.00 0.00 0.00 0.00 0.00 0.00
19 604004 Transportation Operations Svcs 0.00 8.08 0.00 0.00 0.00 0.00
20 /60400501 Payrall Operations 0.00 (18,768.64) (10,024.70) (23,975.40) (23,793.92) 53,215.67 (3,
21699001 General Management & Direction 3,914,316.00 250,905.67 184 ,479.58 203.654.51 195,356.13 158.636.46 2085,
22 599002 Information Technology Sves 0.00 0.00 0.00 345.93 0.00 0.00 =|
23 599024 Employee Training & Developmnt 64,694 00 000 0.00 0.00 100.00 0.00
24 All Programs $4,002,301.00 $232 146 19 §174 454 83 $180.207 75 §173.049 21 $211.852 13 $202 |
25
26
2
28
29
30
i
32
33
34
£
W 4 b+ M| Sheetl ¥ | m

Ready | Scroll Lock

21 Click the OK button in the Security Alert box.

Security Alert El

You are about to view pages over a secure connection.

Any infarmation you exchange with this site cannot be
vievwed by anpone elze on the web,

[T1n the future, do nat show this warking

[ 1] H Mare Info ]

22 The Cardinal Run Drilldown page is displayed with the list of available drilldowns. Click the Run
Drilldown button beside the desired report.
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PES -

Run Drilldown

Report Instance:

117837_10988

Column:

Retrieving nVision Reports and DrillDown

Hol

0 New Wind

Row: 21
“Type: Web
Available Drilldown Layouts
Description
AP Detail

Account by Business Unit
Account by Period
Account by Product
Business Unit by Period
Business Unit by Account
Business Unit by Product
Employee by DrillDown-Copy
Journal Lines

Product by Account
Product by Business Unit
Product by Period
Crilldown by Employee
Crilldown by Agency Use 1

Drilldown by Task
Crilldown by FIPS
Drilldown by Asset
Drilldown by Cost Center
Drilldown by Route

= notity |

Customize | Find | E

4] ™
First 1-19 of 19 Last

*Server Name  Run Drilldown
[PSNT1 | | RunDrilldown |
[PsuT1  ~|  RunDrilidown |
[PsnT1 ~| | RunDrilidown |
[PSNT1 | | RunDrilldown |
[PsuT1 ~|  RunDrilidown |
[PsnT1 ~| | RunDrilidown |
[PSNT1 | | RunDrillidown |
[PsuT1 ~|  RunDrilidown |
[PsnT1 ~| | RunDrilidown |
[PSNT1 | | RunDrillidown |
[PenT1 %] | RunDrildown |
[PsnT1 ~| | RunDrilidown |
[PSNT1 | | Run Drilldown |
[PENT1 »| | RunDrilldown |
[PenT1 %] | RunDrilidown |
[Psnt1 %] | RunDrilldown |
[PsnT1 &| | RunDrilldown |
[PsnT1 v| | RunDrilldown |
[Psnm1 v | RunDrilidown |

23 If the following page is displayed, click the Cancel button.

Favorites © Main Menu
- - -

oK || Cancel |

Page 15 of 20

More than 1000 rows will be returned, this may take a long time. (63,17)

You should consider using the filters to reduce the number of rows to be returned. Hit OK to continue or cancel to stop this refresh
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Retrieving nVision Reports and DrillDown

24 The Report Manager opens to the Administration page.

A% CARDINAL |

Favorites | Main Menu
S, =

N
(List [ Explorer e O ( Archives |

View Reports For

UseriD:  |PPS_ELIZABET! Type: v |[Last v| From| 1] I ) | Refresh | To:

Status: | v| Folder:| v| Instance: | to: |

Report List Customize | Find | View A1 B 38 First K1 4071 I Laot
Select Beport Pres pport Description  Beduest Format Status Details Details

v Instance Date/Time

O Report Description Details |Details
SeIeI:MII IE‘Deselel:ﬂ\ll

| Delete |cjicy ine gelete button to delete ihe selected report(s)

(5 save |

List | Explorer | Administration | Archives

25 Click the Explorer tab. The report folders are displayed.

Favorites | Main Menu
- H -

m Administration || Archives

First | Previous | Next | Last | Left | Right

General

FROG BUD ACTUAL
CSCBUD ACTUAL
FROJ EXP ACTIVITY
FROJ EXF ACCOUNT

EIEIHEIE
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Retrieving nVision Reports and DrillDown

26 Open the General reports folder. The drilldown reports are displayed. Drilldown reports begin with
‘DR’ and the hyperlink will specify the parent report, the process instance, and the run date and time
of the report.

Favorites | Main Menu
- : -

m Administration || Archives |

First | Previous | Mext | Last | Left | Right

[= General

[DR 117837 118935 RGL3 003.XLS-2011-12-04-16.32 46 844533]
[DR 117837 118938 RGL3 003.XLS-2011-12-04-16.35 23 005404]
[DR 117837 118940 RGL2 003.XLS-2011-12-04-16.26.30.2325198]
[DR 117837 118944 RGL3 003X 5 -2011-12-04-16.46.09.837939]
[DR 117837 118950 RGL3 003 XL5-2011-12-04-16.58 46 971354]
[DR 117837 118960 RGL3 003.XLS-2011-12-04-17.09.17 576505]
[DR 117837 118964 RGL2 003.XLS-2011-12-04-17.17.18.515955]
[BUDGET STATUS REPORT - 2011-11-28-15.29.29.134217]

[BUDGET STATUS REPORT - 2011-11-28-15.28 11.325315]
[BUDGET STATUS REPORT - 2011-11-29-15.26.25.195248]
[BUDGET STATUS REPORT - 2011-11-29-15.25 17 494 346]
[BUDGET STATUS REPORT - 2011-11-28-15.23. 53.630511]
[BUDGET STATUS REPORT - 2011-11-29-15.22 45 936500]
[BUDGET STATUS REPORT - 2011-11-29-15.21.34.198774]

[BUDGET STATUS REPORT - 2011-11-29-15.20.18.436186]
[BUDGET STATUS REPORT - 2011-11-28-15.19.12 7887421

FEFrPFP PP PRPPRER

27 Open the hyperlink for the drilldown report.
The report page with the file list is displayed.

4 CARDINAL

Favorites | Main Menu
v -

ReportiD: 213798 Process Instance: 118835 Message Log
HName: DRILLDWM Process Type: nVision-Report

Run Status: Success

DR_117837_118935_RGL3_003xls

Distribution Details

Distribution Node:  finprd Expiration Date:
Hame File Size es Datetime Created
DR 117837 118935 RGL3 003.xls 2,148,280 12/04/2011 4:32:46.844833PM EST
Distribute To
Distribution ID Type *Distribution ID
User PPS_ELIZABETH.LAKE
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Retrieving nVision Reports and DrillDown

28 Click the report hyperlink to open the report. A File Download box will open asking “Do you want to

open or save

this file?

4 CARDINAL

Favorites

Main Menu

¢ Favories | 545 virginia.gov - Home  [3) All State Staff = |73 VDOT Staff + £ eVA

(O httpsifjcsrdingfin cov.vigiis.govjpsre... | | fi v+ B) [ @ - Pege~ Safety - Took - @~

»
bl Add to Favorites

ReportID: 213793 Process Instance: 118935
Name: DRILLOWHN Process Type: nvision-Report Do you want to open or save this file?
Run Status: Success

File Download

Customize Pag:

Name: DR_117637_118935_RGL3_003.xls
Type: Microsoft Office Excel 97-2003 Worksheet, 2,.04MB

DR_117837_118935_RGL3_003 xls

Distribution Node: finprd

From: cardinalfin.cov.virginia.gov

Save

J [

[ Open

][ Cancel ]

File Size (bytes) Always ask before opening this tepe of file

2,148,280

12/04/201

Distribution ID Type
User

29 Click the Open button.

9
Distribution ID
PPS_ELIZABETH.LAKE

save this file. Wwhat's the risk?

Wwihile files from the Intermet can be useful, some files can potentially
harm your computer. |f you da nat trust the source, da nat open ar

& Done

‘a Local intranet

Gy v W00% <

You will have the opportunity to save the file once it is opened.

An Excel message box displays. Note: You may need to click over to the open excel report to see this

message box.

= s

(m] RGL3 [Read-Cnly] - Mi cel - 8 X
Home  Insert Page Layout  Formulas Data Review  View Add-Ins @ - = x
nVisionDrill
Menu Commands
- (3 fe| 18271
: =
B c D E F G H | J
5
6 Report ID: RGL3_003
7 LayoutID: VGLRO03
8 Scope: GLO03_LV3
9 Period Ending: June 30, 2011
10 ‘Business Unit: 50100 VA Dept of Transportation
11 Organization: 10001 Commissioner's Office
12
13 Microsoft Office Excel
The fil trying ks 'DR_117837_118935_RGL3_00Z.xs' different Format th fied by the file ext erify that the fi s 2m-4
inti e file you are trying to open, ‘DR _ L _RGLI_003.45', is in a different Format than specified by the file extension, Verify that the file is
14 Program Do | et ey e B AN
15
16 514009 Emironmentg (s | oo ] [ree | 0 0.00
17 [602004 Grnd Transpri g WIOMOTECHT 329100 000 000 000 U0 0.00
18 503015 Hwy Construction Program Mgmt 0.00 0.00 0.00 0.00 0.00 0.00 =
19 (604004 Transportation Operations Sves 0.00 5.08 0.00 0.00 0.00 0.00
20 50400501 Payroll Operations 000 (18,768 64) {10,024 70) (23,975.40) (23793 92) 53215 67 3
21 593001 General Management & Direction 3,914,316 00 250,905 67 184 479 58 203.654 51 195,356 13 158,636 46 205,
22 599002 Information Technology Sves 0.00 0.00 0.00 34593 0.00 0.00
23 599024 Employee Training & Developmnt 64.694.00 0.00 0.00 0.00 100.00 0.00
24 All Programs $4.002,301.00 $232,146.19 $174 454 88 $180.207.75 $173.049.21 $211.852.13 $202,
25
26
27
28
29
30
3
WA | Sheety ,FI - _1
Seroll Lock | Opening DR_117537_115935_RGL3_003.xls. Press ESC to cancel.
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30 Click the Yes button. The report is opened in Excel. Excel functionality can then be used to format,

save and print the report.

Note: The report opens with time periods nPloded across columns, and values nPloded down the

rows.
‘f:,\\ H9- s DR_117837_118938 RGL3 003.ds [Read-Only] - Microsoft Excel o
= Home  Insert Page Layout  Formulas Data Review  View | Add-Ins @ -
nVisionDrill
Menu Commands
£]o
. L
e D E F G
2 Commonwealth of Virginia
3 Drilldown by Cost Center
a
5
6 Report ID: RGLO35
7 lLayoutID: VGLRO035
8 Period Ending: June 30, 2011
9  Business Unit: "s0100 VA Dept of Transportation
10
11
12 Cost Center Description Budget 2011-1 2011-3 2011-6
- (13 '11050010 Environmental Monitoring Mgmt 0.00 Loe | 0.00 ! 0.00
- | 14 11050020 On-Call Contract Review 0.00 0.00 182.71 346.21
15 All Cost Centers $0.00 s1.08 $182.71 $346.21
16
17
18
19
20
21

W4 b W Sheetl <
Ready | Scroll Lock |

When Your Report Does Not Display in Report Manager

31 If you do not see your report in Report Manager within a few minutes, it may have run to error. Go to

the Process Monitor to verify.

Navigate to Main Menu > PeopleTools > Process Scheduler > Process Monitor

Page 19 of 20 Last Updated 01/12/2012
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Retrieving nVision Reports and DrillDown

CARDINAL

Favovm:es MainvMenu > Feoplo;TooE > Processsvchedu\ar > Process Monitor

View Process Request For

B New

user ID: [FPS_ELIZABE'@, Type: I v [Last v | £ [Hours v | Refresh |
Server: | "'l Name: \ @, Instance:| to \
z;‘ar:us: | "l g:‘l';:mm" ‘ Vl [] save On Refresh

Process List Customize | Find | view 218 | 3 Frst K1 1 or I Los

Select Instance Seq. Process Type User  RunDatelTime Run Status w

The Process Monitor will open with your userid. Click the Refresh button to see your listing of
jobs/reports run.

You can further define the Search by specifying the Type: nVision-Report and specify Last XX
Minutes, Hours before you click Refresh.

Verify if your recently run nVision Drilldown shows a Run Status of Error. If the report did run to error,
it will not show on Report Manager.

Favorites  Main Menu > Peop\evTools » Process Svchedu\er » Process Monitor —
& New Wini
User ID: ’PPS_EWQ, Type: ‘ nvision-Report v| ‘ Last v| \ 25 ‘ Days v| | Refresh \
Server: Name: fig Instance: ‘ to ‘
E;‘aqus: g‘t:mg“"o" [¥] save On Refresh
Process List Customize | Find | View A First K1 421 oF 24 I st
Select Instance Seq. P Type :;i":” User Run Date/Time Run Status w Details
186929 nVision Report NVSRUN  PPS_ELIZABETH.LAKE 01/09/2012 5:27:02PM EST Success Posted Details
186710 nvision Report DRILLDWN PPE_ELIZABETH.LAKE 01/09/2012 3:33:32PM EST Success Posted Details
185901 nVision Report DRILLOWN PPS_ELIZABETH.LAKE |01/09/2012 12:00:01PM EST Success Posted Details
171536 nVision Report NVSRUN  PPS_ELIZABETH.LAKE 01/03/2012 1:17:42PM EST Success Posted Details
171495 nVision Report MVSRUN  PPS_ELIZABETH.LAKE 01/03/2012 1.08:12PM EST Success Posted Details
147195 nvision Report DRILLDWN PPE_ELIZABETH.LAKE 12/20/2011 2:53:19AM EST Success Posted Details
147090 nVision Report DRILLDWM PPS_ELIZABETH.LAKE |12/20/2011 9:28:34AM EST Success Fosted Details
147084 nVision Report DRILLDWN PPS_ELIZABETH.LAKE | 12/20/2011 9:26:49AM EST Success Posted Details
147083 nVision Report DRILLDWN PPE_ELIZABETH.LAKE | 12/20/2011 9:26:00AM EST Success Posted Details
147075 nVision Report DRILLOWN PPS_ELIZABETH.LAKE |12/20/2011 9:24:37AM EST Success Posted Details
146967 nVision Report DRILLDWN PPS_ELIZABETH.LAKE |12/20/2011 8:47:25AM EST Error Posted Details
146007 nVision Report DRILLDWN PPS_ELIZABETH.LAKE 12/19/2011 5.34:12PM EST Success Posted Details
1ARNNE n\ficinn Pannrt NP MAR PPS ELIZABRETH | AKE 12/10M2N011 &5-241-29PM EQT Qurrace Pnctad Nataile
L
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	You can then drill down on an individual cell within a report by clicking on it and using Cardinal nVision Drilldown functionality.  The drilldown feature reads the detail transaction information directly from the database.
	Note: If you have both 2003 and 2007 versions of Excel on your desktop, you must first open the 2007 version in order to read the Cardinal nVision reports retrieved.
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