PeopleSoft Training Document
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Cost Centre Managers

Income and Expenditure Reports using

nVision Drilldown

Functional Area

Process Area

Processes covered in this document

1.1.1  Who needs to know
1.1.2  Using nVision Reports
1.1.3  Description of Different Drill Types

Process Map Reference

Unitec Processes 9.2
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Who needs to know this?

NVision provides Users the ability to review detailed transactions underpinning the reports
that are produced each month, for example: Income Statements; Project Reporting;
Financial updates.

This provides Users the ability to “drill down” and review their results as if they are within the
PeopleSoft Module, providing better visibility in determining if any journals are required to be
made and enabling the understanding and reporting of performance.

If you are a Cost Centre Manager, who uses nVision for your reports, drilldown functionality
changes.

Setup

In order to access your reports, you need to set up nVision as a Web Based application in
PeopleSoft.

STEP ACTION

Setup: Add in T3 nVision for PeopleSoft application

Note: This is a once only task to install the Add-Ins ‘Drill” onto your PC.
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STEP

1. Select Software
Centre from the
Desktop

2. Select T3 nVision
for PeopleSoft
icon

3. Select the Install
button

[ Software Center

Unitec Institute of Technology

lications
ApP All

Required

I> Installation status Fitter: [Al

= Sortby: | Application name:AtoZ ~

Installed software

7-Zip 9.20 Adobe Adobe InDesign Adobe |
E& Device compliance Dreamweaver CC CC August 2016 Install -
£¥ Options
= * CE"
Autodesk IrfanView 4.36 Microsoft Visual C  Microso
AutoCAD 2016

++ 2010 x64

[e1],

T3 nVision for
Peoplesoft

@ Software Center
Unitec Institute of Technology

App'iCatiDnS Applications » Application Details

T3 nVision for Peoplesoft

Published by Oracle

[> Installation status

Installed software

Eé Device compliance

{¥ Options

=d: Not specified
No
=: Less than 1 MB

Not specified
ents: 0

Re-boot your computer after installing this and before trying to access drilldown add-in in

Excel
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Using nVision reports

Objective

Steps for Cost Centre Managers to access reports

STEPS

ACTIONS

Open Excel

Locate and open the Excel Report from the H: drive, for example —
H:\4. Non-Academic Services\Finance\Reports\Management) ...

Enable Editing

0 PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View.

Enable Editing

1. Click on avalue
to be drilled

2. Select Add-Ins
Tab

Home t Page Layout Formulas View Developer m ACROBAT

n\.‘iﬁl}l‘i“ -

Menu Commands
. D Hnrmew:nueﬂ:u ™May Lvis
VisionDr

o |« arameters; 90AA - Academic Admin

6 All Programmes

7 All Projects

8 RunJune 28, 2017 at 12:23

9 Month

Actual Budget Variance Actual
10
Act v Bud

11
12
13 INCOME
14 TOTAL INCOME - - [
15
16 EXPENDITURE
17 Trading Materials
18 Total Trading Materials - -1 -1
19
20 Class Materials
21 240300 Copy Materials - 250 250 |
22 Total Class Materials -] 250 | 250 |
23
24 Labour Costs
25 "245500 Allied Staff Salaries 170,189 169,422 (766), 774,
26 245720 Casual Allied Administration 6,217 12,925 6,708 16,
27 248500 Holiday Pay 6,799 - (6,799)| 114,
28 1276000 Staff Recruitment - 250 250
29 276500 Staff Training & Development - 4625 4625
30 Total Labour Costs 183,205 | 187,222 | 4,018 906,
31
32 Minor Capital Works
:;3 Total Minor Capital Works 3 -] -]

4
35 Overheads
26 [253000 Catering & Staff Functions 62 203 23
37 (253300 Carparking Costs - 4 4
38 "2ss010 Mobile Phone Rental & Calis 52 245 193
39 255200 Communications Postage 59 4 { 66)|
40 255600 Computer Consumables i 83 ] 4,

1. Select Drill from
the nVisionDrill
option list

Engmeenng Metwork [Compatibility Mode] - Excel

Data Revicw ACRDEAT

Page 5 0f 9




STEPS

ACTIONS

please note-~

When you select the first drill down, you will need to log into PeopleSoft, using your
PeopleSoft username and password.

Secure Logon
for Unitec

Username

Password

Logon

Your username is the name part only of
your Unitec supplied email address.

Forgot Password?

For second and subsequent drill options, within the same session, you will already be
logged in.

1. Select the
required Run
Drilldown
button

& Wttps:/ Frrrsuatunitecacnz 430 pap FRELIATOT MEN O = @ © | B Deilidown

Run Drilldown

Run Drilldown

Report Instance: TATOEZ_ 368853
R 14 Colum; 5
“Trpe:
Availafike Drilidown Layouwts Personalize | Find | 22| _-|. Fst & 1Tl & Last
Cescriphon * Server Mame Fun Drildosm
AP Detail [FENT Run Drildown
Direct Joumal Lines [PSHT  +] Run Deildonm
Account by Depariment o Driidown
Biling Lines Foun Dvilldown
Depariment by Penod Run Drillden
Joumal Lines Run Drlclmmo
Jounal Enes el Capitaksal Foun Deligown
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STEPS

ACTIONS

1. Processrunto
Success

“Wait for the What

do you want to
do...?” window

2. Open thefile

unitecacne 0 = 0

2 Dnlldcwn

Run Drilldown

Sy
Preparing oufgar Tor Mno

Process Mame:  DRILLDWH
Process nstance; T37005

Avian Repor Delidows

Process Type: eon-Report

Imermeet Eaplorer b

What do you want to Do with DR_T37982 737005 | & E
- Emgiineering Metworkodss?®

Feofi: e usited. a0 ne

Cancal

Excel opens with
Drill Details
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Description of Different Drill Types

Journal Lines

Show all transactions for the given period(s) against the chosen account or set of accounts
(eg income accounts).

B E D E F G H | J K L

2 |UNITEC DRILL TO JOURNAL LINES

3 |Journal hd Date - Line# -~ Acct ~ Department -~ Product ~ Project ~ Monetary Amount - Journal Line Description - Year ~ Period -
4 0000075700 2016-03-31 1[100000 [20AF -112.683.53|Bulk Funding Mar16 2016 3
5 |IM00075371 2016-02-29 6]110001 |20AF 86.730.03|Smoath Tuition Fees Feb 2016 2016 2
6 |IM00075505 2016-02-29 1111001 |20AF 490,860.97 | Advance Tuition Fees 1162 2016 2
7 |IM00075372 2016-02-29 1111001 |20AF 371.895.36|Smoaoth Intl Fees Feb 2016 2016 2
8 |SF00078404 2016-10-18 78[262002 | 20AF BBES 0.00[Student Financials Interface 2016 10
9 |SF00078382 2016-10-17 278[191500 [20AF NZDB 0.00{Student Financials Interface 2016 10
10 |SF00078382 2016-10-17 264110000 [20AF NZDB -167.91|Student Financials Interface 2016 10
11 [IM00075594 2016-10-31 516[110001 |20AF COP 1,628.29|FIA Tuition Oct 16 2016 10
12 |[IM00078594 2016-10-31 505[110001 |20AF CFSTW 3.782.31|FIA Tuition Oct 16 2016 10
13 [IM00078594 2016-10-31 494110001 [20AF CBUSI 6,005.64|FIA Tuition Oct 16 2016 10
14 |IM00078594 2016-10-31 483110001 [20AF CBAC3 9,192.12|F1A Tuition Oct 16 2016 10
15 |[IM00075594 2016-10-31 445110001 [20AF BSPT 125.58|FIA Tuition Oct 16 2016 10
16 [IM00078594 2016-10-31 334[110001 |20AF BDVA 125.58|FIA Tuition Oct 16 2016 10
17 |IM00078594 2016-10-31 223[110001 [20AF BCS 61.80(FIA Tuition Oct 16 2016 10
18 [IM00075594 2016-10-31 215[111001 [20AF SACPT 1,662.69|FIA Tuition Oct 16 2016 10
19 |IM00075594 2016-10-31 214111001 [20AF SACP3 1,718.24|FIA Tuition Oct 16 2016 10
20 IM00078594 2016-10-31 213[111001 [20AF SACOP 783.47|FIA Tuition Oct 16 2016 10
21 IM00078594 2016-10-31 211111001 [20AF NZDB 48.696.48|FIA Tuition Oct 16 2016 10
AP Detail

Provide additional information for Accounts Payable transactions for the chosen account(s)
(expenditure accounts).

2 UMITEC DRILL TO PAYABLES LINES

(s
4 [APUnL - Joumal - Ve - [Ling. - [Accoenl - Depl - |Product - Projecd - Program - Monsiary Amol - Descrhen
| APLS i [HCRL I

il

Po Reference
[Fichacd 1actord (NCRL) 015085
I

Billing Lines

Provide additional information for the chosen account(s) where Unitec has invoiced outside
parties (income accounts).
B C D E F G H J K

3 UNITEC DRILL TO BILLING LINES
4 Current Year

5 Name + Period - Invoice ~ Dept ~  Account ~  Product ~  Project ~ InvDescr ~ Monetary Amow ~ InvText A
6 |IBM New Zealand Limited | 12 | acotsse4 | 200G [ 197700 | | | | -50,000.00|Scholarship Funding for 2015 |
7 [ [ [ \ [ [ \ [

8 -50,000.00

]

10
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Direct Journal Lines

Provide additional information for the chosen account(s) where outside parties have paid
direct into Unitec’s bank account (income accounts).

B Z D E F G H J

3 |UNITEC DRILL TO DIRECT JOURNAL LINES

4 | Current Year

5 |Deposit ID hd Mth ~ Dept ~  Account ¥ Prod ~  Proj ~ Line Ref - Line Description hd Amot
6 |050/BP160225 2 20ps [ 170000 PA12001 |BS25/02116 SOMERVILLE RYAMN -260.87
7 |050/BP160628 i} 20P3 170000 PA12001 |BS28/06/16 CHARVELMATIU -104.35
8 |050/BP160628A 9 20Ps 170000 PA12001 |BS28/06M16 CHARVELMATIU 104.35
9 |050/BP160704 7 20P3 170000 PA12001 |BS0407HE CARLA HARRE -104.35
10 | 050/BP160704 7 20P3 170000 PA12001 [BS04/07H16 NICHOLA NIEM -104.35
11 |050/DC160226 2 20Ps 170000 PA12001 |BS26/02M16 AQUINAS COLL -260.87
12 | 050/DC160414 4 20MA 170000 OT15001 [BS14/04116 ATEED GRANT -10,000.00
13 | 050/DC160520 5 20P3 170000 PA12001 [BS20/05/16 DOKTER ST PAULS COLLEGE -260.87
14 |050/DC160607 5] 20Ps 170000 PA12001 |BSO7/06M1E6 DECK TOBY -166.52
15 | 050/DC160616 G 20P3 170000 PA12001 |BS16/06/16 PHEBE MANDER -104.35
16 |050/DC160620 5] 20P5 170000 PA12001 |BS20/06M16 AIMEE MOULTO -260.87
17 |050/DC160620 5] 20PS 170000 PA12001 |BS20/06/16 10KA -260.87
18 | 050/DC160705 7 20P3 170000 PA12001 |BS0S/07THE ITICKET s10606p46 -313.85
19 |050/DC160920 9 20PS 170000 PADG130 |BS20/09M16 ITICKET AWAY -603.94
20 |050/DC160920 e} 20P3 170000 PADG130 |BS20/09/16 ITICKET BLACKROCK -884.43
21 |050/DC160927 9 20P3 170000 PADG130 [BS27/09/16 ITICKET -1,293.53

Account by Department

Show amounts against the chosen set of accounts and departments.
Is a summary by Account and Department- no filtering available.

5 5
2
112 B C D E [F G H J K L ] M
2
3 Breakdown by Account & Department
4
5 |Account Description 20AF 20C0 20DE 201D 20MA 20PS 21BP 21C1 Amount
& 00000  Bulk Funding 1.055,108 520,291 1.431.529 E78.083 1,859,277 2130302 1} 0 TE74 E05
7 105000  TEC Youth Guarantee Funding 9,500 1188 1] 0 1] 1] 1] 0 10,688
2 110000  Tuition Fee Standard 904,024 443,429 523,868 471,725 1,304,718 2.080,428 1] 0 E.114,150
9 10001  Tuition Fee Standard-FIA (B4.478) [36.732) (105,912 [39.939) [130.470] (203.433) 1] 0 [600.964]
10110100  Enrolment Fee 2,003 Ell 365 0 i) 548 1] 0 3104
11 111000 International Student Fees 4,161,753 EE8.533 388,647 244 405 3.005 563 447 958 a 1} 8,916,864
12 111001 International Student Fees-F1A [331.854) (44.438) [41,000) (73.996) [312.209) (39.290) i 0 [792.767)
12115000  Fee Premiums 1] 1} 1} 0 5,448 1} 1} 0 5,448
14 116500  Self Funding Fees 435 3043 435 0 31,781 3043 1] 0 38,708
15 170000  Project Income 192,861 1] 1] 0 19,435 18,783 [29,518) 0 201,481
16 170010 Conference Registiation 1] 1] (778 0 1] 1] 1] 0 [F78)
17 191000  Facility Hireage 1] 1] 1] 0 1] 2,165 1] 0 2165
18 191500 Exam Fees Charge 1.924 437 1] 0 6817 1] 1] 0 9178
19 198000  Sundry Income 195 1.304 7.734 13 522 4.080 5148 4,945 2354
20 7262002  Student Fee Discount [18,502) [3.815) [10,904) 0 (8.923) [3511) i 0 [45,E5E]
=] 21 Income 5.892972 1.553,338 2,599,934 1,330,296 57682019 4421072 [24.471] 4,945 21,560,166
22
i
Department by Period
Show amounts for departments and periods for the chosen account(s).
Is a summary by Department and Period - no filtering available.
: .
F
1z | B C D E F G H J K L ] N 0 P
2
3 Breakdown by Department & Period
4
5 Department Description 2016-1 2016-2 2016-3 2016-4 2016-5 2016-6 2016-7 2016-8 2016-9 2016-10 Amount
E | 20AF Accounting and Finance 83,546 (101, E17] 1,086,293 727 456 863,978 731,208 311,570 564,668 886,008 703,865 5.892.972
7 |20C0 Communication Studies [2,6E7) 8,020 334,536 180,703 248,728 245,854 58,472 150,322 159,528 171,840 1,563,338
38 |20DE Design and Contemporary Arts [17,236] 86526 304,123 380,125 316,240 380,220 201,689 276,003 343,282 359,093 2599934
3 201D Interdisciplinary Studies CIB 37433 (12.B60] 211,343 184,825 205,497 184,495 E0.023 141916 165,844 181,582 1.330.296
10 | 20MA Management and Marketing 74,007 92,158 970,731 514,845 833698 67,241 199,140 FE01E3 728831 741,108 b.782019
11 | 20PS Performing & Screen Arts 1359 14130 554,404 705,611 B32.434 B17.752 458,622 264,060 570,760 589.707 4421072
12 | 21BP Business Praclice 1) 1} a 1) 1} a 5.148 1} [29.618] 1) 24.471)
13 2100 Creative Industries 1) 1} a 1) 1} a 1) 1} 0 4.945 4.945
=l 14 Business & Enterprise 134,624 86,558 3.431.430 2,693,564 3098576 3,056,867 1.294,643 2157132 2824634 2722139 21,560,166
15
16
17
18
19
20
a
22
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