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Running a Drill Down in NVision using PS Financials 9.1

You may want to run a drill down on certain fields in your report. A drill down will be necessary if you
want to view data from a previous fiscal year. Drill downs can be run on the following reports:
DAT/NAT, DPL/NPL, F (for grants), and F (for funds). Prior to running drill downs, an advertised
program must be run on your computer. This program will load a new Excel Add-in file that will enable
the drill down feature for Nvision inside Excel. This program will only need to be run one time on your
computer in order to run all future drill down reports. Follow these steps:

If you have already run the advertised program in the past, you can skip to page 3 for drill down
step by step instructions.

Drill down 1 time Setup steps (For Windows 7 and Windows XP or Vista PC’s)

For Windows 7:

Click the Start button, then Control Panel
Run Advertised Programs
Scroll down and select nVision Add-on for Excel

Click Run
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For Windows XP or Vista:

Click the Start button

Point to Settings, then Control Panel

Run Advertised Programs

Scroll Down and select nVision Add-op for Excel

Click Run

Towszan System Information

Set Program Access and Defaults
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RUNNING THE DRILL DOWN ON AN NVISION REPORT

After running the selected report in nVision, the option to drill down on selected totals is now available.
Select a field that you want to run a drill down on. DO NOT DOUBLE CLICK. Click the Add-Ins tab. An
nVision Drill Menu Command box will appear. Click on the drop down arrow and Click on Drill.

o] s DAT18930_2011-12-08.xlsx [Read-Only] - Microsoft Excel -aXx

Insert Page Layout Formulas Data Review View Developer Add-Ins @ - 7 Xx

nWisionDrill =

Drill

Menu Commands

| HiB - fe| 58.95
12 B c D E F G H K
2 |[ReportID: DAT18930 Towson University
3 |Contact: Cathy Mattern Financial Services Op Exp
4 As of December 08, 2011
5
6
Current Month
7 _|Account Description Original Budget Revised Budaget Actuals Fiscal YTD Prior YTD
59 '503009 Express Mail UPS Fed Exp DHL 500.00 500.00 0.00 1417.29 496.47
60 503103 Line Charges 15,500.00 15,500.00 0.00 422400 8,683.00
61 503102 Long Distance 200.00 (300.00) 0.00 7917 129.90
62 503115 Telecom Service Repair 950.00 950.00 0.00 0.00 22000
63 B03121 Local Charges 800.00 800.00 0.00 211.99 44240 =
= 0BJ 03-Communications 57,950.00 57,450.00 0.00 6,176.81
64
65
[ 66 504002 In State Travel 2,000.00 2,000.00 0.00 I 55.05 _l
67 (604005 Qut of State Travel 7.400.00 7.400.00 0.00 1,309.32
68 504008 Training In State 0.00 0.00 0.00 0.00
69 504011 Training Out of State 0.00 0.00 0.00 0.00 1,05475
- OBJ 04-Travel 9,400.00 9,400.00 0.00 1,368.27 5,903.86
70
m
72
73
74
75
76 (508003 Advertise Fac Staff Recruitmt 1,125.00 1,125.00 0.00 0.00
77 o103 Laundry Senices 0.00 (2.00) 0.00 0.00
78 508118 Shredding 0.00 0.00 0.00 390.59
79 508121 Auditing 0.00 0.00 0.00 13,051.00
ominn P .

W 4 » 4| Budget Balance ,” Rev &.ExpTrans  BudgetTrans ~ SF Detal - POBalances ~ REQBalances )

Ready | I3 | E=Ej]

The drill down menu will appear:

ORACLE: The list of drilldowns is broken
—— down by department ID, Grant
Favarites . Man enu (project) ID and Fund ID as seen in

the selection to the left.

Run Drilldown
Report Instance: 275476_1121097

Rour ”s Column: 5 If you are drilling down using a
department report (i.e. DPL or
DAT), you must select from the drill
down options with a prefix of DEPT.

S customize | Find | B | 3 First £ 140 oF 10 0 Lo
Description *server Name  Run Drilldow

DEPT - Revenue & Expense Trans PSNT - Run D own' . .
_ : _ : If you are drilling down using an
DEPT - HR/Payrall Transactions PSNT - Run Drilldown . .
3 : | Fund balance F report for a 4-digit
DEPT - Purchase Order Balances PSNT ~ | RunDrilldown | R
DEPT - PO Encumbrance Trans PSNT  + | RunDrilldown | und (i.e. F1000) then you should

select the drill down options
prefixed by FUND.

If you are drilling down using an F

_ : eport for a 7-digit grant/project ID
PROJ - HR/Payroll Detail PSNT - I Run Drill n (i.e. F5040046) then you must use
FUMD - Actuals Transactions PSNT - I Run Dlldown | the drl” dOWﬂ OptiOﬂS prefixed by
=] Notify | PRO..

DEPT- Requisition Balances PSNT  ~ | RunDrilldown |
DEPT - Req Pre-Encum Trans PSNT  ~ | Run Drillidown |
DEPT - Budget Transactions PSNT  ~ | Run Drilldown
PROJ - Actuals Transactions PSNT  ~ |Run '
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Example for Departments: If a revenue or expense amount is selected. Simply click the Run Drilldown
located next to these criteria. If you want and are able to see payroll expense details by employee (an

account starting with a 5); the HR/Payroll Details Drill should be run. Simply click the Run Drilldown
located next to the criteria.

Once you click a RUN DRILLDOWN you will see a new page appear where the process will move
from Queued to Processing to Success output. Depending on your Operating system and
computer settings, your report may not open automatically. If you get the file download dialog
box, Click open. If the report does not open automatically, your report may be sitting at the

bottom of your screen. You may need to hold your mouse over the Excel icon to find the
report. Click on the DR report.

Favorites  Main Menu

dna T

Favogies | Main eru
Process Name:  DRILLDWN rivision Repon Diilldown Processing

Process Instance: 274417 Process Type:  vision-Repert Preparing outpat for viewing

ProcessMame:  DRILLDWN  [nvisien Repod Drlidows

Process instance: 278417

ProcessType:  rvision-Rieport

File Downioad

b

Do you wand 1 open or save this file?

[ Harme: | OR_I7346_IT4417_F4180_ 20110030 atn
Bl e oo Ot o
From B3spLiowson.edu

sve | [Coon ]

7 Har ok beloe spmng T trom T
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You are now in Excel and your report can be viewed, saved or printed. When you are ready to exit, close
out the window. (process complete)

@ DR_273163_274418_DP118930_2010-06-30.xIsx [Read-Only] = = x
| B | ¢ | D | E | F | G | H | L J | K | L [
2| Revenue & Expen
3|

5 Year ~

6 18930 In State Travel  2010-06-30 ZAP 586.40
7 2010 " 18930 " 1000 " 604002 In State Travel  2010-06-18 12 ZAP 27.50
8 2010 " 18930 " 1000 " 604002  In State Travel  2010-05-20 1 ZAP 15.00
9 2010 " 18930 " 1000 " 604002  In State Travel  2010-05-06 1 ZAP 65.50
10 2010 " 18930 " 1000 " 604002  In State Travel  2010-05-06 1 AP 46.50
11 2010 " 18930 " 1000 " 604002 In State Travel  2010-04-20 10  ZAP 34.00
12 2010 " 18930 7 1000 " 604002  In State Travel  2010-04-20 10  ZAP 47.00
13 2010 " 18930 " 1000 " 604002  In State Travel  2010-04-20 10 ZAP 13.00
14 2010 " 18930 " 1000 " 604002  In State Travel  2010-04-06 10 ZAP 44.00
15 2010 " 18930 " 1000 " 604002  In State Travel  2010-03-04 9  ZAP 42.00 |2
16 2010 " 18930 " 1000 " 604002  In State Travel  2010-03-04 9  ZAP 13.00
17 2010 " 18930 7 1000 " 604002  In State Travel  2010-02-25 8 PCD 415.11
18 2010 " 18930 " 1000 " 604002  In State Travel  2010-02-25 8 PCD 445.00
19 2010 " 18930 7 1000 " 604002 I State Travel  2010-02-17 8  ZAP 80.12
20 2010 " 18930 " 1000 " 604002  In State Travel  2010-02-02 8 ZAP 32.00
21, 2010 " 18930 " 1000 " 604002 In State Travel 2010-01-08 7 ZAP 51.15
22 2010 " 18930 " 1000 " 604002  In State Travel  2009-11-24 5 ZAP 150,68
23 2010 " 18930 " 1000 " 604002  In State Travel  2009-11-18 5 ZAP 136.86
24 2010 " 18330 " 1000 " 604002  In State Travel 2009-09-17 3 ZAP 225.30
25 2010 7 18930 " 1000 " 604002 In State Travel  2009-08-21 2 ZAP 24.08
26 2010 " 18930 " 1000 " 604002 In State Travel  2009-08-21 2 IAP 56.10
27

28 | Total 2.550.30

Your drill down report will be stored in Report Manager along with your other reports for up to 28 days.

Favorites | Main Menu > TU Report Distribution > Run nVision Report Book
Administration
User ID: DAMORIELLO Type: ~ Last - [ 1 Days - Refresh
Status: ~ Folder: ]z] Instance: [
Microsof
. 11152011 Excel
™ 1119874 274418 |DR_273168_ 274418 DPL18930_2010-06-30.xisx 11°37T-404AM  Files Pasted |Details
(*.xis)
Microsoft
11152011 Excel .
™ 1119871 274417 DR_273346 274417_F4180_2011-10-31.xsx 1120:21AM  (Flles Posted | Details
(*.xis)
4 Microsoft o
N - 11152011 Excel
B 1119868 274416 DR_273346 274416 F4180 2011-10-31 xlgx 11:-17-40AM  Files Posted Details
(*.xis)
Microsaoft
. B o 1114/2011  Excel
B 1119817 274367 DAT34050 Asian Ars Center Op Exp - 2011-11-14 420 33PM Files Fosted Detalls
(*.xls)
Microsoft
7 1142011 Excel
™ 1119816 274367 F5310021 TU Suicide Preventio Trial Bal - 2011-11-14 428 39PM Files Posted Details
(*.xis)
Microsoft
. 111472011 Excel
™ 1119815 274367 |DEN18930 Financial Senices Encumb - 2011-11-14 4:28:01PM Files Posted Details
(*.xis)
Microsoft
7 L 111472011 Excel "
B 1119793 274245 DAT34050 Asian Ang Centeér Op Exp - 2011-11-14 2:21:33PM Flles Posted Details
(*.xls)
|‘d 1 All [I - 1 All
Delele | ik the delete button to delete the selected report(s)
Go back to Run nWision RepontBook
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