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Introduction to nVision Reporting

PeopleSoft nVision is a report writing tool that enables you to retrieve information from the General Ledger

in the PeopleSoft Financials database into a Microsoft Excel spreadsheetd n ot mer el y as fAr a\
information in a form that helps you see the big picture, explore the details and make decisions. Also, you

can use familiar Excel commands to format and analyze the data to drill down to transaction details.

We recommend that the departmental expenditure transactions on the nVision report(s) be reviewed

monthly to help assure the validity of financial transactions by comparing original documents to the

transactions listed on the report(s). The initial nVision report provides year to date information by chartfield
combination. In order to retrieve the details behind the amounts, there is a feature called Run Drilldown . To

use this fiemd uree dan tia dde i nst(Refdrtodhenvisiorhsetop document o n
to install the nVision add-on.) http://pstrain.uno.edu/docs/nVision_config.pdf Please contact 504-280-

5645 or email psweb@uno.edu to obtain the add-in file.

Accessing PeopleSoft Financials nVision Reports

Access to the budget reports in nVision is given by the Office of Financial Services.

Log in to PeopleSoft Financials https://finserv.uno.edu/finprd/signon.html

You must use your UNIOAN accoun{same as your email, computer and WebSTAR user name and
password}o acces$eopleSoft (PS) Financials nVisidhyou do not have accesentact the HELP DESK
at 5042804537

Pop-upBlockers

If pop-up blockers are installed most Excel windows may not open. Disable the pop-up blockers by
selecting Tools>Popup Blocker> Turn Off Pop-up Blocker

- R -~ & - > g Tools =
Delete Browsing Histo .

Diagnose Connection Problems...

Turn Off Pop-up Blocker Pop-up Blocker

Pop-u cker Settings Phishing Filter »
Manage Add-ons »

Woark Offline

Windows Update

Full 5creen F11
| v Menu Bar

Toolbars

-

Send to OnelMote

Sun Java Console

Internet Options
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Choosing a Report

There will be a folder for each year. Folders can be opened by clicking the expand icon. Upon clicking on
the expanded folder for the fiscal year, there are separate folders for each college and major support unit.
The folder contains the file name of the nVision report. These are the elements (chartfield combination also
known as the speedkey minus the account) for identifying and choosing the desired report:

Field Description

Department ID Tracks information Appears as fADepto folegowe
according to the divisional breakdown of the | 1300000000 (College of Business)

University View a |ist of Department

http://financialservices.uno.edu/peoplesoft/docs/department_id.pdf

Fund The primary structural units of Appears as fAFDO0 foll owed
Education and Government accounting View a list of Fund Codes-
http://financialservices.uno.edu/peoplesoft/docs/fund_code.pdf

Program Established by the National Appears as fAPMoOo foll owed
Association of College and University report.
Business Officers; View a list of Program Codes-

Classification of the types of support given | http:/financialservices.uno.edu/peoplesoft/docs/program_code.pdf
to the University

Understanding the Report Manager

The Report Manager stores reports run through the Process Scheduler and lets you view, print, or save
online reports. To navigate to the Report Manger from your menu select, Reporting Tools> Report
Manager. The Report Manger link can also be located on various process pages. When you arrive on the
Report Manger Page you will see 4 tabs:

Explorer Page
The Explorer page is a hierchical view of all nVision reports. To view the report, expand the Budgets sheets
icon, select the division, and department. Click the hyperlink of the report to open it in a new window.

| Explorer ||’ List || Administration || Archives |

General

[= Budget Sheets
[= FY2010

COLLEGE OF BUSIMNES

PROPERTY AMND FACIL

METRO

COLLEGE OF EDUCATI

GRADUATE SCHOOL

LIBERAL ARTS

MUSIC

[== ENGLISH
21 [4300300000-101X%-00000 - 2009-10-01-00.31.24.000000]
[Z1 [4300301000-101X%-00000 - 2009-10-01-00.31.37.000000]

@HIHIEIHIH
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List Page

The list page shows reports that have been processed and not purged. The list page allows users to view all
of the reports that are in the system that the user is authorized to access. The reports will remain in the
system for 90 days by default.

Explorer List | Administration || Archives |

|View Reports For

Folder: : '+ Instance: | to: ml

Hame:| Created {}n:| e Last:l_‘1 Days -

Reports Customize | Find | View Al | B First (U 10r1 [ Last

1 Beport

When using the list page the Reports are displayed by:

List Page Field (fiReportso Section) _ Description

Report Clik the Report Name to view the Log or Message File
on the Report Detail page.

Report Description Detailed description of the report.

Folder Name Displays the folder in which the report is located.

Completion Date/Time Displ;ays the Date and Time at which the Report was
Created.

Report ID Displays the Report ID that was automatically assigned
when the Report was run.

Process Instance Displays the Process Instance Number that was
automatically assigned when the Report was run.

I n the AView Report Fespedficsriter@atomioimize the nongber of epoprtis ¢ a n
shown. Fields that have been left blank will be bypassed.

The list options are:

 Select a specific folder to list only Reports that are within

the specified folder.

Instance, to Enter a range of Process Instance..

Name Enter the Name or part of a name to list only reports that
match the Name entered

Created On Use the Calendar, or enter a specific Date to list only
Reports that are created on that Date.

Last Use to display only those Reports that were Created in
the last number of Days, Hours, or Minutes.

Refresh Button __Refresh The r_efresh bupton must t_)e selec;ed after a user specifigs
criteria within the fAvie
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See the Example below on how you can use the list tab to look up the current Fiscal Year nVision report for
a specified Department.

1. Navigate to Reporting tools> Report Managet
2. Select the List tab

[ Explorer ]|' List [ Administration || Archives |

Budget Sheets

3. Inthe fiView Reports Foro modify the following fields:

3a. Name Enter the partial or full Department ID number to only match the number you enter.
Example: 2400500000

3b. Last: Select the drop-down menu and change the field to Days. Use to display only thoes
reports that were created in the last number of days.
Example: 1 day

Note: Remember nVision Reports are ran every weekday. If you use this feature on a Monday you
will need to change this field to 3 days.

Explorer List | Administration || Archives |

View Reports For
Folder: *  Instance: | to:| Refresh |
| Name: 24000050000 | created on:| 5 |Last| 1] Days  ~

Select Refresh __Refresh_|

A list of links will appear based on the keyed Department ID.
Select the desired Report Name.

6a. To filter a specific grant or project select the (Optional) Eind link on the grid.
Reports

o oM

-
TraTjview Al| B First /127 oF 27 | Last

Customize

om0 | LBORO035NROOC Buggetsheets [UT00 1094281 1284073
B o d0-Tazee Budget Sheets  Joo50 1003572 1284073
3 2 e Budget Sheets oo 1093038 1284073
upmaumn OIS g ZED sy men
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6b. Enter the partial or full Project or Grant ID in the Script Prompt window and select ok.

Explorer User Pro ;I?pt_—@

« i il
QK I
Cancel |

Script Prompt:
Enter seanch string:

PFOOC]

6¢. Follow steps 6-8.

7. From the Report book select the Excel file.

Report
Report ID: 1084281 Process Instance: 1234073 Message Log
Hame: RPTBOOK Process Type: nYision-ReporBook

Run 5tatus: Success

2400500000-103X%-LBORDO3SNRO0C
Distribution Details

Distribution Node:

FINPRD Expiration Date;

File List

Datetime Created

DEFT(2400500000%-FLNDT 03K
PROJECTLEORO03SNROOC xls

55,296 03/22/2010 11:11:59.000000PM PDT

8. The selected nVision report will appear.

Microsoft Excel

FERED L

Page Layowut Formulas Data Rewview View

Developer

-?‘-_Sll Conditional Formatting — S=Insert — - ? [ﬁ
{5 Format as Table ~ 5% Delete ~ || (@]~

0 s Sort & Find &
=5 Cell Styles - =] Format ~ <2 ™ Filter - Select

ol x|

Add-Ins L]

| % - % = |
I-(—.O .OOI
00 .0
=
.

% UNE&I%S ITY OF

=]

Deptid:
-

L LreY ERIA

Pl 10C William Sharpton

z
3

4 Program: "
5 | ProjlGrnt:
5
T
8

DR = Debit CR = Credit

THIS DATA REFLECTS TRANSACTIONS FOR

H |
Report Name: UNO_Dept_Budg_F
Report Date: Z010-06-30
Fiscal Year: 2010
Run Date: 2010-03-22

Fund Balance,

a Preliminary Revenue, Budget Balance
10 Accoumni  Descr Budgei Pre-Encumbrance Encumbrance Expenditure Budget Deficit
11 EXPENDITURES & TRANSFERS DR - Decrease DR - Increase

12 CH - Increase CR - Decrease

12 Personmel Services 0.00 0.00 0.00 000 0.

14

15 Employvee Benefits 0.00 0.00 0.00 000

16

17 Empl Benefit Recovery 0.00 0.00 0.00 000

Travel 0.00

000

University of New Orleans
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Administration Page
The Aministration page allow you to view reports that you run. To view the repot, click on the description
name hyperlink or select, Details link, then select the file. Note: You may not have permissions to delete

reports.

[ Explorer |  List |[ Administration || Archives |
\View Reports For |
User ID: Type: * Last: Iﬁ Minutes - Refresh |
Status: * Folder: * Instance: | to: |
Report List Customize | Find | View Al | i First [4] 1 of 1 [¥] Last
Description
558645 1176159 PO Dispatch/Print R ‘;‘f;‘:j?}at Posted  Details

Process Monitor

Reports run through the process monitor and are also available directly from the process monitor. To view
reports or cancel report errors navigate to the process monitor: PeopleTools>Process Scheduler> Process
Monitor.

View Reports
1. To view reports from the process monitor selct the Details hyperlink once the process is Success and
Posted.

| Process List || ServerList |

|View Process Request For |

University of New Orleans

UserID: o &) Type: * Last 60 Minutes = Refresh |

Server: * HName: Q, Instanoe:| to |

RIHI - Distrih“tb“ - Save. D“ Refresh

Status: Status
Process List Customize | Find | View Al | ﬁ First E 1 of 1 El Last
Select (Instance | Seq. |Process Type Run DateiTime Run Status

1176159 S0R Report FOFOO05 E2126196 10/02/2009 10:23.21AM PDT  Success Posted Deta ______
Page 8 of 27
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2. The process details page will appear. In  t he A Pr o c eSslet, Mieiv Boty/Draces e ct i o n

hyperlink.
Process Detail
|Process
Instance: 1176159 Type: SOR Report
Hame: POPOOO5 Description: PO Dispatch/Print
Run Status:  Success Distribution Status: Posted
|Run | |Update Process
Run Control ID: PRINT_PO Hold Request
Location: Senver Queuwe Request
Server: PSETE - Cancel Request
i_: Delete Request
e Restart Request
\DatelTime | |Actions
Request Created On: 10/02/2009 10:23:38AM FDT Parameters Transfer
Run Anytime After:  10/02/2009 10:23:31AM FDT Message Log
Began Process At:  10/02/2009 10:23:54AM FDT Batch Timings
Ended Process At 10/02/2009 10:24:07AM FDT View Lo gr'-l' race

3. The View Log/Trace page will appear. Select the file name from the file list section and the report
will open in a new window.

View Log/Trace

Report
Report ID: 58645 Process Instance: 1176159
Hame: POPOOOS Process Type: SOR Report

Run 5tatus: Success

PO Dispatch/Print
Distribution Details

Distribution Node: FINPRD Expiration Date: 10/09/2009

File List

File Size e Datetime Created

1000212009 10:24:07.000000AM PDT

POPOO0S 1176159 PDF

FOPOO0S 1176159 out 315 1000212008 10:24:07.000000AM PDT
SOR POPOO0S 1176159.10g 1,713 1000212009 10:24:07.000000AM PDT
Distribute To

Digtribution ID Type
ser

Page 9 of 27
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Retrieve nVis ion Reports

Navigation to nVision Reports Reporting Tools>Report Manager
The Report Manager allows you to view nVision Reports. Follow the steps to access your Department or
Organizations nVision Report.

1. From the menu, select Reporting Tools.
2. Select the Report Manager hyper link.

Menu (=]
Search: Main Menu =

) @ Reporting Tools

Run, create, and manage gqueries and nVision repors.

[ My Favorites
[> University of New Orleans

[ Manager Self-Senvice = Report Manager
[ Supplier Contracts Review report list.
[ Vendaors

[ Purchasing

[- Accounts Payable

[ Commitment Control

[ General Ledger

[ Set Up Financials/Supply
Chain
[+ Query
Ll _Publisher
— Report Manager

eopleTools

3. Inthe report Manager select Budget Sheets.
Note: The Report Manager allows you to view nVision Reports.

[ Explorer || List | Administration || Archives |

General
Budget Sheets

4. Select the appropriate fiscal year

| Explorer | List | Administration || Archives |

General
[= Budget Sheets

FY2009

FY2010

Page 10 of 27
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5. Select the Division name

[ Explorer | List | Administration || Archives |

General
[= Budget Sheets
= FY2009
COLLEGE OF BUSINES
COLLEGE OF EDUCATI
COLLEGE OF ENGINEE
|= LIBERAL ARTS |
ENGLISH

6. Select the Department

[ Explorer ||  List | Administration || Archives |

General
[= Budget Sheets
[= FY2008
COLLEGE OF BUSIMES
COLLEGE OF EDUCATI
COLLEGE OF EMGIMEE
[= LIBERAL ARTS
| [= ENGLISH |
=1 [4300300000-101X%-00000 - 2009-09-21-2

7. Select the report by clicking the report description hyperlink [4300300000-101XX-00000-2009-08-
11-13.42.17.000000]

= LIBERAL ARTS
[= EMNGLISH

I% [4200307000-1012C¢-00000 - 2009-08-11-18.54.05.0000007 I

Page 11 of 27
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8. Select the xls File from the File list [Dept(8700401300)-FD150XX-PM80000.xls] to open the
nVision Report.

Report |

ReportID: 254760 Process Instance: 1141319 Message Log
Hame: RPTBOOK Process Type: nYision-ReporBook

Run Status: Success

4300301000-101XX-00000
Distribution Details

Distribution Node: FINPRD Expiration Date:

File List
Name File Size Datetime Created
08/M11/2009 6:54:05.000000FPM PDT

DEPT4300301000-FD101XA-PMO0000 x5 § 49,152

Distribution
ID Type:
Role U_UNOALL_TST

*Distribution I

9. If the Excel file does not open in a separate window automatically, Select open from the file
download dialog box. NOTE: When the nVision report dialog box opens if you choose to open the
file the document view will be Read Only. You also have the option to save the file to your desktop
or a desired folder on your computer, then reopen the file from the saved location.

S

File Download

Do you want to open or save this file?

] Mame: DEFT{4300301000)-FD101XX-PR00000 x5
Type: Microsoft Office Excel 97-2003 Waorksheet, 48.0KB

From: finserv.uno.edu

[_ Open ] [ Save ] I Cancel ]

Always ask before opening this type of file

harm your computer. § you do not trust the source, do not open or

|@ While files from the Intemet can be useful, some files can potentially
save this file. What 's the rsk?

Page 12 of 27
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The nVision report will open in a separate Excel window.

Fig 1: nVision Report

Ty
ol
Home Insert Page Layout Formulas Data Review View Developer Add-Ins

| % = % » |58 ;%3||| Conditional Format Cell ey
° L |t Formatting ~ as Table ~ Styles = L:‘.—JIFO”""E“v

[

c3 L fe

® - o

iji‘ % _'—;|E+ S Insert ~ zv? l?a

Sort & Find &
T Filter~ Select~

;i““DeIete ke E'

Fund: 101X Unrestricted Report Name: UNO_Dept_Budg_Rept

peprie: [ .l UNIVERSITY OF Report Date: 2009-06-30
Program: 00000 'Instruetlon h NE \HJI OR]_EANS Fiseal Year: 2009

2
3
4
5 Ploi!Gml:' FNIA HNIA Run Date: 2009-08-11
E
v
2
il

DR = Dehit CR = Credit

Fund Balance,

O = B C 1] E F G H 1 J K

| Preliminary Revenue, Budget Balance

0 Account Descr Budget Pre-Encumbrance Encumbrance Expenditure Budget Deficit
1 EXPENDITURES & TRANSFERS DR - Decrease DR - Increase
12 CR - Increase CR - Decrease

- | 13 601000  Salaried Employees Resular Pay 21,000.00CE. 0.00 0.00 3,000.06DE. 17,959 54CR

- | 14 606000  Student Employses Regular Pay 0.00 0.00 0.00 2,514 40DE 2,514 40DE
15 Personnel Services 21,000.00CR 0.00 0.00 £,514.46DR 15,485.54CR R
16
17 Employee Benefits 0.00 0.00 0.00 0.00 0.00 R
12
13 Empl Banefit Recovery 0.00 0.00 0.00 0.00 0.00 R
20
i Travel 0.00 0.00 0.00 0.00 0.00 R
22

- | 23 /630100  Operating Services Pooled Bud 1,000.00CR 0.00 0.00 0.00 1.000.00CR.

- | z4 '636200  Printing, Binding & Duplicate 0.00 0.00 0.00 276.65DR 276.65DR
25 Operating Services 1,000.00CE. 0.00 0.00 276.65DR 713.35CR R
26
27 Supplies 0.00 0.00 0.00 0.00 0.00 R
23

’[_l' 23 (655500  Professional-Personal Consult 0.00 0.00 0.00 130.00DR 130.00DR

an Profaszsinnal Sarvicas [IX1} 1.0y 1.0y 150.MMR 15MLNR OVFRORATWN

University of New Orleans
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Introduction to nVision Reporting

Reading the nVision Report

The report format is an Excel spreadsheet the following information is available on the nVision report.
Report ID Information i the upper left corner has the identifying information: Fund, Department,
Program, and Project (if it applies to the report).

Oz = E C ] E
Z Fund: 101X Unrestricted ' )
3 |Deprid: l U
4  Program: 00000 Instruction 5 T\
5 |ProjiGrme:" s " FNIA [,
£
7 DR =Dehit CR = Credii |

Report Date Information i the upper right corner has the date information: Report Date, Fiscal Year,
Run Date. The Run Date informs the user of the last date in which this report was updated. nVision is
updated nightly.

G H | J
'Y OF Report Name: UNO_Dept_Budg_Rept

Report Date: 2009-06-30
“ANS

Fiseal Year: 2009

Run Date: 2009-08-19

Report Groupings i by Account (classifies the nature of the transaction)
EXPENDITURES & TRANSFERS section

: ~—Personnel Service$ all the expense accounts for salaries and wages
Expenditure Employee Benefits
accounts Non-Payroll Expensess ar e groupedbhbygehé Apcolueds, each
begin with a own subtotal. These fipooled budgeto groups
fi 60 < Travel Capital Outlay
Transfer Operating Services ~ Major Repairs
accounts Supplies Debt Service
begin with Professional Services Indirect Cost Recovery
= @ o Other Charges Transfers
an Nn8o _
2 |Fund: 101XK Unrestricted . - e . Report Name: UNO_Dept_Budg_Rept
3 |Deprid: 1300 | 'l UNIVERSITY OF Report Date: 2009-06-30
4 Program: 00000 Instruction 5 NE “‘.’ OR]-_.EANS Fiscal Year: 2009
5 |ProjtGme:"  smia " NIA [\ Run Date: 2009-08-19
&
7 DR = Debit CR = Credit
3 Fund Balance,
k] Preliminary Revenue, Budget Balance
10 | Acconné—TDEEer Budget Pre-Encumbrance Encumbrance Expenditure Budget Deficit
11 ITURES & TRANSFERS DR - Decrease DR - Increase
12 CR - Increase CR - Decrease
12 601000 s 741,343 00CR 0.00 0.00 T736,577.13DR 44 734 18DER
14 (601300 0.00 0.00 0.00 6.800.00DR 6.800.00DER
15 602000 33.332.00CE 0.00 0.00 35.080.72DR 271.28CR
15 604000 Grad Student Empl Ragular Pay 12 000 .00CE 0.00 0.00 15,000 .00DER 3,000.00DER
17 606000  Student Emplovess Regular Pay 3.0535.00CK 0.00 0.00 1,200.00DR 1.855.00CR
12 Personnel Services 792,250.00CR 0.00 0.00 §44,657.90DR 52,407.90DR OVERDRAWN
13
20 Employee Benefits 0.00 0.00 0.00 0.00 0.00 Femaining
2
2z Empl Benefit Recovery 0. i 0,00 0,00 0,00 0.0} Femaining
22
24 620100 Travel - Poolad Budgat 4.000.00CE 0.00 0.00 0.00 4.000.00CE
25 621100 Travel - In Btate Conf & Conw 0.00 0.00 0.00 3.01DR S3.01DR
26 /622100  Travel-Out of Statz Conf & Cov 0.00 0.00 0.00 19,725 14DR 19,729 14DR
27 Travel 4,000.00CR 0.00 0.00 19,737.15DR 15,737.15DR. OVERDEAWN

University of New Orleans

Page 14 of 27

a



Introduction to nVision Reporting

Last Modified:March 23, 2010

REVENUE section-r evenue

begins wi

th a

30

account s

begin wi
OPENING FUND BALANCE section 1 carry forward balance from previous fiscal year;

CALCULATION OF FUND BALANCE TO D ATE section
=0Opening Fund Balance + Revenue i Expenditures

t h

a

40

2 |Fund: 150%% Auziliary Report Name: UNO_DEFT_BUDG_REFPT
3 | Deptid: UNIVERSITY OF Report Date: 2008-06-20
- 7 R I [ z A P ; Caar: s
4 P 3 H
ro?lam 'sunnu B ﬁ NEW O g Fiscal Year: 2009
5 | ProjlGrnt: E#NIA ENIA Rumn Date: 2009-08-13
E
7 DR =Debit CR = Credit
g Fund Balance,
] Preliminary Revenue, Budget Balance
1A Heaape — Budget Pre-Encumbrance Encumbrance Expenditurs Budget Deficit
@\-’INUI ) DR - Increase DR - Decrease
m CR - Decrease CR - Increase
iz 400001 Fezz-Allocation-Rez Semaster 0.00 0.00 0.00 0.00 0.00
113 300005  Fee-Alloc-Athlstics Defct Ret 0.00 0.00 0.00 0.00 0.00
114 340005  Sponsorship Revenue 0.00 0.00 0.00 0.00 0.00
15 40041  Indoor Arena SignageBacklit 0.00 0.00 0.00 0.00 0.00
16 340059  NCAA Sunbelt Revenue Sharing 0.00 0.00 0.00 0.00 0.00
17 490201  Miscellanzons Revenne 0.00 0.00 0.00 0.00 0.00
113 Revenue 0.00 0.00 0.00 0.00 0.00 EXCESS Realized
13
1QPEN]NG FUND BALANCE >
121 (350000 TS Dalance 0.00 0.00 0.00 15851 651 41CR. - -
122 Fund Balance 0.00 0.00 0.00 15,891,651 41CF. POSITIVE Fund Balance
122
1 ALCULATION OF FUND BALANCE TO DATE
125
127 Fund Balance + Revenue - Expenditures = Positive Current Fund Balance of 15,376,009.23

Report Totals i at the end of the report are expenditure and transfeotals by:
Payroll & Benefits Total
Operating & Other Total
Total of All Expenditures & Transfers

« | &a fEvo100 Capital Qutlay - Pooled Budget
« | &1 MET1900 | Computer Hardware
= Capital Dutlay

Major Repairs

Debt Service

Transfers

L lalakRLER

Indirect Cost Recovery

PAYROLL & BENEFITS TOTAL

OPERATING & OTHER TOTAL

TOTAL OF ALL EXPENDITURES & TRANSFERS | 367 402.00CH

0.00 0.00 0,00 0.00 0.00
0.00 0.00 1532.200R 0.00 1532.200R
0.00 0.00 1,532 20D0R 0.00 1,532.200R O¥ERDI
0.00 0.00 0.00 0.00 0.00  Remaini
0.00 0.00 0.00 0.00 0.00 Remaini
0.00 0.00 0.00 0.00 0.00  Remaini
0.00 0.00 0.00 0.00 0.00  Remaini
344 513.00CH 0.00 0.00| 235658 420R 108,854 58CH | Remaini
22 889 00CH 0.00 4,802 330R 18,103 280DR 16.67DR O¥ERDI
0.00 4.802.33DR 253.761.70DR 108.837.91CR Remaini

Report Columns i (DR T Debit; CRT Credit)
Preliminary Budget 1 this is the budget amount fore a ¢ h

EXPENDITURES section of nVision
DR - negative budget (should inquire)
CR - positive budget

University of New Orleans

Aipool ed
date of the report; therefore, it is the initial budget plus/minus any budget adjustments

=

budgetd account

REVENUE section of nVision
DR positive budget
CR'T negative budget (should inquire)
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Pre-Encumbrancei initially this column will not have entries; when online requisitions are
offered, the amount associated with the requisitions will be here; the pre-encumbered amount
is the total of requisitions not yet processed into purchase orders

EXPENDITURES only section of nVision

DR positive encumbrance CR T negative encumbrance (should inquire)

Encumbranceri this is the value of all outstanding purchase orders
EXPENDITURES only section of nVision
DR'i positive encumbrance
CR T negative encumbrance (should inquire)

Fund Balance, Revenue, Expendituré this column includes revenue, expenditure, and
fund balance amounts:
A REVENUE section of nVision
o0 DR T Debit1 negative revenue (should inquire)
0 CR Credit1 positive/realized revenue
A EXPENDITURES section of nVision - the total of all expenses actually paid or
recorded as a payable; this will also include any transfers or reclassifications of
expenses (i.e., interdepartmental transfers)
o0 DR Debit i positive/actual expenditures
0 CR' Credit1 negative expenditures (should inquire)
A The total of the carryforward fund balance
0 DR T Debit1 negative fund balance (should inquire)
0 CR T Credit i positive fund balance
Budget Balance/Budget Deficit this column is calculated; it adds the columns across for
the captioned revenue, expense, total, or subtotal.

e . 1
Report Name: UNO_Dept_Badg Rpt

Fund: 101X Unrestricted R . ) -
Deptid: | q UNIVERSITY O] Report Date:
Program: SO00000 Institational Support % Nm\:f ()RI _I--:ANb Fiscal Year: |
ProjlGrat: Hot Specified!All Projects i B Run Date:
DR = Debit CR = Crediy |
Fund Balance,
Preliminary Revenue, Budget Balance
Account Descr Budget Pre-E brance E brance Ezpenditure Budget Deficit
EXPENDITURES & TRANSFERS DR - Decriif=e - InCrease f |
CR - Increa R - Decrease/
Bo1000 Salaried Employees Regular FPay 284.573.00C 0.o0 0.0 E3E43.04CH
02000 wage Employees Regular Fay T2540.00CH 0.00 1] F32E1E8TCR
B0zs00 wage Employees Overtime 0.00 0.o0 ] 130.760R
B0z000 Transient Employess Reg Pay 10,000.00CFR 0.00 0.00 24E0.00CFH
03500 Transient Employess Owvertime 0.00 S S 120.000FR
BOE000 Student Employees Regqular Pay 7 A400.002F 3,E659.270FR 3. 740.7ICR
Personnel Services 344 513 00CH Report Columns | p3sess42DR | 108,854 58CRH | Remaini
Emploges Benefits n_nn O O n_nn 000 Remaini
Empl Benefit Recovery 0.00 0.00 0.00 0.0 0.00 Remaini
2mon Trawel - Fooled Budget 1,264.00CH 0.00 0.00 0.00 1,264.00CFHK
21200 Trawel - In State - Field 0.00 0.00 0.00 55.680FR 55.680R
Travel 1,264 OCRHR 000 000 55.680R 1,208 32CH Remaini
3o Operating Services Pooled Bud 16,043.00CFK 0.00 0.00 0.00 16,043.00CFK
20200 Aduertising 0.00 0.00 0.00 TEESTOR TEESTOR
CRTEN) Leases - Ouplicating Equipment 0.00 0.00 A81.000FR 1.830.000F 2871.000R
34602 Paintenance of Equipment 0.00 0.00 1.421.000R 1.282.00CH E2.000R
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The last column in the spreadsheet does not have a column heading; it indicates whether there is a remainingbalance
or overdrawn balance (deficit) by subtotal.

L L=] | o | E | F | L= ] I H | ! | J | K | -
UNIVERSITY OF i

: ﬁ NEW ORLEANS

it CR = Credit
Fund Balance_

FPreliminary F BEal

Deser Budget Pre-Encumbrance Encumbrance Expenditure Budget Deficit

Flaintenance OF Eqpt & Software o000 o000 o000 1164000 1164.000FR

rlizcellaneous Expense o.a0 o.a0 Fos 130~ 3.FasvanOR 4496370~

Fostage, Freight and Express o000 o000 o000 1,334.030FR 1.334.030FR

Frinting, Binding & Duplicate o.a0 o.a0 o.a0 21 260FR 21260~

Subscriptions o000 o000 150.000F ES7.000FR FAF.000FR

Basic Telephone Charges o.a0 o.a0 o.a0 1.294 360F 1.294 3500
Operating Services 16,043 00OCH Li ML) F.ZF¥0_19D0R 10 402 380O0FR Remaining

Supplies - Pooled Budgest 5.522.00CH o000 o000 o000 5.522.00CH

Computer Supplies 0.00 0.00 0.00 259.000F 259.000F

Office Supplies o000 o000 o000 3.242.650FK 3242 650K

Dther Supplies 0.o0 0.o0 0.o0 442 970FR 442370FR

Teaching & FResearch Supplies o000 o000 o000 o000 o000

Telephony .00 .00 .00 2. 700.000DF 2. 700.000DF
Supplies 5,582 00CH Li ML) Li ML) F 244 620HR 1LE62 6Z2DRLOYERDR AW R
Profescsional Services LiMili] Li ML) Li ML) LIMili] Remaining

Other Charges - Pooled Budger o.a0 o.a0 o.a0 o.a0 o.a0

Fiegist. Fees for Local ContSem o000 o000 o000 400.000F 400.000F
DOther Charges [TIiT1] [TN1T1] [TN1T1] 400 00OR 400 DOORL OWERDR AW R
Scholarships & Awards 1M 1]1] o.on o.on [ LM 1]1] 000 Remaining
Grad Assist Fees LiMili] Li ML) Li ML) LIMili] 000 FRemaining -
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Drill down options

The drill down feature in nVision allows you to see detailed transactions associated with the data on the nVision
Report. To utilize the drill down feature you will need to complete the nVision Set Up. The instructions can be found
at http://pstrain.uno.edu/docs/nVision_config.pdf

Getting to the Details (Run Drill Down)

The initial nVision report provides year to date information by chartfield combination. In order to retrieve the details
behind the amounts, there is a feature called Run Drill down. The drill downs are accessible through Report Manager.
This feature reads the detail transaction information directly from the database. This feature works from any field in
the report that is not an Excel formula.

Below are the drill down options available are as follows:

Run Drilldown
Report Instance: 1141864_269140
Row: 16 Column: ]
*Type: Eﬂ_ h
Available Drilldown Layouts Customize | Find | B First [ 160r6 [ Last
Descripti *Server Hame Run Drilldown
Budget Details PEMT - Fun Crilldown
Encumbrance Details PSMNT - Fun Drilldown
Expenditure Details (AP VCHRS) PSMNT - Run Drilldown
Journal Entry Detail (EXPIREV) PEMT - Fun Crilldown
Journal Details (Summed) P3MT - Fun Crilldown
Payroll Expenditure Details PSMNT - Run Drilldown

The Drill options used most often are:
Budget Details- Preliminary Budget
Encumbrance Details- Encumbrance
Expenditure Details (AP VCHRS)- Expenditures from Accounts Payable Vouchers
Journal Entry Detail (Expenditure/Revenue)- Journal entries in either Expenditure or Revenue
Journal Details (Summed)- Journal entries combined with no detail
Payroll Expenditure Details-Payroll Detail
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To use drilldowns, please follow the steps below:

1. Select the cell of the nVision report in which you desire to see details.
Drilldowns work when a number is shown in the cell. They do not work when there is a formula
in the cell, i.e., E11-C109.

DEPT(1300250000)-FD101XX-PM10000 [Read-Only] [Ce

Home Insert Page Layout Formulas Data Review View Developer Add-Ins

nVisionDrill = || & Snaglt |='

Notice there is no
formula associated

H30 - ( £ | 1512.49 with the cell J/
5 & c O U H
Z Fund: 101X Unrestricted Report Name: |
3 Deptid: i UNIVERSITY OF Report Date: .
4 Program: 10000 Research NEW ORL‘EANS Fiseal Year: "
5 |ProjiGmt:”  anma 7 ENIA Run Date: ;
E
7 DR =Debit CR = Credit
S Fund Balance,
k] Revenue,
0 Account Deser Pre-Encumbrance Encumbrance Expenditure
1 EXPENDITURES & TRANSFERS DH - DEGIE&SE‘ DR - Increase
12 CR - Increase CR - Decrease
B 12 (601000 Zalarizd Emplovess Regular Pay 26,724 O0CE 0.00 0.00 43 285 536DE
14 'B04000  Grad Student Emgpl Ragular Pay 0.00 0.00 0.00 2.250.00DR
15 [GO6000 Student Emplovess Regular Pay 1,195 00CE 0.00 0.00 1,320.00DR
- 15 Perzonnel Services 17.0919.00CR \ 0.00 0,00 47.350.56DR
17 “
1 Emplovee Benefits 0.00 \'D.l}l} 0.00 0.00
13
20 Empl Benefit Kecovery 0.00 I}.M 0.00 0.00
21 \
22 Travel 0.00 0.00 % 0.00 0.00
23
B 24 630100 Operating Services Pooled Bud 1,365 00CR 0.00 0.00 0.00
25 "633800 Postage, Freight and Express 0.00 0.00 0.00 50 20DER
26 638601 Basic Telephone Charges 000 000 0.00 248.32DF
= Operating Services 1.865.00CR 0.00 oo 307.81DR
23 \
[ - | 23 f840100 Supplies - Pooled Budgst 2,233 .00CR 0.00 0.0
a0 'B46700 Offies Supplies 0.00 0.00 E.E
3 (649200 Teaching & Raessarch Suppliss 0.00 0.00 0.0 BRIk
32 'B49300  Talzphony 0.00 0.00 0.00 780 .00DE
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2. From the Microsoft Excel menu bar on the Add-Ins Tab, select nVisionDrill and choosei n Vi si on Dri | |1 0
Drill.

Home Insert Page Layout Formulas Data

n¥isionDrill =

Diill

3. Choose a drill down description. Be sure to choose an option consistent with

the type of amount you have chosen. In the example below, the user is looking for the details

on an amoSalaried Employeds RegularfPayd c ol umn; t her ef oPaywoll Expemditurau s e r
Details and select the yellew Run Drilldown button.

_-ri-'-—_—-‘-l-l-_
Run Drilldown
Report Instance: 1147608_206285 Make sure you choose
the correct drill down
Row: 16 for the appropriate cell. 8
“Type: Window -
Available Drilldown Layouts AR o Firet 1-6 of § | g=t

Budget Details PSMT - Run Drilldown |
Encumbrance Details PSMNT - Run Crilldown |
Expenditure Details (AP VCHRS) P3MT - Fun Crilldown |
Journal Entry Detail (EXP/REV) PSMNT - Run Drilldown |

Journal Dretails (Summed) PEMT - Run Crilldown |
Payroll Expenditure Details P3MT - Fun Crilldown
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Note: When you select to run the DrillDown, a new browser window opens and displays the processing page as
shown in Fig 1-3 below.

Fig: L of 2
Queued
Process Name:  DRILLDWM nision Report Drilldown
Process Instance: 1147921 Process Type: nvision-Report
Fig: 20f 3
Processing
Process Name: DRILLDWM nVision Report Drilldown
Process Instance: 1147921 Process Type: nYision-Report
Fig: 30f 3
Success
Process Name: DRILLDWN nYision Report Crilldown
Process Instance: 1171058 Process Type: nYision-Report

4. When processing is complete the results of the DrillDown will be deliverd to the window.

I B DR_1147608_1147949_DEPT(4300650000)-FD101XX-PM00000.xIs [Read-Only] [Co..

E DEPT(4300650000)-FD101X4-PMO0000.xls [Read-Only] [Compatibility Mode]

S rEsm 2 @, AT TR R, T mam. -
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If the window is closed before processing is complete, you will need to go to Report Manager to view the results.
Navigation to Report Manager: Reporting tools> Report Manager>List tab.

0 On the Report Manger, Report List page, click yellow Cancel button ﬂl to stop the refresh.
0 Change the Report criteria to view the General Folder, Last: 30 minutes and click Refresh.

Explorer List || Administration || Archiyes |
F Y

3
\View Reports For i R )
Folder§ General - ce: To: Refresh
Name: | Created On: | 5 lLast| 30 - I

k)
Reports °—, Customize | Find | View Al | B8 First [{] 1051 (Y] Last

Report Description

1 Report

U After your Drill Down runs it appears as a report in your report list. DrillDown Report descriptions always
include DR, the parent process instance number, and the original report description.
U Click the Report link for the Drill Down to display the Report.

Explorer List  |[ Administration || Archives |

\View Reports For

Folder: General - Instance: ta: ﬂl
Hame:| Created 'Dn:| F  Last ’_‘1 Days -
Reports Customize | Find | View All | B First [ 191 0r 19 [ Last

Report Description
DR_1147608_1147921_DEPT 08/21/09

DR 1147608 1147921 DEPT

1 (12300400000-FO1013- (1300400000-FD1013X- General 8-33AM 309136 1147921
PRMO0O00D.xl= PRMOOO00 XLE '
U  Selct the .xIs file hyperlink.
Report |
Report ID: 309171 Process Instance: 1147949 Message Log
Name: DRILLDOWM Process Type: nYision-Report

Run Status: Success

DR_1147608_1147949_DEPT(4300650000)-FD101XX-PM00000 x5
Distribution Details

Distribution Node: FINPRD Expiration Date: 08/28/2009

File List

File Size eg Datetime Created

DR 1147608 1147949 DEPT . A
(4300650000-FD101X¢-PM00000.xIS il SRENELL e L ML R

e — g |

Page 22 of 27
University of New Orleans



Introduction to nVision Reporting

Last Modified:March 23, 2010

U  Select open from the File Download dialog box.

(S |

File Download

Do you want to open or save this file?

=l

MName: ..141710_DEFT{4300301000)-FD101XX-PRMO0000.xls
Type: Microsaft Office Excel 97-2003 Worksheet, 23.0KB
From: finserv.uno.edu

o= e |

Always ask before opening this type of file

Cancel

@ e | ‘While files from the Intemet can be useful, some files can potentially
Q ham your computer. f you do not trust the source, da not open or
= save this file. YWhat s the risk?

6. Drill results will open in a separate excel spreadsheet. To close the window click the X.

University of New Orleans

4 B C D E E G H I J
2
3 Journal ID  Date MName Line Descr Fund Dept Program Project Account A
4 PR8-312670 2008-07-11 Doe, John BIW/STUMAG PPE: 07/04/08 101K 501000 0000 COE R
5 PRB8-312988 2008-07-25 Doe John BIW/STUMAG PPE: 07/18/08 101K 501000 00000 COE R
6 PRB8-315824 2008-08-08 Doe John BIW/STUMWAG PPE: 08/01/08 1015% 501000 00000 'G06000
7 PRB-317053 2008-08-22 Doe John BIW/STUMAG PPE: 08/15/08 101K 501000 00000 "BOROO0
o PRB-320957 2008-10-17 Doe,John BW/STUMNAG PPE: 10/10/2008 101X 501000 00000 "B06000
9 PRB8-321845 2008-10-31 Doe John BIW/STUMAG PPE:10/24/2008  101XX 501000 00000 'G06000
10 PRS8-323956 2008-11-14 Doe John BIW/STUMWAG PPE:11/7/2008 101X 501000 00000 'G06000
11 |PR8-324554 2008-11-28 Doe John BW/STUMNAG PPE:11/21/2008  101XX 501000 00000 "BOROO0
12 PR8-326350 2008-12-12 Doe John BW/STUMNAG PPE12/05/2008 101X 501000 00000 "B06000
13 PRS8-327989 2008-12-26 Doe John BIW/STUMAG PPE:12/19/2008  101XX 501000 00000 'G06000
14 PRS8-329774 2009-01-23 Doe John BIW/STUMWAG PPE:01/16/2009 101X 501000 00000 'G06000
15 PR8-329796 2009-02-06 Doe.John BW/STUMNAG PPE:01/30/2009  101XX 501000 00000 "BOROO0
16 PR8-330693 2009-02-20 Doe John BW/STUMNAG PPE:02/13/2009 101X 501000 00000 "B06000
17 PR8-331808 2009-03-06 Doe John BIW/STUMNAG PPE:02/27/2009  101XX 501000 00000 'G06000
18 PRS8-332860 2009-03-20 Doe John BIW/STUMWAG PPE:03/13/2009 101X 501000 00000 'G06000
19 PR8-333456 2009-04-03 Doe John BW/STUMNAG PPE:03/27/2009  101XX 501000 00000 "BOROO0
20 PR8-335384 2009-04-17 Doe John BW/STUMNAG PPE:04/10/2009 101X 501000 00000 "B06000

A (column B) of the spreadsheet results of the drill is the Journal (also known as the

A Journal ID), which is a type of identifier of the transaction.

A Column C is the Jrnl Date, which is the effective date of the transaction.

A Column D is the Name Field, which is the name of the payee.

A Column K is the Amount of the transaction.

A Columns F thru H include the chartfield combination for this transaction.
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At this point, you can do one of the following:
1. Return to the report by using the Window menu item at the top of the screen.
2. Return to the initial View screen by clicking the icon to the right of the spreadsheet.
3. Save the spreadsheet (see save instructions below), OR
4. Close the spreadsheet.
Multiple drill results windows can be open at the same time.
Return to the report using the Window menu item at the top of the screen

Now, we will choose the Expenditure/Revenuedrill option.

Follow the drill steps and select :

Journal Entry Detail (EXP/IREV) PSMNT - Run Drilldown
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Introduction to nVision Reporting

Drill results are brought to the screen in a separate spreadsheet.

A B C D E F G H | J K. —| 4
Line Monetary ReffYoucher — ¢
1 Journal ## JonlDate Amount  Journal Line Description Fund | Program Projp/Git Acct | DeptlD 1D E
2 (0000111874 1] 2002-07-30 520N Office Supplies Req # 30670 | 107144 50000 "E4E 7010 5400400000
3 0000111874 220020730 188.28 Office Supplies Rleq # 38671 10750000 "E46700 "B400400000 i
40000112770 1/ 2002-08-07 35.32 Fleq # 38672 Office Suppliss 107> 50000 "B45700 "B400400000 i
5 0000112770 220020807 183.43 Req# 308674 Office Supplies | 1014450000 "E45700 "B400400000
6 [TI0007116386 1/ 2002-09-13 4229 Req # 35700 Office Supplies | 1074 50000 "B4E700 "B400400000 i
7 0000117664 320021010 203.92 Req 42051 Dffice Supplies 107344 50000 "E46700 "B400400000
8 0000117664 4 2002-10-10 27.21 Req 42051 Dffice Supplies 10744 50000 "E45700 "B400400000 L
5 [DO00137006 198 2002-11-01 45.08 Office Supplies Fleg #42052 107450000 "E45700 "B400400000
10 MO0037006 199 2002-11-01 202 £5 Office Supplies Aleq #42053 | 107124450000 4700 "B400400000 :
11 (D000 37e2z 11200241119 154.25 Dffice Supplies Fleq 42054 107344 50000 "E46700 "B400400000
12 MO00139962 136 2003-071-02 81.35 Feq # 42055 Office Suppliss 107350000 "E45700 "B400400000
13 0000140952 2/2003-01-22 BE.82 Office Supplies Fleg # 42075 107450000 "E46700 "B400400000 E
14 MO00141535 154 2003-01-31 74.14 Req 42056 Dffice supplies 101344 B0 4700 "B400400000 )
15 000142884 16 2003-02-26 -21.24 Req C35700 O Supplies 10744 50000 "E45700 "B400400000
16 [DO00143117 220030227 109.35 Req# 42057 Office Supplies | 101450000 "E45700 "B400400000
17 000143518 215 20030310 20291 Req 42058 Office Supplies 10734450000 546700 5400400000
18_M0001 43570 120030311 534 REQ 42053 Office Supplies 101 "50000 4700 "B400400000
19 0000143570 2/2003-03-11 78,69 RED 42060 Dffice Supplies 107 50000 "B45700 "B400400000
20 000143933 36/200303-13 -5.98 Req # C38670 Office Supplies 10154450000 "E45700 "B400400000
21 0000143933 38| 20030313 -49.75 Ren # C30671 Office Supplies 1074 50000 "B4E700 "B400400000
22 000143933 110/ 2003-03-13 -2.62 Req # C42075 Office Supplies 101 50000 "E46700 "B400400000 o
23 000145223 141 20030407 72977 Office Supplies REQ#H 42062 1015 50000 "B45700 "B400400000
24 MOD0145223 142 2003-04-07 14.77 Office Supplies REQ# 42063 107450000 "E45700 "B400400000
25 |4PACT10M13 | 367 20020717 17910/ 025707 107244 B0000 "B46700 'B400400000 00951 £1
25 |APACT10725 51 20020719 411.74 D25707 1014 50000 'B46700 8400400000 00095542
When drilling on expenditures in the Personnel Services grouping, the Journal 1D will, most often, be composed
of an AHRPRO foll owed by a series of number (for exsa
When drilling on all other expenditure groupings, when the Journal 1D:
Begins with AAPO, it i s, more than | ikely, an
Begins with ALEGO, it is a transaction transf
Begins with APOO0, it is an encumbrance
Beginswi t h ADEPTO, it is a departmental deposit
Begins with ASFOo, it i s isaseri&ofuunkers,ttisdnbnfinajoucndl al s
entry, such as an interdepartmental.
Scroll to the bottom using the scroll bar to the right of the spreadsheet.
Notice those transactions whose Journal I D begins wi

that a vendor has been paid OR that a payable was setup and a vendor will be paid in the future.

[ LS NN Sub ) [ R A N R b ) UL T MY S0 UGS SR P L™ | g [aln YN NRge L JUINL JRIN NI N)
18 D000 43570 1 2003-03-11 9.34 REQ 42053 Dffice Supplies 1014+ B0000 "B4E700 5400400000
19 00001 435710 2 2003-03-11 ¥8.63 REQ 42060 Office Suppliss 1014+ B0000 "B4E700 5400400000
20 (D000 43933 a6 2003-03-13 6,92 Req # C39670 Dffice Supplies | 10134450000 "B4E700 5400400000
21 0000143933 a8 2003-03-13 -49.75 Req # C39671 Office Supplies | 1073+ /50000 "B4E700 5400400000
22 000143933 | 110 2003-03-13 -2.62| Req # C42075 Difice Supplies | 10134450000 "B4E700 5400400000
23 D000 45223 | 141 2003-04-07 729.77 Office Supplies REQH 42062 |101:< 80000 "E4E700 "400400000
24 fO000145223 | 142 2003-04-07 14.77 Office Supplies REQH 42063 10134+ /50000 "E4E700 "B400400000
25 |APACI10413 | 367 2002-07-17 17310 D25707 101 0000 "E4E700 FEA00400000
26 |APACIN0725 | 51 2002-07-19 41174 D25707 101 0000 "B4E700 5400400000
27 |APACI13554 | 140 2002-08-15 160.20 026443 101 0000 "B4E700 400400000
28 |APACI13554 | 144 2002-08-15 -229.50 C25707 101 0000 "B4E700 400400000
23 |APACI1S786 | 173 2002-03-23 159,30 D26443 1015 B0000 "B4E700 400400000
30 |APACIT1SSY0 | 63 2002-03-30 186.38 26461 1015 B0000 "B4E700 400400000
3 |APACIEFI0Z | 536 2002-11-25 067 D2B27T 101 0000 "E4E700 400400000
32 |LEGO331603 12 2003-02-24 158,30 GUILL 127864 101 0000 "E4EF00 "5400400000
33

In order to view more detail on these types of transactions (only), you can drill on Expenditure Detail.
Return to the report by using the Window menu. The cursor should still be on the amount in the cell on which

details are requi

red.

University of New Orleans
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Saving Reports
The reports are delivered in Microsoft Excel spreadsheets, allowing the user to save all or selected reports to
their own computerdéds hard drive.

To do this:
1. From the menu at the top of the screen, click File and then Save As
2. Il n the fiSave ino box choose a | ocation on

3. You may keep the same file name or change it at your discretion
4. Click Save

Each drill down screen is a separate spreadsheet and can be saved by using the above instructions.
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Terms for nVision Report
Preliminary Budget- Amount a department has been allocated to spend.

Pre-Encumbrance- Amount of funds that have been committed by an online Purchse Order requisition.
UNO will not use the Pre-Encumbrance column at this time.

Encumbrance- Amount of funds that have been commited by purchse orders.

Fund Balance, Revenue, ExpenditureAmount that has been credited or debited from an account.
Budget Balance The balance remaing after all expenses are taken into consideration

Budget Deficit- The amount Overdrawn

Department- Tracks information according to the divisional breakdown of the University

Fund- The primary structural units of Education and Government accounting

Program- Established by the National Association of College and University Business Officers;
Classification of the types of support given to the University

Account- The nature of the financial transaction that is entered inro the system.

Accounting Date The accounting date indicates when a transaction is recognized, as opposed to the date
the transaction actually occurred. The accounting date and transaction date can be the same. The accounting
date determines the period in the general ledger to which the transaction is to be posted. You can only select
an accounting date that falls within an open period in the ledger to which you are posting. The accounting
date for an item is normally the invoice date
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