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Goal: To provide basic, best practice, information on the various reports and queries available to USF research 

administrators. 

 

 

Resources:  TRAIN® Depot: http://www.research.usf.edu/TRAIN/finanAdminTech.asp 

  MyUSF Portal site: https://my.usf.edu/ 

  COS/Pivot: http://pivot.cos.com/ 

  USF Finance Mart:  https://eusf.admin.usf.edu/Topics/Applications/Queryland/Pages/default.aspx 

  Research Reports: https://reports.research.usf.edu/Report/ 

  Payroll Bi-Weekly Schedule: http://www.usf.edu/business-

finance/controller/payroll/payrollcertsschedules.aspx 

   TRAIN® HelpOne Service Center:  813-97-HELP1 (813-974-3571); TRAIN@usf.edu 

  

 

Purpose:   The USF Research Roles and Responsibilities require Department Research Administrators (Administrative 

Staff) to provide a variety of information and monthly financial reports to Principal Investigators, central 

administration, and auditors.  

 

 

 
 

 

 
 

 
 

 

 
 

 
 

 

 
 

 
 

 
 

 

 
 

 
 

 

 
 

 

http://www.research.usf.edu/TRAIN/finanAdminTech.asp
https://my.usf.edu/
http://pivot.cos.com/
https://eusf.admin.usf.edu/Topics/Applications/Queryland/Pages/default.aspx
https://reports.research.usf.edu/Report/
http://www.usf.edu/business-finance/controller/payroll/payrollcertsschedules.aspx
http://www.usf.edu/business-finance/controller/payroll/payrollcertsschedules.aspx
mailto:TRAIN@usf.edu
http://www3.research.usf.edu/dsr/desk-manual/docs/Research-Roles-Responsibilities.pdf


Reports & Queries Guide 
 

2 | P a g e  

 

 

 

GEMS & FAST Queries Overview:   

There are several ways to retrieve data from the PeopleSoft/Oracle databases.  One method of retrieving data is by 

running a Public Query.  Using this method you can run a query to an EXCEL spreadsheet.  Once the data has been run 

to EXCEL you can review the fields and modify the data to fit your needs.    

 

Note: Most USF public queries begin with “U_” to indicate that the query was developed by USF.  In FAST, USF 

developed public queries beginning with “U_GM” report information for the Grants Module.   

 

To find a public query, navigate to the Query Manager in either GEMS or FAST via MyUSF: 

 

Reporting Tools > Query > Query Manager 

 

To short cut through the alphabetized search results, enter the Query Name or partial name, for example, “U_” in the 

Search By:  begins with field.  Click the Search button. 

 

 

 

 

  

 

 

 

 

Navigate to the Query Manager. 

Enter the Query Name. 

Click Search. 

https://my.usf.edu/
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Search Results are displayed with various “run” options. Click the link on the row of the query for the desired run option:  

 HTML: Click to generate an HTML version of the query. 

 Excel: Click to download the query to a Microsoft Excel spreadsheet. 

 XML: Click to download query result to browser as webrowset format. There are options that enable you to 
open, save, or cancel the downloaded file. 

 Schedule: Click to schedule a time for the query to run. 

 

 

 

 

Many public queries are designed to prompt the user for additional information to complete the query criteria (date 

parameters, department/chartfield information, etc.). Once the required information is provided, the query can be run. 

Click View Results. 

 

 

 

 

Note: Many queries allow the use of the % wildcard for all/multiple values. 

Choose the desired run option. 

Enter the prompted values. 

Click View Results. 
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The GEMS/Payroll Bi-Weekly Schedule provides Pay Period, GEMS RSA Check, Pay Distribution, and FAST payroll posting 

dates.   

 

 

 

 

 

Refer to the appropriate GEMS/ 

Payroll Bi-Weekly Schedule to 

obtain the Pay Period End Dates. 

 

 

 
 

  

http://www.usf.edu/business-finance/controller/payroll/payrollcertsschedules.aspx
http://usfweb2.usf.edu/usfpers/pa.htm
http://usfweb2.usf.edu/usfpers/pa.htm
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GEMS Query: 
COMBINATION_CODE_LOOK_UP 

 
Descr:  Look up combo cds by CFVs 

 
About this query:   

 

This query returns the list of GEMS Combination Codes associated with the prompted information, used for salary 
distributions. User is prompted for FAST Dept ID, Project/Grant number, Product, Fund, Operating Unit, Initiative, and 

State Reporting Number. Requires the wildcard (%) for any non-defined prompts. 
 

 

Example:  
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GEMS Query: 

U_PAYACTUALS 
 

Descr:  Must use % in any blank field  

 

 

About this query:   
 

This query provides comprehensive payroll reporting using versatile prompt values, serves as a highly detailed USF Payroll 
Register. The query can be run for multiple pay periods or just one. The query returns the biweekly payroll expense 

information as posted to FAST and any Retro Distribution (RET) related information, along with the GEMS Combo Codes 

and their associated Chartfield values. User is prompted for Min Pay Period End Date, Max Pay Period End Date, Pay 
Group, Empl ID, Empl Record, Operating Unit, Fund Code, Account (GL Account Code), FAST-GL DeptID, Product, 

Chartfield 1 (Initiative), Project/Grant number, Budget Entity, Fund Id, Job Code, Salary Administration Plan, and GEMS 
DeptID. Requires the wildcard (%) for any non-defined prompts.  

 
 

Example:  

 

 
 
Continued: 
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GEMS Query: 

U_PAYROLL_POSTING_ABRIDGED 
 

Descr:  Must use % in any blank field  

 

 

About this query:   
 

This query provides abbreviated information on posted salary expenses. The query can be run for multiple pay periods or 
just one. The query returns the biweekly payroll expense information as posted to FAST and any Retro Distribution (RET) 

related information. User is prompted for Earliest Pay End Date, Latest Pay End Date, HR Department (GEMS DeptID), GL 

DeptID (FAST DeptID), Project/Grant number, Initiative, Product, Fund, and Empl ID. Requires the wildcard (%) for any 
non-defined prompts.  

 
 

Example:  
 

 
 
  



Reports & Queries Guide 
 

8 | P a g e  

 

GEMS Query: 

U_PAYROLL_POSTING_LEDGER 
 

Descr:  Must use % in any blank field  

 

 

About this query:   
 

This query provides moderately detailed information on posted salary expenses. The query can be run for multiple pay 
periods or just one. The query returns the biweekly payroll expense information as posted to FAST and any Retro 

Distribution (RET) related information. User is prompted for Earliest Pay End Date, Latest Pay End Date, HR Department 

(GEMS DeptID), GL DeptID (FAST DeptID), Project/Grant number, Initiative, Product, Fund, and Empl ID. Requires the 
wildcard (%) for any non-defined prompts.  

 
Example:  

 

 
 
Continued: 
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GEMS Query: 

U_PAY_DISTRIBUTION_DETAILS 
 

Descr:  Pay Dist Info w/ prompts  
 

 

About this query:   
 

This query provides detailed pay distribution information. The query can be run for multiple fiscal years. User is prompted 
for From Date, To Date, GEMS DeptID, Operating Unit, Fund Code, FAST DeptID, Product, Initiative, Project/Grant 

number, Position#, Empl ID, Beginning Empl Record#, and Ending Empl Record#. Requires the wildcard (%) for most 

non-defined prompts, “0” and “999” should be used for non-specific Empl Rcd#, as appropriate.  
 

 
Example:  
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GEMS Query: 

U_ER_ADMIN_DEPT_DETAIL 
 

Descr:  PI INFO BY DEPT FOR UNCERT RPT  
 

 

About this query:   
 

This query provides PI Information for all “uncertified” effort reports (PERT reports) for a specified department and effort 
reporting period. User is prompted for DeptID (GEMS), Report Begin Date, and Report End Date. Use the % wildcard for 

multiple departments. 

 
 

Example:  
 

  



Reports & Queries Guide 
 

11 | P a g e  

 

GEMS Query: 

U_ER_ADMIN_REVIEW 
 

Descr:  Eff Rpts by Dept and Term  

 

 

About this query:   
 

This query returns a list of all generated effort reports (PERT reports) for a specified department and effort reporting 
period. User is prompted for DeptID (GEMS), Report Begin Date. Use the % wildcard for multiple departments. 

 

 
Example:  
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GEMS Query: 

U_ER_ALT_CERTS_FOR_DEPT 
 

Descr:  CERTIFIERS FOR DEPT  

 

 

About this query:   
 

This query displays the current Allowable Certifier information for a specified department. User is prompted for DeptID 
(GEMS). 

 

 
Example:  

 

  



Reports & Queries Guide 
 

13 | P a g e  

 

 

GEMS Query: 
U_RET_STATUS_ERN_DETAIL 

 
Descr:  Status plus of RETs on Earns 

 

 
About this query:   

 
This query displays the Payroll Retroactive Expenditure Transfer (RET) Process Status and the amount of payroll earnings 

being transferred between combination codes, per the RET request. Additionally the query details the RET Process Date, 

the Updated by user ID and Pay Date for Posting. User is prompted for Earliest Date Created, Run Control ID, Earliest PP 
Affected, Latest PP Affected, Empl ID, and GEMS DeptID. Requires the wildcard (%) for any non-defined prompts.  

 
 

Example:  
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FAST Query: 

U_GM_ACT_DIRECT_INDIRECT_COSTS 
 

Descr:  Prompt by Dept 
 

About this query:   

 
This query returns the PI, Sponsor, Award Begin Date, Award End Date, Direct and Indirect Costs. 

The user is prompted for a FAST DeptID. 
 

 

Example: 
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FAST Query: 

AWARDS_BY_ENDDATE4 
 

Descr:  AWARD & BUDGET STATUS BY ENDDT 
 

About this query:  

 
This query lists all awards that will reach the end date (from contract line) within a given date range. 

The query returns Project (Project ID), Project Title, Principal Investigator, Sponsor, Award Begin Date, Award End Date, 
the associated FAST chartfields, Budget, Pre-Encumbrances, Encumbrances, Expenses RSA-Budget Balance and Status. 

The user is prompted for Project (Project ID) like (use the % wildcard for multiple projects), Beginning and Ending End 

Dates, and Operating Unit (use the % wildcard for all). 
 

 
Example:  
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FAST Query: 

U_AM_PROPERTY_LIST 

  

Descr:  List My Assets by FAST Dept ID   
 

About this query:  
 

This query can be used to track department assets and assist Asset Management with annual inventories. The query 

returns associated FAST chartfield information, Tag #, Manu (Manufacturer), Descr (Description), Serial #, Location,  
 

Example:  
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FAST Query: 

U_AM_PROPERTY_LIST_BY_PROJ 

  

Descr:  List My Assets by FAST Project   
 

About this query:  
 

This query can be used to track project assets and assist Asset Management with annual inventories. The query returns 

associated FAST chartfield information, Tag #, Manu (Manufacturer), Descr (Description), Serial #, Location, 
 

Example:  
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FAST Query: 

U_GM_AWARD_PI_CPI 
  

Descr:  PI and CoPI Project Info  
 

About this query:  

 
This query can be used to lookup all sponsored projects, where an employee has been assigned the Project Role of PI or 

CPI (CoPI). The query returns EmplID, Name, Project Role, Project ID, Award Title, Project Description (short), Award 
Begin Date, Award End Date, Sponsor Name, Funding Type, and Status (Project Status).  

Requires the wildcard (%) for any non-defined or partially-defined prompts. 

 
 

Example:  
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FAST Query: 
U_GM_FIND_MY_GFA 

 
Descr:  Find RFM Contacts for a Grant 

 

About this query:   
 

This query returns a list of Research Financial Management (RFM) contacts for all sponsored awards (contracts & grants). 
User is prompted for Contract Num / Project ID like (use the % wildcard for multiple projects).   

 

 
Example:  

 
 

 
 

Continued: 
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FAST Query: 

U_GM_KK_ENDDT 
 

Descr:  Check the KK end date for Proj 
 

About this query:   

 
This query returns the budget definition information from commitment control for grant projects.   

Query shows the Ledger Group, Project ID, Budget Level, Control Option, Begin Date, and End Date.   
Search is based on a User prompt for a Project ID like (use the % wildcard for multiple projects). 

 

Example:  
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FAST Query: 
U_GM_LIST_UNDERWRITES 

 
Descr:   

 

About this query:   
 

This query lists initial and bridge underwrite information. The query displays, Type, PI Name, Project Title, Proposal ID, 
Version (specific to central admin), Status, Sponsor Name, Contract ID, and Begin & End Dates.  

 

 
Example:  
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FAST Query: 

U_GM_PAYMENTS_RECEIVED 
 

Descr:  Returns Payments rec'd on proj 
 

About this query:   

 
This query is used to identify payments received on a project. 

User is prompted for a Project ID. 
 

Example:  
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FAST Query: 
U_GM_RSCH_RIA_FUND_RSA 

 
Descr:  RSA- NEW RSH INITIATIVE AWARDS 

 

About this query:   
 

This query returns associated FAST chartfield information, Ledger Group, Year (Fiscal year), Initiative Name, Budget, Pre-
Encumbrances, Encumbrances, Expense, and Commitment Control RSA.  

The user is asked to provide the Fiscal Year, FAST DeptID (use the % wildcard for multiple departments), Fund (use the 

% wildcard for multiple fund codes), and the Initiative (use the % wildcard for all). 
 

 
Example:  
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FAST Query: 

U_GM_VCHR_BUD_EXCPTN_BY_DEPT 
 

Descr:  Vchr bud excptns w dept prompt 
 

About this query:   

 
This query returns a list of current voucher budget exceptions (budget checking errors) related to grants. 

Provided information includes accounting date, award end date, commitment control end date, received date, invoice 
date and gross amount for the entire voucher. 

 The query prompts for a department using a 'like' expression (use a partial department number and %).   

 
 

Example:  
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FAST Query: 

U_GM_VOUCHER_ACTIVITY 
 

Descr:  Voucher Activity for a Proj 
 

About this query:   

 
This query prompts for a date range of accounting dates and Project ID (use the % wildcard for multiple projects). 

 
 

Example:  
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FAST Query: 

U_GM_PRODUCTION_LIST 
 

Descr:  List of Award Milestones 
 

About this query:   

 
This query provides project financial milestone information (i.e., final invoice and report due dates, completion dates and 

comments). By prompt, the user is asked to provide the Project ID (use the % wildcard for multiple projects), FAST 
DeptID (use the % wildcard for multiple DeptIDs), and Campus (use the % wildcard for all campuses).  

 

 
Example:  
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FAST Query: 

U_PCARD_CHGS_POSTED_PROJ 
 

Descr:  PCard charges posted by projec 
 

About this query:   

 
This query lists PCard charges and associated chartfield information for a specific Project.  

The user is prompted for Project (Project ID). 
 

 

Example:  
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FAST Query: 

U_WORKFLOW_ROUTING 
 

Descr:  Req Approvers & Managers 
 

About this query:   

 
This query lists all personnel assigned the Purchasing roles of Req_Approver or Req_Manager for a given Project ID.  

The user is prompted to provide a Project ID (use the % wildcard for multiple projects, %Chartfield%). 
 

 

Example:  
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FAST Query: 

U_YE_OPEN_POS_BY_DEPT 
 

Descr:  Open POs By Dept % 
 

About this query:   

 
This query, originally designed for year end processing, displays open Purchase Order information for a specific 

department.  
The user is prompted for Oper U (Operating Unit) and Dept (FAST DeptID). Use the % wildcard for non-defined or 

partially-defined prompt values. 

 
 

Example:  
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FAST Query: 

U_YE_OPEN_POS_BY_PROJECT  
 

Descr:  Open POs By Proj % 
 

About this query:   

 
This query, originally designed for year end processing, displays open Purchase Order information for a specific project.  

The user is prompted for Project (use the % wildcard for multiple projects). 
 

Example:  
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GEMS Department Summary Report:  The Department Summary Report provides a detailed view of how 

Department, Position and Appointment level pay distribution is setup within a department.  
 

 

GEMS Navigation: (Main Menu > USF Menu Items > Report > Department Summary Report).  

 
Step 1   Enter your Run Control ID and click the Search button. 
 

 

 
 

 

Note: To add a Run Control ID, click the Add a New Value tab. Type in your Run Control ID in the edit box (a 

Run Control ID may be up to 30 characters long with no spaces). Click the Add button. 

 
 

Step 2   Enter the GEMS 10 character Dept ID in the Department box and leave the As of Date blank for current 
distribution. Click the Run button. 

 
 

 
 

The report returns only active 
distributions unless this is 

checked and no date is entered 

(current distributions only). 
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Step 3   The Process Scheduler Request page appears. The Process List reflects the requested report. Notice the 

Process Name, U_PAYS1. Ensure that the Server Name = PSNT, Type = Web and Format = PDF.  Click the 
OK button.  

 
 

 
 
 
 
 
 
 

Step 4   Once you’ve clicked OK on the Process Scheduler Request page, you’ll return to the Process Request Dialog 

page. Notice the Process Instance number. Click the Report Manager hyperlink.  
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Step 5   The Report Manager opens to the List page; this is the delivered PS default. Click the Administration tab. 

 
 

 

 
 

Step 6   The Report Manager, Administration page displays the requested report’s status. Once the report is finished, the 
Status will change to Posted and the Description (report name) becomes a live link to the report. Click the 

Department Summary Report hyperlink to view the report.   

 

 
 

Note:  Before a report can be read (Posted) it travels through several different stages; to view the Status of a 

report, click the yellow Refresh button. The status “N/A” indicates the process has just been added to the 
report request but processing has not yet started, there is nothing to post. 
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Step 7   The report appears as an Adobe document. The page can now be printed or saved to file.  
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USF Finance Mart:  The Finance Mart is USF’s official reporting tool for financial reconciliations. 

 

Direct access to Finance Mart, official USF ledgers, click: 

https://eusf.admin.usf.edu/Topics/Applications/Queryland/Pages/default.aspx (or go through eUSF Portal).  

Finance Mart system related questions? Contact Mark Devore (813/974-2286).  

   

 

 

Note: To receive UCO email notifications of official month close, click to subscribe to the FAST-LIST serv. 

Direct access to Finance Mart, official USF ledgers, click: 

https://eusf.admin.usf.edu/Topics/Applications/Queryland/Pages/default.aspx (or go through eUSF Portal). 

Finance Mart system related questions? Contact Mark Devore (813/974-2286). 
 

 Note: For projects with cost share, the Fund code may be entered for a differentiated view. Entering only the 

Project ID, will return both project and cost share information. Entering Project and Fund will limit the results to 

return only project information associated with the specified fund code. 

 When reviewing award setup, it is recommended to run the RSA Summary report by Project only to ensure that 

information has been properly distributed across funds codes, as applicable. 

 For monthly reconciliation, be sure to check both the “Check to Include Starting Balance” and the “Check to 

enable period selection” boxes. Select the most recent “closed” month, as indicated in the UCO email notification, 

from both the Fiscal Period Start and End date drop down boxes. 

  

Check both boxes: 

 Check to Include Starting Balance  
 Check to enable period selection 

Select the most recent 

“closed” month from both 

the Fiscal Period Start and 

End date boxes. 

 

Enter the Project ID. 

Do not enter dashes in the 
Project field. 

https://eusf.admin.usf.edu/Topics/Applications/Queryland/Pages/default.aspx
https://eusf.admin.usf.edu/default.aspx
http://listserv.admin.usf.edu/archives/fast-list.html
https://eusf.admin.usf.edu/Topics/Applications/Queryland/Pages/default.aspx
https://eusf.admin.usf.edu/default.aspx
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Research Reports: 

The Research Reports are published by USF Research & Innovation Sponsored Research. If you have any questions or 
concerns regarding any report information please email rsch-reportsmail@usf.edu. 
 

 

 

 

https://reports.research.usf.edu/Report/
mailto:rsch-reportsmail@usf.edu?subject=Research%20Reporting%20website%20inquiry

