Reports & Queries Guide

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.
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Reports & Queries Guide

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.

Fam:lvr'rtes MainvMenu * Repnrtigg Tools > quen-r * Query Manager

Query Manager Enter the Query Name.

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Qluery | Create Mew Query

*Search By: |Quer§.r Marne v|

| Gearch _l_n.cluanced Search

\| Click Search.
Find an Existing Query | Create Mew Query

begins with [U_PAYROLL_POSTING_LEDGER

2|Page


https://my.usf.edu/

Reports & Queries Guide

Search Results are displayed with various “run” options. Click the link on the row of the query for the desired run option:
e HTML.: Click to generate an HTML version of the query.
e Excel: Click to download the query to a Microsoft Excel spreadsheet.

e 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.

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

Choose the desired run option.

Search Results

*Folder View: | — All Folders — v

CheckAll | UncheckAll —~ v| | Go

M\ X\¢ Runto Runto

Select Query Name Descr Owner Folder Edit HTON Excel XML Schedule
: - PAYROLL :
[ U_PAYROLL_POSTING_LEDGER Mustuse % in any blank field FPublic LEDGERS Edit | HTML xcel XML Schedule

Find an Existing Query | Create New Query

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.

U_PAYROLL_POSTING_LEDGER - Must use % in any blank field Enter the prompted values.

Earliest Pay-End-Date: |U?J’D?J’2011 Qﬁ

Latest Pay-End-Date: [o7107/2011 @

HR Department LIKE (use %): [0-1725-000 |

GL DeptID LIKE {use %): e
ProjlGr LIKE {use %): [ Q
Initiative LIKE {use %): [

Product LIKE {use %): [

Fund LIKE {use %}: [ |

and EmpliD LIKE {use %):  |% Q@ J Click View Results.
|_ View Results | '
Pay pZﬁid HR Last | First | | Empl Job | sal G[r’s:p S0 | o |Rer | ReT |RET| check |Operating Dept s";
e End |Department Name Hame + Record [FEEITT Code|Plan| on ELEE Cycle | Seqf| Status ee CorrectedDt Unit 1] FOTH AL TR IR [T 2R R
No. Date Job Nbr Date N

Note: Many queries allow the use of the % wildcard for all/multiple values.
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The GEMS/Payroll Bi-Weekly Schedule provides Pay Period, GEMS RSA Check, Pay Distribution, and FAST payroll posting

dates.

Pay Period Pay Period
Cycles Dates

Pay Dates

Appointme
nt
Guarantee

Payroll Certifications

Payroll
Confirm

Distribution

Pay

Posting to
FAST

_ Mini-Cens Last Day to Start GEMS . F_'ay . FAS_
Deadllm_e W Online 10:00-10:30 Submit Payl_nll RSA Check Distribution Posting
Note Fl':'a? o A Sul:_rmlt Certs made [Ce_rts Not Pawrall C_It_:tnflrm & Account . RSA Viewable by
- der'm ay Date ntp;:[l:];n;z vailable A:a:;l-é;;ll:;:‘i:!h Adjustment Ti[m:'g;el;n v :;Z:du_e Eheck & DepI;sf Pay
10-00 AM ane . Forms. 5-00 alidation CCount ata
HR Certs final M de;dline AM) fAfar Code Available For
deadline FPavralis | Validation Efforx
APC [ 1627 52 062716 LELZTE BEATERIE OF0SHE 07056 OvI06HME 07HING
v 062416 avnie 07416 07HSHE o736 07H3ME Ov20M6 072516
1702 G 072516 072516 7236 0aMn2ne 030216 0&80316 030516
1703 LA 050516 031116 081216 051616 081616 051716 0312206
1704 L2 032216 0312516 082616 0Br30ME 03/3016 033118 030516
- 1705 08131E LRGN 030816 030916 031318 09M31E 031418 09M13Me
1706 ] \USFDZHE 03M3neE 0312216 03/2318 0312716 032716 03f28M86 N03NE
1707 N'IB:"IB 00316 NOEME 00T HE e 10MMeE 10M2M8E 0OMHE
1708 USF}S{IE TG V2016 2B MNZSME 02516 MNZENE 10056
1703 10?14?1& NG TEHE OB TosHE THOEME T0sHE 46
APC | 1710 102516 \ PR FE LT FE FF FE L FISE 2816
1711 PR \Qn'23|'15 120116 120216 1210616 120616 1207HE 12H216
APC | 1712 FE L?'N'JE FEAr S P FEAF Pk PRy o FE R F
APC | 1713 FE Eﬂlﬁ’x FEed o Pt onosAT 0asHT 04T onwasH7?
APC | 1714 FEAr ST 0nasHy \\ SRINIF ST 0MTHT o 0ManT oW23n7?
s OWOGH7T 012317 \D1|'2@Z// \ L 020117 020617
1716 o207 020617 (17 022007
T 0303N7 | D2I0SMT wzzmr /. Refer to the appropriate GEMS/ O3M0ET
1715 |[o2izal paten? || oemtr || owoens Payroll Bi-Weekly Schedule to 0320017
T3 || 03108 033117 030317 032017 \ obtain the Pay Pel‘iod End DateS. 040317
Tr20 || 0524) 01417 [ e 040317 \ 0477
Tr21 || 0o 042817 033117 0477 m\ _ 1267 0s/01?
Trz22 || Odfz 01217 LI asiomy 050417 :74’!’5:-—-_ B ’Uﬁﬁﬁ 05107 01517
1723 || 0=/05) 0512617 LI O5HSHT D5|"|§D/ OsHaMT 0582317 052317 Ost24M17 052317
<% | 1724 [| 053¢ 0637 051217 LELTIF )ﬁﬁ‘h"l? Q60217 OBMENT 06/06AT OBIa7THT 06217
1725 || 06/02! 062317 52T 06H217 // 06MSH7T 0BHEMT 02017 062017 062117 06267
1726 || DEME! 07077 52T EIE:'M LEEPEIT LELZSRIF BrRIIT BRIy OviasHy ovHoM7?
U_PAYROLL_POSTING_LEDGER - Mustx€e % in any blank field
Earliest Pay-End-Date: onae| 2y
Latest Pay-End-Date: 0T4E o
HR Department LIKE (use %); |0-1725-000
GL DeptlD LIKE {use %) %
ProjiGrt LIKE (use %): % @,
Initiative LIKE (use %): %
Product LIKE {use %): %
Fund LIKE {use %): %
and EmplID LIKE (use %); % OJ
View Results
ey ngzu Last | First |, .| Empl | Job | sal Gl:gﬂp 5P | oir |rer | Rer |RET| check  |Operating|Dept . sF;
Period| i | Department|Name |Name |'° | Record| P25 °" | code | Plan| on | "CK| cycle | seq# | status Unit FOTH [ iTEs (ETTe ] [ zel

Ho. Date

Nbr

Daty

& CorrectedDt
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GEMS Query:

Reports & Queries Guide

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:

COMBINATION_CODE_LOOK_UP - Look up combo cds by CFVs

FAST DeptID: [% a,
ProjGrt Like:  [1725104100 @,
Prod Like: % @,

FundLike:  [% @

Oper Unit Like: [% @
Initiative Like: |% O‘

State Rpt Num: [%
View Results
Download results in -

Eff Date Status State Rpt Num
1 07/20/2009 A 172512410
2 |07/2012009 A 1725124L0
3 A 172512410
4 A 1725124L0
5 07/20/2009 A 172512410
6 |07/2012009 A 1725124L0
7 07/20/2009 A 172512410
8 |07/2012009 A 1725124L0
9 07/20/2009 A 172512410
10 |o7r20/2009 A 1725124L0
11 |07/20/2009 A 1726124L0

Excel SpreadSheet CSV TextFile XMLFile (4 kb)

Combo Code Descr Acct Acct Description DeptID Project Product Fund
000180570 ' TOOLS OF THE MIND: PROMOTING 50021 Administration 172500 1725104100 000000 20000
000180571 TOOLS OF THE MIND: PROMOTING 50700  |Health 172500 1725104100 000000 20000
000180572  TOOLS OF THE MIND: PROMOTING 50710 Retirement 172500 1725104100 000000 20000
000180573 TOOLS OF THE MIND: PROMOTING 50720  |Life 172500 1725104100 000000 20000
000180574  TOOLS OF THE MIND: PROMOTING 50725 Other 172500 1725104100 000000 20000
0001805 TOOLS OF THE MIND: PROMOTING 50730 |Taxes 172500 1725104100 000000 20000
000180576  TOOLS OF THE MIND: PROMOTING 50022 Faculty 172500 1725104100 000000 20000
000180577 TOOLS OF THE MIND: PROMOTING 50023 |Staff 172500 1725104100 000000 20000
000180578  TOOLS OF THE MIND: PROMOTING 50040 0P8 172500 1725104100 000000 20000
000180579 TOOLS OF THE MIND: PROMOTING 50735  |OPS Taxes 172500 1725104100 000000 20000
000180580  TOOLS OF THE MIND: PROMOTING 50041 Crad Asst 172500 1725104100 000000 20000

First [ 113 of 13 [ Last

Oper Unit
TPA
TPA
TPA
TPA
TPA
TPA
TPA
TPA
TPA
TPA
TPA

Chartfield1
0000000
0000000
0000000
0000000
0000000
0000000
0000000
0000000
0000000
0000000
0000000
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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:

U_PAYACTUALS - Must use % in any blank field |

Min Pay Period End Date:  [p7/07/2011 [5)
Max Pay Period End Date: [07/07/2011 )

Pay Group: %
Empl ID: %
Empl Record: %
Operating Unit: %
Fund Code: %
Account: %
FAST-GL DeptiD: %
Product: %
Chartfield 1: %
Project/Grant: 1725104100
Budget Entity: %
Fund Id: %
Job Code: %
Salary Administration Plan: [%
GEMS DeptiD: %

View Results

Download results in - Excel Spreadsheet Csv TextFile xuLFie (11kb)

Sep cA
Pay Period Line| oOff First Empl HR Job Pay | Combo  |Operating State Rpt | UDist |UDist |U
Co |Group "0 Page o c::zik D wame| 25t |Recora|Department| P°S10" |Coge RG“L" Periea | Reversed | Year Period| ~CrL Unit | Fund | Acct |DeptiD|Product Chartfieldt| Project | BudEnt |Fundid| > 5 | c 0 |l ol
1 |USF|POH |07/07/2011| 320 4[N 0/00000068119 ;‘:T\\za Da Silva 2|0-1725-000 9190y 1201 |N 2011|  12|000180578 | TPA 2000050040 | 172500000000 0000000 | 1725104100 | 48900700 | 655006 | 1725124L0 S‘R#' REG
2 |USF|POH |07/07/2011| 320 4[N 0/00000088119 217 | Dasiiva 2|0-1725-000 9190 Y 1201 |N 2012 1000180578 [ TPA 2000050040 | 172500000000 0000000 | 1725104100 | 48900700 655006 | 1725124L0 E‘R# REG

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:

U_PAYROLL_POSTING_ABRIDGED - Must use % in any blank field

Earliest Pay-End-Date: 07/07/2011 @,

Latest Pay-End-Date: 07i07/2011 @,

HR Department LIKE (use %): %

GL DeptiD LIKE (use %): %

Proj/Grt LIKE (use %): 1725104100 @,
Initiative LIKE (use %): %

Product LIKE (use %): %

Fund LIKE {use %): %

and EmpliD LIKE (use %):  [% @,

View Results

Download resultsin ©  Excel Spreadsheet CSV TextFile XMLFile (1kb)

First [ 1-4 of 4 [j] Last

PP# | PPEndDate | Last Name | First Name D Empl Record | Position | Job Code | SalPlan | FTE | Fund | Product | Initiative | Project |%Dist | CompRate |Total pay | Total Fringes | Total Amt | Operafing Unit | Dept ID
1/1201 07072011 |Arango Liza 00000071955 1 9182 05 0.500000 20000 [000000 0000000 1725104100 | 100| 793.046154| 793.05 0.00|  793.05/TPA 172500
2[1201 [07/07/2011  |DaSiva  |AnnaPaula (00000088113 2 9190 09 0.500000 20000 (000000 0000000 [1725104100 100  30.000000| 108750 000| 108750 TPA 172500
31201 07072011 |Lopez Lisa 00000052776 60000013486 |9003 22 0.600000 20000 [000000 0000000 [1725104100 62| 2041.076923| 170058 26478| 196536 TPA 172500
41201 07072011 |Melanson  [Megan 00000083660 1 9190 09 0.500000 20000 (000000 0000000 [1725104100 100|  10.000000]  400.00 580 40580 TPA 172500
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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:

U_PAY_DISTRIBUTION_DETAILS - Pay Dist Info w/ prompts )
From Date: 08012011 [
To Date: 0910172011 5
GEMS DeptiD Like (%-All) 0-1725-000
Op Uit Like (%-All: %

Fund Like Like (%-Al) %

DeptiD Like (5-All): %

Prod Like (%-All): %

Initiative Like (%-Al) %

ProjiGrt Like (%-Al): %

Position # Like (%-All: %

Empiid Like (%-All) %

Beg Empl Red# (Use 0 for All: | 0

End Empl Red#{Use 999 for All): [ 399
Name Like (%-All): %

View Results

Download results in - Excel SpreadSheet CSVTextFile XML File (283 kb)

View a1 Frst [ 1-100 0f 704 [3] Last
Dept ID Year Name D Empl Record Position Bdgt Level | Pay Status Dist Eff Dt Combo Code | Distrb % Project Operating Unit Fund | DeptID | Product Initiative

1 2012 |Adair Andrea Leigh-Lesley 2 A A 11 (000102426 100,000 A 10000 (172500 (000000 [0000000

2 25

11 000102429 100.000 TPA 13000
11 000102426 92.000 TPA 10000
081052011 000102429 8.000 TPA 13000
08/19/2011 000102426 100.000 TPA 10000 |1725

000000 [000000O
000000 |0000000
000000 0000000
000000 |000000O

2 2
0-1725-000 | 2012 |Adams Carolyn D 00000085329
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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:

U_ER_ADMIN_DEPT_DETAIL - Pl INFO BY DEPT FOR UNCERTRPT

DeptiD Like: 0-1213-000
12010 (5

Report End Date:  [05/06/2011 il

Report Begin Date: |1

View Results

Download results in - Excel SpreadSheet CSVTextFile XMLFile (1kb)
ew Al

First [ 12 of 3 [ Lost
Effort Report DeptiD ] Name  |Empl Record |Sal Plan |Year |Pay Bon Dt | Pay Period End| Eff Date | Certify|Changed | DA Change | Employee Change |Reject | Due Date | Project Team Name Proj Role
1|0-1212-000 00000040486 |Patel Rekna S 5lo0 2011[12r22r2010 | 0510672 0700172011 [N [N N N N [08/26/2011 1213107600 00000017589 |Acevedo Duncan Mildred E |PI
2/0-1213-000 00000040486 |Patel Reknia S 500 0700172011 [N [N N N N |0ei26/2011 1213109600 | 000000 cevedo Duncan Mildred E |PI
3[0-1213-000 00000040486 |Patel Rekha § 500 07012011 [N [N N N

N 0812672011 | 1213110500 | 00000017550 |Acevedo Duncan Mildred E |1
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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:

U_ER_ADMIN_REVIEW - Eff Rpts by Dept and Term

Dept ID: 00

Report Ban Dt:
View Results

2/2010 (&

Download results in : Excel SpreadSheet CSV TextFile XMLFile (12 kb)

st [l 1-54 of 54 [ Last
DeptID D Name. Empl Record Pay Period End sal Plan Certify Changed DA Change Reject
1 00 00000019851 Ostermann,Sharon D 00 v N [y N
00 00000030730 Zaworotko Michael v N ¥ N
00 00000034377 Space Brian v N ¥

11|Page



Reports & Queries Guide
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:

U_ER_ALT_CERTS_FOR_DEPT - CERTIFIERS FOR DEPT

Dept ID: [0-1212-000

View Results

Download results in - Excel SpreadSheet CSVTextFile xwLFile (1 kb)

First [§] 1-3 01 3 [ Last
DeptID D Employee Name Empi Record | Sal Plan Effort Report Begin Date Effort Report End Date Year | Certifier's D Certifier Name Certifier Descr
101213000 [00000040485 Patel Rekha S 5|00 12/22/2010 0510612 2011/00000017559 Acevedo Duncan, Mildred E PI-CPI

2 [0-1212-000  [00000040488 Patel,Rekha S 5[00 1212212010 080812011 2011/00000017559 Acevedo Duncan,Mildred E SUPERVISOR

3 [0-1213-000  [00000040486 Patel Rekha 5 500 12/22/2010 0510612011 2011/00000041669 Larsen Randy W DEPARTMENT GHAIR
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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:

U_RET_STATUS_ERN_DETAIL - Status plus of RETs on Earns

Earliest Date Created: 0910172011 [
Run Cnti LIKE (use %) %

Earliest PP Affected:
Latest PP Affected:

EmpIID LIKE (use %) % @
GEMS DeptiD LIKE (use %): [0-2117-000
View Results

Download results in - Excel SpreadSheet CSVTextFile XWLFile (2 kb)

Sep New RET
Process | Pay Period Empl off Earn | OLD Acct oLD New Acct | New |Selected Fiscal RETdist Updated | PayDtfor GEMS
e e s nd ErD Mame |Rocard “hEK cycle P29 Code| Code  |Eamings|  Code | Amount | for B.C, |FITOr| EAMS ENd | Year fyeo | ACEE | Ty | Process | gy | posting | Deptid
o
1/09/12/2011 0000003234 | Editing  |07/07/2011|00000011671|Kramer Jefirey H o 0N 2|REG |000213693| 424.38|000203271 3178|Y OK | 06/30/2011|2012| 2012 3/00/01/2011|09/12/2011 | JHEATLEY | 09/01/2011 | 2117~
000
o
2|09/12/2011|0000003234 | Editing |07/07/2011 /0000001167 1|Kramer Jeffrey H 0 0N 2|REG |000213693 0.00|000213693| 392.62|Y OK |06/30/2011|2012| 2012 3/09/01/2011|09/12/2011 | JHEATLEY | 09/01/2011 | 2117~
000
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Reports & Queries Guide

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:

Enter DeptiD (%): | 210700

View Results

Download results in :

Award |Award End Direc ndirect
I“@- Awa[d pl Name TOtaI cos‘s

1028100301 Mathematics & Science |, 01/31/2005 | 07/31/2006 | Meisels, Gerhard G

Teach

5 12107003900 CHEMICAL

ENGINEERING EIES-

3 2107004700 | CHEMICAL

ENGINEERING  INT-8

4 |2107005000 CHEMICAL

ENGINEERING  FIBER

Excel SpreadSheet CSV TextFile (47 kb)

| 08/15/1986 01/31/1989 | Garcia-Rubio,Luis H

| 02/15M1989 01/311992 | Garcia-Rubio Luis H

| 09/01/1989 08/311880 | Garcia-Rubio Luis H

Florida Department

of Education 2076480 1038.24

Mational Science
Foundation

Mational Science
Foundation

15180.00 2280.00

14180.00) 1555.00

248 Source Agency
Conversion 7486.09 13.01
Customer

1-83 of 83

21803.04 10251003

17460.00 21070039

15735.00 21070047

7500.00|21070050
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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:
AWARDS_BY_ENDDATE4 - AWARD & BUDGET STATUS BY ENDDT A
Project like {use % forallj: %
Beginning End Date: 12/0112011 [
Ending End Date: 03/01/2012 |5
Oper Unit like (use % for all): | TPA QU
View Results

Download results in - Excel SpreadSheet cSVTextFile (154 kb)

View All 1-100 of 207 [3] Last

_ S Awd Begin | Awd End - Oper — Pre- RSA- Budget

1 1001100700 KnowHow2Go
Implementafion Peri

KnowHow2Go

Implementafion Peri

Dosal,Paul J The Lumina Foundation 01/01/2010 | 12/31/2011 USFO1 TPA 22000 100100 000000 0000000 515800.00 0.00 42906.00 43357183 3912237 A

2 1001100700 Dosal,Paul J The Lumina Foundation 01/01/2010 |12/31/2011 |USFO1|TPA 22000100100 SUBOOL 0000000 6000.00 0.00 0.00 0.00 6000.00 A
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FAST Query:

U_AM_PROPERTY_LIST

Descr: List My Assets by FAST Dept ID

About this query:

Reports & Queries Guide

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:

U_AM_PROPERTY_LIST - List My Assets by FAST Dept ID

DeptlD: [211700
View Resuits
Download results in

View All

Unit o

Unit DeptlD | Fund

USF01|TPA 211700 | 10000

™

USFO1|TPA |211700|10009

@

USF01|TPA | 211700 | 18300

-

USFO1|TPA |211700|18300

@

USF01|TPA | 211700 | 18300

@

USFO1|TPA |211700|18300

=

USF01|TPA | 211700 | 18300

@

USFO1|TPA |211700|18370

©

USF01|TPA |211700 | 18370

USFO1|TPA |211700|20000

Initiative

0000000

0000000

0000000

0000000

0000000

ENGCT02

DEPTMNT

0000000

ENGCTO02

0000000

Proj

Tag#

495000218829

495000219394

495000233399

495000235331

495000239676

495000241639
495000254300

495000264002

495000266193

495000237117

Excel SpreadSheet CSVTextfile XMLFie (14 kb)

Manu

DELL

DELL

DELL

HEWLETT
PACKARD

HEWLETT
PACKARD

DELL

DELL

DELL

HEWLETT
PACKARD

DELL

Descr Serial #

DELL 410 TOWER
SERVER

DELL
POWEREDGE
4300 SERVER
DELL M50
LAPTOP
COMPUTER

H.P. 5500 HDN
LASERJET
PRINTER

HP DESIGNJET
1055CM PRINTER |SG3BL1311W
PA
LAPTOP

COMPUTER Hasvst
SERVER 91YROF1
LAPTOP

COMPUTER J62HoK1
LASERJET

PRINTER JPRCB1WO1W
SERVER 70831

Location

CuT0205

ENC1003

CuT0245

CuUT0249

CuUT0140

CcuT0138

cuT0208

CuT0242

CuT0244

CUT0208

Amount

0.000

0.000

0.000

0.000

0.000

0.000

0.000

0.000

0.000

0.000

Last Scan |Stat

0101420111

04/30/2007 ||

06/30/2007 ||

02/29/2012 |1

12/31/2008 ||

10/29/2004 ||

01/01/2008 ||

0272820121

03125/2010 |1

01/01/2011 1

AcqDt |OCP| Custodian

07/30/1999 N

08/31/1999|N

10/31/2002 |N

03/31/2003|N

04/15/2004 |N

10/29/2004|N
01/01/2008 |N

06/03/2009|N

03/25/2010 N

08/08/2003|N

3009
Doc

First [if] 1-22 0122 [j] Last

PO No. Vouch AsstID

000000208972

000000210162

000000217621

000000218833

0000024444 |00097691 000000221357

0000045448 |00159168 | 000000222463

0000120369 |00472921 000000229672

000000273441

000000280264

0000003517 |00022953 | 000000219751

m
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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:

U_AM_PROPERTY_LIST_BY_PROJ - List My Assets by FAST Project

Project # (%): |2107%

View Results

Download results in - Excel SpreadSheet CSVTextFile XMLFile (2 kb)

First ] 1-3.013 [ Last

L

Unit L?n‘\: DeptiD | Fund | Prod |nitiative Proj Tag # Manu Deser Serial# | Location | Amount | Last Scan |Stat| AcqDt |OCP Custodian|3008 Doc| PO Ne. Vouch AsstiD
1|USFO1|TPA 210700 /20000000000 | 0000000 | 2107104700 | 495000270231 |ULTRAPYC ULTRAFOAM PYCNOMETER ENC3000 |9992.500 08/13/2010 |1 07/30/2010 |N 0000160531 |00665011 | 000000300461
2|USFO01 | TPA 210700 |20000 000000 | 0000000 | 2107104700 | 495000270231 |ULTRAPYC ULTRAFOAM PYCNOMETER ENC3000 |9992.500 | 08/13/2010 |I 07/30/2010 |N 0000160531 000000300461
3|USFO01|TPA 210700 22000000000 | 0000000 | 2107104200 | 495000270943 | TELEDYNE ISCO | SYRINGE PUNMP 210F20170 |ENB0118 | 5108.170 |07/28/2010 || N 0000159224 | 00658150 | 000000300617
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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:

U_GM_AWARD_PI_CPI - Pl and CoPI Project Info

Empl ID {use % for blank):  [%
Last Name (use % for biank): [IOHAPATRA
First Name {use % for blank): 5%

View Results

Download resulfs in - Excel SpreadSheet £SVTextFile xuLFile (31 kb)

Project
le

Empl ID Name Rol

Project ID Award Title

00000025184 gDnaDa”a'S”'*a‘“ Pl 6108100000 | Differentiation of Stem Cells to Blood Cells Using

00000025184 | !IOhaPaaShyam g,

6108100001 | Differentiation of Stem Cells to Blood Cells Using

000000257184 gnhapatra Shyam

Pl 6108100100 |Nanomedicine Research Center Core (NRCC)

00000025184 thanetra.shmm Bl

6108100400 |Micro-RNA Directed Generation of Blood Cells from Cord B

Project Description

Differentation of Stem Cells t

Differentation of Stem Cells t

Nanomedicing Research Center C

Micro-RMA Directed generation

Aviard Begin
Date

06/01/2009

06/01/2009

09/30/2009

09/01/2010

Award End
Date

05/31/2012

05/31/2012

08/31/2012

08/31/2012

Sponsor Name

Office of Naval Research

Office of Naval Research

Natl Heart Lung and Blood Inst

Office of Naval Research

First [i] 1-57 of 57

Funding
Type

FED

[l Last

Status

Active
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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:

Contract or Project like: 2107102100
View Resulls

Download results in . Excel Spreadsheet CsvTextFile (1 kb)

Award | - Trans Reporting |Reporting Closeout|
Contract | Award Title Sponsor | Award |Award End Contract| Transaction |y ;| frans Team Email | Invoicing | Team | Reporting Team Email | “'oS2%U | “yeam :
Begin Date Date Admin | Setup Team Team
Num Phone| Team Phone Phone

CAREER
Responsive, National
1 21074024 Surface TOOMeLRYAN 5ence 0210412007 017312012 ACTIVE williams Kevin| 7% kevinw@admin.ustedu| D25 CNeY g7y sngo | cadavis@adminustedu COrdonLew- 974 g
Aftached G 3998 A Anne 4918
Foundation
Networks
with Built

Continued:

1-1 0f1

_ Trans Reporting |Reporting| Closeout
Award |Award End Contract| Transaction _ s . _ Closeout _ Team Award |Funding|
. Status - Team Trans Team Email Invoicing Team Reporting Team Email Team Closeout Team Email
Sedin ate . Admin | Setwp Team - Phone feam Phone Statis | Purpose | Source
|

Gordon,Lew- 974- Team

974- Davis,Cheryl
974-6089 |cadavis@admin usf.edu e 4918 |agordon@admin usf.edu Assigned

02/01/2007 01/31/2012 ACTIVE Williams, Kevin 2998 kevinw@admin usfedu n Research Federal

ion
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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:

Project ID like (use %): |21U?%

View Results

Download results in : Excel SoreadSheet C3VTextFile (38 kb)

View All 1-100 of 150 [] Last
T oagerom | Proectd | Buagelleve | ComolOpion | KkBegnbate | KkEnaboie | Staws |
1 CC_GM_PAR 2107003900 LEVEL_1 Cantrol 08/15/1986 01/31/11989 Inactive
2 CC_GM_CHD 2107003900 LEVEL_1 Track w/BD 08/15/1986 01/3111989 Inactive
3 CC_GM_PAR 2107004700 LEVEL_1 Control 0215/1989 01311992 Inactive
4 CC_GM_CHD 2107004700 LEVEL_1 Track w/BD 02/15/1989 011211992 Inactive
5 CC_GM_PAR 2107005000 LEVEL_2 Contral 09/01/1989 08/211990 Inactive
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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:

U_GM_LIST_UNDERWRITES- Initial and Bridge Underwrites

Download resulfs in: Excel SpreadSheet CSVTextFile (148 kb)

View Al 1-100 of 282 [3] Last

e | e e Proposal s saue] Customar | omo | Conrac Joeunbote| Enavi

1 INITIAL |Armstrong Mary | ST e AR 0900000109 V101 |SUBM §13gs  American institutes for 58301300 | 10/01/2008 | 09/30/2009
Implementation Center Research

Central Hillsborough Healthy Start Year Two 0000012822 V2 AWD 09450 ealth Resources and Srves

H
2 |[INITIAL |Berry,Estrellita Funding Adrmin

63140056 | 06/01/2001 |05/21/2005
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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:

Project#: 2107102100

View Results

Download results in - Excel SpreadSheet CSVTextFile (9 kb)

1-26 of 26

[T Joumai | oate | poroa | Year | Sowrce | Siws | operum | runa | Depi | proect | Accont | moumt | Lnobescr | vsor |
1 ARP0163765 10i24/2007 4 2008 AR P TPA 20000 2107102100 12100 -34346.980 AR Payments batch
2 | ARP0166371 11/19/2007 5 2008 |AR P TPA 20000 2107102100 12100 -9319.200 |AR Payments batch
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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:
U_GM_RSCH_RIA_FUND_RSA - RSA- NEW RSH INITIATIVE AWARDS A
Fiscal Year: 2012

DeptID like (use %, ex: 12%): 17%
Fund like, use % (e.g 183%): | 183% |2,

Initiative = (use % forall): (% Q

View Results

Download results in . Excel SpreadSheet CSv TextFile (79 kb)

View All 1-100 of 155 3] Last
1 USFO1 CC_DRG 2012 LKL 18322 173500 000000 0043299 Terry, Paul 0.00 0.00 0.00 0.00 0.00
2 USFO1 CC_DRG 2012 TPA 18300 170100 000000 0034563 RI-PHYSICAL EDUC - STEWART 567.76 0.00 0.00 0.00 567.76
3 USFO1 CC_DRG 2012 TPA 18300 170100 000000 COLLEGE College F&A Rebate 463307.11 0.00 3242194 42901.92 38798325
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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:

Department like (use %): |21%

View Results

Download results in: Excel SpreadSheet ¢SV TextFile (7 kb)

1-130f12

[Toepu0 | ame | Projoct | LedgerGrp | ExcoinType | 1raniD | Voucher |Awa En Date] aceg Dte] Kk Enc Date| Recy Date i Dat] Siatus Gross A

1 |210500 KumarAshok 2105103944 | CC_GM_CHD |No Budget Exists 0001887842 00557767 |08/31/2011  |02M7/2009 08/31/2009 02M7/2009 Postable 0.000
2 |210600 Bhansali Shekhar| 2106110544 |CC_GM_CHD Mo Budget Exists 0001887842 00557767 |07/31/2009  |02/17/2009 | 07/31/2009 02/17/2009 | Postable 0.000
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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:
Acctg Date From: 7 [ ]
Acctg Date To: ERIEN

Project ID Like {add %) | 2107% Q
View Results

Download results in: Excel SpreadSheet CSV TextFile (409 kb)

Wiew All
Project |Acct Account Account Descr DeptiD | VendorID | Vendor Name Invoice ks e T Voucher | Li
lect 9 d Amount Amount ype
1 USFO1 2107100600 010172007 61000 | FRIVINGRERRODUCTION 50000 210700 0000033363 | BAZHANG YU 103020068YU 85970 0000 0.000 85970 Regular 00372163
ROBERT
GOSHERT/

2 |USF01 2107100801 01/04/2007 |53800 ER‘vléEEI;\'Q‘ESUIP LB 20000121300 | 0000046980 | SUNCOAST BG1017068 66.000 0.000 0.000 66.000 Regular 00382807
1-100 of 432 [3] Last

PIPETTE
Vendor ID | Vendor N Invo Venr | ¢ eignt == || Vouches 2] It Item Descripti Recv Dat Pﬂge“‘
el T el r Name nvoice Amount reigl Amou ype fouc ne| Voucher lem [em scripbon lecv le S

REPAIR
0000033363 BAZHANG YU 103020068YU 85.970 0.000| 0.000 85.970 Regular 00372163 1 D10302006EREIMB Paid Posted

ROBERT
GOSHERT/
0000048980 | SUNCOAST BG101706B 66.0000 0.000| 0.000| 66.000 Regular 00382807 1 0000099384 pipette calibration 12/18/2006 Faid Posted
PIPETTE
REPAIR

25|Page



Reports & Queries Guide

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:

U_GM_PRODUCTION_LIST - List of Award Milestones

ContractiProject (iike use %): [123108600
DeptiCollege (ke use %) [%

Campus (use % for All): %

View Results

Download results in:  Excel SoreadSheet CSvTextFile (23 kb)

‘Commit ‘Commit
Award| | yestone | Mile ”"es‘”e vile | MESIONE | pigsione | Report/ Report muice GFA | Transaction | Transaction! Setun v Referencel cotr I e T MISStone | ypyestone
C°"'"’C‘ Date | Ty Code completed|ir GFA FA Aasay Parent _|Parent EndBegin Dat C""'“'e""" ted B
Dy e Descnpnon Descnpnon T AR (S e uunmer a':el;‘ﬂe “'s:‘e n Date BT

Generic

1 61231086 043022010 BILL Bil Sponsor Y o ustedu PerezNancy ustedu Depar\mem Rt ;”“"V 09BI-07 |01/01/2010|12/31/2011 01/01/2010 1213112011 |30 0412012010 |Rios, Stephanic
Invoice of Health JELT
Delivery
Method
Tarseted
Senerlc Smith, Davit Florda  |iohapatra, Shyam Therauv Minardo,Dena
2 61231086 |07/31/2010 BILL Bill GEN | Sponsor Y B N usfedu PerezNancy usf.edu Department NAP 09BW-07 | 01/01/2010|12/31/2011|01/01/2010 | 12/31/2011 40 07128/2010 Mae
Invoice of Health
Detery
Method
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FAST Query:
U_PCARD_CHGS_POSTED_PRO]

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:

U_PCARD_CHGS_POSTED_PROJ - PCard charges posted by projec

Project # 6123108600 Q

View Resulls

Download results in:  Excel Spreadsheet CSVTextFile (189 kb)

1-100 0f 262 [3] Last

View All

I B S e e e el
1 |FISHER SCIATL 50.560 Fisher lab supplies 'S"””a”a‘ra‘sr"fa’” 24164071286095131101766 10/13/2011 DMWASHING | 11/02/2011 00755072 63600 610802 HSC 21000 6123108600 GRTO1 BUDGET 000000 0000000
2 [INVITROGEN*21245633 1433.290 Invitrogen lab supplies 'S“'“”a“a"a SNY3M | 24692161285000585819228 | 10/12/2011 | DMWASHING | 11/02/2011 | 00755072 | 53500 | 510802|HEG | 21000/ 6123108500 GRTO1 BUDGET 000000 |0000000
3 |APPLIED BIOSYSTEMS 1041 950 /eClor 1ab supplies Mohapalrs, SYaM | 5,.49601285113000101305 10/12/2011 DMWASHING | 11/02/2011 00755072 53500 510802 HSC 21000 6123108600 GRTO1 BUDGET 000000 0000000

916103694WTOIFTLTTHUM S
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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:

U_WORKFLOW_ROUTING - Req Approvers & Managers

Enter %Chartfield®: | 1725104100

View Results

Download results in: Excel Spreadsheet Csv TextFile (1 kb)

1-4 of 4

T e e Rebeme | Chren |
1 Lisa M Lopez LMLOPEZ Req_Approver 1725104100
2 Robert Lugo RLUGO Req_Approver 1725104100
3 Lisa M Lopez LMLOPEZ Reg_Manager 1725104100
4 Robert Lugo RLUGO Reg_Manager 1725104100
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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:

U_YE_OPEN_POS_BY_DEPT - Open POs By Dept %

Oper U%: [po
Dept%: [5123%

View Results

Download results in©  Excel SpreadSheet CSvTextFile (64 kb)

1-58 of 58

Distribution Original PO| Encum Activity | Received
1 e e I &5 e e e e e B

H LEE HOFF\TF CANCER

06/02/2009 | 0000144386 1 7 |ITEM# FP2200100 5 PRIME MASTER MIX PCR MIN 127.960 127.960 HSC 20000 53800 612300 000000 |0000000 6123106500 BUDGET pRCe)c’:\nde To Match
2 |PEPROTECH INC 06/19/2009 | 0000145030 1 T |ITEM# 300-07 SCF 195.000 195.000 HSC 20000 53600 |612300 000000 0000000 6123107700 BUDGET ;\Ue‘j:yewed Matched
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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:

U_YE_OPEN_POS_BY_PROJECT - Open POs By Proj %

Project %: |6123%

View Results

Download results in - Excel SpreadSheet SV TextFile (44 kb)

1400140
Distribution Original PO | Encum ) Activity | Received | POMatch
I T S e N = A e S
{ [REEECEAFITERERR 0BI02/2009 0000144386 1 7 [TEW#FP2200100 S PRINE MASTERMIXPCR 457950 127.080 HSC 2000053600 612300 000000 0000000 5123106500 BUDGET O Not To Match
CENTER WMIN Received
2 |PEPROTECHING 061912000 0000145030 1 7|TEM# 300-07 SCF 195000 195000 HSC 2000053600 12300 000000 (0000000 6123107700 |BUDGET PV Watched
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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.

Favorites | Main Menu > USF Menu Items > USF Menu

ems > Report > Department Summary Report

Department Summary Report

Enter any infarmation you have and clig/Search. Leave fields blank for a list of all values.

Find an Existing Value Adga MNew Value

Limit the number of resu
Search by: Run

to (up to 200): [300
ntrol 1D begins with|rlj

Search | Advanced Search

Find an Existing Value | Add a Mew Value

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.

Favovrtes MalnvMenu » USF Megu Items > USF Megu Items » Regort > Department Su

ry Report
U Runcntl U Pays1
Run Control ID:  rj Report Manager  Process Monitor Ll

Report Request Parameters

Department: [0-1725-000 &, Psych & Soc Foundation [include Inactive Employees

(Only Valid On Current
Distribution)

As of Date:| & *_eave blank for current distribution

The report returns only active
distributions unless this is
checked and no date is entered
(current distributions only).

[5] save | [Gt ReturntoSearch | [t PreviousinList | [{=] texiin st =] Notify | [El Add | UpdateiDisplay|
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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.

Favovr'rtes Mail vI'«'Ienu > USF Megu Items > USF Megu Items > Reeort > Department Summary Report

Process Scheduler Request

seriD: RJOMES Run Control ID: rlj

Senrlr Name:| PSNT v Run Date: |11/09/2011 5
Redurrence: Run Time: [5:04:43PM | Resetto Current Date/Time

pti Process Name Process Type Type *Format Distribution
Qepartment Summary Rpt U_PAYSA SQR Report Web v| FPOF + | Distribution

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.

Fa\rc;r'rtes Mainvl'v'lenu > USF Megu Items > USF Megu Items > Regort ¥

U Runcntl U Pays1

partment Summary Report

Run Control ID: 1l Report Maéger Process Monifg | Run |
Process Instance:542089

Report Request Parameters
Department:(0-1725-000 @, Psych & Soc Foundation Cinclude Inactive Employees

(Only Walid On Current
’7 Distribution)
As of Date: &y *Leave blank for current distribution

i) save | [Gr Returnto Search | [f=] PreviousinList | [J-] l=stinList | [[Z] Notify |

=" A.dd] = Llp:]a‘leijizpla;.-:

32|Page



Reports & Queries Guide

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

Fa\rovr'rtes Mainvl\-'lenu > USF Megu Items > USF Megu Items > Repoy

ment Summary Report

B0 Explorer | Administration “€Archives

View Reports For
foger %] mstances | o Refesn |
Name: Created On:| [ |Last v | 1 |Days v
Customize | Find | View 21 | B | B First B qorq O Last
A Completion Report Process
Report Report Description Folder Hame -
Report Report Description Folder Name DatelTime D SHrTe
DEPARTMENT SUMMARY 1109111
1|U_PAYS1 RPT General 5:08PM 472679 542089

Go back to Department Summary Report
[5] save |

List| Explorer | Administration | Archives

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.

Favovr'rtes I\-'Iainvl\-'lenu = USF Megu Items > USF Megu It > Regort > Department Summary Report

[ List || Explorer |EEGIGIGIESIETGGEE |~ Archives |

View Reports For

User ID: RJOMES Type:

Status: V| Folder.| , V|Instame: | to: |

Report List

Report Prcs - Reguest -
Select D T Description DatelTime Format / Status Details

11/09/2011  Acrobat] .
Lepanment Summary kpt

AT2679 542089 Department Summary Rpt 5-08-03FM (* pdf) Fosted P etails

SeIeUlAII IEIDeselec:t.»\ll

[ P25 click the delete button to delete the selected repori(s)
Go back to Department Summary Report
| Save |

List | Explorer | Administration | Archives

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.

GEMS
Report ID: U_PAYS1 DEPARTMENT DAY DISTRUBUTION SUMMARY Page No. 1
Run Date 11/09/2011
Run Time 17:08:20

Pay
Dist Empl Dept Budget
Lvl Name Stat RCD# Jobcode FTE Comprate Effdt Status FY
Bcet €D Pay Dist% Dept Account Op Unit Product Initiatve SEN

08/19/2011 A 2012
000013560 100 50040 TPA 000000 0000000 172500000
D 1.00 07/01/2011 A 2012
0000659931 [13 172500 50022 TEA 1725100300 oooooo 0000000 1725102L0
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Direct access to Finance Mart, official USF ledgers, click:

USF Finance Mart: The Finance Mart is USF’s official reporting tool for financial reconciliations.

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).

RSA Summary Output Search Criteria [Hel

(*) Enter Parameters
) Select Parameters

) Select Multiple Parameters (Management Reports) New

Guide

Enter the Project ID.

Select report type

Do not enter dashes in the

Project field.

[¥] Check to enable period selection

Select reporting perioc
Check to Include Starting Balance

Check both boxes:
v" Check to Include Starting Balance
v' Check to enable period selection

Report Type:| = « RSA Summary i
Enter one or more chartfields
Operating Unit:|| = + /
Department: | = «
Fund:|| = «
Product:| = +
Initiative: | = «
Project: = v | |5123108600 |

=

Select the most recent
“closed” month from both

the Fiscal Period Start and
End date boxes.

[]Check to save the Report Parameters

[ Reset H View Report ]

. . Start 2009-2010 * || 8- Februar v
Fiscal Period: y
End 2009-2010 * || 8- February
Select Other Options
Sort By:| = « Chartfield v

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.
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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.

Research Reporting

Reports

Report Description Category
YTD Award Comparison A year-to-date comparison of award totals. Awards

YTD Proposal Comparison A year-to-date comparison of total proposal dollars and propoesal count. Proposals
Active Awards Alist of active awards plus any awards that ended in the last 60 days. Awards
JAward Comparison Afiscal year comparison of total award dollars by spensor type. Awards
Awards All awards both current and history. Awards

CITI Completion by Last Name Search CITI completions by last name. CITI_Reports
Non-CITI Education Certificates Search non-CITl course completions by last name. CITI_Reports
Pending Proposals Alisting of proposals that have begin dates within the last 18 months and have not been awarded. Proposals

Researchers

Proposal Comparison A fiscal year comparison of proposal dollars per sponsor type. Proposals
Proposals All proposals both current and history. Proposals
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