21 Reporting on a Project

Overview

After a project is added to NIS, it can be easily reviewed by running a report.
The following reports are available in NIS:

e Master Job Cost Report
e Summary by Cost Type
e Job Status Inquiry Print
e Job Master List

e Job Account Master List
e Detail by Job

e Transaction Analysis

e Budget Revision Detall

e Job Detail by Subledger

Because the process to create these reports is similar, this work instruction will
only show the procedures for the following reports:

Master Job Cost Report
Job Status Inquiry Report

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is the responsibility of the agencies to comply with
State Statutes, Federal Rules and Regulations, and State policies. For further
information concerning State Statutes and policies, please refer to both internal
agency resources and the Department of Administrative Services website:
http://www.das.state.ne.us/.

Navigation

Click Roles, Grants and Projects.
(Citrix users — right click on the menu, choose View by Role, choose Grants and
Projects.)

Grants & Projects > Inquiries & Reports > Grants & Projects Reports > Project
Reports:
> Master Job Cost

> Job Status Inquiry Information
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Steps
Master Job Cost Report

Navigation: Grants & Projects > Inquiries & Reports > Grants/Projects Reports >
Projects Reports > Master Job Cost Report

Start this instruction from the Work with Batch Versions — Available Versions

window.
N
Work With Batch Versions - Available Versions D

Select Fnd  Acd  Copy Delte Close Row Form  Tools |

v & + B O X B B B

Batch Application RA1412 Master Joh Cost Report
Read Only Report {71y
Records 1-9
u Version Version Title Description
[ MNEST0001 Master Joh Cost Report- ICRF MISMSANYER 09/27/2005 0 MO SECURITY
[ MES10002 Master Joh Cost Report UATDSUMMER 11/22/2005 0 MO SECURITY
[0 MNES1412GFT Fred's version of R51412 MISFTURMNER 06132002 0 MO SECURITY
[ MNEST42TLR Terri's version of R41412 DFRITCH 03122003 0 MNO SECURITY
[0 METLRS3 wersion of R41412 BFOPE 03/03/2003 0 MNO SECURITY
[0 misoont Master Job Cost Report- Updated Column Desc MISMKEMMER 11142002 1 MEDIUM SECURITY
[0 MISR&1412 Terr's Version of RE1412 TROBERT 06/06/2002 0 MO SECURITY
[] RJDEOODM Master Job Cost Report PSFT 10/19/2001 1 MEDIUM SECURITY
[] RIDEDOCT Master Job Cost Report PSFT 10/19/2001 1 MEDIUM SECURITY
72l Im | [2

1. Choose the Version NE510001.

2. Click Select. The Version Prompting window appears.

PeopleSoft.

Version Prompting
Cancel Submit Form  Tools
Prompt For

[CData Selection [ Data Sequencing ‘

Choose Data Selection.

Click Submit. The Data Selection window appears.

PeopleSoft.

Data Selection
OK  Cancel Delte Up  Down ‘

v X 01 #2 =

[operator [Left Operand Comparison Right Operand

[0 where | Business Unit{FODOG) (MCU) [BC] El |is equalto |v| " ag000001® [
0O [ano ] | [w] | |l v]
O [ =l | =
Add Row

Advanced

In the first row, click in the Right Operand field.
Choose Literal. The Select Literal Value window appears.
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o

10.

11.
12.

PeopleSoft.

Select Literal Value
oK Cancel ‘

v X

Literal Valug Q

Enter the Business Unit number.

Click OK to return to the Data Selection window.

To narrow the report by agency, complete the following information:
e Left Operand = Agency Number (FO006) (RP01) [BC]

e Comparison = is equal to

¢ Right Operand = enter your 3-digit agency number.

& To change the information in the Right Operand field, click the drop-down
arrow in the corresponding row and choose Literal. Enter the appropriate
information, and click OK to return to the Data Selection window.

Click OK. The Processing Options window appears.

RS,

Processing Options
oK Cancel |

2. 5ubledger

3. Subledger Type
4.Cost Code Range
From Cost Code 50000
Thru Cost Code | 50988
4. Coet Type Range
From Cost Type

Thru Coet Type

Change the As of Date, if desired.

Click the Print Tab. In item number 5. Zero Amount Print Suppression,
Enter 1. (1 = Do not print accounts with zero amounts, if you wish to
suppress lines with zero amounts.)

Click OK. The Printer Selection window appears.

Click OK. You will return to the menu.

View the Report via Submit Job or View Job Status. For step-by-step
instructions, please refer to the Working with Submitted Reports work
instructions. Choose the Job Details to view (R51412_NE510001 _...) once
the Description is "Done".
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Job Status Inquiry Report

Navigation: Grants & Projects > Inquiries & Reports > Grants/Projects Reports >
Projects Reports > Job Status Inquiry Information

Start this instruction from the Work with Batch Versions — Available Versions

window.
i,
Work With Batch Versions - Available Yersions D@

Select Find  Add  Copy Delets Close Row Form  Tools |

v & + B 0 X B B B

Bateh Application R512000F Joh Status Inguiry Print

Read Cnly Repart (Y/N)

Records 1-9

n Version Version Title Description

[ MNES10001 Job Status Inguiry MISMEANWYER 09/27/2005 0 MO SECURITY

[ MES10002 Job Status Inguiry DSUMMER 04/26/2005 0 MO SECURITY

[ misooo Job Status Inguiry Print- Custom Column Desc MISMKEMMER 1142002 1 MEDIUM SECURITY
[ Misoo0z Juh Status with Cover Page UATDSUMMER 12/07/2005 0 MO SECURITY

[J =JDEDDOA Joh Status Inguiry PSFT 10/05/1898 1 MEDIUM SECURITY
[ =JDEDDOZ Joh Status Inguiry - Project PSFT 10/06/1898 1 MEDIUM SECURITY
[] XJDEDDO3 Joh Status Inguiry (C5Y farmat) PSFT 03/04/2003 1 MEDIUM SECURITY
[] ®JDEDDO4 Joh Status Inguiry - Project (C5V farmat) PSFT 03/04/2003 1 MEDIUM SECURITY
[] XJDEDOC Joh Status Inguiry Print PSFT 03/06/2000 1 MEDIUM SECURITY
< il I B

1. Choose the Version NE510001.
2. Click Select. The Version Prompting window appears.

PeopleSoft.

Yersion Prompting

Cancel Susmt Form  Taols
B

Prompt For

[lData Selection [Jpata Sequencing ‘

Choose Data Selection.

Click Submit. The Data Selection window appears.

PeopleSoft.

Data Selection
OK  Cancel Delete Up  Down ‘

v X @I B =

operator |Left Operand Comparison Right Operand

[ Where |Business Unit(FOD0G) MCU) [BC] [v|lisequaite [w][veeooooor ]
] \ ]| || ¥l
O \ [ | foe] | 2
Add Row
Advanced

Click the Right Operand field.

Click Literal. The Select Literal Value window appears.
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PeopleSoft.

Select Literal Value
oK Cancel ‘

v X

Literal Valug Q

~

Enter the Business Unit number.

& To narrow the report by agency, complete the following information:
o Left Operand = Agency Number (FO006) (RP01) [BC]
e Comparison = is equal to
e Right Operand = enter your 3-digit agency number.

ﬁ To change the information in the Right Operand field, click the drop-down
arrow in the corresponding row and choose Literal. Enter the appropriate
information, and click OK to return to the Data Selection window.

8. Click OK. The Processing Options window appears.

ITETEASSS

Processing Options
oK Cancel
"4

1. Column Version

=]

Mote: The Calumn Version is mandatory. Only, the first eight calumn definitions are printad on the repon

2. Date Range

Fram Period/Date 07 /01405
Thru Period/Date 0930105
3. Account Balance Type 1

1 = Inception to Date (Defaulfy

2= Cumulative Year to Date

3= Period

4. Account Level of Detail a

5. Account Sequence "
Blank=Job, Cosi Code, Cost Type

A= Alternate Gost Code, Cost Type
C = Cost Cade, Cost Type, Job

0 = Job, Cost Type, Cost Code
T=CostType, Cost Code, Jub

1= Account Gategory Code 1 I

a2

.

9. Change Job Status Inquiry Column to the desired selection, use the Visual
Assist if necessary.

10. Change Thru Period/Date to desired period.
11. Click OK. The Printer Selection window appears.

12. Click OK. You will return to the menu.

ﬁ View the Report via Submit Job or View Job Status. For step-by-step
instructions, please refer to the Working with Submitted Reports work
instructions. Choose the Job Details to view (R512000P_NE510001 _...)
once the Description is "Done".
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