
 
 
 

PS Financials 
                  Departmental Summary and Detail Reports 

 
 
 

Reports:  The following two reports have been made available to each user: 
 
• Departmental Summary Report 

o This report contains summary information only for a department by fund 
activity. 

o Report Name is “STMT_(Department Name)_(Fund No.).xls”. 
o Information includes: 

 Year-To-Date Budget 
 Month-to-date Activity 
 Year-To-Date Activity 
 Year-To-Date Pre-encumbrances (State Requisitions) 
 Year-To-Date Encumbrances (Purchase Orders) 
 Budget Balance Available 

 
 

• Department Detail Report 
o This report contains detail transaction information for a department for all 

Funds and Programs. 
o Report Name is “YTD_DETAILS_(Department Name).xls”. 
o Information includes: 

 Fund, Program, Project and Account 
 Accounting Date and Type (Journal, Purchase Order, AP Voucher) 
 Transaction Number (Journal Number) 
 Purchase Order Reference, Check Number and Invoice Number 
 Vendor Name or Journal Description 
 Activity, Pre-encumbrance or Encumbrance Amounts 

 
 

• Open PO Reports 
o This report contains open encumbrances for the department 
o Information includes: 

 Fund, Program, Project and Account 
 PO Reference 
 Vendor 
 Beginning Balance 
 PO Activity 
 Current Balance 

 
 
 
 
 
 
 



Use the following navigation to access the reports: 
Navigation: Reporting Tools, Report Manager – Administration Tab 
 

 

1. Click on the 
Administration Tab 

3. Click Refresh 
2. Select the 
desired repot type

4. Click on the report 
title. 

 
 
Use the following steps to obtain reports: 

1. Click on the “Administration Tab” 
2. Select the desired report type from the “Folder” dropdown 

3. Click  
4. Click on the report title. 

 
 
The following dialog box will appear: 
 

 

 
 



   6. Click  to view or  to save the report to your hard drive. 
 
STMT Summary Report 

Clicking on  or  above will generate an Excel spreadsheet for the 
Summary Report.  Click on the  Subtotal tab to view the summary detail for each 
account.  Use the Excel functionality to sort, print, etc. 
 

 

Click on Subtotal Level 
4 to see detail lines. 

 
 

 



 
These reports are scheduled to run daily and therefore do not need to be saved on a local 
hard drive unless so desired.  However, the reports may not run due to Process Scheduler 
Issues and additional days may have to be added in the Report Manager Administration 
Tab Days box and Refreshed again to retrieve an earlier report.  Currently, the reports are 
scheduled to reside in the Report Manager for 7 days after which they will be deleted. 
 
YTD Detail Report 
 

 

Click on the “Details” Tab

Click on the “Details” Tab located at the bottom of the spreadsheet. 
 



 

Select Data, Filter, 
Auto Filter 

Click the Drop-down and 
select a value to narrow 
the data presented. 

 
The data can be sorted or filtered by any of the columns above.  To filter in Excel, highlight 
Row 6, select Data, Filter, Auto Filter.  Selecting from the drop-down menu on each 
column will provide only the rows containing the specified data.  These reports are 
scheduled to run daily and therefore do not need to be saved on the local hard drive unless 
so desired.  Currently, the reports are scheduled to reside in the Report Manager for 7 days 
after which they will be deleted. 
 
You may request reports for your department if you don’t currently receive any by 
emailing your User ID and department to Financials_e-Campus@URI.Edu. 
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