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QuICK GUIDE: OBTAINING THE MIONTHLY FINANCIAL REPORTS

In some cases, your Tier 2 might give you a PDF of the Monthly Financial Reports electronically or use another way to
transfer the monthly financial reports to you for review and approval. However, if you prefer to pull the reports for
spot-checking on your own, directions for obtaining and saving them in an Excel format are below.

DowNLOAD MONTHLY FINANCIAL REPORTS

1. myUFL Navigation: Main Menu = Enterprise Reporting = Department Reports

NavBar: Main Menu °
e <= | Enterprise Reporting *

) Recentriaces Access Reporting

Report Search

E My Favorites My Reports
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It E Department Reports
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2. If the page is blank, click “Show all content” at the bottom of the page.

Only secure content is displayed. ~ What's the risk? Show all content

If the page is blank and there is no option to “Show all content” it is a browser issue:

FireFox: Click the green “lock” image to the left of the web address. On the pop-up box, click the arrow next to it
and select “Disable Protection.”

Chrome/Edge: Click the shield on the right of the web address. On the pop-up box, click “Allow Unsafe Script.”

Note: Some browsers do not understand that information from Enterprise Reporting within myUFL is secure and
attempts to block the information. Although the browser makes it appear that the content is unsafe, this
information is contained within myUFL and is actually secure.

3. Select your college and then your department.

Department Reports

Department Reports 04000000 OFFICE OF STUDENT AFFAIRS

Select a Department

*704000000 OFFICE OF STUDENT AFFAIRS

Select a College 704010000 SA-STUDENT AFFAIRS

" *704010100 SA-DEVELOPMENT OFFICE

*/04010200 SA-PROG-MULTICULTURAL SERIES

¥700000000 BOARD OF TRUSTEES

¥ 01000000 OFFICE OF PRESIDENT

%702000000 OFFICE OF PROVOST
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4. Select the period — it defaults to the most recent month available.

Department Reports > 64000000 FINANCE ACCOUNTING

64101000 FA-CONTROLLER-ADMINISTRATION

To print or view a report, select the Period you wish to review from the drop down list in the ug|
open the corresponding report. To view or print the entire group of reports, click the PDF or E:|

Delivered Reports (Currently Selected Period: January 2018)

Period wiEv

5. Select the report you would like to download by clicking on the file format.
a. For easy spot-checking, Excel is the preferred format.

b. The two reports most recommended for spot-checking are the Transaction Detail Report and the Payroll
Reconciliation Report (highlighted below)

64101000 FA-CONTROLLER-ADMINISTRATION

To print or view a report, select the Period you wish to review from the drop down list in the upper right hand comer. If you are selecting a specific month, you will also need to specify the corresponding year. Click the-icon of the document format you prefer (PDF or Excel) to Help

open the corresponding report. To view or print the entire group of reports, click the PDF or Excel icon at the top of th list. Te add the report to your My Reports page, click the Add to My Reponts icon E3

Delivered Reports (Currently Selected Period: July 2018)

Period 0= o
Appropriations Summary ™I
Budget Transaction Detail oEE
Cash Summary nEa
KK to GL Summary Comparison Pl + |
Open Encumbrance Summary Eo
Payroll Reconciliation Detail OEo
Projected Payroll Detall oEe
Transaction Detall TEo

6. The report(s) will open in Excel, occasionally the error message below will pop-up. If so, click “Yes” as the files
were downloaded from PeopleSoft and are safe to use.

Microsoft Excel Iﬁ

l-\ The file format and extension of '2018-07_64000000_64101000-Transaction_Detail_Excel.xls’ don't match. The file could be corrupted or unsafe. Unless you trust its source, don't open it. Do you want to open it anyway?

Yes ] [ Mo J [ Help

Was this information helpful?

**Please note — the pop-up might come up behind your open browser. If the pop-up does not appear
immediately, please minimize your browser to check for it.

7. Save as, to save the report(s) in an Excel format.
a. Click “Save As” and select the location where you would like to save the file

b. Name the file and click “Save as type” to change from a Web Page to an Excel format

File name: -

Save as type: | Excel Workbook (*.xlsx) -

For Additional Assistance

Policies and Directives

Office of the Controller

(352) 392-1321
http://www.fa.ufl.edu/controller/
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