New Month-End Reports

Discoverer Viewer

Starting December 1, 2016, the FIS Month-End reports will be accessible in a different way.
This change becomes effective with the November 2016 reports. The previous method of
accessing the Month End reports (K-State eReports) will no longer be available as of January 1,
2017. The following is provided to assist users in conveniently accessing the reports through
Discoverer.

1. Process:

a. First you need to log into FIS using your elD and elD password.

Welcome
Enter your Single Sign-On credentials below

Username:

Password:
Login
elD and elD Password .

b. You will then be brought to the Oracle Applications Home Page where you will see the
KSU FIS User hyperlink. Click on it to expand it. Now select the ‘Reports’ link from
within the choices provided.

c. Once you have selected Reports you will be taken to the “Workbook’ listing. Find the
report ‘KSU Month End Reports’. Click on either the plus sign or the Focus button on
the left of the screen for that report. There will be a single worksheet option provided
(Month-End Report). Click on that.

B %2 KSU Grantlike Projects

P 2 KSU GU Ending Balances/

B> 4 KSU Month End Reports

B> @ ksu Parking Services Web Transactions Report
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d. This now opens up the search parameter listing where you will put in the fiscal
year (i.e. 2017) and then enter your organization’s five-character Org number
(i.e. 05040). Click on “‘Go’.

KSU Month End Reports - Month-End Report
Last run Tuesday, November 22, 2016 10:31:34 AM CDT

Worksheets
Month-End Report Parameters Needed
Select values for the following parameters.
* Indicates required field
* Fiscal Year |

Fiscal Year (Use % as a wildcard.)
Organization |

Organization (e.g. 05040) (Use % as a wikdeard.)
(Go)

e. Now you should get a listing of all the reports generated for the fiscal year you entered.
Click on the BLUE ARROW next to the “NON-GRANT’ or ‘GRANT’ button for the

Period you are wanting.

¥ Parameters
Select values for the following parameters.
* Indicates required field
+ Fiscal Year |'21]1E-'
Fiseal Year (Use % as s wildcard.)
Organization [05040° 4

Organization (e.g. I5040) (Use % as a wildeard.)

v Table
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+NON_GRANT »GRANT
JUL-2 = NON_GRANT » GRANT
AUG-2015 » NON_GRANT * GRANT
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f. Another drop down shows up simply stating the report — click on it and you should
be taken to the report for that month and type.
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2. At this time your report will be brought up. The month-end reports will still be PDF
documents. Each month and each type of report (Grant/Non-Grant) are separate documents.
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