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PeopleSoft Reports and the Data Warehouse 
Tips to Remember! 

Use the 
Document tab to 
be returned to the 
list of report 
options 

If typing deptids in 
lieu of selecting 
from a list, be sure 
to use an Upper 
Case letter.  It will 
not recognize a 
lower case letter, 
such as C145100. 

Pay particular attention to the 
page # section.  If a 1+ appears, 
more than one page of data 
exists.  Navigate with the arrows.  
With the TD report, it can be 
quite lengthy!  Navigate with 
blue arrows to go up/down or 
side to side, or page to page. 

On the tool bar, use the 
refresh data button to 

allow the prompt 
window to reappear, 

should you wish to 
select different years or 

funding sources. 
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C145100 

Exporting & Saving 



PeopleSoft Reports and the Data Warehouse 
Sign-in & Navigation 

 Use your Tufts Username 
(UTLN) and Password. 

 Select 

 Expand Public Folders and Financial Reports with the [+]  then 
choose Financial Reports to reveal… 

 Select what type of funding source you want to review,  such as 
DeptID  or Grant, etc. (or a PDF or Chart of Accounts). 

 Choose a report from the inventory, such as: 

Note: the same reports 
exist for grants and 
projects, with different 
“FIN” #s.   
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  http://go.tufts.edu/finportal:  From the portal click on  

http://go.tufts.edu/finportal
http://go.tufts.edu/finportal


PeopleSoft Reports and the Data Warehouse 
Report Features: FIN001- Financial Summary/Transaction Detail 

Prompts:  select the 
criteria to design what 
you wish to see!  Select 
criteria by either a) 
double clicking from list, 
or use arrow keys to 
move from left to right 

Upon opening FIN001, the default view is the financial summary.  
Another choice is to view the financial summary by account.  A 
Transaction Detail tab is located at the bottom of the report, with 
more detailed information.  Cover page can be used for printing.  
Drill toolbar will let you open multiple reports.  

When done selecting values for FY, month and Deptid, click OK.  
Note that the Deptid window shows Active (A) and Inactive (I), plus 
manager name.  Any of these columns can be used to sort by 
clicking on the column name.  Your selection of month will 
indicate which month is shown as                                                 
“Current.”  More than one deptid  
can be chosen or more than one 
year. 
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window, b) typing  values in open space as noted, or c) Search for 
values using the binocular icon. 

 



PeopleSoft Reports and the Data Warehouse 
Report Features: FIN001- Financial Summary/Transaction Detail 

 

Input controls allow a user to reselect 
variables, thus specifying the report view. 
 
NOTE: To use the Input Controls menu, 
you may need to select the input control 
icon, as circled in red below.  The small 
double arrow circled in green hides the 
input control toolbar if you wish to do so.   
 
Various input controls exist depending on 
report, including months, fiscal year,  
funding source, vendor (for trans detail), 
and more.  The input controls for the 
labor reports include part-time/full time, 
job description and salaried versus hourly.  
Use the reset button to return to the 
default of ‘all checked’. 
 
PLEASE NOTE:  If you switch between 
report views, the input controls selected 
will not follow to the next selection. 
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PeopleSoft Reports and the Data Warehouse 
Report Features: FIN001- Financial Summary/Transaction Detail 

 

On the transaction detail report the PO and Voucher values 
have hyperlinks to Tufts’ document imaging system.  Clicking 
the link will open a new browser window, displaying an 
imagine of the PO or Voucher (Invoice).  Also note the journal 
ID column, which provides information about who processed 
the entry – see contact lists for questions. 
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PeopleSoft Reports and the Data Warehouse 
Report Features: FIN050- Financial Summary/Transaction Detail 

How a Grant Report Appears 
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On a grant report, there are additional columns and rows of 
information.  The Project to Date column reflects activity 
‘inception to date’.  You may also see an additional row 
titled Indirect Costs.  These overhead or facilities & 
administration costs are the things that keep an 
organization operating smoothly and efficiently, but are not 
tied to any one project.  Generally, the costs are based on a 
negotiated rate with the federal government. 



PeopleSoft Reports and the Data Warehouse 
Report Features: FIN002- Trending by Account Category 

The purpose of this 
report is to focus on 
a particular category 
of expenses for one 
or more funding 
sources, for one or 
more years.  An 
additional prompt 
will ask for the 
account category to 
be reviewed. 

After running the query, your results will appear in table format and in 
the form of a graph.  Use input controls on the left to further ‘drill down’ 
to a particular sub-category, e.g. foreign travel piece of all travel. 
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Note: you can drill on the year to a specific 
accounting period by clicking that hyperlink. 



PeopleSoft Reports and the Data Warehouse 
Report Features: FIN003- Labor Report 

 

FIN003 is a 
labor report.  
Once the report 
query  is run, 
three tabs or 
views are 
available.   

Labor summary by account is the default.  Labor summary by 
employee is an alphabetical roster.  The labor detail tab provides 
information per individual, per paycheck. 

A reminder to use input controls 
to further enhance your 
analysis.  Codes such as Earnings 
Codes, Job Descriptions, 
Full/Part-Time and more! 
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PeopleSoft Reports and the Data Warehouse 
Report Features: FIN004- Open Commitment Report 

 

The open commitment report has one prompt to complete when 
it is selected: Deptid or Grant.  A user can select one or multiple 
deptids or grants. 

Input controls, on left, can be used at any time.  Hyperlinks for 
PO# are linked to Xythos.  Use these to retrieve a copy of the 
purchase order. 
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PeopleSoft Reports and the Data Warehouse 
Report Features: FIN200- SIS Detail 

 

The SIS report will provide you with detailed information 
about student aid charged to deptids or grants, by individual 
name and semester. 
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PeopleSoft Reports and the Data Warehouse 
Report Features: FIN150 – Dept Salary Report 

 

The department salary report shows salaries for everyone in a 
department and their various distributions (funding sources) by 
month.  Input controls can help with drilling down to more specific 
information, such as employee name or just individuals paid semi-
monthly, etc. 
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PeopleSoft Reports and the Data Warehouse 
Interactive Data Warehouse Features 
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Another feature of the DW is the ability to ADD or REMOVE fields 
from reports.  To enable this feature you need to click Design in the 
top right of the screen once the report is displayed.  The default 
setting is Reading.   
 

To delete a column or field, simply right-
click on a column or field heading and click 
delete.  Then click if you want to remove 
Row or Column. 

Note:  On the toolbar there is an 
Undo icon if you make a mistake 

If instead of 
Remove you 
selected Insert, 
you could insert 
rows or columns 
as you wish. 



PeopleSoft Reports and the Data Warehouse 
Interactive Data Warehouse Features 

        -13-     

By clicking on the Available Objects icon, you’ll display all available fields 
that can be dragged into a report (Note:  This is the same area used for 
“Input Controls”).   

Then you can click and drag fields into the report (Example: Drag 
“Project/Grant Descr” next to the Grant) 

At the top of the page, you can use other functions on the 
tabs to adjust margins, insert page breaks, etc.  



 


