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.100     Overview and Introduction 
 
This business procedure provides guidelines and some specific steps and tips to maintain office departmental 
financial data and to reconcile this data to PeopleSoft data. 
 
Currently the university community has various methods to reconcile information in PeopleSoft finance with 
departmental documentation.  This procedure is an attempt to provide a more uniform method of reconciliation. 
 
.110     The Basic Pieces and Basic Requirements 
 
 .111     Basic Pieces 
 

·  University staff members keep some form of office financial information at their desks.  
PeopleSoft financial information represents the University’s official financial records.  Staff 
members are required by policy to reconcile the office information with the PeopleSoft 
information. 

 
·  This business process includes the use of a Microsoft Access 2000 – or later – database that 

incorporates both kinds of financial information – the office information and the University 
official information.  You can input office financial data.  You can import PeopleSoft 
financial data.   

 
·  This documentation constantly refers to a specific Microsoft Access database called 

JMU_STAR_vrsn3_demo.mdb.  This database name is used for the purpose of providing 
sample information and pictures in the documentation.  The name of the database that you 
will actually download for is JMU_STAR_vrsn3.mdb. 

 
·  This documentation refers to snapshots of the database in Office 2003.  Office XP provides a 

slightly different look in that the Access toolbars have a gray background rather than blue...  
 
.112     Basic Requirements 
  

·  You are required to have Office 2000 or higher on your computer workstation to use this 
database.  

 
·  You must have access to the JMU financial system to fully utilize this database. 

 
.120     More About the Database 

 
The database has exception reports that report the information for PeopleSoft data that does not match 
office data and provide you with a listing of detail transactions for each part.  
 
The database provides reports for the office data by month, year-to-date, and life-to-date.  It provides 
an office data report for Small Purchase Credit Card transactions.   It provides reports of PeopleSoft 
year-to-date and life-to-date information that you have imported with any exceptions that you have 
identified that are not yet in PeopleSoft. 
 
The database provides queries to allow you to research both office and imported PeopleSoft data. 
 
The database provides data entry and update forms for office data.  It also provides a way to allow you 
to determine which office transactions should be added to PeopleSoft information in order to 
determine a current budget balance.  It provides a way to import PeopleSoft data from an Excel 
spreadsheet that you create by running a query in PeopleSoft.  
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.130     Installing the Database 
 

.131     Get JMU STAR Database from Internet and save on workstation 
 

·  Go to the Internet using Internet Explorer.  Enter the following URL:  
www.jmu.edu/acctgserv/star.shtml.   You will get a dialog box that looks similar to the 
snapshot below.  Remember that the new file version is called JMU_STAR_vrsn3.mdb 

 

 
 

·  Click on the Save pushbutton.  You will get a Save As dialog box similar to the snapshot 
below. 

 

 
 

·  Click on the down arrow next to the folder in the box labeled “Save in:.”  You will get a 
listing of folders similar to the snapshot below. 

 

 
 



 

 JMU STAR User Documentation   Version 3.00    Page 6 of 82 

James Madison University 

Notice the folder that is highlighted goes back to a file path that includes your Windows 
2000/XP or Novell login as a folder name. 
 

·  Click on the folder that is your Novell login.  Your Save As window will now look similar to 
the following snapshot. 

 

 
 

·  Click on the Save pushbutton.  When the download is complete, you will get a window 
similar to the snapshot below.  Remember that the file that is new for Fiscal Year 2007 is 
called JMU_STAR_vrsn3.mdb. 

 

 
 
 

·  Click on the Close pushbutton. 
 

·  You now have the database on your hard drive!  There are a couple of other one-time 
activities that you still need to do. 
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.132     Create Shortcut to Desktop 
 

·  This step will create a short cut on your desktop.  That way you never have to go looking for 
where the database is stored on your hard drive. 

 
·  Double click on My Computer.  You will get a window with the listing of all your computer 

drives.  
 

Double click the C: drive, then double click on the folder named Documents and Settings, 
then double click on the folder with the name of your Windows/Novell login. 
 
You should now have a window that includes the file that you just downloaded from the 
Internet.  The window should look similar to the following snapshot with the filename 
JMU_STAR_vrsn3.mdb. 

 

·  Highlight the file JMU_STAR_vrsn3_demo.mdb (JMU_STAR_vrsn3.mdb) and do a right 
mouse click.  You should have a popup menu that looks like the following snapshot. 
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·   Highlight and click on Create Shortcut.  You will get a new file named Shortcut to 
JMU_STAR_vrsn3_demo.mdb.  This new file will be highlighted.  Click on the file and hold 
the left mouse button down.  While holding the left mouse button down, drag this new file to 
your desktop.  While you’re doing this you should see what looks like a shadow of the file 
name going with you like in the snapshot below.  Once you’ve got the shadow of the new file 
showing out on your desktop, let go of the left mouse button.  

 

 
 

·  You’ve created a shortcut! It should look similar to the picture below. Now all you have to do 
to open the database is to double click on this shortcut.  However, before actually opening the 
database, there is still one more one-time step to take.  
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.133     Create empty Excel file in specific file path 
 

·  Detail instructions that walk you through the process of creating the file path 
C:\USER\NVISION\INSTANCE\JGL0026\ with an empty Excel spreadsheet named 
JGL0026.xls follows.  If you already know how to do this you do not need to read the detail 
instructions.  You do need to have the specific path and file name of 
C:\USER\NVISION\INSTANCE\JGL0026\ JGL0026.xls in order to link the PeopleSoft data 
to this Access application.  

 
·  Open Microsoft Excel on your workstation.   You will have a blank spreadsheet. 

 
·  Click on File, Save As… in the menu.  You will get a Save As Window similar to the 

snapshot below. 

 
 

·  Change the File name in the bottom of the window from Book1.xls to JGL0026.xls. 
 

·  Click on the down arrow next to the folder in the box labeled “Save in:.” 
 

·  Highlight and Click on Local Disk (C:) .You will get a listing of folders similar to the 
snapshot below. 

  



 

 JMU STAR User Documentation   Version 3.00    Page 10 of 82 

James Madison University 

·  You may already have the exact file path that will be needed for this step.  Do you see a 
folder called USER?  
 

·  If you don’t have the above folder, go to the next step on how to insert a new folder.  You 
will need to insert USER.  Once you have USER, you will need to insert NVISION within 
USER.   Once you have NVISION, you will need to insert INSTANCE within NVISION. 
Once you have INSTANCE, you will need to insert JGL0026 within INSTANCE.  Skip to 1st 
location to see how to create these folders. 
 

·  If you already have the folder USER, double click on the folder.  Double click on the folder 
named NVISION.  Double click on the folder named INSTANCE.  You will need a new 
folder called JGL0026. Skip to 2nd location to see how to create this folder. 

 
·   Skip to here if you didn’t already have the USER folder Click on the little tool that is 

circled in red in the snapshot above.  This is the New Folder tool.  You will get a window 
similar to the snapshot below.   

 
 

·  If you use Excel XP (2002), the Name field is blank and there is no description above the box 
for a current folder.  If you use Excel 2000, the Name field is blank, but there is a description 
above that will say Current Folder: C:\.  The snapshot above is from Excel XP. 

 
·  This is where you would perform the following: 

Enter USER in the box labeled Name:, 
Click on OK,  
Click on New Folder tool again. 

The current folder should now be C:\USER.  You will follow the above three steps to create 
each of the following folders -- NVISION (current folder should now be 
C:\USER\NVISION)-- and INSTANCE.  You should now have the file path of 
C:\USER\NVISION\INSTANCE.  You still have one more folder to create after this.  Skip to 
the completion location . 
 

·  Skip to here if you already have the USER folder.  Click on the little tool that is circled in 
red in the snapshot of the listing of folders on the previous page.  This is the New Folder tool.  
You will get a window similar to the snapshot below.   

 
 

·  If you use Excel XP (2002), the Name field is blank and there is no description above the box 
for a current folder.  If you use Excel 2000, the Name field is blank, but there is a description 
above that will say Current Folder: C:\USER\NVISION\INSTANCE.   

 
·  You should now be at the same place regardless of whether you had a USER folder or not.  

You need to add one more new folder.  In the Name: field, enter JGL0026.  The completed 
window should look similar to the snapshot below. 
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·  Click on the OK pushbutton. 
 

·  Your Save As window should now look like the snapshot below. 
 

 
 

·  Click on the Save pushbutton.  You now have an empty Excel spreadsheet.  
 

 

It is extremely important that this spreadsheet be located in the file path 
C:\USER\NVISION\INSTANCE\JGL0026\JGL0026.xls.  Check to be sure 
this is so or you will have problems bringing data from PeopleSoft. 
 
If you do have problems later, refer to Appendix B to see the section on 
Trouble Shooting Linked Table. 
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.140     Introduction to the Database 
 
Double click on the database object or shortcut to open it. 
 
If you have Office 2002 (XP) you will not see the following window.  If you have Office 2003, you 
will get the following window when you double click on the database object or shortcut.  The message 
is letting you know that there is Visual Basic programming included with this database.  Click on the 
Open pushbutton. 

 
 
You should now have a window that looks like the following snapshot. 

 
 
You will first notice that there are several tabs.  The first tab is a coversheet to remind you which 
version of the software you are opening.  This may be important for users who began using the 
software prior to Fiscal Year 2007. 
 
There are two pushbuttons that are included outside of the tabular form.  The left pushbutton entitled 
“Open Query Design for Department Use Fields” will be discussed in section .450 of this 
documentation.  The right pushbutton is entitled “Exit MS Access.”  You click on this pushbutton to 
save all work and exit Microsoft Access.  These two buttons are visible no matter which tab you have 
open. 
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If you click the second tab that is entitled “Annual Reports and Queries ” you will see a window 
similar to the next snapshot. 

 
 
This second tab includes many pushbuttons that allow you to run different reports or queries to help in 
the reconciliation process.  These reports will be covered in detail in section .400 of this 
documentation. 
 
If you click on the third tab that is entitled “Office Data Maintenance ” you will see a window 
similar to the next snapshot.  
 

 
 
This third tab includes the sets of pushbuttons that you will need to launch various forms to allow you 
to: 1) Enter new office data; 2) Update existing office data; 3) Add or delete items to a work file of 
office exceptions that should be added to PeopleSoft data to arrive at reconciled budget, actual, and 
commitment amounts; or 4) Add or change vendors that you use.  These forms will be covered in 
more detail in section .200 of this documentation. 
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If you click on the fourth tab that is entitled “PS Data Maintenance ” you will see a window similar 
to the next snapshot.  

 
 
This fourth tab includes the set of pushbuttons that you will need to bring PeopleSoft data into the 
database and to delete certain PeopleSoft data as part of maintenance.  This tab also includes a 
pushbutton that will allow you to add PeopleSoft original budget entries to Office data to save time on 
some data entry. The updates that these pushbuttons perform will be covered in more detail in section 
.300 of this documentation. 
 
If you click on the fifth tab that is entitled “Life-To-Date Reports ” you will see a window similar to 
the next snapshot. 

 
 
This fifth tab is new in Fiscal Year 2007 and is intended to provide additional reporting capabilities 
for staff members who work with multiple year budgets such as grants.  This tab includes 2 
pushbuttons.  The pushbutton on the left provides a Life-To-Date report on Office Data.  The 
pushbutton on the right provides a Life-To-Date report on PeopleSoft data that includes any 
exceptions in the greatest year that the user has identified.  These reports will be covered in detail in 
section .500 of this documentation. 
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.200     Entering and Maintaining the Office Data 
 
A reconciliation process usually has two different sources of data.  At JMU, the official source of financial data 
is in the PeopleSoft Finance system.  JMU staff members keep the unofficial source of financial data in their 
offices.  Office staff members at JMU keep office financial records in various formats presently.  Some staff 
members use Excel spreadsheets.  Some keep manual columnar pads.  Some keep a running list of 
commitments.  Some use an earlier database application.  This Microsoft Access application provides a way to 
keep office financial records in a uniform manner across campus. 
 
Open the database and go to the tab entitled Office Data Maintenance .  You will get a window that looks 
similar to the following snapshot.  The following subsections will describe how you use the pushbuttons in the 
snapshot to enter and maintain Office Data. 
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.210     How to Maintain Vendor List for Office Data 
 

·  Click on the “Open Vendor Name Maintenance Form” pushbutton in the ��������	
��
�	��
��	���  section of this tab.  You will get a very simple form that looks like the snapshot 
below.   

 

 
 

·  The demo application has a few vendors already listed.   
 

·  To add a vendor, go to the last row that has a “*” to the left of it.  The row is empty of data.  Type 
in the vendor name.  All letters will automatically be capitalized for you.  Tab out of the row. You 
will see that the new vendor is added and that there is still a blank row after this vendor. Hint:  
You might want to use spelling similar to information you get from PeopleSoft so that research is 
easier later on. 

 
·  You can delete any vendor by doing the following steps.  Click on the row of the vendor that you 

want to delete.  Right mouse click to get a pop-up menu.  Click on the “Cut” menu.  You will get 
a message box that indicates that you are about to delete 1 record.  Click on the Yes pushbutton to 
delete the vendor. 

 
·  Close this and all other forms, reports, and queries by clicking on the lower little x in the upper 

right hand corner of the menu as circled in the snapshot below.  If you click on the other “x,” this 
will close Microsoft Access database.  No harm done.  Just reopen the database.   
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.220     How to Enter New Office Data 
 

·  Click on the “Use Office Data Entry Form” pushbutton in the �����	����������	
	�
�	��
��	���  section.  You will get a window that looks like the following snapshot.  

 

 
 

·  You are expected to enter office data for budget revisions in separate forms from actual revenues, 
expenditures, and commitments.   

 
·  The labels on the form that are a slightly different color and have asterisks and that look slightly 

raised are the fields that are required for data entry.  
 

·  Enter information into the form as follows: 

��� �� ��� Date: Enter transaction date. 
     

��� �  Department: Enter value of the department that is affected by this transaction. 
 

Account: Enter a valid revenue or expenditure account value or enter part of the value and 
click on the down arrow in the field to select a valid value.  A valid value is required.  If you 
enter an invalid value you will get the following pop up message. 
 

 
 
Capital Project ID:  Enter a valid value if you are working with capital projects.  Otherwise 
leave this field blank. 
 
Budget Amount:  Enter the amount if this is a budget transaction.  Otherwise leave at 0.00 
amount. 
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Commitment Amount:  Enter the amount if this is a commitment transaction or a change to 
a commitment transaction.  If this is an actual expenditure transaction that reduces the 
amount of a commitment, the commitment reduction may be entered in this field as a 
negative number. Otherwise leave at 0.00 amount. 
 
Payment Amount:  Enter the actual revenue or expenditure amount if this is an actual 
revenue or expenditure transaction.  Otherwise leave at 0.00 amount. 
 
Month Posted: Click on the down arrow in this field to select the numeric value associated 
with the month.  The month posted should be associated with the month in the date field.  For 
instance, if the date field has the contents 10/01/03, then select the month October.  You will 
see that the value 4 is assigned to this month.  This is used for fiscal year reporting. 
 
Fiscal Year: Click on the down arrow in this field to select the value associated with the 
fiscal year.  You can also enter a value.  If you forget to enter a value in this field, you will 
get the following pop up message. 
 

 
 

��� �  Document Type: Click on the down arrow in this field to select the document type from the 
list of valid types. These types reflect the typical types of transactions that a staff member 
would submit to central offices for data entry into PeopleSoft.  The types include the 
following: 

ACCOUNTING VOUCHER 
ATV – Agency Transaction Voucher 
BUDREVISION – Budget revision 
DEPOSIT – Revenue or recovery deposit 
DPO – Departmental Purchase Order  
EVA PO – Purchase Order that department staff enter into eVA 
INVOICE – To make payments that may not be reflected against a DPO 
                    or REQ  
PCARD – Small purchase credit card transaction (When you enter this kind of 
transaction be sure to enter the cardholder’s name as the transaction 
Requestor.  This is important for the Small Purchase Credit Card Monthly Log 
Report.) 
PERSONAL SERVICES – Any transaction associated with paying salary, wage, or  

    benefits 
REQ – Requisition that will be entered in PeopleSoft or eVA as a  
                 Purchase Order 
TRAVEL AUTHORIZATION 
TRAVEL REIMBURSEMENT 
WORK ORDER  
 

��� �  Department Document Number: Enter a value if desired.  
 

PS Document Number (If Available): Enter a value if desired. 
 

��� �  Description of Transaction: Enter a short description of the transaction.  This field is 60 
characters long. 
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��� �  Vendor Name: Click on the down arrow in this field to select the name of a vendor if 
applicable.  If you need to add a new vendor, go back to the earlier page that discusses how 
to do vendor maintenance. 

 

��� �  Requestor:  Enter the name of the staff member submitting the transaction if applicable.  
This field is 50 characters long.  (When you enter a PCARD transaction, be sure to enter 
the cardholder’s name as the transaction Requestor.  This is important for the Small 
Purchase Credit Card Monthly Log Report.) 

 

			 	  Department Use #1:  This and the following three fields may be used based on an individual 
department’s additional reporting needs.  For instance this field could be used to identify 
work centers, shows, committees, and other subsets of an organization. This field is 25 
characters long. 

 
Department Use #2:  This is a second field that may be used for an individual department’s 
additional reporting needs.  For instance this field could identify groups of expenditure types 
such as contractual services, technology, food, or recruiting.  This field is 25 characters long. 
 
Department Use #3: This is a third field that may be used for an individual department’s 
additional reporting needs.  For instance this field could identify sources of expenditure such 
as E&G, Grant, or Local.  This field is 25 characters long. 
 
Department Use #4: This is a fourth field that may be used for an individual department’s 
additional reporting needs.  For instance this field could identify miscellaneous information 
such as Copier number, or Duke Card number.  This field is 20 characters long. 

 




 
  Save Data pushbutton:  Click on this pushbutton to save this transaction to the 
OFFICE_FINANCIAL_DATA table. 

 
.230    How to Update Existing Office Data 
 

·  Before you can update existing data, you must have entered some data.  If you click on the “Use 
Office Data Update Form” before you enter any data, you will get a window with what looks like 
a pretty blank piece of paper.  The fields do not show up until some data exists in the underlying 
OFFICE_FINANCIAL_DATA table. 

 
·  Open the database and go to the tab entitled Office Data Maintenance.  Click on the 

pushbutton “Use Office Data Update Form” in the �����	����������	
	��	��
��	���  
section.  You will get a window similar to the snapshot below.  
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·  You will notice that this form contains all the same information as the data entry form with 2 
exceptions.  The first  exception is the field at the top of the form with the label “Enter Index 
Number of Document to Update.”  This field is created automatically as you enter data on the 
previous form.  The second difference is the pushbutton at the bottom of the form that is entitled 
“Update Data.”  When you click on this pushbutton, you save the transaction that is shown on the 
form. 

 
·  The labels on the form that have asterisks and that look slightly raised are the fields that are 

required for data entry.  
 

·  You run Exception reports or the Research Office Financial Data query to get listings of detailed 
transactions.  The field Index Number is the first field that is displayed for office data.  
Instructions for running the Exception reports are in section .410.  Instructions for running the 
query are in section .441. 

 
·  Click on the down arrow next to the field labeled “Enter Index Number of Document to Update” 

to select a certain office transaction.  You can also enter part of the Index Number and click on 
the down arrow to select the particular transaction.  You can also enter the entire Index Number 
and tab out of the field. 

 
·  When you update the information on this form and click on the “Update Data” pushbutton, you 

will overwrite existing information with the new information.  Therefore, if you are changing a 
price on a DPO or REQ, enter the entire new price – not the difference. 

 
 

.240    How to Maintain Exception Worklist for Office Data 
 

·  There are two pushbuttons on the Office Data Maintenance  tab in a section called �����
����
�������
���������	
	��	��
��	��� .  These two buttons are used to add or delete 
information from a table that tracks office transactions that you want to identify as “outstanding” 
transactions that have not yet shown up on PeopleSoft reports, but that will occur and impact the 
available budget.  You will start using these pushbuttons after you have run the Exception reports 
that are described in section .410. 
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·  Each pushbutton is related to particular amount fields that are affected in transactions.  For 
instance, if you want to list a budget revision as an exception to add to PeopleSoft data, click on 
the “Use Budget Exception Worklist Form” pushbutton. If you want to list an expenditure or a 
commitment click on the “Use Commitment and Actual Exception Worklist Form” pushbutton. 

 
·  Before you can add or delete office data to the exception worklist, you must have entered some 

data.  If you click on the “Use Budget Exception Worklist Form” pushbutton before you enter any 
budget data, you will get a window with what looks like a blank piece of paper.  The fields do not 
show up until some data exists in the underlying OFFICE_FINANCIAL_DATA table. 
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·  Once you have entered Office Financial data, you can click on these two buttons to see the forms.  
Samples of the forms are illustrated in the following snapshots.  

 

 
 

·  Each exception form works much like the Office Data Update form.  You select the index number 
of the document that you want to work with.  After confirming that the form has selected the 
correct information, you add this transaction to the exception worklist by clicking on the “Click 
Here To Add to Office Exception Worklist” pushbutton.  If you know this is a transaction that 
already exists on the worklist and you would like to delete it because the same transaction is also 
now in PeopleSoft or is no longer needed, you delete this transaction from the exception worklist 
by clicking on the “Click Here To Delete from Office Exception Worklist” pushbutton.    
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·  When you click on the “Click Here To Add to Office Exception Worklist” pushbutton, you will 
get the following pop up message.  
 

 
 

·  Click on the “Yes” pushbutton. You will then get the following pop up message. 
 

 
 

·  Click on the “Yes” pushbutton to add the transaction to the Exception Worklist. 
 

·  When you click on the “Click Here To Delete from Office Exception Worklist” pushbutton, you 
will get the following pop up message.  

 

 
 

·  Click on the “Yes” pushbutton. You will then get the following pop up message. 
 

 
 

·  Click on the “Yes” pushbutton to delete the transaction from the Exception Worklist. 
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.300     Getting and Maintaining the PeopleSoft Data 
 

As stated in section .200, a reconciliation process usually has two different sources of data.  At JMU, the 
official source of financial data is in the PeopleSoft Finance system.  This process provides a way for you to get 
the data from the PeopleSoft Finance software system into the JMU STAR database.  You will be able to 
download detail monthly transactions using a query.  You will be able to import this data into the JMU STAR 
database by using command buttons.   
 
.310     Run Finance query JGL0026_JMU_STAR_DATA  

  
·  Log into the JMU Financial System and get to query by following the menu path Reporting Tools 

> Query > Query Viewer.  The first time you do this, you will come to a page that looks similar to 
the following snapshot. 

 

 
 

·  Enter the value of JGL0026_JMU_STAR_DATA in the blank box.  Click on the Search 
pushbutton. The page should now look similar to the following snapshot. 

 
 

·  Scroll all the way to the right on this page and you will see the following hyperlinks 

 
·  Click on the Add to Favorites hyperlink to add this query to your favorite queries.  This query will 

always be visible when you come back to Query Viewer. 
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·  Click on the Run to Excel hyperlink to run this query.  You will get a 2nd popup page that looks 

similar to the following snapshot. 
 

 
 

Enter the following information into the fields in the dialog box. 

��� �� ��� Fiscal Year -- Enter the value of the fiscal year for which you wish to select data.  An 
example would be 2006.  This is the fiscal year that begins in July 2005. 

��� �� ��� From Accounting Period and To Accounting Period: – Enter a range of numeric values of 
the accounting periods for which you wish to select data.  An example would be from 1 to 3. 
Since July is the first month of the Fiscal Year it is considered accounting period 1.  Since 
September is the third month of the Fiscal Year, it is considered accounting period 3.  If you want 
to look at just one period enter the same number in both the from and the to fields.  See Appendix 
A to see the numeric values associated with each month of the fiscal year. 

��� �� ��� Department – Enter the value of a department if you wish to select data only for that 
department.  If you would like to select data for all departments that you have security to view, 
then leave this field blank. 
 

····  Click on the View Results pushbutton. You will get a pop up window that looks similar to the 
following snapshot. 

 
 

·  Click on the Save pushbutton. 
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····  You will get the Save As dialog box similar to that in the snapshot below. Now you need to save 
the file in a specific file path with a specific filename of 
C:\USER\NVISION\INSTANCE\JGL0026\JGL0026.xls. You created this file path in section 
.133. This is important so the file can be found when you click on a pushbutton in the Access 
database to bring in new PeopleSoft data.   

 
 

·  Save As C:\USER\NVISION\INSTANCE\JGL0026\JGL0026.xls.   The dropdown file path 
should look similar to the one in the snapshot below. 

 
 

·   If you created the file path in section .133 correctly, you will get the following pop up message 
every time you save the Excel file. 

 

 
 

·  Click on the “Yes” pushbutton.  You are overwriting the previous PeopleSoft file that you last 
created.  This new file contains the data that you will now bring into the JMU STAR database. 

 
·  You will get another window similar to the following snapshot that lets you know the Download is 

complete.  
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·  Click on the Open pushbutton to see the spreadsheet. It should look similar to the following 
snapshot. 

 

 
 
·  It is very important to take this step or you will get an error in the Access database when 

you try to import PeopleSoft data.  ����
��
�������
��������
�������	�����
�
�	
�
���
	����
����	
�����
���������	���
�����
 �������� ��������
��!  

 
·  Save the Excel file. 

 
·  Sign out of PeopleSoft or run the query for another fiscal year, accounting period, and department 

combination. 
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.320     Bring PeopleSoft data into JMU STAR Database 
 

·  Open the database and go to the tab entitled PS Data Maintenance .  You will get a window 
that looks similar to the following snapshot.  

 
 
 
 

·  Click on the pushbutton “ADD PS Data From External File” that is located in the section entitled 
���
�����	��
��	��� .  You will get the following pop up message. 

 

 
 

Now is the time to stop and think!  Did I just create the new Excel spreadsheet 
from the PeopleSoft Query? 
 

·  If you know that you created the new spreadsheet and want to bring that data into STAR, click on 
the Yes pushbutton. 

 
·  If you realize that you haven’t created the new spreadsheet yet, click on the No pushbutton.  This 

could save you from adding the same data twice!  Open the spreadsheet at 
C:\USER\NVISION\INSTANCE\JGL0026\JGL0026.xls if you want to confirm which data will 
come into Access.  Be sure to close the spreadsheet before coming back to this point. 
 

·  Once you have clicked on the Yes pushbutton, you have new PeopleSoft data in this database! 



 

 JMU STAR User Documentation   Version 3.00    Page 29 of 82 

James Madison University 

.330     Maintain PeopleSoft data in the JMU STAR database 
 

·  You may wonder why any maintenance of PeopleSoft data is required.  There are at least two or 
three reasons. 

·  First, everyone makes mistakes!  At one time or another most users are going to accidentally bring 
the same data in twice.  All of a sudden reports and queries will show double the amounts that you 
are expecting to see.  You need to be able to get the double counted data out of the database.  See 
section .331 for instructions on how to do this. 

 
·  Second, many staff members at JMU do not track or reconcile Personal Services Expense 

transactions or track only part-time Personal Service Expense transactions.  The data that gets 
downloaded includes these transactions.  You may want to delete some or all PeopleSoft 
transactions for Personal Services.  See section .332 and section .333 for instructions on how to 
do this. 

 
·  Third, some of the PeopleSoft data might be useful to copy over to Office data.  This is especially 

the case for the annual beginning budgets or grant original budgets.  This will save some data 
entry.  See section .334 for instructions on how to do this. 

 
·  The following steps will help you maintain the PeopleSoft data to meet your needs. 

 
.331     Delete Data for a Specific Month 

 
·  You’ve found that all of the reports and queries indicate that you’ve accidentally brought at 

least some of the same PeopleSoft data in more than one time.  You may have brought it in 
two times or even three times. 

 
·  Have the database opened to the PS Data Maintenance  tab.  Look at the section entitled 

�	��
��	����"�������� .  You will see the “DELETE PS Data for Specific Month” 
pushbutton. 

 
·  Click on this pushbutton.  You will get the following popup message. 

 
 

·  Click on the Yes pushbutton when you are sure this is what you want to do. 
 

·  You will get the following dialog box. 
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·  Enter the numeric value that represents the month for which you want to delete data.  For 
instance, 1 is for July and 3 is for September.  If you don’t remember the numeric value, look 
it up in Appendix A.  A sample of the completed dialog box looks like the following 
snapshot.  

 
 

·  Click on the OK pushbutton.  You will get the following dialog box. 

 
 

·  Enter the value of the Fiscal Year that you want to delete. 
 

·  Click on the OK pushbutton.  You will get the following dialog box. 

 
 

·  You have some choices as to what to enter in the field in the dialog box.  
1. Do you wish to delete rows of information for a specific department? Enter the 

department value.  
2. Do you wish to delete rows of information for all departments that start with the same 

digits – 1002 for example?  Enter the partial value of 1002 or whatever the partial value 
is for the departments you want to delete.  

3. Do you wish to delete rows of information for all departments?  Leave the field blank. 
 

·  A sample of the completed dialog box for a specific department looks like the following 
snapshot. 

 
 

·  Click on the OK pushbutton.  This starts the process.  You get another chance to change your 
mind.  Another pop up message similar to the following comes up.  This message lets you 
know how many rows of data you are going to delete. 
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·  Click on the Yes pushbutton. It will appear that nothing has occurred.   However, if you go 

back and run a report or query, you will notice that there is no PeopleSoft data for the 
selected month, year, and department(s). 

 
·  Now you need to go back to section .310 if you need to start back at the PeopleSoft query or 

to section .320 to bring the data back into the Access database.  Be sure to bring it in just 
once this time.   

 
.332     Delete ALL Personal Service Rows from PeopleSoft Data  

 
·  You’re one of the people on campus who doesn’t track or reconcile any Personal Service 

Expenditures.  If you’ve already looked at some of the reports in this database, you may be 
wondering why these accounts are showing up.  When data is brought into the database, it 
includes all revenue and expenditure accounts.  There is a way to delete the PeopleSoft data 
so you don’t have to keep seeing it.  

 
·  Have the database opened to the PS Data Maintenance  tab.  Look at the section entitled 

�	��
��	����"�������� .  You will see the “DELETE ALL Personal Service Rows from 
PS Data” pushbutton. 

 
·  Click on this pushbutton.  You will get the following popup message. 

 
 

·  Click on the Yes pushbutton when you are sure this is what you want to do. 
 

·  You get another chance to change your mind.  Another pop up message similar to the 
following comes up.  This message lets you know how many rows of data you are going to 
delete. 

 
 

·  Click on the Yes pushbutton. It will appear that nothing has occurred.   However, if you go 
back and run a report or query, you will notice that there are no rows of information related to 
Personal Service expenses in PeopleSoft data. 

 
.333     Delete FULL-TIME Personal Service Rows from PeopleSoft Data 
 

·  You’re one of the people on campus who tracks or reconciles any Part-Time Personal Service 
Expenditures.  If you’ve already looked at some of the reports in this database, you may be 
wondering why Full-Time Personal Service accounts are showing up.  When data is brought 
into the database, it includes all revenue and expenditure accounts.  There is a way to delete 
the PeopleSoft data so you don’t have to keep seeing it.  
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·  Have the database opened to the PS Data Maintenance  tab.  Look at the section entitled 
�	��
��	����"�������� .  You will see the “DELETE FULL-TIME Personal Service 
Rows from PS Data” pushbutton. 

 
·  Click on this pushbutton.  You will get the following popup message. 

 
 

·  Click on the Yes pushbutton when you are sure this is what you want to do. 
 

·  You get another chance to change your mind.  Another pop up message similar to the 
following comes up.  This message lets you know how many rows of data you are going to 
delete. 

 
 

·  Click on the Yes pushbutton. It will appear that nothing has occurred.   However, if you go 
back and run a report or query, you will notice that there are no rows of information related to 
Full-Time Personal Service expenses in PeopleSoft data. 

 
.334     Add PeopleSoft Original Budget to Office Data 

 
·  You’ve had that initial OH MY WORD!!!!! feeling about all the data that you’re going to 

need to enter into the Office data side of this database.  This process can at least save data 
entry related to the beginning budget.  The office beginning budget needs to be the same as 
the PeopleSoft beginning budget.  This process lets you copy from PeopleSoft data – after 
you have downloaded month 1 into the database – to the Office data.  You may want to do 
this as the very first PeopleSoft maintenance each year.  Then you don’t have to touch this 
pushbutton again all year!! 

 
·  Have the database opened to the PS Data Maintenance  tab.  Look at the section entitled 

�����"�#�	���	��
��	��� .  You will see the “Add PS Original Budget to Office Data” 
pushbutton. 

 
·  Click on this pushbutton.  You will get the following popup message. 

 
 

·  Click on the Yes pushbutton when you are sure this is what you want to do. 
 

·  You will get the following dialog box. 
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·  Enter the value of the Fiscal Year related to the original budget.  Click on the OK pushbutton 
 

·  You will get the following dialog box. 

 
 

·  Enter the numeric value of the month related to the original budget. This will be a value of 1 
for most staff members.  However, this value may vary for grant departments since a grant 
can start at any time during the year. 

 
·  You get another chance to change your mind.  Another pop up message similar to the 

following comes up.  This message lets you know how many rows of data you are going to 
add. 

 
 
 

·  Click on the Yes pushbutton. It will appear that nothing has occurred.   However, if you look 
at reports and queries, you will see that you now have a beginning budget for Office data. 
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.400     Annual Reports and Queries 
 

Okay, now you’ve been doing all this data entry.  Included in the instructions above are references to running 
reports and queries to check data and to see which data to use for different actions.  This is the section that 
provides instructions for running the annual reports and all the queries and what information each provides. 
 
Open the database and go to the tab entitled Annual Reports and Queries .  You will get a window that 
looks similar to the following snapshot.  Go to the following sections to see more information about the 
different types of reports and queries.  
 

 
 
.410     Exception Reports 

 
·  Exception reports are in the left top frame entitled �����
���  �����
� .  These reports show you 

the departments and accounts summary information where PeopleSoft data and Office data do not 
match.  Each report focuses on one column or type of summary – Budget, Actual, or 
Commitment. 

 
·  You click on the pushbutton for the report that you wish to preview.  The example will use the 

“Preview Budget Exception Report” pushbutton. The following dialog box opens up.   

 
 

You have a choice of taking one of three actions at this point. 
1) Enter a valid department.  In this sample, the value would be 100900. 
2) Enter part of a valid department if you want to see all information for departments that begin 
with this value.  In this sample, you might enter 100 to see a report for all departments that start 
with this value. 
3) Don’t enter any value.  You will get a report that includes all departments in the database. 
 

·  Click on the OK pushbutton. 
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·  A second dialog box opens up.  Enter the numeric value of the month that you are reviewing.   See 
Appendix A if you are not sure which value to use.  The example below is completed for July or 
month 1. 

 
 

·  Click on the OK pushbutton. 
 

·  A third dialog box opens up.  Enter the value of the fiscal year that you are reviewing.  If you are 
reconciling information for July 2005 (Fiscal Year 2006), you would enter 2006 as the Fiscal 
Year. The example below is completed for 2006. 

 
 

·  Click on the OK pushbutton. 
 
 
 



 

 JMU STAR User Documentation   Version 3.00    Page 36 of 82 

James Madison University 

·  You will get a window with a report similar to the snapshot below.   This report lists only those 
rows of information that do not have matching amounts in both PeopleSoft and Office data.  The 
numbered report contents are explained below the snapshot.  

 

 
 

��� �  The Report Title includes the name of the month and the fiscal year for the accounting period 
that is being reviewed. 

��� �  The gray summary row lists the department, the account, the PeopleSoft data amount, the 
Office data amount and the difference.   

��� �  The boxed-in little reports list the detail transactions for the specific department, accounting 
period and fiscal year that make up the summarized amounts.  These reports only appear if 
there are detailed transactions.  

 
·  In the sample report above, you will notice that Office data for department 100900, account 

137400 includes a budget revision that has not yet been included in PeopleSoft.  You may want to 
add this document to the Office data Exception Workfile as described in section .230. 

 
·  If the report includes no listing of detail transactions for Office data under the department, 

account summary row, but has a listing for PS Data, you will want to add this transaction as an 
Office transaction as described in section .220.  After you enter this data, the exception report can 
be run again.  You will not see a summary row of information for this combination of data since 
PeopleSoft now is equal to Office data. 

 
·  You can print this report by either clicking on the printer icon in the tool bar or by clicking on 

File, Print.  The second way allows you to print only a few pages of a report if desired. 
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·  To close this and all other reports you click on the lower little x in the top right hand corner of the 

menu as circled in the snapshot below.  If you click on the other “x,” this will close Microsoft 
Access database.  No harm done.  Just reopen the database and rerun the report. 

 
 
.420     Office Reports 

 
·  ������  �����
�  are in the left side middle frame of the Annual Reports and Queries  tab.  

These reports provide you with summarized information for each department and account or a 
report that lists the Small Purchase Credit Card transactions.  There are two Office summary 
reports.  The first provides information for 1 month.  The second provides information for the 
Year-to-Date as of the requested maximum month and fiscal year.  The Credit Card Monthly Log 
Report provides a list of Credit Card transactions that can be used as a reference while performing 
the JMU Finance on-line Procurement Card Reconcile Statement process. 

 
.421     Office Monthly Summary Report 

 
·  To run the “Preview Office Monthly Summary Report,” you click on the pushbutton.  The 

following dialog box opens up.  

 
 

·  Enter the value of the department that you wish to review or enter a part of the department or 
leave the value blank to get a report for all departments that you wish to review.  Click on the 
OK pushbutton. 

 
·  You will get a second dialog box. 

 
 

·  Enter the numeric value of the month that you are reviewing.  This represents information 
from the Office Data.   See Appendix A if you are not sure which value to use.  The example 
above is completed for July or month 1.  Click on the OK pushbutton. 

 
·  You will get a third dialog box. 
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·  Enter the value for the fiscal year that you are reviewing.  If you want a report for July 2005, 
(Fiscal Year 2006), you would enter 2006.  The completed dialog box shown above is for the 
fiscal year 2006.  Click on the OK pushbutton. 

 
·  You will get a window with a report similar to the snapshot below.   This report lists all the 

summary information for transactions that have occurred during the requested month and 
fiscal year.  

 

 
·  You can go to the second page of a report to see additional information by clicking on the 

arrow next to the page number in the bottom left corner of the window.   
 

·  The sample report above has subtotals for Personal Services Expenses, NonPersonal 
Services Expenses, and Total Direct Expenditures.  These subtotals are the same types of 
subtotals that a user can see in PeopleSoft reports. 

 
.422     Office Year-To-Date Summary Report 

 
·  To run the “Preview Office Year-To-Date Summary Report,” you click on the pushbutton.  

The following dialog box opens up.  
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·  Enter the numeric value of the greatest month that you want to include in this report.  This 
represents information from the Office data.  See Appendix A if you are not sure which value 
to use.    For instance, if you want to see a report as of September you will complete the 
dialog box similar to the snapshot below. 

 
 

·  Click on the OK pushbutton. 
 

·  You will get a second dialog box like below. 

 
·  Enter the value for the fiscal year that you are reviewing.  If you want a report through 

September 2005, (Fiscal Year 2006), you would enter 2006. The completed dialog box 
shown above is for the fiscal year 2006.  Click on the OK pushbutton. 

 
·  You will get a third dialog box like below. 

 
 

·  Enter the value of the department that you wish to review or enter a part of the department or 
leave the value blank to get a report for all departments that you wish to review.  Click on the 
OK pushbutton. 

 
·  You will get a window with a report similar to the snapshot below.   This report lists all the 

summary information for transactions from July 1 through the end of the requested month for 
the requested fiscal year.  
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·  The report title includes the name of the greatest month that was requested for the Year-To-

Date report as well as the Fiscal Year that was requested.   
 

.423     Office Credit Card Monthly Log Report 
 

·  This report can serve as a valuable reference as you are getting ready to perform the monthly 
Procurement Card Reconcile Statement process within JMU Finance.  This report provides a 
listing of PCard transactions that have occurred during the requested month and fiscal year. 

 
·  To run the “Preview Office Credit Card Monthly Log Report”, you click on the pushbutton. 

The following dialog box opens up. 

  
 

·  Enter the value of the department for which you want the Credit Card Log report.  For 
instance, if you want a report for grant department 500900 you will complete the dialog box 
similar to the snapshot below.  Click on the OK pushbutton after you have entered the 
information. 
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·  You will get a second dialog box like below. 

 
 

·  Enter the numeric value of the month that you want in this report.  This represents 
information from the Office data.  See Appendix A if you are not sure which value to use.    
For instance, if you want to see a report for August transactions you will complete the dialog 
box similar to the snapshot below.  Click on the OK pushbutton after you have entered the 
information. 

 
 

·  You will get a third dialog box like below. 

 
 

·  Enter the fiscal year that you want in this transaction report.  If you want to see credit card 
transactions for August 2005 (Fiscal Year 2006), you would enter 2006 in this dialog box.  
Click on the OK pushbutton after you have entered the information. 
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·  You will get a window with a report that looks similar to the report below. 

 
 

·  This report has information that will be helpful to you.  This report represents all of the transactions 
that have Document Type of PCARD for the given Department, Month Posted, and Fiscal Year with 
subtotals for each separate cardholder.  (The cardholder is the Transaction Requestor on the 
Office Data Entry or Update form.).  The numbered report contents are described below. 

 
��� �� ��� This is the Transaction Date or the date that you entered into the Office Financial Data 
Entry form. 

��� �� ��� This is the Vendor Name where the Credit Card purchase was made.  You entered this 
information as the Vendor into the Office Financial Data Entry form.  This is referred to as the 
Merchant in the JMU Finance system.  

��� �� ��� This is the Description of Transaction that you entered into the Office Financial Data Entry 
form. 

��� �� ��� This is the Account and its associated Account Description.  You entered the account into 
the Office Financial Data Entry form. 

��� �� ��� This is the Transaction Amount that you entered into the Office Financial Data Entry form. 

��� �� ��� This is the Running Total of Amounts based on what you entered into the Office Financial 
Data Entry form. 

��� �� ��� These two lines provide the Total Credit Card Transaction Amounts For Month for  
Cardholder name and the Total Number of Credit Card Transactions for Month for 
Cardholder name based on what you entered into the Office Financial Data Entry form. At the 
end of the report is a similar set of totals for all transactions for the Month for all cardholders. 
 

.430     PeopleSoft Summary Report 
 

·  $�����%��
  �����
�	���&����  is in the left side bottom frame of the Annual Reports and 
Queries  tab.  There is a single summary report that provides you with summarized information 
for each department and account.  This may be a very important report from this database.  This 
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report will provide you with summaries of PeopleSoft transactions plus summaries of 
outstanding office exceptions that you have identified using the process in section .230.  If you 
keep up with data entry and import of PeopleSoft data, this report will be very valuable.  It will let 
you know the true available budget as of a requested greatest month within a fiscal year.   

 
·  To run the “Preview PeopleSoft YTD Report With Office Exceptions,” you click on the 

pushbutton.    The following dialog box opens up. 

 
 

·  Enter the numeric value of the greatest month that you want to include in this report.  This 
represents information from the Office data.   See Appendix A if you are not sure which value to 
use.    For instance, if you want to see a report as of September you will complete the dialog box 
similar to the snapshot below. 

 
 

·  Click on the OK pushbutton.  You will get another dialog box like the one in the snapshot below. 

 
 

·  Enter the value of the fiscal year that you are using for this report.  For instance, if you want to see 
the report for fiscal year 2006, you will complete the dialog box similar to the one in the snapshot 
below. 

 
 

·  Click on the OK pushbutton.  You will get another dialog box like the one in the snapshot below. 

 
 

·  Enter the value of the department for which you want the summary report.  For instance, if you 
want a report for department 100900 you will complete the dialog box similar to the snapshot 
below. 
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·  Click on the OK pushbutton. 
 

·  You will get a window with a report similar to the snapshot below.   This report lists all the 
summary information for transactions from July 1 through the end of the requested month and 
fiscal year for the requested department.  
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·  Okay – so the first page of this sample report is boring.  Look at the sample second page below. 
Ahh, interesting things begin to show up.  The numbered report contents are explained below the 
snapshot. 

 
 

��� �� ��� This is the NonPersonal Services Expenses subtotal that exists in PeopleSoft data. 

��� �� ��� This is a subreport of the outstanding office exceptions that you have added to the Exception 
Worklist by using the process in section .230.  You know that this payment is being processed but 
is not yet in PeopleSoft.   

��� �� ��� This is a Revised Subtotal NPS Expenses With Exceptions that includes the PeopleSoft 
and the impact of outstanding office exceptions.  This presents an up-to-date picture of your 
departmental budget, actual, commitments and available budget.  
 

·  What happens if you accidentally request a report for a month and department combination that 
has no data in the PeopleSoft information yet?  You will get the following message box.  

 
 

·  Click on the OK pushbutton. You will then get the following message box. 

 
·  Click on the OK pushbutton.  You will now be back at the tab. 
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.440     Queries 
 

There are four queries that you can run.  These are run from the pushbuttons in the �������&������  
section and the $�����%��
������
�	���&����� section of the Annual Reports and Queries  
tab.  Queries provide listings of information that are not in report formats.  These queries are intended 
to assist you in troubleshooting or in quick searches. 
 
.441     Research Office Financial Data Query   
 

·  The first query in the top of the �������&������  section  is a  research query.  It is 
“Research Office Financial Data”.  You launch this query by clicking on the associated 
pushbutton. 
 

·  When you click on the pushbutton for the “Research Office Financial Data” query, you will 
step through several dialog boxes.  These are supposed to provide you with some flexibility 
to decide how narrow or wide open you want the query to be.  The first dialog box will look 
similar to below. 

 

 
 
You have a choice of taking one of three actions at this point. 
1) Enter a valid department.  In this sample, the value would be 100900. 
2) Enter part of a valid department if you want to see all information for departments that 
begin with this value.  In this sample, you might enter 100 to see all departments that start 
with this value. 
3) Don’t enter any value.  You will get a listing that includes all departments in the database. 

 
·  Click on the OK pushbutton 

 
·  A second dialog box similar to the one below comes up. 

 

 
 
Again, you have a choice of taking one of three actions at this point. 
1) Enter a valid account.  In this sample, the value could be 114500. 
2) Enter part of a valid account if you want to see all information for accounts that begin with 
this value.  In this sample, you might enter 114 to see all personal service part-time accounts 
that start with this value. 
3) Don’t enter any value.  You will get a listing that includes all accounts in the database. 

 
·  Click on the OK pushbutton 
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·  A third dialog box similar to the one below comes up. 
 

 
 

This time you have a choice of taking one of two actions at this point. 
1) Enter a valid numeric value for the month posted.  In this sample, you might enter the 
value of 1 for July.  See Appendix A for a listing of all values 
2) Don’t enter any value.  You will get a listing that includes all months in the database. 

 
·  Click on the OK pushbutton. 

 
·  You will get similar dialog boxes for the following fields: 

1) Fiscal Year, 2) Department Doc Number, 3) Document Type, 4) Transaction Description, 
5) Vendor Name, 6) Dept Use1, 7) Dept Use2, 8) Dept Use3, and 9) Dept Use4. 

 
·  Click on the OK pushbutton for Dept Use4. 

 
·  You will get the results of the query.  The following snapshot is for a query of all 

departments, accounts beginning with 114, for all months and fiscal years.  
 

 
 

·  You move the scroll bar at the bottom of the window to see additional information to the 
right. 

 
·  The first field or column – called Index – contains the value that you need to know when 

using the form to update existing office data as described in section .230.  This field is also 
used to identify information for the exception worklist as described in section .240. 
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·  To close this and all other queries you click on the lower little x in the top right hand corner 
of the menu as circled in the snapshot below.  If you click on the other “x,” this will close 
Microsoft Access database.  No harm done.  Just reopen the database and continue with your 
work. 

 

 
 

.442     Run Office YTD Summary Query 
 

·  The second Office Data query provides you a listing of all the summarized information that 
you can also see in the Office YTD Summary Report.  This query is available in case you 
wish to export the data to Excel.  When you click on the pushbutton, you will get the 
following dialog box. 

 
 

·  Enter the numeric value of the greatest month that you want to include in this query.  In the 
sample, the writer entered 3 for September. 

 
 

·  Click on the OK pushbutton. 
 

·  A second dialog box similar to the one below comes up. 

 
 

·  Enter the value of the fiscal year that you are using for this report.  For instance, if you want 
to see the report for fiscal year 2006, you will complete the dialog box similar to the one in 
the snapshot below. 

 
 
·  Click on the OK pushbutton.  You will get another dialog box like the one in the snapshot 

below. 
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·  Enter the value of the department for which you want the summary report.  For instance, if 

you want a report for department 100900 you will complete the dialog box similar to the 
snapshot below. 

 
 
·  Click on the OK pushbutton. 

 
 

·  You will get a listing of the query results that will be similar to the snapshot below.  If 
you are a heavy Access user, you may be interested in this query for other purposes.  
This information can be exported to Excel.  

 

 
 

.443     Run Office Exceptions Worklist Query 
 

·  The third Office Data query provides you a listing of all the office transactions that you 
presently have identified to use as outstanding office exceptions.  These are all the 
transactions that will also show up when you run the Preview PeopleSoft YTD Report With 
Office Exceptions report.  It may be useful to confirm the list of transactions before you run 
the report.  This query provides you a listing to do this. 
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·  When you click on the pushbutton to run this query, you will get a dialog box for department.  
You can chose to enter nothing, part of a department or a specific department.  The listing for 
the sample is illustrated in the following snapshot.  

 

 
 

·  How do you use this information?  Well if you decide that one or more of the exceptions are 
no longer needed in this work list, you could delete them from the work list following the 
instructions described in section .230.  If you realize that an office exception is missing from 
this work list, you can add it to the work list by following the instructions in the same section. 

 
.444     Research PS Financial Data Query 
 

·  This research query—found in the  lower left in the $�����%��
  �����
�	���&����  
section of the Annual Reports and Queries  tab – is a  research query for PeopleSoft data 
that  has similar dialog boxes to the “Research Office Financial Data” query found in section 
.441 . The dialog boxes include Department, Account, Fiscal Year, and Accounting Period.  
All four dialog boxes include the phrase “from PS data” to remind you that this data is from 
PeopleSoft. Also, the last dialog box requests you to: Type Accounting Period from PS data.  
The Accounting Period is the same numeric value as Month Posted is for Office data. 
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.450     Open Query Design Pushbutton 
 

·  There is a pushbutton outside of the tabular form that is related to a query.  Users click on this 
pushbutton to open a certain query in the Design View.  This is intended for users who are more 
familiar with Access and who know how to select fields for a query.  This query – entitled 
OFFICE_FINANCIAL_QUERY_AVAILABLE_BUD_BY_DEPTUSE1 – can be modified to 
provide a report based on two of the Department Use fields.  This query will use the values of 
Department Use #1 as columns and Department Use #2 as row headings in addition to row 
headings of Department, Account, and Account Description. 

 
·  Click on the pushbutton outside of the tabular form that is entitled “Open Query Design for 

Department Use Fields.”  You will be brought to the Design View of the query that will look 
similar to the following snapshot. 

 

 
 
·  The four boxes at the top contain fields from four queries that are the basis of this new query.  

Box labeled 1 in the snapshot below represents budget information.  Box 2 represents 
commitment information.  Box 3 represents payment information.  Box 4 represents available 
budget information or the formula of budget – commitment – payment.  
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·  The information in the bottom half of the design represents the fields that have been selected from 
each of the four queries to be used in this query.  The snapshot below shows what the design 
would look like if the value of Dept_Use1 is GRANTYR1. 

 

 
 
·  The fields will be very different for each user.  Therefore, the user must complete the selection of 

the fields to get a version of the report that will be useful to him or her. 
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.500     Life-To-Date Reports 
 

This final tab in the Access database provides new flexibility to JMU staff members who have to track budgets 
that cross fiscal years and can last more than one fiscal year.  This is a common activity for staff members who 
work with restricted grants and contracts. 
 
Open the database and go to the tab entitled Life-To-Date Reports .  You will get a window that looks similar 
to the following snapshot.  Go to the following section to see more information about the two reports. 

 
 
This fifth tab is new in Fiscal Year 2007 and includes 2 pushbuttons.  The pushbutton on the left provides a 
Life-To-Date report on Office Data.  The pushbutton on the right provides a Life-To-Date report on PeopleSoft 
data that includes any exceptions in the greatest year that the user has identified.   
 
.510     Office Data Life-To-Date Report 

 
·  The pushbutton to launch this report is on the left hand side of the tab.  This report provides a 

Life-To-Date summary for the prompted information that summarizes from the first transaction to 
the highest prompted Month and Fiscal Year. 

 
·  Launch this report by clicking on the “Preview Office Data Life-To-Date Report” pushbutton. 

The following dialog box opens up.   

 
·  Enter the numeric value of the greatest month that you want to include in this query.  In the 

sample, the writer entered 3 for September. 

 
 

·  Click on the OK pushbutton. 
·  A second dialog box similar to the one below comes up. 
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·  Enter the value of the greatest fiscal year that you are using for this report.  For instance, if you 
want to see the report through fiscal year 2007, you will complete the dialog box similar to the 
one in the snapshot below. 

 
 

·  Click on the OK pushbutton.  You will get another dialog box like the one in the snapshot below. 

 
 

·  Enter the value of the department for which you want the summary report.  For instance, if you 
want a report for grant department 500900 you will complete the dialog box similar to the 
snapshot below. 

 
 

·  Click on the OK pushbutton.   
 

.520     PeopleSoft Data Life-To-Date Report 
 
·  The pushbutton to launch this report is on the right hand side of the tab.  This report provides a 

Life-To-Date summary for the prompted information that summarizes from the first transaction to 
the highest prompted Month and Fiscal Year. 

 
·  Launch this report by clicking on the “Preview PeopleSoft Data Life-To-Date Report” 

pushbutton. The following dialog box opens up.   

 
·  Enter the numeric value of the greatest month that you want to include in this query.  In the 

sample, the writer entered 3 for September. 
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·  Click on the OK pushbutton. 
 

·  A second dialog box similar to the one below comes up. 

 
 

·  Enter the value of the greatest fiscal year that you are using for this report.  For instance, if you 
want to see the report through fiscal year 2007, you will complete the dialog box similar to the 
one in the snapshot below. 

 
 

·  Click on the OK pushbutton.  You will get another dialog box like the one in the snapshot below. 

 
 

·  Enter the value of the department for which you want the summary report.  For instance, if you 
want a report for grant department 500900 you will complete the dialog box similar to the 
snapshot below. 

 
 

·  Click on the OK pushbutton.   
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·  You will get a report similar to the snapshot below. 

 
 

·  The report title includes the name of the greatest month that was requested for the Life-To-Date 
report as well as the greatest Fiscal Year that was requested.  This report summarizes all 
transactions for this department from the first transaction in PeopleSoft to the last that was 
imported into this database for the greatest month and fiscal year.   

 
·  The snapshot above is taken from the 2nd page of the report to show you that any exceptions that 

you have identified in the greatest fiscal year will also be identified in the report.  This will assist 
you in determining exactly what the reconciled available budget is as of the moment that you run 
this report.  

.
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APPENDIX A – Fiscal Year Months 
 

Numeric Value Month Name 
1 July 
2 August 
3 September 
4 October 
5 November 
6 December 
7 January 
8 February 
9 March 
10 April 
11 May 
12 June 
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APPENDIX B – How To Update Accounts  
 

At the beginning of each new fiscal year – and sometimes during the fiscal year – the state of Virginia requires 
all of the state agencies to set up new accounts to capture more detailed information about the types of 
expenditures we make and the sources of revenue that we collect.  The state also requires that we delete some 
accounts that no longer provide enough detail and to change the description for some accounts to represent a 
more detailed description. 
 
This appendix provides you with the process of how to add these accounts to the JMU STAR access database 
and how to change the descriptions if needed.  This appendix does not provide you with a process to delete 
accounts.  This is because you still need those old accounts for old year reports.  On occasion you may 
accidentally use an account that is no longer valid to record an Office data transaction.  Don’t worry about this 
occasional mistake.  The invalid account will show up in the monthly reconciliation as only occurring on the 
Office Data side.  The PeopleSoft Data will include a valid account. 
 

��� �  Add New Accounts 
 

·  Open the JMU STAR database.  You should have a window similar to the following snapshot. 

 
 

·  Click on the Minimize pushbutton in the upper right hand corner. 
 

·  You will now have a window that looks similar to the following snapshot. 

 
 

·  Make sure that the Tables object is highlighted in the left side of the window. If it is, you will see 
a list of tables in the right side of the window. 
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·  Highlight and double click on the table called ACCOUNT_TBL.  You should have a window that 

looks similar to the snapshot below. 

 
 

·  Use the Scroll bar on the right hand side of the window to scroll down to the bottom of the table.  
You should now have a window that looks similar to the snapshot below.  Notice that the last row 

is blank with an asterisk (* ) at the left hand side of the row. 

 
 

·  Place your cursor into the Account column of this last row.  Enter a new account value.  (You 
will notice that a pencil symbol appears to the left of the row and a new blank row appears.  This 
is good.)  Tab to the Description column.  Enter the description of the new account here. 

 
·  Continue to add new accounts at the blank row.  When you have completed this task, close the 

table by clicking on the small X in the inner top right hand corner of the window.   
 

·  Double click on the ACCOUNT_TBL name again to confirm that the new accounts exist.  They 
will be listed in the correct account order with all of the other accounts. 
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��� �  Change Account Descriptions 
 

·  Open the JMU STAR database.  You should have a window similar to the following snapshot.  

 
 

·  Click on the Minimize pushbutton in the upper right hand corner 
 

·  You will now have a window that looks similar to the following snapshot.  

 
 

·  Make sure that the Tables object is highlighted in the left side of the window. If it is, you will see 
a list of tables in the right side of the window. 
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·  Highlight and double click on the table called ACCOUNT_TBL.  You should have a window that 

looks similar to the snapshot below. 

 
 

·  Use the Scroll bar on the right hand side of the window to scroll down to the account that you 
want to update. 

 
·  Tab to the Description field.  You can highlight the whole field and overwrite it by entering the 

new description.   
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APPENDIX C – Other Tips and Techniques  
 

��� �  Password Protection   
 
Your individual copy of the JMU financial reconciliation database can be protected with a password.  
The instructions to set this up follow. 

 
·  Make sure the database is closed. 

 
·  Open Microsoft Access and make sure you are in the main Microsoft Access Window that looks 

like the following snapshot. 

 
 

·  Click on File > Open.  You will get an Open window similar to the snapshot below. 
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·  Click on the down arrow next to the folder in the box labeled “Look in:.” You will get a listing of 
folders similar to the snapshot below.  

 
 

·  If you have kept the Access database in the location identified in section .131 of this document: 
·  Double Click on Local Disk (C :). 
·  Double Click on the Documents and Settings folder. 
·  Double Click on the folder that has your Novell login name. 
·  Highlight the database that you want to open. 

 
·  Your Open window should now look similar to the following snapshot.  

 
 

·  Click on the down arrow next to the Open pushbutton at the bottom right hand side of the 
window. 

 
·  You will get a popup menu that looks like the following snapshot. 

 
 

·  Highlight and click on Open Exclusive.  You should now have the database open. 
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·  Click on the Tools menu.  You should get a popup menu that includes a choice for Security.  
Click on the Security menu. You should now have an additional popup menu.  These menus 
should look similar to the following snapshot at this point. 

 
 

·  Before you take the next step make sure you know what password you want to assign to the 
database. 

 
·  Highlight and click on Set Database Password.  You will get a window similar to the following 

snapshot. 

 
 

·  Enter the password in the first field.  Tab to the Verify field and reenter the same password.  Click 
on the OK pushbutton.  Save the database.  Exit the database. 

 
·  Reopen the database using your desktop shortcut.  You will have to enter your password now in 

the Password Required window. 
 

·  When you close your database, you may get the Password Required window again.  If you do, 
click on the Cancel pushbutton. 

 

��� �  Trouble Shooting Adding PeopleSoft Data from External File    
 

'�����
�(����)��	
����
 
·  You must run the nVision report to the correct file location before clicking on the Add 

PeopleSoft Data from External File pushbutton or you will get additional error messages.   
 
·  If you don’t create the JGL0026.xls file in the exact path identified in section .133, you will 

get the following error message when you click on the “ADD PS Data From External File” 
pushbutton on the PS Data Maintenance tab. 
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·  Go back to section .133 to see the file path that JGL0026.xls should exist in.  Copy the existing 
file to this file path or create a new file following the instructions in this section. 

 

�	
	�
�	
������
�*�	�����+����
	
��������
�����
��� ����
��������
���������
%���	�����
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·  You must delete the first row of information in the downloaded Excel spreadsheet.  The resulting 

first row should look like column headings.  In fact these are the Access database field names. 
 

·  If you didn’t delete the first row of the original information, you will get the following pop up 
dialog box when you click on the “ADD PS Data From External File” pushbutton on the PS Data 
Maintenance tab. 

 

 
 
This dialog box indicates that the Access database can’t find the field heading for Department in 
the cell A1 of the Excel Spreadsheet.  Go back to section .310 to review the instruction on 
deleting the first row of the downloaded excel spreadsheet if you wish. Open up the JGL0026.xls 
spreadsheet and make sure that the original first row that had the query description and the 
number of rows selected has been deleted.  
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APPENDIX D – JMU STAR Database  
Technical Structure  

 
��� �  Overview 
 

This Microsoft Access Database was created to assist departmental staff in their efforts to maintain office 
departmental financial data and to reconcile this data to PeopleSoft data.  In addition to the basic tables to 
collect PeopleSoft and office financial data, the Microsoft Access database includes other objects that 
provide queries, forms, and reports to assist the staff in this process. All tables, queries, forms, reports, and 
macros are listed alphabetically in the following subsections.  

 
The database can be stored on a hard drive or a network drive to allow sharing.   

 

��� �  Tables 
 

·  ACCOUNT_TBL is the table that is used to store the list of all valid PeopleSoft Revenue and 
Expense accounts.  This table is used to provide the valid values for data entry forms and to 
provide account descriptions for reports. The structure of ACCOUNT_TBL is listed in the 
following table. 

 
 

Field Name 
Data Type  

Field Use 
Account Text The valid numeric values of Revenue and Expense 

accounts as recorded in PeopleSoft.   
Description Text The description of each account as recorded in 

PeopleSoft. 
 

·  OFFICE_DATA_EXCEPTIONS_WORKFILE is the table that is used to store office exception 
or reconciling transactions that you want to add to PeopleSoft amounts to determine a more 
accurate budget balance.  The rows of this table are added or deleted through several queries.  
You run these queries by clicking on Add or Delete command buttons on the exception forms. 
The structure of OFFICE_DATA_EXCEPTIONS_WORKFILE is listed in the following table. 

 
Field Name Data Type Field Use 

Index Number A number that has automatically been created in the 
OFFICE_FINANCIAL_DATA table. 

Date Date/Time The date entered by the user into the 
OFFICE_FINANCIAL_DATA table. 

Department Text The department value entered by the user into the 
OFFICE_FINANCIAL_DATA table. 

Account Text The account value selected by the user into the 
OFFICE_FINANCIAL_DATA table. 

Project_id Text The project id value entered by the user into the 
OFFICE_FINANCIAL_DATA table. 

Dept_Doc_Number Text The departmental document number value entered by the 
user into the OFFICE_FINANCIAL_DATA table. 

PS_Doc_ Numbers Text The PeopleSoft document number value entered by the 
user into the OFFICE_FINANCIAL_DATA table. 

Document Type Text The document type value selected by the user into the 
OFFICE_FINANCIAL_DATA table. 

Description of Transaction Text The description entered by the user into the 
OFFICE_FINANCIAL_DATA table. 

Vendor Name Text The vendor name entered by the user into the 
OFFICE_FINANCIAL_DATA table. 

Requestor Text The requestor entered by the user into the 
OFFICE_FINANCIAL_DATA table. 

Budget Amount Currency The budget amount entered by the user into the 
OFFICE_FINANCIAL_DATA table for budget 
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Field Name Data Type Field Use 

transactions. 
Commitment Amount Currency The commitment amount entered by the user into the 

OFFICE_FINANCIAL_DATA table for commitment 
transactions. 

Payment Amount Currency The actual amount entered by the user into the 
OFFICE_FINANCIAL_DATA table for actual revenue or 
expense transactions. 

Accounting Period Number The accounting period value selected by the user into the 
OFFICE_FINANCIAL_DATA table. 

Fiscal Year Text The fiscal year value selected by the user into the 
OFFICE_FINANCIAL_DATA table. 

Dept_Use1 Text The department use #1 value entered by the user into the 
OFFICE_FINANCIAL_DATA table. 

Dept_Use2 Text The department use #2 value entered by the user into the 
OFFICE_FINANCIAL_DATA table. 

Dept_Use3 Text The department use #3 value entered by the user into the 
OFFICE_FINANCIAL_DATA table. 

Dept_Use4 Text The department use #4 value entered by the user into the 
OFFICE_FINANCIAL_DATA table. 

 
 

·  OFFICE_FINANCIAL_DATA is the table that is used to store office financial transactions that 
the user enters or updates using forms.  The structure of OFFICE_FINANCIAL_DATA is listed 
in the following table. 

 
Field Name Data Type Field Use 

Index AutoNumber A number that is automatically created when the user 
creates a new row in the table. 

Date Date/Time The date entered by the user. 
Department Text The department value entered by the user. 
Account Text The account value selected by the user. 
Project_id Text The project id value entered by the user. 
Dept_Doc_Number Text The departmental document number value entered by 

the user. 
PS_Doc_ Numbers Text The PeopleSoft document number value entered by the 

user. 
Document Type Text The document type value selected by the user. 
Description of Transaction Text The description entered by the user. 
Vendor Name Text The vendor name entered by the user. 
Requestor Text The requestor entered by the user. 
Budget Amount Currency The budget amount entered by the user for budget 

transactions.  
Commitment Amount Currency The commitment amount entered by the user for 

commitment transactions. 
Payment Amount Currency The actual amount entered by the user for actual 

revenue or expense transactions. 
Accounting Period Number The accounting period value selected by the user. 
Fiscal Year Text The fiscal year value selected by the user. 
Dept_Use1 Text A field with values and use defined by user for reporting 

summaries. 
Dept_Use2 Text A second field with values and use defined by user for 

reporting summaries. 
Dept_Use3 Text A third field with values and use defined by user for 

reporting summaries. 
Dept_Use4 Text A fourth field with values and use defined by user for 

reporting.  
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·  MONTH_TBL is the table that is used to store the list of valid PeopleSoft accounting period 
values.  This table is used to provide the valid values for data entry forms and to provide month 
descriptions for queries and reports. The structure of MONTH_TBL is listed in the following 
table. 

 
 

Field Name 
Data Type  

Field Use 
Accounting Period Number The numeric values of accounting periods as recorded in 

PeopleSoft.   
Description Text The month name or description associated with each 

accounting period as recorded in PeopleSoft. 
 
 

·  PS_FINANCIAL_DATA is the table that is used to store financial transactions that the user 
downloads from PeopleSoft by running the nVision query and running the Microsoft Access Add 
query from a command button.  The structure of PS_FINANCIAL_DATA is listed in the 
following table. 

 
Field Name Data Type Field Use 

Department Text The PS department value downloaded by the user. 
Account Text The PS account value downloaded by the user. 
Proj/Grt Text The PS project id value downloaded by the user. 
Budget Period Text The PS budget period number value downloaded by 

the user. 
Accounting Period Number The PS accounting period value downloaded by the 

user. 
Fiscal Year Text The PS fiscal year value downloaded by the user. 
GL Journal ID Text The PS journal id value downloaded by the user. 
Journal Date Date/Time The PS vendor name downloaded by the user. 
BUDGET_AMT Currency The PS budget amount downloaded by the user for 

budget transactions. 
Actual Rev/Expns Currency The PS actual amount downloaded by the user for 

actual revenue or expense transactions. 
Encumbered Amount Currency The PS commitment amount downloaded by the user 

for purchasing and associated voucher transactions. 
Journal Line Reference Text The PS journal line referenced document downloaded 

by the user. 
Invoice Number Text The PS invoice number downloaded by the user for 

voucher transactions.  
Vendor ID Text The PS vendor id number downloaded by the user for 

voucher or purchasing transactions. 
Name 1 Text The vendor name downloaded by the user. 
Line # Text The transaction line value downloaded by the user. 
KK Entry Type Text The budget entry type value for budget transactions 

downloaded by the user. 
 

·  PS_FINANCIAL_DATA_LINK_FROM_JGL0026 is the table that is linked to an external Excel 
spreadsheet.  The user creates the spreadsheet by running an nVision query.  The user runs a 
Microsoft Access Add query from a command button to take data from this linked file to add to 
the PS_FINANCIAL_DATA table.  Since this is a linked table and the table structure cannot be 
modified, the structure is not shown here. 

 
·  VENDOR_TBL is the table that is used to store a list of vendor names that a person regularly 

uses.  This table is used to provide valid values for data entry forms.  The information provided in 
this table will save data entry for a user.  The structure of VENDOR_TBL is listed in the 
following table. 
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Field Name 

Data Type  
Field Use 

Vendor Name Text The name of a vendor that is used in office transactions.   
 
��� �  Queries 

 
·  ADD_PS_DATA_FRM_LINK adds rows into the PS_FINANCIAL_DATA table from the 

PS_FINANCIAL_DATA_LINK_FROM_JGL0026 table. The user runs this query by clicking on 
the “ADD PS Data from External File” command button in the Monthly Maintenance section of 
the PS Data Maintenance tab on the switchboard. 

 
·  ADD_PS_ORIGNL_BUD_DATA_TO_OFFICE adds rows into the 

OFFICE_FINANCIAL_DATA table from the PS_ FINANCIAL_DATA. The rows are the 
beginning annual budget for the year or original multiyear budgets.  This will save some data 
entry for users.  The user runs this query by clicking on the “Add PS Original Budget to Office 
Data” command button in the Once a Year Maintenance section of the PS Data Maintenance tab 
on the switchboard. 

 
·  APPEND_OFFICE_ACTL_CMMTMNT_EXCEPTN_DATA adds a row into the 

OFFICE_DATA_EXCEPTIONS_WORKFILE table from the 
KEY_STRING_OFFICE_ACTL_CMMTMNT_DATA query.  The user adds rows one at a time 
from the “Click Here To Add to Office Exception Worklist” command button on the form 
OFFICE_ACTL_CMMTMNT_EXCEPTION_WRKFRM.  These rows represent office financial 
data that the user wants to include as reconciling items to add to PeopleSoft data in a report. 

 
·  APPEND_OFFICE_BUDGET_EXCEPTN_DATA adds a row into the 

OFFICE_DATA_EXCEPTIONS_WORKFILE table from the 
KEY_STRING_OFFICE_BUDGET_DATA query.  The user adds rows one at a time from the 
“Add to Office Exception Worklist” command button on the form 
OFFICE_BUDGET_EXCEPTION_WRKFRM.  These rows represent office financial data that 
the user wants to include as reconciling items to add to PeopleSoft data in a report. 

 
·  Delete_Account_Tbl deletes all rows in the ACCOUNT_TBL table.  This query exists for 

maintenance purposes only.  Central financial reporting staff may run this query once a year and 
then get external data to refresh the listing of accounts.  This may be necessary as accounts are 
added or inactivated in the PeopleSoft system to recognize the changes in state reporting 
requirements.  There is no command button for this query.  A user runs the query by double 
clicking on the query name. 

 
·  DELETE_OFFICE_ACTL_CMMTMNT_EXCEPTN_DATA deletes one row at a time from 

the OFFICE_DATA_EXCEPTIONS_WORKFILE table.  The user deletes the row from the 
“Click Here To Delete from Office Exception Worklist” command button on the form 
OFFICE_ACTL_CMMTMNT_EXCEPTION_WRKFRM. These rows represent office financial 
data that the user no longer wants to include as reconciling items to add to PeopleSoft data in a 
report.  The macro DELETE_OFFC_ACTL_CMMTMNT_EXCPTN_WRK launches this query.   

 
·  DELETE_OFFICE_ EXCEPTN_DATA deletes one row at a time of budget transactions from 

the OFFICE_DATA_EXCEPTIONS_WORKFILE table.  The user deletes the row from the 
“Delete from Office Exception Worklist” command button on the form 
OFFICE_BUDGET_EXCEPTION_WRKFRM.  These rows represent office financial data that 
the user no longer wants to include as reconciling items to add to PeopleSoft data in a report. The 
macro DELETE_OFFC_EXCPTN_WRK launches this query.   

 
·  DELETE_PS_FINANCIAL_DATA_FOR_SPECIFIC_MONTH deletes rows for related to a 

specific prompted Accounting Period, Fiscal Year and Department from 
PS_FINANCIAL_DATA table.  This action will allow a user to delete data that he/she has 
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accidentally imported more than one time.  However, since all of the rows for this accounting 
period, fiscal year, and department get deleted, the user will need to re-add information by 
running a query to add data. The user runs this query by clicking on the “DELETE PS Data for 
Specific Month” command button in the Maintenance as Needed section of the PS Data 
Maintenance tab on the switchboard. 

 
·  DELETE_PS_FULL_TM_PRSNL_SRVC_ROWS deletes rows related to Full-Time Personal 

Service expenses from PS_FINANCIAL_DATA table.  This action will allow a user to delete 
data that he/she will not use for reconciliation if the particular department does not reconcile Full-
Time Personal Service expenditures.  The user runs this query by clicking on the “DELETE 
FULL-TIME Personal Service Rows from PS Data” command button in the Maintenance as 
Needed section of the PS Data Maintenance tab on the switchboard. 

 
·  DELETE_PS_PERSNL_SRVCS_ROWS deletes rows related to ALL Personal Service 

expenses from PS_FINANCIAL_DATA table.  This action will allow a user to delete data that 
he/she will not use for reconciliation if the particular department does not reconcile Personal 
Service expenditures.  The user runs this query by clicking on the “DELETE ALL Personal 
Service Rows from PS Data” command button in the Maintenance as Needed section of the PS 
Data Maintenance tab on the switchboard. 

 
·  KEY_STRING_OFFICE_ACTL_CMMTMNT_DATA is a query of 

OFFICE_FINANCIAL_DATA table that selects certain fields for rows with Actual Revenue or 
Expense transactions or Commitment transactions.  This query adds a calculated field called 
Key_String that combines the values in the fields department, account, and project id to create a 
key combination.  This query is the Record Source for the query 
APPEND_OFFICE_ACTL_CMMTMNT_EXCEPTN_DATA, the form 
OFFICE_ACTL_CMMTMNT_EXCEPTION_WRKFRM, the report 
ACTUAL_EXCEPTIONS_OFFICE_ACTUAL_DATA subreport, and the report 
COMMTMNT_EXCEPTNS_OFFC_CMMTMNT_DATA subreport. 

 
·  KEY_STRING_OFFICE_BUDGET_DATA is a query of OFFICE_FINANCIAL_DATA table 

that selects certain fields for rows with Budgeted Revenue or Expense transactions.  This query 
adds a calculated field called Key_String that combines the values in the fields department, 
account, and project id to create a key combination.  This query is the Record Source for the 
query APPEND_OFFICE_BUDGET_EXCEPTN_DATA, the form 
OFFICE_BUDGET_EXCEPTION_WRKFRM and the report 
BUDGET_EXCEPTIONS_OFFICE_BUDGET_DATA subreport. 

 
·  KEY_STRING_OFFICE_EXCPTN_WRKLST is a query of the 

OFFICE_DATA_EXCEPTIONS_WORKFILE table.  This query adds calculated fields called 
Key_String, Subtot_String, Expense, Revenue, PS, and NPS.  These fields string together other 
fields to be used as keys and section keys for five subreports.  These reports are: 
SUMMARY_REPORT_OF_PS_DATA_YTD_EXPENSE subreport, 
SUMMARY_REPORT_OF_PS_DATA_YTD subreport, 
SUMMARY_REPORT_OF_PS_DATA_YTD_NPS subreport, 
SUMMARY_REPORT_OF_PS_DATA_YTD_PS subreport, and 
SUMMARY_REPORT_OF_PS_DATA_YTD_REV_subreport. 

 
·  KEY_STRING_PS_ACTUAL_DATA is a query of the PS_FINANCIAL_DATA table that 

selects certain fields for rows with Actual Revenue or Expense transactions. This query adds a 
calculated field called Key_String that combines the values in the fields department, account, and 
project id to create a key combination.  The query also reverses the sign of amounts associated 
with revenue accounts so that users don’t have to worry about entering revenues as negative 
numbers in the OFFICE_FINANCIAL_DATA table.  The query is the record source for the 
report ACTUAL_EXCEPTIONS_PS_ACTUAL_DATA subreport. 
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·  KEY_STRING_PS_BUDGET_DATA is a query of the PS_FINANCIAL_DATA table that 
selects certain fields for rows with Budget Revenue or Expense transactions. This query adds a 
calculated field called Key_String that combines the values in the fields department, account, and 
project id to create a key combination.  The query also reverses the sign of amounts associated 
with revenue accounts so that users don’t have to worry about entering revenues as negative 
numbers in the OFFICE_FINANCIAL_DATA table.  The query is the record source for the 
report BUDGET_EXCEPTIONS_PS_BUDGET_DATA subreport. 

 
·  KEY_STRING_PS_COMMITMENT_DATA is a query of the PS_FINANCIAL_DATA table 

that selects certain fields for rows with Committed Expense transactions. This query adds a 
calculated field called Key_String that combines the values in the fields department, account, and 
project id to create a key combination.  The query also reverses the sign of amounts associated 
with revenue accounts so that users don’t have to worry about entering revenues as negative 
numbers in the OFFICE_FINANCIAL_DATA table.  The query is the record source for the 
report ACTUAL_EXCEPTIONS_PS_ACTUAL_DATA subreport. 

 
·  OFFICE_DATA_EXCPTNS_WRKFL_LISTNG is a query of selected rows of the 

OFFICE_DATA_EXCEPTIONS_WORKFILE table. The user runs this query by clicking on the 
“Run Office Exceptions Worklist Query” command button in the Office Queries section of the 
Annual Reports and Queries tab on the switchboard.  The user is prompted for a department 
value.  He/she can enter part or all of the department value to get more specific information or no 
value to get all rows of data. 

 
·  OFFICE_FINANCIAL_DATA_QUERY is a query of all rows in OFFICE_FINANCIAL_DATA 

table.  This query is the record source for the form OFFICE_DATA_UPDATE.   
 

·  OFFICE_FINANCIAL_DATA_QUERY_Avail_Bud_Amt_Crosstab is a crosstab query that 
shows values Dept_Use2, Department, Account, and Account Description as row headings and 
shows values of Dept_Use1 field as column headings for the summed Available Budget Amount.  
This query is used as part of the query 
OFFICE_FINANCIAL_DATA_QUERY_AVAILABLE_BUD_BY_DEPTUSE1. 

 
·  OFFICE_FINANCIAL_DATA_QUERY_Budget_Amt_Crosstab is a crosstab query that shows 

values Dept_Use2, Department, Account, and Account Description as row headings and shows 
values of Dept_Use1 field as column headings for the summed Budget Amount.  This query is 
used as part of the query 
OFFICE_FINANCIAL_DATA_QUERY_AVAILABLE_BUD_BY_DEPTUSE1. 

 
·  OFFICE_FINANCIAL_DATA_QUERY_Commitment_Crosstab is a crosstab query that shows 

values Dept_Use2, Department, Account, and Account Description as row headings and shows 
values of Dept_Use1 field as column headings for the summed Commitment Amount. This query 
is used as part of the query 
OFFICE_FINANCIAL_DATA_QUERY_AVAILABLE_BUD_BY_DEPTUSE1. 

 
·  OFFICE_FINANCIAL_DATA_QUERY_Pay_Amt_Crosstab is a crosstab query that shows 

values Dept_Use2, Department, Account, and Account Description as row headings and shows 
values of Dept_Use1 field as column headings for the summed Payment Amount. This query is 
used as part of the query 
OFFICE_FINANCIAL_DATA_QUERY_AVAILABLE_BUD_BY_DEPTUSE1. 

 
·  OFFICE_FINANCIAL_DATA_QUERY_ AVAILABLE_BUD_BY_DEPTUSE1 is a query that 

is based on all of the crosstab queries joined together to shows values Dept_Use2, Department, 
Account, and Account Description as row headings and shows values of Dept_Use1 field as 
column headings for the summed Budget Amount, summed Commitment Amount, summed 
Payment Amount and summed Available Budget Amount. This is a query that has no macro or 
command button to be run automatically by a user.  However, a user who knows Access can 



 

 JMU STAR User Documentation   Version 3.00    Page 72 of 82 

James Madison University 

modify and use this query to report their values of the departmental use fields.  The user opens 
this query in design view by clicking on the “Open Query Design for Department Use Fields” 
command button that is located on the JMU Recon switchboard form. 

 
·  Research Office Data is a query that allows a user to look for rows of data that meet certain 

prompted criteria.  The user is prompted for a department value, an account value, an accounting 
period value, a fiscal year value, a department document number, a document type, a transaction 
description, a vendor name, department use 1, department use 2, department use 3, and 
department use 4.  He/she can enter part of a value to get more information or no value to get all 
rows of data.  The user runs this query by clicking on the “Research Office Financial Data” 
command button in the Office Queries section of the Annual Reports and Queries tab on the 
switchboard. 

 
·  Research PS Data is a query that allows a user to look for rows of data that meet certain prompted 

criteria.  The user is prompted for a department value, and account value, fiscal year value, and an 
accounting period value.  He/she can enter part of a value to get more information or no value to 
get all rows of data.  The user runs this query by clicking on the “Research PS Financial Data” 
command button in the PeopleSoft Report and Query section of the Annual Reports and Queries 
tab on the switchboard. 

 
·  SPCC_LOG_QUERY is a query that lists all transactions with a PCARD document type that meet 

the prompted Department, accounting period, and fiscal year criteria.  The user must enter 
specific values.  This query is the record source for the report 
SPCC_MONTHLY_LOG_REPORT. 

 
·  Summary Offc BUD Data Wo Matching Summary PS BUD Data_2_AMT_FLDS is a mismatch 

query the selects all rows of data from the Summary Office Data query that don’t have any rows 
in Summary PS Data query or that don’t have budget amounts and accounting periods that are 
equal in both queries.  The query is the basis for one side of the 
UNION_BUDGET_EXCEPTIONS query.  The user does not need to use this query.  It is kept as 
part of the database so developers have a sample of this type of query. 

 
·  Summary Office Data is a query that summarizes all dollar amounts for office transactions up to 

the department, account, project id, accounting period, and fiscal year level for a prompted 
department and accounting period, and fiscal year.  The query also adds several calculated fields 
that include Key_String, Subtot_String, and Expense.  These fields are used in reports to identify 
sections.  The query also joins to the ACCOUNT_TBL and MONTH_TBL to allow selection of 
account description and month description fields.  This query is the record source for the report 
SUMMARY_ REPORT_OF_OFFICE_ DATA_BY_MONTH. 

 
·  Summary PS BUD Data Wo Matching Summary Offc BUD Data_2AMT_FLDS is a mismatch 

query the selects all rows of data from the Summary PS Data query that don’t have any rows in 
Summary Office Data query or that don’t have budget amounts and accounting periods that are 
equal in both queries.  The query is the basis for one side of the 
UNION_BUDGET_EXCEPTIONS query.  The user does not need to use this query.  It is kept as 
part of the database so developers have a sample of this type of query. 

 
·  Summary PS DATA is a query that summarizes all dollar amounts for PeopleSoft transactions up 

to the department, account, project id, accounting period, fiscal year level for a prompted 
accounting period and fiscal year.  The query also adds several calculated fields that include 
Key_String, Subtot_String, and Expense.  These fields are used in reports to identify sections.  
The query also joins to the ACCOUNT_TBL and MONTH_TBL to allow selection of account 
description and month description fields. 
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·  SUMMARY_OFFC_LTD_RPRT is a query that further summarizes information from 
SUMMARY_OFFICE_DATA_LTD and is used as the source for the report 
SUMMARY_REPORT_OF_OFFICE_DATA_LTD. 

 
·  SUMMARY_OFFC_YTD_RPRT is a query that further summarizes information from 

SUMMARY_OFFICE_DATA_YTD and is used as the source for the report 
SUMMARY_REPORT_OF_OFFICE_DATA_YTD. 

 
·  SUMMARY_OFFICE_DATA_LTD is a query that summarizes all dollar amounts for office 

transactions up to the department, account, project id, accounting period, and fiscal year level for 
all accounting periods and fiscal years up through the prompted maximum accounting period, and 
maximum prompted fiscal year for the prompted department. The query also adds several 
calculated fields that include Key_String, Subtot_String Expense, MONTH_NAME, FYPRD, and 
LTDFYPRD.  These fields are used in reports to identify sections and to include the name of the 
maximum month and fiscal year in a report title.  The query also joins to the ACCOUNT_TBL to 
allow selection of the account description field.  This query is the record source for the query 
SUMMARY_OFFC_LTD_RPRT.   

 
·  SUMMARY_OFFICE_DATA_YTD is a query that summarizes all dollar amounts for office 

transactions up to the department, account, project id, accounting period level for all accounting 
periods up through a prompted maximum accounting period for the prompted fiscal year and 
prompted department.  The query also adds several calculated fields that include Key_String, 
Subtot_String, and Expense and MONTH_NAME.  These fields are used in reports to identify 
sections and to include the name of the maximum month in a report title.  The query also joins to 
the ACCOUNT_TBL to allow selection of the account description field.  This query is the record 
source for the query SUMMARY _OFFC_ _YTD_RPRT.  The user can also run this query by 
clicking on the “Run Office Summary YTD Query” command button in the Office Queries section 
of the Annual Report and Queries tab of the switchboard. 

 
·  SUMMARY_PS_DATA_LTD is a query that summarizes all dollar amounts for PeopleSoft 

transactions up to the department, account, project id, accounting period, and fiscal year level for 
all accounting periods and fiscal years up through the prompted maximum accounting period, and 
maximum prompted fiscal year for the prompted department. The query also adds several 
calculated fields that include Key_String, Subtot_String Expense, MONTH_NAME, Revenue, 
PS, NPS, and LTDFYPRD.  These fields are used in reports to identify sections and to include the 
name of the maximum month and fiscal year in a report title.  The query also joins to the 
ACCOUNT_TBL to allow selection of the account description field.  This query is the record 
source for the query SUMMARY_PS_LTD_RPRT.   

 
·  SUMMARY_PS_DATA_YTD is a query that summarizes all dollar amounts for PeopleSoft 

transactions up to the department, account, project id, accounting period level for all accounting 
periods up through a prompted maximum accounting period for the prompted fiscal year and 
department.  The query also adds several calculated fields that include Key_String, Subtot_String, 
Expense, MONTH_NAME, Revenue, PS, and NPS.  These fields are used in reports to identify 
sections and to include the name of the maximum month in a report title.  The query also joins to 
the ACCOUNT_TBL to allow selection of the account description field.  This query is the record 
source for the query SUMMARY_PS_YTD_RPRT. 

 
·  SUMMARY_PS_LTD_RPRT is a query that further summarizes information from 

SUMMARY_PS_DATA_LTD and is used as the source for the report 
SUMMARY_REPORT_OF_PS_DATA_LTD_W_OFFC_EXCPTNS. 

 
·  SUMMARY_PS_YTD_RPRT is a query that further summarizes information from 

SUMMARY_PS_DATA_YTD and is used as the source for the report 
SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS. 
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·  UNION_ACTUAL_EXCEPTIONS is a query that shows mismatches between Summary Office 

Data query and Summary PS Data query from both directions.  This query includes prompts for 
department, month, and fiscal year and is the record source for the report 
ACTUAL_EXCEPTIONS_REPORT. 

 
·  UNION_BUDGET_EXCEPTIONS is a query that shows mismatches between Summary Office 

Data query and Summary PS Data query from both directions.  This query includes prompts for 
department, month, and fiscal year and is the record source for the report 
BUDGET_EXCEPTIONS_key_summary. 

 
·  UNION_COMMITMENT_EXCEPTIONS is a query that shows mismatches between Summary 

Office Data query and Summary PS Data query from both directions.  This query includes 
prompts for department, month, and fiscal year and is the record source for the report 
COMMITMENT_EXCEPTIONS_REPORT. 

 
·  UNION_OFFICE_PS_SUMMARY is a query that selects data from both 

OFFICE_FINANCIAL_DATA table and PS_FINANCIAL_DATA table at a summary level.  
This query can be used as a tool to troubleshoot the data in the two tables.  Presently this query 
does not have a command button associated with it. 

 
·  UPDATE_OFFICE_DATA_DEPTUSE1_NULLS is a query that resets null values in the 

Dept_Use1 field in the OFFICE_FINANCIAL_DATA table.  The values will be updated from 
null to “ “.  This is necessary to have the crosstab queries work correctly. This is a query that has 
no macro or command button to be run automatically by a user.  However, a user who knows 
Access can run this query to update field values if there is a problem with crosstab queries or the 
query that uses crosstab queries as sources. 

 
·  UPDATE_OFFICE_DATA_DEPTUSE2_NULLS is a query that resets null values in the 

Dept_Use2 field in the OFFICE_FINANCIAL_DATA table.  The values will be updated from 
null to “ “.  This is necessary to have the crosstab queries work correctly. This is a query that has 
no macro or command button to be run automatically by a user.  However, a user who knows 
Access can run this query to update field values if there is a problem with crosstab queries or the 
query that uses crosstab queries as sources. 

 
·  UPDATE_OFFICE_DATA_DEPTUSE3_NULLS is a query that resets null values in the 

Dept_Use3 field in the OFFICE_FINANCIAL_DATA table.  The values will be updated from 
null to “ “.  This is necessary to have the crosstab queries work correctly. This is a query that has 
no macro or command button to be run automatically by a user.  However, a user who knows 
Access can run this query to update field values if there is a problem with crosstab queries or the 
query that uses crosstab queries as sources. 

 
·  UPDATE_OFFICE_DATA_DEPTUSE4_NULLS is a query that resets null values in the 

Dept_Use4 field in the OFFICE_FINANCIAL_DATA table.  The values will be updated from 
null to “ “.  This is necessary to have the crosstab queries work correctly. This is a query that has 
no macro or command button to be run automatically by a user.  However, a user who knows 
Access can run this query to update field values if there is a problem with crosstab queries or the 
query that uses crosstab queries as sources. 

 
·  UPDATE_OFFICE_DATA_DEPT_DOC_NULLS is a query that resets null values in the 

Dept_Doc_Number field in the OFFICE_FINANCIAL_DATA table.  The values will be updated 
from null to “ “.  This is necessary to have the crosstab queries work correctly. This is a query that 
has no macro or command button to be run automatically by a user.  However, a user who knows 
Access can run this query to update field values if there is a problem with crosstab queries or the 
query that uses crosstab queries as sources. 
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·  UPDATE_OFFICE_DATA_REQUESTOR_NULLS is a query that resets null values in the 
Requestor field in the OFFICE_FINANCIAL_DATA table.  The values will be updated from null 
to “ “.  This is necessary to have the crosstab queries work correctly. This is a query that has no 
macro or command button to be run automatically by a user.  However, a user who knows Access 
can run this query to update field values if there is a problem with crosstab queries or the query 
that uses crosstab queries as sources. 

 
·  UPDATE_OFFICE_DATA_VENDOR_NULLS is a query that resets null values in the Vendor 

Name field in the OFFICE_FINANCIAL_DATA table.  The values will be updated from null to “ 
“.  This is necessary to have the crosstab queries work correctly. This is a query that has no macro 
or command button to be run automatically by a user.  However, a user who knows Access can 
run this query to update field values if there is a problem with crosstab queries or the query that 
uses crosstab queries as sources. 

 
·  As the need for other queries is identified, they will be documented in this section. 

 

��� �  Forms 
 

·  JMU Recon Switchboard is the most important form for this database.  This form contains the 
majority of the command buttons that users will click on to add data, maintain data, run reports 
and run queries. 

 
·  OFFICE_ACTL_CMMTMNT_EXCEPTION_WRKFRM is the form that a user will select to 

maintain the actual and commitment amount rows in the 
OFFICE_DATA_EXCEPTIONS_WORKFILE table.  The form allows the user to add rows to or 
delete rows from this table. 

 
·  OFFICE_BUDGET_EXCEPTION_WRKFRM is the form that a user will select to maintain the 

budget amount rows in the OFFICE_DATA_EXCEPTIONS_WORKFILE table.  The form 
allows the user to add rows to or delete rows from this table. 

 
·  OFFICE_DATA_ENTRY is the form that a user will select to add rows into the 

OFFICE_FINANCIAL_DATA table.  This form is for data entry purposes only – not for updating 
existing rows. 

 
·  OFFICE_DATA_UPDATE is the form that a user will select to update information in already 

existing rows into the OFFICE_FINANCIAL_DATA table.  This form is for update data entry 
purposes only – not for adding new rows. 

 
·  VENDOR_MAINTENANCE is the form that a user selects to add new vendor names, delete old 

vendor names, or make changes to vendor names. 
 

·  As the need for other forms is identified, they will be documented in this section. 
 
��� �  Reports 
 

·  ACTUAL_EXCEPTIONS_OFFICE_ACTUAL_DATA subreport is a subreport within 
ACTUAL_EXCEPTIONS_REPORT that lists all of the detailed transactions that exist in the 
OFFICE_FINANCIAL_DATA table that make up the Office Data Actual Amount summarized at 
the department, account, project id, accounting period combination. 

 
·  ACTUAL_EXCEPTIONS_PS_ACTUAL_DATA subreport is a subreport within 

ACTUAL_EXCEPTIONS_REPORT that lists all of the detailed transactions that exist in the 
PS_FINANCIAL_DATA table that make up the PS Data Actual Amount summarized at the 
department, account, project id, accounting period combination. 
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·  ACTUAL_EXCEPTIONS_REPORT is a report of all the summarized actual amounts that do not 

have matching information between OFFICE_FINANCIAL_DATA table and 
PS_FINANCIAL_DATA table for the prompted accounting period.  This report includes the 
subreports ACTUAL_EXCEPTIONS_OFFICE_ACTUAL_DATA subreport and 
ACTUAL_EXCEPTIONS_PS_ACTUAL_DATA subreport.  The user launches this report by 
clicking on the “Preview Actuals Exception Report” command button in the Exception Reports 
section of the Annual Reports and Queries tab of the switchboard. 

 
·  BUDGET_EXCEPTIONS_key_summary is a report of all the summarized budget amounts that 

do not have matching information between OFFICE_FINANCIAL_DATA table and 
PS_FINANCIAL_DATA table for the prompted accounting period.  This report includes the 
subreports BUDGET_EXCEPTIONS_OFFICE_BUDGET_DATA subreport and 
BUDGET_EXCEPTIONS_PS_BUDGET_DATA subreport. The user launches this report by 
clicking on the “Preview Budget Exception Report” command button in the Exception Reports 
section of the Annual Reports and Queries tab of the switchboard. 

 
·  BUDGET_EXCEPTIONS_OFFICE_BUDGET_DATA subreport is a subreport within the 

BUDGET_EXCEPTIONS_key_summary report that lists all of the detailed transactions that exist 
in the OFFICE_FINANCIAL_DATA table that make up the Office Data Budget Amount 
summarized at the department, account, project id, accounting period combination. 

 
·  BUDGET_EXCEPTIONS_PS_BUDGET_DATA subreport is a subreport within the 

BUDGET_EXCEPTIONS_key_summary report that lists all of the detailed transactions that exist 
in the PS_FINANCIAL_DATA table that make up the PS Data Budget Amount summarized at 
the department, account, project id, accounting period combination. 

 
·  COMMITMENT_EXCEPTIONS_REPORT is a report of all the summarized commitment 

amounts that do not have matching information between OFFICE_FINANCIAL_DATA table and 
PS_FINANCIAL_DATA table for the prompted accounting period.  This report includes the 
subreports COMMTMNT_EXCEPTNS_OFFC_CMMTMNT_DATA subreport and 
COMMTMNT_EXCEPTNS_PS_CMMTMNT_DATA subreport.  The user launches this report 
by clicking on the “Preview Commitment Exception Report” command button in the Exception 
Reports section of the Annual Reports and Queries tab of the switchboard. 

 
·  COMMTMNT_EXCEPTNS_OFFC_CMMTMNT_DATA subreport is a subreport within the 

COMMITMENT_EXCEPTIONS_REPORT report that lists all of the detailed transactions that 
exist in the OFFICE_FINANCIAL_DATA table that make up the Office Data Committed 
Amount summarized at the department, account, project id, accounting period combination. 

 
·  COMMTMNT_EXCEPTNS_PS_CMMTMNT_DATA subreport is a subreport within the 

COMMITMENT_EXCEPTIONS_REPORT report that lists all of the detailed transactions that 
exist in the PS_FINANCIAL_DATA table that make up the PS Data Encumbered Amount 
summarized at the department, account, project id, accounting period combination. 

 
·  Research Office Data is a report of data from the Research Office Data query.  This report would 

provide a user with a hard copy of information from the query if he/she would need it.  The report 
presently does not have a macro or command button associated with it. 

 
·  SPCC_MONTHLY_LOG_REPORT is a report that lists the detail PCARD document type 

transactions for the prompted department, month, and fiscal year.  The user launches this report 
by clicking on the “Preview Office Credit Card Monthly Log Report” command button in the 
Office Reports section of the Annual Reports and Queries tab of the switchboard. 

 
·  SUMMARY_REPORT_OF_OFFICE_ DATA_BY_MONTH is a report that provides a listing of 

summarized amounts by department, account, and project id for a prompted department and 
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accounting period.  This report includes account descriptions and subtotals for Revenues, 
Personal Service Expenses, NonPersonal Service Expenses and Total Expense.  These subtotals 
are similar to those found in the nVision summary financial reports for the CURRENT MONTH 
column. The user launches this report by clicking on the “Preview Office Monthly Summary 
Report” command button in the Office Reports section of the Annual Reports and Queries tab of 
the switchboard. 

 
·  SUMMARY_REPORT_OF_OFFICE_DATA_LTD is a report that provides a listing of 

summarized amounts by department, account, and project id for all accounting periods and fiscal 
years through the prompted maximum accounting period, prompted maximum fiscal year and 
prompted department for Office Data.  This report includes account descriptions and subtotals for 
Revenues, Personal Service Expenses, NonPersonal Service Expenses, and Total Expenses.  
These subtotals are similar to those found in the nVision Life-To-Date summary financial reports 
for the Life-To-Date column.  The user launches this report by clicking on the “Preview Office 
Data Life-To-Date Report” command button in the Office Data Life-To-Date Report section of 
the Life-To-Date Reports tab of the switchboard.  

 
·  SUMMARY_REPORT_OF_OFFICE_DATA_YTD is a report that provides a listing of 

summarized amounts by department, account, and project id for all accounting periods through 
the maximum prompted accounting period and for prompted fiscal year and prompted department.  
This report includes account descriptions and subtotals for Revenues, Personal Service Expenses, 
NonPersonal Service Expenses and Total Expense.  These subtotals are similar to those found in 
the nVision summary financial reports for the YTD column. The user launches this report by 
clicking on the “Preview Office Year-To-Date Summary Report” command button in the Office 
Reports section of the Annual Reports and Queries tab of the switchboard. 

 
·  SUMMARY_REPORT_OF_PS_DATA_BY_MONTH_EXPENSE subreport is a subreport 

within SUMMARY_REPORT_OF_PS_DATA_BY_MONTH_W_OFFC_EXPTNS report that 
provides a listing of detailed transactions from the OFFICE_DATA_EXCEPTIONS_WORKFILE 
that should be added to PS_FINANCIAL_DATA information to get reconciled total expenditure 
budget, actual, commitments, and available budget.  This subreport is linked to the report on the 
Expense field to provide information in the Expense footer section of the report.  This subreport is 
for all accounting periods even though the associated report is only for one prompted accounting 
period.   

 
·  SUMMARY_REPORT_OF_PS_DATA_BY_MONTH_SUBTOT_STRNG subreport is a 

subreport within SUMMARY_REPORT_OF_PS_DATA_BY_MONTH_W_OFFC_EXPTNS 
report that provides a listing of detailed transactions from the 
OFFICE_DATA_EXCEPTIONS_WORKFILE that should be added to PS_FINANCIAL_DATA 
information to get reconciled total expenditure budget, actual, commitments, and available 
budget.  This subreport is linked to the report on the Subtot_String field to provide information in 
the Subtot_String footer section of the report.  This subreport is for all accounting periods even 
though the associated report is only for one prompted accounting period.   

 
·  SUMMARY_REPORT_OF_PS_DATA_BY_MONTH_W_OFFC_EXPTNS is a report that 

provides a listing of summarized amounts by department, account, and project id for a prompted 
accounting period.  This report includes account descriptions and subtotals for Revenues, 
Personal Service Expenses, NonPersonal Service Expenses and Total Expense.  These subtotals 
should be equal to those found in the nVision summary financial reports for the CURRENT 
MONTH column. Presently this query does not have a command button associated with it.   

 
·  SUMMARY_REPORT_OF_PS_DATA_LTD_W_OFFC_EXCPTNS is a report that provides a 

listing of summarized amounts by department, account, and project id for all accounting periods 
and fiscal years through the prompted maximum accounting period, prompted maximum fiscal 
year and prompted department for PeopleSoft Data.  This report includes account descriptions 
and subtotals for Revenues, Personal Service Expenses, NonPersonal Service Expenses, and Total 



 

 JMU STAR User Documentation   Version 3.00    Page 78 of 82 

James Madison University 

Expenses.  These subtotals are similar to those found in the nVision Life-To-Date summary 
financial reports for the Life-To-Date column.  The user launches this report by clicking on the 
“Preview PeopleSoft Life-To-Date Report” command button in the PeopleSoft Data Life-To-Date 
Report section of the Life-To-Date Reports tab of the switchboard.  

 
·  SUMMARY_REPORT_OF_PS_DATA_YTD subreport is a subreport within 

SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS report and 
SUMMARY_REPORT_OF_PS_DATA_LTD_W_OFFC_EXCPTNS report that provides a 
listing of detailed transactions from the OFFICE_DATA_EXCEPTIONS_WORKFILE that 
should be added to PS_FINANCIAL_DATA information to get reconciled total expenditure 
budget, actual, commitments, and available budget.  This subreport is linked to the report on the 
Subtot_String field to provide information in the Subtot_String footer section of the report.  This 
subreport is for all accounting periods even though the associated report is only for accounting 
periods up through the maximum prompted accounting period. 

 
·  SUMMARY_REPORT_OF_PS_DATA_YTD_EXPENSE subreport is a subreport within 

SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS report and 
SUMMARY_REPORT_OF_PS_DATA_LTD_W_OFFC_EXCPTNS report that provides a 
listing of detailed transactions from the OFFICE_DATA_EXCEPTIONS_WORKFILE that 
should be added to PS_FINANCIAL_DATA information to get reconciled total expenditure 
budget, actual, commitments, and available budget.  This subreport is linked to the report on the 
Expense field to provide information in the Expense footer section of the report.  This subreport is 
for all accounting periods even though the associated report is only for accounting periods up 
through the maximum prompted accounting period. 

 
·  SUMMARY_REPORT_OF_PS_DATA_YTD_NPS subreport is a subreport within 

SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS report and 
SUMMARY_REPORT_OF_PS_DATA_LTD_W_OFFC_EXCPTNS report that provides a 
listing of detailed transactions from the OFFICE_DATA_EXCEPTIONS_WORKFILE that 
should be added to PS_FINANCIAL_DATA information to get reconciled total NonPersonal 
Services expenditure budget, actual, commitments, and available budget.  This subreport is linked 
to the report on the NPS field to provide information in the NPS footer section of the report.  This 
subreport is for all accounting periods even though the associated report is only for accounting 
periods up through the maximum prompted accounting period. 

 
·  SUMMARY_REPORT_OF_PS_DATA_YTD_PS subreport is a subreport within 

SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS report and 
SUMMARY_REPORT_OF_PS_DATA_LTD_W_OFFC_EXCPTNS report that provides a 
listing of detailed transactions from the OFFICE_DATA_EXCEPTIONS_WORKFILE that 
should be added to PS_FINANCIAL_DATA information to get reconciled total Personal Services 
expenditure budget, actual, commitments, and available budget.  This subreport is linked to the 
report on the PS field to provide information in the PS footer section of the report.  This subreport 
is for all accounting periods even though the associated report is only for accounting periods up 
through the maximum prompted accounting period. 

 
·  SUMMARY_REPORT_OF_PS_DATA_YTD_REV_subreport is a subreport within 

SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS report and 
SUMMARY_REPORT_OF_PS_DATA_LTD_W_OFFC_EXCPTNS report that provides a 
listing of detailed transactions from the OFFICE_DATA_EXCEPTIONS_WORKFILE that 
should be added to PS_FINANCIAL_DATA information to get reconciled total Revenues budget, 
actual, commitments, and available budget.  This subreport is linked to the report on the Revenue 
field to provide information in the Revenue footer section of the report.  This subreport is for all 
accounting periods even though the associated report is only for accounting periods up through 
the maximum prompted accounting period. 
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·  SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS is a report that provides a 
listing of summarized amounts by department, account, and project id for all accounting periods 
through a maximum prompted accounting period and a prompted department value.  This report 
includes account descriptions and subtotals for Revenues, Personal Service Expenses, 
NonPersonal Service Expenses and Total Expense and a Department Balance equal to Revenues – 
Total Expense.  These subtotals and Department Balance should equal the amounts found in the 
nVision summary financial reports for the Year-To-Date column.  The user launches this report 
by clicking on the “Preview PeopleSoft YTD Report With Office Exceptions” command button in 
the PeopleSoft Report and Query section of the Annual Reports and Queries tab of the 
switchboard. If this report contains no data for the prompted month and department, the user will 
get two pop up messages that explain there is no data and then a blank report. 

 
·  As the need for other reports is identified, they will be documented in this section. 

 

��� �  Macros 
 
·  DELETE_FT_PRSNL_SRVCS_IN_PS_DATA runs the query 

DELETE_PS_FULL_TM_PRSNL_SRVC_ROWS that deletes all rows with Full-Time Personal 
Services accounts from the PS_FINANCIAL_DATA table.  This macro is attached to the 
"DELETE FULL-TIME Personal Service Rows from PS Data" Command Button on the PS Data 
Maintenance tab of the JMU Recon switchboard. 

 
·  DELETE_OFFC_ACTL_CMMTMNT_EXCPT_WRK runs the query 

DELETE_OFFICE_ACTL_CMMTMNT_EXCEPTN_DATA that deletes a specific row of data 
from the OFFICE_DATA_EXCEPTIONS_WORKFILE table.  This macro is attached to the 
“Click Here To Delete from Office Exception Worklist" Command button on the 
OFFICE_ACTL_CMMTMENT_EXCEPTION_WRKFRM form. 

 
·  DELETE_OFFC_EXCPTN_WRK runs the query DELETE_OFFICE_EXCPTN_DATA that 

deletes a specific budget row of data from the OFFICE_DATA_EXCEPTIONS_WORKFILE 
table.  This macro is attached to the “Click Here To Delete from Office Exception Worklist" 
Command button on the OFFICE_BUDGET_EXCEPTION_WRKFRM form. 

 
·  DELETE_PRSNL_SRVCS_IN_PS_DATA opens the query 

DELETE_PS_PERSNL_SRVCS_ROWS that deletes all rows with Personal Services accounts 
from the PS_FINANCIAL_DATA table.  This macro is attached to the "DELETE ALL Personal 
Service Rows from PS Data" Command Button on the PS Data Maintenance tab of the JMU 
Recon switchboard. 

 
·  DELETE_PS_DATA_BY_MONTH opens the query 

DELETE_PS_FINANCIAL_DATA_FOR_SPECIFIC_MONTH that deletes all rows with a 
prompted accounting period value, prompted fiscal year and prompted department value from the 
PS_FINANCIAL_DATA table.  This macro is attached to the "DELETE PS Data for Specific 
Month" Command button on the PS Data Maintenance tab of the JMU Recon switchboard. 

 
·  Exit_Access saves all work and exits Microsoft Access.  This macro is attached to the “Exit 

Access” Command Button on the JMU Recon Switchboard form. 
 

·  HIDE_DEPT_BAL_IF_NO_DATA makes the Department footer section of the 
SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS invisible when there is no 
report data.  This macro is attached to OnNoData Property of GroupFooter1 Section of 
SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS report. 

 
·  HIDE_EXPNS_FOOTER_WHEN_REVENUES makes the Expense footer section of the 

SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS invisible for the Revenues 
sections.  This macro is attached to OnFormat Property of GroupFooter2 Section of 
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SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS report.  This is replaced by 
Visual Basic procedure GroupFooter2_Format to workaround a Microsoft bug. 

 
·  HIDE_LTD_EXPNS_FOOTER_WHEN_REVENUES makes the Expense footer section of the 

SUMMARY_REPORT_OF_PS_DATA_LTD_W_OFFC_EXCPTNS invisible for the Revenues 
sections.  This macro is attached to OnFormat Property of GroupFooter2 Section of 
SUMMARY_REPORT_OF_PS_DATA_LTD_W_OFFC_EXCPTNS report.  This is replaced by 
Visual Basic procedure GroupFooter2_Format to workaround a Microsoft bug. 

 
·  HIDE_LTD_NPS_HDR_WHEN_OTHER makes the NPS header section of the 

SUMMARY_REPORT_OF_PS_DATA_LTD_W_OFFC_EXCPTNS invisible when there is no 
Nonpersonal Services report data.  This macro is attached to On Format Property of NPS Header 
Section of SUMMARY_REPORT_OF_PS_DATA_LTD_W_OFFC_EXCPTNS report.  This is 
replaced by Visual Basic procedure GroupHeader2_Format to workaround a Microsoft bug. 

 
·  HIDE_LTD_NPS_WHEN_OTHER makes the NPS footer section of the 

SUMMARY_REPORT_OF_PS_DATA_LTD_W_OFFC_EXCPTNS invisible when there is no 
Nonpersonal Services report data.  This macro is attached to On Format Property of NPS Footer 
Section of SUMMARY_REPORT_OF_PS_DATA_LTD_W_OFFC_EXCPTNS report.  This is 
replaced by Visual Basic procedure NPS_Footer_Format to workaround a Microsoft bug. 

 
·  HIDE_LTD_PS_FOOTER_WHEN_OTHER makes the PS footer section of the 

SUMMARY_REPORT_OF_PS_DATA_LTD_W_OFFC_EXCPTNS invisible when there is no 
Personal Services report data.  This macro is attached to On Format Property of GroupFooter4 
Section of SUMMARY_REPORT_OF_PS_DATA_LTD_W_OFFC_EXCPTNS report.  This is 
replaced by Visual Basic procedure GroupFooter4_Format to workaround a Microsoft bug. 

 
·  HIDE_LTD_PS_HDR_WHEN_OTHER makes the PS header section of the 

SUMMARY_REPORT_OF_PS_DATA_LTD_W_OFFC_EXCPTNS invisible when there is no 
Personal Services report data.  This macro is attached to On Format Property of GroupHeader4 
Section of SUMMARY_REPORT_OF_PS_DATA_LTD_W_OFFC_EXCPTNS report.  This is 
replaced by Visual Basic procedure GroupHeader4_Format to workaround a Microsoft bug. 

 
·  HIDE_LTD_REV_FOOTER_WHEN_EXP makes the Revenue footer section of the 

SUMMARY_REPORT_OF_PS_DATA_LTD_W_OFFC_EXCPTNS invisible when there is no 
Revenue report data.  This macro is attached to On Format Property of GroupFooter0 Section of 
SUMMARY_REPORT_OF_PS_DATA_LTD_W_OFFC_EXCPTNS report.  This is replaced by 
Visual Basic procedure GroupFooter0_Format to workaround a Microsoft bug. 

 
·  HIDE_LTD_REV_HDR_WHEN_OTHER makes the Revenue header section of the 

SUMMARY_REPORT_OF_PS_DATA_LTD_W_OFFC_EXCPTNS invisible when there is no 
Revenue report data.  This macro is attached to On Format Property of GroupHeader3 Section of 
SUMMARY_REPORT_OF_PS_DATA_LTD_W_OFFC_EXCPTNS report.  This is replaced by 
Visual Basic procedure GroupHeader3_Format to workaround a Microsoft bug. 

 
·  HIDE_NPS_HDR_WHEN_OTHER makes the NPS header section of the 

SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS invisible when there is no 
Nonpersonal Services report data.  This macro is attached to On Format Property of NPS Header 
Section of SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS report. .  This is 
replaced by Visual Basic procedure GroupHeader2_Format to workaround a Microsoft bug. 

 
·  HIDE_NPS_WHEN_OTHER makes the NPS footer section of the 

SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS invisible when there is no 
Nonpersonal Services report data.  This macro is attached to On Format Property of NPS Footer 
Section of SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS report.  This is 
replaced by Visual Basic procedure NPS_Footer_Format to workaround a Microsoft bug. 
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·  HIDE_PS_FOOTER_WHEN_OTHER makes the PS footer section of the 

SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS invisible when there is no 
Personal Services report data.  This macro is attached to On Format Property of GroupFooter4 
Section of SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS report.  This is 
replaced by Visual Basic procedure GroupFooterr4_Format to workaround a Microsoft bug. 

 
·  HIDE_PS_HDR_WHEN_OTHER makes the PS header section of the 

SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS invisible when there is no 
Personal Services report data.  This macro is attached to On Format Property of GroupHeader4 
Section of SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS report.  This is 
replaced by Visual Basic procedure GroupHeader4_Format to workaround a Microsoft bug. 

 
·  HIDE_REV_FOOTER_WHEN_EXP makes the Revenue footer section of the 

SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS invisible when there is no 
Revenue report data.  This macro is attached to On Format Property of GroupFooter0 Section of 
SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS report.  This is replaced by 
Visual Basic procedure GroupFooter0_Format to workaround a Microsoft bug. 

 
·  HIDE_REV_HDR_WHEN_OTHER makes the Revenue header section of the 

SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS invisible when there is no 
Revenue report data.  This macro is attached to On Format Property of GroupHeader3 Section of 
SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS report.  This is replaced by 
Visual Basic procedure GroupHeader3_Format to workaround a Microsoft bug. 

 
·  LTD REPORT OFFICE DATA launches the report 

SUMMARY_REPORT_OF_OFFICE_DATA_LTD.  This macro is attached to the On Click 
Property of the Office Life-To-Date Report command button on the Life-To-Date Reports tab of 
the switchboard. 

 
·  LTD REPORT PS DATA launches the report 

SUMMARY_REPORT_OF_PS_DATA_LTD_W_OFFC_EXCPTNS.  This macro is attached to 
the On Click Property of the PeopleSoft Life-to-Date Report command button on the Life-To-
Date Reports tab of the switchboard. 

 
·  Maximz_Window maximizes the active window.  For instance, when the JMU recon switchboard 

opens up, it is automatically maximized. 
 

·  Open_OFFC_QRY_AVAIL_BUD_in_design opens the query 
OFFICE_FINANCIAL_QUERY_AVAILABLE_BUD_BY_DEPTUSE1 in design view.  The 
user must complete the selection of fields based on his or her values for the field Dept_Use1. 

 
·  OPEN_NO_DATA presents a message box telling the user that there is no PeopleSoft data for the 

prompted month and department for the report 
SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS when there is no report 
data.  This macro is attached to the OnNoData Property of the report 
SUMMARY_REPORT_OF_PS_DATA_YTD_W_OFFC_EXCPTNS.  The message pops up 
twice. 

 
·  OPEN_VENDOR_MAINTENANCE_FORM opens the form VENDOR MAINTENANCE for 

data entry. 
 

·  Run_Appnd_PS_Bud_to_Office_Qry opens the query 
ADD_PS_ORIGNL_BUD_DATA_TO_OFFICE that adds all ORIGINAL budget rows from the 
PS_FINANCIAL_DATA table into OFFICE_FINANCIAL_DATA table.  This macro is attached 
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to the "ADD PS Original Budget to Office Data" Command Button in the Once A Year 
Maintenance section on PS Data Maintenance tab of JMU Recon switchboard form. 

 
·  RUN_OFFICE_SUMMRY_YTD opens the query SUMMARY_OFFICE_DATA_YTD that 

selects data from OFFICE_FINANCIAL_DATA that is summarized up to the department, 
account, and project id combination for all accounting periods through the maximum prompted 
accounting period. This macro is attached to the "Run Office Summary YTD Query" Command 
button on Reports and Queries tab of JMU Recon switchboard form. 

 
·  RUN_QRY_OFFC_EXCPTN_WRKLST opens the query 

OFFICE_DATA_EXCPTNS_WRKFL_LISTNG.  This query selects all rows of data that are 
stored in the OFFICE_DATA_EXCEPTIONS_WORKFILE table.  This macro is attached to the 
“Run Offc Excptns Wrklst Qry” command button in the Queries section on the Run Reports and 
Queries tab of the JMU Recon Switchboard form. 

 
·  Run_Rsrch_Office_Data_Qry opens the query Research Office Data that selects detailed 

transaction data from OFFICE_FINANCIAL_DATA.  The query selects rows based on prompted 
values of department, account, and accounting period.  This macro is attached to the "Research 
Office Financial Data" command button in the Queries section on the Run Reports and Queries 
tab of the JMU Recon Switchboard form. 

 
·  Run_Rsrch_PS_Data_Qry opens the query Research PS Data that selects detailed transaction data 

from PS_FINANCIAL_DATA.  The query selects rows based on prompted values of department, 
account, and accounting period.  This macro is attached to the "Research PS Financial Data” 
command button in the Queries section on the Run Reports and Queries tab of the JMU Recon 
Switchboard form. 

 
·  RUN_SPCC_MONTLY_LOG_REPORT runs the report SPCC_MONTHLY_LOG_REPORT 

and is attached to the On Click property of the “Run Monthly SPCC Log Report" command 
button in the Office Reports section of the Annual Reports and Queries tab of the switchboard. 

 
·  Update Local Financial Data Blnk Fields to Null runs several SQL update statements to update 

the values of the following fields to a true null if the existing value is “ “: Dept_Use1, Dept_Use2, 
Dept_Use3, Dept_Use4, Dept_Doc_Number, Vendor Name, and Requestor.  This macro may be 
needed as part of trouble shooting data for the crosstab queries.  It is not connected to a command 
button.  Users who run the crosstab queries are expected to know more about Access.  If the user 
has a column headed Field0 showing up in the query of crosstab queries, he/she may need this 
macro. 

 
·  Update Local Financial Data Null Fields runs several SQL update statements to update the values 

of the following fields to “ “ if the existing value is a true null: Dept_Use1, Dept_Use2, 
Dept_Use3, Dept_Use4, Dept_Doc_Number, Vendor Name, and Requestor.  This macro may be 
needed as part of trouble shooting data for the crosstab queries.  It is not connected to a command 
button.  Users who run the crosstab queries are expected to know more about Access.  If the user 
has a column headed Field0 showing up in the query of crosstab queries, he/she needs to run this 
macro first.  If this one does not appear to eliminate the Field0 column, then request user to run 
previous macro and rerun this macro. 

 
 


