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Access Insight Reporting

Internet Explorer is the
preferred browser, however,
Chrome, Safari and Firefox
can also be used.

e Type //Insight in the
browser URL and press the
Enter key.

* Enter Username and
Password on the Login
page.

e Click OK.

Note: Username and Password
are the same as the Domain.

Windows Security

iexplore

Connecting to data-rpt-int.csuchico.edu.

Password

Domain: CHICO

[ ] Remember my credentials

oK

Cancel




Access Insight Reporting (cont.

California Stat iversity Chico INSIGHT - Intemal
! Home
b Amport Bulder (4 Folder Settings
Aendeec Program Fevew Acaderic Publoations and Schocing § Campus Mastaros

e Open the Financials
folder. o

Shudents ., Tomplale

Homa

California State University Chico INSIGHT - Internal Campus Reporting Services

* Click the Financials —___ “==i
Reports to open the
folder.

Home = Financs

Calrfor

¥a State University Chico INSIGHT - Internal Campus Reporting Services

I Financials Reports

Wy Report Buider o Flder Sestings

* Click the financial B WO e

. | CAF Serviza Cerver Diotsis 1 CAF Savice Caner Feport e Ccliage - et L“"’"L.‘_R“”‘"'
report you would like
HT..' Wvetice Mumbers “...‘ Labor Corst By Account B y| Open Corvritnents PO Sumirary
to p ro C e S S [ ] Al.. .ﬁ“}"’_‘jl"{.’""mﬂﬁﬂ'&" ‘.'. i:f),‘f“'-'ﬂfﬁl'ﬁf‘. Rapont |A..I. Frc-.-}".ﬁeprd'
) State Maltag Lookup ‘..i‘ Stabe \.ul .?.-.rml ey Transacson Ruport

we-(lass Data

| Infoemation Technology Suppert Services

| Fupor! Parts

Bl GAF Dept Repon

By Employes Expundtue Adustrents

sl Fepon

b Prejact Rsport By Deptid
" !

_— Travel Rupond



Access Insight Reporting (cont.)

 Click the report to be

processed.

Homa > Financials
California State University Chico INSIGHT - Internal Campus Reporting Services
Financials Reports

B Report Budder [ Folder Settings

| Chantfieid L Ihlll.l'|!i “:“\ Acr [II!I! Hula.ru'.m RPgsnn ‘:“\ Budget Detal Report ‘.:“\ CAF Dapt Regon
'Tn\ CAF Senica Canter Detaits -._“‘ CAF Senvice Canter Raport .»:l" Cloga - Lk M”"}f\m’.ix"‘ . -nm‘ Empioyes Expendturs Adjusiments
g Invoice Numbers My Labor Cost By Account liyy| Open Commiments PO Summary My PO Detail Report
'Tn\ Program Account Balance .._“‘ Program Transaction Repon .»:l“ Project Report .x:“‘ Project Report By Daptid
e Stale Maitbag Lookup \ED) Stete_Mad Ragort e} Transacson Repont e Traved Repont
ald ad i [Tt ik



Setting Report Parameters

 Once areport is open, use the
down arrow to open the box
and select parameters for
each category. The categories
will vary with the report
selected.

Note: When setting the Deptid
parameter there are two
options:

e Select from the list;
OR
e Select N/A and select the

% 2013
2012

Home > Financials > Financials Reports > Account Balances Report

2018

2017

n . | 2016 v
Select Deptid(s) or Enter N/A: 2015
2014

Select Fiscal Year:

Select Account(s):

2011
8 v
5010 M08, 501

2009
Select Project(s): 2008 12, AJH_| ¥
2007

Select Benefits or No Benefits: | 2009

Select Max Accounting Period: | <Select a Value> W

02200, D02300, D02301, D02| ¥

Or Enter Deptid(s) or N/A:

Select Fund(s): ‘GIDDG,GPDIG,KITDD,PHEOZ,‘V

v

Select Program(s): ‘N/A, , 46005, 46022, 5CE35, §

Select Class(es): ‘N/A. ‘ i

Heme > Financials > Financials Reports > Account Balances Report

2018 v

Select Fiscal Year:

Select Deptid(s) or Enter N/A: |D12402, D12403, D12404 hd
L_1D12200
Show Project Funds? | [Jp12400 ~
[Jp12401
Select Account(s): |D12402 v
D12403
Project(s): “ A
Vlp12404
Select Benefits or No Benefits: | [Ip12s00 v
(12600
y

Select Max Accounting Period:

|DUZZUD, D02300, D02301, DOZ‘ bt

Or Enter Deptid(s) or N/A:

Select Fund(s): [G1006, GPO16, K1700, P3302, |¥

Select Program(s): [/a, , 5FM04, SFMs, SFMo6, @

Select Class(es): |NM; ‘V

Home > Financials > Financials Reports > Account Balances Report

2018 hd

Select Fiscal Year:

Deptid.

Select Deptid(s) or Enter N”: |N,’A |V

Select Max Accounting Period: | <Select a Valuex WV

[po2200, Do2300, DO2301, DOZ| ¥

Or Enter Deptid(s) or N/A:

po2z00
[ ]
T T " e _ |paz300 Al
L 002301
Selact Account(s): |5‘312‘31; 601300, 601301 |V Select Program(s): D02400 Vv
D02401
Select Project(s): |N,’A |V Select Class(es): | /2: v

Select Benefits or No Benefits: | Standard v




Processing a Report & Accessing Results

P rO Ce SS a Re p O rt Home = Financials > Financials Reports > Account Balances Report Home | M ubscriptions | HE
Seluct Fiscal Year: 2018 v| Select Max Accounting Period: |3 v

° O n C e t h e a ra ete rs Selact Deptid(s) or Enter N/A: [N/A J& Or Enter Deptid(s) or N/A: U200, DUZI00, DOZ301, DUZ|¥

p l I I Show Project Funds? Ho [ Select Fund(s): G1006, GPOL6, K1700 v

.
have been selected , C lick Seect Accsut(): Goizor, coison, conso1 _|w]  Seect Progamis) ]
L] r '
t e VI ew Re p o rt u tt O n Select Project(s): WA [%  select Class(es): WA, v

Selact Benefits or No Benefits: | Standard b

to process the report. —

agjals Reports = Account Balances Report

|100% V| | |=H:|\-a::t ut{-,' v & B

Account Balances Report

Results

° Th e fi rSt p a gue Of t h e Account Account Ldesc Budget Encumbered Actual Balance
re S u Its WI | | d I S p I ay b e | OW GDW Support Staff Salaries 16,068.00 0.00 723.06 15,344.94
the parameters. - e

D02300 PAYROLL SERVICES Manager: CAGLE,REBECCA

* The page number and 61006 CSU OPERATING FUND
number of pages in the = e s oo [

Management And Supervisory

r‘e 0 r‘t a r‘e | i Ste d O n t h e 601300 Support Staff Salaries 128,371.00 0.00 35,202.91 93,078.09

601301 Overtime 0.00 0.00 177.92 -177.92

left side of the tool bar.

/ J D02301 HUMAN RESOURCES INFO SYSTEMS Manager: CAGLE,REBECCA
e Usethe ™ ‘" arrows
to m Ove t h ro u g h t h e S T Budget Encumbered Actual Balance

D02200 STAFF DEVELOPMENT Manager: STIVERS,ROBBI

G1006 CSU OPERATING FUND

Account Account Ldesc
r‘e p 0 r‘t 601300 Support Staff Salaries 163,510.00 0.00 40,875.00 122,635.00
* 163,510.00 0.00 40,875.00 122,635.00
D02400 HUMAN RESOURCES SERVICE CENTER Manager: WOODWARD,SHERYL

G1006 CSU OPERATING FUND
I Account | Account Ldesc { Budget I Encumbered I Actual J Balance |
| 601201 |Maﬂagement And Supervisory ‘ 474,852.00 | 0.00 | 122,277.00 ‘ 352,5?5.00'




Searching the Results

Mext

Use the Find
box to search the
report for specific
information.

Home = Financials > Financials Reports > Account Balances Report

M 4 [t Jef22 b P

100%

Account Balances R({

Fin | Next .z{.,v %~

D02200 STAFF DEVELOPMENT

G1006 CSU OPERATING FUND

Type specific information
in the box and click Find.

Account Account Ldesc Budget Encumbered Actual Balance
601300 Support Staff Salaries 16,068.00 0.00 723.06 15,344.94
16,068.00 0.00 723.06 15,344.94
D02300 PAYROLL SERVICES Manager: CAGLE,REBECCA
G1006 CSU OPERATING FUND
Account Account Ldesc Budget Encumbered Actual Balance
601201 Management And Supervisory 118,080.00 0.00 30,406.50 87,673.50
601300 \Q.lppurt Staff Salaries 128,371.00 0.00 35,292.91 93,078.09
FUERE ~Jlgbertime 0.00 0.00 177.92 -177.92
L / 246,451.00 0.00 65,877.33 180,573.67

\I

D02301 HUMAN RESOURC

G1006 CSU OPERATING FUN

If the information is contained in the reportit | __
will be located and highlighted. Click Next [
| to find other occurrences.

Account Account Ldesc Budget Encumbered Actual Balance
601300 Support Staff Salaries 163,510.00 0.00 40,875.00 122,635.00
163,510.00 0.00 40,875.00 122,635.00
D02400 HUMAN RESOURCES SERVICE CENTER Manager: WOODWARD,SHERYL
G1006 CSU OPERATING FUND
Account Account Ldesc Budget Encumbered Actual Balance
601201 Management And Supervisory 474,852.00 0.00 122,277.00 352,575.00



Exporting to Excel

* Click the % - down

Home > Financials > Financials Reports > Account Balances Report

i Jof2? bk

| 100%

arrow in the Save —
As box.

e Select Excel.

Account Balances Report

D02200 STAFF DEVELOPMENT

.zl-_ - ':.

v

PDF

G1006 CSU OPERATING FUND

& B

XML file with report data
CSV (comma delimited)

e Click Open.

Account Account Ldesc Budget Encun ce
601300 Support Staff Salaries 16,068.00 e 344.04
16,068.00 0.00 723.06 15,344.94
D02300 PAYROLL SERVICES Manager: CAGLE,REBECCA
G1006 CSU OPERATING FUND
Account Account Ldesc Budget Encumbered Actual Balance
601201 Management And Supervisory 118,080.00 0.00 30,406.50 87,673.50

4 Do you want to open or save Account Balances Report.xlsx from insight-int.csuchico.edu?

e

Cancel



Exporting to Excel (cont.)

Accoun

Data ACROBAT

2 Tell me what you

Insert Page Layout Formulas Review View

% cut Calibri M AN TE== & EWapText General
B Copy - N
Pﬁfte S e Tu- - H-A- === &3 SHAMerge&Center - $ - % 1 %
Clipboard m Font M Alignment 1 MNumber
M17 = J
A B C D E
. Account Balances Report
2 |D02200 STAFF DEVELOPMENT
Manager: Jei
e An Excel document 3
N EXCel documen s
. s | G1006 CSU OPERATING FUND
WI | I O e n 7 Account Account Ldesc Budget Encumbered Actual
g (601300 Support Staff Salaries 16,068.00 0.00 723.06
. . 9 16,068.00 0.00 723.06
containing the :
11 |D02300 PAYROLL SERVICES
. . 12 Manager: CAGLE,
information from :
15 |G1006 CSU OPERATING FUND
. 16 Account Account Ldesc Budget Encumbered Actual
t h e I n S I g h t re p O rt 17 rﬁﬂlztll Management And Supervisory 118,080.00 0.00 30,406.50
° 18 [601300 Support Staff Salaries 128,371.00 0.00 35,292.91
19 [601301 Overtime 0.00 0.00 177.92
20 246,451.00)| 0.00 65,877.33
21
22 |D02301 HUMAN RESOURCES INFO SYSTEMS
23 Manager: CAGLE,
24
26 |G1006 CSU OPERATING FUND
27 Account Account Ldesc Budget Encumbered Actual
28 [601300 Support Staff Salaries 163,510.00 0.00 40,875.00
29 163,510.00| 0.00 40,875.00|
- Account Balances Report ®

Ready fj




Printing a Report

* Do not use the
printer icon in
Insight to print the
document.

e Use the File button
on the Excel
Worksheet to

Home > Financials > Financials Reports > Account Balances Report

4 (1 Jefzz b bl [100% v| | | Find | Mext ;-®j
Acc ces Report

WENT | Manager: STIVERS,ROBBI |
—
G1006 CSU OPERATING FUND
Account Account Ldesc Budget Encumbered Actual Balance
601300 Support Staff Salaries 16,068.00 0.00 723.06 15,344.94
16,068.00 0.00 723.06 15,344.94

‘DOZSOD PAYROLL SERVICES

Manager: CAGLE,REBECCA

G1006 CSU OPERATING FUND

access the print
function.

e Select Print.

Settings

1 Print Active Sheets

501300

Account Ldesc Budget ‘ Encumbered Actual Balance |
Account Balances Re
6 opes |1
Printer D02200  STATT
% fin-knadi2 10 on mip-printers
- Ready
Printer Properties G1006 CSU O

upport ST &

DO2300  PAYRO

G1006
b01201

Csu o

[Management &

601300
601308

DO2301 HUMAPF

G1006.

CSU 0P
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