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To Print or View Reports

Enter the User ID and Password to log in to 
PeopleSoft



To Print or View Reports

Click on 
PeopleSoft 
Financials



To Print or View Reports

Click on 
NPS 

Account 
Analysis 
Report



To Print or View Reports 
(if you were NOT able to access the link in the prior slide, please CLICK CLASSIC HOME and follow these steps)

Step 2: 
Click on 

NPS 
Account 
Analysis 
Report

Step 1:
Click on 

NPS 
School 
Reports



To Print or View Reports

Click on 
“Add a 

New Value” 
Tab



To Print or View Reports

Enter a Run 
Control ID i.e. 
“RS” and Click 

Add a New Value

Enter a Run 
Control ID i.e. 

“Your Name” (NO 
SPACES) and 

Click Add 



To Print or View Reports

Enter 
Budget 

Period i.e.
2019, 

2020, etc.

Enter 
Budget 

Period & 
Accounting 

Period

Click on “plus 
(+)” icon 7 

times. The end 
result will look 

like the 
following:

Budget Period covers 
the school year from 
July 1st to June 30th. 
For example, 2019 
would cover July 1, 
2018 to June 30, 2019.

Accounting Period 
starts from July to 
June: 
July = 1
August = 2
September = 3
October = 4
November = 5
December = 6
January = 7
February = 8
March = 9
April = 10
May = 11
June = 12



To Print or View Reports

Click on each magnifier icon 
and select the following 

information for each 
ChartField section:

2: Sub Fund
3: Program Code

4: Function
5: Account (aka Object)

6: Department (aka Location)
7: Strategy
8: Network



To Print or View Reports

Under the “From Value” 
column, enter the numbers 

accordingly for each 
ChartField section. For 

example, if you want to create 
an account analysis for the 

textbook account, the 
following slide will show the 
correct account numbers to 

enter:



To Print or View Reports

Notice the 
account number 

used for the 
textbook 

analysis. After 
you have verified 
the account, click 

“Save.”

Notice the 
account number 

used for the 
textbook 

analysis. After 
you have verified 
the account, click 

“Save.”

Network Chartfield will 

be changing from 

numbers (402, 403, 428, 

434) to letters (ECL, 

NWL, SWL, HSL, SPL, 

ECC) effective July 1, 

2019.



To Print or View Reports

Click 
Run.



To Print or View Reports

Select 
Account 
Analysis 

Report and 
then click 

“OK.”

Select Account 
Analysis 

Report and the 
Format and 

then click “OK.”



To Print or View Reports

Click 
Report 

Manager.



To Print or View Reports

Click on the 
Administration 

tab.



To Print or View Reports

Locate your report 
and click on the 
hyperlink. Notice 

the Instance 
number matches 

what was posted in 
the prior slide.



To Print or View Reports

Click on the 
hyperlink to 

open the report 
in the format 

that was 
selected.

Click on the 
icons (print, 

save, etc.) for 
your report use.


