
                      JDE REPORT TRAINING GUIDE 

   
 

1 
Finance Office: July 2018 

 
 
Index 
 
 
How to Access the JDE report Link Page 2 
 
Which Reports to Choose & Running my Business Unit (BU) list Pages 3 – 6 
 
How to Run the Summary Reports Pages 7 – 14 
 
View & Download the Summary Report Pages 15– 19 
 
How to Run the Non-Interactive Transaction Report  Pages 20 – 23  
 
View and Download the Non-Interactive Report Pages 24 – 27 
 
How to Run the Interactive Transaction Report Pages 28 – 32 
 
How to use the Interactive Transaction Report Pages 33 – 38 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



                      JDE REPORT TRAINING GUIDE 

   
 

2 
Finance Office: July 2018 

How to Access the JDE report Link: 

The link is located on the Bursar’s webpage https://jde.mucampus.ie:28085/jde/E1Menu.maf 

 

 

 

Settings:  Turn off popup blocker for JDE 

Chrome: http://www.wikihow.com/Allow-Pop-ups-on-Google-Chrome 

IE: http://wikihow.com/Turn-Off-the-Pop%E2%80%90Up-Blocker-in-Internet-Explorer 

 

https://jde.mucampus.ie:28085/jde/E1Menu.maf
http://www.wikihow.com/Allow-Pop-ups-on-Google-Chrome
http://wikihow.com/Turn-Off-the-Pop%E2%80%90Up-Blocker-in-Internet-Explorer
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What report to choose? 

1. If your Department is funded by the University - these are called Recurrent Business Units 

(BUs) – You need to run the Department Summary Report 

2. If you have been assigned a BU to run a self-funded project e.g. Conference or a course 

funded by the HEA etc. These are normally funded solely or partially by external sources of 

income – you need to run the Summary-Self Funded Activity. 

Knowing which report to run for the above BU types is very important. If you 

run the incorrect report, you will not be able to interpret the data correctly. 

 

Running the List of BU’s which shows you the BU types will help you decide 

which report to run. 

To run a list of your Business Units BU: 

 Click on  Interactive Transaction Report , as per below 
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 Click on the Business Unit Field  

 Click on the Visual Assist Icon (  )      in the Business Unit Field on the screen below 

 

When this screen appears  

 Enter 00010 in the Co Field 

 Click Find Icon on LHS  
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When the BU list appears as below 

 Expand the list  

 Export to Excel – see RHS  

 

 

You end up with a BU listing  
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When this screen appears 

 Click on Continue Icon  

 

 

 

Please note the BU types: 

Department Summary  Report When to use 

Recurrent Academic RC 

Recurrent Non -Academic RN 

Recurrent Academic Services RA 

Self-Funded Activity Report When to use 

Other Academic PN 

Non-Academic  NA 

Ancillary AN 

Scholarships PS 

  

 

Please note that BU Types RS and GR are part of the Research ledger. You use the Research 

Summary report for these BU types. Please contact the Research Development Office (RDO).  
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How to Run the Summary Reports. 

For either report the below instructions are the same. 

To run the Summary Report: 

 Click on Department Summary Report or Summary Self-Funded Activity, as per below based 

on the BU type described on page 6 

 

 

 

 

 Tick the box (Data Selection) and click ‘Submit’. 
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To select BUs : Option 1  
 

 Click on the drop down menu in the BU field : 

Department Summary Report View 

 

 

Summary Self- Funded Activity View 
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 When the drop down menu appears – Choose ‘Literal’. 
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There are 3 Tabs to Choose from: SINGLE/RANGE/LIST 

1 Single Value 

If you want to run the report for one BU, select the ‘Single Value’ tab. 

 Enter the BU Number in the Literal value field. 

 Click OK  on LHS 

 

 

When this screen appears:  

 Click OK on the LHS 

 

 

Proceed to page 14 ‘To Select the Time Period’ 
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2) Range of Values 

To run the report for a range of BUs, select the ‘Range of Values’ tab. Useful when you want to run 

all the summary reports within your Dept for either Recurrent or Self- Funded. 

a. Department Summary Report : output all Recurrent BUs you set up in the 

range 

b. Summary Self- Funded Activity Report: output all self-funded BU s you set 

up in the range 

 

 Enter the first BU number in the field: Literal Value From  

 Enter the last BU number in the field: Literal Value To. 

 Click Ok on LHS 

 

You will be returned to the ‘Data Selection’ page, showing your selection, see page 10. 

 To proceed click OK 

 

Proceed to page 14 ‘To Select the Time Period’ 
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Or 

3) List of Values 

To run a list of BU summaries together: that are not in a range. Useful for when you have a list of BU 
Numbers you want to run. 

a. Department Summary Report : output all Recurrent BUs you set up in the list  

b. Summary Self- Funded Activity Report: output all self-funded BU s you set up in 

the list 

 

 In the ‘Literal Value to Add’ field, enter the first one BU number in the list and hit return. 

The BU appears in the Box below.  

 Enter next BU number & hit return again etc... until your  list is complete 

 When complete click OK 

 

 

 

You will be returned to the ‘Data Selection’ page, showing your selection, see page 10. 

 To proceed click OK 

Proceed to page 14 ‘To Select the Time Period’. 
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To select BUs : Option 2  

This is another way to run either your Recurrent/Self-Funded BUs. 

 Tick the 4th box and click Delete button.  

This removes the line, which is ticked.  

Department Summary Report view. 

 

 

 Click OK on the LHS 

Summary Self-Funded Activity view 

 

 Click OK on the LHS 

 

 

Don’t worry the next time you login and run a query the system will revert back to the original set up 

i.e. Option 1. 
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To select the Time Period   

On the next page, you can select for what month & year, you want to run the report for. 

 Enter 12 (for month 12 - Sept) in the Period Number field  

 Enter 17 (for 2017) in the Fiscal Year field. 

Hint: Always insert 12 in the Period as this will run the most current data: In the Financial/Fiscal 

Year: Period 1 = Oct, Period 2= Nov……….. Period 12= Sept. 

Fiscal Year: 17 = 2017/18 

The report below will run from Oct 17 to Sept 18 

 When you enter your parameters - Click OK 

 

 

 

 

 

 

 

 

 

 



                      JDE REPORT TRAINING GUIDE 

   
 

15 
Finance Office: July 2018 

View & Download the Summary Report 

PDF or Excel?  

You can choose (tick) one or both. 

PDF is just a picture view – Hint: Handy if the HOD/Head of Support Area wishes to see in soft copy 

all the Recurrent BU Summaries Or all the Self-Funded Summaries. You will need to run two lists 

Excel – Allows the user to write on the report and format it. 

 

The Data Selection box will appear as below and it will automatically tick the PDF format. Select one 

or both options, depending on the view type you want to view. 

 

 Tick the Output Format Option(s) and hit submit 
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 When this box appears, Click Submit 

 

You can now proceed and pick up your report that you have just run. 

 Click the ‘Recent Reports icon’ and a drop down menu will appear. 
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 Click View Job Status and a drop down menu with a list of all the reports you have ran in the 

past will be shown. 

 

 

 

From the list, you will be looking for the most recent one: Your report will be on first on the list. 

 

 

 

 Click on View Output – Glasses Icon 

If you selected both the PDF and Excel on page 15, both will appear as options to open  
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 Choose either Excel or PDF option: depending on what format you want to view the report. 

 

 
 

 Click on View Output –Glasses Icon. 

The Report will pop up on the Bottom left hand corner of your screen: 
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Click on the bottom LHS of this screen to upload the file. (Pop-Up Blocker should be turned off) 

This is an example of a Department Summary Report 

 

 

 

 

Total Year to Date = the total transactions posted for the period : Oct 17 up until 28/06/2018 

Note: Income is shown as a minus ( -). Spend is shown as a positive (+) 

 

(I will explain this report more fully later on in the training session) 

 

 

Current Date : 28/06/2018
Year: 17 Period: 9
Version: R560018BIP

9950001 Medical & Life 

Sciences

Current Period Year to Date Total Annual

Actual Actual Year To Date Budget 

LEVEL I Summary

Income ( shown as a minus) -39,591.99 -39,591.99 39,591.99 39,591.99

Spend ( shown as a plus)
Core Funded Pay 249,255.07 2,379,674.86 2,379,674.86 3,178,806.72 799,131.86

Occasional Pay 672.16 108,320.33 108,320.33 78,389.04 -29,931.29 -29,931.29

Exam Pay 354.42 354.42 11,220.00 10,865.58 10,865.58

Non Pay 12,672.41 155,737.89 155,737.89 329,494.08 173,756.19 155,737.89

Prior Yr Bal Brought Forward 41.49

Net Position  LEVEL I Sum 262,599.64 2,604,495.51 2,604,495.51 3,587,909.84 993,414.33 176,305.66

Explanatory Notes:

Summary Report

RIS0001

1. Commitments column reflects PO's excluding VAT raised where the goods/services are yet to be received

2. Variance column is the Annual Budget less Total Year to Date
3. Balance is the underspend/overspend against budget (excl. core funded staff). Green relates to an 

underspend, red relates to an overspend

4. Prior Yr Bal brought forward is prior year balance less any portion used against current year spend 

(applies to Academic Departments only)

Description Commitments Variance Balance
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How To Run the Non – Interactive Transaction Report:  

This is a list for the current Financial Year (Oct 17-Sept 18) only, of all income and expenditure 

transactions – balances forward are not shown.  

The Transaction report can be run for either the Department (Recurrent) or the Self-Funded Activity 

BU types.  

 Select the  Non-Interactive Transaction Report 

 

 
 

 

 Tick Data Selection and click Submit 
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To select BUs  

 Click on the drop down menu in the BU field : 

 

 

 When the drop down menu appears – Choose ‘Literal’.  
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There are 3 Tabs to choose from: SINGLE/RANGE/LIST  (see pages 10-12) 

Single Value 

If you want to run the report for one BU, select the ‘Single Value’ tab. 

 Enter the BU Number in the open field. 

 

 

 Click OK on LHS 

Hint: See Instructions on pages 10 - 12 for the instructions on Range and List options.  

 

This screen will appear next. 

 
 

 Click Ok on LHS 
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To select the Time Period & Format   

 

 
 

 In Period box enter 12, for month 12 (Sept) 

 In Fiscal Year box enter 17, for fiscal/Financial  year 2017/2018 

 In the Output Order Format enter either 1 or 0 

Output Order Format:  1: shows the transactions by Object/Expenditure Type e.g. Travel, 

consumables etc… 

Output Order Format: 0:  shows the Expenditure by Month 

The report above will run in Financial/Fiscal 2017/18 from Oct 17 to Sept 18 by Object type. 

 

 Click Ok on LHS 

 

 

 

 

 

 

 



                      JDE REPORT TRAINING GUIDE 

   
 

24 
Finance Office: July 2018 

View & Download the Non- Interactive Report 

PDF or Excel Format or both:  

 Select one or both in the Output Type and click on the green tick 

 

 
 

 

 Select Data Selection and  hit Submit 

 

 
 

 

You can now proceed and pick up your report that you have just run. 
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 Click the ‘Recent Reports icon’ and a drop down menu will appear. 

 

 
 

 

 Click on your most recent report, the one on top of your list: 
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 Choose either Excel or PDF option: depending on what format you want to view the report. 

 Click on the View Output Icon – Glasses Icon 

 

 
 

 The report will pop up in your screen in the bottom left hand corner. 

 Click on it and it will open either in PDF or Excel format depending on what option you 

chose. 
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When you open the document – you will see a list of all the transactions. 

 

Total Year to Date Col in Department Summary Report section 

The transaction report explained: 

1. This is a list for the current financial year only of all income and 

expenditure transactions – balances forward are not shown.  

2. It can be used for all BU Types. The Transaction report can be run for 

either the Department (Recurrent) or the Self-Funded Activity BU 

types. 

3. Income is shown as a minus (-) on the report  

4. Spend is shown as a plus (+) on the report   

5. The transaction list can be run by either spend type (object) or by 

period ( month) 

6. Depending on the parameters – assume you are running it to period 

12, it will show you the list of transactions to date in the current 

fiscal/financial year – 17 = 2017/18 (01 Oct 17 to 30 Sept 18) 
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7. How to Run the Interactive Transaction Report:  

When to Use this report: 

1) Check if an Invoice (PV), or expense claim (UI) has been paid. 

2) Run a list of BU’s within your area – see previous instructions.  

3) When scanning is introduced. At this stage you will be able to view a  copy of the invoice 

and/or expense claim through the paperclip option  

 

 

On this screen on the RHS, click on the Query Box  

 Click on the My Transaction Option on RHS 
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If you wish to customise your query you need to complete the following steps. Once set up it will be 

there when you login the next time. 

 From the Query Box  - Click on MU_GL TRANS 

 Click on the Manage Query Icon on RHS (Water Tower/Funnel) 

 

 

 

 

 

 

The query is set up to default to the below. You need to change it to your own personal query. 
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 Click on the Save option under Query Manager  

 Give it a name and click Ok 
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When this screen appears 

 Change FY to 17 ( Financial Year 2017/18) 

 Change Per No to 1 and 12 

 Enter a Recurrent or Self Funded BU number in the BU Field 

 Click Save (Floppy Disc). 

Your query is now saved and can be changed each time you want to run a new query e.g. change the 

BU or change the year. 

 Click Find (  )      to run the query  

 

 

 

 

 

 

 

 

 

When the report runs, you will see the following screen. 
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 Click on the One View Icon 

 

 

 

 Select the MU_GL TRANS OPTION from the drop down 

 

 

 

Your Interactive Transaction report will appear 
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How to use the Interactive Transaction Report. 

1) First report on top is the Summary report: Total on LHS and then each period total is shown 

as you move across the screen  

2) Second report is the Transaction Report. 
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1) First Report: Put the mouse over any of the headings in the second column in blue. When the 

hand appears click on the heading : the figures that make up that total appear on the Second 

Report (transaction report  

Right Click on Mouse and hit Reload Or Refresh to revert to original screen 

 



                      JDE REPORT TRAINING GUIDE 

   
 

35 
Finance Office: July 2018 

2) Transaction Report: second report: You will see filters. It defaults to Select All 

 

 

Look at the PN Filter: Period Number. It automatically defaults to selecting All Periods.   

 Click on the PN filter  

 Click on Select All box –  this will blank all the boxes 

 Tick 1, 2, 3, and 4 ( you are selecting Periods 1, 2, 3 and 4 only) 

The Transaction report will only show Transactions for these 4 periods and will ignore the others. 

To get back to the original screen  

 Click the mouse off the screen and right click as before and select reload/refresh 
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3) Check if a supplier (PV) or expense claim (UI) has been paid 

 

You can select the DT ( Document Type) as a filter in this case  

 

 

 Click on Select All box –  this will blank all the boxes 

 Tick UI (Expenses) or PV( Invoice) 

 

 

 

 

 

 

 

In this query you will only see the UI’s and PVs in the Transaction report below 
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 Place the mouse over the Document Field (DOC)  on the Transaction report.  

 When the Hand Symbol appears click on the Document Number  

 

 

The following screen will show the payment status. As you can see, the supplier has been Paid in 

Full. 

 

 

The 3 stages in JDE ( A, #, P)  

A – Approved for Payment (if there is a problem with the invoice e.g. TCC is not current it will stay 

in Status A until this is resolved). Usually stays in A if payment is on hold or it is being disputed. 

# - In the Current Pay Run:  It has gone through Stage A above and is due to be paid in the next 

payment ru, which is done every Thursday. 

P – Paid in full: it has cleared the bank and is now in the claimants/suppliers bank account. 


