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This Job Aid walks through the process of running various financial reports on the Department 
Dashboard.   

 
 
 
 

Step Action 

1. Click the Home icon at the top right of the screen to access the Gus Cloud 
Springboard.  

  

2. Navigate to My Dashboard by choosing the link in the navigator, or clicking on 
the icon from the Springboard. 
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Step Action 

3. The reports available are located in tabs under the Department Dashboard heading 
 

 
  

4. Select the tab for the report you wish to view 
 

 

5. Select an Accounting Period from the Drop-Down List.  Note you can only select one 
Accounting Period at a time. 
 

 
 

6. Enter other parameters to filter your report results, such as Cost Center number 
and/or Fund.   
 
 

7. Click the Apply button 
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Step Action 

8. The report will process 

 
Then display on screen 
 
 

 
 
Tip:  A report can sometimes have multiple tabs.  These tabs are generally just different layouts 
of the same report, so the data can be presented differently. 

9. To export the report to another format, click on the View Report button in the top 
right corner of the report 
 

 
 



Job Aid 
Department Dashboard 

 

Date Created: 1/30/2017 1:26:00 PM Page 4 
 

Step Action 

10. Select an output format, such as a printable PDF or Excel file 
 

 
 

11. Depending on your choice and the internet browser settings, the file will be 
downloaded or displayed on screen. 

12. To return to viewing the report on screen, choose HTML from the View Report 
list 
 

 
 

13. You have reached the end of the Department Dashboard Job Aid.  See the 
attached summary for a listing and brief description of all the Department 
Dashboard reports available. 
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Dashboard Report Summary 
 

1. Cost Center Balance by Fund – This dashboard report provides a quick ‘at-a-glance’ cost 
center balance.  The balances reflected are fiscal year to date. 
 

 Select a Period from the drop down list (only 1 period at a time) 
 Enter a Cost Center Number 
 Enter other parameters to filter your report results, such as Fund.   
 The Ledger Name will automatically fill correctly with PSU COA US. 
 Click Apply 

 

 

 
 

2. Cost Center Detail Balance - This dashboard report provides the details for a cost center 
balance by Account code.  The balances reflected are fiscal year to date. 
 

 Select a Period from the drop down list (only 1 period at a time) 
 Enter a Cost Center Number 
 Enter other parameters to filter your report results, such as Fund and/or Account.   
 The Ledger Name will automatically fill correctly with PSU COA US. 
 Click Apply 
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3. Department Detail Balance - This dashboard report provides the details for a cost center 
balance by Account code, and by Department Cost Center and Department Account.  The 
balances reflected are fiscal year to date. 

 
 Select a Period from the drop down list (only 1 period at a time) 
 Enter a Cost Center Number 
 Enter other parameters to filter your report results, such as Fund, Account, Department Cost Center, or 

Department Account.   
 The Ledger Name will automatically fill correctly with PSU COA US. 
 Click Apply 
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4. Invoices - This dashboard report provides a quick glance at Invoices meeting your search 
criteria.  Once the results of your search are displayed, you can see the invoice details, 
approval status, and payment status.  This report is helpful when trying to determine the 
status of a payment to a Supplier.   

 
 Enter search parameters to filter your report results, such as Cost Center, Requester, Invoice Number, 

Supplier, Payment Status or Accounting Period.   
 Click OK 

 

 
 

 
 

 
Note that this dashboard report can also be printed and/or exported.  The report will display only 25 rows by default.  
To view more rows, click the double blue arrow.  If you have more than 500 rows, you will need to export the analysis 
to Excel or PDF to view the entire list. 

 
 

5. Deposits – This dashboard report provides a listing of all deposits processed by the Cashiers 
and Student Accounts Office in the CashNet cashiering system.   

 
 Select a Period from the drop down list (only 1 period at a time) 
 Enter a Cost Center Number 
 The Ledger Name will automatically fill correctly with PSU COA US. 
 Click OK 

 

 
Note that this dashboard report can also be printed and/or exported.  The report will display only 25 rows by default.  
To view more rows, click the double blue arrow.  If you have more than 500 rows, you will need to export the analysis 
to Excel or PDF to view the entire list. 
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6. Transaction Detail – This dashboard report provides a listing of all transactions in a chosen 
accounting period for a specific cost center. 
 

 Select a Period from the drop down list (only 1 period at a time) 
 Enter a Cost Center Number 
 Enter other parameters to filter your report results, such as Fund 
 The Ledger Name will automatically fill correctly with PSU COA US. 
 Click Apply 

 
 

 
 

 
 

 
 

7. Cost Center OOE Balance – This dashboard report provides the cost center balance by 
budget category.  This report would break down your budget and expenditures so you can 
track costs for OOE or payroll category. 

 
 Select a Period from the drop down list (only 1 period at a time) 
 Enter a Cost Center Number 
 Click Apply 
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8. Expense Type Mapping – This dashboard provides users who prepare Expense Reports in 
the Expense module with a mapping of the account code that is assigned to an Expense 
Type.   

 
 

 
 
 
Accounting Footnote:  With conversion to the new GUS Cloud financial system, prior year 
encumbrance balance carryovers are reflected in the FY Balance Forward column in your Cost 
Center Balances dashboard reports.  The encumbrances and/or the expenditures from those 
encumbrances are also reflected in the balances.  There is no longer a breakdown of the cost center 
balances by fiscal year. 
 
 
 


