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VVIIEEWWIINNGG  RREEPPOORRTTSS::  
 
 
E-broadcasting is the electronic transmission of the monthly financial statements to your 
desktop via the Sharepoint (or the portal).  E-broadcasting allows gives user the ability to 
use the “Drill-a-round” functionality.  When a user drills into the financial data it takes 
the user into the detail behind transactions in the General Ledger, Accounts Payable, and 
Purchasing.   
 
E-broadcasting takes the place of the monthly hard copies.  Instead, you will be notified 
by email when the reports are ready for review. 
 
Below is a sample page of a Year To Date financial report in Ebroadcasting.  The 
numbers are a different color in the report.  That means that you can see the detail behind 
any one of the colored numbers.  It will shows all the transactions by fiscal period that 
were posted to that account for the whole year.  Notice that the Prior Year numbers are 
also in color.  That means that the detail for the whole prior year is there also. 
 
Just click on a number.  It’s that easy! 
 

 
 
 
 



 
Below is a sample page of a Month To Date financial report in Ebroadcasting.  The 
numbers are also a different color in the report.  That means that you can see the detail 
behind any one of the colored numbers.  Just click on the number.   
 
To get to the Month To Date report, just go to the History box and click on the 
publication right below “current publication”.  This will bring the Month To Date report 
to the screen for your review. 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
To review both reports on the screen at the same time, click on the compare box(a check 
mark will show up) and select the next publication right below “current publication”.    
This will show both reports on the same screen.  You can still drill on detail transactions 
in this view.  Each report scrolls independent of the each other.  To undo this function, 
just click on the compare button and the checkmark should disappear, then click on the 
“current publication” and you will be brought back to the Year To Date report.   
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



DDRRIILLLL  AARROOUUNNDD  FFUUNNCCTTIIOONNAALLIITTYY::  
 
 
Select a colored number on either report and click once.  It will then bring you to the 
below screen.  This screen shows the cost center and account that you have selected.  
Click once more and you will see the detail transactions either for the whole year(if you 
selected the Year To Date report) or for the month only (if you selected the Month To 
Date report). 
 
Account screen: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 



Detail transaction screen: 

 
 
On the Detail transaction screen, click once on one of the red diamonds.  This allows you 
to “Drill back” to the detail behind this transaction.  Please be advised, there is no “Drill 
back” detail for payroll information or for transactions prior to period 8. 
You will find the most detail on AP or PO system codes.  This allows you to find out 
information from the Purchasing System as well as the Accounts Payable system. 
For instance, if you click on a red diamond for an AP system code, the following screen 
will appear: 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Select Detail screen: 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Select Accounts Payable.  The following screen appears.  It give you the invoice number, 
vendor, and amount. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Click again and you will see the following screen.  Select Invoice Transaction. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



This brings up the detail behind the invoice transaction.  Click again on this screen. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



You then have the choices listed below.  Invoice Detail provides you with a payment date 
and also a check number.  This a frequently asked question by departments to our AP 
staff.  The information is now at your fingertips.  Select Invoice Detail. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



It shows the following information: 
 Payment number is the check number. 
 Payment date is the date the check was paid. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



You can also see the Purchase order behind this AP invoice.  Click on the back button 
and select Purchase Order.  It brings up the PO number associated with the invoice. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



You then receive the following choices.  For information about the items on the PO, 
select PO Lines. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Click once on the item number. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



This list then appears.  The three most informative fields are PO Line Status, PO Line 
Unit Cost Detail, and Requistion Lines. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



PO Line status shows the following information: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



PO Unit Cost Detail shows the following information: 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Requisition lines shows the following information(this may be more informative when 
online requisitioning is up and running): 
 

 
 
Once you have completed your AP drill around search, just click on the X in the upper 
right hand corner and you will come back to the page with your detailed transactions on 
it. 
 
Another selection might be the PO system line.  This is for purchase orders that have 
been released and goods that have been received by the dock, but not yet paid for in 
Accounts Payable.  This is very similar to the old “AP Accrual”.  The difference now is 
that is it done automatically by the system and you can see the detail that makes up that 
number.  No more calls to Accounts Payable for accrual information! 
 
 
 
 
 
 
 
 
 
 
 



Transaction Detail screen: 

 
 
Click on the red diamond by the PO transaction and the following screen appears.  Select 
Purchase Order. 
 

 



The next screen then shows all of the Purchase Orders by number that make up that 
amount on your financial statement.  For information behind any of the Purchase Orders, 
just click on the PO number. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



The following screen then appears.  Select PO Line For A Transaction. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Click on the PO number for more detail. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Again, this menu pops up.  It should look familiar from the AP drillback.  The following 
selections will probably be the most informational: PO Line Status, PO Line Unit Cost 
Detail, and Requisition Lines. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



PO Line Status gives the following information. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



PO Line Unit Cost Detail provides the following information. 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



Requisition lines provides the following detail: 
 

 
 
To go back to the detail transactions, please click on the X in the upper right hand corner. 
 
 
 
 
In summary, these are just a few of the Drill Around options that are available to you.  
They are probably the most common and informative.   
 


