QUICK GUIDE: OBTAINING THE MONTHLY FINANCIAL REPORTS
In some cases, your Tier 2 might give you a PDF of the Monthly Financial Reports electronically or use another way to transfer the monthly financial reports to you for review and approval. However, if you prefer to pull the reports for spot-checking on your own, directions for obtaining and saving them in an Excel format are below.
DOWNLOAD MONTHLY FINANCIAL REPORTS
1. myUFL Navigation: Main Menu  Enterprise Reporting  Department Reports


2. If the page is blank, click “Show all content” at the bottom of the page.
[image: ]
If the page is blank and there is no option to “Show all content” it is a browser issue:
FireFox: Click the green “lock” image to the left of the web address. On the pop-up box, click the arrow next to it and select “Disable Protection.”
Chrome/Edge: Click the shield on the right of the web address. On the pop-up box, click “Allow Unsafe Script.”
Note: Some browsers do not understand that information from Enterprise Reporting within myUFL is secure and attempts to block the information. Although the browser makes it appear that the content is unsafe, this information is contained within myUFL and is actually secure.
3. Select your college and then your department.
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4. Select the period – it defaults to the most recent month available.

5. Select the report you would like to download by clicking on the file format.
a. For easy spot-checking, Excel is the preferred format.
b. The two reports most recommended for spot-checking are the Transaction Detail Report and the Payroll Reconciliation Report (highlighted below)










6. The report(s) will open in Excel, occasionally the error message below will pop-up. If so, click “Yes” as the files were downloaded from PeopleSoft and are safe to use.
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**Please note – the pop-up might come up behind your open browser. If the pop-up does not appear immediately, please minimize your browser to check for it.
7. Save as, to save the report(s) in an Excel format.
a. Click “Save As” and select the location where you would like to save the file
b. [image: ]Name the file and click “Save as type” to change from a Web Page to an Excel format






For Additional Assistance


Policies and Directives
Office of the Controller
(352) 392-1321
http://www.fa.ufl.edu/controller/
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