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Gaining Access to Discoverer Financials 
 
Access to Discoverer Financials 

 

The setting up of new user accounts for Discoverer Financials will be organised by the 
Finance Office. 
 
Training will be given by Management Accounting to all staff that require access to 
Discoverer Financials. 
 

 
New Staff Members and Extra Users 

 
New Staff members and extra users should complete the Discoverer Financials 
Access Form available on the Finance Office website. 
 
 

 
Access to Reporting Levels within Discoverer Financials 
 
There are currently three different levels of access within the system and they are described 
below. 
 

 
Cost Centre Summary Reporting Level 

 
This is designed for Cost Centre Managers. Access to Cost Centres is in line with 
budget responsibilities. 

 
Access for extra users can be arranged by completing the Discoverer Financials 
Access Form available on the Finance Office website. 
 

 
Cost Centre Summary Reporting Level (Non-Payroll) 
 
This is designed for users who are to have access to view Cost Centre information 
without having access to detailed payroll information. 
 
Again access for extra users can be arranged by completing the Discoverer 
Financials Access Form available on the Finance Office website. 
 
 
 
Project Account Reporting Level 

 
This is designed for Project account holders (i.e. research accounts, conference 
accounts, personal development accounts etc).  Automatic Discoverer Financials 
access will be given to the account holder, Dean, School Manager and Heads of 
Departments as part of the account set up procedure. 
 
As above, access for extra users can be arranged by completing the Discoverer 
Financials Access Form available on the Finance Office website. 
 
 
 

file://citapp3/Departmental%20Users/Management%20Accounts/Discoverer%20Financials/Manuals%20and%20Forms/DiscovererFinancialsAccessForm.doc
file://citapp3/Departmental%20Users/Management%20Accounts/Discoverer%20Financials/Manuals%20and%20Forms/DiscovererFinancialsAccessForm.doc
file://citapp3/Departmental%20Users/Management%20Accounts/Discoverer%20Financials/Manuals%20and%20Forms/DiscovererFinancialsAccessForm.doc
file://citapp3/Departmental%20Users/Management%20Accounts/Discoverer%20Financials/Manuals%20and%20Forms/DiscovererFinancialsAccessForm.doc
file://citapp3/Departmental%20Users/Management%20Accounts/Discoverer%20Financials/Manuals%20and%20Forms/DiscovererFinancialsAccessForm.doc
file://citapp3/Departmental%20Users/Management%20Accounts/Discoverer%20Financials/Manuals%20and%20Forms/DiscovererFinancialsAccessForm.doc
file://citapp3/Departmental%20Users/Management%20Accounts/Discoverer%20Financials/Manuals%20and%20Forms/DiscovererFinancialsAccessForm.doc
file://citapp3/Departmental%20Users/Management%20Accounts/Discoverer%20Financials/Manuals%20and%20Forms/DiscovererFinancialsAccessForm.doc
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Running Project Reports 
 

When running project reports within Discoverer Financials, the Project drop down 
menu will only display Projects that have activity within the period you have chosen 
to run the report for. 

 
 
Printing 
 

To produce the reports shown on screen in a printer friendly format Adobe Acrobat 
Version 7 (or above) is required.  
 
This can be downloaded from: 
http://www.adobe.com/products/acrobat/readstep2.html  
 
 

Queries 
 

If you have any problems accessing a Project account or a Cost Centre that you think 
you should have access to, then please send details to ma@gcu.ac.uk 

 
 
Passwords 
 

If you have forgotten your password or have a problem logging onto the system 
please contact the Information Services Helpdesk isd@gcu.ac.uk 
 

 

http://www.adobe.com/products/acrobat/readstep2.html
mailto:ma@gcu.ac.uk
mailto:isd@gcu.ac.uk
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Logging on 
 

 Access to the system is through a portal. The link can be found on the Finance Office 
web page under the Discoverer Financials section 

 
 
 

 
 
 
 

 Follow link to portal and enter your Username and Password 
 

 

 
 

 
 

 

Link to 
Discoverer  
Financials 
homepage 
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 Under the section Navigator select the link to GCU Reporting. This is shown by the 
arrow below  

 

 
 
 

 There are 2 Cost Centre and 5 Project level reports available on the Discoverer 
Financials System 

 
 

 
 
 

 Cost Centre (Annual) Report This is the annual summary report from which users can 
drill down into detailed information on payroll, other cost expenditure, income, virements 
and commitments on their Cost Centre(s) within the Main Teaching Budget. 

 
 

 Cost Centre (Annual Non Payroll) Report This is the annual summary report from 
which users can drill down into detailed information on other cost expenditure, income, 
virements and commitments on their Cost Centre(s) within the Main Teaching Budget for 
a selected financial year. 
 
 

 Project (Annual Budget) Report This is the annual summary report from which users 
can drill down into detailed information on payroll, other cost expenditure, income, 
virements and commitments on their Budgeted Projects. 

o N.B. Budgeted Projects are project accounts prefixed by a C,E,F and S. 
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 Project (Multi Period) Report This is a report from which users can drill down into 
detailed information on payroll, other costs and income for two user specified dates. This 
report can be run across different financial years.  This report is not to be used for a 
single month report (find the Project (Single Period) Report below). 

 

 Project (Single Period) Report This is a report from which users can drill down into 
detailed information on payroll, other costs and income for a single month. 

 
 

 Project Summary (Annual) Report This is a report that gives an annual view of projects 
linked to a specific Cost Centre. It has a drill down facility to detailed information on 
payroll, other cost expenditure, income, overhead recovery and outstanding 
commitments. 

 
 

 Project Summary (Annual Budget) Report This is a report that gives an annual view of 
budgeted projects linked to a specific Cost Centre. It has a drill down facility to detailed 
information on payroll, other cost expenditure, income, overhead recovery and 
outstanding commitments. 

o N.B. Budgeted Projects are project accounts prefixed by a C,E,F and S. 
 

 
 
 
Note: The calendar shown on the drop down menus is for the financial years 2006/07 
through to the current financial year. The University’s financial year runs from August to 
July. 
 
When running reports for the financial years 2006/07, 2007/08 and 2008/09, please note that 
the parameters for selecting a month also operates in financial years. For example January 
2009 (calendar year) will appear as ‘Jan -08’. 
 
When running reports for financial years 2009 onwards the parameters alter and appear in 
calendar years. For example January 2010 (calendar year) will appear as ‘Jan-10’. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
 
Discoverer Financials Reporting Guide  Finance Office V4 
 

7 

Using: Cost Centre (Annual) Report 
 

 

 
 
 
 

 Select Cost Centre Summary from the menu above and the following screen will  
appear 

 

 
 
 

 Click on the torch and select period you wish to run report to then click on select. The 
report will always run from the start of the financial year i.e. August 

 
 

Click on torch to 

select period you wish 

to run report to 

Select Cost 

Centre 
Summary 
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 Once the period is selected click on select and the following report appears 
 

 
 
 

 Click on Go 
 
 

 The following screen will appear whilst the report is generating. No action required 
 
 

 

 

Click on select 

Click go to run 

report 
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 Select the Cost Centre that you wish to view from the drop down list. The report will 
automatically generate 

 
 

 
 

 
 
 

 

 

Drilldown to 
Virements 
detail 

Select required Cost 

Centre from drop 

down list 

Drilldown to 
detailed payroll 
analysis 

Drilldown to 

detailed expenditure 
analysis 

Drilldown to detailed 

outstanding 
commitments 

analysis 

When you click on the arrow to 
drilldown to detail you will need  

to move your mouse over and  

then click on “Payroll YTD” if 
you require payroll detail and 

“Income and Expenditure YTD” if 

you require other costs and 
income detail 
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 The Cost Centre (annual non-payroll) option will not allow you to drill down on payroll 
detail 

 

 Drilldown is available on the figures in the Virements, Actual YTD (Year to Date) and 
Commitment Outstanding columns. 

 
Note: When you click on the arrow to drilldown to detail you will need move your mouse over 
and click on either “Payroll YTD” for payroll detail or “Income and Expenditure YTD” for other 
costs and income detail. 
 
Report Headings 

 
 

 Base Budget Annual – This is the original budget outlined at the start of the financial             
                                  year 
 

 Virements – These are any additions or reductions made to the annual base budget 
 

 Revised Budget Annual – This is the original budget adjusted for any virements 
 

 Revised Budget YTD – This is the phased budget to the period that the report is run to                                 
                                              (E.g. Feb-10) 
 

 Actual YTD – This is the expenditure to the period that the report is run to 
 

 Variance YTD  - This is the Revised Budget YTD minus Actual YTD 
 

 Commitment Outstanding – Goods / Services ordered on Pecos, that have not yet  
       been receipted 

 

 Budget Remaining – This is the Annual Revised Budget minus Actual YTD minus   
                              Commitments Outstanding 
 
 

Note:      ‘<…..>’ represents an overspend on the Cost Centre Reports. No brackets  
               means there are funds available 
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 Selecting a figure in the Virements column returns a report similar to that shown below  
 

 

 
 

Report Headings 

 
 

 Posted Date – This is the date that the virement was entered onto the finance system 
 

 Journal Reference – This is the unique identifier number that should be quoted to the 
       finance office should you have any queries 

 

 Description – This is a description of why the virement has been processed  
 

 Amount – This is the total amount vired 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

Create 
printer 

friendly 

format 

Export to 
Excel  
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 Selecting a figure in the Commitment Outstanding column returns a report similar to 
that shown below  

 
 
 

 
 
 
Report Headings 

 
 

 PO Number – This is the purchase order number 
 

 Account Name – This is the name of the supplier to be paid for good / services  
 

 Description – This is a description of the goods / services ordered  
 

 Amount – This is the total amount of the goods / services ordered 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Create printer 

friendly format 

Export to 

Excel 
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 Selecting a figure in the other costs Actual YTD column will return a report similar to 
that shown below 

 

 
 

 
Report Headings 
 

 Period Number – This is the period in which the transaction was entered into the                                
Finance system. Period 1 denotes the start of the financial year i.e.  
August 
 

 Period Name – This is the name of the period in which the transaction was entered into  
                    the finance system 
 

 Invoice Line Description – This is a description of the goods / services ordered through  
manual PO’s and the Pecos system. Goods not ordered 
through the Pecos system will return a blank entry 

 

 Journal Line Description – This is a description of goods / services through manual  
PO’s, the Pecos system, and journal entries e.g. 
expenditure transfers. Price differences from the Pecos 
system will have the description “Journal Import Created” 

 

 Amount – This is the amount paid for the goods / services 
 

 Posted date – This is the date the transaction was entered onto the finance system 
 

 Voucher No - This is the unique identifier number that should be quoted to the 
                 finance office should you have any queries (for Pecos entries only) 

 

 PO Number - This is the purchase order number 
 

 Journal Number - This is the unique identifier number that should be quoted to the 
                         finance office should you have any queries (for non-Pecos entries) 
 

Period 
expenditure 

shows on 

report 

Create 

printer 

friendly 

format 

Export to 

Excel 
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 Invoice Number – This is the invoice number quoted on the supplier invoice 
 

 Account Name – This is the name of the supplier who has been paid 
 

 Transaction Date – For non-Pecos entries this is the date on the invoice. For Pecos     
  entries this is the date the order was sent to the supplier 
 
 

 
 

 Selecting a figure in the payroll Actual YTD column will return a report similar to that 
shown below. Information will be summarised by employee where possible.  
 

 Payroll drilldown will not work for the Cost Centre (non payroll) option 
 
 
 
 

 
 
 

 

 To view payroll for a specific month, select a month from the dropdown menu. If no 
month is selected the figures will be for payroll costs from August to the “period to” 
month selected 

 

 
 
Report Headings 
 

 Payroll Number – This is a unique employee number 
 

 Payroll Surname / Forename – This is the name of the employee  
 

 Amount – This is the total transaction amount, including oncosts 
 

 Journal No –  This is the unique identifier number that should be quoted to the 
                  finance office should you have any queries  
 

  Invoice Number – This is the invoice number quoted on the supplier invoice 
 

 Journal Line Description – This is a description of any manual adjustment made by  
journal entry. Any entries processed through the payroll  

                                              will have the description “Journal Import Created” 
 

Select month from 
dropout list to show 

payroll transactions for 

that month only 

Default period for 

report if no month 

chosen 
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 Invoice Line Description – This is a description of the personnel  services paid 
                                              by invoice  
 

 Account Name – This is the name of the supplier paid for good / services  
 
 

 PO Number – This is the purchase order number 
 

      

 Voucher No - This is the unique identifier number that should be quoted to the 
                 finance office should you have any queries  

 

 Payroll Post - This is a description of employee post title 
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Using: Project Account Reports 
 
Project (Annual Budget) Report 

 
 

 
 
 

 Select Project (Annual Budget) Report from the above screen and the following screen 
will appear 

 
 

 
 
 

 Select Project Summary from the menu above and the following screen will appear 
 
 

 
 

 Click on the torch and select period you wish to run report to then click on select. The 
report will always run from the start of the financial year i.e. August 

 
 
 

Select Project 

Annual Budget 
Report 

 

Select  

Project 

Summary 

Click on torch to select 

period you wish to run 

report to 
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 Choose period then click on select 

 

 

 

 Click on go to run report 
 

 
 

 The following screen will appear whilst the report is processing. No action is required 
 

 
 

 
 
 
 

Choose period 

then click on 

select 

Click go to run 

report 
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 Select the project that you wish to view from the dropdown list. The report will 
automatically generate 

 
 
 

 

 
 
 
 
 
 
 

 Drilldown is available on the figures in the Actual YTD (Year To Date), Virements and 
Commitment Outstanding columns  

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select required 

Project from 

drop down list 

Drilldown to 

detailed payroll 

analysis 

Drilldown to 

detailed 

expenditure 

Drilldown to detailed 

outstanding 

commitments analysis 
 

Drilldown to 

virement 

detail 

Click on torch to select 

period you wish to run 

report to 
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Note: When you click on the arrow to drilldown to detail you will need to move your mouse 
over and click on either “Payroll YTD” or “Income and Expenditure YTD” for other costs and 
income detail. 
 

 
 
Report Headings 

 
 

 Base Budget Annual – This is the original budget outlined at the start of the financial             
                                  year.  

 
Note: Only S, E, C & F projects are budgeted accounts. M, R and K account projects do 
not have budgets entered onto the finance system. 

 

 Virements – These are any additions or reductions made to the annual base budget 
 

 Revised Budget Annual – This is the original budget plus any virements 
 

 Revised Budget YTD – This is the phased budget to the period that the report is run to                                 
                                              (E.g. Feb-10) 
 

 Actual YTD – This is the expenditure to the period that the report is run to 
 

 Variance YTD  - This is the Revised Budget YTD minus Actual YTD 
 

 Commitment Outstanding – Goods ordered on Pecos, that have not yet been receipted 
 
 

 Budget Remaining – This is the Annual Revised Budget minus Actual YTD minus   
                              Commitment Outstanding 
 
 
 

When you click on the 

arrow to drilldown to detail 
you will need to move  your 

mouse over and then click 

on “Payroll YTD” if you 
require payroll detail, or 

“income and Expenditure 

YTD” if you require other 

costs and income detail 
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 Selecting a figure in the Virements column returns a report similar to that shown below  
 
 

 
 
 
Report Headings 

 
 

 Posted Date – This is the date that the virement was entered onto finance system 
 

 Journal Reference – This is the unique identifier number that should be quoted to the 
       finance office should you have any queries 

 

 Description – This is a description of why the virement has been processed  
 

 Amount – This is the total amount vired 
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 Selecting a figure in the Commitment Outstanding column returns a report similar to 
that shown below   

 
 
 

 
 
 

 
Report Headings 

 
 

 PO Number – This is the purchase order number 
 

 Account Name – This is the name of the supplier paid for good / services  
 

 Description – This is a description of the goods / services ordered  
 

 Amount – This is the total amount of the goods / services ordered 
 
 
 
 
 
 
 
 
 
 
 
 
 

Create 

printer 

friendly 

format 

Export to 

Excel 
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 Selecting a figure in the other costs Actual YTD column will return a report similar to 

that shown below 
 

 
 
Report Headings 
 

 Period Number – This is the period in which the transaction was entered into the                                
Finance system. Period 1 denotes the start of the financial year i.e.  
August 
 

 Period Name – This is the name of the period in which the transaction was entered into  
                    the finance system 
 

 Invoice Line Description – This is a description of the goods / services ordered through  
manual PO’s and the Pecos system. Goods not ordered 
through the Pecos system will return a blank entry 

 

 Journal Line Description – This is a description of goods / services through manual  
PO’s, the Pecos system, and journal entries e.g. 
expenditure transfers. Price differences from the Pecos 
system will have the description “Journal Import Created” 

 

 Amount – This is the amount paid for the goods / services 
 

 Posted date – This is the date the transaction was entered onto the finance system 
 

 Voucher No - This is the unique identifier number that should be quoted to the 
                 finance office should you have any queries (for Pecos entries only) 

 

 PO Number - This is the purchase order number 
 

 Journal Number - This is the unique identifier number that should be quoted to the 
                         finance office should you have any queries (for non-Pecos entries) 

 Invoice Number – this is the invoice number quoted on the supplier invoice 
 

Create 
printer 

friendly 

format 

Export to 

Excel 

Period 
expenditure 

shows on 

report 
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 Account Name – this is the name of the supplier who has been paid 
 

 Transaction Date – for non-Pecos entries this is the date on the invoice. For Pecos     
    entries this is the date the order was sent to the supplier 
 
 

 

 Selecting a figure in the payroll Actual YTD column will return a report similar to that 
shown below 

 

 
 

 
To view payroll for a specific month, select a month from the dropdown menu. If no month is 
selected the figures will be for payroll costs from August to the “period to” month selected 
 
 
Report Headings 
 

 Payroll Number – This is a unique employee number 
 

 Payroll Surname / Forename – This is the name of the employee  
 

 Amount – This is the total transaction amount, including oncosts 
 

 Journal No –  This is the unique identifier number that should be quoted to the 
                  finance office should you have any queries  
 

  Invoice Number – This is the invoice number quoted on the supplier invoice 
 

 Journal Line Description – This is a description of any manual adjustment made by  
journal entry. Any entries processed through the payroll  

                                              will have the description “Journal Import Created” 
 

 Invoice Line Description – This is a description of the personnel  services paid 
                                              by invoice  
 

Default period for report 

if no month chosen 

Select month from 

dropdown list to show 

payroll transactions for that 

month only 
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 Account Name – This is the name of the supplier paid for good / services  
 
 

 PO Number – This is the purchase order number 
 

      

 Voucher No - This is the unique identifier number that should be quoted to the 
                 finance office should you have any queries  

 

 Payroll Post - This is a description of employee post title 
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Project (Multi Period) Report 
 

 
 

 
  
 

 Select Project (Multi Period) Report from the above screen and the following screen 
will appear 
 

 

 
 
 

 Select Project Summary from the menu above and the following screen will appear 
 
 
 
 

Select 
Project 

Period 

Report 

 

Select  
Project 

Summary 
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 Click on the torch and select period you wish to run the report from then click on select. 
Repeat for the period you wish to run the report to. 
 

 

 
 

 Click on go to run report 
 
 

 

 
 
 

Click on torch to select period 

you wish to run report from 

Click on torch to select period 

you wish to run report to 

Click period then click on 

select 

Click on go to run report 
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 The following screen will appear whilst the report is processing. No action is required 
 

 

  
 
 
Select the Project that you wish to view from the drop down list. The report will automatically 
generate. 
 
 

  
 
 
 
 

Select periods you 

want to run report for 

Click on go to run 

report 

Drilldown to detailed income and 

Expenditure details 
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 Drilldown is available on the figures in the <Inc> / Exp column. 
 
 
Note: When you click on the arrow to drilldown to detail you will need move your mouse over 
and click on either “Payroll YTD” for payroll detail or “Income and Expenditure YTD” for other 
costs and income detail. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

When you click on the arrow 

to drilldown to detail you will 
need to move your mouse 

over and then click “Payroll” 

if you require payroll detail, 
or “Income and Expenditure” 

if you require other costs and 

income detail 
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 Selecting a figure in the <Inc> / Exp column will return a report similar to that shown 
below 

 
 
 

  
 
 
Report Headings 
 

 Period Number – This is the period in which the transaction was entered into the                                
Finance system. Period 1 denotes the start of the financial year i.e.  
August 
 

 Period Name – This is the name of the period in which the transaction was entered into  
                    the finance system 
 

 Invoice Line Description – This is a description of the goods / services ordered through  
manual PO’s and the Pecos system. Goods not ordered 
through the Pecos system will return a blank entry 

 

 Journal Line Description – This is a description of goods / services through manual  
PO’s, the Pecos system, and journal entries e.g. 
expenditure transfers. Price differences from the Pecos 
system will have the description “Journal Import Created” 

 

 Amount – This is the amount paid for the goods / services 
 

 Posted date – This is the date the transaction was entered onto the finance system 
 

 

Create 

printer 

friendly 

format 

Export to 

Excel 
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 Voucher No - This is the unique identifier number that should be quoted to the 
                 finance office should you have any queries (for Pecos entries only) 

 

 PO Number - This is the purchase order number 
 

 Journal Number - This is the unique identifier number that should be quoted to the 
                         finance office should you have any queries (for non-Pecos entries) 

 Invoice Number – this is the invoice number quoted on the supplier invoice 
 

 Account Name – this is the name of the supplier who has been paid 
 

 Transaction Date – for non-Pecos entries this is the date on the invoice. For Pecos     
    entries this is the date the order was sent to the supplier 
 

 
 

Note:      ‘<…..>’ represents income on the Project Reports.  
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Project (Single Period) Report 
 
 
 

 
 
 
 Select Project (Single Period) Report from the above screen and the following screen 

will appear 

 

 
 
 
 Select Project Summary from the menu above and the following screen will appear 

 
 
 
 
 
 
 
 
 

Select 
Project 

Single 
Period 

Report 

Select 

Project 

Summary 
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 Click on the torch and select period you wish to run the report from then click on select. 

Repeat for the period you wish to run the report to.  This Single Period report can only be 
run across one month. 
 

 

 
 

 Click on go to run report 
 
 
 

 
 

Click on torch to select period 

you wish to run report from 

Click on torch to select period 

you wish to run report to 

Click period then click on 

select 

Click on go to run report 
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 The following screen will appear whilst the report is processing. No action is required 
 
 

 
 
 
Select the Project that you wish to view from the drop down list. The report will automatically 
generate. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

Select periods you 
want to run report for 

Click on go to run 

report 

Drilldown to detailed income and 

Expenditure details 
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 Drilldown is available on the figures in the <Inc> / Exp column. 

 
 
Note: When you click on the arrow to drilldown to detail you will need move your mouse over 
and click on either “Payroll YTD” for payroll detail or “Income and Expenditure YTD” for other 
costs and income detail. 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

When you click on the arrow 
to drilldown to detail you will 

need to move your mouse 
over and then click “Payroll” 

if you require payroll detail, 

or “Income and Expenditure” 
if you require other costs and 

income detail 

 



 
 
Discoverer Financials Reporting Guide  Finance Office V4 
 

35 

 Selecting a figure in the other costs Actual YTD column will return a report similar to 

that shown below 

 
 

 
 
 
 
Report Headings 
 

 Period Number – This is the period in which the transaction was entered into the                                
Finance system. Period 1 denotes the start of the financial year i.e.  
August 
 

 Period Name – This is the name of the period in which the transaction was entered into  
                    the finance system 
 

 Invoice Line Description – This is a description of the goods / services ordered through  
manual PO’s and the Pecos system. Goods not ordered 
through the Pecos system will return a blank entry 

 

 Journal Line Description – This is a description of goods / services through manual  
PO’s, the Pecos system, and journal entries e.g. 
expenditure transfers. Price differences from the Pecos 
system will have the description “Journal Import Created” 

 

 Amount – This is the amount paid for the goods / services 
 

 Posted date – This is the date the transaction was entered onto the finance system 
 

 Voucher No - This is the unique identifier number that should be quoted to the 
                 finance office should you have any queries (for Pecos entries only) 

 

 PO Number - This is the purchase order number 
 

 Journal Number - This is the unique identifier number that should be quoted to the 

Create 
printer 

friendly 

format 

Export to 

Excel 
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                         finance office should you have any queries (for non-Pecos entries) 

 Invoice Number – this is the invoice number quoted on the supplier invoice 
 

 Account Name – this is the name of the supplier who has been paid 
 

 Transaction Date – for non-Pecos entries this is the date on the invoice. For Pecos     
    entries this is the date the order was sent to the supplier 
 

 
 

Note:      ‘<…..>’ represents income on the Project Reports.  
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Project Summary Reporting 
 
Project Summary (Annual) Report 
 
 

 
 
 

 Select Project Summary (Annual) Report from the screen above and the following 
screen will appear. 
 

 

 
 
 
 
 
 
 
 
 
 
 
 

Select 
Project  

Summary 

(Annual) 
Report 

 

Select 

Project 

Summary 
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 Select Project summary from the above screen and the following screen will appear 
 

 

 
 
 

 Click on the torch and select period you wish to run report to then click on select. The 
report will always run from the start of the financial year i.e. August 

 
 

 
 
 

 Click on go to run report 
 
 

 
 
 

Click on torch to select 
period you wish to run 

report to 

Choose period 

then click on 

select 

Click go to run 

report 
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 The following screen will appear whilst the report is processing. No action is required 
 

 
 
 
 

 Select the School and Department that you wish to view from the dropdown list. The 
report will automatically generate  

 

 
 
 

 Drilldown is available on the figures in the Income YTD, Payroll YTD, Other Costs 
YTD, Overhead YTD and Outstanding commitment columns 

 

 
 
 
 

Click on torch to select 

period you wish to run 

report to 

Select Business 

Area from drop 
down list 

Select department 

from dropdown list 
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Note: When you click on the arrow to drilldown to detail you will need move your mouse over 
and click on either “Payroll” for payroll detail or “Income” for other income detail etc,. 
 
 

 
 

 Selecting a figure in the Other Costs YTD column returns a report similar to that shown 
below (shown in printable pdf format) 

 
 

 

When you click on the 

arrow to drilldown to 

detail you will need to 
move your mouse over 

and then click 

“Income”  
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Report Headings 
 

 Secondary Code – Numerical code description of goods / services bought 
 

 Secondary Description – Code description of goods / services bought 
 

 

 Period Number – This is the period in which the transaction was entered into the                                
Finance system. Period 1 denotes the start of the financial year i.e.  
August 
 

 Period Name – This is the name of the period in which the transaction was entered into  
                    the finance system 
 

 Invoice Line Description – This is a description of the goods / services ordered through  
manual PO’s and the Pecos system. Goods not ordered 
through the Pecos system will return a blank entry 

 

 Journal Line Description – This is a description of goods / services through manual  
PO’s, the Pecos system, and journal entries e.g. 
expenditure transfers. Price differences from the Pecos 
system will have the description “Journal Import Created” 

 

 Amount – This is the amount paid for the goods / services 
 

 Posted date – This is the date the transaction was entered onto the finance system 
 

 Voucher No - This is the unique identifier number that should be quoted to the 
                 finance office should you have any queries (for Pecos entries only) 

 

 PO Number - This is the purchase order number 
 

 Journal Number - This is the unique identifier number that should be quoted to the 
                         finance office should you have any queries (for non-Pecos entries) 

 Invoice Number – this is the invoice number quoted on the supplier invoice 
 

 Account Name – this is the name of the supplier who has been paid 
 

 Transaction Date – for non-Pecos entries this is the date on the invoice. For Pecos     
    entries this is the date the order was sent to the supplier 
 

 
 

Note:      ‘<…..>’ represents income on the Project Reports.  
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Project Summary (Annual Budget) Report 
 

 

 

 
 
 

 Select Project Summary (Annual Budget) Report from the above screen will appear 
 
 

 
 
 

 Select Project Summary from the menu above and the following screen will appear 
 
 
 
 
 
 
 
 
 

Select Project 

Summary 

(Annual 

Budget) Report 

Select Project 

Summary 
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 Click on the torch and select period you wish to run the report to then click on select. The 
report will always run from the start of the financial year i.e. August 

 

 
 
 
 
 

 
 

 Click on go to run report 
 

 
 
 
 

Click on torch to select 
period you wish to run 

report to 

Choose period 

then click on 

select 

Click go to 

run report 
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 The following screen will appear whilst the report is processing. No action is required 

 

 
 
 

 Select the School and Department that you wish to view from the dropdown list. The 
report will automatically generate  

 
 

 
 
 
 
 
 
 

 Drilldown is available on the figures in the Income YTD, Payroll YTD, Other Costs 
YTD, Overhead YTD and Outstanding commitment columns 

 
 
 
 
 
 
 
 

Click on torch to select 

period you wish to run 

report to 

Select Business 

Area from 

dropdown list 

Select department 
from dropdown 

list 

Drilldown to 
detailed Income 

breakdown 

Drilldown to 

detailed payroll 

Drilldown to 

detailed 

expenditure 

Drilldown to detailed 

outstanding 

commitments analysis 
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Note: When you click on the arrow to drilldown to detail you will need move your mouse over 
and click on either “Payroll” for payroll detail or “Income” for other income detail etc,. 
 
 

 
 
 

 Selecting a figure in the Other Costs YTD column returns a report similar to that shown 
below 

 
 

 
 

When you click on the 

arrow to drilldown to 
detail you will need to 

move your mouse over 

and then click 
“Commitments”  

 

Create 

printer 

friendly 
format 

 

Export to 

Excel 
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Report Headings 
 

 Secondary Code – Numerical code description of goods / services bought 
 

 Secondary Description – Code description of goods / services bought 
 

 

 Period Number – This is the period in which the transaction was entered into the                                
Finance system. Period 1 denotes the start of the financial year i.e.  
August 
 

 Period Name – This is the name of the period in which the transaction was entered into  
                    the finance system 
 

 Invoice Line Description – This is a description of the goods / services ordered through  
manual PO’s and the Pecos system. Goods not ordered 
through the Pecos system will return a blank entry 

 

 Journal Line Description – This is a description of goods / services through manual  
PO’s, the Pecos system, and journal entries e.g. 
expenditure transfers. Price differences from the Pecos 
system will have the description “Journal Import Created” 

 

 Amount – This is the amount paid for the goods / services 
 

 Posted date – This is the date the transaction was entered onto the finance system 
 

 Voucher No - This is the unique identifier number that should be quoted to the 
                 finance office should you have any queries (for Pecos entries only) 

 

 PO Number - This is the purchase order number 
 

 Journal Number - This is the unique identifier number that should be quoted to the 
                         finance office should you have any queries (for non-Pecos entries) 

 Invoice Number – this is the invoice number quoted on the supplier invoice 
 

 Account Name – this is the name of the supplier who has been paid 
 

 Transaction Date – for non-Pecos entries this is the date on the invoice. For Pecos     
    entries this is the date the order was sent to the supplier 
 

 
 

Note:      ‘<…..>’ represents income on the Project Reports.  
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 Printing Reports 
 
 All the Discoverer Financials have a printer friendly option 

 

 It appears at the top left hand corner of the reports as shown below 
 

 
 

 

 By clicking on the Printable page link a page like that shown below will appear 
. 

 

Create 
printer 
friendly 
format 

Create 
printer 

friendly 

format 
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 Click on the printable PDF option 
 

 
 

 The following screen will appear whilst the report is processing, no action is required 
 
 

 
 
 

 
The file produced is a PDF and therefore requires Adobe Acrobat Reader Version 7 (or 
above). 
 
If any problems are encountered using Adobe please update to the latest version before 
calling the IS helpdesk.  
 
This can be downloaded from: http://www.adobe.com/products/acrobat/readstep2.html 
 
 
 

 Once the report information is ready the following screen will appear 
 
 

 
 
 
 

 The PDF file generated can also be saved in the normal fashion and therefore can be 
transmitted by e-mail as an attachment 

 
 
 
 
 
 
 
 
 
 
 
 
 

http://www.adobe.com/products/acrobat/readstep2.html
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 The format on the PDF will be slightly different from that on the screen, although they will 
contain the same information.  

 
 

 
 

 
 
 
 

 Although the new Discoverer Financials reports are printer friendly they have also been 
designed to be exported to Excel and formatted as required (see Export to Excel section) 
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Exporting Reports to Excel  
 
 

 All the Discoverer Financials reports have an Export option 
 

 It appears at the top left hand corner of the reports as shown below 

 
 

 
 
 

 
 

 By clicking on the Export link a page like that shown below will appear 
 
 
 

 
 
 
 
 
 

Export to 

Excel / PDF 
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 Choose the “Microsoft Excel Workbook” option from the dropdown menu 
 
 
 

 
 
 

 Click on the Export option and the following screen will appear 
 

 

 
 

 
 The Excel file generated can also be saved in the normal fashion, this will allow ease 

of copying information for analysis and formatting, as required. 
 

 To open up the Excel spreadsheet click on Click to view, the following screen will 
appear 
 

 
 

 

Choose Excel option 

Click on 

Export 

Click to view 

Excel spreadsheet 

 

Click on options 
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 Click on Options, the following screen will appear 
 
 

 
 
 

 Choose “Enable this content”, and then click on OK.  
 

 If you have problems enabling the macro please contact the Information Services 
Helpdesk (isd@gcu.ac.uk) for further instruction. 

 
 

 The format on the Excel spreadsheet will be slightly different from that on the screen, 
although they will contain the same information 

 
 

 
 
 
 
 

mailto:isd@gcu.ac.uk
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Sending Reports as an email 
 
 

 All the Discoverer Reports have the option to be sent as an email 
 

 It appears at the top left hand corner of the reports as shown below 

 
 

 
 
 

 By clicking on the “Send as email” link a page like that shown below will appear 

 

 
 
 

 Choose “Portable Document Format” from the dropdown menu to send the report in a 
PDF format 

 
OR 
 

 Choose “Microsoft Excel Worksheet” from the dropdown menu to send in a spreadsheet 
format 

Send 

report in 

an email 

Choose format 
from dropdown 

menu 
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Understanding Discoverer Financials Reports 
 
 
Terms Used in the Reports 
 
The Discoverer Financials reports may contain terms that are unfamiliar to some users.   
 
The following table gives an explanation of common terms that may appear on a Discoverer 
report. 
 
 

TERM DEFINITION 

Base Budget 
Annual 

This is the original budget outlined at the start of the financial 
year 

Virements These are any additions or reductions made to the annual 
base budget 

Revised Budget 
Annual 

This is the original budget adjusted for any virements 

Revised Budget 
YTD 

This is the phased budget to the period that the report is run to 
(e.g. Feb-10) 

Actual YTD This is the expenditure to the period that the report is run to 

Variance YTD This is the Revised Budget YTD minus Actual YTD 

Commitment 
Outstanding 

Goods ordered on Pecos that have not yet been receipted 

Budget Remaining This is the Annual Revised Budget minus Actual YTD minus 
Commitments Outstanding 

Allocation This is a manual entry made between accounts (journal entry) 
e.g. expenditure transfer form, correction of coding 

Accrual This is an adjustment for allocating income/expenditure to the 
correct financial period. 

GBP This is the abbreviation for Great British Pounds. 

Misc Receipts Payments received by Cash, Credit Card, Cheque or BACS to 
the Finance Office. 

Monthly This is the payroll transaction for a month. 

Prepayment This is an adjustment for allocating income/expenditure to the 
correct financial period. 

Purchase Invoice Indicates a payment made from GCU to a supplier. 

Sales Invoice  Shows an invoice raised by GCU to a customer 

 


