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Introduction 
 
Departmental access to the Actual versus Budget Financial Reports is provided using an application 
called the FRx DrillDown Viewer.   Monthly and year-end FRx reports are generated by Financial Services 
and distributed electronically to the ‘O’ drive on the user’s computer.   
 
The monthly reports present a department’s or group of department’s year-to-date (YTD) actual versus 
budget information as well as the annual budget.  The reports also show the amounts and percentages 
of budget remaining.  If encumbrances exist, they will be shown in a separate column (see further detail 
on Encumbrances in the USL Financials user guide – pages 16 - 18).  The year-end reports present the 
annual actual versus budget results as well as the prior year’s actual results.  FRx reports can be viewed 
at a summary or detailed level. 
  
One of the key features of FRx is the ability to drill down from the highest level (summary report level) 
all the way to the general ledger accounts that make up a line item in that report.  FRx reports tie 
directly into the general ledger.  For example, if you generate a YTD report in USL Financials for 
Department 3219 as of Sept 30, the ending balance will equal the ending balance in FRx for that 
department.   
Note:  This comparison can only be done using a month-end date for a month that has been closed.  The 
reason for this is that FRx reports represent the financial results at a specific point in time (month-end), 
but USL Financials are updated daily, as transactions occur.  
 
Some of the advantages that users will realize with FRx access are as follows: 

- timely reports 
- option to save reports on user’s computer or print hard copies 
- increase in information available (summary and detail) 
- ability to drill down to various levels of detail 
- ability to export to Excel for further analysis 
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Retrieve a Report 
 
FRx can be accessed using a DrillDown Viewer icon or selecting it from All Programs.  Alternatively, users 
can  retrieve their reports directly from their ‘O’ drive. 
 

1) To begin, double click on the DrillDown Viewer icon, which looks like an actual power drill, or 
select it from All Programs under the Start menu. 
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2) In the screen that opens click on File, then choose Open. 
 

 
 

3) A list of available reports will be presented.  To select a report for viewing simply double click on 
the desired file. 
 

 
 

To retrieve a report directly from the ‘O’ Drive: 
 

1) Go to My Computer and double click on the drive.   
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2) Then double click on the ‘Drill’ file to open your report. 
 

 
 

Open a Report for Viewing 
 

Summary Level 
 
If a number of departments are available to the user, a hierarchy will be presented.  The user can select 
a report at whatever level of consolidation desired.  For example, choosing a report at the highest level 
in the hierarchy will generate a summary report that consolidates the results of all departments below 
it. 
 
To view a consolidated report, double click on the top line in the hierarchy (Department Summary in the 
example below).   
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Departmental Level 
 
To view a particular department or any other level lower in the hierarchy, simply double click on the 
appropriate line.  
 
For example, to view the results of DEPT 2 double click on the DEPT 2 line. The following individual 
department report appears.  The same type of detailed information is presented as was shown at the 
summary level, but only for the particular department selected. 
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Drill Down to Line Item Detail 
 
Details of a specific line item can be viewed by double clicking on that line item at the summary level.  
This will take the user to the departmental level. 
 
For example, if a user is reviewing a summary report and requires details as to what each department’s 
contributions were to the total Sales of Services & Products, the user would simply double click on that 
line. The bottom screen would appear. 
 

 
 
This provides department heads/managers with a very useful tool to easily view results at both a 
summary level as well as at a detailed department level. 
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Drill Down to Account Number Level 
 
Users can drill down all the way to the general ledger account number level to see exactly which 
accounts make up a line item in a report.  After that point, further detail for a specific account can be 
obtained from USL Financials (see separate USL Financials User Guide). 
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Save a Report 
 
The file names of the monthly and year-end reports that are distributed are MONTHLY.FRV and 
YEAREND.FRV.  The importance of this fact to the user is that each new MONTHLY.FRV file will overwrite 
the previous month’s report.  Similarly, each new YEAREND.FRV file will overwrite the previous year-end 
report.  As a result, in order for users to have permanent access to all monthly and year-end reports, 
saving the reports under a different file name will be necessary. 
 

1) To save a copy of the monthly or annual report under a new file name, right click on the file and 
choose Rename. 
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2) Rename the file, making sure to keep ‘.FRV’ as the file extension.   
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Export  a Report 
 
FRx reports can be exported to Excel for further analysis.  Upon opening and viewing a report, the report 
as well as all of the sub-reports and drilldown detail can be exported to Excel.   
 

1) With the report open at the summary level, select File, then Export, then Worksheet file and 
then Excel Worksheet as shown below. 
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2) After selecting Excel Worksheet you will be prompted for a destination or Output File Name.  
This is displayed on the following screen.  Create a file name and then choose Save.   
Note:  It is recommended to plan a standardized file name structure to facilitate identification of 
reports in the future. 
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3) A screen will be presented, prompting the user to specify an export selection and range.   
 
To export all FRx reports below the summary level, all the way down to the account number 
level, select both Financial Report and Detail Report under Report Type and select Entire Tree 
under Export Range.  Then click on the OK button to begin the export. 
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To export only one department’s report, open that department’s report.  Then follow Steps 1 
and 2.  At Step 3 select Financial Report and Detail Report under Report Type, but choose 
Current Reporting Unit under Export Range instead of Entire Tree.  Then click on the OK button 
to begin the export.  
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Print a Report 
 
If desired, users can print the FRx reports.  The process to print a report is very similar to that followed 
in exporting a report.  Reports can be printed at a Summary or Detailed level. 
 
To print a Summary report: 
 

1) Open the report at the summary level, select File, then Print  
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2) A screen will be presented, prompting the user to specify a range.  To print the current page 
only, choose Current Selection under Print Range 

Note: With this choice the only option under Report Type will be Financial Report. 
 

 
 

To print the Summary report, as well as Departmental reports that roll up into it: 
 

1) Choose Entire Tree under Print Range   
Note:  If choosing Detail (Supporting) Report under Report Type further details will be printed 
(line details or account number detail). 
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If only a particular department’s report is required: 
 

1) Open the report at the department level and select Current Selection or Current Reporting Unit 
in the Print Range section.  Again, if further detail is required, choose Detail (Supporting) Report 
in the Report Type section. 

 

 
 
After Page Setup selections are complete click on the OK button. 


