
FAST Finance Home Page: 

Welcome to FAST Finance Reporting! The following document will provide you with tips and tricks to get 
you up and running quickly and easily!  

The FAST Tab Strip: 

You can make one of the tabs your own personal “default” when opening your FAST Finance Landing Page. 
Just click to lock the lock! 

The newly redesigned Tab Strip will persist on every page within FAST. You can now quickly and easily 
access any tab or any FAST application from any page you are working on.  
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The new FAST Tab Strip: 

It will change from unlocked  to locked  indicating it is now your personal default; the unlocked icon 
is also removed from the other tabs.  

If you change your mind, just click the  icon and change your selection as often as you want! 

Remember: you can select a different default Tab for your FAST Portal Home Page and for each 
application within FAST. This will give you quick and easy access to the features and pages in FAST that 
you use the most often!  
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Use the “hamburger” button  to expand or contract the Tab Strip on the page. 

These new vertical Tab Strips will persist on every page within FAST – you can easily navigate from page 
to page and also hide the Tab Strip to create more room for your reports to display.  
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Legend of commonly used Functions and Tabs: 

Use various Filter Options to narrow and refine your query 

View results from the selected options – this is your dataset output 

Open online information about the reporting pages 

Select the + More tab to access other tabs and features on your page 

Open and manage your Pinned Reports 

Change and manage advanced options for your report columns 

Create a graph for a visual representation of your report data 

Make global changes to labels on a report (Administrators only) 

Click to execute or “run” your report 

Click to clear all filter options on your Filter Options Tab 

AND 

Click to clear your Application Info Tab and re-set the page to default status 

Save as a Pinned Report 

Click either to export your data to PDF or Excel Formats 

You have selected a report as a “favourite” in your Pinned Reports library 

Hamburger button – used to expand or contract your Tab Strip 

Resources and Training Videos 

My Schedule Tab – Calendar Control to review your scheduled Pinned Reports 
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To access your Reports: 

To access your main queries, you can select a menu option from the choices on the top of the page to 
provide a higher level of detail and data summary without having to drill down.  

The menu and reports options that you see are based on your roles within the FAST system. For this 
reason, different staff roles will have access to different reports on the main menu.  

If you prefer, from your Application Info Tab, just click Enter! This will produce a summarized report of 
all accounts you have access to based on your own Fund/Orgn security.  
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Using the Search Functionality: 

Alternatively you can choose to refine your data before executing the report. This is important if you have 
Master Fund/Orgn security or access to a large number of FOAPALs. To refine your data, simply type in 
the necessary combination of Fund/Orgn/Acct, etc., select a Report Type, a Fiscal Period and then hit 
Enter.  

Using the search button, can drill down through the hierarchy to find the parent or child records that 
relate to the search you are trying to execute. If in doubt, selecting the parent code will also bring back all 
codes that roll up to it, based on your user ID fund/orgn security.  

Function-Based Filter options: 

Using the Function key  to build a query allows you to avoid hard-coding a point in time in your 
queries and allows for date-based queries such as “current” Fiscal period or “last” Fiscal period. This is 
especially important as you begin to create Pinned Reports. These reports will update dynamically 
without the need to modify your fiscal period.  
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Understanding FAST Filter Options: 

There are several different filter option controls and you can use them to minimize, filter and refine the 
data in your report. It is usually best practice to refine your results in some way so that the data you 
produce is manageable and targets your intended query. However you also do not want to add too many 
filters or you run the risk of missing key data.  

The types of filter options used for a report depend on the type of data being collected. You can, in most 
cases, select multiple filter options including Fund, Orgn and Acct codes: 
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Here are examples of the filter controls used in various reporting pages: 

• You can narrow the results of your report by selecting one or more filter options. Selecting filter
options is optional on more reports but will help refine your results.

Date Combo Box: Multi-Search Box (you can 
choose one or more): 

Drop-down Search (you can 
choose only one): 

Multi-Select List – includes 
drop-down options (you can 
select one or more): 

Search Box (select one code 
only): 

Operator drop-down list: 

Dynamic Function Button: Include or Exclude from query: Search using a date range: 
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Understanding the Filter Options Page: 
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Understanding your report data: 
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Report Navigational Tips 

There are a variety of ways to navigate the reporting pages. 

Here are a few tips: 

You can also customize and modify the sort order and  make changes such as displaying the data by Acct 
or by Orgn rather than by Fund. In the deeper levels of the GL Hierarchy you can also display (as shown) 
to order by Fund, then by Orgn, or any other combination of sorting options:  

How to Customize your Report Data: 
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After you select your filter options and run your report, the results page opens. There are several things 
you can do right on the page to customize and display the data on the reporting page: 

To resize column width: Place your cursor between the two headers and drag the column divider to the 
desired width. This is helpful if the text is cut off in the cell space provided: 

To move column order: Simply drag & drop the column to wherever you’d like it to display! 

Customize your Filter Options: 
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While saving reports as “Pinned Reports” is the only way to save all settings and filter options, you can 
customize each individual query page by selecting individual filters as YOUR default for THIS report.   

Please note: these settings will apply only to your User ID profile for the selected report. 

To change or delete: To remove this saved setting, you can click the  at any time. 
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    Customize each column by 

clicking on the Column Header to do the following: 

On your + More tab: 

You will a variety of additional features that you can use to customize your report.  

Please note: what you see depends on your User ID roles in the application and on which advanced 
features have been enabled at your institution and for this reporting page. 

FAST Finance General User Guide 

October 2015                         14



Use the Edit My Tabs option to change the configuration of your Tabs. Check out the “How Do I Edit my 
Tabs?” video for more info! 

You can customize the display, grouping and sort order using your Advanced Options Tab: 
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Pinned Reports 

Pinned Reports are very powerful and very useful tools and allow you to save your reports that you use 
the most frequently in an easy to find location so that you will not have to re-create and format the report 
each time you run it. Saving the report as a Pinned Report will allow you to re-execute the report with a 
single click and all filter options, advanced features and other modifications will remain intact!  

When you pin a report to your Favorites, it is pinned to your profile in an easy to access place. 

Your pinned reports will not be visible to others; this is for your own personal use unless you save them as 
“public”. 

To create or modify a Pinned Report, you will use the following button: 
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 The Pinned Report button will provide you with two options: 

The “Update” button acts as a “save” button and over-writes the existing Pinned Report with the new 
content. You will still be prompted to save; this allow you to change the title if necessary. 

Please note: You can only update pinned reports that you created; you cannot update a Public or Group 
pinned report that you did not build. In these cases, you will see only a Save As button.  

The “Create New” button acts as a “save as” and will save the content as a NEW Pinned Report. 

Remember: Tagging your report as a “Favorite”  on your Pinned Reports Tab will mean it is always 
available to you with a single click!   
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Report Scheduler: 

If you would like your Pinned Report to deliver to your inbox at a regularly scheduled interval, use the 
Report Scheduler tool to set this up! 

Then select your schedule criteria including frequency, day and time, start and end date and format! 

You can then review your scheduled pinned reports in your own personal calendar control using the My 
Schedule tab – find it along your Tab Strip! 
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Here are a few scenarios to consider when using Pinned Reports in your day-to-day workflow: 

Scenario Solution 
You use the same filter and/or advanced options on a 
daily basis 

Save it as a Pinned Report and mark as a Favorite for 
quick and easy access 

You only want specific employees to see a report Create a group role and assign the Pinned Report to that 
group only 

You want all employees to be able to see and run the 
report 

Make the report Public – Fund/Orgn security will still be 
enforced! 

You want a visual representation of the data Create a graph from the report data, save it, and then 
add the graph to your Dashboard 

You need to email a report link with confidential 
information to someone who rarely uses the system 

Pin the report, save as private, and then email the 
Execute link only. Alternatively, you could email the PDF 
or Excel output 

You want to view the updated results of your Pinned 
Report every Monday morning when you get to work 

Save it as a Pinned Report; use the Report Scheduler to 
schedule an automated delivery to your inbox every 
Monday morning 

You need to deliver a report to the Dean of each Faculty 
at the end of each Fiscal Period illustrating current 
actuals to budget totals 

Save it as a Group Pinned Report; use the Admin Report 
Scheduler to deliver this to each member of the group 
on the last day of each Fiscal Period 
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