Run Department Reconciliation Report (UGL01074)

This report has been created using Structured Query Report Writer (SQR), a very powerful and complex reporting tool.  By following these instructions you should be able to successfully generate a report for a single cost center as well as multiple cost centers.

	


	Step 1

Participant Hands-on

	Double-click the UHS PeopleSoft Production Launcher icon located on your desktop.
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	Expected Results:
	The UH-PS Production Launcher window displays.


	Step 2

Participant Hands-on


	Select the Campus Location by clicking on the appropriate radio button in the PeopleSoft Production Launcher window.  Select the appropriate PeopleSoft Database, Financial Reporting.
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Click:  OK



	Expected Results:
	The window matches.  If these elements do not match, review the steps.  Continue to the next step.


	Step 3

Participant Hands-on

	A PeopleSoft Signon box appears.  Confirm the connection Type: Application Server and Database Name: FSRPT.  Enter your Operator ID and Password.
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Click OK.



	Expected Results:
	The Application Engine window opens.  You have successfully logged into PeopleSoft.


	Step 4

Participant Hands-on

	From the initial default window - Select:  Go, Process Financial Information, Process Journals; Report 2, Department Reconciliation Rpt (1074), Add.
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	Expected Results:
	The Run Control ID prompt box displays. Note: The most common initial default window is Application Engine.  Yours may be different but the navigation to the report is the same.


	Step 5

Participant Hands-on


	Name your Run Control:  Dept_Reconciliation_Rpt
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Click:  OK



	Expected Results:
	The window matches.  If these elements do not match, review the steps.  Continue to the next step.


	Point out to participants that once a run control id is created, they can select it from update/display menu.


	Step 6

Participant Hands-on

	The Department Reconciliation Report panel displays.  Tab down from the Business Unit that defaults in, to populate the Fiscal Year and Period fields.  Next tab over to select the desired report options.  The panel defaults to select every option; simply click on the check box adjacent to an option to de-select it. 
[image: image6.png]Report Parameters

Operator ID: DUARTEBL

Run Control ID:  Dept_Reconcilation_Rpt

¥ Summary by Budget Node Only
¥ Summary by Budget and Account Node
IV Transactions [V Asset/Liab/Fund Equity

¥ Rev/Exp ¥ Budget Jinl
¥ Open Commitment Transactions
IV Soft Commitments

Business Unit [00730 8|
Fom FY/Perod: [2003 | T
To F/Peiod: [2003 [ 3

RequestNo: | Fynd: [AN -

1 Deptid: [All F

SpeedType:

5l

Prog. [Some =] From: |

To:

T Report Parms

[UpdatefDisplay







	Expected Results:
	The Business Unit, report timeframe and report option criteria are complete.


Explain that the Fiscal Year is equivalent to the Budget Period in the UHS design.  The Period is equivalent to month, so September, the beginning of our fiscal year, would be 1, October, 2 etc.  Further explain that the % sign used in the Account field, is a wildcard symbol.  Placing a wildcard value in a field in effect asks for all values available.

	Step 7

Participant Hands-on

	Proceed to the lower portion of the report parameters panel to enter your cost center information. Use the SpeedType field for ease of data entry.   Note the scroll bar at the far right of the cost center fields.  The presence of a scroll bar indicates that multiple requests can be submitted for the Run Control.  To insert additional requests, place your cursor in the scroll area, and then click on the Insert Row icon located on the toolbar.  
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Use the scroll bar to view the various requests.  Notice the Request No. is displayed to the left of the SpeedType field.
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Click the Run icon [image: image9.bmp]  in the toolbar.

Click the Run icon [image: image10.png]


 in the toolbar.




	Step 8

Participant Hands-on


	Set the Run Location to Client.  Next, you have the option to send your report output to one of three destinations: File, Printer or Window.  If you choose File, the report output will be sent to the drive and folder you indicate in the File/Printer field.  The default will be c:\temp\.  
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The report output consists of three files UGLS1074, UGLS1074_Actual_transactions and UGLS1074_Budget_transactions:
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The UGLS1074 contains all of the report sections you selected.  In addition, the excel files contain information for both actual and budget transactions.


	Expected Results:
	Note:  The Rev/Exp Summary/Transactions report is listed and highlighted in the bottom portion of the window.  A single report listing will display here regardless of the number of report options selected on the report parameter panel.


	Step 9


	If you choose Printer, the report output will be sent to the printer location designated in the File/Printer field.
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	Expected Results:
	The report(s) print to the desired printer.


	Step 10


	To run the report to the window, select File as the Output Destination and type the following in the File/Printer field:  c:\temp\ -ziv.
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	Expected Results:
	The report displays to the window.
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