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	DESCRIPTION
	Creating the Department Verification Worksheet


	PATH
	Custom Reports, GL, Dept Verification Rpt (1074).
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	INSTRUCTIONS

STEP 1
	Navigate to the desired page (see above path) and select Dept Verification Rpt (1074).

Default tab is Find an Existing Value.  Proceed to next step.
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	STEP 2


	Select the Add a New Value tab.

Enter the Run Control ID:  Dept_Verification_Rpt.

Click the Add button.
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	STEP 3


	The Report Parameters page 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.

Select the boxes for the Department Verification Worksheet to generate the data to be used in that report.  You can create the Worksheet without having to re-run the report.
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Hint:  Select “Only Print Active Cost Centers” to eliminate printing inactive cost centers.


	STEP 4 
	Proceed to the lower portion of the Report Parameters page (Scroll Area) to enter your cost center information.  Use the SpeedType field for ease of data entry.  Note the addition and subtraction buttons in the upper right corner of the Scroll Area: [image: image5.png]


.  The presence of these buttons indicates that multiple requests can be submitted for the Run Control.  To insert additional requests, click on the plus button.

Hint:  Click on the [image: image6.png]Reguest No:



 button to display all the From and To boxes.
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	STEP 5
	Use the directional arrows or the View All link in the Scroll Area header to view multiple Run Control requests.   [image: image8.png]
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	STEP 6
	(1) Click on the Save button in the lower left corner of the page to save the Run Control, then (2) click on the Run button.
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Hint:  The word Saved will flash in the upper right-hand corner of the page then disappear.


	


	STEP 7
	The Process Scheduler Request page appears.  All of the necessary information defaults in.  Click the OK button.
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Hint:  Since version 8.4 is web-based, report programs run on a central server which means that you will not see the various report icons (SQR, Crystal) on your desktop. Instead, when you click on the Run button, the task of running the report is turned over to the Report Manager and report output is accessed through the Report Manager link located on report parameter pages or through the menu when the report task is completed.
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Use the Process Monitor link on report parameter pages to check whether the report is finished.


	STEP 8
	You are returned to the Report Parameters page.  Click on the Report Manager link (top center) to retrieve the report.
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Click on the Report link (i.e.:  UGLS1074  ).
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	STEP 9
	Multiple files have been created as a result of your report request.  Click on the file link (i.e.: UGLS1074 694.PDF  ) to view the information in Acrobat.  The application extension .PDF is for Acrobat Reader software.
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	STEP 10
	View the report in Acrobat.
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Hint:  Use the icons to magnify [image: image17.png]


 or search [image: image18.png]


 the report.




	STEP 11
	Close the report file and return to the File List.  Click on any of the .csv files to view the various sections of the report in an Excel format.  These files contain the same information that is displayed in the .pdf file.
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Save the following 8 files by right clicking on the file name and selecting “Save Target As…” to your C:\TEMP directory, making sure NOT to change the original filename:

Dept_Verification_Template.xls

UGLS1074_Verification_ Worksheet.csv

UGLS1074_Z7_Work_File_1.csv

UGLS1074_Z7_Work_File_2.csv

UGLS1074_Z7_Work_File_3.csv

UGLS1074_Z7_Work_File_4.csv 
UGLS1074_Z7_Work_File_5.csv

UHS_Create_Verification_Wksht.xls
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	STEP 12
	When saving the files, if the following message appears, select “Yes” to overwrite a prior 1074’s filename.
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	STEP 13
	Once all the files are copied to your C:\TEMP directory, open Windows Explorer on your machine and browse to the C:\TEMP folder.

Open the file “UHS_Create_Verification_Wksht.xls”.
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If prompted, select “Enable Macros”.
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	STEP 14
	Click the button “Click Here to generate…” and your worksheet will be produced.

[image: image24.png]Click here to generate a Department Verification Worksheet

3

This workhook will close after you click the pushbutton above.

How to Create the Department Verification Worksheet:

1. Click the pushbutton above.
2. Enter a unique filename for the Department Verification Worksheet

Otherwise, it wll be saved as a UGLS1074_Department_Verification XLS in your "My Docurents” folder.







	STEP 14
	Department Verification Worksheet is displayed.
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	EXPECTED RESULTS

(attach copies of supporting reports or panel shots, if desired)
	User can successfully generate the Department Verification Worksheet.
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