DWA Project PeopleSoft EPM 8.8 - Running Reports

Running the SDCS Budget Transaction Detail Report

Step 1:

Navigation: EPM Reports - SDCS Budget Transaction Detail = Add a New Value or Find an Existing
Value

SDCS Budget Transaction Detail

EHH
SD EPMSSDEV
UsD

Home Add to Favorites

[~ EPM Reports Mewe Waindow | Help | o5,

Budget Tr

SDCS Budget Transaction Detail

= get Status Report
— Testing EPM Porfal 33
— Visiting Teacher Repott J Find an Existing Value '} Add a New Value

—SDCS Pawrall Expense
—“‘—gﬁﬁfﬂg“d BLCE Run Control ID: BUDGET_TRANS_DETAIL |
[> General Ledger
[: Scorecards Add
[ Key Perfarmance Indicators
[> Project Portfolio
Management Find an Existing Yalue | Add a Mew Yalue
[ Custarmer Analtics
= Waorkforce Analytics
[* Financial Services Industries
[ Global Consaolidations
[ ABM Analysis
[ ABM Setup Definitions
[ Activity-Based Budageting
[= Entprse Warehaouse
Processing
[- Entprse Warehaouse

Dimensions
[: Enternrice Nata Eviraction

(Note: It is recommended that you created a new Run Control ID the first time you run this new Fall ’08
version of the Budget Transaction Detail in EPM.)

You can either add a new Run Control ID or click Search to get a list of existing Run Control IDs to
select from. To add a new Run Control ID click on the “Add a New Value” tab and type in your Run
Control ID (i.e. BUDGET_TRANS_DETAIL) and click Add.
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Step 2:
SDCS Budget Transaction Detail criteria page

EHH
SD EPMSSDEV
UsD

Haorme:

=3

Commitment Control Budget Transaction Detail Report

Run Control ID:  BUDGET_TRAMS_DETAIL ReportManager  Process Monitor 40

Language:

Report Request Parameters

Unit: | SDUSD <, SanDiego Unified School Dist Ledger Group |EXFENSE |,
Accounting Period From: I:IQ Accounting Period To: I:IQ Fiscal Year: I:IQ

Order By | Depatment  w
Refresh |

1 of 1

First

ChartField Selection Custornize | Find | 2

Seguence ChartField Hame % Value To Value

] O | @ | &

B save | [=] Motify | Ertdd

Mewy Window | Help | Custornize Pane |

|pdateDisplay |

hEkEp

Click the Refresh button to fill-in the list of ChartFields. A new Run Control ID will start with nothing in

the ChartField Selection section of the screen.
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Step 3:
SDCS Budget Transaction Detail criteria page

R
SD EPM8SDEV
Usbh

Home A to Favaorites

B3
Mew Window | Help | Custamize Page

Commitment Control Budget Transaction Detail Report

Run Control ID:  BUDGET_TRAN_DETAIL Repor Manager  Process Monitar _odn |

Language: b

Report Request Parameters

Unit: Q San Diego Unified School Dist LedgerGruupQ

Accounting Period From: I:IQ Accounting Period To: I:IQ Fiscal Year: I:l(l
Order By
Refrash |

ChartField Selection Customize | Find | B First ) 1-17 of 17
Sequence ChartField Name %\M To Value
Department | |Q | |Q
Resaource | |Q | |Q
Budget Reference | |Q | |Q
Account | |Q | |Q
Program Code | |Q | |Q
| 6| ClassField | a | Q
Fund Code | | e}
Extended | a | Q

3| PC Business Unit O | o | [}
o | Q| |<1
sty O | Q| a
Source Type | | |Q | |Q
Resource Afiiliate | | |Q | |Q
Fund Affiiate O | la | [}
[ 15| amliate 0o | & | la
' Budget Period | |C‘l | |Q

17| Statistics Code O | o | [

B save | [ET] hetify Ebidd | Updatemism'
|

Check the Include CF box for all the ChartFields you want to include on the report and SAVE the Run
Control ID.
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Step 4:
SDCS Budget Transaction Detail criteria page, ChartField Selection section

ChartField Selection Customize | Find | e First B0 417 of 47
Sequence ChartField Name nCCE value To Value

| | a
Resaurce | Q| |
Budget Reference | Q| I
| a | of
Frogram Code | |Q | |Q.
El Class Field | & | |(£
| o | o,
Extended | |Q | | .
| o] BudgetPeriod | la | |Q‘
PRI PO J e ——

Saving the Run Control 1D will bring your selected ChartFields to the top of the screen, and will be ready
for you to enter your criteria.
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Step 5:

SDCS Budget Transaction Detail criteria page

Eid
SD EPM88DEV
usp

Home | MWorklist | MultiChannel Console | Addto Favortes | 4
' -
Mew YWindow | Help | Customize Page’

Commitment Control Budget Transaction Detail Report

Run Control ID:  BUDGET_TRAN_DETAIL ReportManager  Process Monitor __dn

Language: English w

Unit: |SDUSD Q. San Diego Unified School Dist Ledyer Group | EXPEMNSE O\
Accounting Period From: Q Accounting Period To: O\ Fiscal Year: 2008|

Order By | Department  +
Fefrash |

ChartField Selection Custarnize | Find | o First (U 4.47 of 17 LE

Seguence ChartField Hame I"%‘;devalue To Value

Department (0003 o |ooos [s%
Resource | |Q | |Q
Budget Refarence | |Q | |Q
4 Account 4000 [SERRETEY [s%
Prograrm Code | | [
8] ClassFiely | @ | a
Fund Code | | e
Extended | a | @
8| BudgetPeriod 2008 @ 2008 [s%

L rongumame B e 8 e,

Enter your criteria for the report. In this example,

Accounting Period From and To is set to 3 which is the month of September.
Fiscal Year is set to 2006.

Department is set to 0003.

Account is set to 4000 — 5999.

Budget Period is set to 2006.
This will show us all the expenses for DeptID 0003 in accounts 4000-5999 for September of 2006.
SAVE and RUN.

SDCS Budget Transaction Detail EPM Job Aid (2).doc 50f9 10/31/2008



DWA Project

PeopleSoft EPM 8.8 - Running Reports

Step 6:

Process Scheduler Request page

Process Scheduler Request

Process List

User ID; 134146 Run Conitrol ID: BUDGET_TRANS_DETAIL
Server Name: FSNT * | Run Date: 09/ 752007 &)
Recurrence: Run Time: | 3:11:38PM Resetto Current DaterTime |

Time Zone: Q

ek

v

PDF

v | Distribution

Select |Description Process Name Process Type *Type *Format Distribution
Budnet Transaction by Dept S0GLAN0A SCOR Process
[o]24 Cancel

Enter the following information:

Server Name

PSNT

Select Checkbox

Select checkbox for the report SDGLS8005

Process Type SQR Process
Type Web
Format PDF

Enter your information, and then click OK to run the report. PeopleSoft runs the report and returns you to
the Budget Transaction Detail criteria page.
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Step 7:

To view status of the process while the report is running, click the Process Monitor link from the Budget
Transaction Detail criteria page.

SDCS Budget Transaction Detail criteria page

i
SD EPMSSDEV
usp Hotme

Wiarklis WutiChannel Console | Add to Favorites
B o
Meve Window | Help | Customize Pagle‘

Commitment Control Budget Transaction Detail Report

Run Control ID:  BUDGET_TRAN_DETAIL ReportMananer (- Process honitor }Run |
- English W

Language;:

Unit: |SDUSD 2, San Diegao Unified Schoal Dist Ledger Group |EXPENSE |3
Accounting Period From: Q Accounting Period To: Q Fiscal Year: 2006

Vo v VP

Order By | Department

Sy bl S PSP U SN j

Process Monitor Process List page

Process List

View Process Request For

User ID: (134146 QL Type: | V|Last: [ 1 |pays v Refresh |
Sewer: _ Name: I—Q Inslance:| to |
Run Distribution | "l [#]Save On Refresh
Status: Status
Process List Customize | Find | Wiews Al | &= # First 4] 150 or 51 O Last
Select (Instance ’rFru:essT e :r:::ss fu:er Run Date/Time Run Status D' |h|.|t|on Details
1499706 COBOL SaL GLPPPOST % 134146 09M7/2007 :30:00FPMFDT  Queued Dietails
1499698 S0R Process SDGLENNS 134146 091702007 311:38PM PDT  Processing Mg
1499696 COBOL SAL GLPPPOST F 134146 08472007 3:20:00PM PDT  Success Posted Dietails
1499695 COBOL SAL GLPPPOST F 134146 084 7/2007 310:00PM PDT  Success Posted Details

Click the Refresh button to update this page with the latest system activity.

When the Run Status is Success and the Distribution Status is Posted, then report is done. Click on the
Details link to open the Process Detail page.
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Step 8:

Process Detail page

Process Detail

Instance: 14996498 Type: S0R Process
Name: SDGLE00S Description: Budget Transaction by Dept
Run Status:  Success Distribartion Status: Fosted
Rn |
Run Control ID: BUDGET_TRAMS_DETAIL Holil Request
Location: Server Queue Request
Server: PENT Cancel Request
Recurrence: O Detete g
Restart Request
Acions |
Request Created On: 09/17/2007 3:17:19PM PDT Parameters Transfer
Run Anytime After: 091 7/2007 3:11:38PM PDT Message Log
Began Process At 0917/2007 3:17:.26FPM PDT Batch Timings
Ended Process At: 0941 752007 3:25:07PM PDT Wiew Loo/Trace

Click the View Log/Trace link to open the View Log/Trace page.

View Log/Trace page

View LogiTrace

Report 1D: 17452845 Process Instance: 175114 Message Log
Hame: SDGLeO0ns Process Type: S0R Process
Run Status: Success

Budget Transaction by Dept

Distribution Node: PSREPORTS Expiration Date: [ 10/30/2008 |

File List
e File Size es Datetime Created

SDGLE00S 175115.PDF 56,0549 1002372008 1:08:26.137000PM PDT
S . 748 1002372008 1:08:26137000PM PDT
SOR SDGLands 17511400 1,695 1002372008 1:08:26.137000PM PDT
Distribute To
Distribution 1D Type *Distribution ID
Uzer 134146

Click the SDGL8005 175115.PDF link to open the report.
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Step 9:
The SDCS Budget Transaction Detail Report opens in Adobe Acrobat.
SDCS Budget Transaction Detail Report

Peoplesort GL

Report ID: SDOLA00S - EPMOSDEV BUDGET TRANSACTION DETAIL Bage No. 1

Bus. Unit: SDUSD--San Diego Unified School Dist Run Date 10/23/2008
Ledger Grp: EXPENSE  -- EXPENSE Budget CC Lagr Grp Run Time 13:08:11

Tran Type: All Types
and Dept - *0003° and AcCt betwsen '4000° ang °5999' and Bud Per -

ana Acctg Per - 3

Budget Balance Budget  Pre Encusbersd Encumbered Expended
Post Date Transsction Document ID Line Reference — Description Amount Amount Amount Amount Amount
DeptIDn Resource Dud Bef  Account Program Class Fund  Extended Budget Period
0003 00000 4301 1000 1110 01000 0000 2006

DeptID 0003 - Adams Elementary Resource 00

- Unrestricted Account 4301 - Instructional Supplies

09/14/2005 REQ_FREENC 0000034020 1 122030/polyses-thru string envelope #869-901 0.00 7580 0.00 .00
10/12/2007 GL_BD JRNL COD0058814 03/15/2005/Transfer of appropriations for School S 0.00 0.00 o.00

Fumper of Transactions 2 Totals 1,840.00 79.90 D.00

DeptIn Resource Bud Ref Account Erogram (Class  Fum Extended Budget Period

0003 oooo0 0 4301 1000 1110 01000 1610 2008

DeptID 0003 - Adams Elementary Resource 00000 - Unrestricted Account 4301 - Imstructional Supplies
10/12/2007 GL_BD JRNL COD0055814 03/18/2005/Transfer of appropriations for School S -1,B840.00 0.00 0.00 0.00
10/12/2007 GL_BD_JRANL COD0058814 09/18/2005/Transfer of appropriations for School S 1,840.00 o.00 0.00 o.o0

Fumber of Transactions 2 Totals 0.00 0.00 0.00 0.00
DeptID Resource Bud Ref Account Erogram (Class  Fumd Extended Budget Period

0003 oooon 4501 8100 1110 01e00 0000 2008
DeptID 0003 - Adams Elementary Resource 00000 - Unrestricted Account 4501 - Custodial Supplies

09/07/2005 AP_VOUCHER 00152058 a Mo BO. WAXTE-001/SAFESKTN LATEX LITE PWDR 0.00 o.00 0.00 £0.39
09/07/2005 AP VOUCHER 00152058 3 No FO. WAXIE-001/SAFESKIN LATEX LITE FWDR 0.00 o.00 D.00 60.%9
©9/07/2005 AP_VOUCHER 00152058 2 Mo BO. WAXIE-001/20755 ENVISION (CROWN) BROWN 0.00 0.00 0.00 77.84
09/07/2005 AP_VOUCHER 00152058 1 No PO. WAXIE-001/33X39 1.3 MIL BLACK SUPER STAR 0.00 0.00 0.00 48.29
©9/07/2005 AP_VOUCHER 00152058 5 Mo FO. WAXTE-001/MICRO 45 MANGO / BX=-EER 0.00 0.00 0.00 162.27
©8/22/2005 AP _VOUCHER 00155210 1 Mo FO. WAXIE-001/92053 SANIFRESH GENTLE LTH 0.00 o.00 0.00 76.78
9/22/2005 AP_VOUCHER 00155209 a No FO. WAXIE-001/13280 PREFERENCE MULTI-LAYER 0.00 o.00 D.00 158.30
©9/22/2005 AP_VOUCHER 00155209 3 Ho FO. WAXIE-001/20755 ENVISION (CROWN) BROWN o 0.00 64.87
09,/22/2005 AP_VOUCHER 00155205 2 Mo BO. WAXTE-001/041 WAXTE SEAT COVERS o 0.00 32.27
09/22/2005 AP VOUCHER 00155208 1 Mo FO. WAXIE-001/33X3% 1.3 MIL BLACK SUPER STAR o 0.00 B0.49
Kumber of Transactions 10 Totals -B23.08 0. 0.00 B231.09
DeptIn Resource Dud Ref Account Erogram (Class Fumd Extended Budget Pariod
0003 oogoo oo 4517 3140 1110 01000 0000 2008
DeptID 0003 - Adams Elementary Resource 00000 - Unrestricted Account 4517 - Medical Supplies
©9/02/2005 CM TEMXTN 0000001982 36954 000000000000001982 EMSEOT0S HEALTH HISTORY ENG 1 0.00 0.00 D.00
09/02/2005 CM_TRNXTN _ 0000002751 36968 000000000000002751 BMSEOT08 STUDENT ENROLL ENG 1 0.00 0.00 0.00
TRAN TYFE DESCRIPTION TRAN TYPE DESCRIPTION TRAN TYPE DESCRIPTION TRAN TYPE DESCRIPTION TEAN TYPE DESCRIPTION
RP_ACCT LN Voucher Gainm or Loss AR MISCPAY Miscellanecus Payment CM _TRMXTN = Cost Mgmt Tran GL_JOURNAL GL Journal BO_RAENC Recelpt Accrual Encumbrance
AP _VCHE NP Voucher Non Prorated AR BEVEST  Revenue Estimate EX_EXSHEET Expense Sheet PO_FOENC FO Encumbrance BQ_RAEXP Receipt Accrual Expenes
APF_VOUCHER Voucher Expense BD_JOURNAL Buadget EX_TAUTH Travel AUCNOTiZacion PO_POENCNF FO Kon Prorated Item REQ PREENC Reg Pre-Encunbrance

If you want to print the report, click on the Print icon =] from the Adobe menu, not the Internet
Explorer menu. The report will print to the printer of your choice.
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