ORT UG

: USED FOR!

GLS1074-D

¢ verifying cost center transactions
¢ to look up prior budget period activity

¢ ability to print cost center reports on-demand, and for only reports & cost centers needed.

ARTMENT VERI

ICATION

and balances
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Access the

Financial Production database:

https://my.uh.edu/fs

Or, See the SignOn Financial Production job aid.

Remember to use
ALL CAPS

NAVIGATION

> GL

From the Menu select:
» Custom Reports

» Dept Verification Rpt (1074)\

Search:

| @

[> Wy Favarites
[ Business Processes
=~ Custom Reports

Menu

>

>
>

= GL

[» Computer Operations
[» vendors

[ Accounts Payable

[ Asset Management -

PSFT LS CR
DeptVerification Rpt (10743
Budget Summary {1063
Fund Euqty By Dept Range (016
Fund Eqty by Deptree (016403
Fund Egty by Fund Range {016E)
Enty by Deptree Lyl3 (060-0
Euqty by Deptree Lvl4 (07 0-B)
Direct Cost Expenditures
Indirect Cost Expenditures
Unbudgeted FE with Exp Budgets
Unbudneted FE with Exp/Rev Bud
AP
FO

Be sure to add
to “Favorites”!

Option:

In order to have more viewing of Voucher
panel, minimize the Menu by clicking on the
red minus sign.

It will then appear as an Expand button | AR

if needed again. b

[
[

3
>
>
4
4
4

>

7 Custom Reports

ly Favarites Yerification Rpt (1074}

Business Processes

Computer Operations Search by: Run Col

WVendars
Accounts Payable
Commitment Contral
General Ledger

Set Up Financials/Supply
Chain

Warklist

Tres Manager

Reporting Tools
PeoplaTools

Change Wy Passward
My Personalizations

My System Frofile

My Dictionary

I™ Case Sensitive
Search | Advanced Search

Find an Existing value | Add a New Value
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REPORT UGLS1074 - DEPARTMENT VERIFICATION

INSTRUCTIONS

0 Dept Verification Rpt (1074) panel:

Default tab is Find an Existing Value, to
look for a run control that you have
already set up.

»Click on  Search |to view a listing of
your established Run Control IDs.

»Then go to Step 2.

Or to Create a new Run Control:

»Click on the Add a New Value tab for="|
first time only. Fill in a meaningful and
specific name.

»Click on __*~4d

»Now proceed to Step 3.

Lo Search IAdvanced Search

Dept Verification Rpt (1074)
Enter any information you have and click Search. Leave fields blank for a list of all values.

/ Find an Existing Value | Add a New Yalue |

Search by: Run Control ID beagins with|

[ case Sensitive

Find an Existing Walue | Add a New Value

Dept Verification Rpt (1074}
Enter any infarmation you have and click Search. Leave fields blank far a list of all values.

|/ Find an Existing Value {_Add a Newvalue |

Search by: Run Control ID begins withl

[ Case Sensitive

Search | Advanced Search

Search Results

1-11 of 11

Run Control ID Languare Code

1064 English
1074-KMC English
Bal REY REPT KC English

PROJ GRT BUDGET STATUS KC English

Dept Yerification Rpt (1074)

lu" Find an E}{istinm Add a Hew Yalue

Run Control ID: |[Dept_verification_Rpt_1074

Add

Find an Existing Walue | Add 3 Mew value

QCIick once on the Run Control ID
name from the search results and it will
open the Report Parameters page for
that Run Control ID.

Dept Verification Rpt (1074)
Enter any information you have and click Search. Leave fields blank for a list of all values.

J Find an Existing Value ' Add a New Value

Search by: Run Control ID hegins with |

[ case Sensitive

Search | Advanced Search

Search Results
1-11 of 11

Run Control ID Languaije Code

1064 Enalish
1074-KMC English
BAL REY RPT KC English

PEO.J GRT BUDGET STATUS KCEnglish
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REPORT UGLS1074 - DEPARTMENT VERIFICATION

RUN PROCESS

9 The Report Parameters panel will | Report Pararieters '\

appear, Run Control ID: 107 4-KMC ReporiManager Process Monitar (R0

( A
HTEH H H H . P . ¥ summary by Budget Node Only

Fill in the following information: i stu:lﬂzz_zs Iﬂ_g Pt kil
P{| From FYiPeriod: Transactions [ AssetiLiahFund Equity

»Business Unit = 00765 / T f ¥ Rewxp T Budget Jrod ‘

H H o - ¥ Open Commitments [¥| Verification WorksH
(defaUIts to your bUSIneSS un_lt) I T Only Print Actve Cost Conters 1 1= S:ﬂ Commitments I combine ¥ Sm;ﬁte
»Populate the From/To FY fields = Balance Seet

First (4] 101 1 [M] Last
=Y E

desired Fiscal Year (NOTE: When entering
the From FY/Period information the To
FY/Period automatically fills in with what you
entered above, just type over with the correct
information if different.)

»Period = desired month

From: [5014 | [Q

From: [¥0021 =Y To: [V0021 =Y
From: [40001 | Q] To: [a0001 | Q)

From: |0000145/ Q) 1o:[c000145 Q)

B save QReIum(iSe#h +E Mexctin List ] | 1E Previous in List / BEkadd

Reqguest Mo I

1

SpeedType:

]

Period=fiscal month#:
Sept =1 Mar =7
Oct =2 Apr =8
Nov =3 May =9
Dec =4 Jun =10
Jan =5 July =11
Feb =6 Aug =12
13" month = 998

* = minimum selection for monthly verification.

FYI:
>Will create the desired printed reports, if
any.
»Will create the excel files needed to
make the Monthly Verification
Worksheet.

(All the above sections default to every option selected;
simply click on the check box adjacent to an option to de-
select it.)

NEW in 8.4:
If you want to request an entire department’s cost
center, this will not print those that are “inactive”. | Only Print Active Cost Centers

; This is only for cost center status, not for whether there is
“activity” or note.
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REPORT UGLS1074 - DEPARTMENT VE

RIFICATION

(4 Report Selection: default is all selected;
click to de-select any report not desired.™

{ Report Parameters

n Control ID:  1074-KMC

Beporthlanager Process Monitor

Run

(Section #)
(-1) Summary by Budget Node Only = shows

¥ Summary by Budget Node Only

1

*Business Unit:[00765 | Q]
From FY/Period: | 2004 ]
To FrPeriod: | 2004 9

[¥ Summary by Budget Mode and Account
[¥ Transactions [ AssetiLiabFund Equity
¥ RevExp [ Budget Jnl

rev & exp totals

(.2) Summary by Budget & Account = shows l

v i v
I Only Print Active Cost Cenfers | 7 Open Commitments F ve
¥ Soft Commitments

rev & exp individual account totals within

(.4) Open Commitment Transactions = detail of

" Balance Sheet

¥ combine ¥ Separate

rification Worksheet

cost centers SCIONAEE Find | View &l First [4] 1cr1 [P] Last
(.3) Transactions = options to choose: mesvestio | v [Some E - rrom: 0T TR
(.3a) Asset/Liab/Fund Equity = detail trans l ot e reoms o5E1 A
(:3b) E%p%vsltEeé ;) ;Cg\c/eitgll of actuals ledger [T -y QN g res 55T
(.3c) Budget Jnl = budget journal detail S I T L Q1 [coma1a8 a
trans.
B save] [ QRetunto Search | +SNextinList | |12 Previous inList | Badd]

open commitments
(.5) Soft Commitments = detail of rev & exp
trans. budget-checked but not posted yet
(.6) Summarized Bal Sheet = total trans by acct
Verification WorkSheet = new excel file
containing coversheet (that needs to be signed
& dated and retained for 3 years).

Combine & Separate are used to
designate how the Verification
Coversheet prints if using more than
one request/cost center.

9 Scroll Area Section:

SpeedType
>Enter the speedtype/code/chart for a

specific cost center to fill in all the \
opulate.
OR

chartfields automatically.
Enter desired chartfield information as

Tom TvPenod: 12004 1 2

ToFrPeriod: [2004] [ 4

¥ Transactions [ Asset/LiabFund Equity
M RewiExp [ Budget Jrnl

¥ Open Commitments
¥ Soft ¢
I Balance Sheet

| " Only Print Active Cost Centers |

[¥! verification Worksheet
¥ Combine ¥ Separate

RequestNo: [ +Fund: | Some El from:[o1e | @

= al

From: [V0021

From; [A0001 | (&
;|G000145

J: | Some

SpeedType:

*Project:

To:[5014 Q)

First (4] 10t 1 ] Last
=]

To: [V0021

Q)

»Press tab key and cost center will p
needed:

Fund = All or Some.
All = will select all funds
Some = to specify one or a range; must
indicate by entering a To and From
range in the text boxes that will appear

NOTE: Ability to run mul

centers/programs at one time

tiple depts./cost

Tom Fyenod: 12000 1 2

To Fy/Period: [2004 I—g

¥ RevExp

¥ Transactions [ Asset/Liah/Fund Equity

™ Budget Jrnl

¥ Open Commitments
¥ Soft ¢

I ™ Only Print Active Cost Centers |

¥/ verification Worksheet
¥ Combine ¥ Separate

I Balance Sheet

once ‘Some’ is selected.

Deptid = All or Some. Same applies as

above.

L

Prog = All or Some. Same applies as —
above.

ReguestNo: [ Fund; | Some H rom: 5014 \Q
—
1
*Demid:lsc'me E Frnm:l\mnz1

al *Prog; | Some j' From: [A0001 | (@]

E

From: [G000145

Project = All or Some. Same applies as
above.

If no other requests needed, skip to Step 8.

—/repmjedi I Some

Ul First [4 108 1 D] Last
To:[5012 1 Q) [+=]
To: [#0021 Q)

State
Designated
Auxiliary
Restricted
Grants

Endow. & Loans
Plant

IXXX
2XXX
3XXX
4XXX
5XXX
B6XXX
TXXX
9XXX

Agency
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REPORT UGLS1074 - DEPARTMENT VERIFICATION

@ If more than one request is desired:

>Click on the in the right hand corner
of the Scroll Area to insert 1 additional
request at a time.

Fill in speedtype/chartfields with
information for desired cost center(s),
same as Step 5.

To delete a Request:
»Click on the _— | to the right of the [+.]in

From FY/Period; | 2004 l—g
To FYPeriod: |2004 l—g

Report Parameters
Run Control ID:  1074-KMC Eepori htanager Process Monitor N
‘Business Unit: [70765 | (@ ¥ Summary by Budget Node Only

¥ Summary by Budget Node and Account
¥ Transactions [~ AssetiLiabFund Equity
¥ RevExp [ Budget Jrnl

| I” Only Print Active Cost Centers |

¥ Open Commitments
[ Soft Commitments

" Balance Sheet

[V verification Worksheet
[T combine ¥ Separate

1

RequesthI “Fund: | S0me d

“Deptia: [Some
SpeedType:

-]

From: [5014 | Q] To:
= from: [vooz1 =] To: [¥0021 Q)
*Prog; | S0me E From oo @ To: [A0001 | Q]

*Project: I Some

=l from: [co00748

Q] to:[e000145

ql

Q Return to Search | (45 Nextin List |

& save

+E Previous in List |

Ekadd

I " Balance Sheet

Eind | View 1

the Scroll Area. (Note: Your cursor has to
be in the field of the request that you wish
to delete before clicking on the minus
button.)

»The Request No. will change.

Can use the directional arrows or the View All
link in the Scroll Area header to view multiple
Run Control requests.

d

First (4] 1202 [P] Last

RequestMo: | sFund: | Some El o from:fpoia @ To:[5014 | @ -]
1
*Depﬁd:lsome Bl From: [voo21 To: [YOD21 =Y
\ SpeedType:
Q] prog: |Some :l' From: [A0001 (&) Ta: [A0001 | Q)
“Project; | S0Me =l me:|souo14s/ To: [5000145 Q)
Reqguest Mo: Fund: | A 2 / ll;l
2
*Deptid: | Some j From: | Ql To: =Y
SpeedType:
I < *Prog: | Al j‘

Indicates
number of
requests.

0 “Run” report:

Then click  Run |in the right hand

corner of window.

\

From Fy/Period: [2004 |_9
To FYPeriod: [2004 I_E

Report Parameters P
Run ControlID: 107 4-KMC Report Manader Process Monito Run_|
“Business Unit: [D0765 g el Summary by Budget Node Only

2l Summary by Budget Node and Account
¥ Transactions [~ Asset/Liab/Fund Equity

¥ RevExp [ Budget Jrnl

I " Only Print Active Cost Centers |

¥ Open Commitments
¥ Soft Commitments
[ Balance Sheet

[ Verification Worksheet
I combine ¥ Separate

Find | Wiew 1

First (4 12012 [¥] Last

Raiuast No | “Fund; [ Some H me:lW =Y To:lW Q =]
1 ‘Deptia: [Some El rrom:[voo21 el roefooz 4
lw:ﬂ ‘Prug:m Frum:lw g T|]:|m g
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REPORT UGLS1074 - DEPARTMENT VERIFICATION

@ Process Scheduler Request panel

appears. All the necessary information
defaults in. ONLY:

»Click __ 0K

You will be returned to the Report
Parameters panel.

task is completed.

Process Scheduler Request

User ID: CAYLORKM Run Control ID: 1074-KMC

Server Name: I -] Run Date: 06/29/2004 &

Recurrence: =l Run Time: 358:06PM Resetto Current DaterTima

Time Zone: =Y

Process List

Select Description Process Name Process Type “Type *Format

= Department Yerification Report UGLS1074 S0R Report Weh ~| |FDF -

OK ancel

/

HINT: Since version 8.4 is web-based, report programs are run on a central server which means
that you will not see the various report icons (SQR, Crystal) on the Taskbar of your
desktop. Instead, when you click on the Run button, the task of running the report is
turned over to the Process Monitor and report output is accessed through the Report
Manager link located on Report Parameter pages or through the menu when the report

@ Check the status of reports being
processed.

Report Parameters

Run Control ID: ~ 1074-KMC

»Click on the Process Monitor link (top
right) to view the progress of the
report being run.

»>Click on the to update

status on screen, as necessary.

o mmn e ks e
i NOTE: “Success” means report has '
. finished running successfully. 1
| .
‘* ——————————————————————— ’

»Click on the

" Process Instance 24171}

W Summary by Budget Node Only

~ Summary by Budget Node and Account

¥ Transactions [~ AssetiLiabFund Equity
¥ RevExp " Budget Jrnl

*Business Unit: IUU?55 Q
From FY/Period: |2004 |_9
To FY/Period: |2004 I_Q

| I Only Print Active Cost Centers |

W verification Worksheet
[” Combine ¥ Separate

¥ Open Commitments
W Soft Commitments
I Balance Sheet

First (4 1071 ] Lz

Find | View 1

ReguestNa: | sFuna: | Some 2 rromefs0re Q& Te:fs014 @ #]
1
peptict [30me | prom: [v0021 @ pe:fvooz q

{ Process List ' Server List

User ID: [CAYLORKN | Q| Type: | ] Last: [] [oays (] _Refrash |
Server: | =l name: | @ Instance: | to
Run Status: | | [ Save On Refres

First (' 10t 1 [P Last
Run Status

Custamnize | Find | View All | 5§

Instance Seq. Process Type rﬁ User Run Date/Time Details

Gl:l back tl:l Dept 'I.',I'E riﬁcatinn Hpt |:'1 |:|:|"4':| 1’24171 \J‘SQR Repart UGLS1074 CAYLORKM 0B8/29/2004 3:58:06PM COT  Success Details
to return to Report Parameters -
panel.
] Gio hack to DeptVerfication R@
B save)l  ([EMaity
Frocess List| Server List
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REPORT UGLS1074 - DEPARTMENT VERIFICATION

@ Once the report is done, to view it:

»Click on the Report Manager link (top —
center).

Report Parameters
Run Control ID:  1074-KMC Frocess Manitor Fun

~ Process Instance:24171™ >

*Business Unit: IUU755 al
From FY/Period: |2004 9
To FYPeriod: IEDM g

¥ Summary by Budget Node Onty

¥ Summary by Budget Node and Account
W Transactions [~ AssetiLiabFund Equity
¥ RewExp [ Budget Jrnl

| I Only Print Active Cost Centers |

¥ Open Commitments

¥ Soft Commitments
" Balance Sheet

-

[ Werification Worksheet

Combine ¥ Separate

Find | View 1

ReuueaiNu.| *Fung: | Some T Y To:[501¢ ([ E3
1
Deptia | Some Zl rrom [voozt Q To: IV0021 al
. . . . [ Blorer " List | Administration | Archives |
@ Find the report name/instance in the list,
and Folder: | | Instance: | to:] ml
Name: | Created On: | G Last l_ I -

Process

. Completion Report
. . i D pt ;
>C||Ck on the Ilnk Report Report Description Folder Name Date/Time D Instance
DEFPARTMENT VERIFICATION 06729704 7 1
REPORT General Ledger 40PN 11880 '\ \ZLHIL
2 ARY1020- POSTED YOUCHER LISTING General perRgn 11886 23697
Gao back to Dept Yerification Rpt {1074)
B save
Explorer | List | Administration | Archives
@ Report ID: 11880 Process Instance:. 2417_1/‘
File List: This is a list of all the files Name: UGLE1074 Process Type: SQR Report
associated with this report. (The .csv files Run Status:  Success
can be opened in Excel and saved as an Department verifization Repart
Excel document. They contain the same
information that is displayed in the .pdf file but | [tame File Size {iytes)  Datetime Created
. . . Dept Verification Templatexs 24 576 0B(28/2004 4:10:10.000000PM COT
!n qn Excel format.) The prmted report itself Messane Log 1,445 OE(28/2004 4:10:10.000000PM CDT
is listed as .PDF. UGLS1074 Section 1 transactions.csy 1,113 06i29/2004 4:10:10.000000PM COT
UGLS1074 Section 2 transactions.csy 4,938 06/29/2004 4:10:10.000000FPM CDT
UGLE1074 Section 3 Actual RE fransactions.csy 118 06/29/2004 4:10:10.000000PM CDT
UGLE1074 Section 4 transactions.csy 498 06/29/2004 4:10:10.000000PM CDT
UGLE1074 Section § transactions.cey a94 06/29/2004 4:10:10.000000PM CDT
UGLS1074 Verification Warksheet coy g1 OE(28/2004 4:10:10.000000PM CDT
- o . UGLS1074 Z7 Wark File 1.cev 118 OE(28/2004 4:10:10.000000PM CDT
»Click on the PDF file link to view report. | |ueistore 27 work file 2co0 118 06/20/2004 4:10:10.000000PM COT
UGLS1074 Z7 Wark File 3.cev 498 OE(28/2004 4:10:10.000000PM CDT
UGLS1074 Z7 Wark File d.cev &894 OE(28/2004 4:10:10.000000PM CDT
UGLS1074 Z7 Wark File 5cev 118 OE(28/2004 4:10:10.000000PM CDT
UHS Create Verification Whshixs 122,880 OE(28/2004 4:10:10.000000PM CDT
Under Constructionxls 6,152 06/29/2004 4:10:10.000000PM CDT
ucls1074 24171 PDF 33,856 OE(28/2004 4:10:10.000000PM CDT
Trace Filz Bi69 OE(28/2004 4:10:10.000000PM CDT
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REPORT UGLS1074 - DEPARTMENT VERIFICATION

@ Opens in it's own window. Use the PDF
viewer icons to:
-+ magnify,
-+ search the report, or,
-+ print any part or all.

T3 e /e Laat s e S e part R g 11744171 e
Fie Ve Favter ok beo =
- D) A DSemn GlFeste @i F| G Jb S )

] T Y ———— TR T T T T

Bl sescor —vn &
I ot

[ B b

To Create the Verification Worksheet: See
the job aid:

Report 1074 Create Excel File
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