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VT_ORIGN_

Contracts Queries

NTRCT_LN_BAL_ADDRESS — ORIGN Cntrct LineBal Vndr Add

Purpose Lists all open contracts for an origin as of a prompted date including address
information (sequence line 1) for the contractor

Prompts Origin, expiration date (not less than)

Columns Origin, contract, vendor name, vendor ID, header description, begin date,
expiration date, status, maximum amount, contract line number, released amount,
line description, prompted expiration date, address, city, state, zip code

VT_ORIGN_CONTRACT_BALANCE — ORIGN Contract Remain Bal \

Purpose Lists all open contracts for an origin as of a prompted date and includes released
and remaining obligation amounts

Prompts Origin, expiration date (not less than)

Columns Origin, contract, vendor ID, nhame, description, begin date, expiration date, status,

maximum amount, amount released to PO, remaining obligation, prompted
expiration date

VT_ORIGN_

ONTRACT_LN_DESCR_BAL- ORIGN Contract LineDescr & Bal

Purpose Lists all open contracts for an origin as of a prompted date
Prompts Origin, expiration date (not less than)
Columns Origin, contract, vendor name, vendor ID, header description, begin date,

expiration date, status, maximum amount, contract line number, released amount,
line description, prompted expiration date

VT_ORIGN_MSTR_CNTRCT_INFO — MSTR CNTRCT INFO BEGIN DT FROM

Purpose Lists all contracts and current information from a particular origin that has used a
master contract

Prompts Origin, contract start date

Columns Origin, buyer, vendor, vendor name, master contract ID, contract, description,

contract status, begin date, expiration date, maximum amount, contract line
number, line status, total line amount released, category code, category
description, line info, date query run, prompted contract start date

VT_ORIGN_MSTR_CNTRCT_PO_DTL — Master Contracts with PO DTL

Purpose Lists all PO’s and associated contract used on a master contract for a given origin
Prompts Origin, expiration date (not less than)

Columns Origin, buyer, vendor ID, vendor name, master contract ID, contract, description,

contract status, begin date, expiration date, maximum amount, contract line
number, line status, total line amount released, category code, category
description, line information, PO business unit, PO buyer, PO number, PO
accounting date, line number, schedule number, line distribution number, PO
status, PO amount, query run date, prompted expiration date, PO cancel status




June 2016 Version
Page 3 of 41

VT_ORIGN_

STR_CNTRCT_POACCDATE — Mstr Cntrct PO Dtl Acctg Dates

Purpose Lists all PO’s and associated contract used on a master contract for a given origin
(similar to VT_ORIGIN_MSTR_CNTRCT_PO_DTL except this is run on PO date
instead of contract term dates)

Prompts Origin, range of accounting dates

Columns Origin, buyer, vendor ID, vendor name, master contract ID, contract ID,

description, contract status, beginning date, expiration date, maximum amount,
contract line number, line status, total line amount released, category code,
category description, line information, PO business unit, PO buyer, PO number, PO
accounting date, line number, schedule number, distribution line, PO status, PO
amount, query run date, PO cancelled status, prompted range of accounting dates

VT_PERF_CONTRACTS - Perf Cntrcts by Origin & Date

Purpose Lists all performance-based (“Challenges for Change”) contracts with a Begin Date
that falls within the date range specified. This query is used to review performance
contract information entered and will only list those contracts where the
Performance Measures checkbox has been checked.

Prompts Origin and a range of contract begin dates

Columns All fields on the Performance Contract page: contract id, origin, description, begin

and expire dates, vendor id and name, contract status, approval status,
performance measures Y/N, amount and funding splits, user ID and the date the
page was last updated

VT_PERF_C

DNTRACTS_EXCL_GRNTS - Perf Contracts List w/o Grants

Purpose This query is the same as the VT_PERF_CONTRACTS query, except that it excludes
contracts with a Category ID = 00941 which is Grants. If a business unit does not
use the contracts functionality for grants monitoring, both queries will return the
same results.

Prompts Origin and a range of contract begin dates

Columns All fields on the Performance Contract page: contract id, origin, description, begin

and expire dates, vendor id and name, contract status, approval status,
performance measures Y/N, amount and funding splits, user ID and the date the
page was last updated

VTPOOO04A — Expired Contracts \

Purpose Lists "Open”, “Canceled” & “On-Hold"” contracts with a start date before a given
date

Prompts Set ID, origin, buyer and contract beginning date

Columns Origin, buyer, contract, description, vendor, name, beginning date, status

VTPO004B — Expired Contracts Before Prompt Date |

Purpose Lists “Available” contracts with an expiration date less than a given date

Prompts Set ID, origin (% may be used for all), buyer (% may be used for all), Expiration
date less than

Columns Origin, buyer, expiration date, contract number, description, vendor, name,

maximum amount, total amount released, amount released, open amount released




June 2016 Version
Page 4 of 41




June 2016 Version
Page 5 of 41

Contract Reports

Contracts Due to Expire (VTPO004B)

Report Information

Purpose of the Report

This report lists the all contracts that are past their expiration date.
Type of Report

Crystal

Navigations (Path) to the Report

Purchasing > Procurement Contracts > Reports > VT Contracts to Expire

Report Execution Procedure

Run Control Notes:

e Select an existing Run Control ID or add a new one.
e For Reports that are run regularly, user should select a Run Control ID naming system that can
be easily identified (e.g. Run_VTPOO004B_Contracts_Due_To)

Repao -0 e ce Ol DEIO
In This Field/Link Action Notes
SetID Enter desired SetID Click on magnifying glass to
lookup SetID
Click on magnifying glass to
Origin Enter desired Origin lookup Origin; leave blank to
select all
Click on magnifying glass to
Primary Buyer Enter desired Buyer lookup buyer; leave blank to select
all
Through Date Enter desired Date g;;gk on calendar page to select
Process Scheduler page loads.
R Click the “Run” button | List of Origins report should be
un selected.
Server Name Select “PSNTCR” This is the server for Crystal
Reports
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Report Steps see screenshot below

Web is recommended, but you
Type Choose desired value may also choose to have report
printed, emailed, or saved to file.

Format Choose desired value PDF is recommended.

This runs the report and returns
ok Click the “Ok” button | you to the Report Request
Parameters page.

e To view the processing
status of the report.

Process Monitor CIich the _Process e Click refresh until the Run
Monitor link Status displays “success”
and the Distribution Status
displays “posted”.
Details Click the Details link Opens the Process Detail page.
Click the View

View Log/Trace Opens the View Log/Trace page.

Log/Trace link

Click this link for the

vtpo004b ####H#HtH#.PDF PDE file

This opens the report.
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Reort Reuest Parameters Pag
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Process Monitor Page
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VISION FINANCIALS
Open Purchase Order (POROLO001)

Report Information

Purpose of the Report
Reviews open POs for the budget year-end process.

The information for the PO distribution lines appear in this report if their encumbrances still remain on
the KK_LIQUIDATION table.

Type of Report
SQR
Navigation (Path) to the Report

Purchasing > Purchase Orders > Budget Year End Processing > Open Purchase Order
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Report Execution Procedure

Run Control Notes:

e Select an existing Run Control ID or add a new one.
e For Reports that are run on a regular basis, user should select a Run Control ID naming
convention that can be easily identified (e.g. Run_POROLO001)

In This Field/Link

Action

Notes

Business Unit

Enter Business Unit or
use lookup to select.

Leave field blank to select all
Business Units.

Enter Ledger Group or

Leave field blank to select all

select

Ledger Group use lookup to select. Ledger Groups.
Enter Vendor ID or use | Leave field blank to select all
Vendor ID
lookup to select Vendor IDs.
Enter From date or use
From Date pop-up calendar to An entry in this field is required.
select
Enter As of Date oruse | o1 field blank to include all
As of Date pop-up calendar to

dates up to the current day.

Chartfield Selection

Select the chartfields
you want included.

You can also change the order
each chartfield appears on the
report.

Run

Click the “Run” button

Process Scheduler page loads.
List of Origins report should be
selected.

Server Name

Select “PSUNX”

This is the server for SQR Reports

Web is recommended, but you

Type Choose desired value may also choose to have report
printed, emailed, or saved to file.
Format Choose desired value PDF is recommended.

Ok

Click the “Ok” button

This runs the report and returns
you to the Report Request
Parameters page.
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In This Field/Link

Action

Notes

Process Monitor

Click the Process
Monitor link

e To view the processing
status of the report.

e Click refresh until the Run
Status displays “success”
and the Distribution Status
displays “posted”.

Details

Click the Details link

Opens the Process Detail page.

View Log/Trace

Click the View
Log/Trace link

Opens the View Log/Trace page.

POROLOO1-###H####.PDFE

Click this link for the
PDF file

This opens the report.
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Run Control ID Page
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Process Scheduler Request Page
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Process Detail Page
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Example of Report Output
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VISION FINANCIALS
Quote Groups by Vendor Report (VTPOO006)

Report Information

Purpose of the Report

This report lists the each group ID that a given vendor is part of.
Type of Report

Crystal

Navigations (Path) to the Report

Purchasing > Request for Quotes > VT Vendor Group Quote List
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Report Execution Procedure

Run Control Notes:

e Select an existing Run Control ID or add a new one.
e For Reports that are run regularly, user should select a Run Control ID naming system that can
be easily identified (e.g. Run_VTPOO006_Quote_Groups_by Ve)

In This Field/Link

Action

Notes

SetID

Enter desired SetID

Click on magnifying glass to
lookup SetID

Enter desired VVendor

Click on magnifying glass to

Vendor ID ID lookup Vendor 1D
Process Scheduler page loads.
— Click the “Run” button | List of Origins report should be
selected.

Server Name

Select “PSNTCR”

This is the server for Crystal
Reports

Web is recommended, but you

Type Choose desired value may also choose to have report
printed, emailed, or saved to file.
Format Choose desired value PDF is recommended.

Ok

Click the “Ok” button

This runs the report and returns
you to the Report Request
Parameters page.

Process Monitor

Click the Process
Monitor link

e To view the processing
status of the report.

e Click refresh until the Run
Status displays “success”
and the Distribution Status
displays “posted”.

Details

Click the Details link

Opens the Process Detail page.

View Log/Trace

Click the View
Log/Trace link

Opens the View Log/Trace page.

vtpo006 ##H#H#H##H.PDF

Click this link for the
PDF file

This opens the report.
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Run Control ID Pag
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Process Scheduler Request Page
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Process Detall Pag
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Example of Report Output
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VISION FINANCIALS
Unapproved Contract Beyond Start Date (VTPOO04A)

Report Information

Purpose of the Report

This report lists the all contracts that are unapproved and are beyond there start date.
Type of Report

Crystal

Navigations (Path) to the Report

Purchasing > Procurement Contracts > Reports > Unapproved Contracts-StartDt
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Report Execution Procedure

Run Control Notes:

e Select an existing Run Control ID or add a new one.
e For Reports that are run regularly, user should select a Run Control ID naming system that can
be easily identified (e.g. Run_VTPOO004A_Unapproved_Contra)

In This Field/Link

Action

Notes

SetID

Enter desired SetID

Click on magnifying glass to
lookup SetID

Origin

Enter desired Origin

Click on magnifying glass to
lookup Origin; leave blank to
select all

Primary Buyer

Enter desired Buyer

Click on magnifying glass to
lookup buyer; leave blank to select
all

Through Date

Enter desired Date

Click on the calendar page to
select date

Run

Click the “Run” button

Process Scheduler page loads.
List of Origins report should be
selected.

Server Name

Select “PSNTCR”

This is the server for Crystal
Reports

Web is recommended, but you

Type Choose desired value may also choose to have report
printed, emailed, or saved to file.
Format Choose desired value PDF is recommended.
This runs the report and returns
ok Click the “Ok” button | you to the Report Request

Parameters page.

Process Monitor

Click the Process
Monitor link

e To view the processing
status of the report.

e Click refresh until the Run
Status displays “success”
and the Distribution Status
displays “posted”.

Details

Click the Details link

Opens the Process Detail page.

View Log/Trace

Click the View
Log/Trace link

Opens the View Log/Trace page.

vtpo004a ######.PDF

Click this link for the
PDF file

This opens the report.
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Process Scheduler Request Page
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Example of Report Output
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VISION FINANCIALS
Vendor Bid Return Labels (VTPOOO03A)

Report Information

Purpose of the Report

This output of this report is RFQ bid return labels and is meant to be printed out on mailing label
paper.

Type of Report
SQR
Navigations (Path) to the Report

Purchasing > Purchase Orders > Reports > VT Vendor Mailing Labels
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Report Execution Procedure

Run Control Notes:

e Select an existing Run Control ID or add a new one.
e For Reports that are run regularly, user should select a Run Control ID naming system that can
be easily identified (e.g. Run_VTPOO003A_Bid_Return_Labels)

In This Field/Link

Action

Notes

Business Unit

Enter desired Business
Unit

Click on magnifying glass to
lookup Business Unit

Click on magnifying glass to

RFQ ID Enter desired RFQ ID lookup RFQ ID
Process Scheduler page loads.
— Click the “Run” button | List of Origins report should be
selected.

Server Name

Select “PSUNX”

This is the server for SQR Reports

Process List

Select “SQR Print Bid
Return Labels”

It’s process name is VTPOO03 A

Web is recommended, but you

Type Choose desired value may also choose to have report
printed, emailed, or saved to file.
Format Choose desired value PDF is recommended.
This runs the report and returns
Ok Click the “Ok” button | you to the Report Request

Parameters page.

Process Monitor

Click the Process
Monitor link

e To view the processing
status of the report.

e Click refresh until the Run
Status displays “success”
and the Distribution Status
displays “posted”.

Details

Click the Details link

Opens the Process Detail page.

View Log/Trace

Click the View
Log/Trace link

Opens the View Log/Trace page.

vtpo003a #######.PDF

Click this link for the
PDF file

This opens the report.
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Process Scheduler Reguest Page
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Process Detall Page
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Example of Report Output
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VISION FINANCIALS
Vendor Mail Labels (VTPOO003)

Report Information

Purpose of the Report

This output of this report is RFQ Mailing labels and is meant to be printed out on mailing label paper.
Type of Report

SQR

Navigations (Path) to the Report

Purchasing > Purchase Orders > Reports > VT Vendor Mailing Labels
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Report Execution Procedure

Run Control Notes:

e Select an existing Run Control ID or add a new one.
e For Reports that are run regularly, user should select a Run Control ID naming system that can
be easily identified (e.g. Run_VTPO003_Vendor_Mailing_Lab)

In This Field/Link

Action

Notes

Business Unit

Enter desired Business
Unit

Click on magnifying glass to
lookup Business Unit

Click on magnifying glass to

RFQ ID Enter desired RFQ ID lookup RFQ ID
Process Scheduler page loads.
— Click the “Run” button | List of Origins report should be
selected.

Server Name

Select “PSUNX”

This is the server for SQR Reports

Process List

Select “SQR Print
Mailing Labels”

It’s process name is VTPO003

Web is recommended, but you

Type Choose desired value may also choose to have report
printed, emailed, or saved to file.
Format Choose desired value PDF is recommended.
This runs the report and returns
Ok Click the “Ok” button | you to the Report Request

Parameters page.

Process Monitor

Click the Process
Monitor link

e To view the processing
status of the report.

e Click refresh until the Run
Status displays “success”
and the Distribution Status
displays “posted”.

Details

Click the Details link

Opens the Process Detail page.

View Log/Trace

Click the View
Log/Trace link

Opens the View Log/Trace page.

vipo003 #####HH#.PDF

Click this link for the
PDF file

This opens the report.
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Process Scheduler Reguest Page
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