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Purchasing Queries

Purchase Orders

VTPO017 — Item Categories by Buyer

Purpose Lists all item categories and corresponding accounting information assigned to a
buyer

Prompts Set ID, primary buyer

Columns Buyer, code, category, lead time days, account and account description

VTPOINFO — VT Cust Report of PO Spending

Purpose Lists all purchase orders and association contracts and transactions dates for a
department within a specified range of amounts

Prompts Business unit (use % for all), account (use % for all), fund (use % for all), PO start
date, PO end date, start monetary range amount, end monetary range amount

Columns PO ID, business unit, department name, PO date, item, item description, contract

number, PO quantity, amount, account description and code, fund and fund name,
vendor name and state

VTPORO0O03 - Recycled Items Purchased

Purpose Lists PO, quantity and price for a specific item purchased for a given business unit,
date range, and recyclable status

Prompts Business unit, item ID, item recycle flag, PO date range

Columns Item and description, business unit and department nhame, PO number, PO date,
vendor ID and name, PO line, PO quantity, unit of measure, price, recyclable
status; also repeats the prompted values

VT_CONTRACT_USAGE_REPORT |

Purpose Lists PO information for a contract used by a specified department during a
specified time range

Prompts Set ID, contract ID, PO date range, PO business unit

Columns Contract ID, contract line, line description, PO date, PO unit, PO number, PO line,
PO quantity, amount; also repeats prompted date range

VT_ENC_PO - Encumbrance to be Liquidated

Purpose Lists PO’s that are not fully liquidated and not in a complete or cancelled status
Prompts Business unit, PO date range
Columns PO unit, PO ID, PO status, voucher ID; also repeats prompted date range

CONTRACT_VCHR_PO - Contract Activity by Vendor

Purpose Lists all contract vouchers and PO’s for a vendor along with related contract
information

Prompts Vendor set ID, vendor ID, range of payment dates

Columns GL business unit, origin, contract ID, master contract ID, vendor ID, contract

description, contract beginning and expiration dates, contract maximum amount,
maximum line amount, total amount released on contract, voucher ID, voucher line
number, PO ID, PO distribution line number, voucher line amount, account and
payment date
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DUNT_TYPE_NOT_E - PO’s Without Expense Account

Purpose Lists all PO’s and associated accounting information that has an account other than
an expense account

Prompts GL business unit, range of PO dates

Columns GL business unit, PO business unit, PO ID, account and account name, fund and

fund name, program, class, project/grant, amount and PO date

VT_PO_BUY

R_ACTIVITY — Count & Amt Distrib Line

Purpose Lists all valid (not cancelled) PO’s for a buyer within a certain PO business unit and
date range

Prompts Buyer, PO business unit, PO date range

Columns Buyer, PO business unit, PO ID, PO date, PO line, PO description, requisition ID,

requisition line, total distribution lines, PO total

VT_PO_DETAIL_BY_VENDOR - PO Detail by Vendor

Purpose Lists all valid (not cancelled) PQO’s for a vendor and associated contract information
Prompts Set ID, vendor ID, PO business unit, PO date range
Columns Vendor ID and name, PO business unit, PO ID, PO date, PO status, PO line

number, item ID, PO description, category, PO quantity, unit of measure, price per
unit, total amount, contract ID and contract line number

VT_PO_ITEM_ID_USAGE_REPORT

Purpose Lists valid (not cancelled) PO, business unit and associated contract ID for a given
inventory item ID and PO date range.

Prompts Item ID, PO business unit (use % for all), PO date range

Columns Item description, PO business unit, PO ID, PO date, vendor ID and name, contract

ID, PO line number, PO quantity, unit price, PO line amount

VT_PO_MATCH_REQUIRED - PO Match Required Status T

Purpose Lists PO’s with a match status of “T” and associated voucher.
Prompts PO business unit, PO date range
Columns PO business unit, PO ID, PO status, PO date, match action, match status, PO ID,

PO line number, template, type, PO amount voucher; also repeats prompted date
range

VT_PO_REC

_REQUIRED - PO Receiving Required but Receipt Status is No

Purpose Lists PO’s not received with a receiving required status
Prompts PO business unit, PO date range
Columns Business unit, PO number, PO status, received status, PO date, PO line number,

receiving required status; also repeats prompted date range

US_REPORT - Prompts for BU and range of dates

Purpose Lists the current status of all PO’s within a business unit along with contract
information.

Prompts PO business unit (use % for all), PO date range, GL business unit

Columns GL business unit, PO business unit, PO date, PO number, PO status, budget check

status, PO line, PO description, line amount, contract number
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VT_VENDOR_PO_XREF — PO’s for a Vendor

Purpose Lists all PO’s ever created for a particular vendor along with its current status

Prompts Vendor ID

Columns PO business unit, PO nhumber, PO date, vendor set ID, vendor humber, PO status

VT_RFQ_RESPONSE — Ranking RFQ Responses |

Purpose Lists vendors that responded to RFQ's along with associated pricing terms

Prompts PO business unit, RFQ ID

Columns PO business unit, RFQ ID, vendor ID, vendor name, vendor location, date and time
responded, payment terms, item ID, item description, vendor item ID, vendor
catalog, unit of measure, quantity, unit price, minimum quantity, schedule date,
days to deliver, comments

VT_PO8001- VT PO Budgetary Activity

Purpose Provides the output for the VT PO Budgetary Activity report that is initiated by
running a process in the Purchasing module. See page 96 of the Purchasing 102
manual for instructions on running the initial process
http://finance.vermont.gov/sites/finance/files/pdf/training manuals/Purchase%200
rders%20Manual%?20102.pdf

Prompts Process instance

Columns Process instance, PO business unit, GL business unit, PO status, line number,
schedule number, distribution line number, dept ID, class, project/grant, fund,
account, budget date from, budget date to, program, contract ID, vendor, vendor
name, original PO amount, liquidated amount, vouchered amount, remaining
amount, PO reference, PO line description, buyer

Requisitions

OUNT_TYPE_NOT_E - Req’s Without Expense Account

Purpose Lists all Req’s and associated accounting information that has an account other
than an expense account

Prompts GL business unit, range of requisition accounting date

Columns GL business unit, PO business unit, req. ID, account and description, chartfield
information, amount, accounting date

VT_REQ_STATUS_REPORT |

Purpose Lists all requisitions for a PO business unit within a stated date range and their
current statuses

Prompts PO business unit, range of requisition accounting date

Columns PO business unit, req. date, req. ID, origin, status, budget status, post status, reqg.
line number, req. description, amount

VTPOO006 — Quote Groups for a vendor |

Purpose Lists the RFQ groups for the specified vendor
Prompts Set ID, vendor ID
Columns Vendor ID and name, location, group ID and description



http://finance.vermont.gov/sites/finance/files/pdf/training_manuals/Purchase%20Orders%20Manual%20102.pdf
http://finance.vermont.gov/sites/finance/files/pdf/training_manuals/Purchase%20Orders%20Manual%20102.pdf
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VTPOO006B — Quote groups listed by vendor |

Purpose This query can be used two ways; 1) to list all vendors with a particular quote
group, or 2) list all quote groups for a particular vendor. In either case the address
description must be the ordering address (it must contain the word “order”).

Prompts Set ID (type "STATE"), vendor ID (use % for all), quote group ID (use % for all)

Columns Vendor ID and name, location, quote group ID and description, address, phone,

contact, email, address description

REQ_APPROVED - BU Created Requisition with Central Purchasing Origin

Purpose Lists all approved requisitions and corresponding business unit with a “CP” origin
and a valid budget check status

Prompts Range of accounting dates

Columns PO business unit, req. ID, date, status (always “A"), origin (always “CP")

APPROVED - Central Purchasing Approved Requisitions

Purpose Lists all approved requisitions and corresponding business that does not have a
“CP"” origin but does have a valid budget check status

Prompts None

Columns PO business unit, req. ID, date status (always “A"), origin

R_RFQ — Vendor RFQ

Pupose Lists RFQ information for a range of RFQ opening dates

Prompts Set ID, vendor ID (use % for all), range of opening dates, business unit (use % for
all)

Columns Business unit, vendor ID and name, vendor location, RFQ ID and reference, date

and time RFQ is opened, date and time RFQ is closed, date and time responded,
vendor responded (Y or N), quantity, req. line

VT_P08002- VT Req Budgetary Activity

Purpose Provides the output for the VT Req Budgetary Activity report that is initiated by
running a process in the Purchasing module. See page 81 of the Requisitions
manual for instructions on running the initial process

Prompts Process instance

Columns Process instance, PO business unit, GL business unit, requisition ID, requisition

status, line number, schedule number, distribution line number, dept ID, class,
project/grant, fund, account, budget date from, budget date to, program, vendor
ID, original requisition amount, liquidated amount, PO amount, remaining amount,
requestor
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Purchasing Reports
Expediting Report by Buyer (POY4006)

Introduction

Purpose of the Report

The report provides PO details such as late days and due date sorted by buyer. PO details include due date,
late days, vendor ID/name and ship to ID. The run control page allows the user to specify a date range, vendor
Set ID, vendor ID, and buyer.

Three reports can be produced from the same run control page: Expediting Report by Buyer (POY4006),
Expediting Report by Vendor (POY4007), and Expediting Report by Due Date (POY4008).

This report is used to determine which POs may require expediting.
Type of Report

Crystal

Navigation Path to the Report

Purchasing > Purchase Orders > Reports > Expediting

Report Request Parameters

General Notes:

e Select an existing Run Control ID or enter a new one

e Forreports that are run on a regular basis, user should select a Run Control ID naming convention that can
be easily identified (e.g. RUN_POY4005)

e An asterisk * preceding the field name indicates input is required
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Report Request Parameters see screenshots below

In This Field

Enter

Notes

From Date:

type date or use the lookup
to select

Through Date:

type date or use the lookup
to select

e todisplay one day - enter same date
in both fields

e todisplay a date range — enter
beginning and end date

e to display year to date — enter
07/01/YYYY and current date

Vendor Set ID

type STATE or use the
lookup to select

Use STATE for most purchasing reports

type vendor ID or use the

Leave blank to display all vendor IDs for selected
report parameters

to select

Vendor ID: lookup to select
Specify vendor ID to display data for one vendor
ID
Leave blank to display all buyers for selected
Buyer type buyer or use the lookup | report parameters

Specify buyer to display data for one buyer

push the save button to save
report parameters

save reports that you want to run on a regular
basis

Run

push the run control button

on the Process Scheduler Request page

Server Name

Select “PSNTCR”

This is the server for Crystal Reports

Process List

Expediting Report by Buyer
POY4006-

To select the proper report

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 the refresh button until the Run
Status is “Success” and the Distribution
Status is “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

POY4006- #####.PDFE

Click the link for the PDF file

This opens the report
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Report Request Parameters page
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Process Monitor Page

3 Expediting Hepart - Microsoft lnter net Explorer
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Recurence:
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View Log/Trace page
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Expediting Report by Due Date (POY4008)

Introduction

Purpose of the Report

The report Provides PO details such as late days and due date sorted by due date. PO details include due date,
late days, vendor ID/name and ship to ID. The run control page allows the user to specify a date range, vendor
Set ID, vendor ID and buyer.

Three reports can be produced from the same run control page: Expediting Report by Buyer (POY4006),
Expediting Report by Vendor (POY4007), and Expediting Report by Due Date (POY4008).

This report is used to determine which POs may require expediting.
Type of Report

Crystal

Navigation Path to the Report

Purchasing > Purchase Orders > Reports > Expediting Report

Report Request Parameters

General Notes:

e Select an existing Run Control ID or enter a new one

e Forreports that are run on a regular basis, user should select a Run Control ID naming convention that can
be easily identified (e.g. RUN_POY4005)

e An asterisk * preceding the field name indicates input is required
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Report Request Parameters see screenshots below

In This Field Enter Notes
From Date: type date or use the lookup
to select
e todisplay one day - enter same date in
both fields
e to display a date range — enter
_ type date or use the lookup beginning and end date
Through Date: to select e todisplay year to date — enter

07/01/YYYY and current date

type STATE or use the

Vendor Set ID lookup to select

Use STATE for most purchasing reports

leave blank to display all vendor IDs for selected
type vendor ID or use the report parameters

Vendor ID:
lookup to select
specify vendor ID to display data for one vendor ID
leave blank to display all buyers for selected report
arameters
Buyer type buyer or use the p

lookup to select
specify buyer to display data for one buyer

push the save button to .
B save reports that you want to run on a regular basis
Save save report parameters

Run push the run control button | on the Process Scheduler Request page

Server Name Select “PSNTCR” This is the server for Crystal Reports

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

Ok Click the “Ok”

e view the processing status of the report
e click the refresh button until the Run

Process Monitor click the Process Monitor link Status is “Success” and the Distribution
Status is “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

POY4008- #####.PDE Click the link for the PDF file This opens the report
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Report Request Parameters page
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~
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Time Zotw: Q
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[0  Expednng Report by Vandor POY4007- Crystal {Wet w0 | PDF v Disheaion
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Process Monitor Page

2 Expediting Repart - Microsoft [nternet Explores

Me tde Yew Faorkes Tods Heb
O~ O KEG P fiyreons @ 3-5 8- KB

acbozs | i) b {fimdevesb, frman state, vt . ipsp PHOEYEMPLOYELERPICIMNAGE_PURCHASE_CRUERS RS Fovos.al  « [E§Ga ok ®

PeopleSoft. “
1= 3
( Process Ut (BRI -
User 10z JHARRIE L Type: v Last | 1: Hours & Refesh |
Server: ¥ Mame L mstance: | to
Run v Distribartion | ~ ! Save On Refresh
Status: ___ Status _
Process List tamize | Find B "
490620  Crystal POYAU0S- JHARRIS 0XI7/2006 2:15°34PMPET  Buccess  Posted Datailn
2490618 Crystal POY4006- JHARRIS 0327/2006 214 22PN PST Sutcess Postag Dstails
2480484 Crestal POYA00T- JHARRIS 0327/2006 148 25PMPST  Success  Postes Datalls
7490583 Crystal POYADD7- JHARRIS 03/27/7006 1:30:14PMPST  Sutcess  Posted  Datalls
2490669 Crystal POY4D06- JHARRIS 032Ti2006 1:33.53PM PST Sutcess Postec Deatalls
2440565  Crystal POYAU0T. JHARRIS 0FI7/2006 1:2913PMPST  Buccess  Posted  Datalln
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£ Procass Fatance 2400620 & @ Fiarm

Process Detail Page

3 Expediting Repart - Microsoft lnter net Explorer
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Aoz | 4] b {ffmdeesb, frman state, vt Lsipsn PHOEYEMPLOYELERPICIMNAGE_PURCHASE_CRUERS. RN POvA0.al [E§Ga ke ®

PeopleSoft.
B
Process Detail o)
Instance: 2450820 Type: Ceystal
N POY4N0SE- Description: Expeaiting Report by Due Date
Run Status:  Success Distribution Status: Posted
Rim Conds ol ID: RUN_POYA005 Hold Request
Lecatione Sarer Quete Request
Sariess PENTCR ¢ Cancel Request
£ Delete Requost
Recarence: Restart Request
Roquest Created On 02752008 214 368MPST Paameters  Transfer
Run Anytite After:  Q27/2006 215 34PMPST Me85390 L0
Bogan Pracess M 03202000 216 07AMPST Haten Tenings
Emnded Process AL 0272006 216 16PMPST ew rate &

) Process retame 2990620 & © ctere
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View Log/Trace Page

| Expediting Hepart - Microsoft lnter net Explores

Mo tde Vew Paortes Tods  Heb &

O~ O M B G JOsowdr Syraons @ (3-5 B - L 0 B

Aoz | 4] b {ffmdeesb, firman state, vt sipen PHORY EMPLOYELERPICIMNAGE_PURCHASE_CRDERS RN PovA0.al  « [E§Ga ke ®

PeopleSof.

B

View Log/Trace -~
Report il 2899 Process mstance: 2420620 Messacs Log

Naene: POYA008- Process Type: Crystal

Fam States:  Success

Expading Repon by Due Dade
Distribation Node:  FOMWESCR Expir athon Dunte: [

Home: Hie Size thvies)  Datetine Created

Meszane Log 0 032712006 2:16°16,000000PM PST

) 24406209 12926 032747008 2:16:16.000000PK PST

|l In ) 459 033742006 2:16:16 0CODDOPN PST
Distyibenion ID Type ‘Disty@anion ID
User JHARRIS
~

£ Process Fatance 2400620 &l © Fiermt

Example of Report Output
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Expediting Report by Vendor (POY4007)

Introduction

Purpose of the Report

The report provides PO details such as late days and due date sorted by vendor. PO details include due date,
late days, vendor ID/name and ship to ID. The run control page allows the user to specify a date range, vendor
Set ID, vendor ID and buyer

Three reports can be produced from the same run control page: Expediting Report by Buyer (POY4006),
Expediting Report by Vendor (POY4007), and Expediting Report by Due Date (POY4008).

This report is used to determine which POs may require expediting.
Type of Report

Crystal

Navigation Path to the Report

Purchasing > Purchase Orders > Reports > Expediting

Report Request Parameters

General Notes:

e Select an existing Run Control ID or enter a new one

e Forreports that are run on a regular basis, user should select a Run Control ID naming convention that can
be easily identified (e.g. RUN_POY4005)

e An asterisk * preceding the field name indicates input is required
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Report Request Parameters see screenshots below

In This Field

Enter

Notes

From Date:

type date or use the lookup
to select

Through Date:

type date or use the lookup
to select

e todisplay one day - enter same date in
both fields

e to display a date range — enter
beginning and end date

e todisplay year to date — enter
07/01/YYYY and current date

Vendor Set ID

Type STATE or use the
lookup to select

Use STATE for most purchasing reports

type vendor ID or use the

leave blank to display all vendor IDs for selected
report parameters

lookup to select

Vendor ID:
lookup to select
specify vendor ID to display data for one vendor ID
leave blank to display all buyers for selected report
arameters
Buyer type buyer or use the p

specify buyer to display data for one buyer

Click the save button to
save report parameters

save reports that you want to run on a regular basis

Run

push the run control button

on the Process Scheduler Request page

Server Name

Select “PSNTCR”

This is the server for Crystal Reports

Process List

Expediting Report by
Vendor POY4007-

To select the proper report

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 view the processing status of the report

e click the refresh button until the Run Status
is “Success” and the Distribution Status is
“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

POYA4007- #####.PDFE

Click the link for the PDF
file

This opens the report
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Report Request Parameters page

) Expediting Hepart - Microsoft lnter net Explorer

e tde Vew Faorkes Tods Heb
Ous- O HEG Jwwd iyreons @ 2-5 8- .03

st oz | i) Hap { Frrdevee, Fireman state, v sioep THOZYEHELOYEL ERP CIMANAGE_PURCHASE_CRLERS RN POVIOS.GL » [EgGo  fwnke ®

PeopleSof.

B

Hew vindow | Melo | Customizs Pags | J A
[ Expediting Repost |
Run Contral I:  FRUN_POYAC0S RenoaManazst  Process Montor 70|

Laoguoge:  EUGIEI
eport loguest Pwaneetirs |

FromDote: 05012005 W Theough Date: 057172005 |6
Vordor Setlc  STATE |0,
Vondas 10 ja
Buyer: Q
~
] Process Fatance 24969 & © e

Process Scheduler Request page

3 Expediting Hepart - Microsoft lnter net Explorer

Me td Yew Peorkes Toos  Heb >

O~ O ¥ B JPsowdr Syraenes @ (35 B - LK B

At oz | ) Hap {Frrdevmeeb, Firman state, v sioep DRV EHELOYEL ERPIiMANGGE_PURCHASE CRLERS R Fovios.al « [EgGo  fuke ®

PeopleSoft,

B

Hew window | Hels | Custornizs aga | T
Process Scheduler Request

User Itc JEARRIS o Controd e RUN_POVA005

Sepver Name: F?’iféﬁ ¥ Fam Date: ‘,ﬂlrfl 112006 I

Rocwrence: ¥ fam Tene: 144 ZSPN | Fesul 9o Curent Date/Timo ]

Time Zotw: 2

Select Description Process Name Process Type Type Foumat Destrituition
[l Exp=deng Repon by Buyer POYA006- Crystal (Wb |[POF ! Distramion
[ Expednng Repor by Yendor POY4007- Crystal | Yeets v | PDF ¥ Distrenion
[l Ewpedang Repon by Due Date POY400E- Crystal |Web | PDF  |» Distriegon

QK Cancal

£) Process yetance 29969 & e
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Process Monitor Page

3 Expediting Hepart - Microsoft lnter net Explorer

Me e Yew Favokes Tods  Heb &
Q- O [¥ B JPsowsr S @ 3-5 8- LK B

acbozs | i) b {fimdevesb, frman state, vt . ipsp PHOEYEMPLOYELERPICIMNAGE_PURCHASE_CRUERS RS Fovos.al  « [E§Ga ok ®

PeopleSoft.
-~
User Iz JHARRIE O Type: v iast | 1 |Hous w[ Refesh |
Server: ¥ Name T mstance: | to
Run v Distribartion | ~ ! Save On Refresh
Status: ~ Status -
Process List 0 | 104
7440494  Crystal POYAU0T. JHARRIS 0XI7/2006 144 26PMPST  Buccess  Posted  Datailp
2490593 Crystal POY4007- JHARRIS 0327/2006 1:30.14PM PET Success Postag Datails
2480688 Crestal POYAD0E- JHARRIS 0327/2006 1:33.53FMPST  Success  Postes Datalls
7490585  Crystal POYADDT- JHARAIS 0327/2006 1:20:13PMPST  Butcess  Posted  Datalls
(5 Ak 41 Exmad i Sanil . 2
] Process Fatance 2400654 &l @ Fiarm

Process Detail page

[ Expediting Report - Microsoft (nternet Explores

e td Yew Facorkes Tcos  Heb [

O~ O M B G POsovdr Syraons @ (3-5 B - K0 B

Aoz | 4] b {ffmdeesb, frman state, vt Lsipsn PHOEYEMPLOYELERPICIMNAGE_PURCHASE_CRUERS. RN POvA0.al [E§Ga ke ®

PeopleSoft.

\=
Process Detall &
Tl

lstance: 74905%4 Type: Crystal

Name: POYE007- Description: Expeciting Report by Verdor

Run Status:  Success Distritumion Status: Posted
b Bupdueprocess |

Run Control I0: RUN_POYA005 Hold Roquest

Lecatione  Seever Quetio Raquest

Sefver: PSNTCR o ;"::m

Recwrence: Rostart Request

Request Created One 027)2006 1 4577TPMPST Parametors Transfer

Run Anytinse After:  OU272006 144 259M PST Message Log

Began Process M. 02702008 145 8FMPST Bateh Timings

Ended Process AL (0272006 146 20PM PST Vew LogiTrais S

) Process vetance: 29964 & ® i
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View Log/Trace page

| Expediting Hepart - Microsoft lnter net Explores

Mo tde Vew Paortes Tods  Heb &

O~ O M B G JOsowdr Syraons @ (3-5 B - L 0 B

Aoz | 4] b {ffmdeesb, firman state, vt sipen PHORY EMPLOYELERPICIMNAGE_PURCHASE_CRDERS RN PovA0.al  « [E§Ga ke ®

PeopleSof.

»
View LogiTrace A
—~oa
Report ;. 2478 Process Wstamce; 2490564 Messace Log
Manne: POYAODT- Process Type: Crystal

Fum Status:  Succoss

Expading Report by Vendor
st ihian Ot

Distribetion Node:  FONWEBCR Expit atbon Date: W |
Name e Stze dvies)  Datatene Created
Mesz3ge Log 0 02742006 1.46:20.000000PM PST

¢ 2480854 20F 42,298 032772006 1 46:20 000000PM PST
PeppleSonl Trace File 450 0327/2006 1 ¢6:20 0000DOPM PST
Distuibantion 10 Type ‘Distu@agion I0
User JHARRSS

~
£ Process Fetance 290055 a © Fierr

Example of Report Output
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Iltem Categories by Buyer (VTPOO017)

Report Information

Purpose of the Report

This report lists all of the item categories by primary buyer along with the lead time days and account
information.

Type of Report
Crystal
Navigation (Path) to the Report

Purchasing > Purchase Orders > Reports > VT Item Categories by Buyer
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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 name that can be easily

identified (e.g. Run_VTPOO017_Item_Category_Repo).

In This Field/Link

Action

Notes

SetID

Enter the SetID or use
the lookup to select.

A selection in this field is required

Primary Buyer

Enter the User ID

Click on magnifying glass to
lookup value; enter % to select all

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.

VTPOO17-#######.PDF

Click this link for the
PDF file

This opens the report.
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Run Control ID Page

[~ Puxnasi & b ke | 2t | 2

VT mem Caegories by Buyar
* Biypatonrue Regurets | | TR0 ARG VAN | R 8t |
1)

;"": - " Oy Phea) Controd 02 [Ran_VTPOONT_ten_Categary_fean

= Rapar = ”
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Process Scheduler Request Page
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Process Detail Page
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Example of Report Output

w/pareports IMIST 458 VTP Z4UTON I POT - Microsoll bstermt Exploras

N perport s FHTSTSITNTICOL T 2491 087 0P

R - |
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SEASUEING SQUIPMENT CHADN M
SURVEYTNG INSTRUBENTS & SYSTEM
EICIVEERING EQUR. NOT OTHERWI
FLAGS, STATE & U S INDOOK & @
LEAF BLOWERS
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Open Purchase Order (POROL001)

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

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_POROL001)

Repao -0 e ce Ol DEIO
In This Field/Link Action Notes
. . Enter Business Unit or | Leave field blank to select all
Business Unit . .
use lookup to select. Business Units.
Ledaer Grou Enter Ledger Group or | Leave field blank to select all
g P 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 or use Leave field blank to include all
As of Date pop-up calendar to q h q
select ates up to the current day.
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Report Steps see screenshot below

In This Field/Link Action Notes
. You can also change the order
Chartfield Selection Select the_chartflelds each chartfield appears on the
you want included.
report.
Process Scheduler page loads.
Click the “Run” button | List of Origins report should be

Run
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.
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 CIiclf 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
PDF file

POROLOO1-#######.PDFE This opens the report.
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Run Control ID Page

2 Open Putchase Order Report - Microsoft Internet Exploret
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PeopleSoft.

-~ 3 - 1
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|| Manage Change Orders | Open Purchase Order
I Raconce PO=
| Review PO Information [ ER S ESSHNEVSIE A a New Value |
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= Budget Year End - 1

Processing Run Contred I Run_POROLO0Y| |

Add ’
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Report Request Parameters Page

) Open Purchose O der Repott - Microsoft Infefnet Explorer

Ne Edt Vs Favorkes  Toos  Heb
- [} 2 #5 ) <, O, B -
O - O M B v flrroones @ 2-5 8- 0B
Aoz ) Whtp: o dwabl i, stabe o usfprofFRTSTIEVELOYEETERS ) BUOGET_VEAR_END_SROCESSING BUN SoRoton 6 B 6o Lok @

PeopleSoft.
| oo 5
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Process Scheduler Request Page

Al Jpen Purchose Order Repott - Microsoft Intefnet Explores

3
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Naw Window | Halp | Qustomige Fage | 5

Process Scheduler Request

Uset I0x JHARRIS R Controd Iz Run_POROLODY

Sorver Name: DI ¢ Date;  DI0E006 G

Recusr ence: ¥ RumTane: | 0:4323aM Reset ¥ Current Daterime |

Time Zone: Q

[ Open Purchase Order POROLODY S0R Report Web v PDF v Distrbagon

QK Cancs

Eitom ® teormt

Process Monitor Page

2 Open Puichose Of det Hepott - Microsaft Intefnet Explores

3
Me Ede ew Favorkes Tods  Heb &>
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PeopleSoft.
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{ Process List (_ Sateriey

LTI T T e

User f0: JHARRE |01 Type: ‘ v Last | 30 |Minutes w  Refesh
Sorves: ¥ Name: | < Instance: | to
Run w Distribaion - 7S ave On Retresh
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Process Detail Page
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Example of Report Output
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Order Status by Item (POY4021)

Report Information

Purpose of the Report

This report provides PO status information sorted by item.
Type of Report

Crystal

Navigation (Path) to the Report

Purchasing > Purchase Orders > Reports > Status Listings

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_POY4020)

Repo -0 ee ee Ol DelO
In This Field/Link Action Notes
Enter From Date or e todisplay one day -
From Date select from the pop-up enter same date in both
calendar. fields

e todisplay a date range

Enter Through Date or —enter beginning and

Through Date select from the pop-up . te: ?jii?)tIZy year to date —
calendar. enter 07/01/YYYY and

current date

Enter the Business Unit
Business Unit or use the lookup to
select.

Leave field blank to select all
Business Units.
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Report Steps see screenshot below

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

Process List Select

Check “Order Status by
Item”

To select the proper report.

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.

POY4021-#####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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Order Status By Vendor (POY4020)

Report Information

Purpose of the Report

This report provides PO status information sorted by vendor.

Type of Report

Crystal

Navigation (Path) to the Report

Purchasing > Purchase Orders > Reports > Status Listings
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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_POY4020)

In This Field/Link

Action

Notes

From Date

Enter From Date or use

pop-up calendar to
select.

Through Date

Enter Through date or
use pop-up calendar to
select.

e todisplay one day -
enter same date in both
fields

e todisplay a date range
— enter beginning and
end date

e todisplay year to date —
enter 07/01/YYYY and
current date

Business Unit

Enter Business Unit or
use lookup to select.

Leave field blank to select all
Business Unit.

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

Process List Select

Choose “Order Status
by Vendor”

To select the proper report.

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 Loqg/Trace

Click the View
Log/Trace link

Opens the View Log/Trace page.

POY4020-######.PDF

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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PO Detail Listing by Vendor ID (POY4031)

Introduction

Purpose of the Report

The report displays a detail listing of all Purchase Orders (PO) sorted by vendor ID in ascending order. PO
details include vendor ID, item description, category, price and contract ID. The run control page allows the user
to specify the agency Business Unit, date range, vendor ID and buyer.

Three reports can be produced from the same run control page: PO Detail Listing by PO Date (POY4030), PO
Detail Listing by Vendor ID (POY4031), PO Detail Listing by Buyer (POY4032).

This report is used to monitor and review PO detail data by vendor.
Type of Report

Crystal

Navigation Path to the Report

Purchasing > Purchase Orders > Reports > Detail Listings

Report Request Parameters

General Notes:

e Select an existing Run Control ID or enter a new one

e Forreports that are run on a regular basis, user should select a Run Control ID naming convention that can
be easily identified (e.g. RUN_POY4030)

e An asterisk * preceding the field name indicates input is required

Report Request Parameters see screenshots below
In This Field Enter Notes
From Date: type date or use the lookup
to select
e todisplay one day - enter same date in
both fields
e todisplay a date range — enter
) type date or use the lookup beginning and end date
Through Date: to select e todisplay year to date — enter

07/01/YYYY and current date
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Business Unit

type agency PO Business
Unit or use the lookup to
select

leave blank to display all Business Units for selected
report parameters

specify Business Unit to display data for one
Business Unit

Vendor Set ID

default is STATE

field is grayed out after a Business unit is selected.
If no BU is selected STATE is recommended

type vendor ID or use the

leave blank to display all vendor IDs for selected
report parameters

Vendor ID:
lookup to select
specify vendor ID to display data for one vendor ID
leave blank to display all buyers for selected report
arameters
Buyer type buyer or use the p

lookup to select

specify buyer to display data for one buyer

push the save button to
save report parameters

save reports that you want to run on a regular basis

Run

push the run control button

on the Process Scheduler Request page

Server Name

Select “PSNTCR”

This is the server for Crystal Reports

Process List

Select “PO Detail Listing By
Vendor”

To select the proper report

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

on the Process List tab

e view the processing status of the report

e click the refresh button until the Run Status
is “Success” and the Distribution Status is
“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

POY4031- #####.PDF

Click the link for the PDF
file

This opens the report
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Report Request Parameters page
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Process Scheduler Request page
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PeopleSoft.

tmld
Maw Window | Halo | Sustomis Fage | 5,
Process Scheduler Request
Uset 10z JHARRIS R Conftrod 102 FUN_POYADID
Server Mamec PSNTCR ¥ RmDate; | DVZBE006 |5
Recur ence: ¥ RumTame: 956:43AM | Reselw Cupent DateMime |
Time Zone: Q
Seleqt Description Process Nasne Process Type Type Foumat it itnition
[0 PODetail Listing By PO Date POYL0I0- Crystsi IWeb w |PDF v Distibation
PO Detail Lieting By Vendor POYE0I1- Crystal |web ! POF v [
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Process Monitor Page

) PO Detall Listiogs - Microsoll lntes et £ xplorer

X
Me Bk vew FPavorkes  Tods  Heb [
O - © [ B Psewss liroons @ -5 8- 0B

At e ) mcrereed. Frenan. state, v unipso FMOEVEHEN VEE/ERPIIMANAGE_PURCHASE_CRDERS PN PowOm. Gl » EJG0  Luke @

PeopleSoft.

Maw Window | Helo | Qustomga Fage | B, #

nld

{ Process List ( BEverie

Uset 10 [HARRE 0L Type: | wimt | 1) [Dws w  Retesh
Sorver: ¥ Name: | 2 Wstance: | e | '
Run '/ Distribenion | - ) Save On Refresh
Status: Status =
Process List 22 | Eing 20 o
0712 Crystal POYAO!- JHARRIS 037842006 9S6.00AMPST  Guccess  Posted  Delails
2480704 Crestal POY4031. JHARRIS 037272000 9:34 57AM FST Buccess Postea Qulaily
#0697 Cnystal POVAD! 3- JHARRIS 037802006 B1926AMPST  Succss  Posted  Datafle
2400633 Crystal POYADI2- JHARRIS 0312772006 239 1PMPST  Sutcess  Posted  Details
2490620 Crystal POYA008 JHARRIS 03 21/2006 215 34PN PST Success Postoc Satally
480618 Crystal POYADOS- JHARRIS 03127/2006 21423PMPST  Buccess  Postsd  Datalls
< ?
21 Procms atence 2490712 & ® Fteermt

Process Detail page
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Ne Edt Yew Faocortes  Toos Heb &>
- [y (2 #5 ) J\, On, B -
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PeopleSoft. —e—
| o ld
Process Detall ]
procees__________________________________
Istance: 2400742 Type: Crystal
Name: POYe031- Description: PO Detad Listing By Vendor
Run Status:  Success Distribution Status: Posted
. EhhdenPiotess |
Run Contyol I0: RUN_POYA0X0 Hold Request
Lecatione  Server Guete Request
s poycR L oefesiss
Recwrence: Restart Roquest
Request Created One CU7R2008 9 96 26aM PST Paramsters  Transfer
Run Atytinee After:  OUZRI2006 9:56 204M PST Messsa0 Log
Bogan Process A ON2Q2006 9.56.58aM PET Bateh Timings
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&) Procms batance: 2490012 & ® intermt




June 2016 Version
Page 49 of 145

View Log/Trace page
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Hame Hie Size dinies)  Uatetane Croaterd
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Example of Report Output
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PO Detail Listing by Buyer (POY4032)

Report Information

Purpose of the Report

This report provides detailed PO information sorted by buyer.
Type of Report

Crystal

Navigation (Path) to the Report

Purchasing > Purchase Orders > Reports > Detail Listings
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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_POY4030)

Repo -0 ee ee Ol DelO
In This Field/Link Action Notes
e todisplay one day - enter
Enter From Date or use same date in both fields
From Date pop-up calendar to  todisplay a date range —
select. enter beginning and end
date
« todisplay year to date —
Enter Through Date or enter 07/01/YYYY and
Through Date use pop-up calendar to current date
select.

] . Enter Business Unit or | Leave field blank to select all
Business Unit

use lookup to select. Business Units.
Vendor Set ID Enter Vendor Set ID or | Leave field blank to select all
use lookup to select. Vendor Set ID’s.
Vendor ID Enter Vendor ID or use | Leave field blank to select all
lookup to select. Vendor ID’s.
Enter Buyer or use Leave field blank to select all
Buyer |
ookup to select. Buyers.
Process Scheduler page loads.
RUN Click the “Run” button | List of Origins report should be
selected.
Check the box for “PO
Select Detail Listing by
Buyer” — POY4032-
Server Name Select “PSNTCR” This is the server for Crystal
Reports
Web is recommended, but you
. may also choose to have report
Type Choose desired value printed, emailed, or saved to file.
Format Choose desired value PDF is recommended.

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

ok Click the “Ok” button
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In This Field/Link Action Notes
e To view the processing
status of the report.

Process Monitor Cliclf 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
PDF file

POY4032-#H##H#.PDF This opens the report.

Run Control ID Page
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o o > v
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| StagSouca Reguasts End an Exsting Value ) Add aNew Value |
I Acknowssdgmeants
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! Raview PO Informstion
- H‘uncﬂ:.“ Add |
Hgh
all Fingd an Exsting Valug | Acd a New Vaise
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Report Request Parameters Page
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T

FromDate: 0712006 |@ Tiwough Date; 077312004 |5

Business el 02150 O

Vondor Setilx

Vetdo 10: Q
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Process Scheduler Request Page
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PeopleSoft.
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Process Scheduler Request
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Time Zone: Q
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Process Monitor Page
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Process Detail Page
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Instance: 2488720 Type: Crystal

Name: POYL032- Dascription: PO Dedat Listing By Super

Run Status:  Succass Distribution Status: Possed

Run Control I0; Fun_POVED3Z Hold Request

Lecatione  Server Ouaue Raquast

Server: PSNTCR P R
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Racuwrence: Restort Raquest
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View Log/Trace Page
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Example of Report Output

http:/ffmprdweb1.finman.state.vt. us/| ports/FMTST/2658/POY4032-_2488720.PDF - Microsoft Internet Exp

¢ File Edit Wiew Favorites Tools  Help #’
: ~ ¥ : : & =
'\_)Back (D] @ @ <h pSearch *Favontes @ Bv .‘_"_;'_ E ﬁ .‘ﬁ
| Address |@ http:/{Fmprdwebl finman.state vk.us/psreports/FMTST/ 2655/ POY4032-_2455720,PDF V| Go |ilinks
Q-0 Omn - © B @ WO e - @ |k
S
»
~
Rupart |0 POY&0S2 PeophSelt Purchaning Puge e, 1
e SHARRIZ PO DETAIL LISTING BY BUYER Fun Date wazece
Fun Conpat FRUN_POY4032 Foun Time 10842 PM
PO Dates Incluges: 7112004 Thew TIEN72004
Buysr:  Froducion
BU PoID PO Data Vendii Ling Sehid Newm 0 Rein Description Wiahdad Iert Catgiy Oiger Aty g cus Price Costract Lne Rl .
02150 0000001153 732004  0ODDDO7234 1 1 CONZULTATION, DESIGH 00743 Ta433 MO u30 100 DO00000 0000 00 0 000000ET 42 1
o2sm 0000001175 76004 0000043120 1 1 A & E 3ERVICES - GONZ' 00743 405000 MO u3aD 1.00  DO00000 0000 M0 0 00000MESET 1
2z 1 A & E 3ERVICES - CON2" ihprt] 135003 MO U20 100 pIOCOONOININON0IO0NEEST 1
i (o=l 0020001132 302004 0000003213 1 1 DEEIGN BERVICES - CR/ ooFas ZTEIS0 MO uao 100 pOO0000 0000 (000000005 181 1
v
] 11xss5in < | >
14 4 1 of1 PR O O I

&) Done B Internet




June 2016 Version
Page 56 of 145

PO Detail Listing By PO Date (POY4030)

Report Information

Purpose of the Report

This report provides detailed PO information sorted by PO date.

Type of Report

Crystal

Navigation (Path) to the Report

Purchasing > Purchase Orders > Reports > Detail Listings

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_POY4030)

In This Field/Link

Action

Notes

From Date

Enter From Date or
select from pop-up
calendar.

Through Date

Enter Through Date or
select from pop-up
calendar.

e todisplay one day - enter
same date in both fields

e todisplay a date range —
enter beginning and end
date

« todisplay year to date —
enter 07/01/YYYY and

current date

Business Unit

Enter Business Unit or
use lookup to select.

Leave field blank to select all
Business Units.

Vendor Set ID

Enter Vendor Set ID or
use lookup to select.

“STATE” is recommended and
defaults in once a Business Unit is
selected.

Vendor ID

Enter VVendor ID or use
lookup to select.

Leave field blank to select all
Vendor ID’s.
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Report Steps see screenshot below

Buyer

Enter Buyer or use
lookup to select.

Leave field blank to select all
Buyers.

In This Field/Link

Action

Notes

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

Process List Select

Select “PO Detail
Listing By PO Date”

To select the proper report.

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.

POY 4030-#######.PDF

Click this link for the
PDF file

This opens the report.
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Run Control ID Page

D Detadl Listings - Microseft Inernet Exploter

£
Me B ew Favorkes Tods  Heb &

A

O - O [0 B Jsewdr oo @ -5 B - 683

Az | ) ap: {mordwasb e, stabe ot us ol FRTSTEMEL OYEETERR ) MANAGE_PUECHASE_ORDERS ALK POYS00 6B » [EJ G0 fuke ™

Peoplesor.

= Purchasng - v ding ®
» Requisitions & | tala |

I Request for Guotes
b Proturement Conlratts PO Detall Listings
= Purthase Orders -
[ StagiSowta Requests _Endan Ewsting Value | Ad a New Value \
I Ackn 5
| Manage Change Ordars

| Raconcie POs : Run Controd I RU\.P?YJQJD |
I Review PO Informstion

|

Eing an Exiting Valug | Acd a Naw Vaise

RegprstonPO 3t
Nop-Owed M stocy
Activily
Agknounsdqumants

VI Heq 8§ PO
Buduetay Aty
VT Vandar Nading ¥

g ® irtermt

Report Request Parameters Page

D Detadl Listings - Microseft Imernet Exploter

®
Me Ed ew Favorkes Tods  Heb &
O - @ B Psowts lironne @ 3-5, 8- 0B

At e ) i mewdmabl Fromnen, stabe. ot us oo FRTSTIEVELOYEETERRJINANAGE_PURICHASE_ORDERS AN POva0sn G » [EJ G0 Lok ™

Pooplesor.

B

Naw Window | Helo | Qustoris Fage | B,
(PO Dot Listings )
R Coutrel I Run_POY4030 RepodManages  Protess Monitgr _ RUN

Lamguage:  (Ergish v

FromDate: (07012006 | Tiwough Date; 077312004 |58

Business Unk: 07110 |G
Vondor Sett: | ni-
Vendor 10: (A

Buyer: qQ




June 2016 Version
Page 59 of 145

Process Scheduler Request Page
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Process Detail Page
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Example of Report Output

| hitp:Hfmprdweb.finman.state.vt. us/psreports/FMTST/2657/POY4030-_24B8719.PDF - Microsoft Internet Exp..
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] 11zs5n 4 | >
1 0f 1 Pl O © (O]

@ Done 4 Internet
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PO Listing by Buyer (POY4012)

Introduction

Purpose of the Report

The report displays a listing of Purchase Orders (PO) sorted by buyer in alphabetical order. PO data displayed
on the report includes PO ID, contract ID, buyer ID, vendor ID/name and PO status. The run control page allows
the user to specify agency PO Business Unit, date range, vendor Set ID, vendor ID, buyer and PO status.

Four Reports can be produced from the same run control page: PO Listing by PO Date (POY4010), PO Listing
by Vendor ID (POY4011), PO Listing by Buyer (POY4012), and PO Listing by PO Status (POY4013).

This report is used to monitor and review PO data by buyer.
Type of Report

Crystal

Navigation Path to the Report

Purchasing > Purchase Orders > Reports > Listings
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Report Request Parameters

General Notes:

e Select an existing Run Control ID or enter a new one

e Forreports that are run on a regular basis, user should select a Run Control ID naming convention that can
be easily identified (e.g. RUN_POY4010)

e An asterisk * preceding the field name indicates input is required

Report Request Parameters see screenshots below

In This Field Enter Notes
From Date: type date or use the lookup
to select
o todisplay one day - enter same date in
both fields
e todisplay a date range — enter
. type date or use the lookup beginning and end date
Through Date: to select e to display year to date — enter
07/01/YYYY and current date
leave blank to display all business units for selected
type agency PO Business | report parameters
Business Unit Unit or use the lookup to
select specify vendor ID to display data for one business
unit
Vendor Set ID Core defaultis STATE use STATE for most purchasing reports
leave blank to display all vendor IDs for selected
report parameters
Vendor ID: type vendor ID or use the port p
lookup to select
specify vendor ID to display data for one vendor ID
leave blank to display all buyers for selected report
arameters
Buyer type buyer or use the p
lookup to select
specify buyer to display data for one buyer
leave blank to display all status types for the
selected report parameters
PO Status: type status or use the port p
dropdown menu to select
specify status to display data for one status type
push the save button to .
save report parameters save reports that you want to run on a regular basis
B push the run control button | on the Process Scheduler Request page
Server Name Select “PSNTCR” This is the server for Crystal Reports
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see screenshot below

Report Request Parameters (continued)

In This Field

Enter

Notes

Process List

PO Listing By Buyer

To select the proper report

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 view the processing status of the report

e click the refresh button until the Run
Status is “Success” and the Distribution
Status is “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

POY4012- #####.PDF

Click the link for the PDF file

This opens the report
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Report Request Parameters Page

2 PO Listings - Microsoft Internet Exploret
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Ao es L) whp:ifTrdercsb. firenan, state, vt usiosn FMOEYEMEL OVEEERPIMANAGE_PURCHASE_CADERS RUN_POYS010,GEL ™ Go urbs ¥

Proplesor, Y

e ld

Naw Window | Halp | Qustomie Fage | 5, #
{ PO Listings |
Riin Coutred I:  Run_POY_a010 RepofiManaoss  ProgessMortor _ Run |

Language: Engilsh v
Business Ung: (07300 Q
FromDate: (02012004 Thwough Date: 0873172008 [
Vendor Setile
Vondor ;| =
Buyer: Q
PO Status: ~

&1 Process bstence 2490633 & © st

Process Scheduler Request Page

P01 BUngs - Microsoft Internet Explores

3
Me Ede ew Favorkes  Tods  Heb &>

Ot - O [0 B JPOsewr lroone: @ -5 B - 6B B

Ao ez L) Whp:ifrdervsb. firenan, state, vt usiosn FMOEYEMEL OVEEERPIMANAGE_PURCHASE_CADERS RUN_POYS0I0,GEL ™ Go Uk

PeopleSoft.

e ld
Naw Window | Halp | Qustormige Fage | 5

Process Scheduler Request

Uset 10 JHARRIS Run Coatrok Iz Run_POY_a010

Server Mame: PANTCR ¥ RmDae; V272006 5

Recurence: * R Tane: 2.03.44PM | Resetd Cupent DateMime |

Time Zone: Q

[ POLsSng by PO Date POYE0I0- Crystsi Web w|[PDF W Distrbaton
[l PO Lssng By Vendor POYED1- Crystal (web  w!|PDF & Distregon
(B! PO Lsang By Burer POYAN12- Crystsl [web oI |[POF v Distrinion
[l POLsSng By Sistus POYE01 3 Crystal (Web  w||PDF & Distroupon

ok | cancel

&) Procass irebance 2420633 & © b




June 2016 Version
Page 66 of 145

Process Monitor Page

2 PO Listings - Microsoft Internet Exploret ‘FX:
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View Log/Trace page

2 PO Listings - Microsoft Internet Exploret
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PO Listing by PO Date (POY4010)

Report Information

Purpose of the Report

This report provides PO information sorted by PO date.

Type of Report

Crystal

Navigation (Path) to the Report

Purchasing > Purchase Orders > Reports > Listings
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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_POY4010)

In This Field/Link

Action

Notes

Business Unit

Enter Business Unit or
use lookup to select.

Leave field blank to select all
Business Units.

From Date

Enter desired From
Date or select date
from the pop-up
calendar.

Through Date

Enter desired Through
Date or select date
from the pop-up
calendar.

e todisplay one day -
enter same date in both
fields

e todisplay a date range
— enter beginning and
end date

e todisplay year to date —
enter 07/01/YYYY and
current date

Vendor SetlD

Enter Vendor Set ID or
use lookup to select.

Leave field blank to select all
Vendor SetID’s.

Enter VVendor ID or use

Leave field blank to select all

Vendor ID lookup to select. Vendor ID’s.
Enter Buyer or use Leave field blank to select all
Buyer B
lookup to select. Uyers.
PO Status Select PO Status Leave field blank to select all PO
Statuses.
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

Process List Select

Select “PO Listing by
PO Date”

To select the right report.

Type

Choose desired value

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

Format

Choose desired value

PDF is recommended.
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Report Steps see screenshot below

In This Field/Link Action Notes

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 rel_‘resh 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
PDF file

POY4010-##H###.PDF

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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PO Listing by PO Status (POY4013)

Introduction

Purpose of the Report

The report displays a listing of Purchase Orders (PO) sorted by PO status. PO data displayed on the report
includes PO ID, contract ID, buyer ID, vendor ID/name and PO status. The run control page allows the user to
specify agency PO Business Unit, date range, vendor Set ID, vendor ID, buyer and PO status.

Four Reports can be produced from the same run control page: PO Listing by PO Date (POY4010), PO Listing
by Vendor ID (POY4011), PO Listing by Buyer (POY4012), PO Listing by PO Status (POY4013).

This report is used to monitor and review PO data by PO status.
Type of Report

Crystal

Navigation Path to the Report

Purchasing > Purchase Orders > Reports > PO Listings

Report Request Parameters

General Notes:

e Select an existing Run Control ID or enter a new one

e Forreports that are run on a regular basis, user should select a Run Control ID naming convention that can
be easily identified (e.g. Run_POY_4010)

e An asterisk * preceding the field name indicates input is required
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Report Request Parameters see screenshots below

In This Field Enter Notes
From Date: type date or use the lookup
to select
e todisplay one day - enter same date in
both fields
e todisplay a date range — enter
. type date or use the lookup beginning and end date
Through Date: to select e to display year to date — enter
07/01/YYYY and current date
leave blank to display all business units for selected
type agency PO Business | report parameters
Business Unit Unit or use the lookup to
select specify business unit to display data for one
business unit
Vendor Set ID defaultis STATE use STATE for most purchasing reports
leave blank to display all vendor IDs for selected
report parameters
Vendor ID: type vendor ID or use the port p
lookup to select
specify vendor ID to display data for one vendor ID
leave blank to display all buyers for selected report
arameters
Buyer type buyer or use the p
lookup to select
specify buyer to display data for one buyer
leave blank to display all status types for the
selected report parameters
PO Status: type status or use the port p
dropdown menu to select
specify status to display data for one status type
push the save button to h | .
save report parameters save reports that you want to run on a regular basis
Run push the run control button | on the Process Scheduler Request page
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Report Request Parameters (continued)

see screenshot below

In This Field

Enter

Notes

Server Name

Select “PSNTCR”

This is the server for Crystal reports

Process List

Select” PO Listing by Status”

To select the proper report

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

on the Process List tab

e view the processing status of the report

e click the refresh button until the Run
Status is “Success” and the Distribution
Status is “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

POY4013- #####.PDFE

Click the link for the PDF file

This opens the report
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Report Request Parameters Page
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Process Monitor Page
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View Log/Trace page
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PO Listing by Vendor (POY4011)

Report Information

Purpose of the Report

This report provides PO information sorted by vendor.

Type of Report

Crystal

Navigation (Path) to the Report

Purchasing > Purchase Orders > Reports > Listings
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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_POY4010)

In This Field/Link

Action

Notes

Business Unit

Enter Business Unit or
use lookup to select.

Leave field blank to select all
Business Units.

From Date

Enter From Date or use
pop-up calendar to
select.

Through Date

Enter Through Date or
use pop-up calendar to
select.

e todisplay one day -
enter same date in both
fields

e todisplay a date range
— enter beginning and
end date

e todisplay year to date —
enter 07/01/YYYY and
current date

Vendor Set ID

Enter Vendor SetID or
use lookup to select.

“STATE” is recommended

Enter VVendor ID or use

Leave field blank to select all

Vendor ID lookup to select. Vendor ID’s.
Enter Buyer or use Leave field blank to select all
Buyer
lookup to select. Buyers.
Select desired PO Leave field blank to select all PO
PO Status
Status. Statuses.
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

Process List Select

PO Listing by Vendor

To select the right report.

Type

Choose desired value

Web is recommended, but you
may also choose to have report
printed, emailed, or saved to file.
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Report Steps see screenshot below
Format Choose desired value PDF is recommended.
In This Field/Link Action Notes
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.

. Click the Process e Click refresh until the Run
Process Monitor 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

POY4011-####### PDF gg%kfhh;s linkforthe | i onens the report.
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Report Request Parameters Page
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Process Monitor Page
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View Log/Trace Page
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PO to Requisition XREF (POY4100)

Report Information

Purpose of the Report

This report provides detailed PO information sorted by buyer.
Type of Report

Crystal

Navigation (Path) to the Report

Purchasing > Purchase Orders > Reports > Requisition/PO Xref



June 2016 Version
Page 89 of 145

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_POY4100)

In This Field/Link

Action

Notes

From Date

Enter From Date or use
pop-up calendar to
select.

Through Date

Enter Through Date or
use pop-up calendar to
select.

e todisplay one day - enter
same date in both fields

e todisplay a date range —
enter beginning and end
date

e todisplay year to date —
enter 07/01/YYYY and

current date

Business Unit

Enter Business Unit or
use lookup to select.

Leave field blank to select all
Business Units.

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.

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.

POY4100-##HH#H#.PDF

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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Procurement Budgetary Activity (POS8001)

Report Information

Purpose of the Report

This report provides budgetary amount information for and purchase orders (POs) according to report
request parameters.

Type of Report

SQR

Navigation (Path) to the Report

Purchasing > Purchase Orders > Reports > Req and PO Budgetary Activity
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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_POS8000)

In This Field/Link

Action

Notes

*Business Unit

Enter Business Unit or
use lookup to select.

An entry in this field is required.

*Budget Date From

Enter desired Budget
Date From or use pop-
up calendar to select.

*Budget Date To

Enter desired Budget
Date To or use pop-up
calendar to select.

An entry in these fields is
required.

e todisplay one day -
enter same date in both
fields

e todisplay a date range
— enter beginning and
end date

e todisplay year to date —
enter 07/01/YYYY and
current date

Remaining Amount (Box
1)

Choose appropriate
expression

Remaining Amount (Box
2)

Enter the desired
Remaining Amount

Business Unit GL

Enter Business Unit GL
or use lookup to select.

Leave Field blank to select all
Business Unit GL’s.

*Chartfield

Enter Chartfield or use
lookup to select.

An entry in this field is required.
To select more than one Chartfield
click the + button at the end of the
line.

From Chartfield Value

Enter From Chartfield
Value or use lookup to
select.

Leave field blank to select values
from the beginning

To Chartfield Value

Enter To Chartfield
Value or use lookup to
select.

Leave field blank to select values
to the end
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Report Steps see screenshot below

Run

Click the “Run” button

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

In This Field/Link

Action

Notes

Server Name

Select “PSUNX”

This is the server for SQR Reports

Process List Select

Select “Procurement
Budgetary Activity”
line

To select the proper report.

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
o 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.

POS8001-###HH#.PDF

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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Mo tde Vew Faorkes Tods  Heb &>

O~ O K EG Jwws fyroons @ 3-5 8- EH B

Aoz | )t {fimordmab Frman, stabe vt usfpmt MTSTEVPLOYEL/IRS o MANAGE_PURCHASE_ORDERS AL POSSOC0.aute ¥ [ 6o wnke ®

PeopleSoft.

1=

e YYYY}Y}Y}Y}Y}]}]Y]YYY

Process Detall A

Instance: 2488669 Type: SOR Report

Nome: POES0O01 Dascription: Procurement Budgelary Actmty

Run Status:  Succass Distribugion Status: Possey
fan WlpdmeProcess |

Run Control I Fun_POSS000 Hold Request

Lecationc  Server Cuioue Raquest

Sorver: PSUNX S Chmcl Raquest

Recuwrence: A

Restart Request

Request Croated Onc Q302006 12 1012PM PET Paramedesy Transfer
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Example of Report Output

ffmprdweb1.finman.state.vt. us/psreports/FMTST/2623/pos8001_2488669.PDF - M oft Internet Explo

File Edit W¥ew Favarites Tools Help

€ &/ |ﬂ @ ;j /._\1 Search ‘{:{ Favorites ﬁ‘j{ [_ - :'\; — _J ﬁ ‘3

| Address |£_"| hittp: fifrrprdwebl finman, state. vi UsipsreportsFMTST 2623/ pos8001_2433669, PDF v| B itnks >

@) » g ®@ i/ A5 @ o] " | T s IYAHOO! TooLBAR
- - y elect Texdt - -
[ |:| El © &0% el = N T Get it free
PeopleBoft Purchasing Eed
Report ID:POES001 PROCOREMENT BUDGETARY RCTIVITT RERORT —
Business Unit: 02300 Budget Date From 01-JOL-2004 To 30-J0H-2005 Remaining Amount s 0.00  UED
Rocount: ALL
B0 ID Lins/Schsd/Dist  ¥andor Original PO Amount -  Licuidatsd Ancunt = Esnaining Ancunt Vouchsred mount Account
0000000826 1/1/1 0000000112 121.81 0.00 1z21.81 0.00 521320
0000000825 1/1/1 0000002356 a.00 243.22 0.00 S20100
0000000831 1/1/1 0000000983 a.00 185.33 0.00 518600
0000000834 4/1/1 0000003031 a.00 0.00 522220
0000000865 1/1/1 0000005932 a.00 0.00 520000
0000000214 1/1/1 0000009304 a.00 0.00 513015
0000000226 1/1/1 0000004244 a.00 0.00 517000
0000001072 37101 0000018835 a.00 0.00 520110 —
0000001072 3/1/2 0000018835 0.00 512300
E Totals: 0.00 0.00
W
Al 158.7 % 10.67 in £ | >
1 0f 1 ©0 @]

@ Done 4 Internet
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VT PO Activity Report (VTPO8001)

Report Information

Purpose of the Report

This report lists all active PO’s with related info and amounts budgeted, liquidated, vouchered and
remaining.

Type of Report

SQR

Navigation (Path) to the Report

Purchasing > Purchase Orders > Reports > VT PO Budgetary Activity
Navigation (Path) to the Query

Reporting Tools > Query > Query Viewer
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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_PO8001)

In This Field/Link

Action

Notes

Business Unit GL

Enter desired Business
Unit

Click on magnifying glass to
lookup Business Unit

Budget Date From

Enter desired reporting
from date

Click on calendar to select date

To

Enter desired reporting
to date

Click on calendar to select date

Remaining Amount

Select operator and
enter amount

Choose operator from drop down
and enter the amount desired

PO Status

Select operator and
status

Choose operator and desired PO
Status from drop down

Chartfield

Enter Chartfield value
to include in the report

Click on magnifying glass to
lookup Chartfield

From Chartfield Value

Enter from Chartfield
value

Leave blank to include all values

To Chartfield Value

Enter to Chartfield
value

Leave blank to include all values

[+ [=]

Click the plus or minus
button

Click the plus button if you want
to include more than one
Chartfield value; click the minus
button to delete a Chartfield value
selection

Run

Click the “Run” button

Process Scheduler page loads

Process List

Check the select box
for VTPOS8001

This should be the default

Type

Accept default

Web

Format

Accept default

SPF

Ok

Click the “Ok” button

This runs the report and returns
you to the Report Request
Parameters page.
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Report Steps see screenshot below

e To view the processing
status of the report.
e Click refresh until the Run

. Click the Process Status displays “success”
Process Monitor Monitor link and the D]iostr?bution Status
displays “posted”.
¢ Note the Process Instance
Number
Navigate to Query
Begins With: Type “VT PO8001”
= | Click the Search Button A list of matching queries loads at

the bottom of the page

Select either HTML or Excel for
HTML or Excel Click the hyperlink the desired output. The query
prompt page loads.

Type Process Instance
Process Instance noted from Process
Monitor Page

Click the View Results
Page

Click on magnifying glass to
lookup Process Instance

View Results The results appear

Run Control ID Page

oracLe

Favortes  Man Monu Purchasng Purchase Ovders Reports VT PO Budgetary Actvty

VT PO Budgetary Activity

AT e
2 W

Run Contrel ID: Run VTPO@X01

ad |


javascript:submitAction_win0(document.win0,'QRY_VIEWERS_WRK_QRYSEARCHBTN');
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Report Request Parameters Page

70;; R

Fovortes  ManMers  »  Pardumng Purchase Orders  + Reparta  + VT PO Duslpetiry Actrety

Run Cosarel 100 fun_VTPOB0! Rrgot Moragee  Procegs Moot R |
Langwage:  FooR ¥

Report Request Paramecers

Busiess UniGL: 0110 =y “Budget Date Fram: 970172011 6 *Te: o2 W

|
Remaning Amowes: 0000 Thas report el ream Gy meetng e

- of the crdena spectied n his box

PO Sutss; 7 7 e

ChartFiet Son Opticns

ChatFied S0 Hame From ClaiFinld Vales

WCCOMNT L Accomant Q = a @ |

DEPTIO 2 Dt Q Q [#
[Fune_cone 2 Fund Q Q # =

R Guery VT_POH00Y for VIPOSI0T ot

Process Scheduler Request Page

ORACLE e —

Fovortes  Man Menti  »  Parthuseg Purchase Ordwss feports &+ VT PO Budgetary Activty
. - - v .

Process Scheduler Request

User ID: KIADQUAEH Run Contred ID: Fun_VTPOE001
Server Name: Run Date: a1 v2mz w
Recurrwncs " Run Time: 1057.01A8 - ﬁm!n 9‘1"".9"5’.“"%_ ]

Process List

et Tlasciietion Pracass Yome Frogess Tepe dype RO latibutian
v VT Purchasng Budget Actmty VTPOG001 3AR Repont Wt SFF Crsr o
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Process Monitor Page

oracLe
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VIPO00! KIAQUISH 0U132012 1057 0TAM EOT

Process Lt | Senr Lag

Query Search Page

Query Viewer

Enter any réomanon you have and chok Search. Leave felds bank for a kst of alf values.
*Search By: Query Name v begins with NT_PO800t

I Search I"* nced Search

Search Results
‘Folder View: — Al Falders — -

| i
Hunte Hunto Huato
Excel (XM

& i

Addd 10

ichadue o Py
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Query Prompt Page
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Example of Report Output

V7 _PO8001 - RUN Process First

Process isstance
Newfonts |

Wew 8

lnstasce. Ui

1 5705485 GAs10

I 5705488 06110

A 5705488 0eN10

4 niedes oen0

5 5705488 00810

6 505468 00110

7 5705489 CAY10

570546 CUN10

AT05406 0

Froawss Euenews funiness

Unn o

0110

08130

roio
0000002177 ©

000002178 ©

D000 7% C

o1 ©

DX0N2187 ©

0000002183

ONONR 1 €

PO Cn:rn
Matue

Download results In © e speatstest coy Tenre dirie (318 kb)

1- 8110002200

1 RH10000200

1 Kr10000200

1 NH10000200

1 §110000200

1 RT1020000

1 8110000200

1 110005200

57100 520120 OTAMZ011 DIAANZ.

67100 522300

57100 522300

SI00 422300

ST100 522600
ST00 572300

67100 522600

_ S0 522600

Tuager
De20  Clsss ProgGrt Fung Accoemt Late
From

Buope
Cats To

OTONE0 Y 032

OTONEI Y OV

LY 012

OTOVZ611 CVARAN2

OTOVE0TL N2

OTONZO11 0VEAR2.

oToET G2

(CO0OXN0S00NNR0N0 TG DOOO00EY

OOXEOMANEXNCOXI0 1610 000X XY
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Requisition Reports

REQ/RFQ Cross Reference (POY6100)

Report Information

Purpose of the Report

This report provides a cross-reference between requests for quotes and the requisitions created from
those requests for quotes.

Type of Report
Crystal
Navigation (Path) to the Report

Purchasing > Requests for Quotes > Requisition/RFQ XRef Report
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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_POY6100)

In This Field/Link

Action

Notes

From Date

Enter From Date or
select date from pop-up
calendar.

Through Date

Enter Through Date or
select date from pop-up
calendar.

e todisplay one day -
enter same date in both
fields

e todisplay a date range
— enter beginning and
end date

e todisplay year to date —
enter 07/01/YYYY and
current date

Business Unit

Enter Business Unit or
use lookup to select.

Leave field blank to select all
Business Units.

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.

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.

POY 6100-#######.PDF

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

Microsoft Internet Exploret
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Process Scheduler Request

Uset I0x JHARRIS R Controd Wz Run_POYE100
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Time Zone: Q

[l  REQRFQ Cross Reference Repoat POYE100- Crystsl Web v PDF v Distrbaton
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Eitom ® teormt

Process Monitor Page

D RequisiionfFQ Xeef Report - Mictosoft Internet Exploret
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Process Detail Page

D RequisiionMFQ Xeef Report - Microsoft Internet Explores

e tde Wew Faorkes Tods Heb
OO HMEG P oo @ 3-S5 8- K B
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PeopleSoft.
=3
Process Detail L
Instance: 2480724 Type: Crystal
Natwe: POYE100- Description: REQRFQ Cross Referente Report
Run Status: Success Distribution Status: Posted
. EloditaPocess |
Run Control I Run_POYE100 Hold Request
Lecatiore  Ferver Oueue Request
Server: PSNTCR Catou Raosss
Rocwrence: Onuuss b S
Restart Request
Request Craated O 0312008 143 21#MPST Paramesers  Transfer
Run Amytinee After: (0312006 1:5317PMPST Mess500 Log
Bogan Process A Q212008 143 48PMPST Baten Timings
Emded Process At 03102006 1:54.14PMPST Vigw | (£11-] v
B Process Fetance 2462724 @ Ftermt

View Log/Trace Page

D RequisHionIFQ Xief Report - Microsoft Internet Explores
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L [g
Haw Window | Halo | Qustormie age | B,
View LogiTrace
e
PERPER ¥
Report i 2452 Process Instance: 2488728 Megsane Log
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Run Status:  Succass
REQIRFQ Cross Retarerce Report
B o
PRSI RENIDN St
Distribtion Node:  FDMAEBCR Exgication Date: [0 7000 |

Hains e Size (htes)  Datetinee Creatod
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] Procms Irebence 2465724 ® Ftaermt
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Example of Report Output

<23 http:/ifmprdweb.finman.state.vt. us/psreports/FMTST/2662/POY 6100-_248B724.PDF - Microsoft Internet Exp.

File Edit W¥ew Favarites Tools Help -:,'
. — r ~ = ¥
! : L : N ‘
) x : . ) Search = 7 Favarites ﬁ‘} [ - q i i ‘3
‘! \_) Ij L -.l\j 7 \?ﬂ\..( 1 A S
2 X 3 s »
! Address |£_“| hittp: fifrrprdweb 1 finman, state. vt Usipsreports FMTST/2662/PQY6100-_2485724 POF v Go |} Links
1% o, P i\'l? I:"} ﬁ'} 1 i
@ - )00 e n% -® B = @& @Y T seect e - @] . Try Acrabat for Free!
i3
Eed
Report iDc POYELD PauplaSelt Purchasing Fage He. 1|
Usar I JHARRIZ RFQ TO REQUISITION XREF REFPORT Foun Date 312008
Fun Conmpt | RUN_POTEI00 Fm Tims 1561268 M
[ —— Tii2004 Treu: FI3AZ004
Business Uit o440
Raquisition
RFQ 1D RFQ Date Liss  mein 10 Darmeciili Coder OBy UOM Price (1] Ling Quansly UOM  Vendor I Wandar
DO0OOOOOZD  7Bi2004 15 100 ERMGONT MCOME TAX S00HLET 26000 T £08.18 DO0COOOO4E 1 W T DO000C1020 OFFEETHOUE-I0
{BEE ITEM EFEC2 ATTACHED)
VERMONT INGOME TAX BOOKLET 26000 T 408,18 0OOCOOCO4S 1 [/ T Q0000 1559 DODGEGRARH-001
(SEE ITEM SFECE ATTACHED]
WERMONT INCOME TAX SOOKLET 6000 T 408.18 0OOCCCOO4S 1 H000 T DOCOOE15T3 BALTUSPRES-O01
(BEE ITEM EFEC3 ATTACHED)
VERMGHT MCOME TAX S0GHLET 26000 T £08.18 0O0COCOO4S 1 W T OOOODEE31E BRADFORD&S-00Y
{BEE ITEM EFEC3 ATTAC|
15 FOETCARD WITH "NGTICE TO 20000 T 1250 OOOCCOOC4S 2 20000 T 000001020 OFFEETHOUE-I0
TAXFAYERS NOT RECEIVING A
BOCKLET". ASPT. 414" X 6"
FOETCARD FRINTED ON BOTH
2I0E3 IN BLACK AND RED INK.
FOSTCARD WITH "NOTICE TD Z0ooa T 12.50 DOOCOOOCMS z 20000 T DOCOC 15659 DODGEGAARH-D01
TAXFAYERS NOT RECEVING A
BOOKLET. ASPT. 414" X &
FOSTCARD FRINTED ON BOTH
BIDES IN BLACK AND RED INK.
=OETCARD WITH "HOTICE 70 200,00 T 1250 000CCOOD4S 2 2o0m T D0000S15T3 BALTURFRES-001
TAXFAYERS NOT RECEVING A "
i 11x85n £ | >
bR 7 I T
1 of 10 PPl O O [0 - He o

@ Done 4 Internet
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Requisition Budgetary Activity (POS8002)

Report Information

Purpose of the Report

This report provides budgetary amount information for requisitions according to report request
parameters.

Type of Report

SQR

Navigation (Path) to the Report

Purchasing > Purchase Orders > Reports > Req and PO Budgetary Activity
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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_POS8000)

In This Field/Link

Action

Notes

*Business Unit

Enter Business Unit or
use lookup to select.

An entry in this field is required.

*Budget Date From

Enter desired Budget
Date From or use pop-
up calendar to select.

*Budget Date To

Enter desired Budget
Date To or use pop-up
calendar to select.

Entry in these fields is required.

e todisplay one day -
enter same date in both
fields

e todisplay a date range
— enter beginning and
end date

e todisplay year to date —
enter 07/01/YYYY and
current date

Remaining Amount (Box
1)

Choose appropriate
expression

Remaining Amount (Box
2)

Enter the desired
Remaining Amount

Business Unit GL

Enter Business Unit GL
or use lookup to select.

Leave Field blank to select all
Business Unit GL’s.

*Chartfield

Enter Chartfield or use
lookup to select.

An entry in this field is required.
To select more than one Chartfield
click the + button at the end of the
line.

From Chartfield Value

Enter From Chartfield
Value or use lookup to
select.

Leave field blank to select values
from the beginning

To Chartfield Value

Enter To Chartfield
Value or use lookup to
select.

Leave field blank to select values
to the end

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
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Report Steps see screenshot below

line

In This Field/Link Action Notes
Select “Requisition
Process List Select Budgetary Activity” To select the proper report.

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.

POS8002-#######.PDF

Click this link for the
PDF file

This opens the report.
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Run Control ID Page

3 Req and PO Budgetaty Ac Tivily - Microsoll Infernet Explorer

Ne Edt Yew Favorkes  Toos Help
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Maw Window | Helo | Qustomgs Fage | B, #
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Language: | SR v |
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Process Scheduler Request Page

3 Req and PO Budgetary Activity - Microsoll Infes et Explorer

e
Ne Edt Yew Faovorkes  Toos Heb &

O - O [ B JPOsewr roone: @ -5 B - 6B B

At e ) Wiap:Tmordwsbl Fran, stabe st us oy FRTSTEMEL OYERERD)cINANAGE_PURCHASE_ORDERS, ALN_POS3000, GBLre ™ [ G0 Lok

PeopleSoft, P

g
Now Window | Halp | Sustomie Fage | 5
Process Scheduler Request

Uset 10z JHARRIS R Conmtrod 10z Fun_POSH000

Server Mamec PELN ¥ Rum Date: 0373006 1L

Recuwr ence: ~  RumTane: | 146.15PM | Resetyo Cuprent Daterime |

Time Zone: Q

Seleqt Description Process Nasne Process Type Tyne Foumat it itnition
[ Provwement Budgetary Activiy POEEOM BOR Report Web  w | PDF v Distrbaton
Requisition Budgetsey Aty PO2E0D2 BOR Report |web = |PDF & [

QK Cancs

Process Monitor Page

3 Req and PO Budgetary Activity - Microsoll Intesmet Explorer

3
Me Ede ew Favorkes  Tods  Heb &

Ot - QO [ B Psewdr lroene @ -5 B - 6B B

Ao e L) nip:fmordwab ] Frman, stabe vt us (ol RTSTEVEL OYEETERR I NANAGE_PURCHASE_ORDERS, ALIR_POSS000, GBL e ™ Go ks ¥

PeopleSoft, T

Naw Window | Halp | Sustompe Fage | 5,

tul

{ Process List (_ Sateriey

s e =)

User f0: JHARRE |01 Type ‘ ¥ Last |25 |Minues v Refesh
Sorves: ¥ Name: | - Wstance: | to

Run « Distribagtion - 7] Save On Retiesh
Status: Status 2

Process List

Seloct Wistance Sed. Process Type Noce3® Yser  Fun Dato Time Fun Status SR Dot
488690 SOR Report POSBO02 JHARRIG 033N2008 1:4125PMPST  Success  Posted Dalalls
488689 SOR Report POS8002 JHARRIE 03302006 1:37.84PN PST Succoss Posted Letals
7488685 SOR Repor POSAO0Z JHARRIS 033002006 1°304IFMPST  Suscess  Posted Defalis
2480605 SOR Repod POSB002 JMARRIS 0WINZ006 127 ¢6PMPST  Suscess  Posted  Cslaits

<
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Process Detail Page

D Req and PO Budgetary Activity - M sofl Intes et Explorer

Me Lk Vew Pacorkes Tods Heb
Q- O M BB Povar e @ S- 5 B L0 B
Aoz | 4] biap {fimordweb Frman, stabe vt usfpst MTSTUMPLOYEL RS Jc/MANAGE_PURCHASE_ORDERS, AL _POsmo.cotre @ [E§Ga ke ®

PeopleSoft.

1=
Process Detall A

il __________________ i

Instance: 2488690 Type: S0R Report
Name: POES002 b 2 Requl ] y Aclivly
Run Status:  Succass Distribugion Status: Possey
fan WlpdmeProcess |
Run Control I0: Fun_POEE900 Hold Request
Lecation: Server Oniote Raquest
Sorver: PSUNX e
Recuwrence: A"
Restart Request
Request Croated Onc Q302006 1. 41 299M PST Paramedees Transfer
Run Auytioes After: 0302006 141 299M #ST Message Log
Began Process Al:  OU3W2006 1:41 36PMPST Bateh Timings
Ended Process AL 0302006 143 252MPST Ve loaTace ~
B Process Fetance: 2462650 a ® Fierrm

View Log/Trace Page

3 Red and PO Budgetary Activity - M 11 boter et Explorer

Ne Edr Yew Faorkes  Tools  Heb
O - O W REAG Pt fliroons @ 3-5 8- 03

At | ) Wb imordvesh ] Frmven, stabe o usfmofFRTSTIEVEL OYERTERRJINANAGE_PURCHASE_ORDERS ALK POSSI00 Gk @ B 60 funks

PeopleSoft.
| o [d
Haw Window | Halo | Qustormie age | B,
View LogiTrace
panutat
Report i 2633 Process mstance! 2428690 Massage bog
Nastie: POSB002 Process Type: SGR Report
Fam Status:  Succoess
Reguzition Budgetary Achvily
S
Distribetion Node: FMPRODWER! Expit athon Date: 2001
Hame Hile Sze (edest  Datetine Created
Meszane Log 1,532 0373072005 1 4320.000000P% FST
0046002 2480690 POE 1,369 D1A052005 1 43:20.000000PH PET
Trace Filg 0 02302006 1 4329 000000FM PET
Distribattion 1D Type ‘Distiartion ID
User JHARRIS -

2 Procms iretance 2455530 &l © rteermt
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Example of Report Output

<3 http:/ffmprdweb1 . finman.state.vt. us/psreports/FMTST/2638/posB002_2488690.PDF - Microsoft Internet Explo

File Edit “iew Favorites Tools  Help -:,'
= — . ~ i :
\ \ 5 ; N £
) | x : . ) Search 5 7 Favarites ﬁ‘j{ [ - 1 ii ‘3
‘! \_) IJ L -.l\j 7 .'f\..( A
H . - 4 »
| Address |£_"| hittp: fjfrrprdweb finman, state. vt Usipsreports FMTST/ 2638/ pos8002_2433690, PDF v Go |} Links
" ST ==q 1
b o, B L ﬁ T ]:": iﬂ. Great offers
@-D00H =% - - & 7 | LB selectTet - [ from Adobe
PeopleBoft Purchasing Eed
Raport ID:POSS00Z EEQUIBITION BUDGETARY RCTIVITI REPOERT —
Businese Unit: 02140 Budget Date From 01-JUL-2005 To 30-HMAR-2006 Resmaining Amount w 000
Rocount: ALL
EEQ ID Lins/Sched/Dist Criginal REQ amount - Lliquidatsd Amcount - Esmaining Ancount PO Amcunt Acoount
0000000207 1/1/1 1.00 .00 1.00 0.00 507500
0000000203 1/1/1 57,.754.00 .00 57,794.00 0.00 522350
0000000210 1/1/1 41, 220.00 11,183. 34 0.00 522210
0000000210 z/1/1 3,400.00 205.58 0.00 522210
0000000210 311 130.00 35.62 0.00 522210
0000000210 4/1/1 TO0.00 186.44 0.00 522210
0000000211 1/1/1 23,500.00 23,500.00 0.00 522440
0000000212 1/1/1 60, 000.00 &0, 000. 00 0.00 522400 =
0000000213 1/1/1 8,252.00 8,252.00 0.00 522400
0000000213 z/1/1 8,450.00 8,450, 00 0.00 522400
E Totale: 204,217.00 33,908.42 179, 308.58 0.00
“w
O] 187x 10670 € | >
1 0f 1 0o @]

@ Done 4 Internet
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Requisition Print (PORQ010)

Report Information

Purpose of the Report

This report provides a hard copy of your requisitions sorted by requisition ID.
You can print a single requisition or multiple requisitions.

Type of Report

SOR

Navigation (Path) to the Report

Purchasing > Requisitions > Reports > Print Requisition
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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_PORQO010)

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 Requisition or

Leave field blank to select all

Requisition 1D use lookup to select. Requisitions
Enter From Date or use e todisplay one day -
From Date pop-up calendar to enter same date in both

select.

Through Date

Enter Through Date or
use pop-up calendar to
select.

fields

o to display a date range
— enter beginning and
end date

e todisplay year to date —
enter 07/01/YYYY and
current date

Requester

Enter Requester

Statuses To Include

Check the appropriate
Statuses to include and
select whether you
want Requisitions on
hold or not.

Check at least one status, however,
you can select more that one.

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

Type

Choose desired value

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

Format

Choose desired value

PDF is recommended.
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Report Steps see screenshot below

Ok

Click the “Ok” button

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

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.

PORQO10-#######.PDF

Click this link for the
PDF file

This opens the report.
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Run Control ID Page

A Print Requisition - Microsofll Infernet Explorer
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Process Scheduler Request Page

2 Print Requisithon - Microsoft Internet Explorer L f’j
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Uset 102 JHARRIS R Cortrod Iz Run_PORO0I0
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Process Detail Page

2 Print Requisition - Microsoft intetnet Explores (=
Me td Vew Faotes Tods Heb &
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Process Detail -
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Recarence: o De: o
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Ended Process At 013002006 10431500 PST View LogfTrace v

B Process Yatance 2465658 © terre

View Log/Trace Page
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PeopleSof,
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Haw Window | Halo | Qustormie age | B,
View LogiTrace
pactol
Report i 2618 Process mstance! 2428648 Massage bog
Nasnie: PORQO1I0 Process Type: SGR Report

Fam Status: Succass

Regusition Print SOR
T

HIRH 1) Jiri iy

Distribetion Node: FMPRODWER! Expit athon Date: 01
Hame Hle Sue (edest  Datetime Created
Meszage Log 1532 0373012005 10:53:15.000000AM PST
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Example of Report Output

| hitp://fmprdweb1.finman.state.vt. us/psreports/EMTST/2616/porq010_2488658.PDF - Microsoft Internet Explo.

File Edit W¥ew Favarites Tools Help

-

) > |ﬂ @ ;j /._\1 Seatch ‘?‘;'\'( Favarites ﬁ‘j{ 2~ :'\; — _J ﬁ ‘:’j

- 4
. X * s »
| Address |£_"| hittp: fjfrrprdweb 1 finman. state. vt UsipsreportsFMTST/ 26 16/porq 10_2483658 . POF v Go |} Links
> P 5 o = W | T - @ .07
®\ |l |:| | E” © 93% ® B =4 Ca_] ﬁ S | ]:T_. Select Text i—_.i' Got Reader 7.07
i
Pl
Requisition
Business Unit: 02300 COMFLETE _
} . Feq ID: Date Page
Ship To: Department of Liquor Control 0000000021 T/02/2004 1
Green Mountain Dr Drawer 20 Requester Currency
Monipelier VT 05620-4501 Production vED
Requester Signature
E [Line-Schd Item Description Mig ID Quaniity UOM Price Extended AmtDus Date |
-1 Model 2005 year 1.0000 EA &5, 000,00 65 ,000.00 07/22/2004
54,000-b. Tandem
anel Box Truck
Buyer: Production
Line Total: 65, 000.00
Total Requisition Amount: £5.000.00
MNaodel 2005 vear £4.000-%. Tandem axel Box Truck: 200 HP minimurn dizsel enaine: Exhaust Srake: 8-Soeed _:_
A gaxllin
162 b PO O [OJH # o

G Internet

@ Done
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Requisition to PO XREF (POY1100)

Report Information

Purpose of the Report

This report provides information about selected requisitions and the POs that have been created from
them.

Type of Report

Crystal

Navigation (Path) to the Report

Purchasing > Requisitions > Reports > PO/Requisition Xref
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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_POY1100)

In This Field/Link

Action

Notes

From Date

Enter From Date or
select from the pop-up
calendar.

Through Date

Enter Through Date or
select from the pop-up
calendar.

e todisplay one day -
enter same date in both
fields

e todisplay a date range
— enter beginning and
end date

e todisplay year to date —
enter 07/01/YYYY and
current date

Business Unit

Enter Business Unit or
use lookup to select.

Leave field blank to select all
Business Units.

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
G 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.

POY 1100-#######.PDF

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

—
swoft Inter et Explorer (5
Yew  Favortes  Tooks  Heb &>
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Ao ees | Wap: T dwsb frman, stabe st usfpsofFRTSTIEVEL OYEETERS IO REQUISTTION_ITEMS, RUN_POY 100, GBL » BYco ek ®
PoopleSoll. ]
t
Now Window | Halp | Sustomie Fage | 5
Process Scheduler Request
Uset 102 JHARRIS R Cortrod Iz Run_POY1100
Sorver Name: | CUMENN ¥ pumDate; 03302006 G}
Recusr ence: ~ RmTane:  2.08.12PM Resel 1o Current DateMime |
Time Zone: Q
[ Requizition 1o PO XREF Report POY1100- Crystsl Web  w |PDF v Distrbagon
Ok Cancs
Eitom 'Ehnmt

Process Monitor Page

2 POMequisition Xeel - Microsolt Inter et Explorer ,!
Ne Ede Yew Faocorkes  Tools Hebp &>
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PoopleSolt.

Naw Window | Help | Qustomige Fage | 5, #

tud

{ Process List (_ Bstwre |
2

User f: JHARRE  |CL Types _ v Last |25 | Winues w [ Retesh |
Sorves: ¥ Name: - Instance: | to

Run w Distribamion - 71 Save On Retiesh

Status: Stats

Process List

88691 Crystal POYI100- JHARRIS 033042006 2.06:19PMPST  Buccess  Posted  Dalails
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Process Detail Page

D POMeguisition Xeel - Microsoft Inter et Explorer

Ne tde Yew Faorkes Tods Heb

Om- O BHEG Jme forom @ 35 8- LU0 3

pekoz | ) g ffrordmab3 Frman, stats vt usipst MTSTIUMPLOYEL RS Jo/REGUUSTTLON_LTEMS, ALI_PGY1100,GBL v B uk®
PeopleSoft. e
i)
Process Detail L
Instance: 2488691 Type: Crystal
Natsye: FON1100- Description: Requisition o0 PO XREF Report
Run Status: Success Distribution Status: Posted
o Wloditaprocess
Run Control IL: Ryn_POY1100 Hold Request
Location Fervar Ouewe Request
Server: PENTCR Cancel Rayoust
) Delete Request
Rocwrence: Restart R s
Request Craated O 0302008 2 08 4%MPST Paramesers Transfer
Run Amtinee After: Q3002006 2.06130MPST Mess500 Log
Bogan Process A O3W2008 209 16PMPST Baten Timings
Emled Process At Q302006 209 40PMPST View { [E113 v
B Process Fetance 2465691 © terre

View Log/Trace Page
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Example of Report Output

<A http:/ifmprdwebi.finman.state.vt. us/psreports/EMTST/2639/P0Y1100-_2488691.PDF - Microsoft Internet Exp... |
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RFQ Dispatch/Print (PORFQO01)

Report Information

Purpose of the Report

This report provides a hard copy of the request for quote.

Type of Report
SQR
Navigation (Path) to the Report

Purchasing > Request for Quotes > Dispatch Quotes
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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_PORFQO01)

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 RFQ ID or use

Leave field blank to select all

RFQID lookup to select. RFQ:s.

Enter Vendor ID or use | Leave field blank to select all
Vendor ID

lookup to select. Vendors

Enter From Date or use e todisplay one day -
From Date pop-up calendar to enter same date in both

select.

Through Date

Enter Through Date or
use pop-up calendar to
select.

fields

e todisplay a date range
— enter beginning and
end date

e todisplay year to date —
enter 07/01/YYYY and
current date

Buyer

Enter Buyer or use
lookup to select.

Leave field blank to select all
Buyers.

Fax Cover Page

Enter Fax Cover Page
or use lookup to select.

Leave field blank to select all Fax
Cover Pages.

Miscellaneous Options

Select desired

Select none, all or some of the

Miscellaneous Options | options.
Statuses to Include Select desired Statuses s;{«iag;:one, all or some of the
Dispatch Methods to Select desired Dispatch | Select none, all or some of the
Include Methods options.

Run

Click the “Run” button

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

Select Box

Click the box for the
“PORFQO1” Process

Server Name

Select “PSUNX”

This is the server for SQR Reports

Type

Choose desired value

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




June 2016 Version
Page 135 of 145

Report Steps see screenshot below

In This Field/Link Action Notes

Format Choose desired value PDF is recommended.
This runs the report and returns
Click the “Ok” button | you to the Report Request
Parameters page.
e To view the processing
status of the report.

Ok

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
PDF file

PORFQO1-#######.PDF This opens the report.




June 2016 Version
Page 136 of 145

Run Control ID Page
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Process Scheduler Request Page
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Process Detail Page
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Process Detall %
process |

Instance: 7490942 Type: SOR Report
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o Eodaaiocess
Run Contr ol I Ryn_PORFOO1 Hold Request
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Example of Report Output

http://fmdevweb.finman.state.vt. us/psreports/FMDEV/4907/porfq01_2490958.PDF - Microsoft Internet Explorer

File Edit ‘iew Favorites Tools  Help -:,'
L] N n _\
1 h b L : £ 2 - b - ‘J’
O &) \ﬂ @ __ﬂ P Search < [ Favorites €3 Y= ’ii _‘i
| Address |g“| http: jfrrdesveh, finman, state. vt us/psreports/FMDEY/4907jporfg01_2490958, POF v| Go Links *

@ - [ D|E|G)93% - BN

ol = - = 7 Create an
Sl | [ serect Tet - {@] %/ Adobe POF online

Request for Quotation
State of Vermont

Return Bid To:
Dept of Buildings & General Svcs
Purchasing & Contrac Administration

Drawer 33 . Request Quote ID.  Date Buyer Page
1078 U3 Rie 2 - Middlesex 02300-0900000018 07/02/2004 SEMITH2 1
Mo_ntpeller VT 05633-7601 Payment Terms Date Quote Open Closing
United States Het 30 07/19/2004 08/02/2004 15:00:00
Vendor: 0000000024 Ship Te: Department of Liguer Conitral
Clark's Truck Center Graen Mountain Dr Drawer 20
& Orr Road Mentpelier WT 058204501
Jericho VT 05465 United States
Line  Item Description Quantity UOM Unit Price Extended Amount ]
1 Model 2005 year 1.0000 EA
54 000-b. Tandam zxal
Box Truck
Freight Terms: FOBDEST Ship Via: BESTWAY

Model 2005 year 54,000-10. Tandem axel Box Truck;

200 HP minimum diesel engine; Ev

Al 8.5x1lin

108 b MO O [d]H M o
@ Dione 0 Internet
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VT Req Activity Report (VTPO8002)

Report Information

Purpose of the Report

This report lists all active Req’s with related info and amounts budgeted, liquidated, purchased and
remaining.

Type of Report

SQR

Navigation (Path) to the Report

Purchasing > Requisitions > Reports > VT Req Budgetary Activity
Navigation (Path) to the Query

Reporting Tools > Query > Query Viewer
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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_VTPO8002)

In This Field/Link

Action

Notes

Business Unit GL

Enter desired Business
Unit

Click on magnifying glass to
lookup Business Unit

Budget Date From

Enter desired reporting
from date

Click on calendar to select date

To

Enter desired reporting
to date

Click on calendar to select date

Remaining Amount

Select operator and
enter amount

Choose operator from drop down
and enter the amount desired

Req Status

Select operator and
status

Choose operator and desired
Requisition Status from drop down

Chartfield

Enter Chartfield value
to include in the report

Click on magnifying glass to
lookup Chartfield

From Chartfield Value

Enter from Chartfield
value

Leave blank to include all values

[+ [=]

Click the plus or minus
button

Click the plus button if you want
to include more than one
Chartfield value; click the minus
button to delete a Chartfield value
selection

Run

Click the “Run” button

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

Process List

Check the select box
for VTPO8002

This should be the default

Type

Accept default

Web

Format

Accept default

SPF

Ok

Click the “Ok” button

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



javascript:submitAction_win0(document.win0,'VT_HC_RPTCF$new$0$$0');
javascript:submitAction_win0(document.win0,'VT_HC_RPTCF$delete$0$$0');

June 2016 Version
Page 142 of 145

Report Steps see screenshot below

e To view the processing
status of the report.
e Click refresh until the Run

. Click the Process Status displays “success”
Process Monitor Monitor link and the D]iostr?bution Status
displays “posted”.
¢ Note the Process Instance
Number
Navigate to Query
Begins With: Type “VT P0O8002”
= | Click the Search Button A list of matching queries loads at

the bottom of the page

Select either HTML or Excel for
HTML or Excel Click the hyperlink the desired output. The query

prompt page loads.

Type Process Instance
Process Instance noted from Process
Monitor Page

Click the View Results
Page

Click on magnifying glass to
lookup Process Instance

View Results The results appear

Run Control ID Page

OrACLE

Favortes  Man Menu Purchasng Requstans Reparts V1 Req Budgetary Activiy

VT Req Budgetary Activity

[ Ein an Evising Voo | AdO » New Value

Run Control ID: RUN_VTPO8002

Add
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Report Request Parameters Page

ORACLE  ———

Fam.vtes Man!lenu > Pahasng o Rcougum > kp:x!s 1 VT Req Budgetary Actvty

Vi Run Pos3002

Run Control 1D:  RUN_VTPOSXE Report Managey Frocess Montor R—M-I
Language: Englsh st

Business Unit GL=  (0€110 )  “ButgetDate Froex: 07012011 [ *Ter 0122012 [

..
Remaining Amount: e This report wil fetiim 4ita meding ether

REGSons: T Canceled hd of the crierss specied o thes box.

(=

ahor! Mams From Chwibield Valuy . To Chantindd Valus
'ACOOJ\" % Accort [ ) o B Q@ E
| DEPTID O Degt Q Q==
|;mo;coo& & P al a =

Run Query VT_POSO02 for VIPCE002 output

Process Scheduler Request Page

ORACLE  C———

Fvoites  ManMeon > Puchasng )  Requstuns. > Repods > VT Req Budgetary Acniy

Process Scheduler Request

User 1D; KIAIASH Run Control ID: RUN_VTPOB002

Sarvar Misisa: RunDate:  P¥132012 L

Recurrence " RunTime: |Z2320PM Reset o Curent DateTime |
Time Zone: Q

Process List

Selwst | Desuripton Process Sams Procuss Tyen Tins Tormal Dt ibwtian

¥ VT Requstion Budgst Acthwty VIPCeni2 SR Repont Web SPF Lestobutice

__ oK | Gance |
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Process Monitor Page

ORACLE’

Process List Sarvor Lint

User1D; KAQUISH L Type: - Last -

Server: ~  MName: L nstance: w©
Run « Distribution - |7 Save On Refresh
Status: Status: o

Process List

Process
Selct Instance Seq. frocess lype v Uner
g 1 Ingtas 9. rrocond 'yp N

NTPOBO0Z KIAQUISH 06132012 2.2326FM EDT

Haum Date/f e

Favemcs Man.Mem ) Nd_t'aan ) R«mfmm y Re.p‘ms » VT Req Budgetary Acowvey

View Process Regquest For

T | PPNTY

LT
Run Statuy | IESUOINY i
Status

Go back to VT Roq Buogetary Actity

Bses | Enawy |

Process List | Secyer Lig

Query Search Page

ORACLE’

hwlm:s M‘m«m ) ﬂcwﬂnvglou ) QJ:W »  Query Manager

Query Manager

Ertter any informatian you have and click Search Leave fields blank for 3 st of all values

Fid an Existing Quety | Creste Now Gusry

*Search By: Query Name v  begrmwith  VT_PO8d2

[[Sewch Jngancen semen
Search Results
“Folder View: Al Folders - -

Check Al | Uncheckan |

Query

Select Quary Name

Ownar Foldes Edit

RUN PROCESS FIRST Public

n
™ 50t
Hupto Rumio

Sch n
Excel Xu[ Sehesule

Find an Exsting Query | Create New Query
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Query Prompt Page

VT_PO8002 - RUN PROCESS FIRST

Process instance: |
Vien Reats

adget
Process  Business Busoess Meg  feg | . P 3y P e
e et UntaL | 1 s DeptiD (Class ProjiGrr Fund Account  Date

From

srosaty

Ongenal
neG
Amount

Buoget
Cate To

Liguitates

Program Amoust | A

Vender
)

Example of Report Output

[VT_P0O8002 - RUN PROCESS FIRST

Process instance: E706317 (4

View Reauds |

Download results in | exespeasme csvTenrke 0w (3 Kb)

"

:v':a::: m::-.“ %,::.";:' neqo | M ot U:.i:;‘: Deptd  Crass Proj/Gr Fune Account n;;iﬁ g;’,"_“"; Frogam V'f:‘" ?Eg?:: ey
1 G700317 CE110  CB1%0 0000000138 C 1 1 1 8110000200 57100 522000 07012011 031272092 000 ot
2 5706397 (G110 08110 O000M00140 A 1 1 1 811000200 ST100 522400  0TOV2011 D3N22002 2000000 20000(
3 5708317 08110 06130 Q000000140 A 2 1 1 §110000000 ST100 522400 07002011 03122002 2500000 25000 (
¢ 5700317 06110 08150 0000000144 C T 1 1 £110000200 57100 522400 07012011 03122042 17170000 171700.L
§ 570637 (@110 08110 O000N00142 C 1 1 1 211000200 57100 520800 070172011 03122002 0w ol
6 5706317 08110 06150 Q0000143 A 1 1 1 6110000200 57100 522400 07012011 03122012 320000 00 320000
7 5700317 08110 08110 0000000144 A - 1 1 1 8110000600 57100 512000 07012011 0A1272092 1457000 J4570(




