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View Source Documents

The source document is the original form used to generate a transaction line. The source document can be
accessed from the Budget Details or the Budget Overview page, but it requires several layers of drilling. Since

the reference number from the Financial Statement is available, it is suggested to navigate directly to the page
used to generate the transaction by using the appropriate search page.

Listed below are the navigation paths for the different types of documents found on the Financial Statement:

Create/Update J | Entri
Journals (General Ledger) R AN

Enter any information you have and click Search. Leave fields blank for a list of all values

1. Navigate to the Menu > Financials > General

Ledger > Journals > Journal Entry > Create/Update
Journal Entries.

Find an Existing Value

Search Criteria

) Business Unit[= +] UTARL Q
2. The Create/Update Journal Entries page is Journal ID[begins with |
. . . e g Journal Date E]
displayed. If necessary, click the Find an Existing s e e ]
Value tab. Line Business Unit[= | Q
. Journal Header Status| = ~| [No Status - Needs to be Edited  +|
3. Click the Clear button to remove the default values. | cusei cnecting Header siatus = = | v
. . . Source[= ] Q
4. Enter the Business Unit (example: UTARL). SRR &
5. Enter the 10-digit reference number in the Journal Atachment Exist[= < <]
. Journal Class| begins with
ID field. [pedre it - b

[case sensitive

6. Click Search. The Journal page is displayed.

=]
Search Clear |Basic Search & Save Search Criteria

Vouchers

Voucher

1. Navigate to the Menu > Financials > Accounts

Enter any information you have and click Search. Leave fields blank for a list of all values
Payable > Vouchers > Add/Update > Regular Entry.
. . . Find an Existing Value || AddaMew Value
2. The Voucher page is displayed. If necessary, click
. . . Search Criteria
the Find an Existing Value tab.
3. Enter the 8-digit reference number in the Voucher Business unit|=_v | TR Q
. g “oucher ID
ID field. Invoice Num:er
. . . Invoice Date El
4. Click Search. The Voucher page is displayed. Short suppler Name[ Segns Wi <]
SupplierID &}

Supplier Name begins with |

Vioucher Style

e

Related Voucher

Entry Status| = ~]

1<

1<

Voucher S-:nurce| =

~ |

1<

Incomplete "v"-:nucher| =

~ |

1<

[case sensitive

. ] -
Search Clear | BasicSearch = Save Search Criteria

Find an Existing Value | Add a New Value

1
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Expense Reports

1. Navigate to the Menu > Financials > Travel and Expense
> Expense Report > View.

Expense Report

Enter any information you have and click Search. Leave fields blank for a list of all values

¢ Find an Existing Value |
2. Enter the 10-digit reference number in the Report ID. ST
3. Click Search. The Expense Report Detail page is displayed. ReportID[Begins with <]

Report Description
Name [Gegins wih ]

a
Report Status [ = v | v]
Creation Date[= | El

[case sensitive

. = .
Search Clear | Basic Search = Save Search Criteria

ProCard Statement

The ProCard Transaction Reconciliation statement provides detailed ProCard information to help aid in the
reconciliation of the monthly Financial Statement.

1. Navigate to the Menu > Financials > Purchasing >

Procurement Cards > Reconcile > Reconcile e -
Statement. Empleyee D =
Name
2. Enter or lookup the cardholder by Name or Empl ID. Card Issuer vlq
3. Click the Statement Status drop-down menu and Tctd iiZZ
select Closed. T et
Click the Search button. Lam:g“;:te W o
5. The Procurement Card Transaction page is displayed. statement status ]
The charges will have a status of Closed. This status is - EIZIEE
assigned automatically by the system after the e W mmmE
ProCard processing deadline date occurs. ) "“:“:ﬂ‘e i B ® B
Note: You must have proxy access to the cardholder o agemui save When Scrolling Through Chunks

. . 3 h Cl
to see their transaction statement. = =

2
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BUdget Tra nSfe rs Enter Budget Transfer
The Budget Transfer page is used to view transfers Enter any information you have and click Search. Leave fields blank for a list of all values.
between and within Cost Centers. Find an Existing Value | Add a New Value

Search Criteria

1. Navigate to the Menu > Financials >

Commitment Control > Budget Journals > Enter Business Unit[= <] JUTARL Q
Budget Transfers. g =
Journal Dale ]
2. The Search page is displayed. Make sure the UnPostSequence[=____ ]
Business Unit field is defaulting to UTARL. s v| | £

Descnptlon
3. Enter the 10-digit Journal ID number. User ID[ begins with | Q

4. If necessary, remove the defaulting Empl ID from | [case sensitve
the User ID field.
5. Click Search. The Journal page is displayed.

]
Search Clear Basic Search & Save Search Criteria

BUdget Journals Find an Existing Value [ Add a New Value
The Budget Journal page is used to view budget adjustment and other journals processed by the Budgets &

Financial Planning office.

Navigate to the Menu > Financials > Commitment Control > Budget Journals > Enter Budget Journals.
The search page is displayed. Make sure the Business Unit field is defaulting to UTARL.

Enter the 10-digit Journal ID number.

If necessary, remove the defaulting Empl ID from the User ID field.

Click Search. The Journal page is displayed.

vk wNRe
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Reconciling ProCard Charges

Run Query: UTA_AP_PROCARD_TRANS_DTL_RECON

The ProCard Transaction Details & Reconciliation query provides detailed ProCard information to help aid in
the reconciliation of the monthly Financial Statement. UTA_AP_PROCARD_TRANS_ DTL RECON can be
generated by any user with elevated UTShare access. The query displays transactions for a specified time
period by cardholder, department, or cost center/project.

This report contains information such as:
e Transaction Description
e General Ledger Account (e.g. 63003 — Office Supplies)
e ChartField string associated with the expense line
e Merchant information
e Relevant Dates (e.g. Transaction Date, Merchant Post Date, etc.)

1. Navigate to the Financials Query Viewer: Menu > Financials > Reporting Tools > Query > Query
Viewer
2. The Query Report Scheduler page is displayed:
a. Type UTA_AP_PROCARD_TRANS_DTL_RECON into the search field and click Search.
b. The Query can be ran on the browser with the HTML link, or exported directly to Excel.
3. Click to select the desired output. This will open in a new browser window.

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By [QueryName v  begins with UTA_AP_PROCARD_TRANS_DTL_RECON

h@ Advanced Search

Search Results

*Folder View | — All Folders — L |
Query Personalize | Find | View All | | L:Ti First ‘&' 1of1 '} Last
P ; Runto Runto Runto Definitional Add to
Query Name Description Owner Folder HTML Excel XML Schedule e o i
A Procard ) \ '
UTA_AP_PROCARD_TRANS_DTL_RECON gzc'fn”':ar Trans Dil & Public HTML Excel |XML Schedule  Lookup References  Favorite

4. Complete the query search criteria:

a. Inthe Trans Date From and Trans Date To fields, enter the dates of the ProCard billing cycle you
need to see transactions from. In reference to SAHARA, the Citibank vouchers will be for the
prior month charge cycle. Ex. If you are reconciling SAHARA Period 4 (December), the vouchers
paying back Citibank for use of their issued credit cards will be on the billing cycle dates of
November 4th — December 3rd.

b. Inrelation to reconciling SAHARA, the most useful search criteria to use will be the Cost Center
or Project you are currently reconciling.

c. This report can then be used to compare transaction amounts and general ledger accounts to

Last Revision 4/26/2022
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the SAHARA actuals to find the cardholder and then reference their ProCard Reconciliation Log
as necessary.

UTA_AP_PROCARD_TRANS_DTL_RECON - UTA Procard Trans Dtl & Recon

Trans Date From |[11/04/2021 |5
Trans Date To 12/03/2021 |[5]
Employee 1D (Optional) Q.
Dept (Optional)
Cost Centr (Optional)
View Results
Download results in ;. Excel SpreadSheet CSW Text File XML File (28 kb)

View All

. Card Trans . .
Row Employee Name Employee D Provider Trans Date Tt T O Gty Unit Price  Tran Amt
., CITIBAMK Auto door
1 MC - UTA 11/09/2021 repair 1.0000 150.00000 150.000
CITIBAMK Cleaning
2 ' MC - UTA 11/08/2021 supplies 1.0000 647.00000 647.000
Labor and
minor
3  CITIBANK 441092021 materialto 10000 1284.00000 1284.000
MG - UTA
run data
lines
. CITIBAME Replace
4 MG - UTA 11/04/2021 e 1.0000 24271000 242710
. CITIBAMK Fepairs to
5 b MG - UTA 11/09/2021 building 1.0000 3450.00000 3450.000
. CITIBAMEK Repairice
G ' MG - UTA 11712021 maker 1.0000 1114.87000 1114870
, CITIBAMEK Partition
7 G - UTA 110412021 Repairs 1.0000 1640.00000 1640.000

Download ProCard Payment Voucher to Excel

The ProCard charges on the ProCard Payment Voucher are sub-totaled (dollar amounts are added together)
for transactions using the same General Ledger Account (e.g. 67106 — Official Occasion) and the payee for the
ProCard payment is listed as “Citibank”. This can make it difficult to reconcile the entries on the voucher to
your ProCard Transaction Log or to the monthly Financial Statement.

To reconcile the amounts that were sub-totaled on the voucher, you can download the ProCard Payment
Voucher to Excel, sort/filter the information by department or GL Account and add a formula to match the
totals. The steps below explain how to download the ProCard Payment Voucher to Excel:

1. Begin by navigating to the Voucher Accounting Entries page: Menu > Financials > Accounts Payable >
Review Accounts Payable Info > Vouchers > Accounting Entries.

Last Revision 4/26/2022
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Enter the ProCard Voucher reference number in the Voucher ID field and click Search.

Voucher Accounting Entries

*Business Unit UTARL | @

*Accounting Line View Option Standard

Supplier ID
Supplier Name

Accounting Information

Posting Process

Main Information Chartfields

Monetary Amount

Journal

Description

Voucher ID

Q Invoice Number

Invoice Date

GL Dist Status

Currency Code

Ledger

Posting Process v

Reset
Find | View All First
Posting Date
Personalize | Find | View All | L§|| B First ‘& 1o0f1

GL Unit Accounting Date

[Cshow Foreign Currency

»

1

New Window

10f1

Last

»

Last

Click the “Show All Columns” icon

to display all columns in the table.

Voucher Accounting Entries

“Business Unit UTARL |
*Accounting Line View Option | Standard
Supplier ID 0000011664
Supplier Name CITIBANK NA

Accounting Information

Posting Process AP Accrual

Main Information | Chartfields | Journal

Description Monetary Amount
Accounts Payable

Registration Fees for T. Caret

Accounts Payable

Name plate for T. Ticknor

Accounts Payable

Business cards for Ketcham, Ru

Voucher ID 00160134 | Q ®

Invoice Date 02/04/2019

GL Dist Status Distributed

Currency Code Ledger
-875.00 USD ACTUALS
875.00 USD ACTUALS
-20.40 USD ACTUALS

2040 USD ACTUALS
-61.00 USD ACTUALS
51.00 USD ACTUALS

Personalize | Find | View Al | 2] B

Invoice Number |5567090001972210_00026235 Q

D Show Foreign Currency

*Sert By [Posting Proces: v |

Search Reset
Find | View All First ‘&' 10f2 * Last
Posting Date 02/15/2019
First ‘4 160f6 * Last

GL Unit Accounting Date
UTARL 02/15/2019
UTARL 02/15/2019
UTARL 02/15/2019
UTARL 02/15/2019
UTARL 02/15/2019
UTARL 02/15/2019

Voucher Accounting Entries
*Business Unit UTARL |Q
*Accounting Line View Option | Standard
SupplierID 0000011664
Supplier Name CITIBANK NA

Accounting Information

Posting Process AP Accrual

Monetary

Description ey Currency Code Ledger

Accounts Payable -875.00 USD ACTUALS
g:ggualmn Fees for T. 875.00 USD ACTUALS
Accounts Payable -20.40 USD ACTUALS
Name plate for T. Ticknor 20.40 USD ACTUALS
Accounts Payable -51.00 USD ACTUALS
Business cards for 51.00 USD ACTUALS

Ketcham, Ru

Voucher ID[00160134 |Q %

Invoice Date 02/04/2019

GL Dist Status Distributed

GL Unit Accounting Date
UTARL 02/15/2019
UTARL 02/15/2019
UTARL 02/1512019
UTARL 02/15/2019
UTARL 0211512019
UTARL 0211512019

OE. W S

T Y YT

Tax Authority

. "VIIP R S IR N

Find | View All First (4 10f2 *' Last
Personalize | Find | view Al ff20 | & st (4 1606 »' Last

w0c Doc  Budget Budget
pe  Docsealid S:?e e Satas Primary

0215/2019 Vv Y

02/0412019 v Y

0215/2019 V Y

02/0412019 V Y

021512019V Y

02/0412019 v Y

Scroll to the right-side of the page and click the download iconfdl located in the blue title bar.

Last Revision 4/26/2022
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5. Depending on your browser, a new window will appear. If necessary, select “Open with Microsoft
Excel” and click OK.
Note: If the new window does not appear, it may be necessary for you to disable pop-up blockers.

6. When the Excel Window opens, you may be presented with the following message “The file you are
trying to open, ‘ps-2.xIs’, is in a different format than specified by the file extension. Verify that the file
is not corrupted and is from a trusted source before opening the file. Do you want to open the file
now?” select “Yes”.

Microsoft Excel X

The file format and extension of "ps.xls’ don‘t match. The file could be corrupted or unsafe. Unless you trust its source, don’t open it. Do you want to open it

anyway?

7. The charges from the ProCard voucher are now displayed in Excel.
8. Click the Enable Editing button on the yellow bar that displays above the open spreadsheet.

o PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View. Enable Editing
9. Itis recommended that you Sort or Filter the table accordingly to match the information with your

Financial Statement. To Filter the table:
a. Highlight Row 1 by selecting row one on the spreadsheet.

bid
b. Click the Sort & Filter icon:z.
c. Select Filter from the menu.

Home Insert Draw Page Layout Formulas Data Review View Help Acrobat

Calibri = 20 Wrap Text General v % @2 fj :E[ E @ 3. AutoSum

DFiln v
$ % 9 0 .00 Conditional Formatas Cell Insert Delete Format
v /0 00

= = = 3= [Z]Merge & Center ~ ) > .
- €rge & Center Formatting v Table v Styles v @ © v & Clear

< Format Painter

Clipboard 5] Font Alignment ] Number ] Styles Cells

Description

I Description Monetary Amount |Currency Code| Ledger |GL Unit ing Date | Tax Authority | Account|Fund Code | Department|Cost Center |Function | Program Code|PC Business Unit | Project | Activity|
Pl Accounts Payable -875|USD ACTUALS |UTARL 2/15/2019 20110 3105
BN Registration Fees for T. Caret 875|USD ACTUALS |UTARL 2/15/2019 67645 3105 320105 310172 700
P/l Accounts Payable -20.4|USD ACTUALS |UTARL 2/15/2019 20110 3105
B Name plate for T. Ticknor 20.4|USD ACTUALS |UTARL 2/15/2019 63101 3105 320105 310172 700
(S Accounts Payable -51|USD ACTUALS |UTARL 2/15/2019 20110 3105
@l Business cards for Ketcham, Ru 51|USD ACTUALS |UTARL 2/15/2019 64101 3105 320105 310172 700

d. After selecting Filter from the menu. A drop-down triangle will be added to Row 1 for each
column in the table. Select the down-triangle ™ for the column that you want to filter.

Description .ﬁg‘ Monetary Amourrj Currency Codd Ledger[j GL Un'd Accounting Daqj Tax Auth.

Last Revision 4/26/2022
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e. Once you have added the appropriate filters, the table will display only the selected
information. If necessary, you can sort the Account column (General Ledger Account) and/or
add a formula to calculate the Monetary Amount column to reconcile the information against
your Financial Statement.

File Home Insert Draw

Page Layout Acrobat

0 Calibri 20 Wrap Text General = @ [@r‘/ & mX =
[3Copy ~ . o oo el

= =B Conditional Formatas Cell Insert Delete Format
= = = £ 2= [2|Merge & Center v v 9
il s S $ %9 Formatting v Table v Styles v v v v

Formulas Data Review View Help

X Cut > AutoSum v
7Y
[TFill v
Sort& Find& Ideas
Filter v Select v

Paste

v Y Format Painter & Clear v

Clipboard & Font Alignment 5] Number Styles cells Editing Ideas  Sensitivil§

Description

T Description -|Monetary Amoun* | Currency Cod~ | Ledger.|GL Un*:|Accounting Dat= |Tax Authorit-:|Schedule I" Accour[j Fun{
PAl Accounts Payable -875|USD ACTUALS |UTARL 2/15/2019 20110 4
Bl Registration Fees for T. Caret 875/USD ACTUALS |UTARL 2/15/2019 67645 3
/8l Accounts Payable -20.4\USD ACTUALS |[UTARL 2/15/2019 20110 {
B3l Name plate for T. Ticknor 20.4\USD ACTUALS |UTARL 2/15/2019 63101 g
(Wl Accounts Payable -51/USD ACTUALS |UTARL 2/15/20i-§ 20110 p
VAl Business cards for Ketcham, Ru 51|USD ACTUALS |UTARL 2/15/2019 64101 ‘,

Reconciling Payroll Transactions

Query Report Scheduler

Enter any information you have and click Search. Leave fields blank for a list of all values.

Generate Payroll Analysis Report

1. Navigating to the Query Report Scheduler page:
Menu > Financials > Reporting Tools > Bl

Find an Existing Value Add a New Value

Search Criteria

Publisher > Query Report Scheduler.
2. The Query Report Scheduler page is displayed:

e First Time User — Create a Run Control ID:

a) Click the Add a New Value tab.

b) Provide a meaningful name for your Run
Control ID (up to 30 characters, no
spaces, case-sensitive).

Run Control ID Example: payroll_analysis

c) Click the Add button and proceed to step
3.

e Returning Users — Use an Existing Run
Control ID

d) From the Find Existing Value tab, enter
the Run Control ID in the Search by field.
e) Click Search and proceed to step 8.

Optional: You may leave the Search By field blank and
click the Search button. If you have created only one Run

Search by: |Run Control ID ~ |begins with

[Jcase sensitive

Search Advanced Search

Find an Existing Value | Add a New Value

Query Report Scheduler

Enter any information you have and click Search. Leave fields blank for a list of all values

Find an Existing Value | Add a New Value

Search Criteria

Search by: |Run Control ID ~ |begins with

D Case Sensitive

Search | Advanced Search

Search Results

View All First ‘4
Run Control ID Language Code Report Name Data Source Type Description
GRART! English UTAKKSOAMGRT Con. Query UTA MFS Grants UTA_KK_SOA_GRANT_MONTHLY
ProCard 1 English UTAPPROCREG Con. Query UTA Pro Card Trans Register UTA_AP_PROCARD_REGISTER
Procard.Financial  English UTASTMTACCTO Con. Query  UTA Statement of Account (OPE) UTA_KK_ACCT_STMT

UTA FS Unfunded English UTAKKSOAMUFN Con. Query UTA MFS Unbudgeted Cost Center UTA_KK_SOA_OPEU_MONTHLY
UTA _FS_FUNDED  English UTAKKSOAMFND Con. Query

UTA_FS_Funded English UTAKKSOAMFND Con. Query
UTA_FS_UNFUNDED English UTAKKSOAMUFN Con. Query
UTA_FS_UnFunded English UTAKKSOAMUFN Con. Query

1a3eria ) Last
Data Source ID

UTA MFS Budgsted Cost Centers UTA_KK_SOA_OPEF_MONTHLY
UTA MFS Budgeted Cost Centers UTA_KK_SOA_OPEF_MONTHLY
UTA MFS Unbudgeted Cost Center UTA_KK_SOA_OPEU_VONTHLY

UTA MFS Unbudgeted Cost Center UTA_KK_SOA_OPEU_MONTHLY

payroll English UTAPYANALDPT Con_Query __UTA Payroll Analysis By Dept __UTA PY DEPT PAY ANALYSIS
payroll analysis English UTAPYANALDPT Con.Query _ UTA Payroll Analysis By Dept LJTA}‘QDEPT}A‘QANAL‘(@
‘PayroNl_analyss Nl OTAPYANALDPT Con. Query . UTA Dayroll Analysis By Dept TTA_PY_DEDT DAY ANALY:
procard_register  English UTAPPROCREG Con.Query  UTA Pro Card Trans Register UTA_AP_PROCARD_REGISTER
test English UTAPYANALDPT Con.Query  UTA Payroll Analysis By Dept  UTA_PY_DEPT PAY_ANALYSIS

Last Revision 4/26/2022
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Control, the Query Report Scheduler page displays. Help

If you have multiple Run Controls, a Search Results
table will display; where you must select the

Prompt for Query UTA_PY_DEPT_PAY_ANALYSIS_HDR

UTA_PY_DEPT_PAY_ANALYSIS_HDR

appropriate ID.

3. Select “Connected Query” from the
Source Type drop-down menu.

4. From the Report Name field: Enter or lookup

Fiscal Year 2019

Department 320105 Q
Starting Period 1

Ending Period 8

Employee ID (blank for All) Q
|I OK I Cancel

Data

the Report Name: UTAPYANALDPT (UTA Payroll Analysis Department).

5. Press Save

6. Enter the Query Parameters in the first pop-up:

f) Enter Set ID “UTARL”. Enter or

lookup 6-digit Dept number.
g) Click OK.

7. Enter the Query Parameters in the second

pop-up:

h) Enter Employee ID or leave this

field blank for ALL.
i) Enter the desired Enter the
Starting and Ending Period.

Query Report Scheduler
Run Control ID payroll.analysis
Language English

Report Definition
Data Source Type [Connected Query ~

Report Name UTAPYANALDPT

Template ID [JTAPYANALDPT 1 a

Template As Of Date £l Channel

Update Parameters
Query Parameters
Query Name
1 UTA_PY_DEPT_PAY_ANALYSIS_HDR
2 UTA_PY_DEPT_PAY_ANALYSIS_HDR
3 UTA_PY_DEPT_PAY_ANALYSIS_HDR

Prompt Hame
FISCAL_YEAR

DEPTID
ACCOUNTING_PERIOD

4 UTA_PY_DEPT_PAY_ANALYSIS_HDR ~ ACCOUNTING_PERIOD

Report Manager Process Monitor

QU UTA Payroll Analysis By Dept

Prompt Value
2019
320105

1

8

j) Click OK. Proceed to step 10. ST PY DEPT P AMLYSS  CHARIFELD
8. Click the Update Parameters link to b
Chan e the arameters Of the re Ort 9 UTA_PY_DEPT_PAY_ANALYSIS ACCOUNTING 1D
g p p ' Go to BIP Report Search
Proceed to step 6 and step 7 above EINutify | (B
Query Report Scheduler
Run Control ID payroll.analysis Report Manager Process Monitor Run
Language English
Report Definition
Data Source Type\ Connected Query ~
Report Name UTAPYANALDPT | @
The parameters you entered display in Template ID Q
the Query Parameters table. femplate A OrDate ® Channel
Go to BIP Report Search
9. Clle the Save button tO save the Not\fy % Add #-| Update/Display

conditions of your report.

10. To generate the report, click the Run button.

Query Report Scheduler
Run Control ID payroll.analysis
Language English
Report Definition
Data Source Type W‘

Report Name |UTAPYANALDPT

Template ID UTAPYANALDPT_1

Template As Of Date [— 5
Update Parameters

Query Parameters
Query Name

1 UTA_PY_DEPT_PAY_ANALYSIS_HDR

Prompt Name

FISCAL_YEAR

Report Manager Process Monitor

Q@ UTA Payroll Analysis By Dept

Q

Channel

Prompt Value
2019

Last Revision 4/26/2022




The Process Scheduler Request page is displayed.
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11. The Format field defaults to “XLS”. This indicates the output is an excel file.
12. If necessary change the Type of report field to Email which will send the report to the user email. The
default is Web which will enable the report to be viewed in Report Manager.(Web defaults).

13. Click OK.

14. Click the blue Process Monitor link to

Process List | Server List

View Process Request For

Vs DEOTEEEL O Tpo w Rates
Server V] Name Q  Instance From Instance To
RunStatus| ____ ~|  Distribution Status Save On Refresh
Process List P | Find| View Al | 2] B First © 10f1 @ Last
Sellect Instance Seq Process Type Process Name User & Detaiis
5750395 Bl Publisher PSXPQRYRPT 6001363664 06103/2019 4:45:27AM CDT Details

Go back to Query Report Scheduler

FSave || Notity

Process List | Server List

Query Report Scheduler
Run Control ID payrollanalysis
Language English
Report Definition

Data Source Type [Connected Query %

Report Name UTAPYANALDPT

Go to BIP Report Search

F)Save ||=INotify

Report Manager |Process Monitor Run
Process Instance-5750398

@ UTA Payroll Analysis By Dept

Template ID [UTAPYANALDPT 1 Q
Template As Of Date 5 Channel
Update Parameters
Query Parameters
Query Name Prompt Name
1 UTA_PY_DEPT_PAY_ANALYSIS HDR  FISCAL_YEAR 2019
2 UTA_PY_DEPT_PAY_ANALYSIS_HDR  DEPTID
3 UTA_PY_DEPT_PAY_ANALYSIS_HDR  ACCOUNTING_PERIOD 1
4 UTA_PY_DEPT_PAY_ANALYSIS HDR  ACCOUNTING_PERIOD 8
5 UTA_PY_DEPT_PAY_ANALYSIS_HDR  EMPLID
6 UTA_PY_DEPT_PAY_ANALYSIS CHARTFIELD1
7 UTA_PY_DEPT_PAY_ANALYSIS BUSINESS_UNIT_PC
8 UTA_PY_DEPT_PAY_ANALYSIS PROJECT_ID
9 UTA_PY_DEPT_PAY_ANALYSIS ACCOUNTING_ID

L Add_|[5] UpdatelDisplay

monitor the progress of the report. The Process Instance number is also displayed.

The report is complete and ready to view
when the Run Status shows “Success”
and the Distribution Status shows
“Posted”.

Note: If multiple reports are listed, verify

Process List

OK

User ID 6001363564

Server Name

Recurrence

Select Description

Bl Publisher Query Report

Process Scheduler Request

Run Date [16/03/2019
Run Time |4.45:27AM

Time Zone Q

Process Type

Bl Publisher

Process Name

PSKPARYRPT

Cancel

Run Control ID payroll_analysis

)
Reset to Current Date/Time

*Type *Format Distribution

Distiuion

using the process instance number.

15. Click the blue Go back to Query Report Schedule link.

Last Revision 4/26/2022

10




16. Click the blue Report Manager link.

Financial Statements — Tools for Reconciling

The Report Manager page is displayed. The report will display under one or more of the tabs, usually the

Administration tab.

15. Click the TABs to find the report listing.

17. Click the file name located under the Description column.

Here is an example of the report as an Excel file.

Query Report Scheduler
Run Control ID payroll analysis
Language English
Report Definition

Data Source Type Connected Query

Report Name [UTAPYANALDPT | @ 1A Payroll Analysis By Dept

Process Monitor Run

Template ID|UTAPYANALDPT_1 Q
Template As Of Date I} Channel
Update Parameters
Query Parameters
Query Hame Prompt Name Prompt Value
1 UTA_PY_DEPT_PAY_ANALYSIS CHARTFIELD1
View Reports For
User ID|6001363564 Type] ~ | Last M 1 Refresh
Status| ~ | Folder| ~ | Instance o
Report List Personalize | Find | View All | 21| B2 First (4 10f1 ' Last
select PO 1= Description Bequest  Format Status  Details

6499647 575039§ UTAPYANALDPT - UTAPYANALDPT dsx 0032019 EXeel  pogiag peggils

Microsoft

50:31AM  Files

“SE\EEt All Deselect All

Click the delete button to delete the selected report(s)

Go back to Query Report Scheduler

=) Save

List | Explorer | Administration | Archives

(*xls)

Last Revision 4/26/2022
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Tm ,‘1“]‘:,' KX.AC Payroll Analysis by Department Created On: 5/16/2019 13:50 PN
2 . ‘ ARLING L(); For Use by Authorized UTA Personnel Onty
3
a4
5
6
7 | Payroll Analysis Report for Department: 320105 - Business Technology Services
8
9
10 Fiscal Year 2019
11 Employee DeptID Pay Fund Src Account Pay End Dt 1 2 3 4 5 6 7 Total
12 320105 CC: 310172 - BUS [51201- SW 2018-08-30 0.00 0.00 0.00 0.00 0.00 0.00
13 %F;HNDLDGY Classified Z018-10-31 0.00 ] 0.00 .00 0.00 0.00 .00
14 SERVICES 2018-11-30 0.00 0.00 0.00 0.00 0.00 0.00
15 2018-12-31 0.00 0.00 0.00 0.00 0.00 0.00
16 2019-01-31 0.00 0.00 0.00 0.00 0.00 0.00
17 2018-02-28 0.00 0.00 0.00 0.00 0.00 0.00 0.00
18 Pay End Dt Total ‘ 0.00 0.00
13 54407 - Longevity | 2018-09-30 [ 0.00 0.00 0.00 0.00 0.00 0.00

Commitment Accounting Salary by Cost Center Report

Salary by Cost Center

The Salary by Cost Center report is used to view salary information for all employees associated with a specific
Cost Center.

Note: The Salary by Cost Center Report can be generated by end users with the following UT Share security
roles: Level lll or Level V.

1. Begin by navigating to the Salary Cost Center page: Menu > HRMS > UTZ Customization >
Commitment Accounting > Reports > Salary by Cost Center
2. The Salary by Cost Center search page is displayed.

e First Time User — Create a Run Control ID:

a) Click the Add a New Value tab.

b) Provide a meaningful name for your Run
Control ID (up to 30 characters, no spaces,
case-sensitive).

Salary by Cost Center

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value Add a New Value

Search Criteria

R

Run Control ID Example: salary-by-cost- Run Control D begins wih
center |:| Case Sensitive

c) Click the Add button and proceed to step 3.
e Returning Users > Use an Existing Run Control

D

Search Clear | Basic Search (& Save Search Criteria

Find an Existing Value | Add a New Value

d) From the Find Existing Value page, enter
the Run Control ID in the Search by field.

e) Click Search and proceed to step 3.

Optional: You may leave the Search By field blank and click the Search button. If you have created only one
Run Control, the Salary by Cost Center page displays. If you have multiple Run Controls, a Search Results table
will display; where you must select the appropriate Run Control ID.

The Salary by Cost Center page is displayed.

12
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Note: If you are a returning user, the Salary by Cost Center page defaults with the values last saved or used.
Depending on the information that you want to view, you should update the parameters accordingly (e.g.

Accounting Period, Cost Center, etc.).

f) Enter Set ID “UTARL".

g) Enter Fiscal Year (e.g. 2019).

h) Enter Accounting Period (e.g.
1 =Sept, 2 = Oct, etc.).

i) Enter Cost Center or leave the

field blank for all Cost *SetID UTARL |Q UT Arlington Cost Center [310157 Q
Centers *Fiscal Year | 2019
j) Enter Empl ID or leave the “Period 7|Q  Period 7-2019-03-01 Empl ID
field blank for all employees.
il Save ||=] Notify 4 Add || 5] Update/Display

Salary by Cost Center

Run Control SalaryCC
ID

Report Request Parameter(s)

Report Manager Process Monitor

3. Click the Save button to save the conditions of your report.

4. To generate the report, click the Run button.

5. The Process Scheduler
Request page is displayed.

If necessary, select “XLS” User ID
(Excel File) from the Format Server Name
f|e|d. Recurrence

Time Zone

6. Change the Type to Email to e
have the report output Select Description

emailed to you directly, S
OK Cancel

Process Scheduler Request

Run Control ID SalaryCC

2 Run Date |03/17/2021 3
N Run Time |3:19:44PM Reset to Current Date/Time

Process Name Process Type *Type *Format Distribution

UTZHC509 Application Engine Email Vv || TXT v \ Distribution

otherwise choose WEB.

Note: To send the report to additional recipients, click the Distribution link and complete the appropriate

fields.

7. Click the OK button to return to

Salary by Cost Center

the Salary by Cost Center page. Run Control SalaryCC

8. A Process Instance number is 0

generated. This number is used Report Request Parameter(s)

to track your report from the “setID UTARL |@ T Arfington Cost Center 310157 Q

Process Monitor page.
9. Click the Process Monitor link.

*Period

*Fiscal Year | 2019

7Q Period 7 - 2019-03-01 Empl ID

ol Save | [=7] Notify

| Process Instance:2152190

|_+ Add 2| Update/Display

Last Revision 4/26/2022
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10. The Process Monitor page is

Financial Statements — Tools for Reconciling

Process List
L

Server List

View Process Request For

UseriD 6001363564 Q|  Type M Last ~ 1 Days |~ Refresh
used to view the status of the Sever ] ame Q) instanes From instance To
I’epOI’t. |n|t|a“y, the Run s‘:ﬂz b Distribution Status ¥ Save On Refresh
Status may be “Queued” and |, .
the Distribution Status is ® Q
“« N / AII Select Instance  Seq. Process Type Process Name User Run Date/Time Run Status 2:::2:"““ Details
1631037 Application Engine UTZHC509 6001363564 06/03/2019 5:11:14AM CDT Success Posted Details
Go back to Salary by Cost Genter
save Notify
Note: /It may be necessary for you to click the Refresh button multiple times (every 20 seconds) to refresh the
page, until the Run Status is “Success” and the Distribution Status is “Posted”.
11. Once the statuses have changed to “Success” and “Posted”, click the blue Go Back to Salary by Cost
Center ink.
Salary by Cost Center
Run Control ID Salary by Cost Center Pmce’ss Maonitar Run
From the Salary by Cost Center page, Process Instance: 1631040
Report Request Parameter(s)
12. click the Report Manager link to *Set 1D UTARL |@ UT Adingten Cost Center 310157 a
. *Fiscal Year | 2019
view the report. *Period 7@ Period 7-2013-03-01 EmplID 6001363564
5! Save ||[2" Return to Search 4] Next in List =] Notify =4 Add
The Report Manager page is displayed.
The report will generate two output files. tst || Exporer || Adminisration || Archves
View Reports For
User ID | 6001363564 Type o | [ Last v 1 |pays v Refresh
Status ~ | Folder ¥ | Instance to
13. Click the Administration TAB
14. Select the report with the Excel file "> — _
eXtenSIon (e.g. UTZ_HC5_09:XISX) Select :‘EPOH rnistlse;nce Description B::‘;ﬁ?:“ Format Status Details
located under the Description —
a - 06/03/2019
column. 916380 1631040 | UTZ_HCS09 - UTZ HCH09.xdsx o Errm Gmm D
916379 1631040 Salary by Cost Center 252’330%21’\: ’\En)ictc[en\ggr\‘es Posted Details
R (*.xls)
916376 1631037 | UTZ HC509 - UTZ_HC509.xsx e B rres |Posted | Detas
o (*.xls)
916375 1631037 | Salary by Cost Center s e e
BB (*xds)
¥ Select Al Desslect All
Delete Click the delete button to delete the selected report(s)
Go back to Salary by Cost Center
List | Explorer | Administration | Avchives
14
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15. A dialog window may prompt you to Open or Save the file, select the appropriate option.
16. Click OK.
17. The report will display.

ReportlD: UTZ_HC509 I University of Texas, Arlington Run Date: 04/26/2019
Fiscal Year: 2019 Salary by Cost Center Run Time: 11:23:28
Period: 6 Process Instance: 1614522
Cost Center: 310172 - BUS AFF TECHNOLOGY SERVICES Cost Center

Fagcheck

Hame Empl ID Dept1D | Dept Name Project ID b

Pay End Dt OFf Cycle Total Earnings His Worked Dist Hours Earnings Deductions Taz

320105 2019-02-15 N 11.00 24997%

320105 2018-02-28 N 152.00 100.000% 152.00

3201035 2018-02-28 N 160.00 100.000% 160.00

3201035 2018-02-28 N 143.00 100.000% 148.00

Salary by Project ID Report
The Salary by Project ID report is used to view salary information for all employees associated with a specific
Project ID.

Note: The Salary by Project ID report can be generated by end users with the following UT Share security roles:
Level Ill, Level llI-Reconciler, Level V, or Level V/-Reconciler.

1. Begin by navigating to the Salary by Project ID page: Menu > HRMS > UTZ Customization >
Commitment Accounting > Reports > Salary by Project ID
2. The Salary by Project ID search page is displayed.

e First Time User — Create a Run Control ID:
a) Click the Add a New Value tab.

Salary by Project ID

b) Provide a meaningful name for your Run Enter any information you have and click Search. Leave fields blank for a list of all values.
Control ID (up to 30 characters, no spaces, Find an Existing Value | Add a New Value
case-sensitive). S BHEE

Run Control ID Example: salary-by-project Run Control D[ Bagims Wb ]
c) Click the Add button and proceed to step 3. Dlcase sensitive

e Returning Users > Use an Existing Run Control ID

. = y
Search Clear | BasicSearch 2 Save Search Criteria

d) From the Find Existing Value page, enter the
Run Control ID in the Search by field

e) Click Search and proceed to step 3.

Find an Existing Value | Add a Mew Value

Optional: You may leave the Search By field blank and click the Search button. If you have created only one
Run Control, the Salary by Project ID page displays. If you have multiple Run Controls, a Search Results table
will display; where you must select the appropriate Run Control ID.

The Salary by Project ID page is displayed.

Note: If you are a returning user, the Salary by Project ID page defaults with the values last saved or used.
Depending on the information that you want to view, you should update the parameters accordingly (e.g.

15
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Accounting Period, Cost Center, etc.).

3. Enter Project Costing Business Unit
“UTASP”.

4. Enter Project Costing Project ID or leave

the field blank for all PC Project IDs.

5. Enter Fiscal Year (e.g. 2019) and then the Uit
Accounting Period (e.g. 1 = Sept, 2 = Oct,

etc.).

6. Enter Empl ID or leave the field blank for

all employees.
7. Click the Save button.

Fin

ancial Statements — Tools for Reconciling

Salary by Project ID
Run Control ID salary project.id

Process Request Parameter(s)

*PC Business UTASP |

PC Project ID Q

*Fiscal Year 2019 *Period 5Q  Period5-
Empl ID

M Return to Search 1| Previous in List

Report Manager Process Monitg

UT Arlington Spensored Program

2019-01-01

=] Notify

"+ Add

8. To generate the report, click the Run button.

9. Change the Type to Email to have
the report output emailed to you
directly, otherwise choose WEB.

10. The Process Scheduler Request
page is displayed. If necessary,
select “XLS” (Excel File) from the

Format field.

Note: To send the report to additional
recipients, click the Distribution link and
complete the appropriate fields.

Process Scheduler Request

ub 63564

Server Name Run Date
Recurrence

Time Zone Q

Process List

Select Description Process Name

Salary by Project

UTZHC502

OK Cancel

Run Time |5:4;

Run Control ID salary.project.id

Penarzts

i)
Reset to Current Date/Time

Process Type *Type *Format Distribution

Distribution

Application Engine

11. Click the OK button to return to the Salary by Project ID page.

12. A Process Instance number is now
assigned. This number is used to
track your report from the Process
Monitor page.

13. Click the Process Monitor link.

Salary by Project ID
Run Control ID salary.project.id

Process Request Parameter(s)

Report Manager IPrccess Monitor E

Process Instance: 1631047

ponsored Program

*pPC Business UTASP |Q UT Arlington S
Unit R
PC Project ID =
*Fiscal Year 2018| *Period| 5|, Period 5 - 2018-01-01
Empl ID
1) Save M Return to Search 1| Previous in List

=] Motify

_+ Add

14. The Process Monitor page is used to view the status of the report. Initially, the Run Status may be
“Queued” or “Processing” and the Distribution Status is “N/A”.

Note: /It may be necessary for you to click the Refresh button multiple times (every 20 seconds) to refresh the
page, until the Run Status is “Success” and the Distribution Status is “Posted”.

Last Revision 4/26/2022
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15. Once the statuses have
changed to “Success” and
“Posted”, click the Go Back to

Process List

View Process Request For

Server List

userip M Q. Type ~ Last v 1| Days v Refresh
Salary by Project ID link. T hame Q] insance From —
Run & Distribution Status ~ Save On Refresh
Status
Precess List
H5 Q 130f3 View All
Select Instance  Seq. Process Type Bioceas User Run Date/Time g G| LT Details
Name Status
1631047 Application Engine UTZHCED2 6001363564 06/03/2019 5:48:50AM CDT Success Posted Details
1631040 Application Engine UTZHCE09 6001363564 06/03/2019 5:23:20AM CDT Success Posted Details
1631037 Application Engine UTZHCE09 6001363564 06/03/2019 5:11.14AM COT Success Posted Details

Save Notify

16. From the Salary by Project ID page, click
the Report Manager link to view the
report.

Salary by Project 1D

Run Control ID =zalary.project.id Report Manager Process Menitor

Process Request Parameter(s)

*PC Business UTASP |Q
Unit

PC Project ID

UT Arlington Sponsored Program

o
A,

*Fiscal Year 2019| *Period|  5|Q  Period 5 - 2019-01-01
Empl ID
i 3ave ||| Return to Search =] Notify =% Add
The Report Manager page is displayed. The report will generate two output files.
. .. . List Explorer Administration Archives
17. Click on the Administration TAB.
View Reports For
UserID 80013 Type Last b4 1 Days | v Refresh
18. Select the report with the Excel file . v S metance .
extension (e.g. UTZ_HC502.xIsx)
located under the Description Report List
H Q 16016 View Al
column.
Select Hepork HICE Description Hemuest Format Status Details
) Instance o Date/Time
06032019 Microsoft
916388 1631047 UTZ_HC502 - UTZ_HCS502 xlsx 5:54:06AM Excel Files Posted Details
55 L t3ds)
Microsoft
916387 1631047 Salary by Project 25:3 3;222\1‘9 Excel Files Posted Details
= . (:xIs)
061032018 Wicrosoft
916380 1631040 UTZ_HC508 - UTZ_HCS509 xlsx 505 484N Excel Files Posted Details
e deAl (*xls)
Wicrosoft
06/03/2018 " .
916379 1631040 Salary by Cost Center 24 0BAN f:(:;l}ﬂlas Posted Details
060272018 Microsoft
916376 1631037 UTZ_HCE0% - UTZ_HCS09.xlsx 513 E0AN Excel Files. Posted Details
e (*.xls)
06/032019 Microsoft
916375 1631037 Salary by Cost Center 114640 Excel Files Posted Details
s N (*.xls)
¥ Select Al Deselect Al
Delete Click the delete button to delete the selected report(s)
Go back to Salary by Project ID
17
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A dialog window will prompt you to Open or Save the file, select the appropriate option.
19. Click OK.
20. The Report will display:

See the example Report:

ReportlD: UTZ_HC502 | University of Texas, Arlington Run Date: 04/26/2019
Fiscal Year: 2019 Salary by Project ID Run Time: 12:10:48
Period: 5 Process Instance: 1614564
Project ID: 1000000149 - Development and Application of Project ID
Name Empl ID Dept ID | Dept Name Cost Center Paycheck Pay End Dt O1f Cycle Total Earnings His Worked Dist % Hours Earnings Deductions Taz

640102 Chemistry 2015-01-31 N 92.00 53.187% 48.93 1.88 0.00

640102 Chemistry 2015-01-31 N g2.00 100.000% 92.00 3.60 0.00

Total 14093 5.48 0.00

Encumbrance Details by Employee ID / Salary
The Encumbrance Details by Employee ID / Salary report is used to view the salary encumbrance details for a specified

department, cost center, or project.

1. Begin by navigating to the Encumbrance Dtls by EmpliD/Salary page: Menu > HRMS > UTZ
Customization > Commitment Accounting > Reports > Encumbrance Dtls by EmpliD/Sal.

e First Time User — Create a Run Control ID:
a) Click the Add a New Value tab.
b) Provide a meaningful name for your Run Control ID (up to 30 characters, no spaces, case-sensitive).
Run Control ID Example: enc_dtls.
c) Click the Add button and proceed to step 3.

e Returning Users > Use an Existing Run Control ID
d) From the Find Existing Value page, enter the Run Control ID in the Search by field.
e) Click Search and proceed to step 3.
Optional: You may leave the Search By field blank and click the Search button. If you have created only one
Run Control, the Encumbrance Dtls by EmplID/Sal page displays. If you have multiple Run Controls, a Search
Results table will display; where you must select the appropriate Run Control ID.

2. The Encumbrance Dtls by EmplID/Sal page is displayed.

Note: If you are a returning user, the Salary by Project ID page defaults with the values last saved or used.
Depending on the information that you want to view, you should update the parameters accordingly (e.g.
Accounting Period, Cost Center, etc.).

18
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Enter Set ID “UTARL".
Enter Fiscal Year (e.g. 2021).

Enter either the Department,
Cost Center, or PC Bus Unit and
Project ID.

Run Centrol ID  enc_dtls Report Manager Process Monitor

Encumbrance Details by EmplID & Salary

*set IDUTARL |Q yt Arlington

*Fiscal Year_ 2021

. Department Q
6. Click the Save button.
. Cost 313255 Q aIT ocl communication
7. To generate the report, click the Center .
PC Bus Unit Q
Run button. _ )
Project Q
._'f‘ Return to Search ||| Previousin List | |4=| Nextin List =] Notify + Add
Process Scheduler Request
8. The Process Scheduler
Request page is displayed. User D Run Control D ENC_ DTLS
Leave the Type as “Web” }
Server Name N Run Date 03/17/2021 31
and, if deS”'ed, select “XLS” Recurrence v Run Time [4:16:15PM Reset to Current Date/Time
(Excel File) from the Format Time Zone Q
. Process List
fleld. Select Description Process Name Process Type *Type *Format Distribution
Encumbrance Dtis by Emplid/Sal UTZHC507 Application Engine |[Web  v]IXLS v |Distribution
I OK Cancel
9. A Process Instance number is now
. . . Run Control ID  enc_dtls Report Manager Run
assigned. This number is used to -
track your report from the Process Encumbrance Details by EmplID & Salary
Monitor page "set DUTARL_Q uT dngton
. . . “Fi 2021
10. Click the Process Monitor link. Flsealesr
Department Q
Cost 313255 Q oIT ocl Communication
Center
PC Bus Unit Q
Project Q
Gl save ||[Gh Return to Search -] Previous in List | [J5] Nextin List =] Notify + Add
11. The Process Monitor page is used to view the status of the report. Initially, the Run Status may be

“Queued” or “Processing” and the Distribution Status is “N/A”.

Note: /It may be necessary for you to click the Refresh button multiple times (every 20 seconds) to refresh
the page, until the Run Status is “Success” and the Distribution Status is “Posted”.

12. Once the statuses have changed to “Success” and “Posted”, click the Go Back to Enc Dtls by Empl ID &

Salary link.

Last Revision 4/26/2022
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Process List Server List

View Process Request For

UserD ¥ Q Type v Last v 1 Days v _.Refresh

Server v Name Q | Instance From Instance To Report Manager

Run Status v Distribution Status v Save On Refresh

Process List

Q 1-30f3 v | View All

Select Instance Seq. Process Type Process Name User Run Date/Time Run Status gti:::‘i:ution Details
2152225 Application Engine UTZHC507 03/17/2021 4:08:34PM CDT Success Posted Details
2152213 Application Engine UTZHC509 03/17/2021 3:54:02PM CDT Posted Details
2152190 Application Engine UTZHC509 03/17/2021 3:19:44PM CDT U Posted Details

Go back to Enc Dtls by EmplID & Salary

Save

Process List | Server List

13. Click the Report Manager link
to view the report.

Run Control ID  enc_dtls Process Monitor

Process Instance: 2225381
Encumbrance Details by EmplID & Salary

*8et ID|UTARL | Q T Arlington

*Fiscal Year, 2021

e
14. The Report
Manager page is List ‘ Explorer H Administration H Archives

displayed. Click the ‘
Administration tab | VP

to see the Microsoft = vee |

Status Y| Folder V| Instance to

Excel report file.
15. Click the blue
Report List

Report Name link to
s -4 0 v | iew
open the Excel file. D@ 1-4 of 4 View Al

Request

Report Prcs - .
Select D ToSEnEe Description Date/Time Format Status Details
. 03/17/2021 Microsoft Excel ;
1296133 2152231 Encumbrance Dtls by Emplid/Sal 417:51PM Files (*.xls) Posted Details
1296128 2152225 Encumbrance Dtls by Emplid/Sal 231/[1)752?/'1 Text Files (*.txt) Posted Details
03/17/2021 Microsoft Excel .
1296117 2152213 UTZ_HC509 - UTZ_HC509.xIsx 3:54:47PM Files (.xIs) Posted Details
03/17/2021 Microsoft Excel .
1296097 2152190 UTZ_HC509 - UTZ_HC509.xIsx 3:23:27PM Files (*.xIs) Posted Details
v
Select All Deselect All
Delete Click the delete button to delete the selected report(s)

Go back to Enc Dtls by EmplID & Salary

Save

List | Explorer | Administration | Archives

20
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16. The Report Detail page will populate. Report Detail
17. Click the blue file name for the “.csv”
flle Report
ReportID 1296133 Process Instance 2152231
Name UTZHC507 Process Type Application Engine

Run Status  Success

Encumbrance Dtls by Emplid/Sal

Distribution Details

Distribution Node PS-HTTP Expiration Date 05/01/2021
File List
Name File Size (bytes) Datetime Created
AE_UTZHC507_2152231.stdout 290 03/17/2021 4:18:19.285573PM CDT
UTARL_FY2021_2152231.csv 3,678 03/17/2021 4:18:19.285573PM CDT

Distribute To
Distribution ID Type *Distribution ID

User

- =

A dialog window will prompt you to Open or Save the file, select the appropriate option.
18. Click OK.

19. The Report will display. See the example Report:

Company: ARL GL Business Unit: UTARL Fiscal Year: 2021 Cost Center: 313255

Name ID Empl Record Position  Position Descr Job. 1p Annual Encumbered Amount Posted Actual Amount Posted Encumbered Amount Annual Rate Monthly Rate
0 10083417 b 1
0 10083417 3 '
0 10083417 3
0 10083417 1
0 10083417 & h
0 10083417 N
0 10085582
0 10085582 )
0 10085582 {
0 10010654
0 10010654
0 10010654 4
0 10089306 ¥
0 10089306 {
0 10089306 §
0 10089306 o 4

PR T

View Commitment Control Activity Log

The Commitment Control Activity Log is used to view all the General Ledger (GL) and the Budget Accounts
associated with a transaction line. The GL Account is used to categorize the transaction for reporting purposes
(e.g. 63003 > Office Supplies). The Budget Account is used to identify the purpose of the funds (e.g. A4000 >
Operating Expense, G4110 > Domestic Travel, etc.).

Scenario:

21
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You need to research an Expense Report. You would like to look at an overview of the transactions, which Cost
Center/Project funded the expense, and what GL account was used. The Commitment Control Activity Log
displays an overview of the Expense Report. In this view, information can be exported to excel to sort/filter
using the filter tool. This allows extensive reports to be organized to the desired focus of the research.
When a more itemized view is needed, using the View Expense Report page will give the accounting details
and itemized expense-type descriptions. To view the details on the expense report page, expand the date[ ~]
and accounting details[ =] within each line item.

In summary, your View Expense Report page details the transactions. The Commitment Control Activity Log
displays an overview of the Expense Report Transactions.

Commitment Control Activity Log:

Commitment Control Activity Log F
Activity Log Inquiry Criteria >
Inquiry ACTIVLOG Description 2
*Transaction Type EX_EXSHEET |Q Ledger Group Q {
Report ID From Q Report ID To Q
Tran ID Q Tran Date 5 1
-
Process Status M Process Instance Q 1
P
Maximum Rows 100 P
Transaction/Act Log Integrity f
4
4
{
P
Search Delete p
Commitment Control Activity Log Lines &
p
A= p
Line Ledger Group Ledger Qﬁp GL Bu Report ID Referenced Budg Account Fund Dept g:::er / = Project Activity
= <
1 R B DETAL DET_EN UTARL Y 62491 5400 630106 i AsP 1
_ {
1 @{ % DETAIL DET_EX UTARL N 62106 5400 630106 P, 3P 1
L
1 R B GRT_CHILD1 GRT_CH_ENC UTARL Y G4110 5400 630106 ; ASP 1
i
1 &R B GRT_CHILD1 GRT_CH_EXP UTARL N G4110 5400 630106 / SP 1
— = f
1 R % GRT_PARENT GRT_PR_ENC UTARL Y G1000 5400 ‘SP
//
1 R [ GRT_PARENT GRT_PR_EXP UTARL N G1000 5400 T osp
E
2 R F[Lj‘ DETAIL DET_EN UTARL Y 62491 3105 630106 310700
>
2 @{ % DETAIL DET_EX UTARL N 62101 5400 630106 4 SP 1
{
- i
¥, =R
2 R B JGRIkCy-”LDT A Q,,RTicgiEX/E, — . VJTARL | fN/ . e BA110 5400 . »639;1(1@_. o 'SP b 1
22
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View Expense Report:

View Expense Report b
: ¢

£

4

Business Purpose TRV-Perform Research Activity Report Paid f
: : 2 N L

Report Description perform research at UT library Authorization ID Actions | ._Choose an Action ]
Reference ¥ Attachments (1) p

Post State Posted b

4

Comment = p

2 :

Expenses (7 4
Expand All | Collapse Al Total 519.81  USD p
<
P
*Date *Expense Type Description *Payment Type *Amount *Currency o

o &

08/07/2019 TR-In State-Meal Per Diem day 1 of travel _meals at 75% Paid By Employee 2075 USD
225 characters remaining *
Billing Type Expense i i =

9 Type =xp [E] Per Diem Deductions Default Rate Exchange Rate  1.00000000 B f

Location TXAustin Non-Reimbursable  Base Currency Amount 40.75 USD ;

No Receipt /

Accounting Details | 7 p

. f

Chartfields | [F=5§) 4

4

a o Currency Exchange q

Amount GL Unit Monetary Amount Code Rate Account Fund Dept Cost Center Function Program ] ‘/

p

40.75| |UTARL Q 40.75 USD 1.00000000 62106 5400 630106 200 § p

4 4

f

P

*| gas for rental car £ {

08/09/2019 TR-In State-Transportation 7, Paid By Employee 4407 USD -
236 characters remaining €
4

o«
day 2 of travel - meals {

08/08/2019 TR-In State-Meal Per Diem Z Paid By Employee 61.00 USD 1
231 characters remaining y

4
) * " - = . 4
ol s oena08/0F/2049 =~ TR-lp.State-Travel Jncidentals o _seese s g Ea)ij ﬂgsjndf'ng{fm—a-ls o penPaId ByeEmIDIOYEE, e s w500, WSD |, ,f

Review the Commitment Control Activity Log

The Commitment Control Activity Log may be viewed from the Budget Details or the Budget Overview page.
Listed below are the instructions for viewing the Commitment Control Activity Log.

Budget Details

Budget Details > View Transaction Activity & Source Document

1. Begin by navigating to the Budget Details page: Menu > Financials > Commitment Control > Review
Budget Activities > Budget Details

From the Budget Details search page:
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2. Verify the Business Unit is defaulting with
“UTARL”.

Enter or lookup @ a Ledger Group:

a) Select “OPE” or “OPR”to view budget
activity for a Cost Center.

Select “DETAIL” to view budget activity
for a specific GL Account.

Select “GRT_PARENT” to view the overall
balance for a Sponsored Project.

Select “PLANT_PRNT” to view the overall
balance for a Capital Project.

b)
c)
d)
e)

f)
4. Click Search.

The Budget Detail Overview Screen Displays:

Financial Statements — Tools for Reconciling

Budget Details

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search Criteria

Business Unit[ =« ||UTARL Q
Ledger Group[ =+ |[OPE Q
Search Clear | Basic Search .\.l"" Save Search Criteria

Select “GRT_CHILD1” to view budget activity for a single budget account for a Sponsored Project.
Select “PLANT” to view budget activity for a single budget account for a Capital Project.

Budget Detail Overview
Budget Inquiry Criteria

Select Budget Detail

Business Unit Ledger Group Account Fund Code Department Function Project Cost Center Budget Period
UTARL OPE A4000 Q |3105 |G (320105 Q Q Q310172 Q |2019 Q
Search

5. Enter the Account (Budget or General Ledger) that you want to view.
6. Enter the Cost Center or Project number that you want to view.

7. Enter the Budget Period.

8. Click Search.

Note: The Budget Period field is not used when viewi
Capital Project (Plant Fund).

9. Click the blue View Details link beside the Acc

ng budget activity for a Sponsored Project (Grant) or

ount you want to view.

Budget Detail Overview

Budget Inquiry Criteria
Select Budget Detail

Fund

Business Unit Ledger Group Account Code Department
UTARL OPE A4000 Q [3105/Q 320105 L
Budget Details
B Fund
usiness Unit  Ledger Group Account Code Department
1 UTARL OPE A4000 3105 320105
[2h Return to Search [=] Motify

Cost Center Function Project Budget Period

310172 Q. Q. Q. 2019

Search

[}

Personalize | Find | View all | £ | B First (&' 1of1 &) Last

Cost Center Function Project Budget Period | View Details

310172 700 2019 View Details

The Commitment Control Budget Details page provides a summary of budget information for a specific Cost

Center or Project.

Last Revision 4/26/2022
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10. To view transaction activity, click the Drill to Activity Log icon (gold book).

Commitment Control Budget Details
Business Unit  Ledger Group Account Fund Dept Cost Center Function Project Budget Period
UTARL OPE A4000 3105 320105 30172 700 2019
Display Chart Li ] Previous Mext Return to Inquiry Criteria
Ledger Amounts
Max Rows 100
. a9 E04T US =
Budget: 349,860.47 USD & ] Jr—
Expense: 153,691.95 USD @ <4 Parent/ Children
Associated Budgets
Encumbrance: 189,820.30 USD @ <5
Pre-Encumbrance: 10,514.05 USD @& <—->\h
Associate Revenue 0.00 usD
Available Budget
Without Tolerance 4165845  USD Percent (-1.19%)7 Forecasts
With Tolerance -4,165.84 & usD Percent (-1.19%) &
Budget Exceptions
Exception Errors 8 Exception Warnings 4 Budget Exceptions
|&h Return to Search (=] Motify

The transaction Activity Log page is displayed. When transactions are budget-checked, the system creates

activity lines and stores them in the Activity Log.

The Activity Log contains the following information:

Activity Log
Ledger OPE_BUD
Activity Log Personalize | Find | View All | @l B First ‘&' 1-120f12 ‘& Last
Imz E:;::ﬂ:ent Document ID ;;;t? Account Fund Dept Cost Center Function Project Budget Period
& “%| 1641 JoumaiD: POROLLE108 N A4000 3105 320105 30172 700 2019
& 'f! 1642 Journal ID:  POROLLS108 N A4000 3105 320105 30172 700 2019
@ % 1640 JoumallD:  POROLL&108 N A4000 3105 320105 310172 700 2019
@&, ‘% 2297 JoumallD: POROLLS108 N A4000 3105 320109 310172 700 2019
& 'fo 938 Journal ID:  DES-BFINAL N A4000 3105 320105 30172 700 2019
OK

Document Label: Indicates the type of form used to generate the transaction line. The document types

include:
e Report ID = Travel or Non-Travel Expense Report
e Voucher ID = Purchase Order or Non-PO Voucher
e Employee ID = ProCard Transactions

Last Revision 4/26/2022
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Tran Line: (Journal ID) = Corrections, Inter-Departmental Transfers, Payroll transactions or Budget Transfers
will have an ID number.

Document ID: The reference number for the transaction.

Account: Used to identify the purpose of the funds like A4000 — Operation Expenses.

Fund, PC Bus Unit, Project and Activity: Represent the chartfield values used for the transaction line.
Budget Period: Represents the period where the funds were taken.

L
o
"

Use the magnifying glass ® or the footprinticon * to drill into the details. See below:

11. Click the Line Drill Down icon (magnifying glass ) to get transaction details for a particular line like
the chartfield values associated with
the transaction Iine. Budget Journal Line Drill Down

Transaction Line Identifiers

12. Click the View Related Links icon - —— T
Line 1641

to drill down and view the source
document used to create the Date Posted 001147015
transaction line like a Voucher, or Budget Header Stalus Posled

Journal Line Description Operating Expenses
Expense Report, used to generate the
transaction line.

Additional Source Information

Transaction Line Details

Fund

Account Code

Department Cost Center Function

A4000 3105 320105 310172 700

Line Status Valid
Budget Date 09/01/2018
Line Amount 2,346.12 usD

OK

The source document will open immediately in a new window or you may be presented with a dialog box
where you must select "Go to Source Entry" to display the information.

Note: To view the page where the source document was created, you must have the appropriate level of
security.

]

L)

13. Back on the Activity Log screen, Click the footprint icon
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The Commitment Control Activity
Log page displays.

14.

15.

Clicking the magnifying glass
% takes you back to the
Budget Journal Line Drill
Down as shown above in step
11.

Click the open page icon B

to return to the Commitment
Control Budget Details page
as shown in step 10.

Budget Overview
Budget Overview > View Transaction Activity & Source Document

Financial Statements — Tools for Reconciling

Commitment Control Activity Log
Activity Log Inquiry Criteria

Inquiry PS_AUTO_DR Description
*Transaction Type (GL_BD_JRNL |Q Ledger Group Q
Application Business Unit Q
Journal ID From [POROLLS108 a Journal ID Ta [POROLL8108 a
Journal Date From B Journal Date To E]
Tran ID 0004649963 | @, Tran Date|0gr42018 |5
Process Status Process Instance Q

Maximum Rows | 100

Search Delete

Commitment Control Activity Log Lines

Budget Chartfields || Amounts
Line Ledger Group  Ledger AppBU  GLBu Journal I Journal Date gf‘:ge”“e“ Account Fund  Dept Cost Center
1 PE OPE_BUD UTARL  UTARL  POROCLL8108 2018-08-01 N A4000 3100 510007 310718 %
2 @ ore OPE_BUD UTARL UTARL POROLL8108 2018-09-01 N A4000 3105 320406 310174
3 @ [ oPE OPE_BUD UTARL ~ UTARL  POROLLB8108 2018-08-01 N A4000 3100 615000 310455
4 @ B ore OPE_BUD UTARL ~ UTARL  POROLLB8108 2018-08-01 N A4000 3100 615000 310455
@ [ oPE OPE_BUD UTARL UTARL POROLL8108 2018-09-01 N A4000 3200 15204 320005
6 & [ oPE OPE_BUD UTARL  UTARL  POROCLL8108 2018-08-01 N A4000 3100 340000 311527
7 @ R ore OPE_BUD UTARL  UTARL  POROLL8108 2018-08-01 N A4000 3100 340000 311527
8 @ [ oPE OPE_BUD UTARL ~ UTARL  POROLL8108 2018-08-01 N A4000 3100 340000 311527

Transaction/act Log Integrity

Persanalize | Find | view Al | 20| B First ‘4 1-100 0f 100 ‘*' Last

1. Begin by navigating to the Budget Overview page: Menu > Financials > Commitment Control >
Review Budget Activities > Budget Overview.

Note: First time users must create a Budget Overview Inquiry to use the Budget Overview page. The steps
below assume that you have already created an Inquiry.

From the Budget Overview search page:

2. Enter the Inquiry Name and click Search. OR Leave the Inquiry Name field blank and click the Search
button. The Budget Overview page will display or If you have multiple inquiries, a Search Results table
will display where you select the appropriate inquiry.

The Budget Overview page is displayed with the values
identified in the creation of the inquiry or that was last used.

3.

4.

Update the fields listed below to change the results

information.

Verify the appropriate Ledger Group/Set OR Ledger Inquiry

Set is selected:

e For Cost Centers use Ledger Group: OPE, OPR; OR
Ledger Inquiry Set: OPE_OPR
e For Sponsored Projects (Grants) use Ledger Group:

GRT_CHILD1

Budgets Overview

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Inquiry Name COST CTRL

: =l -
Search Clear | BasicSearch |2 Save Search Criteria

Search Results

b Last

Description

ViewAll First ‘4 101
Inquiry Name

COST CTRL (blank)

Find an Existing Value | Add a Mew Value

Last Revision 4/26/2022
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e For Capital Projects (Plant Funds) use Ledger Group: PLANT

Financial Statements — Tools for Reconciling

e To view general ledger account information for a Cost Center, Sponsored Project, or a Capital Project use

Ledger Group: DETAIL.

Note: Ledger Group is used to view a single ledger, e.g. OPE, OPR, GRT_CHILD1, PLANT, or DETAIL. Ledger Inquiry Set is
used to view a combined ledger, i.e. OPE_OPR. This option is only available for Cost Centers.

Budget Inguiry Criteria
Budget Overview

Inquiry COST CTRL

Search

Budget Type

*Business Unit UTARL |Q

Clear Reset

Clview stat Code Budgets

Time Span

*Type of Calendar | Detail Budget Period ~

Budget Criteria

Description

Ledger Group/Set| Ledger Inguiry Set ~ |

|Ledger|nquiry Set|OPE_OPR Q,

Personalize | Find | View All | 22 | =2 First ‘&' 1-20f2 &/ Last

Select Ledger Group Calendar ID From Budget Period To Budget Period Incluc};zﬁ;lilu(lz;ment Irj:(‘ﬁ':':"?;:igg
OPE BY 2019 Q [2019 Q O
OPR BY 2019 Q [2019 Q O
ChartField Criteria Budget Status
ChartField 3:&;‘““' o ChartField To Info  ChartField Value Set  Update/Add Open
Account % a [% Q @ Update/Add Closed
Dept % a [ q O @ UpdatelAdd Hold
Fund % Q, [% aQ © @, UpdatelAdd
Function % Q, (% aQ © @, UpdatelAdd
Cost Centr 310172 Q. % al © @, Update/Add
Project % Q |% a, i Q, UpdatelAdd
5] Save ||[@h Returnto Search [=] Mofify 2 Refresh =+ Add

5. Select the Calendar Type. The recommended options are “Detail Accounting Period" (specific month

or range) or "Detail Budget Period" (fiscal year-to-date).

6. If applicable, enter the Budget Period and/or the Accounting Period that you want to view.

Note: When viewing information for a Project (Sponsored or Capital) with Calendar Type "Detail Budget
Period", leave the Budget Period "From" and "To" field blank. If you want to view budget information by
Budget Period, select calendar type “Detail Accounting Period”.

7. From the ChartField Criteria section, enter the Cost Center or Project that you want to view.
8. Click the Search button to view the results of your inquiry

9. The Inquiry Results page is displayed. To view details for a specific line item, click either the Budget

Details icon ™ to go to the Budget Details page, or the = Budget Transaction types icon to go to the
Budget Transactions. See Budget Details page 18 for more information.

Last Revision 4/26/2022
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Inquiry Results

Business Unit UTARL
Type of Calendar Detail Budget Period

Amounts in Base Currency USD
Revenue Associated:

Return to Criteria Max Rows 100 Display Options Search

Ledger Totals (8 Rows)

Budget 2,951,157.94 Revenue Estimate 2,749,438.50
Expense 1,754,031.938 Recognized Revenue 274943850
Encumbrance 959,865.48 Available Budget 0.00
Pre-Encumbrance 10,514.05 Collected Revenue 0.00
I 97 185
Budget Balance 996 745.43 Uncollected Revenue 274943850
{Rec-Coll)
Associate Revenue 0.00
Available Budget 226,746.43
Budget Overview Results Personalize | Find | View All | @I ng First ‘&) 180f8 ‘}/ Last
Account Fund Code Department ChartField1 -
Ledger Group Account Description Fund Description Dept Description Cost Center Description Function
) Business BUS AFF
= = S Desi ed -
1B By ore A1000 Staff Salaries 3105 ?E.t. Designated 350105 Technology 310172 TECHNOLOGY 700
dition Senvices SERVICES
) Business BUS AFF
2B B ore A1200 Wages 3105 ?Etsioaes'g”atec' 320105  Technology 310172 TECHNOLOGY 700
Senvices SERVICES
) Business BUS AFF
= = I elated _ S Desi ed -
1B B ore A3000 ga”tj” Related 3105 ?E.t. Designated 350105 Technology 310172 TECHNOLOGY 700
osts dition Senvices SERVICES
) . Business BUS AFF
4B B ore A4000 gfeerﬁg';i 3105 ?Etsioaes'g”atec' 320105  Technology 310172 TECHNOLOGY 700
P Senvices SERVICES

Note: For more information about how to use the Budget Details or the Budget Overview page, refer to the
following web page: https://www.uta.edu/business-affairs/training/training-page-UTShare-Financial.php
>Select Managing Dept Funds from the set of blue boxes on the right side of the page. The left side will then
populate additional resources: Job Aid Budget Overview and Job Aid Budget Details.

SIS Monthly Reconciliation Report

The SIS (Shared Information Services) Monthly Reconciliation Report provides financial activity for Cost
Centers and Projects for a specific time period.

Note: This report should only be used as supplementary material. The Sahara Account Reconciliation is the
official report for reconciling financial/budget activity.

Generating a Monthly Reconciliation Report

1. Begin by navigating to the Reconciliation Report page: Menu > Financials > UTZ Customizations >
General Ledger > Reports > Reconciliation Report
2. The Financial Reconciliation Report search page is displayed.
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First Time User > Create a Run Control ID:
a) Click the Add a New Value tab.

Financial Statements — Tools for Reconciling

Financial Reconciliation Rpt

b) Provide a meaningful name for the Run Control
ID (up to 30 characters, no spaces, example:

recon_report).

c) Click the Add button. Proceed to step 3.

e Returning Users > Use an Existing Run Control ID

d) From the Find Existing Value page, enter the
Run Control ID in the Search by field.
e) Click Search. Proceed to step 3.

Optional: You may leave the Search By field blank and click

the Search button. If you have created only one Run Control, the SIS Monthly Reconciliation Report page
displays. If you have multiple Run Controls, a Search Results table will display; where you must select the

appropriate ID.

3. The SIS Monthly Reconciliation Report page is displayed:

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Value

Add a New Value

Search Criteria

Search by: Run Control ID begins with
Ocase sensitive

Search Advanced Search

Find an Existing Value | Add a New Value

e First Time Users: The Business Unit field defaults with “UTARL”.
e Returning Users: The fields on the page will default with the settings that were last saved.

e Proceed to step 4.

4. Complete or update the remaining report parameters:
a) Enter the From and To Fiscal Year fields (e.g. 2019)
b) Enter the From and To Accounting Period (e.g. 1 = Sept, 2 = Oct, 3 = Nov, etc.)
c) Select the Report Format. The recommended format is “XLS” (Excel).
You have the option of generating a report by department number or for a single Project ID or Cost Center.

5. Enter one of the following
parameters: Department, Project
ID, Cost Center.

6. Click the Save button to save the
conditions of your report.

7. Click Run to generate the report.

Run UTZFL514

Monthly Reconciliation Report

Run Control ID recon_report

Process Options

*Business Unit: |UTARL
*From Fiscal| 2012
Year

*To Fiscal Year | 2019

*Report Format | KLS

UT Adingtan

*From Acct Period

*To Acct Period 7| MmaR

#_|Previous in List

Report ManagerFrocess Monitd &

Enter one of the following parameters

1
SEF Depariment 315101 2 Police Department

Project ID

Cost Center

4 | Mest in List =] Notify + Add

The Process Scheduler Request page is displayed. If necessary, select the report Format. The recommended

Format is “XLS” (Excel).

Optional: To send the reports to
additional recipients, click the
Distribution link and enter the
recipient’s information (e.g. Empl ID).

8. Click the OK button to return to the
SIS Monthly Reconciliation Report
page.

Process Scheduler Request
User ID 6001362564

Server Name
Recurrence
Time Zone

Process List
Select Description

Menthly Recon Rpt

"T

Cancel

Run Control 1D recon_report

Run Date 6/03/2019 5

Run Time [7-45:28AM Reset to Cument Date/Time

Process Name Process Type *Type
Application
Engine

*Format Distribution

UTZFL514

~ || ¥LS ~ | Distribution

Last Revision 4/26/2022
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A Process Instance number is now assigned. This number is used to track your report from the Process Monitor

page.

9. Click the blue Process
Monitor link.

Run UTZFL514

Monthly Reconciliation Report

Run Control ID recon_report

Process Options

Report ManagefProcess Monitor

Process Instance'5750437

*Business Unit: [UTARL 2 UT Arlington
*From Fiscal| 2019| *From AcctPeriod 1| sEP
Year
*To Fiscal Year | 2018 *To Acct Period | 7| MAR

*Report Format | LS ™

HiSave | [[ahReturn to Search || 4| Previcus in List

o] Mext in List

=INatify

Enter one of the following parameters
Department (315101 2L Police Department
Project ID

Cost Center

» Add

The Process Monitor page is used to view the status of the report. Initially, the Run Status may display

“Queued” and the Distribution Status

It may be necessary for you to click
the Refresh button multiple times
(every 20 seconds), until the Run
Status has changed to “Success”
and the Distribution Status column
is displaying “Posted”.

Once the status’s have changed to
the appropriate values (Success and
Posted),

10. click the Go back to Monthly
Reconciliation Report link.

”N/A".

Process List

Server List

View Process Request For

User ID A Type |
Serverl "l Name
Run Statusl Vl Distribution Status

Process List
Select Instance Seq. Process Type
Application Engine

Application Engine

Bl Publisher

Go badk to Financial Recondiliation Rpt I

o Save || =] Notify

Process List | Server List

| Last

Process Name User

UTZFLE14 001

UTZFLS14 001

PSXPQRYRPT 8001382584

Instance From

] [ save On Refresh

1 Days

Instance To

Personalize | Find | View All | £ | B First ‘4 1-30f3 '* Last

Distribution
Status

Run Date/Time Run Status Details

4 08/02/2018 Sucoess Fosted Cetails

Details

Details

Posted

11. Click the Report
Manager link to view
the reports.

Run Control ID recon_report

Run UTZFL514

Monthly Reconciliation Report

Process Options

*Business Unit: |UTARL 2, UT Arlingten
*From Fiscal | 2p1g| ‘From AcctPeriod| 1] gep
Year
*To Fiscal Year | 2013 *To Acct Period 7| MAR
*Report Format |¥LS =~~~ |
il Save i Return to Search =] Motify

Report ManagerProcess Monitor

Enter one of the following parameters
Department 315101

Project 1D

Cost Center

-, Police Department

-

& Add

12. Click the Administration tab

13. The SIS Monthly Reconciliation Report will generate three files:

e Detail Financial Report

e Summary Financial Report

e Trace /Standard Output file labeled “Monthly Recon Rpt” (this file is not used).

Last Revision 4/26/2022
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14. To view the desired report, click the file name located under the Description column.

List Explorer Administration Archives

View Reports For

User D Type] | Last v 1 Refresh
Status| w Folder| v| Instance to

Report List Personalize | Find | View Al | (2 | E First ‘4 1.30f3 '} Last

Select ﬁjeport ::;1rsctsﬂnce Description g:ﬁ;"?isr;e Format Status Details

o N | Microsoft
UTZ FL514 D-UTARL . 04/29/2019 Excel

320105 5888958 DTLxlsx  29047PM  Files [ ooted  Details
Detail Financial Report (*xls)

. . Microsoft
UIZ FL314 - UTARL 04/29/2019  Excel

6477003 |5888958| 350105 5388054 DTLxIsx 1203-23PM

6477155 5888958

Posted  Details

< £ Files
Summary Financial Report (*xls)
6476824 | 5338958 Monthly Recon Rpt QU292019  ACTObEl  pogieg  Details

This file is not used 9:45:26AM  (*.pdf)

SeIeI:MII IEIDeselel:t.»\ll
Delete Click the delete button to delete the selected repori(s)

Go back to Financial Reconciliation Rpt

[5] Save

List | Explorer | Administration | Archives

15. The Report Detail page is displayed. From the File List section, click the file name to open the report.

Report Detail

Report
ReportID 6477155 Process Instance 5727483
Name UTZFL514 Process Type xML Publisher

Run Status Syccess

UTZ_FL514_D - UTARL_320105_5888958_DTL xlsx
Distribution Details

Distribution Node PS-HTTP Expiration Date |06/13/2019
File List
Hame File Size (bytes) Datetime Created
UTAREL 320105 5888958 DTL. «sx 693 04/29/2019 2:31:41.980215PM CDT
Distribute To
Distribution ID Type *Distribution ID
User
OK Cancel

Note: Depending on your browser and/or the file type (XLS), you may be presented with a dialog box
prompting you to Save or Open the report; or the report may open immediately in a new window.
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A Report example is below:

IReporl process: UTZFL514
Runtime: 4/29/2019 14:40:51 PM

Detail Financial Report

Business Unit: UTARL
Dept: 320105 - Business Services Analyties
For the period (From) SEP 2018 - (To) SEP 2018

[Account: A1000 Staff Salaries

[Approved Budget: $2038960.00

Available Budget/Recognized Revenue: ($820995.60)
Pre-Encumbrance Total: $0.00

Encumbrance Total: $2,380,312.23
ExpensefRevenue Total: $214,063.37

'iloiec Activity | Cost Acctg Date |Doc Doc ID Yendor Doc Relate |Lime Ref |Lime Descr Fund Function | Accoust Aot Descr Pre-Enc Enc ExplRer
viD |10 Center Type DezcrlEmploy | States d Doc
ec Hame
10172 2015-03-13 GL_JOURM|HPY 03377 |Encumbrance Walid Journal X HCM 105 a0 1101 4w Admin Prof $0.00 $376,115.00 $0.00
AL ar Journal - Edits Integration
Complete
10172 2015-03-13 GL_JOURM|HPY 03377 |Encumbrance Walid Journal X HCM 105 a0 1201 W Clazsified $0.00 $1.275,544.00 $0.00
AL ar Journal - Edits Integration
Complete
13012 2015-03-13 GL_JOURM|HPY 03377 |Encumbrance Walid Journal X HCM 100 a0 1201 W Clazsified $0.00 $53.650.00 $0.00
AL ar Journal - Edits Integration
Complete

Departmental Deposit Detail

Detail for departmental deposits is available by running a query in MyMav. MyMav can be accessed through
the MyMav icon on the uta.edu Faculty & Staff page. To request access to the queries, employees must
request the role “UTA_CS_AC_DEPT_REPORTS” be granted.

1. Begin my navigating to the Query Viewer page: Menu > Reporting Tools > Query > Query Viewer.
2. Two queries are available to obtain detail to SSF journal:

a. UTA_SF_DEPT_RECEIPTS - this query will give details of departmental deposits processed
through the Bursars Office. It is generated using a date range and offers several options of
running by department, cost center, etc.

b. UTA_SF_ACCTS_RECV_LOG - this query will give detail of student accounts receivable
transactions by department or by cost center, also using a date range.

3. The Query Viewer Page is displayed. The Search By field will default to Query Name.

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

*Search By [query Name v

Search Advanced Search

begins with

Optional: Click Advanced search to enter additional parameters for the Query Search.
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4. Enter the name of the Query (UTA_SF_DEPT_RECEIPTS) and click Search.
5. When the Query populates > Click HTML under the Run to HTML colomn.

Query Viewer
Enter any information you have and click Search. Leave fields blank for a list of all values.
*Search By | query Name | begins with UTA_SF_DEPT_RECEIPTS
_Search Advanced Search
Search Results
*Folder View |--All Folders -- e
Query Personalize | Find | View Al | (21| 54 First (4 10of1 » Last
Query Name Description Owner Folder E#ant-o E:(l:etlo )T;T_w Schedule Definitional References ?:\?otr?tes
UTA_SF_DEPT_RECEIPTS Departmental receipts Public HTML | Excel XML Schedule Lookup References Favorite
UTA_SF_DEPT_RECEIPTS - Departmental receipts
Business Date |09/01/2020 |[31]
6. A new window will open to enter additional criteria. End Business Date |09/30/2020 [[3{
a. Enter the Business Date Account (Default ALL)
b. Enter the End Business Date Fund (Default ALL)
c. Enter the Cost center Department (Default ALL)
7. Click View Results Cost Center (Default ALL) 470086
Project/Grant (Default ALL)
NACUBOQ (Default ALL)
View Results \
8. Results of the search will be displayed.
UTA_SF_DEPT_RECEIPTS - Departmental receipts
Business Date |09/01/2020 |[3{
End Business Date |09/30/2020 |[3{)
Account (Default ALL)
Fund (Default ALL)
Department (Default ALL)
Cost Center (Default ALL) 470086
Project/Grant (Default ALL)
NACUBO (Default ALL)
View Results
| Download results in :  Excel SpreadSheet | CSV Text File XML File (1 kb)
View All First 1-2 of 2 Last
Row Date of Business Transaction Date Receipt Number Receipt Line Number Account Fund Department Chartfield1 Project / Grant Class Amount Reference Description Journal
1 09/29/2020 09/29/2020 758117 163811 4200 315203 470086 500 0.60 PERSONAL COPIES SSF0502207
2 09/29/2020 09/29/2020 758120 163811 4200 315203 470086 500 0.55 PERSONAL COPIES SSF0502207

Optional: Results can be downloaded to Excel ShreadSheet for sorting and filtering.

9. For the second Query (UTA_SF_DEPT_RECEIPTS), repeat steps 1 through 8.
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