Supply Chain Encumbrance Report By GL Flexfield [SC-266]

Overview.

The Supply Chain Encumbrance Report By GL Flexfield [SC-266], available to all
General Ledger (GL) and Supply Chain (SC) users is an encumbrance report that reads
Supply Chain data in the Purchasing and Payables Oracle modules and retrieves data
according to the parameters supplied by the user running the report. By making various
choices on the parameter page for this report, the user can:

» select data for a particular requisition, purchase order, and/or invoice

» select a range of requisitions, purchase orders, and/or invoices

» select all requisitions, purchase orders, and/or invoices

* choose a one-line output for each requisition, purchase order, and/or invoice (totals by
requisition, purchase order, and/or invoice) or details by line for requisitions,
purchase orders, and/or invoices

* choose to display lines with a “zero balance” or suppress display of lines with “zero
balances”

* choose to display data reconcilable to “Funds Available”, “BPR” (last night’s current
period BPR), “NRNA” (Never Reserved, Never Approved — this selection will
display requisitions that have been saved but not submitted for approval, or display
invoices that have been saved but not approved — the act of approving an invoice
updates the Funds Available Inquiry form), or “ALL” (which displays all Supply
Chain activity, both data processed and sent to GL and data not sent to GL)

» select the Account Combination data to include on the report (can be a single cost
center, that is, a single Organization and Funding Source, or a range of Accounting
Combinations, such as, a range of Funding Sources for a single Organization or a
range of Organization equating to a school)

* select the Account Combination data to exclude on the report (through the use of both
an inclusion range and an exclusion range, certain data can be excluded from the
report)

* select data for a particular vendor (can use the wildcard character, %, to select the
desired data)

» select data matching a particular line description (can use the wildcard character, %,
to select the desired data) NOTE: this is the line description in the Purchasing or
Accounts Payable system and not the line description in GL

* use ANY COMBINATION OF THE ABOVE to fine-tune the data selection

This report adheres to the security restrictions attached to the user running the report and
will not allow the user to retrieve data currently secured from the user. Basically, if you
can view the Account Combination on a BPR or on the Funds Available Inquiry form,

you can retrieve the encumbrance detail data on this report using the same responsibility.
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Parameter Page.

The parameter page for the Supply Chain Encumbrance Report By GL Flexfield [SC-

266] is shown below.

EE—;—‘; Parameters

E[?
Balance To ||

Requisitions (% far All, Blank for Mone) |":"u

Furchase Orders (% for All, Blank for Mone) |‘!"u

Invoices (% for All, Blank far Maone) |“l"u

Include Zera Balance Reqgs. |Nu

Include Zero Balance POs. |I‘~Iu

Include Zero Balance [MYs. |Nu

YYendaor Mame |

Line Description |

Show Detail Lines [No

Inzluded Flexfield Fram |

Included Flexfield Ta |

Excluded Felxfield Fram |

A4 0 |

Cancel

OK

Upon opening the parameter page for this report, the report defaults with the following

selections:

* Balance To = blank
* Requisitions = % (retrieves All requisitions)

* Purchase Orders = % (retrieves All purchase orders)

* Invoices = % (retrieves All invoices)
* Include Zero Balance Reqs = No
e Include Zero Balance POs = No
e Include Zero Balance INVs = No
¢  Vendor Name = blank

* Line Description = Blank

¢ Show Detail Lines = No

e Include Flexfield From = blank

¢ Include Flexfield To = blank

e Exclude Flexfield From = blank
e Exclude Flexfield To = blank
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The following fields on the parameter card are required and must be completed before the
report can be run:

e Balance To

¢ Show Detail Lines

e Include Flexfield From
e Include Flexfield To

Balance To:
To retrieve Supply Chain data that balances to last night’s current period Budget
Performance Report (BPR), choose “BPR” as your Balance To: criteria.

To retrieve Supply Chain data that balances to your current Funds Available Inquiry form
(real-time), choose “Funds Available” as your Balance To: criteria.

To retrieve requisitions that have been saved in the system but not submitted for approval
(for requisitions) or have been rejected to the preparer, choose “NRNA” as Balance To:
criteria. These requisitions have not posted to GL and are not included in the Funds
Available Inquiry data (as commitment encumbrances) and are not included in GL
Encumbrance (commitment encumbrances) journal data.

To retrieve invoices that have been saved in the system but not approved, choose
“NRNA” as your Balance To: criteria. These invoices have not posted to GL and are not
included in Funds Available Inquiry data (as manual encumbrances) and are not included
in GL Encumbrance (manual encumbrances) journal data.

To retrieve all Supply Chain data, whether posted to GL or not, choose “ALL” as your
Balance To: criteria. This report will include data not reconcilable to GL.

Requisitions (% For all, Blank for None):
To retrieve all requisitions, leave the defaulted % character as your Requisitions (% For
all, Blank for None): selection.

To exclude all requisitions from this report, delete the defaulted % character and leave
this field blank as your Requisitions (% For all, Blank for None): selection.

To select a single requisition for your report, change the defaulted % character to the
requested requisition number for your Requisitions (% For all, Blank for None):
selection. NOTE: the requisition number must be entered correctly to find a match and
retrieve your requested data.
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Purchase Orders (% For all, Blank for None):
To retrieve all purchase orders, leave the defaulted % character as your Purchase Orders
(% FOR all, Blank for None): selection.

To exclude all purchase orders from this report, delete the defaulted % character and
leave this field blank as your Purchase Orders (% For all, Blank for None): selection.

To select a single purchase order for your report, change the defaulted % character to the
requested purchase order number for your Purchase Orders (% For all, Blank for None):
selection. NOTE: the purchase order number must be entered correctly to find a match
and retrieve your requested data.

Invoices (% FOR all, Blank for None):
To retrieve all invoices, leave the defaulted % character as your Invoices (% For all,
Blank for None): selection.

To exclude all invoices from this report, delete the defaulted % character and leave this
field blank as your Invoices (% For all, Blank for None): selection.

To select a single invoice for your report, change the defaulted % character to the
requested invoice number for your Invoices (% For all, Blank for None): selection.
NOTE: the invoice number must be entered correctly to find a match and retrieve your
requested data.

NOTE: Invoices are open only during the day in which they are created and approved,
modified, or remain on HOLD and have not been approved. At close of business on each
day, a job in the nightly cycle releases the invoice encumbrance (identified as manual
encumbrances to GL and on the Funds Available Inquiry form) and creates the invoice
amount as an Actual.

Include Zero Balance Requisition Activity:
To exclude requisitions with an encumbrance balance of zero from your report (those
requisitions that have been converted to purchase orders), leave the defaulted “No” value.

To include all requisitions on your report, change the defaulted value of “No” to “Yes”.
Include Zero Balance PO Activity:

To exclude purchase orders with an encumbrance balance of zero from your report (those
purchase orders that have been fully liquidated by invoices or have been cancelled), leave

the defaulted “No” value.

To include all purchase orders on your report, change the defaulted value of “No” to
CCYeS79'
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Include Zero Balance invoice Activity:

To exclude invoices with an encumbrance balance of zero from your report (those
invoices that have been released as an encumbrance and transferred to an “Actual” that
occurs at close of business each day during a nightly process), leave the defaulted “No”
value.

To include all invoices on your report, change the defaulted value of “No” to “Yes”.

Vendor Name:
To include all vendors on your report, leave this field blank.

To retrieve only those vendors matching a vendor name criteria, enter the vendor name.
You may use the wildcard character, %, to aid in your retrieval. For example, to retrieve
all IBM vendors, use %IBM%.

Line Description:
To include all variations on line descriptions on your report, leave this field blank.

To retrieve supply chain activity where the line description contains a particular piece of
data, use the wildcard character, %, to aid in your retrieval. For example, to retrieve all
desk purchases, use %desk% as your Line Description: selection.

Show Detail Lines:

To include detail lines on your report such as all lines for an invoice, all lines on a
requisition, and/or all lines on a purchase order, change the defaulted “No” to “Yes”. Use
this criteria to see all historical activity related to a particular document.

To display one line of total information for each document (requisition, purchase order,
invoice), leave the defaulted value of “No”.

NOTE: This is a required field for the parameter page and, if cleared, must be filled in.

Include Flexfield From:
When the user clicks his/her cursor in this field, the following screen will display:

ting Flexhield

Lo

Entity I:I

Account |

Organization |

Funding Source |

Higgh
[ ]
Met Asset Class
Furnction
Location

Activity

Future

Clear | Cancel| oK |
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Enter the range of Account Combinations to include on the report. Examples:

* A single Account Combination:

[=3 Accounting Flexfield
) 2
Lo High
Entity IEI IEI
Account (54111 | s |
Crganization |E1TI]I]2 | |ﬁ1?l]l]2 |
Funding Source {C100001 | [c1o0001 |

Met Asset Class |:| |:|
Function |:| |:|
Location |:| |:|

|
|

Activity | |

Future | |

Clear ‘ Cancel ‘ OK

* A single cost center:

[=3 Accounting Flexfield
) 2
Lo High
Entity I:I I:I
Account | | | |
Organization |E1?I]I]2 | |E1I-"I]I]2 |
Funding Source (C100001 | |c1o0001 |

Met Asset Class I:I I:I
Function I:I I:I
Location I:I I:I

Activity | | |
Future | | |

Clear ‘ Cancel ‘ OK
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* All Funding Sources for an Organization:

[: Accounting Flexfield
4| 2
Loy High
Entity IEI IEI

Account | | | |
Crganization |1515I]1 | |

Funding Source || |

|
Met Azset Class I:I I:I
Function I:I I:I
|D
|

Lacation I:I

Activity | |

Future | |

Clear | Cancel | oK

* All Organizations for a school, “C” funds only:

[: Accounting Flexfield
e 2
Loy High
Entity I:I I:I
Account | | | |
Qrganization (150000 | [159999 |
Funding Source |COD0DDO | |cosgegs |

Met Asset Class I:I I:I
Function I:I I:I
Location I:I I:I

Activity | | |
Future | | |

Clear | Cancel | oK

Include Flexfield From:

The data submitted in the Low column of the Accounting Flexfield window populates
into the Include Flexfield From: field. The data submitted in the High column of the
Accounting Flexfield window populates into the Include Flexfield To: field.
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Exclude Flexfield From:
Once the user completes Accounting Flexfield window that populates the Include
Flexfield From: data and the Include Flexfield To. data, another Accounting Flexfield

window appears. This window looks the same as the previous Accounting Flexfield
window (used for the Include Flexfield From: and the Include Flexfield To. data).

Eg_ﬁ Accounting Flexhield [ ¢

5 2

igh

T

Loy

Entity I:I

Account | |

Cirganization | |

Funding Source | |

Met Asset Class

Function
Location
Activity | |
Future | |

T[

—
I
||
||
—
|

Clear | Cancel | 0K

If there are no exclusions, click the OK button to accept no exclusions. If you desire to
exclude some Accounting Flexfields on the report (that was included in the Include
Flexfield From: and the Include Flexfield To: data), enter the exclusion data in this
Accounting Flexfield form.

The data submitted in the Low column of this Accounting Flexfield window populates

into the Exclude Flexfield From: field. The data submitted in the High column of this
Accounting Flexfield window populates into the Exclude Flexfield To: field.
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Steps to submit the report.
Use the following steps to run, view, and print this report:

1. Navigate to the Submit a New Request form (Navigate > Reports > Run).

2. Accept the defaulted Single Request radio button and click OK.

3. Click the "List of Values" icon and select the report.

4. Populate the parameter page as described above.

5. Click the Submit Request button to run your report.

6. Click the Refresh Data button on the Requests form and continue to do this every five
seconds or so until the phase of the report changes from Pending to Running to
Completed.

7. Click the View Reports button to open the report in Adobe Acrobat.

8. Print or save the report as desired.

Output report.
The Supply Chain Encumbrance Report By GL Flexfield [SC-266} produces a PDF
formatted output file.

Data is displayed on the output report sorted in the following sort order:

* Accounting Flexfield
*  Encumbrance Type
*  Document Number (requisition number, PO number, invoice number)

The output report provides a total at changes in the sort criteria, unless there is only one
line of output for the sort criteria.

* Total for Encumbrance Type:
* Total for Accounting Flexfield
* Report Total

Columns displayed on the report are as follows:

*  Document #

* Line # (displayed only for Show Detail Lines = Yes)

* Approval / Invoice Status

* Funds Reserved Status

e Date Last Activity

* Vendor Name

* Line Description (displayed only for Show Detail Lines = Yes)
e Original Encumbrance Amount

* Encumbrance Amount Liquidated

* Balance
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An example of the output report follows showing the parameter page data followed by
encumbrance data.

Acrobat Reader - [617002.pdf] H=] 3

ﬁfile Edit Document “iew ‘“Window Help

T
M@ es B[R] T cr v «» DOO S 6@

»
1T IETEESZ 5 5 5 I 3 1| e s T

Page 10 of 18



Supply Chain Encumbrance Report By GL Flexfield [SC-266]

Acrobat Reader - [617002_pdf]
ﬁfile Edit Document “iew ‘“Window Help

MO es B[ A B v «» ODOEMESS @

Gusrge Washlegros Dalvessity

s 46 Encunbrance Astlvity Repert by GL Aceoar

Type: Commitment

001 G- ASM - PR 002000 - 030000

| ] 10z [[[1d]d] 2ora [pIm][vicesin [ B[]

Teral for Aoe Flaxfleld

u3? BPFROVED ] UL-MAR-2001  NWEATT REGRHCY-ATLANTA THE. 96 43840 121,40
eni ¥ OL-MAR-2001  WEATT REGRNCY-ATLASTA 24620 e o
23908 ] US-MAR-2002  FAIRMONT ROYAL YoRK o.an
se Typa
Tetal for Aee.FlaxFleld 7,338,234
001-5-AZN - FI- 000000 1G00GD
Eneunbra
suonEz4ID ApEROVED ] 18-308-2000  KMOWLOGY u_an o.an u.on
Tetal for Aee.FlaxFleld
s Flaxfiald: UM-54111-£17002 - AfM - P - 000000 - 0BO000
Type: caligaris
] OL-MAR-2001  RICON CORPOAT! o.an 191,00
] 20.0U8-2001  SAVIMRICON 140,90
a2z ¥ 12-FEB-2001 U _an .00 0.0
ITERL I ApEROVED ] 16-FEB-2001  KEVANCED COMPUTER COBCESTS INC u_an o.an u.on
ce Typa 211,90
Tetal for Aee.FlaxFleld 31390

Appe
Invaics ariginal Enc
Dacument § Line ¥ Status Vander Harns S Liquidated Balasca
Flexfiald: UH-82131-€1%0
Typa: Ghllgak
1000 ApEROVED ] 1600 5,012 00 1.944.00
Tetal for koo, FlaxFleld 194400
Flenfiald: UH-S219d-€17002 - Af - Fli- 005008 - 000000
Encunbracs Type: culigabl
suonEonsE ApEROVED ] 02-MAY-2000  US u_an o.an u.on
sucsuczese ApEROVED ] 13-5EP-15909  COLUMBIA COMM ISTTERICES INC u_an o.an u.on
0.0
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Acrobat Reader - [617002.pdf] == 3

'Efile Edit Document Wiew ‘Window Help _|EI|X

MO s @A TR K e« OO

Gusrge Washlegees Onlvarsity -MRR- 2002
0246 Eneunbrancs Actlviey Repert by GL Asesunting Flawfisl Paga: 2 af 3
Arigisal Enc
[ Liguidated Balascs
CL00001-5-ADN - FI- 000000 0G00GD
Commitmant
EUU ] 08-5EF-2001  DMG MAXIML - 690, 000,00 w.0n 1,000,000.90
Teral for Aoe. Flaxfleld 1,000,000.00
1d: UM-552111- 61700 /01 - G- ADN - FI- 000000 - 000000
Btk Commitmant
2aze ApEROVED ] 12-MAR-2002  DWC 26,026 40 o.an 24, 02640
Eneunbra
80002132 ] 10-DEC-2000 MK SOFTWARE CONSULTANT: u_an o.an u.on
1uoonca8en ] 10-JAH-2001  KEWS COMSULTING o.an
1uooncEnan ] 20-AUG-2001  STIG IAMMOND a0, 488 04 408
ADEROVED ¥ 01-AUG-2001  DRICEWATERNOUSRCOODERS LLD B,030.00 .00
1uoonisTz ApEROVED ] 13-DEC-2001  PRICEWATERNOUSECOCPERS LLD s, 36200 o.an
sno0ETNND ApEROVED ] 18-FEB-2001  DARKER & ASSOCIATRS u_an o.an
Total for b - Type
Teral for Aoe. Flaxfleld
1d: UM-S5131- 61700 /01 - G- ADN - FI- 000000 - 000000
Encunbrace Type: Cbligat
1ncuncsine BPFROVED ] 26-FEB-2001  AMERICAN AFFRALSAL ASSOCIRTE: 100, 900,00 21, 440,00 2, 340,00
1000013371 ADEROVED ¥ 01-AUG-2001  DRICEWATERNOUSRCOODERS LLD 1w, 00000 131,410 00 5.190.00
1uoonisaTz ApEROVED ] 01-AUG-2001  PRICEWATERNOUSECOCPERS LLD a8,
suonsasesz ApEROVED ] 23-FEB-2001  DRICEWATERNOUSECOCPERS LLD u_an o.an u.on
Tetal fer b 17, 048 80
Teral for Aoe. Flaxfleld 17, #éS. 80
1d: UM-55311- 61700 /01 - G- ADN - FI- 000000 - 000000
ciligar
BPFROVED ] 05-JUL-2001  DEHWISTOH & DENNIS 450,00 w.0n 450,00
Teral for Aoe. Flaxfleld €50.00

Flaxfield: UH-88322-6170

001 G- ASM - PR 002000 - 030000

Typw: Chligat

| o] 10zs [=lndia] sora [v[mf[1rxesin | EL]IA]
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8| Acrobat Reader - [617002.pdf] _ O] x|

'Efile Edit Document Wiew ‘Window Help _|E||1|

MO es B[R]« «» DO0 S #

-
Tha Cosrge Washlpgbes Dslvarsicy Bapare Data: 13-MAR-2002
SC-246 Emeunbrance Astlvity Repert by GL Aceeunting Flaxfield Paga: 3 af 3
Apprawal) Funds
Invaice Rusarvel Dats Last Original Ene Ene Amsust
Bocumest § Line ¥ Status Status Vandor Hare Line Buseripkisn Sercaunt Liguidated Balascs
Aeceunt fng Flexfiald: UN-S5122-£17002-CLO000L-G-ADN-FI- 000000 0GOUGD
sucasezEaE BPFROVED ] 10-0UL-2000  CRYSTAL DRCISIONS INC .00 w.0n w0
Tetal for Aee.FlaxFleld o.60
Aecsun fng Flexfiald: UN-55131- 617002 CLO000L-G-ADN-FI- 000000 0GOUGD
Encunbrace Type: cbligakisn
1woonilese ApEROVED ] 20.0U8-2001  SAVIMRICON 28000 o.an 280,00
1000015745 BEFROVED ¥ 26.505-2001  OCE-Usk INC 8,252 00 653500 z.313.00
Tetal for Encunbrance Typa 2.843.00
Teral fer hee FlaxFlald 284300
Repert Tatal: 1,071, 118.30
"t End of Rapore ves
-
[ 1035 [w][m] 4] aora [v[pil[ 1rcasi | E.|[4] ¥
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Suggested Uses of the Supply Chain Encumbrance Report BY GL Flexfield
[SC-266].

1. SC totals by reference number that agrees to GL BPR encumbrance balances.
The major use of this report will be to produce a report showing “open” totals by
requisition number and PO number that agrees to last night’s GL BPR produced for the
current Accounting Period. To do this, choose BPR as your Balance To: criteria, allow
the default of % (all records) in the Requisitions (% For all, Blank for None): criteria,
allow the default of % (all records) in the Purchase Orders (% For all, Blank for None):
criteria, allow the default of % (all records) in the Invoices (% For all, Blank for None):
criteria, allow the default of No for the Show Detail Lines: criteria, and fill in the Include
Flexfield From: and the Include Flexfield To: data using a single Organization and
Funding Source.

2. SC totals by reference number that agrees to GL Funds Available Inquiry form
encumbrance balances. Use this report to view “open” totals by requisition number, PO
number, and Invoice number (for invoices created or modified today) that agrees to this
moment in time (view current period’s data on the Funds Available Inquiry form with the
defaulted Year To Date Extended data). To do this, choose Funds Available as your
Balance To: criteria, allow the default of % (all records) in the Requisitions (% For all,
Blank for None): criteria, allow the default of % (all records) in the Purchase Orders (%
For all, Blank for None): criteria, allow the default of % (all records) in the Invoices (%
For all, Blank for None): criteria, allow the default of No for the Show Detail Lines:
criteria, and fill in the Include Flexfield From: and the Include Flexfield To: data using a
single Organization and Funding Source.

3. SC detail line data that agrees to GL BPR encumbrance balances. If you have run
the SC totals by reference number report described in example 1 and noted that you
would like to detailed SC data at the line level, use this report to view detail line data for
“open” requisitions, POs, and invoices (for invoices created or modified today) that
agrees to last night’s GL BPR produced for the current Accounting Period. To do this,
choose BPR as your Balance To: criteria, allow the default of % (all records) in the
Requisitions (% For all, Blank for None): criteria, allow the default of % (all records) in
the Purchase Orders (% For all, Blank for None): criteria, allow the default of % (all
records) in the Invoices (% For all, Blank for None): criteria, change the default value of
No to Yes for the Show Detail Lines: criteria, and fill in the Include Flexfield From: and
the Include Flexfield To: data using a single Organization and Funding Source.

Balance To |[BPR Balance To BPR —

Reguisitions (% for All, Blank for Mone) [%
Purchase Orders (% for All, Blank for Mone) [%
Invoices (% for All, Blank for Mone) [%

Include Zero Balance Regs. [No

Include Zero Balance POs. |No

Include Zero Balance INYw's. |No

“endor Mame

Line Description
Show Detail Lines [Yes
Included Flexfield From [.617013.C100001......
Included Flexfield To [-.617013.C100001......
Excluded Felxfield From
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4. SC totals by reference number for all funds belonging to an Organization that
agrees to the GL Funds Available Inquiry form encumbrance balances for the
Organization. Use this report to view “open” totals by requisition number, PO number,
and Invoice number (for invoices created or modified today) that agrees to this moment
in time (view current period’s data on the Funds Available Inquiry form with the
defaulted Year To Date Extended data). To do this, choose Funds Available as your
Balance To: criteria, allow the default of % (all records) in the Requisitions (% For all,
Blank for None): criteria, allow the default of % (all records) in the Purchase Orders (%
For all, Blank for None): criteria, allow the default of % (all records) in the Invoices (%
For all, Blank for None): criteria, allow the default of No for the Show Detail Lines:
criteria, and fill in the Include Flexfield From: and the Include Flexfield To: data using a
single Organization and a Funding Source Low value of 0000000 and a Funding Source
High value of ZZ77777.

FParameters

=

Ealance To (FUNDAYD | Funds Available =

Requisitions (% for All, Blank for Monea) [%h
Furchase Orders (%% for All, Blank for Mone) [%h
Invoices (% for All, Blank for Mone) |%

Include Fero Balance Regs. ([Ho

Include Fero Balance POs. |No

Include Zero Balance IMWws. [Ho

“endor Mame

Line Description

Show Detail Lines (Mo
Included Flexfield Fram (--131301.0000000.____.
Included Flexfield To |- 151501 . 27577777 ...
Excluded Felxfield From

For the Funds Available Inquiry form, choose the period to be the current Account
Period, choose the Amount Type to be Year To Date Extended, and enter the following in
the Find Accounts window that appears when you click your cursor in the Accounts
region of the Funds Available Inquiry form. NOTE: you can and should use T (total) in
the GL Funds Available Inquiry form but not in the SC-266 report.

2 Find Accoun =
Eu| 2
Lo High
Entity _| _‘

Account [T | T |
Organization [151501 | 151501 |
Funding Source (0000000 | |

Met Asset Class :I :I
Function :I :I
Location —| —‘
Activity
Future
Clear | Cancel| IT'
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5. SC totals by reference number for all Operational funds (“C” funds and “R”
funds) belonging to a School that agrees to the GL Funds Available Inquiry form
encumbrance balances for the School. Use this report to view “open” totals by
requisition number, PO number, and Invoice number (for invoices created or modified
today) that agrees to this moment in time (view current period’s data on the Funds
Available Inquiry form with the defaulted Year To Date Extended data). To do this,
choose Funds Available as your Balance To: criteria, allow the default of % (all records)
in the Requisitions (% For all, Blank for None): criteria, allow the default of % (all
records) in the Purchase Orders (% For all, Blank for None): criteria, allow the default
of % (all records) in the Invoices (% For all, Blank for None): criteria, allow the default
of No for the Show Detail Lines: criteria, fill in the Include Flexfield From: and the
Include Flexfield To: data using a range of Organization values (for the school) and a
Funding Source Low value of C100001 (note that this excludes the “A” funds) and a
Funding Source High value of RZZZ777, fill in the Exclude Flexfield From: and the
Exclude Flexfield To: data using a range of Organization values (for the school) and a
Funding Source Low value of DO00000 (note that this excludes the “E” funds —
Endowments, “H” funds — Fin Aid, “L” funds - Loans, and “P” funds - Plant) and a
Funding Source High value of QZZZZ77.

EE’,; Parameters

4L
.:
Ealance To (FUNDAYWE |Funds.ﬂvailahle —]

Requisitions (%% for &ll, Blank far Mone) |%
FPurchase Orders (%% for All, Blank for Mone) (%
Invoices (% for All, Blank for Moneg) |%

Include Zero Balance Regs. (Mo

Include Fero Balance POs. |No

Include Zero Balance IMNWws. [Mo

“endor Name

Line Description |

Show Detail Lines (Mo
Included Flexfield Fram (--100000.C100001.....
Included Flexfield To |.. 199999 RAFAAAFAF . .
Excluded Felxfield From

Clear | Cancel | oK |

%’g Parameters

Requisitions (%% far All, Blank for Hone) (%
FPurchase Orders (%% for All, Blank for Hone) (%
Inwvoices (%% for All, Blank for Mone) (%

Include Fero Balance Regs. |[No

Include Fero Balance POs. [No

Include Zero Balance IMw's. [Ho

“endor MName |

Line Description
Show Detail Lines (Mo
Included Flexfield Fram (-.100000.C100001.....
Included Flexfield To |.. 199999 RAFAAFFF .
Excluded Felxfield From [--100000.DO00O00O0.....
Excluded Flexfield To |.. 199999 QF 7777 ... =i
4 ]

Clear Cancel | oK |
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6. SC historical data for a particular cost center, one line/total per reference
number. You can use this report to view all (both “open” and “closed”) SC data for a
particular cost center by entering the parameter page data as follows: choose Funds
Available as your Balance To: criteria, allow the default of % (all records) in the
Requisitions (% For all, Blank for None): criteria, allow the default of % (all records) in
the Purchase Orders (% For all, Blank for None): criteria, allow the default of % (all
records) in the Invoices (% For all, Blank for None): criteria, allow the default of No for
the Show Detail Lines: criteria, change Include Zero Balance Regs from the defaulted
value of No to Yes, change Include Zero Balance POs from the defaulted value of No to
Yes, change Include Zero Balance INVs from the defaulted value of No to Yes, and fill in
the Include Flexfield From: and the Include Flexfield To: data using a single
Organization and a Funding Source.

E%”,g Parameters
e

Balance To |[FUNDAVE | Funds sarailable

Requisitions (% for All, Blank for Mone) |“."h
FPurchase Orders (% for All, Blank for Moneg) (%
Invoices (% for All, Blank for Moneg) (%

Include Zero Balance Regs. [Yes

Include Fero Balance POs. |Yes

Include Zero Balance IMNW's. [Yes

“endor Mame

Line Description

Show Detail Lines |Mo
Included Flexfield From |..617013.C100001.....
Included Flexfield To [..617013.C100001.....
Excluded Felxfield Fram

7. SC requisitions that have never been submitted for approval or rejected back to
the requisition preparer and not resubmitted. You can use this report to view all
requisitions that have been saved but not submitted for approval and those that were
rejected back to the preparer and have not been re-submitted. This can be used to find
requisitions for which the preparer should delete or resubmit. To do this for a particular
cost center, complete the parameter page data as follows: choose NRNA (Never
Reserved, Never Approved) as your Balance To: criteria, allow the default of % (all
records) in the Requisitions (% For all, Blank for None): criteria, allow the default of %
(all records) in the Purchase Orders (% For all, Blank for None): criteria (this will find
requisitions that were transferred to purchase orders but which have not been reserved
and approved by the Supply Chain — if any are found, contact the Supply Chain
Organization), allow the default of % (all records) in the Invoices (% For all, Blank for
None): criteria (this will find invoices that were created by Supply Chain but never
reserved and approved by the Supply Chain - if any are found, contact the Supply Chain
Organization), change the default of No to Yes for the Show Detail Lines: criteria (this
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will enable you to view details about problems), and fill in the Include Flexfield From:
and the Include Flexfield To: data using a single Organization and a Funding Source.

E%”,i Parameters

d)

Balance Ta ([MRNA | Hever Reserved / Never Approve =

Requisitions (%% for &ll, Blank for Mone) |%
Purchase Orders (%% for All, Blank for Mane) (%
Invoices (%5 for &ll, Blank for Mone) |%

Include Fero Balance Reqgs. |Yes

Include Zero Balance POs. |Yes

Include Zero Balance IMN%'s. |Yes

“endar Mame

Line Description

Show Detail Lines [Yes
Included Flexfield From [--617013.C100001.....
Included Flexfield To |..617013.C100001.....
Excluded Felxfield From

4 |

Clear ‘Cancel’ [ ok |

8. All SC activity for a particular cost center. You can use this report to view “ALL”
SC data for an Account Combination, for a cost center (unique Organization and Funding
Source), for a range of Accounting Flexfields (such as for a department, school, etc.). If
you use this report in this manner, it will not reconcile to a BPR or Funds Available
Inquiry form since it will retrieve both data transferred to GL and data not transferred to
GL. To retrieve ALL SC activity for a particular cost center, complete the parameter
page data as follows: choose ALL as your Balance To: criteria, allow the default of %
(all records) in the Requisitions (% For all, Blank for None): criteria, allow the default of
% (all records) in the Purchase Orders (% For all, Blank for None): criteria, allow the
default of % (all records) in the Invoices (% For all, Blank for None): criteria, change the
default of No to Yes for the Show Detail Lines: criteria, and fill in the Include Flexfield
From: and the Include Flexfield To: data using a single Organization and a Funding
Source.

Eg;’,g Parameters

_I_
a:
Balance To [ALL |AII Values —

Requisitions (%% for All, Blank for Manel E
Furchase Orders (%% for All, Blank for Mane) (%
Invoices (% for All, Blank for Moneg) |%

Include Fero Balance Reqgs. |Yes

Include Fero Balance FOs. |Yes

Include Fero Balance IMW's. [Yes

“endor Mame

Line Description

Show Detail Lines [Yes
Included Flexfield Fram (--617013.C100001.....
Included Flexfield To |-.617013.C100001..__
Excluded Felxfield From

4 |

Clear Cancel | OK |
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