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Running a General Ledger Activity Report by Department (or Project)

This Addy Note explains how to run a general ledger activity report by department or project.

Step | Action
1. | Navigate to: Main Menu > General Ledger > General Reports > Ledger Activity.
g(ﬂ'n UCF Financials E Advanced Search [Bl Last Search Results
Menu =
Grants =
Project Costing
Proposal Management General Ledger Activity
Billing Enter any information you have and click Search. Leave fields blank for a list of all values
Accounts Receivable
Accounts Payable Find an Existing Value | Adda New Value
Asset Management
Commitment Control Search Criteria
General Ledger
Journals Run Control ID[ begins with v |
o Subs:ys‘ten* [_J Case Sensitive
Reconciliation
Ledgers
Summary Ledgers i)
Close Ledgers Search Clear Basic Search & Save Search Criteria
Open Items
Monitor Background Proce
= al Informat
Besaril Réorts Find an Existing Value | Add a New Value
Ledger Activity
Ledger Activity with
Attribute
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Step

Action

Note: If you have never created a run control, create one following Steps 2 through 4.
You will only need to perform this process one time, and you can use the run control you
create each subsequent time you want to run this report.

If you already have created a run control:
1. Enter the name of your Run Control in the Run Control ID field.
2. Click the Search button.
3. Proceed to Step 5 below.

Click the Add a New Value tab.

General Ledger Activity

Find an Existing Value Add a New Value

Run Caontrol 1D

Add

Name your Run Control in the Run Control ID field.

General Ledger Activity

Find an Existing Value Add a New Value

Add

Note: Run Control IDs are case-sensitive and should be entered without using spaces.
Choose a name for your Run Control carefully, because the system will not allow you to
change or delete the name after it is saved.
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Step | Action

4. | Click Add.

=

5. | Verify that UCFO01 displays in the Unit field; if not, enter it.

Report Request Parameters

Ledger Q.
Fiscal Year

From Period

Show Discrepancies Only

6. | Verify that ACTUALS displays in the Ledger field; if not, enter it

Report Request Parameters

< Ledger ACTUALS| ;;>

Fiscal Year

From Period

Show Discrepancies Only
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Step | Action

7. | In the Fiscal Year field, enter the year on which you are inquiring.

Report Request Parameters
Unit UCFo1 |@

ALS

Q

Fiscal Year| 2015

From Period

8. | Inthe From and To fields, select the accounting periods on which you are inquiring.

Fiscal Year| 2015 Currency UJSD o}
I From Period 1 To Period 4 I
) Show Discrepancies Only 1 Show Journal Detail

9. | Select the Show Journal Detail check box.

Report Request Parameters

Unit|UCFO1 |G
Ledger ACTUALS Q, Include Adjustment Periods
Fiscal Year| 2015 Currency [USD Q Sdrsissticee
From Period Date Code | All v v [ =]
Show Discrepancies Only Display Full Numeric Field Display Closing Entry
Refresh
10. | Click Refresh.
Il Numeric Ejg D
Porsnnalize
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Step | Action

11. | Enter a department or project number in the respective Value field.

Sequence ChartField Name Include CF Summarize Detail All Values Value To Value

1| Account Q
2 Department

3 Project Q aQ

o

Note: If desired, enter an account number in the Account Value field.

12. | Select the Department (or Project’s) Include CF check box.

Sequence ChartField Name Include CF Summarize Detail All Values  Value
1| Account q
2| Department O 2500001 [§
3 Project &

Note: Do not check any of the other check boxes or enter any additional data in the
remaining ChartField Selection lines.

13. | Click Run at the top of the page.

Process Monitor

14. | In the Server Name drop-down list, select PSUNX if it does not default.

Server Name | vy

Recurrence FINZ_NT

Time Zon%
FIF Cont]
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Step | Action
15. | Verify that the Type field displays Web and Format fields display PDF.
*Type *Format istribution
Web v [[FDF v |Pistribution
16. | Click OK.
| Cancel
17. | Click the Process Monitor link.
Report Manager
Process Instance: 7934230
18. | Repeatedly click Refresh until the Run Status changes to Success and the Distribution
Status changes to Posted.
Days v
A B Fist (@0 1gof8 & Last
Run Status Etisﬁ[.igu“m Details
Cetails
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Step | Action

19. | Click Details.

Days v

A B Fist (0 1s0fs (B Last

Distribution .
Run Status Status Details

Success Posted

20. | Click View Log/Trace.

Actions

Farameters

Message Log

Balphaioic
<>

21. | Select the report ending in .PDF.

File List

Name

= 3l STO02 7034230100
gls7002_7934230.PDF
gisT00Z2_ 7934230 out

22. | View, save, or print the report.

Page Ho. 1

Fun Date 11/07/Z01&
Fun Time 11:44:24
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