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New PO Open Encumbrance List by Department Report

Overview

A new “PO Open Encumbrance List by Department” report is now available to replace the query
SACBALL_OPEN_ENC_LIST_BY_DEPT. This important information is needed by the campus community to keep track of
their open Purchase Orders. This new report does not time out as the query often does for many large departments.

Navigation
CSUS Custom Objects > Report > PO Open Encumbrance List/Dept

Running the Report

The first time you run this report you have to set up a Run Control by selecting the “Add a New Value” tab. Enter a Run Control
name then click “Add”. Once you create and save this Run Control, for future reports you can click the “Find an Existing Value”
tab and select the Run Control name that you created.

_

Search:
& My Favorites @ Open Encumbrance List
[» Accounts Receivable
[» Manager Sel-Senice f Find an Existing Value Add a New Value
I Customers
[» Purchasing -
I Projects Run Control ID: Open_Enc_List
&> Billing
[ Accounts Payable
[ Asset Management Add
[ Banking
> Commitment Control
[> General Ledger
[ CSU CDIP
[> Allocations
[» CSU Manage CO/State
Requiremnt
[» ©SU) Administer Integration
I> Set Up Financials/Supply
C
U3 Custom Objects
[» Process
= Report
— AR Quistanding Invoice
Report
— Dpen Item Aged Report
— Reimbursed Activity

- PO Open Encumbrance
ListDept

— PO Detail Activity Report

\/

Enter the 5 digit department code for your report. You can either key it in or select the department from a drop down list by
clicking on the magnifying glass next.
Then, click on “Run”

{ Open Encumbrance List

Find an Existing Value | Add a New Value

Run Control ID:  Open_Enc_List Report Manager Process Monitar B

Business Unit;

Department |47800

I

At the Process Scheduler Request page, use the drop down arrow to select the Server “PSUNX”.
Then click “OK”

Process Scheduler Request

User I KENDALCB Run Control I: Open_Enc_List

Server Name: PEUNX ~| Run pate: 02/21/2007 EJ
ecurrence: un rime: 3:33:22FM Resetto Current DateiTime |

Time Zone: Q

Select Description Process Name Process Type “Type “Format Distribution

Open Encumbrance List SACPOO41 SCOR Report Web ~ || PDF ~ | Distribution
OK | Cancel
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When the Run Control page comes back up, click on the Process Monitor hyperlink to track the progress of the report.

{ Open Encumbrance List

Run Control ID:  Open_Enc_List Report Manger Process Monitor Run |

Process Instga€e:252020

Business Unit:  SACST

Department | 47800 Q Accounting Services

The report shouldn’t take long to process, but even if it takes more than a few minutes, it will no longer time out and Kick you out
of CMS. Also, if you want to print the report later in the day, just navigate back to the process monitor.

Click on the “Refresh” button until the Run Status is “Success” and the Distribution Status is “Posted”. This means your report is
ready so you can then click on the “Details” hyperlink.

| Process List Y ServerList

User|D: KEMDALCE |2, Type: ¥ Last: 5 [Days  w| Refresh
Server: | Name: C Instance: to
Run + | Distribution v Save On Refresh
Status: Status
Process List Cus v Al irst [ 4 e 4 [F] Last
Select Instance Seq. Process Type Process ;qq Run DateTime fun Statys  Distribution .y,
Name Status
252920 S0R Report SACPO041 KENDALCB 02/21/2007 3:33:22FMPXT  Success FPosted Details
=
S ———————
Then Click on View Log/Trace
Process Detail
Instance: 252920 Type: SQR Report
Hame: SACPOO41 Description: Open Encumbrance List
Run Status:  Success Distribution Status: Posted
Run Control ID: Open_Enc_List Hold Request
Location: Senver Queue Request
Server: PSUNX i ——
O Delete Request
Recurrence: Restart Request
Request Created On: 02/21/2007 3:54:40FPM PST Parameters Transfer
Run Anytime After:  02/21/2007 3:33:22PM PST Message Log
Began Process At 02/21/2007 3:55:02PM PST Batch Timings
Ended Process At:  02/21/2007 3:58:49PM PST View Log/Trace
TS——————

Then click on the PDF report hyperlink

View Leg/Trace

Report ID: 152865 Process Instance: 252920 Message Log
Name: SACPO041 Process Type: SQR Report

Run Status: Success

Open Encumbrance List

Distribution Node: FSACPRD Expiration Date:
Hame File Size (bytes) Datetime Created
1,617 02/21/2007 3:58:49.000000PM PST
< sacpoldd 920.PDF 2478 02/21/2007 3:58:49.000000PM PST
240 02/21/2007 3:58:49.000000PM PST

The report will appear in PDF format for you to review and print as needed.

California Stace University, Sacramento

Report 10w SACFO041 FQ Open Encumbrance List by Department Fag= B=. 1
Instance FEACPRD Fun Date 02/21/2007
Departnent: 47800 Accounting Services Pun Tins £8.3T
PO 14 PO Date Name Vendor Fund Clacss Ant Status
Vendor Name will be et = e 2
listed here. a7 et praem H
MDRO1 0B2ER n
MDRO1 QB2ER D
MDRO1 QB2ER D
JROL QB2ER D
MDRO1 QE2en D
Department Total 6,01L3.00
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