N SACRAMENTO STATE CCR SpeedCodes

88 Administrative Computing Services Running a CCR Department Report

Users can run CCR Department Reports to view important transaction information of their departments.

Navigation

Navigation
Main Menu > CSUS Custom Objects > Cost Recovery > CCR Department Report

Creating the Run Control

CCR - Department Repert Begin by navigating to the CCR - Department
Report Search page.

Find a- Existng Waluz | Add aHew Value

1. If this is the first time you will run this report,
Hun - ankral 1] you need to set up a Run Control by
selecting the Add a New Value Tab.

Leld
2. The Add a New Value search page displays.

Zind an Sxslin: Ya ue | 2dd = boew Va ue X
Ting au ustn: s e | 3. In the Run Control ID field, enter a Run

. Control name for the report and then click
Note: Once you create and save this Run the Add button.

Control, for future reports you can click the “Find an Existing Value” tab
and search for the Run Control name that you created.

4. The CCR Department Report page displays.
Run Control ID:  sampleReport Report Manager Frocess r-.l-:unit-:( Run ) 5. In the Fiscal Year Field enter the fiscal

year (e.g. 2007 is 2007/2008 fiscal year).

_ _ 6. In the Accounting period field enter the
Business Unit: SACST

accounting period with July equaling 01.
Fiscal Year:| 20056 &—

Accounting Period:| 1 €— 7. In the Department field, enter the 5 digit
Department[37100  |Qé— Collage of S5&IS department code for your report. You can

use the magnifying glass button to look up

AL T your department number as well.

Note: Leave the Use Work Records? field blank. 8. Click the Run button.

Track Report Progress

Process Scheduler Request

9. The Process Scheduler Request page

User ID; FRODIVS Run Control ID: sampleReport displays.
erver Name: ~DRrun Date: 12/15/2008 5 .
) : : . 10. In the Server Name field, use the drop
Recurrence: “| RunTime: 9:55:55AM Reset to Current Date/Time | d b l “PSUNX”
Time Zone: Q own menu button to select

as the server.

CCR Depatment Report SACGLIOE SOR Report = 11. Click the Ok button.
b

CSV &
HE Note: You can change the Format of the report
HTM by selecting the drop down arrow button under

o ) cance ﬁ%- the *Format column. Select the CSV file format to
FS export the report as an Excel file so that it can be
I_SF'F_ customized.
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Run Controd It sampleReport

Report Manao€l Process WMonitor Run |

—> Process Instance 374668

Process List Server List

View Process Request For

Server: | PSUNX ¥ | Name: Q Instance:| to|
Status:

Status

- £
Process List Customize | Find | View All| == First (4] 120 or20 [ Last

ution

Run Date/Time Run Status

Select |Instance | Seq. | Process Type

Process Name User

i
374668 50R Report SACGL30E PRODSVS 12/15/2008 9:55:55AM PST Success Posted

Review and Print the Report

Process Detail

Instance: AT4G68 Type: SOR Report
Name: SACGL30E Description: CCR Departrment Report
Run Status:  Success Distribution Status: Fosted

Ron ______________________________[UpdateProcess

Run Control I sampleReport Hold Request
Location: Server Queue Request
Server: PaLNK Cancel Request
) Delete Request
Recurrence: Restart Request

Request Created On: 1215/2008 9:57:274AM PST Parameters Transfer

Run Anytime After:  12/115/2008 9:55:554M PST lMessage Log
Began Process At 12M15/2008 9:57:37AM PST Batch Timings
Ended Process At 12/15/2008 9:57:494M PST

View Log/Trace

Report 1D: 235385
Hame: SACGL30E

Process Instance: 374663 Message Log

Process Type: SCR Report

Run Status: Success
CCR Depariment Report
Distribution Details

Distribution Node: FSACTST Expiration Date:

File List
Hame File Size (bytes) Datetime Created
SAR_SA OE 374668.10g 1,605 12M5/2008 9:57:49.000000AM PST
sacql30e 374668 PDF 1,678 12M5/2008 9:57:49.000000AM PST
sacgl3le a668.out 240 12115/2008 9:57:49.0000004M PST
FECACTRN 1ifornia Srace
eACa1a0E Campus Cost Fe Page No. 1
37100 For. Fun Date 03/21/2007
College of £8GIE un Time 08:39:14
Chartfield Spesdtvpe TransDate Descr Profect Fefersnce  WorkOrder or Prior Amt Trane fne Eosted amt
MDS01-660001-371L00- 37100001 01/12/07  POSTAGE CHARGEC 232 .00 50.48 90.45
MDE01-650001-37100- 217100101 01/231/07  POSTAGE CHARGEZ 1 0.00 0.38 0.39
Charge Type Total BTN
MDEO1-660002-37100- 27100101 0L1/30/07  FACILITY WORK ORDER W0181787 o 0.00 213.20 213.20

Charge Type Tetal 213.20

12. The CCR Department Report page
displays showing the processn instance
number.

13. Click the Process Monitor link.
14. The Process List page displays.

15. Verify that the Run Status field
displays “Success” and the
Distribution Status field displays
“Posted”. If this does not display,
click on the Refresh button
until this status changes.

16. Click the Details link.

17. The Process Detail page displays.
18. Click on the View Log/Trace link.
19. The View Log/Trace page displays.

20. Click on the PDF Report hyperlink to
download your report as a .pdf file.

21. The report will load on your computer
as a PDF file and you will have the
option to save it to your computer or
print it.

Support Information

For more information on Running a CCR Department Report, please visit the CMS website training pages
www.csus.edu/irt/ams/training/index.stm. For questions, contact the Help Desk at 278-2670 or cmshelpdesk@csus.edu.
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