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MCPS Statement of Transaction Reports  

There are four types of Statement of transaction (SOT) reports.  These reports show the inflow 

and outflow of transactions in the FMS, which include appropriations, commitments, obligations, 

manual journal entries, PTAEO transactions and actuals paid by the Accounts Payable and 

Accounts Receivable departments.  The names of the four types of SOT reports are listed below 

and are documented in this userôs guide in the same order.  It is recommended for schools and 

departments to run an SOT report once a month to follow the procurement cycle for each of their 

transactions. 

 MCPS Statement of Transaction Adobe PDF Report 

 MCPS Statement of Transaction EXCEL Report- Selected Fields 

 MCPS Statement of Transaction Department XLS Report- All Fields 

 MCPS Statement of Transaction EXCEL Report- All Fields 

}  To run the MCPS Statement of Transaction Adobe PDF Report 

1. Log in to the FMS and navigate to the E-Business Suite home page. 

2. In the Navigator region, click the MCPS GL Inquiry  responsibility. 

 

MCPS GL Inquiry responsibility 

3. The MCPS GL Inquiry menu will display in the column to the right.  Under the Reports: 

Request heading, click the Standard  link.  The Submit a New Request dialog box will open. 

 

Functions for Reports: Requests 

4. Click the Single Request  option and click the OK button. The Submit Request dialog box 

opens. 
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Submit a New Request window 

5. In the Name field of the Submit Request form, click on the list of values icon and select 

MCPS Statement of Transaction Adobe -PDF report. 

 

Submit Request form 

6. Click the OK button. The Parameters dialog box opens. 

 

Parameters form 
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7. The Period From, Period To, and Department fields will be highlighted in yellow since they 

are required fields to be filled in.  Click the list of values icon to select the appropriate 

information to fill in each of these three parameters.  By not additionally specifying an 

account number in the parameters dialog box, this report will display transactions that have 

occurred against all accounts associated with your department and/or school.  If you wish, 

however, to only view transactions against one particular account, enter in the six digit 

account number in the account field of the parameterôs dialog box. 

8. Click the OK button.  The parameters just selected from the previous steps will display inside 

the Parameters field of the Submit Request form.  

9. From the Submit Request form, click the Submit  button. The Requests form will open. 

 

Request form 

10. Click the Refresh Data button once.  When the report is ready the status of ñcompleteò will 

display in the Phase column and the View Output button will no longer appear grayed out.  

Do not panic if the report does not become ready for you to view immediately.  It is common 

for this report to take 5-7 minutes to generate.  Additionally, keep in mind, the larger the 

range in time specified for the beginning and end periods, the longer it will take for the report 

to generate.   

11. Click the View Output  button to view the Adobe-PDF report in a new window. 
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Statement of Transaction Adobe-PDF Report 

  

Statement of Transaction Adobe-PDF Report continued 

The follow table explaining the meaning of each numbered area or piece of data displayed in the 

SOT Adobe PDF Report screenshot above. 

 

Location Description 

1 This is the date the report has been run. 

2 This is the period that was selected as a parameter to run the PDF report.  
If a range of periods were selected, only the last period of that range will 
display in this top-left corner of the PDF report. 

3 This is the department number that was selected as a parameter to run 
the PDF report. 

4 This is the list of account distribution associated with the department 
number that was used in the parameters to run the PDF report. 

5 This is the account balance summary section of the PDF report.  It shows 
the beginning, ending and available balance for an accountôs budget, 
commitments, obligations, other encumbrance types and actuals. 
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} Statement of Transaction Adobe-PDF Report Scenario Interpretation 

1. This first screenshot picture below shows PO 8035212, Release 14 initially encumbering 

$529.00 from account 01.04230.230.00.121005.000000.0000.BA01.00 during the AUG-09 

period.   Requisition 76417 was created for one line totaling $529.00.  A commitment amount 

of $529.00 is reserved to eventually pay the supplier 202626.  

2. This screenshot picture also shows the Commitment of $529.00 from the original requisition 

being reversed and moving over to become an Obligation in the amount of $529.00.  The 

DocTot row also shows the same amount of $529.00 as an Obligation with no other values 

incurred at the Commitment, Other and Actual levels. 

 

Statement of Transaction Adobe-PDF Report run for the Aug 09 period 

6 This is a document number, which can either be a purchase order 
number, a release number, a requisition number or a journal number.  
Document numbers are displayed in order by the period they hit the 
General Ledger (GL), the department that created the document and the 
account the document charges. 

7 These are column headers that identify the type of information displayed 
inside the PDF report table. 

8 This region summarizes where the charges from the document have 
ended up at the close of the period that was used to generate the PDF 
report. 

9 This region summarizes the amount of money accountable for each 
column in the table for all documents charged to a single account. 
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3. This second screenshot picture below shows that during the SEPT-09 period the Obligation 

amount of $529.00 is released due to being received in iProcurement, as indicated by the 

displayed receipt number 88840.  The amount of $529.00 is then temporarily charged as an 

Other encumbrance but again released when the invoice S153623, for PO 8035212, is paid on 

9/25/08 using check number 348327.  The DocTot row also indicates that the $529.00 PO 

amount was released as an Obligation and charged as an Actual during this particular period. 

 

Statement of Transaction Adobe-PDF Report run for the SEP-09 period 

} To run the Statement of Transaction EXCEL Report-Selected Fields 

1. Log in to the FMS and navigate to the E-Business Suite home page. 

2. In the Navigator region, click the MCPS GL Inquiry  responsibility. 

 

MCPS GL Inquiry responsibility 

3. The MCPS GL Inquiry menu will display in the column to the right.  Under the Reports: 

Request heading, click the Standard  link.  The Submit a New Request dialog box will open. 
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Functions for Reports: Request 

4. Click the Single Request  option and click the OK button. The Submit Request dialog box 

will open. 

 

Submit a New Request dialog box 

5. In the Name field of the Submit Request form, click on the list of values icon and select 

MCPS Statement o f Transaction EXCEL Report -Selected Field . 

 

Submit Request form 

6. Click the OK button. The Parameters dialog box will open. 
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Parameters form 

7. The Period From, Period To, and Department fields will appear in yellow since they are 

required fields to be filled in.  Click the list of values icon to select the appropriate 

information to fill in each of these three parameters.  By not additionally specifying an 

account number in the parameters dialog box, this report will display transactions that have 

occurred against all accounts associated with your department and/or school.  If you wish, 

however, to only view transactions against one particular account, enter in the six digit 

account number in the account field of the parameterôs dialog box. 

8. Click the OK button.  The parameters just selected from the previous steps will display inside 

the Parameters field of the Submit Request form.  

9. From the Submit Request form, click the Submit  button. The Requests form will open. 

 

Request form 
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10. Click the Refresh Data  button once.  When the report is ready, the status of ñcompletedò will 

display in the Phase column and the View Output button will no longer appear grayed out.  

Do not panic if the report does not become ready for you to view immediately.  It is common 

for this report to take 5-7 minutes to generate.  Additionally, keep in mind, the larger the 

range in time specified for the beginning and end periods, the longer it will take for the report 

to generate.   

11. Click the View Output  button. 

12. A Viewer Option dialog box will appear.  Select Excel Format  11i from the drop-down menu 

and click OK. 

 

Viewer Option dialog box 

13. The report will display in a new window. 

 

MCPS Statement of Transaction Report- EXCEL Selected Fields 

The following table identifies the name and meaning of each field of information (column header) 

included in this Excel report. 

Field Info (Column Header) FMS Module  Explanation of Field Info 

GL-Date GL GL Date in which the transaction 

occurred 

BATCH_NAME GL GL Batch Name is either the 

imported batch name or the manual 

batch name 

USER_TRANSACTION_SOURCE GL Defines whether the journal voucher 

import was created from a manual 




