MCPS Statement of Transaction Reports

There are four types of Statementmainsaction (SOT) reports. Themeports show the inflow
and outflow of transdmons in the FMS, which includgppropriations, commitments, obligations,
manual journal entrie®TAEO transactions and actuals paid by the Accounts Payable and
Accounts Receivabledepartments The names of the fotypes of SOT reports are listed below

and aredocumentedinthm s er 6 s gui de in the same order.
depatments to run an SOT report once a montfolow the procurement cycle faach of their
transactions

e MCPS Statement of Transacti@dobe PDF Rport

e MCPS Statement of Transaction EXCEL Rep&elected Fields

e MCPS Statement of Transaction DepartmenBSXeport All Fields
e MCPS Statement of Transaction EXCEL Rep#it Fields

} To run the MCPS Statement of Transaction Adobe PDF Report
1. Logintothe FMS and navigate to theBtisiness Suite home page
2. In the Navigator region, click thHdCPS GL Inquiry respnsibility.

[ Internet Procurement

3 MCPS AP Inguiry

[ MCPS Daily Financials Intelligence
[ MCPS Disco Yiewer

B2

[ MCPS Internet Expenses

£ MCPS PO Inguiry Only

[ Preferences SSWWA,

MCPS GL Inquiry responsibility

3. The MCPS GL Inquiry menu will display in the column to the right. UndeR#gorts:
Requesheading, click th&tandard link. The Submit a New Requeditilog box will open.

Reports : Request
Financial
Standard
Analyzer

Functions for Reports: Requests

4. Click the Single Request option and click th@©K button TheSubmit Requestialog box
opens.



This allows you to submit an individual regquest.

' Request Set

This allows you to submit a pre-defined set of
reguests.

( OK | [ Cancel |

Submit a New Request window

In theName field of theSubmit Reque$brm, click on the list of values icon and select
MCPS Statement of Transaction Adobe -PDF report.

i~ Run this Request...
Copy..
Narme | |—
Parameters |
Language |
( Language Settings. I Debuy Options
i~ Atthese Times...
Run the Job |As Soon as Possible ( Schedule...
i~ Upon Ci
¥ Save all Output Files
Layout |
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Print to |
Help (C) ( Subrnit | I Cancel )

Submit Request form

Click theOK button. TheParametes dialog box opens.
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7. ThePeriod From, Period Toand Departmerfields will be highlighted in yellow since they
arerequiredfieldsto be filled in. Click the list of values icon to select the appropriate
information to fill in eaclof these threparametes. 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 p.

8. Click theOK button. The parameters just selected from the previous steps will display inside
the Parameters field of tfgubmit Requesbrm.

9. From theSubmit Reques$brm, click theSubmit button. TheRequestform will open.

Befresh Data | Find Requests ) Subgm a Mew Feguest |
Reguest ID Farent
Hame ) Phase Stalus _Parameters
] MCPS Staternent OF Tran Running Harmal JUL 09, ALIG 09, 02336, 01, 3 =
View Detgids ) Wierwt Qg |
Cancel Riquest Diagriostics J Wiew Log ]

Request form

10. Click theRefresh Data buttononce. When the reportis readyh e s tcamplet®wilb f A
displayin the Phase column and thieew Outputbuttonwill no longer appeagrayed out.
Do not panic if the report does not become rdadyou to view immediately. It is common
for this report to take-8 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 theView Output button to vew theAdobePDFreport in a new window.
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(] ﬂ1 h}'ﬁh:‘]'.l'l Statement Of Transaction Report 1
» Period AUG-09 3 —» Department ]
Budgeat Actual Obligation Commitment Oithe
Account Beginning  $56065.00 $000  $4633.70 $914795 0.0
> 01.04230.230.04.503001.000000.0000.0000.00 Ending §56065.00 $2795.26 LO024.65 $0.00 $0.00
Beginning Available Balance : S42283.35 5
Ending Available Balance : $43345.09

»
>

Reqg# 75811
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> Category Budget Actual Oblign Commit Crther Rept# InvE Chic Date Description  Supplier Batch
Requisiti -$3689.20 Bwlogy - eieT  CIE:
ons Camphell 2005 Purchazing
3342THeE
Purchases L3850 20 Buclogy - MRIET  CIE
Campbell 2005 Purchasing
I3THE

»
>

Statement of TransactigkdobePDF Report
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AcctTot: $0.00 §2795.26 §5200.95 -39147.95 50.00

Statement of Transaction AdoeDF Reportcontinued

The follow table explaining the meaning of each numbered area or pidatadfisplayed 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, endingandavai | abl e bal anc ebudgetr a
commitments, obligations, other encumbrance types and actuals.




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.

o] This region summarizes the amount of money accountable for each

column in the table for all documents charged to a single account.

} Statement of Transaction Adobe-PDF Report Scenario Interpretation

1. Thisfirst screenshot picture below sho®® 8035212, Release Inftially encunbering
$52900from account 01.04230.230.00.121005.000000.0000.BAGiLIfiAg theAUG-09
period. Requisition 7641%vas created for one line totaling $52%. A commitment amount
of $52900is reservd to eventually pay theupplier 202626

2. Thisscreenshot picturalso shows the @nmitment of $529.00 from the original requisition
being reversed and moving over to becom®hligationin the amount of $529.00The
DocTotrow also shows the same amoah$529.00 as an l@igation with no other values
incurred at th&Commitment, Other anddiual leves.
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= 11 h}‘.‘-il em Statement Of Transaction Report
Period ALG-09 Department BT e 0 o Bl B B
Buidget Actual  Obligation Commitiment Utl'-e;
Account Begliing $0.00 0.00 55310.00 $0.00 0.0
01.04220.230.00.121005.000000.0000.BA01.00 Ending 0,00 0,00 $1968.00 S0.00 Sﬂ.ﬂj
Beginning Avallable Balance : 5510.00
Ending Available Balance : S1968.00

Dt

Rrpes v C ot Descripion  Sepplier
Bequisiti A Do Senpe 200838 CJE
ons 127X14 Mure Pachasing
JMITIE

Requisiti ADoam Soare 202626 CJE
oas 12"X14" Marc Parchasing
3MTI0G: E

Purchases ADnam Seare 202628 CIE
12°K14" Marc Puschssing
34T E

Statement of Transaction AdeP®F Report run for the Aug 09 period
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3. This second screenshot picture bekivaws that during th8EPTF09 periodthe bligation
amount of $529.00 is released due to being received in iProcurement, as indicated by
displayedreceipt number 88840The amount of $529.00 is then temporarily charged as an
Otherencumbrance but aigareleased when thiavoice S153623For PO 8035212, is paid on
9/25/08usingcheck number 348327The DocTot row also indicates that the $529P®
amount was released as aboli@ation and charged @ Actual during this particular period.

al

B | Management ,
] ﬁ’ ‘ ‘ ‘S\'ﬁle‘l‘%l’ Statement Of Transaction Report June 8, 2009 4:04 PM

Period SEP-09 Department L A § e g

Budget Actual  Obligation Commitment Ol

Account Begianing $0.00 $000  $1968.00 $000 S0,
01.04230.230.00.121005.000000.0000.BA01.00 Ending $0.00 $0.00 $529.00 $0.00 $0.
Beginning Available Balance : $1968.00
Ending Available Balance : -$529.00
!eq”
Budget Actual Oblign Comamnit Rept# Inve Chk¥  Date Description  Supplier
Purchase -$520.00 88840 SI153623 348327 092508 A Druen Smare 202626 CJE: Payables
Invoices 12"X14" Mare 3667099 E
Purchase $52900 88840 SI53623 348327 092508 A\ Drun Seare 202626  CJE: Payables
Invoices 127X14" Marc 3667099: E
Purchase $529.00 88840 SIS3623 348327 092508 JA Druem Suare 202626 12487
. 1 2°X 14" Mare Payables
Invoices 9 5 A
623270

Purchase -$52900 88840 SIS3623 348327 092508 Pournal Import 202626 124387
Inveices “rexted Payables

Statement of TransactiordébePDF Report run for the SEB9 period

} To run the Statement of Transaction EXCEL Report-Selected Fields
1. Log intothe FMS and navigate to theBtisiness Suite home page.
2. Inthe Navigator region, click thHdCPS GL Inquiry responsibility.

[ Internet Procurerment

3 MCPS AP Inguiry

[ MCPS Daily Financials Intelligence
[ MCPS Disco Yiewer

B2

[ MCPS Internet Expenses

£ MCPS PO Inguiry Only

[0 Preferences SSWWA,

MCPS GL Inquiry responsibility

3. The MCPS GL Inquiry menu will display in the column to the right. UndeR#eorts:
Requesheading, click the&tandard link. TheSubmit a New Requeditilog box will open.



Reports : Request
Financial
standard
Analyzer

Functions for Reports: Regsie

4. Click theSingle Request option and click th&©K button TheSubmit Requestialog box
will open.

This allows you to subrmit an individual request.

' Request Set
This allows you to submit a pre-defined set of
requests.

( oK || cancel |

Submit a New Request dialog box

5. In theName field of theSubmit Reques$brm, click on the list of values icon and select
MCPS Statement o f Transaction EXCEL Report -Selected Field .

© Submit Request

i~ Run this Request...
Copy...
Name | |—
Parameters |
Languags |
( Language Settings.. I Debuy Options
i~ At these Times...
Runthe Job [As Soon as Possible (" schedus
i~ Upon C
I Save all Output Files
Layout |
Notify | T
Print to |
Help (C) ( swmt | [ cancal )

Submit Request form
6. Click theOK button. TheParametes dialog boxwill open
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Parameters form

ThePeriod From, Period Teand Departmenfields will appear in yellow since thegre
requiredfieldsto be filled in. Click tle list of values icon to select the appropriate

information to fill in eactof these threparametes. By not additionally specifying an

account number in the parameters dialog box, this report will display transactions that have
occurred against all aceots 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 p.

Click theOK button. Theparametrs just selected from the previous steps will display inside
the Parameters field of ti8ubmit Reque$orm.

From theSubmit Reques$brm, click theSubmit button. TheRequestform will open

Befresh Data | Find Requesis ) Subgm a Mew Reguest |
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Request form



10. Click theRefreshData b ut t on once. When t heomplet@oo rwti lils r €
displayin the Phase column and thieew Outputbutton 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-8 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 theView Output button.

12. A Viewer Optiordialogbox will appear. Sele@xcel Format 11i from the dropdown menu
and clickOK.

L e L (1] ] e e e L T

Browser
Viewear v

( Ok I . Cancel |

Viewer Option dialog box

13. The report will display in a new window.

A B c D E F G H 1 J K

1 ’mTRﬂVSACTlO\I_SUURCE PERIOD_NAME |GL_DATE |BATCH_NAME JE_HEADER_ID |JE_LINE_NUM [DEBIT |CREDIT |USER_TRANSACTION_SOURCE |USER_TRANSACTION_TYPE
2 Requisitions purehasing 9-Aug| 31-Aug-08|CIE: Purchasing 3419694: £ 1938431 570 0|  103.5/Purchasing Requisitions
3 |Requisitions purehasing 9-Aug| 31-Aug-08|CIE: Purchasing 3419694: £ 1938431 600] 0| 241.5|purchasing Requisitions
4 Purchases Purchasing 9-Aug| 31-Aug-08[CJE: Purchasing 3419694: £ 1938432 390 18.25 0|Purchasing Purchases

5 |Reguisitions Purchasing 9-Aug| 31-Aug-08[CJE: Purchasing 3419694: £ 1938431 550 0 18.25|Purchasing Reguisitions
& Reguisitions Purchasing 9-Aug| 31-Aug-08[CJE: Purchasing 3419694: £ 1938431 580 0 120|Purchasing Reguisitions
7 Purchases Purchasing 9-Aug| 31-Aug-08[CJE: Purchasing 3419694: £ 1938432 340 156 0|Purchasing Purchases

8 Purchases Purchasing 9-Aug| 31-Aug-08[CJE: Purchasing 3419694: £ 1938432] 380 120 0|Purchasing Purchases

9 |Reguisitions Purchasing 9-Aug| 31-Aug-08[CJE: Purchasing 3419694: £ 1938431 560 0 22.5|Purchasing Requisitions
10 Purchases Purchasing 9-Aug| 31-Aug-08[CJE: Purchasing 3419694: E 1938432] 350| 18.25 0|Purchasing Purchases

11 Purchases Purchasing 9-Aug| 31-Aug-08[CJE: Purchasing 3419694: E 1938432| 400[ 2415 0|Purchasing Purchases

MCPS Statement of Transaction Rep&XCELSelected Fields

The following table identifies the name ame&aning of each fieldf information(column header)
included in this Excel report.

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

GL-Date GL GL Datein which the transaction
occurred

BATCH_NAME GL GL Batch Name is either the
importedbatch name or the manug
batch name

USER_TRANSACTION_SOURCE GL Defines whether the journal vouch
import was created from a manual







