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OVERVIEW

Financial inquiryandreportingis thefoundationfor finding funds anetheraccount information

in the Financial Management System (FMS). Finding available funds, account balances, viewing
transaction history and running reports are all part of the financial inquiry and reporting process
in FMS. This document is intended to be dses an instructional guide and as a refer¢mnae

includes stegoy-step directions witlscreen shot examples.

Course Objectives
Upon reading and reviewing this Financial Inquiry and Reporting user guide users will be able to:

e Generate Disco Viewaeportsto view selected account balaneel/or to viewa summary
of requisitions charged taccounts

e Generateggeneral ledger inquiries and reports to view account balances and transactions

¢ Inquireabout purchase order and payment status




MCPS Disco VIEWER

The MCPDisco Viewer responsibility generatearious types of reportelated to cost center

account ativity and requisition detail€Currently, the disco viewer reports accessible are the
School Activity Balances, School Requisitiotatsls andFunds AvailableOthertypes of reports
will be developed and made available in the future.

School Activity Balance s Report

The School Activity Balances report is intended for school use ®hiypurpose atisreport is

to showthe budget, encumbrancestuals, and funds available of all accouimsludingthose

specified with an activity code amacludingaccounts having a department segment that differs
from t he school &Borexanple the StRreancounthas g differert department
segnent from t he s c ho @HisGeportaid e aun differentlyt depereliggme n t .
upon the typesf accounts desired to be sekHrit is desired to view all accounts associated with

a school then only the school number will be used to generatepbd. However, if it is desired

to only view accounts that contain a school 6s
department number will be used to generate the report. When the school and department number
are used to generate a report the eadult will be a display of accounts that closely resembles

what is seen in the dashboard.

} To run a School Activity Balances report:
1. Log on tothe FMS and avigate to the #business Suite home page.

2. In the Navigator region, click thHdCPS Disco Viewerlink.

[ Internet Procurerment

[0 MCPS AP Inguiry

£ MCPS Daily Financials Intelligence
WIMCPS Disco Viewe

3 MCPS GL Inguiry

£ MCPS PO Inguiry Only

[0 Preferences SSYWa

MCPS Disco Viewer link

3. The MCPS Disco Viewer menu will display in the column to the rightk theDiscoverer
Viewer link. The Discoverer Viewer will open in a new window.

[ Internet Procurernent MCPS Disco Viewer
[ MCPS AR [nguiry |:| Discoverer Viewer

£ MCPS Daily Financials Intelligence
[WIMCPS Disco Viewe

[ MCPS GL Inguiry
£ MCPS PO Inguiry Cnly

[ Preferences SSWWA,
Discoverer Viewer link

4. In the list of worksheets, fin8chool Activity Balances.

5. Click theblue arrow to the left to expand the list of available repo@kck on theSheet 1
link . The School Activity BalanceSheet 1 page will display.




o B> 2 Requisitions with Assigned POs Surmmary Report. DI

W ¥ W School Activity Balances
Sheet 1

0 > @' School Allocations and Balances.DIS

School Activity Balances Sheet 1 link

6. Inthe Schoofield, entera desired schoslumber School is a required field for the School
Activity Balances report to generate regardless of the type of accounts desired to be viewed.

% NOTE: If it is desired to view all accounts associated with a school, including accounts
thatcontainal epart ment segment that is different fr
entering a school number is the only requirement needed to generate the report.

7. Inthe Departmentfield, enter a desired department number.
Department FieldExample 03412 Westland Middle School

The first two digits should bas follows:

e 01- special schools

e 02 elementary schools

e 03 middle schools

¢ 04 high schools

The 2digits above will be followed by theddgit school number.

Parameters Needed
Select values for the following parameters.
* Indicates reguired field
Department # | i?
Depattment &
* School | @
School Mumber
Account | i?
Accourt
Activity | %?
Activity
Go )
Parameter fields
%}NOTE:IfitisdesiredtovieV\onI y accounts that include a s

entering a school numbanda department number is neededjenerate the report properly.

8. Click theGo button.

9. The Query Progress window will display while the report is running




Sheet 1

Query Progress

{D Executing query

Estimated Time
Elapsed Time

| Cancel ) | Refresh |

ORACLE Discoverer Viewer

Inknown
00:00:04

QueryProgress window

%}NOTE: If the report is going to take longer than one minute, you will be asked if you

want to continue to run the repoctick Yes

10. The School Activity Balance®port will display.

ORACLE’ Discoverer Viewer

Preferences Exit Help

Connect > Waorkhooks >
School Activity Balances - Sheet 1
Last run September 24, 2007 11:29:21 AM EDT

Actions 09242007
Rerun query 11.29.34 AM
Save as
Revert to saved
Frintahle page
Export ¥ Parameters
Send as email Select values for the following parameters
Wirksheet options * |nclicates recuired field
School e | ?
Worksheets Department # K
Sheet 1 School Deparimert #
Account | ,ﬁ{
Account
Activity | ,,’{
Activity
Co)
¥ Table

prTools Layout Format Stopliont Sort Rows snd Columns

School Activity Balances

»Fund > Department ¥ School P Category > Account > Activity > CumrentBudget > Commitments ™ Encumbrance ™ Actuals > Funds
Anailable
1 n EED 0 01098 0000 - Defautt $3,029.00 0o $0.00 w0on - goxm
Account Total:  Account Total: Account Totak §  Account  Account
2 $3,025.00 $0.00 0 Total: Total:
.00 5302500
3 L} 336 04 503001 0000 - Defautt 364,966 00 13,003 48 53429252 SRANB53 §265,29147
A 01 336 05 1000 - Defauti S176.00 000 3000 000 g6

School Activity Balances report

MCPS Requisition Status Report

TheMCPS Requisition Status Repuwiitl display information summarized and associated by
requisition number over a specified period of time. This report will display all requisitions

charged to a school sbo

0 requisitigqm Asted imtberrdpatd

account s

additionally the date the requisition was created, the status of its approval, the name of the
requisition requestor, the deliver to location of each line item in the requisition, the description
name and quantity of eadné item and the total requisition amount, is displayed. The main
difference between this report and B&hool Requisition Status Repisrfirst, theMCPS

Requisition Status Repastintended for school and department use and second GRS




Requisition Status Repahows information and descriptions for all line items associated with a
requisition and not just a summary of the requisition total amount, as what is only done in the
School Requisition Status Report

} To run the MCPS Requisition Status Report:

1. Log on to the FMS and navigate to thdlsiness Suite home page.

2. In the Navigator region, click thHdCPS Disco Viewerlink.

4. Inthe list of worksheets, find th¢CPS Requisition Status Report

[ Internet Procurernent
CO MCPS AP Inguiry

IMCPS Disco Viewe
01 MCPS GL Inguiry
L MCPS PO Inguiry Only

£ MCPS Daily Financials Intelligence

[0 Preferences SSWWA

MCPS Disco Viewer link

3. The MCPS Disco Viewer menu will display in the column to the right. Clicloikeoverer
Viewerlink. The Discoverer Viewer will open in a new window.

[ Internet Procurement

£ MCPS AP Inguiry

£ MCPS Daily Financials Intelligence
[WIMCPS Disco Viewe

[ MCPS GL Inguiry

£ MCPS PO Inguiry Only

[ Preferences SSWWA,

MCPS Disco Viewer
|:| Discoverer iewer

Discoverer Viewer link

name.

5. Click theblue arrow to the left to expand the list of available report links. Click orlitite
that will generatahe type ofreport desired

& ¥ @ mcPs Requisition Status Report
Selected School by Acct

Selected Department

Selected Req #

MCPS Requisition Status Report links

6. Each report type will use different information fields to generate the report. To run a report,

enter the requested information into the fields shown and clickdHmitton.

Selected Req-# his report type will generate information on a specific requisition
identified. Enter in the requisition number you wish to view a report for iknter Req
#field. Then click the5o button.

Selected School by Aedth i s

report type i

S

for

school

information for a specific school between a requisition creation start and end date
specified. Enter in a-8igit school number in thBchool Numbetield and a specific
date in theBeginningReq CreatiorDateandEndingReq CreationDatefields. Then
click theGo button.

s O



e Selected Department hi s report i s for departmentséo
information for a specific department between a requisition creation start and end date
spedfied. Enter in a Higit department number in tick Dept #ield and a specific
date in theBeginning Req CreatioDateandEnding Req CreatioDatefields. Then
click theGo button.

7. The Query Progress window will display while the report is running
ORACLE" Discoverer Viewer
Sheet 1
Query Progress
(:D Executing query
Estimated Time Unknown
Elapsed Time 00:00:04
Cancel ) [ Refresh
Query Progress window
%NOTE: If the report is going to take longer than one minute, you will be asked if you
want to continue to run the report. Cligks
8. The MCPS Requisition Status Report will display.
¥ Department ¥ Charge Account Num *Req *Created P Status ®Preparer ®Deliver ¥Line B ltem ®Unit *Unit Price ®>Req d =All A t
# Date Name To Number  Description of Quantity Value
Location Measure
01 %.04.503003.000000.0000.0000.00 132750 03/04/2009 Approved - m Bl | | 1 Judy Geared Pack 5229 15.00 100.0%  5343.65
| MiniClock
- i CI‘:;erCom Pack
|
2 Mummy Math An Each 512.11 2.00 100.0% 525.42
Adventure in
Geometry
3 Farnily Math Each 514711 7.00 100.0%  5102.97
4 Farmily Math The  Each 51573 3.00 100.0% 54719
Middle School
Years
5 | Have, Who Has?  Each 51441 4.00 100.0% 557.64
Grades 34
6 | Have, Who Has? Each 514.41 4.00 100.0% 557 64
Grades 56
Sum:
$634.51

MCPS Requisition Status Report

The followingtable explains the meaning of information displayed in each column of this report.

Column Name Description

the report.

Dept The department number of the department or school used to gen

Charge Account Num | The FMS account number charged in ¢heation of a requisition.

us



Reg# The number assigned to a requisition during its creation in

iProcurement.
Created Date The date the requisition was created in iProcurement.
Status A statement identifying if a requisition was approved for purchase

its account owner.

Preparer Name The name of the person that created the requisition in iProcurem

Deliver to Location The name of the location selected in the Check Out process of
iProcurement for requisition line items to be delivered.

Line Number Theorder of items in the same requisition.

Item Description The description name of the item purchased in a requisition.
Unit of Measure How an item is packaged for purchase. Ex: each, pkg

Unit Price The cost for unit of an item.

Requested Quantity Thenumber of each item ordered.

Allocation Value The percent of cost for each line item to the charge account.
Amount The cost to pay for the quantity of each item ordered.
Funds Available Report

The FundsAvailablereport is intended for neschoolbasedffices only. The purpose of this
report is to show the budget, encumbrances, actuals, and funds available of all accounts
associated with a department

} To run a Funds Available report:

1. Log on to the FMS and navigate to thdlsiness Suite home pag

2. In the Navigator region, click thdCPS Disco Viewerlink.

10



[ Internet Procurement

£ MCPS AP Inguiry

[ MCPS Daily Financials Intelligence
WIMCPS Disco Viewe

3 MCPS GL Inguiry

0 MCPS PO Inguiry Only

[0 Preferences SSWA

MCPS Disco Viewer link

3. The MCPS Disco Viewer menu will display in the column to the right. Cliclbiseoverer
Viewer link. The Discoverer Viewer will open in a new window.

[ Internet Procurement MCPS Disco Viewer
3 MCPS AP Inguiry |:| Discoverer Wiewer

[ MCPS Daily Financials Intelligence
[IMCPS Disco Viewe

[ MCPS GL Inguiry

[ MCPS PO Inguiry Only

[ Preferences SSWWA

Discoverer Viewelink
4. In the list of worksheets, finBunds Available Report.

5. Click theblue arrow to the left to expand the list of available reports. Click orstieet 1
link . The Funds Availabl®eport Sheet 1 page will display.

& ¥ W Funds Available Report
=heet 1

Funds AvailabldReportSheet 1ink

6. Inthe Departmert field, enter a desired department number.

Parameters Needed

Select values for the following parameters.
* Indicates required field

Department # | ,,;?
Departmert #
Account I ,,,{
Account
Activity | :,,{
Activity

(Ga)

Parameter fields
7. Click theGo button.

8. The Query Progress window will display while the report is running

11



ORACLE Discoverer Viewer

Sheet 1

Query Progress

@ Executing query

Estimated Time Inknown
Elapsed Time 00:a0:04

| Cancel ) | Refresh |

Query Progress window

%}NOTE: If the report is going to take longer than oniaute, you will be asked if you
want to continue to run the repoctick Yes

9. TheFunds Availableeport will display.

¥ Table
p=Tools Layout Format Stoplight Sort Rows and Columns
®Fund ™Dept ®School ™Cat B Account B Cument B Commitment ™ FEncumbrance B Actuals * Funds
Budget Arailable
1 ] 1502 (o0 m Ao $141,258.00 .00 $0.00 F20,247 06 $112,060.14
2 Account Totals:  Account Totals:  Account Totals: § Account Totals:  Account Totals
$1d4, 253,00 $0.00 111] §20.227 36 $112,060. 14
3 m (00 01 50700 $119,360.00 $0.00 $0.00 $25,910.51 393,449,
4 Account Totals:  fAccount Totals:  Account Totals: § Account Totals:  Account Totals
$119,350.00 $0.00 000 $25,910.51 493,449,

Funds Availableeport

Receiving Report

The Receiving Report is intended for school and department use. The purpose of this teport
showinformation relating to the receiving process, such as receiving status, receipt number,
receipt date and receiver name. This report, however, displays much more information beyond
the receiving process. Other pieces of information this tepomws are the ordered item

guantity, item unit prices, item delivery quantity, billed quantity, billed amount, payment status,
item cancelled quantity and the charge accounts used to order individual items.

} To run a Receiving report:
1. Log on to the FMS ahnavigate to the fBusiness Suite home page.
2. In the Navigator region, click tHdCPS Disco Viewerlink.

12



3 Internet Procurernent

0O MCPS AP Inguiry

O MCPS Daili Financials Intelligence

IMCPS Disco Viewe
0 MCPS GL Inguiry

03 MCPS PO Inguiry Only

[ Preferences SSWWA

MCPS Disco Viewer link

3. The MCPS Disco Viewer menu will display in the column to the right. Cliclbiseoverer
Viewer link. The Discoverer Viewer Wiopen in a new window.

[ Internet Procurement
[ MCPS AP Inguiry

[ MCPS Daily Financials Intelligence

[IMCPS Disco Viewe
[ MCPS GL Inguiry

£ MCPS PO Inguiry Only

MCPS Disco Viewern
E] Discoverer Viewer

[ Preferences S5,

Discoverer Viewer link

4. In the list of worksheets, finReceiving Reports.

5. Click theblue arrow to the left to expand the list of available receiving reports. Click on the
link that will generatehe type of eceiving report desed

€& LAY, Receming Reports

Purchase Orders
School Number

Department
Vendor

Receiving Report links

6. Each report type will use different information fields to generate the report. To run a report,
enter the requested information into the fields shown and clickdHmutton.

Purchase OrdersThis report type will generate information on a specific purchase order

identified. Enter in the purchase order number you wish to view a report forROtle
field. Then click theso button.

School NumberT hi s

report type livwllgdnerateinfommatorofers 6 u s

a specific school between a purchase order start and end date identified. Enterina 3
digit school number in th8chool Numbefield and a specific date in tHO Start Date
andPO End Datdields. Then click th&so buton.

DepartmertT hi s

report is for departmentséo

onl vy.

specific department between a purchase order start and end date identified. Enterina5
digit department number in ti@epartment Numbeéield and a specific daia thePO
Start DateandPO End Datdields. Then click th&o button.

Vendor This report was created at the request of the Procurement department for their
use. It will generate information relating to a specific vendor between a purchase order

13
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start and end date identified. Enter a vendor number intd/éredor Numbefield and a
specific date in th€O Start DateandPO End Datdields. Then click th&o button.

e PO Date This report was created at the request of the Accounts Payable department for
their use. It will generate information relating to a specific purchase order start and end
date identified. Enter a specific date in Bf@ Start DateandPO End Datdields. Then
click theGo button.

7. The Query Progress window will display while tieport is running

ORACLE Discoverer Viewer

Sheet 1

Query Progress

{:D Executing query

Estimated Time IUnknowen
Elapsed Time 0o:00:04

| Cancel ) | Refresh |

Query Progress window

%NOTE: If the report is going to take longer than one minute, you will be asked if you
want to continue to run the repoctick Yes

8. The Receiving report will display.

Receiving Reports - School Number
Last run December 10, 2007 8:55:49 AM EST

Actions
Rerun query Date: 12/10/2007
Save as Pages: 1 of 1

Revert to saved

¥ Parameters
Printable page

Select values for the following parameters.

—— #* Indicates required field
Send as email
Worksheet options = Enter the = ‘,
Nlvicon ! "-S?
Worksheets Search by School
PO Start Date |,
Purchase Qrders (D*D-MMM?YY\EY% 11/01/2007

School Number

Department
Vendor

(Example: 12/10/2007)
* PO End Date

(OD-MUMYyyy) | 11/30/2007

(Example: 1210/2007)

Co )

¥ Table
pTools Layout Format Stoplight Sort Rows and Columns

Page Items 136 | v ry Schl

25 Rows | ¥ | Down

BP0 # PRelease # PPO Type »Req Number ®Req line # P Requisitioner Name #Item Description

1 8020675 NULL Standard 32503 1 Smith, Maria M OfficeMax - White Laser Labels -
2 8020885 NULL Standard 3743 1 McCabe Il Paul B Projector Installation

3 8022107 NULL Standard 34337 1 Smith, Maria M Bankers Box - Corrugated Magazi
4 8022277 NULL Standard 34333 1| Smith, Waria M WAB-B8MD MSA Coach Grade 3

School Number Receiving Report

14



MCPS Purchase Order Encumbrance Report

TheMCPS Purchase Order EncumbrariReportdisplays the status and active encumbrance
remaining on purchase orders (PO) either directly specified or that fall within a specified
encumbered period of time. Two versionghi$ report are available. One version, caledail

by PO Line shows details about the status and encumbered balance remaining on each line item
included in each PO, within the encumbered period parameter used to generate the report. The
second versin, calledSummary by PGshows a summary of the status and encumbered balance
remaining on POs, without providing details about which line items specifically in the POs are

contributing to the overall status and encumbered balance remaining on the POs.

} To run the MCPS Purchase Order Encumbrance Report:

1.
2.

Log on to the FMS and navigate to théisiness Suite home page.
In the Navigator region, click thHdCPS Disco Viewerlink.

[ Internet Procurement

[0 MCPS AP Inguiry

[ MCPS Daily Financials Intelligence
WIMCPS Disco Viewe

00 MCPS GL Inguiry

3 MCPS PO Inguiry Only

[ Preferences SSYWWA

MCPS Disco Viewer link

The MCPS Disco Viewer menu will display in the column to the right. Cliclbiseoverer
Viewer link. The Discoverer Viewer will open in a new window.

[ Internet Procurement MCPS Disco Viewer
[ MCPS AR [nguiry |:| Discoverer iewer

£ MCPS Daily Financials Intelligence
[IMCPS Disco Viewe

£ MCPS GL Inguiry
£ MCPS PO Inguiry Only

[ Preferences SSYWWA,
Discoverer Viewer link

In the list of worksheets, find th@¢CPS Purchase Order Encumbrance Report name.

Click theblue arrow to the left to expand the list of available report links. Click orittie
that will generatahe type ofreport desired

& ¥ 0 MCPS Purchase Order Encumbrance FHeport
Detail By PO Line
summary By PO

MCPS Purchase Order Encumbrance Report links

Each report type will use different information fields to generate the report. To run a report,

enter the requested information into the fields shown and clickdHmitton.

e Detail By PO LineThis report type will display the status and encumbered balan
remaining on all PO line items as determined by the specific PO # entered iR the
Numberparameter field, or by the timeframe (ex: SEF entered into thEncumbered

15



Periodparameter field . Enter in either a specific requisition number, purohdse
number or an encumbered period you wish to view a report for, apghrepriatefield,
along with account segment information. Then clickGoebutton.

Parameters Needed
Select values for the following parameters

#® Indicates

TR

Fund

Department

School I
MNumber

g

Category

Account

rant |

Actiity Code |

Encumbearad I
Fenod

PO Number |

Requisition I
Mum

Co |

MCPS Purchase Order Encumbrancd@etail by PO Line parameters

Summary By POThis report tye will display the status and encumbered balance
remaining as a total for each PO that has been created thus far for the entire fiscal year.
Enter in all account segment information into the appropriate parameter fields. Then
click theGo button.

16



Parameters Needed
Select values for the following parameters
* Indicates required fielg
Fund | e
Dept # |":. = Q?
School # |ﬁ — :?
Cat# | <?
Account # |":. : Q?
Grant # |” = {
Actiity # | e

MCPSPurchase Order Encumbrane&ummary by PO parameters

TheQuery Progressvindow will display while the report is running

ORACLE" Discoverer Viewer
Business Intelligence

Sheet 1

Query Progress

@ Executing query

Estimated Time Unknown
Elapsed Time 00:00:04

(Cancel ) ( Refresh |

Query Progress window

%NOTE: If the report is going to take longer than one minute, you will be asked if you
want to continue to ruthe report. Clickres

The MCPS Purchase Order Encumbrance Report will display.

17



period
SEP-10 e 8093014
3093014
e by 8093014
8093014
re 8093014
8093014
e 3093014
8093014
re b 8093014
8093014
e by 8093014
8093014

»Encumbered »Buyername »Ponum » Requisition »Line » Release

*Yendor name >Vendor > item > Encumbered ™ Active  »Amount billed > Original Amount > Amount Cancelled
num Num Num number Antt Encumbered
Amt

139205 " NULL  Lakeshore Learning Materials 204697  Shape Sorting Center $16.10 $0.00 $16.10 $16.10 $0.00
139205 9 NULL  Lakeshore Learning Materials 204697  Scoop-A-Bug Soring Kit $28.45 $0.00 $28.45 $28.45 $0.00
139205 5 NULL  Lakeshore Learning Materials 204697  Building Language 3-D Lotio $33.20 $0.00 $33.20 $33.20 $0.00
139205 6 NULL  Lakeshore Learning Materials 204697  Feed-The-Dog Game $18.95 $0.00 $18.95 $18.95 $0.00
139205 10 NULL  Lakeshore Learning Materials 204697  Seasons Game $28.45 $0.00 $28.45 $28.45 $0.00
139205 3 NULL  Lakeshore Learning Materials 204697  All About Math Photo Library $37.95 $0.00 $37.95 $37.95 $0.00
139205 2 NULL  Lakeshore Leaming Materials 204697  3-Scene Sequencing Cards $1234 $0.00 $12.34 $12.34 $0.00
139205 7 NULL  Lakeshore Learning Materials 204697  Geometric Shapes Tub $18.95 $0.00 $18.95 $18.95 $0.00
139205 q NULL  Lakeshore Learning Materials 204697  3-Minute Sand Timer $14.20 $0.00 $14.20 $14.20 $0.00
139205 8 NULL  Lakeshore Learning Materials 204697  Positional Words Photo Lotio $9.49 $0.00 $9.49 $9.49 $0.00
139205 12 NULL  Lakeshore Learning Materials 204697  Story Wands $21.80 $0.00 $21.80 $21.80 $0.00
139205 4 NULL  Lakeshore Learning Materials 204697  Block Play Trafic Signs $23.70 $0.00 $23.70 $2370 $0.00

Sum: $263.5¢  Sum: $0.00
Sum: $263.5¢  Sum: $0.00

MCPS Purchase Order Encumbrance Rejdbetail by Line PO

The following table explains the meaning of information displayed in each columnMORS
Purchase Order Encubrance Detail by PO Linaeport.

Colum Name

Description

Encumbered period

The period (month) that was specified in the report parameter to
generate the report.

Buyer name The name of the MCPS employee that works in the Procurement
Department thagprocessed the requisition and assigned it a Purch
Order (PO) number.

PO num The number assigned by a MCPS Procurement Buyer to an exte

requisition.

Requisition num

The number assigned to a requisition during its creation in
iProcurement.

Line Num

The number assigned to an item when more than one item has b
ordered in the same requisition.

Release Num

The numbers assigned to the end of a purchase order that is spe
your school or departmentés p
order.

Vendor Name

The name of the supplier for external items.

Vendor Number

The unique number assigned to a vendor.

Item

The description name of the item ordered in a requisition.

Encumbered Amt

The original amount encumbered for each PO line iteforb any
adjustments have been made.

Active Encumbered Ami

The amount of money left to pay on each PO line item after any
adjustments have been applied or partial payments have been m
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Amount billed

The amount of money billed to a schoobdepartment per line item
based upon the number of items ordered, delivered and/or cance
from the original PO.

Original Amount

The total original amount of money per line item prior to any
adjustments made to a PO.

Amount Cancelled

The number of linetems cancelled from a PO.

Quantity Ordered

The number of each line item ordered in a PO.

Quantity Delivered

The number of each line item delivered to the Delteerocation
specified in iProcurement Checkout.

Quantity Cancelled

The number of each lineem cancelled from the original PO.

Fund The 2digit number that represents the fund segment of the accol
strand.

Department The5di git number that represen
assigned number.

School The 3digit number assigned tosghool.

Category The 2digit number assigned to represent the category segment @
account strand.

Account The 6digit number assigned to represent a unique type of accout
the account strand.

Grant The 4digit number assigned to represent a uaitype of grant in the
account strand.

Program The 4digit number assigned to represent a unique type of progrg
the account strand.

Activity The 4digit number assigned to represent a unique grade level or
department in a school within the accounarsd.

Po Type The type of purchase order. Ex: standard, blank release

Approval status

State of the PO being approved for purchase.

Closure status

State of the PO being closed or remaining open due to payment
yet complete.

Requestor

Name of theperson that created the requisition for each PO line it
in iProcurement.

19



*Fund *Dept ™School ™Cat ™Account PGrant ™ Activity ™Document Number ™Encumbrances ™ Payments Adjustments P Outstanding Encumbrances

0 | § | § 04 503003 000000 ooan &000180 522655
B000257 £257.60
S000297 857207
&n0o407 $255.80

2000516 $15.20 5150
8000555 £1,357.62
E000ERE 81740

@ = G h B G A e

&001039 $96.73 $56.73

MCPS Purchase Order Encumbraric€ummary by PO report

The following table explains the meaning of information displayed in each columnMfXRS
Purchase Order EncumbrangéeSummary by P@eport.

Column Name Description

Fund The 2digit number that represents the fund segment of the
account strand.

Dept The5di git number that repres
assigned number.

School The 3digit number assigned tosahool.

Cat The 2digit number assigned to represent the category segm

of the account strand.

Account The 6digit number assigned to represent a unique type of
account in the account strand.

Grant The 4digit number assigned to represent a unique tfpgrant
in the account strand.

Activity The 4digit number assigned to represent a unique grade lev|
department in a school within the account strand.

Document Number The PO number, requisition number or journal entry number
Encumbrances Thetotal original encumbered amount for the document num
Payment Adjustments Changes made to the original document number encumbrar

amount due to changes in item unit pricing, shipping and
handling charges, items being cancelled or being out of
stocklg i nt , etcé

Outstanding Encumbrances | The amount of money left to pay on a document number aftg
any adjustments have been applied or partial payments havg
been made.

20



} To interpret PO status in the MCPS Purchase Order Encumbrance report:

1.

On line 56 belowPocument Number 80370%das originally encumbered for $39.9. This
document number 6s encumbrance amount has
by the value of 0 in thBayments Adjustmentslumn. There the amount of $39emains

active in theQutstanding Encumbranceslumn. This document number likely still needs to
be received in iProcurement to inform the Accounts Payable department to pay the vendor
this outstanding encumbrance balance. Once payment has beernddtgeeendor, this
document number will move on in the procurement cycle to become an actual which can be
tracked in one of the MCPS Statement of Transaction reports.

On line 57 belowPocument Number 80401 ¥éas originally encumbered for $1,746.00.

This document number &6s encumbrance amount
$1,597.00, as indicated in tRayments Adjustmentslumn. So the net difference between
the Encumbrances and Payments Adjustments columns is $149.00, as shown in the
Outstandhg Encumbrancesolumn. This means $149.00 is left remaining to pay off this
document number6s encumbrance compl etely.

not

has

B o kg | -

Al B ] C |D E | F G | H_ ] | ] K
10/18/2009 02.29.48 PM Purchase Order Encumbrance Summary Report

Encumbrance Type: Obligation

Fund

Dept

School

Cat

Account

Grant

Activity

Document
Number

Encumbrances

Payments
Adjustments

Outstanding
Encumbrances

46

8032658

253

253

a7

8032985

235.9

235.9

o

8033224

1383.5

1383.5

49

8033226

5151.6

5151.6

50

8033414

403.46

403.48

51

8033527

515.2

515.2

52

8033517

183.56

183.56

53

8034084

58.86

68.86

54

8035133

137.7

137.7

53

8037047

34

34

56

8037051

35.9

0

wls|e|lo|las|la|la|las|lg|al|s

R
(¥

=

8040176

1745

1597

149

58

8045315

39.75

39.75

MCPS Purchase Order Encumbrance report

Saving and Printing Discoverer Reports

1. Run the Discoverer report desired.

2. Inthe Actions region on the left side of the page, clickithietable Pagelink.

21



Actions

FHerun guery
Save as

Fevert to saved

Printable page

Export
Send as email

Wirksheet options

Actions region
3. ThePrintable Page Optionsform will display.

ORACLE" Discoverer Viewer
Preferences Exit Help

Connect > Workbooks = Schoal Activity Balances - Sheet1 =
Printable Page Options

Set the options to generate a printable Portable Document Format (PDF) document of your warkshest Cancel | | Prewview sample ) | Brintable PDF )
Content Page Setup

General Options
Show title & On the first page
© Never
Data & Print all rows and columns
© Print only the rows and columns that are displayed in the crosstab or table
¥ Print Header
I Print Foater

Printable pages options form
4. Click thePrintable PDF button in the upper right hand corner.
5. The PDF file wil generate and theDF Read/ window will display.

ORACLE Discoverer Viewer

Connect = Workbooks > School Activity Balances - Sheet1 >
PDF Ready

The complete PDF docurment has been generated. Please click the link below to view or save it.

@ Click to wiew or save

Eeturn to worksheet

Preferences | Exit | Help
Copyright (2000, 2005 Oracle Corporation. Al rights reserved
Abaut OracleBl Discoverer Yiewer Version 10.1.2.50.05
Cracle Technolooy Metwork

PDF ready window
6. Click theClick to view or savelink to open the PDF file.

7. The PDF file will open and you can choose to save or print the document.

Exporting Discoverer Reports to Excel

1. Run the Discovereeport desired.
2. Inthe Actions region on the left side of the page, clickgkgort link.
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Actions

FHerun guery
Save as

Fevert to saved

Printable page

Export
Send as email

Wirksheet options

Actions region

3. TheChoose Export Typerm will display.
4. ChooseMicrosoft Excel Workbook from the dropdown list.

ORACLE Discoverer Viewer
Business Intelligence

Connect > Workbooks = Schoal Activity Balances -
Choose export type
Use the drop-down list to specify the export file for

Microsoft Excel Warkbook (% xls) j
Formatted Text (Space delimited) (" prn) -
GIF Irage (*.qif)

r-Text Markup Lan
iMicrosoft Excel Warkbook |
Oracle Reports XML (" xml)
PMG Image (. png)
Portable Docurment Farmat (POF) (. pdf)
SYLK (Symbolic Link) (*.slk)

Text (Tab delimited) {txt)

Web Query for Microsoft Excel 2000+ (".igy)
WS (Lotus 1-2-3) (wks)

4]

Export type drop down list
5. Click theExport button in the upper right hand corner.
6. TheExport Readyage will display. Click th€lick to view or savebutton.

ORACLE Discoverer Viewer
Business Intelligence

Connect > Workhooks > School Activity Balances - Sheet1 =
Export Ready

The export you regquested is ready. Please click the button below to open the exported document to view or save it

[ Click to view or sawve )
Feturn to worksheet

Preferences | Exit | Help
Copryright (c)2000, 2005 Oracle Corporation. All rights reserved.
About CracleBl Discoverer Yiewar Yersion 101 .2.50.05
Cracle Technolooy Metwork

Export ready page
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7. TheFile Downloadwindow will display. Click theSavebutton and save the file to a desired
location.

File Download =
Do you want to open or save this file?

lg j MName: Sheet 1.xls
L Type: Microsoft Excel Worksheet

From: cescentdbld4.mcpsmd.org

Open Save

¥ Always ask before opening this type of file

Wwhile filez from the Internet can be useful, some files can potentially
harm your computer. If you do not trugt the source, do not open or
zave this file. What's the risk?

File download window
8. Open upMicrosoft Excel from your programs menu on your computer.

9. Click Tools on the toolbar at the top of the screen. Sedeetro from the drop down list. The
Macro menu will display to the right. Selescurity from the menu on the right.

10?‘ Data ‘Window Help Adobe PDF
& peling... F7 Arial -1« B I Y
;i Research. .. Ale+Click,
‘é} Errar Checking...

Speech » | H | | J |

Shared Wwoarkspace. ..
Share Workbook. ..

Track Changes 3

Protection 3
Online Collaboration »
Goal Seek. ..
Scenarios...

Forrula Auditing »

Macro '| p Macros... Alc+F8

add-Ins... @  Record Mew Macra, ..

AutoCarrect Options... | Security...

s

Customize... ) visual Basic Editor Al+F11
Options... G

Microsoft Script Editor — Alt+3Shift+F11

Toolsdrop down menu
10. A Securityform will display. SelecMedium.
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Security Level | Trusted Publishers I

£~ Yery High. Only macros installed in trusted locations wil be allowed
torun, All other signed and unsigned macros are disabled.

£~ High. Only signed macros From trusted sources will be allowed ko
run. Unsigned macros are automatically disabled,

" Mediurn, ¥ou can choose whether or nok ko run potentially unsafe
imacros,

" Low {not recommended). You are not protected From pokentially
unsafe macros, Use this setting only iF wou have virs scanning
software installed, or vou have checked the safety of all documents
0l OpEn.

[8]4 I Cancel

Security Form

11. Click theOK button.

%NOTE: Adjusting the macro security setting to medium is a procedure that only needs to
be performed once in the Excel applicati®o the next time a repdrom the FMS is

exported into an Excel file the macro settings will be remembered and not need to be
changed.

12. From the Excel tool bar choos#e and therDpen from the drop down list.

13. Navigate to where the file is saved and open it.
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MCPS GL INQUIRY

In the FMS, the MCPS GL Inquiry responsibility can be used to generate reports ttagt disp
account balance information, a list of all possible accounts affiliated with a department or school,
and a list of ugo-date activity codes. Reports camdenerated to display information on one
account or a range of accounts.

Account Analysis - (180 Char) Report

The Account Analysi$ (180 Cha) report is designed to displélye actuals, encumbrances, or
budget for a specific account or a range of accdarisolation. For example, this report could be
run to show all the actual expenses charged to one account or to a specified range of accounts.

} To perform an Account Analysis i (180 Char) Report:
1. Login to the FMS to open tHeMS EBusiness Suite Home.

Lo B Financial
1 Management E-Business Suite s
| System

Worklist
Full List
From Subject Sent
There are no notifications in this view,
@ TIP Yacation Rules - Redirect ar aut pond to

@ TIP Warklist Access - Specify which users can wiew and act upon your notifications

Navigator
Edit Nawigator

23 Internet Procurement Please select a respansisity
(3 Genersl Ledyer Suger User

(3 MCPS Daily Financials Intelligence
[ MCPS Disco iswer

[ MCPS GL Inguiry

(3 Preferences SSWA

Logout | Help
Copyright (c) 2008, Oracle. A1l rights reserved.

FMS EBusiness Suite Home Page

2. Inthe left column of the home page in the responsibilities colahuk, MCPS GL Inquiry.
From the responsibilities on the righhderReports:Requestclick Standard . The Submit a
New Request dialog box opens.

Reports : Request
Financial
Standard
Analyzer

Functions for Reports: Request
3. Click theSingle Request option and click th@©K button The Submit Request form opens.
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6.
7.

This allows you to submit an individual request.

' Request Set

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

( oK | [ Cancel |

Submit a New Request dialog box

In theName field of the Submit Request form, click on the list of values icon and select
Account Analysis 1 (180 Char).

i~ Run this Request...

Copy
Name | r

Parameters |

Language |

( Language Settings I Debuy Options

i At these Times...
Run the Job |As Soon as Possible ( Schedule...

i~ Upon G
W Save all Output Files

Layout |
Motify | Options..
Print to |
Help iC) ( Submit | I Cancel )

Submit Request form
Click theOK button. The Parameters form opens.

O Farameters

Type D

Currency

Balance Type

Budget or Encumbrance Mame

Starting Period ‘
Ending Period ‘
Flexfield Fram ‘

Flexfield To

Order By
4| 3

Cancel Clear Help

Parameters form: Account Analysis
In theType field, type or selecEntry Item.
In theCurrency field, type or selectsD.
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8. IntheBalance Type field, type or selech (Actual), B (Budget), orfE (Encumbrance).

% NOTE: If you selected B (Budget) or E (Encumbrance) inBhance Type field, you
must choose the budget or encumbeanamegcommitments or obligationgn which to
report.

9. IntheStarting Period andEnding Period fields, type or select the accounting period range
for your report.

10. In theFlexfield From andFlexfield To fields, type or select the accouwntaccountange for
thereport. When choosing to generate this report to review transactions spegi§tdne
account use the same valueshe high and lovaccount fields.

11. In theOrder By field, type or selecAccount Segment to sort the jotnal enty lines ofthe
report in numerical account order.

12. Click theOK button on the Parameters form to return to the Submit Request form.

13. From the Submit Request form, click thebmit button. The Request form opens.

( Befresh Data | I Find Requests J ( Submit a MNew Request.. J

Request [D Farent

Mame Phasge Status Parameters

709662 (Trial Balance - Detail | [Pending [Normal [1001, 50288, 3, 051, 104, USL =

709690 [Budget - Funds Available | [completed  [Normal 50288, 3, 051, 104, 8, E, USD,

709678 [Account Analysis - (180 C| [Completed  [Normal [1001, 50288, B, H, USD, B, 1
|EEEE  [Budget - Funds Available| [completed  [Mormal 50268, 2, 02051, 02051, 6, E,

\ \ | | | |

\ \ | | | |

\ \ | | | |

\ \ | | | |

\ \ | | | |

\ \ | | | | -
( I Wiew Details... J ( Wiew Output J
( I Diagnostics J ( Wiew Log J

Requests form

14. Click theRefresh Data button until the report has finished generating and/tbe Output
button no longer appears grayed out.

15. Click theView Output button to view the selected standard report.

% NOTE: If you wish to view your report in a larger window, seléstls from themain
toolbar and then seleCbpy from the drop down listThe report will open in a new window.

16. Each Ine in this report represents iadividual line item in a requisition.

Budgets - Funds Available Analysis Report

The Budgetd-unds Analysis report is dgned to displagccount information corresponding to
either the school or department segment in an account staadayout looks me like a

traditional reportSchools versus departments will generate this report similarly with a slight
difference tlat is explained in step 7 beloWhe advantages to running this report to view account
information include the following:
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e This is the only report that will show account transaction activity in real time

o After specifyingrequirementdess time is taken tgenerate andisplay the report

} To perform a Budget - Funds Analysis Report:
1. Login to the FMS to open the FMSHusiness Suite Home Page.

LB Financial
1 Management E-Business Suite s
'l System

Worklist
Full List )
From Subject Sent
There are no notifications in this view
@ TIP Vacation Rules - Redirect or auto-respond to natifications.
@ TIP Worklist Access - Specify which users can wiew and act upon your notifications
Navigator

Edit Nawigator |

(3 Internet Procurement

[ General Ledger Super User

[ MCPS Daily Financials Intelligence
(1 MCPS Disco Yiewer

[ MCPS GL Inquiry

[ Preferences S5WA

Please select a responsibilty

Logout | Help
Copyright () 200, Oracle. A1l rights reserved

FMS EBusiness Suite Home Page

2. Inthe left column of the home page in the responsibilities colahuk, MCPS GL Inquiry .

From the responsibilities on the rightjderReports: Requestlick Standard . The Submit a
New Request dialog box opens.

Reports : Request
Financial
atandard
Analyzer

Functions for Reports: Request
3. Click theSingle Request option and click th@©K button The Submit Request form opens.

This allows you to submit an individual request.

Request Set

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

( oK | [ Cancel |

Submit a New Request dialog box

4. In theName field of the Submit Request form, click on the list of values icorsatett
Budget i Funds Available Analysis
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i~ Run this Request...

Copy...
Name | |—
Parareters |
Languags |

( Language Settings.. I Debuy Options

i~ At these Times...

Runthe Job |As Soon as Possible (" scheduls
i~ Upon C
¥ Save all Output Files
Layout |
Notify | (—meﬂs
Frint to |
Help (C) ( Submit | I Cancel )

Submit Request form

Click theOK button. The Parameters form opens.

Page Break Segment

Lower Page Break Range

Higher Page Break Range

Secondary Segment

Account Type

Budget

Perind Name

Report Type

Encumbrance Type

Summary Ternplate

,,,,,,,,,, | S

Cancel Clear Help

Parameters form: Budget Rds Available Analysis

For schoolsin thePage Break Segment field, click on the list of values icon and select
School . The MCPS Acounting Flexfield window open&or departmentsin thePage
Break Segment field, click on the list of values icon and sel®epartment . The MCPS
Accounting Flexfield window opens.

O MCPS Accounting Flexfield

Low

High

School |

el

(=

[Qanceljl (Clearjl (Help JI

For schools:MCPS Accounting Flexfield window
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10.
11.

12.
13.
14.
15.

16.

17.

O MCPS Accounting Flexfield

Lo High

Department | D |

( ox | |cancel) [ clear ) [ Help |

For departments: MCPS Accounting Flexfield window

For schoolsjn theLow School field, typethe desiredschoolnumber. The sangchool

number will carry over into the HigBchoolfield as well.For departmentsn theLow
Department field, type the desired department number. The same department number will
carty over into the High departmefi¢ld aswell

In theSecondary Segment field, click on the list of values icon and sel€&ahd .
In the Account Type field, click on the list of values icon and sel@dt
In theBudget field, click on the list of values icon and sel&G@TUAL BGT 13.

In thePeriod Name field, click on the list of values icon and select the current period for the
fiscal year

In theReport Type field, type orselectYTDE (yearto-dateextended).

In theEncumbrance Type field, type or selecALL.

Click theOK button on the Parameteitem to return to the Submit Request form.
From the Submit Request form, click thebmit button. The Request form opens.

( Refresh Data | I Find Reguests J ( Submit a New Reguest.. J

Reguest ID Parent

Mame FPhase Status Parameters

7039692 Trial Balance - Detail | |Pending [Normal [1001, 50248, 3, 051, 104, USE =

709630 [Budget - Funds Available| [Completed  [Normal 50288, 3, 051, 104, 8, E, USD,

709678 [Account Analysis - (180 C| [completed  [Normal [1001, 50288, B, H, USD, B, 1C
JEIEE  [Budget - Funds Available| [Completed  [Normal 50288, 2, 02051, 02051, 6, E, -

\ \ | | | | Z

\ \ | | | |

\ \ | | | |

\ \ | | | |

\ \ | | | |

\ \ | | | | -
( Haold Reguest I Wiew Details... J ( Wiew Output J
( Cancel Reguest I Diagnostics J ( Wiew Log... J

Requests form

Click theRefresh Data button until the report has finished generating and/ié& Output
button no longer appears grayed out.

Click theView Output button to view the selected standard report.
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% NOTE: If you wish to view your report in a larger window, seléabls from the main
toolbar and then seleCopy from the drop down listThe reportwill open in a new window.

Chart of Accounts Segment Values Listing Report

The purpose for running the Chart of Accounts Segment Values List report is to view the most
current list of available activity codes schools oaworporate into their charge acous

} To perform a Chart of Accounts Segment Values Listing Report:
1. Log in to the FMS to open the FMSHusiness Suite Home Page.

Lo Financial
1 Management E-Business Suite ez

Ll System

Worklist
Full List

From Subject Sent
There are no notifications in this view,
@ TIP Yacation Rules - Redirect ar aut pond to
@ TIP Warklist Access - Specify which users can wiew and act upon your notifications
MNavigator

Ediit Nawigatar

(3 Internet Procurernent

[ General Ledger Super User

(3 MCPS Daily Financials Intelligence
[ MCPS Disco Viswer

[ MCPS GL Inguiry

[ Preferences SSWA

Flease select a respanesinity

Logout | Help
Copyright (c) 2008, Oracle. A1l rights reserved

FMS EBusiness Suite Home Page

2. In the left column of the home page in the responsibilities colahuk, MCPS GL Inquiry.

From the responsibilities on the righihderReports: Requestlick Standard .

Reports : Request
Financial
atandard
Analyzer

Functions for Reports: Request
3. The Submit a New Request dialog box opens.

This allows you to subrmit an individual request.

Request Set

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

( oK || cance |

Submit a New Request dialog box
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4. Click theSingle Request option and click th&©K button The SubmiRequest form opens.

i~ Run this Request...

Copy...
MNarne | |—

Parameters |

Language |

( Language Settings.. I Debuy Options

i At these Times...
Run the Job [ Soon as Possible (" Schedule .

i~ Upon C
¥ Save all Output Files

Layout |
Motify | Options..
Print to |
Help (C) ( swme | [ camw

Submit Request form

5. IntheName field of the Submit Request form, click on the list of values icon and select
Chart of Accounts T Segment Values Listing

6. Click theOK button. The Parameters form opens.

L PEEREETS ot it ot et e i b i i e e e e e e e e

Segment Mame || D

4 e T e e e | »

Cancel Clear Help

Parameters form: Chart dkccountsSegment Values Listing
7. IntheSegment Name field, click on the list of values icon and sel@éctivity .
8. Click theOK button on the Parameters form to return to the Submit Request form.
9. From the Submit Request form, click thebmit button. The Rguest form opens.

( Befresh Data | I Find Requests J ( Submit a MNew Request.. J

Request [D Farent

Mame Phasge Status Parameters

709692 (Trial Balance - Detail | |Pending ™ [Narmal 1 [1001, 50288, 3, 051, 104, USE =

709690 [Budget - Funds Available| [Completed  [Normal 50288, 3, 051, 104, 8, E, USD,

709678 [Account Analysis - (180 C| [Completed  [Normal [1001, 50288, B, H, USD, B, 1C
|EEEE  [Budget - Funds Available| [completed  [Mormal 50286, 2, 02051, 02051, 6, F, .

\ \ | | | | ;

\ \ | | | |

\ \ | | | |

\ \ | | | |

\ \ | | | |

\ \ | | | | -
( Hold Reguest I Wiew Details... J ( Wiew Qutput J
( Cancel Reguest I Diagnostics J ( Wiew Log J

Requests form

33



10. Click theRefresh Data button until the report has finished generating and/tbe Output
button no longer appears grayed out.

11. Click theView Output button to view the selected standard report.

% NOTE: If you wish to viewyour report in a larger window, seléltiols from the main
toolbar and then seleCopy from the drop down listThe report will open in a new window.

Chart of Accounts Detall Listing Report

The purpose for running the Chart of Accounts Detail Listingnteip to generate list of all
active accountassociated witlyour department (cost center) and/or school.

} To perform a Chart of Accounts Details Listing Report:
12. Log in to the FMS to open the FMSHusiness Suite Home Page.

Lo M Financial
1 Management E-Business Suite s
'l System

Worklist
Full List )
From Subject Sent
There are no natifications in this view
@ TIP Vacation Rules - Redirect or auto-respond to natifications.
@ TIP Waorklist Access - Specify which users can siew and act upon your natifications
Navigator

Ediit Mavigator

[ Internet Procurerment Please select a responsibilty.
(3 General Ledger Super User

(3 MCPS Daily Financials Intelligence
(3 MCPS Disco ‘iewsr

[ MCPS GL Inguin

[0 Preferences SSWA

Logout | Help

Copyright () 2006, Oracke. All rights reserved.

FMS EBusiness Suite Honftage

13. In the left column of the home page in the responsibilities colatiwk, MCPS GL Inquiry.
From theresponsibilities on the rightnderReports: Requestlick Standard . The Submit a
New Request dialog box opens.

Reports : Request
Financial
standard
Analyzer

Functions for Reports: Request
14. Click theSingle Request option and click th@©K button The Submit Request form opens.
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This allows you to submit an individual request.

' Request Set

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

( oK | [ Cancel |

Submit a New Request dialog box

15. In theName field of the Submit Request form, click on the list of values icon and select
Chart of Accounts i Detail Listing .

i~ Run this Request...

Copy
Name | r

Parameters |

Language |

( Language Settings I Debuy Options

i At these Times...
Run the Job |As Soon as Possible ( Schedule...

i~ Upon G
W Save all Output Files

Layout |
Motify | Options..
Print to |
Help iC) ( Submit | I Cancel )

SubmitRequest form
16. Click theOK button. The MCPS Accounting Flexfield window opens.

counting Flexield [---

Lo

Fund “_D

Department |
Schoal |

Category ’_

Account |

Grant |

Prograrm |

Activity |

Interfund ’_

11T TR

(( ok | [cancel) [ clear) ( Help )

Accounting Flexfield window
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17. Type or select a Low and High value for each acceaginent for the desired accourr

18.
19.
20.
21.

account segment values in thew andHigh fields use the following:

Loy High
Fund [01 2z
Departrment
Schoal

Category |I]I]

|
Account |I]I]I]I]I]I] |zzzzzz
Grant |I]I]I]I]I]I] |zzzzzz

Program (D000 zZ27
Activity (0000 ZZZZ
Interfund ’W ’?

(Cok | |cancel) [ clear ) [ Help |

High and low account value segments

% NOTE: Schools will want to specify their unique value for the department and school
segment in the account strand. Departments will want to only specify their unique value for
the departrant segment in the account strand if none of their accounts are affiliated with
schools

Click theOK button to return to the Parameters form.

In theOrder By field, click on the list of values icon and seléctount .

Click theOK button on the Parameteitem to return to the Submit Request form.
From the Submit Request form, click thebmit button. The Request form opens.
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( Befresh Data | I Find Reguests J ( Submit a New Reguest.. J

Reguest ID Parent

Mame Fhase Status Parameters

7039692 Trial Balance - Detail | |Pending [Normal [1001, 50248, 3, 051, 104, USE =

709630 [Budget - Funds Available| [Completed  [Normal s0288, 3, 051, 104, 8, E, USD,

709678 [Account Analysis - (180 C| [completed  [Normal [1001, 50288, B, H, USD, B, 1C
JEEEE  [Budget - Funds Available| [Completed  [Mormal 50288, 2, 02051, 02051, 6, E,

\ \ | | | |

\ \ | | | |

\ \ | | | |

\ \ | | | |

\ \ | | | |

\ \ | | | | -
( I Wiew Details... J ( Wiew Qutput J
( I Diagnostics J ( Wiew Log... J

Requests form

22. Click theRefresh Data button until the report has finished generating and/tée Output
button no longer appears grayed out.

23. Click theView Output button to view the selected standard report.

% NOTE: If you wish to view your report in a larger window, seléabls from the main
toolbar and then seleCopy from the drop down listThe reportwill open in a new window.

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 wil |l be documented i n t hiommendedforéchoolgand d e
departments to run an SOT report once a month to follow the billing and payment path of each of
their transactions.

e MCPS Statement of Transaction Adobe PDF Report

e MCPS Statement of Transaction EXCEL RepBelected Fields

e MCPSStatement of Transaction Department XLS RepdiitFields
e MCPS Statement of Transaction EXCEL Repéit Fields

} To run the MCPS Statement of Transaction Adobe PDF Report
1. Login to the FMS and navigate to thébksiness Suite home page
2. In the Navigatoregion, click theMCPS GL Inquiry responsibility.
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[ Internet Procurement

3 MCPS AP Inguiry

[ MCPS Daily Financials Intelligence
[ MCPS Disco Wiewer

B2

[ MCPS Internet Expenses

3 MCPS PO Inguiry Only

[ Preferences SSWWA,

MCPS GL Inquiry responsibility

3. The MCPS GL Inquiry menu will display in the column to the right. UndeRtgorts:
Requesheading, click th&tandard link. The Submit a New Requediilog box will op@.

Reports : Request
Financial
otandard
Analyzer

Functions for Reports: Requests

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

This allows you to submit an individual reguest.

' Request Set

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

( OK | [ Cancel |

Submit a New Request window

5. IntheName field of theSubmit Reque$brm, click on the list of values icon and select
MCPS Statement of Transaction PDF report.
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i~ Run this Request...
Copy.
Name | r
Farameters |
Language |
( Language Settings. I Debuy Options
i Atthese Times...
Run the Job |As Soon as Possihle { Schedule..
i~ Upon Comy
¥ Save all Output Files
Layout |
Notify | Options..
Print to |
Help () ( swwt ][ came )

Submit Request form
Click theOK button. TheParametes dialog box opens.

T

Penod From . j
Period To |MAY.09
Drepartmeant .
Fund .
School
Category .
Account .
Grant .
Program .

Actiity |

{ ok I Cancel ) [ Clear | | Help |

Parameters form

ThePeriod From, Period Toand Departmeriields will be highlighted in yellow since they
are required fields to belfld in. Click the list of values icon to select the appropriate
information to fill in each parameter.

Click theOK button. The parameters just selected from the previous steps will display inside
the Parameters field of the Submit Request form

From tre Submit Reques$brm, click theSubmit button. TheRequestform will open.
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Befresh Data | [ Find Rirquests ) Subgmit @ New Reguest,,, 1
Reguest ID Parant
MNama _ Phase Stalus Paramaters
IEEE  |mces Sttement OF Tmrt -— JUL.09, AUG 09, 02336, 01, 3 *
I I I
I I I
I I I
I I I
| | |
| | |
I [ |
I I I
I I I .
View Detgls, . J Wigw Outgul )
Cancel Roquest [ Diagnostics ) Wikw Log... |

Request form

10. Click theRefreshData but t on once. When t heomplet€p owitl |i s
displays in the Phase column and Yiew 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 fahe beginning and end periods, the longer it will take for the report
to generate.

11. Click theView Output button to view the PDHRAdobe report in a new window.

1 I*manu.
fan: emenl .
> June 8, 2009 2:05 PM
l11 S ,‘ 'ilE]'.l'l Statement Of Transaction Report 1
» Period AUG-09 3 —» Department ]
allﬂﬂe‘f Actual Ghllﬂﬂﬂl‘)l‘l Commitment Othe
Account Beginning $56065.00 $0.00  $463LTO $9147.95 $0.00
» 01.04230.230.04.503001.000000.0000.0000.00 Ending $56065.00 $2795.26  $0024.65 $0.00 $0.00
Beginning Available Balance : §42282.35 5
Ending Available Balance : $43345.09

N[O || P~DN

[
»

Reg# T5811

Y Category = Actual Obligm Commit Other Repi# T Chic# Date Description  Supplier Batch

Requisiti -$3689.20 Bology - 208387 CIE:
ons Camphell 2005 Purchasing

33427k E

Purcliases 53680 20 Baology - 208387 CIE
Campbell 20035 Purchasing
3342700 E

»
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Statement of Transaction Adobe PREport

9 AcctTot: S0.00 $2795.246 £5200.95 -30147.95 50.00

Statement of Transaction AdeB®F 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 avail abl
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. This first screenshot picture below shd®@ 8035212, Release Inftially encumbering
$529.00 from account 01.04230.230.00a@3.000000.0000.BA01.00 during tA&/G-09
period. Requisition 7641%vas created for one line totaling $529.00. A commitment amount
of $529.00 is reserved to eventually payshpplier 202626
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2. This screenshot picture also shows the Commitment of 332@M the original requisition
being reversed and moving over to becom@®hligationin the amount of $529.00. The
DocTotrow also shows the same amount of $529.00 as an Obligation with no other values
incurred at the Commitment, Other and Actual levels

1 Financial

Management

-.?} sten Statement Of Transaction Report <June §, 2000 2:05PM
Parlod ALG-09 Departmeant B 1 ol Bl g™ P Mol
Budget Actual  Obligation Coammitiment Utlw.-;
Account Bagiiiiing $0.00 £0.00 $910.00 $0.00 0
01.04230.230.00.121005.000000.0000.BA01.00 Ending £0.00 000 S15GE00 £0.00 .
Beginning Avallable Balance : S5510.00
Ending Available Balance : -S1968.00

Aerual

Chlign Commsit ol Repan [ Cheks Descriptlon  Sepplier

A Down Seape 200628 CJE

127°K14” Mure Parchasing
J22ME

Requisiti
ons

Requisiti A Dram Soare 200638 CJE:
oqs 12°X 14" Mare Purchmsing
IATINE:E

Purchaszes A Dngm Seare 202626 CIE
12°X84" B Puschssing
AMTIEE

Statement of Transaction AdeB®F Report run for the Aug 09 period

3. This second screenshot picture below shows that durifgER&09 period the Obligation
amount of $529.00 is released due to being received in iProcurement, as indicated by the
displayedreceipt number 88840The amount of $529.00 is then temporarily charged as an
Otherencumbrance but again released whenrheice 353623 for PO 8035212, is paid on
9/25/08usingcheck number 348327The DocTot row also indicates that the $529.00 PO
amount was released as an Obligation and charged as an Actual during this particular period.
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B al
Management ;
i Syste‘llli; Statement Of Transaction Report June 8, 2009 4:04 PM

l'ﬂ
Period SEP-09 Department L A e g e

Budget Actual  Obligation Commitment Ot
Arceunt Boginning $0.00 $000  $1968.00 $0.00 so'.ﬂ
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
P

Actaal Oblign Commit Repe# Inve Chk¥  Date Description  Supplier Batch

Purchase -$520.00 88840 SI153623 348327 092508 A Druen Smare 202626 CJE: Payables
Invoices 12X14" Mare 3667099 E
Purchase $52900 88840 SI53623 348327 092508 A Drum Seare 202626  CJE: Payables
Invoices 127X14" Marc 3667099 E
Purchase £520.00 88840 SI53623 348327 092508 JA Druen Sware 202626 12487
Invoices 1 2°X14" Mare Payables
3668444 A
623270
Purchase -$52900 88840 SIS3623 348327 092508 fournal Import 202626 12487
Invoices “reated Payables
3668444 E

623270

Statement of Transaction AdeB®F Report run for the SERD9 period

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

[ 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 respoiitsility

3. The MCPS GL Inquiry menu will display in the column to the right. UndeR#jgorts:
Requesheading, click thetandard link. TheSubmit a New Requediallog box will open.

Reports : Request
Financial
Standard
Analyzer

Functions for Reports: Request
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4. Click theSingle Request option and clik theOK 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
reguests.

( oK || camcet |

Submit a New Request dialog box

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

© Submit Request

i~ Run this Request...
Copy...
MNarne | |—
Parameters |
Language |
( Language Settings.. I Debuy Options
— At these Times...
Run the Job |As Soon as Possible ( Schedule ..
i~ Upon C
¥ Save all Dutput Files
Layout |
Notify | Options..
Print to |
Help (C) ( Submit | I Cemeel )

SubmitRequest form
6. Click theOK button. TheParametes dialog box will open.
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Penod From .

Period To |MAY.00

Drepartmant
Fund .

School
Category .
Account .
Grant .
Program .

Actiity |

( QKI |Cancel |

Clear | Help )

Parameters form

7. ThePeriod From, Period Toand Departmerfields will appear in yellow since they are
required fields to be filled in. Click the list of values icon to select theompiate
information to fill in each parameter.

8. Click theOK button. Theparameters just selected from the previous steps will display inside
the Parameters field of the Submit Request form

9. From theSubmit Reque$brm, click theSubmit button. TheReqiestsform will open.

Befresh Data

Find Requesis

Subed a Miw Fégquest |

[Reguest ID

Mame

Parant

lm MCPS Statement OF Tran|

Phase

Stalus

Paramaters

JUL-09, ANGO9, 02336, 01, 3 =

Wigw Datgals g Chutgait |
Cancel Request Diagnostics Wiew Log |
Request form
10. Click theRefreshData but t on once. When t heompletpowi | i s

displays in the Phase column and Yhew 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-3 minutes to generate. Additionally, keep in mind, the larger the
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range in time specified fahe beginning and end periods, the longer it will take for the report
to generate.

11. Click theView Output button.

12. A Viewer Optiondialog box will appear. SeleEkcel Format from the dropdown menu
and clickOK.

L=R0 0 o) P A S A A A A S A A A

Browser
Viewer -

Cancel J

Viewer Option dialog box

13. The report willdisplay in a new window.

A 8 c D E F G H ] ) K
1 [TRANSACTION TYPE |TRANSACTION_SOURCE [PERIOD_NAME [GL_DATE [BATCH_NAME JE_HEADER_ID |JE_LINE_NUM |DEBIT _|CREDIT |USER_TRANSACTION_SOURCE |USER_TRANSACTION_TYPE
2 Requisitions Purchasing 9-Aug| 31-Aug-08|CJE: Purchasing 3419694: € 1938431 570 0| 103.5|Purchasing Requisitions
3 Requisitions Purchasing 3-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 o| 18.25|Purchasing Requisitions
6 Reguisitions purchasing 9-Aug| 31-Aug-08|CJE: Purchasing 3419694: £ 1938431 580 0 120|Purchasing Requisitions
7 Purchases purchasing 9-Aug| 31-Aug-08|CJE: Purchasing 3419694: £ 1938432] 40| 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/ 360 o|  225|purchasing Requisitions
10 |Purchases purchasing 9-Aug| 31-Aug-08|CJE: Purchasing 3419694: £ 1938432| 350 18.25 0|Purchasing Purchases
11 |purchases purchasing 9-Aug| 31-Aug-08|CJE: Purchasing 3419634: £ 1938432| 400] 2415 0|Purchasing purchases

MCPS Statement of Transaction Repéitcel 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 namg¢

USER_TRANSACTION_SOURCE

GL

USER_TRANSACTION_TYPE

GL

ACTUAL

GL

Actual amount

BUDGET

GL

Budget amount
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ENC_OBLIGATION GL Purchase order encumbered amount
ENC_COMMITMENT GL Requisition encumbered amount
DESCRIPTION GL JV Line item description
SEGMENT1 GL Account distribution segmeiftund
SEGMENT?2 GL Account distribution segmenbDept
SEGMENT3 GL Account distribution segmen$chool
SEGMENT4 GL Account distribution segmentategory
SEGMENTS GL Account distribution segmenfccount
SEGMENT6 GL Account distribution segmenGrant
SEGMENT?7 GL Account distribution segmetftirogram
SEGMENTS8 GL Account distribution segmenictivity
PURCHASE_ORDER Purchase Purchase order number assigned
HEADER_DESCRIPTION Purchase Purchase order number
REQUISITION_NUMBER Purchase Requisition number

SUPPLIER Purchase Supplierds name i
SUPPLIER_NUMBER Purchase Supplierds number
PURCHASING_DOC_STATUS Purchase PO approval status

RELEASE_NUM Purchase PO release number

RECIEPT_NUM Purchasing Purchase receipt number

ITEM Inventory Inventory item number
ITEM-DESCRIPTION Inventory Inventory item description
INV_TRANSACTION_TYPE_NA | Inventory

ME

INV_TRANSACTION_QUANTITY | Inventory

UNIT_COST Inventory Cost of each item

INVOICE_NUM AP Payable invoice number assigned
INVOICE_AMOUNT AP Payable invoice amount
CHECK_NUMBER AP Payablecheck number
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CHECK_DATE AP Payable check date
INVOICE_TYPE AP

PROJECT_NUMBER PA

TASK_NUMBER PA

TASK_NAME PA

AWARD_NUMBER PA

EXP_TYPE PA

EXP_ORG PA

BUYER NAME PA Name of the Procurement buyer that

assigned a PO number

} To run the MCPS Statement of Transaction Department XLS Report-All Fields
1. Login to the FMS and navigate to thébEsiness Suite home page.
2. Inthe Navigator region, click thHdCPS GL Inquiry responsibility.

[ Internet Procurement

3 MCPS AP Inguiry

[ MCPS Daily Financials Intelligence
[ MCPS Disco Wiewer

B2

[ MCPS Internet Expenses

3 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#ygorts:
Requesheading, click th&tandard link. The Submit a New Requeditilog box will open.

Reports : Request
Financial
otandard
Analyzer

Functions for Reports: Requests

4. Click theSingle Request option and click th&©K button TheSubmit Requestialog box
will open.
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This allows you to submit 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. IntheName field of theSubmit Reque$brm, click on the list of values icon and select
MCPS Statement of Transaction XLS Report -All Fields .

i~ Run this Request...
Copy
MName | r
Parameters |
Language |
( Language Settings I Debuy Options
i~ At these Times...
Run the Job /As Soon as Possible ( Sehedule ..
i~ Upon G
W Save all Output Files
Layout |
Motify | Options..
Print to |
Help iC) ( Submit | I Cancel )

Submit Request form
6. Click theOK button. TheParametes dialog box will open.
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=
i B T L e e e R P e e A

Penod From .

Period To | MAY.09
Drepartmant .
Fund .

School

Category .
Account .
Grant .
Program .

Actiity |

( QKI |Cancel |

Clear | Help )

Parameters form

7. ThePeriod From, Period Toand Departmenfjelds 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 parameter.

8. Click theOK button. Theparameters just selected from the previous steps will display inside
the Parameters field of the Submit Request form

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

Befresh Data Find Requesis Subed a Miw Fégquest |
Reguest 1D Parant
Mame | Phase Stalus _Pararmaters
|EEE  |MCPS Statement Of Tran JUL 09, AUG 09, 02336, 01, 3 =
iew Detgids “Wiew Ot gut |
Cancel Request Dragnostics Wiew Log )
Request form
10. Click theRefreshData but t on once. When t heompletpowi | i s

displays in the Phase column and Yhew Outputbutton will no longer appear grayed out.
Do not panic if the report does not beeready for you to view immediately. It is common
for this report to take-3 minutes to generate. Additionally, keep in mind, the larger the
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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 Optiondialog box will appear. SeleEkcel Format from the dropdown menu

and clickOK.

L= | e e e T T

Browser
Wiewer b

Cancel

J

Viewer Option dialog box

13. The report will display in a new window.

) B C D E F G H
1 |TRAMNSACTION TYPE ITRANSACTION SOURCE |PERIOD NAME |GL DATE |BATCH MNAME JE_HEADER ID |JE LINE MNLUM |DEBIT
2 Requisitions Purchasing S-Aug)| 31-Aug-08| CIE: Purchasing 3419654: E 1933431 570 o
3 Requisitions Purchasing 3-Aug| 31-Aug-08| CIE: Purchasing 3419654: E 19338431 6OD) 0
4 Purchases Purchasing S-Aug)| 31-Aug-08| CIE: Purchasing 3419654: E 1933432 390 18.25
5 Requisitions Purchasing I-Aug 31-Aug:-[:8|tjl:. Purchasing 3419654: E 1938431 550 1]
& Reqguisitions Purchasing I-sug ll-hug-[}ii[l:][. Purchasing 3419654: E 1933431 580 0
7 Purchases Purchasing 3-Aug ll-hug-ﬂs[l:][. Purchasing 3419654: E 1938432 340 1565
B Purchases Purchasing 9-Aug ll-hug-BS[EJE. Purchasing 34196%4: E 1938432 380 120
9 Reguisitions Purchasing 9-Aug ll-hug-DE[EJE. Purchasing 3419654: E 1938431 560, 0
10 Purchases Purchasing 3-Aug ll-hug-ﬂs[EJE. Purchasing 3419654: E 1933432 50| 18.25
11 Purchases Purchasing J-Aug ll-ﬂug-ES[CJE. Purchasing 3419654: E 1933432 400  MLS

Statement of Transaction Department XLS RepdrFields

} To run the MCPS Statement of Transaction EXCEL Report-All Fields

1.
2.

Log in to the FMS and navigate to théblsiness Suite home page.

In the Navigator region, click ttdCPS GL Inquiry responsibility.
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[ Internet Procurement

3 MCPS AP Inguiry

[ MCPS Daily Financials Intelligence
[ MCPS Disco Wiewer

B2

[ MCPS Internet Expenses

3 MCPS PO Inguiry Only

[ Preferences SSWWA,

MCPS GL Inquiry responsibility

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

Reports : Request
Financial
otandard
Analyzer

Functions for Reports: Requests

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

This allows you to submit 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. IntheName field of theSubmit Reque$brm, click on the list of values icon and select
MCPS Statement of Transaction Department XLS Report -All Fields .
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i~ Run this Request...
Copy...
Name | |—
Parareters |
Languags |
( Language Settings.. I Debuy Options
i~ At these Times...
Runthe Job |As Soon as Possible (" scheduls
— Upon Completi
¥ Save all Output Files
Layout |
Notify | (“73;;;;———“
Print to |
Help (C) ( swmt | [ cancal )

Submit Reque$brm
6. Click theOK button. TheParametes dialog box will open.

—
L T S s S S T Pt '+

Penod From . j
Period Ta UL-10

Depanment.
Fund.
School .
Category '
Account |
(Grant .
Program .

Actiity .

( ok JCancalJ Claar ) Help |

Parameters form

7. ThePeriod From, Period ToDepartment, Fund, Category and Accofields will appear in
yellow since they are required fields to be filled in. Click the list of valuestaealect the
appropriate information to fill in each parameter.

8. Click theOK button. Theparameters just selected from the previous steps will display inside
the Parameters field of the Submit Request form

9. From theSubmit Reque$brm, click theSubmit button. TheRequestorm will open.
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Befresh Data

| Find Requests )

Subgm a Mew Feguest

Reguest ID
_Hamp

Parant

'm MCPS Statement OFf Tran [

Phase Stalus

_F"aramalars
JUL DS, ALNGO9, D233E6, 01, 3 =

View Detgds ) Wierwt Qg
Cancel Request Diagnostics )| Wigw Log
Request form
10. Click theRefreshData but t on once. Wh e n

to generate.

11. Click theView Output button.

12. A Viewer Optiordialog box will appear. SeleEkcel Format from the dropdown menu

and clickOK.

L=R0 00 e ) B S A Sl R S A S S S S S S A S R S R A A S

Browser
Viewear -

Cancal J]

Viewer Option dialog box

13. The report will display in a new window.

t h eomplet@ owi | | s
displays in the Phase column and Yiew Outputbutton will no longer appear grayed out.

Do not panicfithe 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 tatke fieport
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A B C D E F & H
1 [rransacrion Tree lrransacnion source |Perion mame |oL pate |BaToH mame IE_HEADER_ID [JE_Line_num |oEBIT
2 MmL Inwentory 9-8ug| 18-Aug-08|394025 DM2 Inventory 3355619: & 553583 1892210 1921
3 ML Inwentory 9-8ug| 18-Aug-08394025 DM2 Inventory 3355619: £ 558983 1892211 739
a ML Inwentory 9-8ug| 18-Aug-08|394025 DM2 Inventory 3355619: & 553983 1692210 we0| 235
5 |MTL Inventary 9-Aug| 16-Aug-08|394025 DM2 Inventory 3355619: A 558983 1892210 10919 2.35"
6 |Purchase Invoices  |Payables 9-Aug| 1-Aug-08|10520 Payables 3242799: A 513727 115703 533 7
7 |Purchase Invoices  |Payables 9-Aug| 1-Aug-08|10620 Payables 3242799: E 512727 115704 281
8 Purchase Invoices  |Payables 9-fug| 1-Aug-08|10841 Payables 3295767: A 532940 1E53843 2892
9 |Purchase Invoices  |Payables 9-8ug| 31-Aug-08|CIE: Payables 3296869 £ 1E54843 7s30| 1275
10 Purchase Invoices  |Payables 9-fug| 31-Aug-08|CIE: Payables 31296869: £ 1E54843 7570 9.5
11 Purchase Invoices  |Payables 9-fug| 31-Aug-08|CIE: Payables 31296869: £ 1654343 1740|

Account Inquiry

MCPS Statement of TransactiBXCEL ReportAll Fields

Running an account inquiry for a specified period of time will display the amount of money
debited from or credited to an account during each monthly period and cumulatively in the fiscal

year. Monthly periods cape drilled down into to show the exact requisition line debit or credit

amounts to an account, the description name of each line item, the date of payment for the line

items to suppliers and the check number provided to suppliers for payment.

} To run an account inquiry:

1. Log on to the FMS and navigate to thdlsiness Suite home page.
2. Inthe Navigator region, click thHdCPS GL Inquiry responsibility.

3. The MCPS GL Inquiry menu will display in the column to the right. Undefrigeiry
heading, click théccount link. The Account Inquiryform will open.

[ Internet Procurement

£ MCPS AP Inguiry

[ MCPS Daily Financials Intelligence

[ MCPS Disco Wiewsr

WIMCPS GL Inquiry

[ MCPS Internet Expenses

£ MCPS PO Inguiry Only

[0 Preferences SSVA,

MCPS GL Inquiry responsibility

55



:_‘I Internet Procyrement Inquiry
[0 MCPS AP Inguiry & Average
[ MCPS Daily Financials Intelligence (& Budget
0 MCPS Disco Viewer Joumal
3 : i M
0 MCPS Intemn XpEn = Accoynt
£ MCPS PO Inquiry Only
[ Preferences SSWA Reports
& AutoCopy
Repors ;: Request
Financial
[ Standard
& Analyzer

Inquiry Account link

4. In theAccount Periodsegion of the form, click on thiest of values icon to select th&rom
and theTo period of time desired to run an account inquiry and view expense activity.

aﬂr.wh- Applcations - PFMS @ CESCENTDE183

File Edit Wiew Actions Window Help

B I &58EPI €00 e | A
| S Account Inguiry (MCPS)

~ Selection Criteria

~ Accounting Periods ———— ~ Cumrency
From ® Single Currency

To R R e

Primary Bl [t

® Actual Pariod "y

O Budgat DEC-08

O Encumbrar | HOV-08
OCT-08
SEP-08
AG-08
JUL-08
JUN-ALU-0T
JUN-0T
May-0T

— Description - AFR-07
MAR-07
FEB-OT v

Shoy [Eind ) [ Ok IJ;anch
Account periods form

Summal

— Accounts —

5. On thePrimary Balance Typ#ab, click inside théctuals radio button. This will run the
inquiry on the expenses charged to a specified account and rstigidual line item debits
and credits.

STGEVNSEELGCCRNT NN Secondary Balance Type

® Actual
" Budget Budget
"~ Encumbrance Encumbrance Type

Primary balance type tab on account inquiry form

6. Click inside theAccounffield to access thEind Accountgorm and enter in the account
number to run an inquiry. If a single account inquiry is desired therathe account
number segments can be used in both the high and low fields. If an inquiry is desired for a
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range of accounts, different account number segments need to be entered into the high and
low fields.

Lirw High
Fund 01 m
Depariment (02336 366
School 336 136
Category .I]J 4
Account .SIJJIIB m _;
Grant .
Frogram
Acinaty
Interfurd

Find accounts form

% NOTE: If just one account number is entered into the high and low fields, other accounts
that branch off from it will be additionally listed in the account fields. For example, if the
general education instructional materials account is identified in theahijlow fields for

an inquiry, all instructional material accounts with an activity code assigned will also be
listed in separate account fields and be included in the inquiry.

Accounts
. 0102336, 336,04, 503003 000000, D000 k000,00 =

0102336 33604, 500 . DDDDH0. 0000 ARDSgBE
0 336, 356,04, SN, DODDH0. 0000, BAD e
Description

[General Fund.Little Bennett Elementary.Litlle Bennett Elementany. Instructional Supplies.Instructional Materials.

Accounts identified for an inquiry that include activity codes

Click the mause inside the account field that an account inquiry is desired for until the box to

the left of it is colored blue to indicate that it is selected. Then clicRithe Balances
button.

( Show Balances ]

Show balances button

TheDetail Balancedorm will appear. Each nmihly period that occurs between the time
range specified to run the account inquiry will be listed on a separate line unBeritia:
column. ThePeriod to Datg PTD) column shows how much money has been debited from
an account during each monthly pekidf a value appears in parenthesis, it means money
has been credited to the account. Year to DatgYTD) column shows how much money

has been debited or credited to an account cumulatively for the year, up to each monthly
period in the fiscal year.
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15 (MCPE) - 1.02336.33

03003 000000.0000.0000,00

Ealance Type Actual

FTD
260892
2 26608
138247

Curnency
(11
usm
usn

[ Jouenal Detads

)

PTD Corverted

Curmncy Type |Enterid
Factor |Unkts

¥TO ¥TO Commrted
2 B55.13 =
2550
6,507 35

Summary Balances J

Detail balances form

9. Click the mouse inside the line that correlates to the monthly period that is desired to drill
down into to view individual requisition line debits and credits. Then click odotireal

Details button.

]
Peonod
ROV

JAMOB

\

Balance Type (Actual

Cumency PTD
usn 2 B 52
s 2 66 08
LLE1] 1,382.17
f Jourmal Details ]

PTD Cormeried

Currency Type Entered
Eacior | Unies
YTD
2285913

26512521 |
26.507.38

YTD Conmerted

Summary Balances )

Monthly period selectefbr drill down

10. TheJournalsform will appear, listing the account and monthly period selected for the inquiry
in the blue title bar area at the top of the form. This form displays all requisition line debits
and credits to the account during the seleotedthly period. Th&ourcecolumn identifies
if a line item is an internal item purchagevéntory, an external item purchageafyable$ or
a purchase made using an American Express creditAlRtEX). TheLine column provides
the requisition line nundy assigned when a requisition was created in iProcurement. Notice
that line items that are part of the same requisition can be identified with consecutively
assigned numbers (ex: 2795, 2796, 2797, 2798).Entered DebiandEntered Credit
columns showhe amount of money each requisition line item charged to the account.

58



Balance Type Actual Curency Type Entered

<)
Batch Journal Ertry Source Currency  Line Ertared Debit Entered Cradit
146010 DM2 Inve FEUTS L IR Inventory uso 1004 =
146010 DM2 Inve Z-Obs MTL USD Inventory uso 10,04
148010 DM2 Inve 'Z.0bs MTL USD Inventory  USD @297 2801 T Line items in the
148010 DMZ Inve Z-ObsMTL USD Inventory uso 798 296.64 T . g
4269 Payables 1¢ Purchase Invoices L Payables uso 27 207, Same reqUISItlon
155010 DM2 Inve Z.Obs MTLUSD  [laventory  USD (3152 960,00
155010 DM2 Inve Z-ObsMTL USD lnventory uso 1153 960.00
145010 DM2 lnve 'Z.0bs MTL USD Inventory uso 3154 960,00
[AMEX_P.CARD_( AMEX_P.CARD_GL_ AMEX usD 1640 115.02
AMEX _P.CARD ( AMEX P.CARD GL_ AMEX uso 1641 38340
4612 Payables 2 Purchase Invoices L Payables  USD 08 660,00
4612 Payables 20 Purchase Invoices L Payables uso 909 660,00

Qnlldown I Show Full Journal I I Detail Galances )

Journals form of an account inquiry for a selected monthly period

11. Click the mouse on the line item desired to drill down into to view payoetails. Then
click on theDrilldown button.

© Journats (NCFS) - 01.02336.336 04503003 000000 0000 0000 00, OEC-08.USD LSS G
Balance Type Actual Currency Typo |[Entered
3)
Batch Jounal Ertry Source Currency Line Entered Dobet Entered Crede
146010 DM2 lnve ZObsMTL USD  [lnventory  [USD 2795 1004 =
1148010 DMZ Inve ZObs MTL USD  lnventory  [USD 2796 10.04
148010 DM2 fnve Z-ObsMTL USD  [lnventory  [USD 2797 [ 28.01
140010 DM2 Inve Z.Obs MTL USD  [loventory  USD 2198 296,64
[Purchase Invoices L Payables | USD 127 207.30
(155010 DM2 lnve Z-ObsMTL USD  [Inventory  (USD 3152 960.00
155010 DM2 Inve [Z.0bs MTL USD Inventory  USD 3153 960,00
(155010 DMZ Inve ZObsMTL USD  [Inventory  [USD 3154 960.00
[AMEX_P.CARD_( /AMEX_P.CARD_GL_ |AMEX uso 1640 115.02
AMEX_P.CARD_C /AMEX_P.CARD_GL_ AMEX uso 1641 383.40
4612 Payables 2( [Purchase Invoices L Payables  [USD 908 | 680.00
4612 Payables 2( Purchase Invoices L Payables  [USD 909 680.00
. ’
Qnlidown l Show Full Jouenal | I Detad Balances )

Line item selected for drill down on journals form

% NOTE: Only line items identified as inventory or payables inSe@rcecolumn can be
drilled down into to view payment details. No payment detail#\foerican Express
purchases can be viewed. When an AMEX line item is selectdritttiown button will
become grayed out.

} To drill down into a payables line item:

1. After clicking theDrilldown button on the Journals form, tRayables Invoice Accounting
form will display. On this form, thinvoice Dateof the line item assigned by the supplier
(vendor) is shown and the name of Swpplieris shown. Th&€ommentsield provides a
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description of the line item and tecounting Datédentifies the date this line item debit

was applied to the account.

O Fayakbles kwoice Accounting MCFE) - 01 03338

604 503003000000 0005 0000

Debit (USO) Cradt (USD) £
20730 =

Evant Type  lmvaice
Accourding Date | 12012007

Comments OficaMax - White Lazer Labals - White, 2

2
wemice Type | Apphed To leve | Ireace Date Supplier
 |stanstard@FZITTH 11027007 OfficeMax
'
PO Hurnber  BOZ0GTS
PO Rglease Mum
Document Seq
Ricept Num
Ehow Tragsaction | I

Show Trgnsaction Accounting )

Payables invoice accounting form

2. Click theShow Transaction button. Thdnvoicesform will display. TheAmount Paid
region shows the total amount of money paid to the supplierlriloice Statugsegion
identifies that the invoice the line item is part of has been validated, matched and accounted

for by the Accounts Payable department.

[ 1Geeen ELIE 3 View Payments
Amount Paid Invoice Status
I | 20730 Sigus Validated
Accourted |Yes
Desenplesn [

Choares

4 Scheduled Payments 5 View Prepaymant Applications

~Approval Status
Appeoval Mot Requined
Fenc&r.; Approves [

Summang
Hulds L]
Distributson Total

| I Distributicns '

el ]

Invoices form

3. Click theView Paymenttab. ThePayment DateDocument Numbegicheck number),
Payment Datedo the supplier an@L Dateof payment for the line item in the General
Ledger, resulting in a debit to the account, can be viewed.
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1 Genaral

|"3:|'““-:’-‘|'| Mathod
l Electronic

¢ Holds 3 View Paymants 4 Schaduled Payments  § View Prepayment Apghications

Diescurrseni Mum Faymea Date _':..'-"‘. [hate
110521 1227007 1ZM22007

Wond i Fayrsenl Amount i Dvacpunt Taken | ]

730

[ Baymant Chardew

Chvaraew | I Dinteibutions b

View payment tab on Invoices form

% NOTE: If an electronic check payment sent to the supplier is larger teasost of the

individual requisition line item, it is because the check payment is accounting for the total

cost of all line items purchased from the same supplier in the same requisition.

Click on theDistributions button. TheDistributionsform will display. A line for each item
purchased from the same supplier in the same requisition, and the individual cost for each
line item is displayed. In the upper right hand cornerDils&ribution Totalfield shows the

total amount of money paid to the suppli¢ means of electronic check.

O Dugtrititions (Boant of Educaban of Motkamen Courty) - $47702, Ofici

Irvonce Total 17343
Distritetion Total 1734
<
umn  Type Amournt Tax Code GL Date Accourt | ] Inchades Tax | Descrptun
l Item 4 o 01.02335.336.04 503003 000000 Advantus . Econom
Item 1oz 01.02336.336.04.503003 000000 Advantus . Econom
Item 1Hovar 010233653604 503003 000000 Rubbermald - Hard
.
Sratus  Validated Accounted |Yes PO Number  BO17521
Accoust Descoption  Geneeal Fend.Lintle Bennent Elementary, Litde Bannett Elomentary. Instructional Supplies.) i I M

(e

To close théistributionsform and return to thivoicesform, click theX in the upper right

hand corner.

Distributions form

To close thénvoicesform and return to thBayabledorm, click theX in the upper right

hand corner.

To close thdPayabledorm and return to th@ournalsform to select another line item to drill

down into, click thex in the upper right hand corner.
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8. To return to thdetail Balancedorm to select a different monthly ped to view individual
requisition line item debits and credits applied to an account, clidieiia@ Balances
button at the bottom of tHéayabledorm.

9. To return to thédccount Inquiryform to specify a different account to run an account inquiry
on, cick X in the upper right hand corner of tbetail Balancegorm.

} To drill down into an inventory line item:

1. After clicking theDrilldown button on theJournalsform, thelnventory Material Accounting
form will display. On this form th&rans Datefield identifies the date of the line item debit
to the account, provides titemnumber (warehouse item number) and provides a
description name of the line item ordered in Brescfield.

© Irvaniory Material Accounting (MCPE) - 01.03336, 33604 $03003 G00000.0000,0000.00, DEC-08 00

=
Trans Date Trans ID Trang Type Ram Rewsl Dabit (LS0) Creda (LSD) En
I 12/17/200 3209093 Intwrnal order 8718499 9600 us =

ftom OT18490 LAoM [PL
Dege |Paper, Mulipurpose, Automatic Delivery, Ja Quantity |1
Rimision Unit Cost  B60.00
Shiva Tragtacins | | Shiow Trgnasetion Azcaunling }

Inventory materials accounting form

NOTE: Clicking the Show Transaction button on this form will not display any
additional information about the transaction. Electronic payment by means of a check is not
used to pay for internal purchases (warehouse items) so this type of information can not be
viewed while running an account inquiry.

2. To close thénventory Materials Accountinfprm and return to thdournalsform to select
another line item to drill down into, click thein the upper right hand corner.

3. To return to thdetail Balancedorm to select a different monthly period to view individual
requisition line item debits and credits applied to an account, clidietia@ Balances
button at the bottordournalsform.

4. To return to théAccount Inquiryform to specify a different accouttt run an account inquiry
on, clickX in the upper right hand corner of tBetail Balancegorm.
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