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OVERVIEW 
Financial inquiry and reporting is the foundation for finding funds and other account 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 used as an instructional guide and as a reference that 

includes step-by-step directions with screen shot examples.  

Course Objectives  

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

 Generate Disco Viewer reports to view selected account balances and/or to view a summary 

of requisitions charged to accounts 

 Generate general ledger inquiries and reports to view account balances and transactions 

 Inquire about purchase order and payment status 
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MCPS DISCO VIEWER 
The MCPS Disco Viewer responsibility generates various types of reports related to cost center 

account activity and requisition details. Currently, the disco viewer reports accessible are the 

School Activity Balances, School Requisition Status, and Funds Available. Other types 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 only. The purpose of this report is 

to show the budget, encumbrances, actuals, and funds available of all accounts, including those 

specified with an activity code and including accounts having a department segment that differs 

from the schoolôs department segment. For example, the SIP account has a different department 

segment from the schoolôs department segment. This report will be run differently depending 

upon the types of accounts desired to be seen. If it is desired to view all accounts associated with 

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

to only view accounts that contain a schoolôs department segment then the school number and 

department number will be used to generate the report. When the school and department number 

are used to generate a report the end result 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 to the FMS and navigate to the E-business Suite home page. 

2. In the Navigator region, click the MCPS Disco Viewer link. 

 

MCPS Disco Viewer link 

3. The MCPS Disco Viewer menu will display in the column to the right. Click the Discoverer 

Viewer link. The Discoverer Viewer will open in a new window. 

 

Discoverer Viewer link 

4. In the list of worksheets, find School Activity Balances.  

5. Click the blue arrow  to the left to expand the list of available reports. Click on the Sheet 1 

link . The School Activity Balances- Sheet 1 page will display. 
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School Activity Balances Sheet 1 link 

6. In the School field, enter a desired school number. 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 

that contain a department segment that is different from the schoolôs department segment, 

entering a school number is the only requirement needed to generate the report. 

7. In the Department # field, enter a desired department number. 

Department Field Example: 03412- Westland Middle School 

The first two digits should be as follows: 

 01- special schools 

 02- elementary schools 

 03- middle schools 

 04- high schools 

The 2-digits above will be followed by the 3-digit school number. 

 

Parameter fields 

 NOTE: If it is desired to view only accounts that include a schoolôs department segment, 

entering a school number and a department number is needed to generate the report properly. 

8. Click the Go button.  

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

10. The School Activity Balances report will display.  

 

School Activity Balances report 

MCPS Requisition Status Report  

The MCPS Requisition Status Report will display information summarized and associated by 

requisition number over a specified period of time. This report will display all requisitions 

charged to a schoolsô or departmentsô accounts.  For each requisition listed in the report, 

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 each line item and the total requisition amount, is displayed.  The main 

difference between this report and the School Requisition Status Report is first, the MCPS 

Requisition Status Report is intended for school and department use and second, the MCPS 
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Requisition Status Report shows 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 the E-business Suite home page. 

2. In the Navigator region, click the MCPS Disco Viewer link. 

 

MCPS Disco Viewer link 

3. The MCPS Disco Viewer menu will display in the column to the right. Click the Discoverer 

Viewer link. The Discoverer Viewer will open in a new window. 

 

Discoverer Viewer link 

4. In the list of worksheets, find the MCPS Requisition Status Report  name.  

5. Click the blue arrow  to the left to expand the list of available report links. Click on the link 

that will generate the type of report desired.  

 

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 click the Go button. 

 Selected Req #- This report type will generate information on a specific requisition 

identified.  Enter in the requisition number you wish to view a report for in the Enter Req 

# field.  Then click the Go button. 

 Selected School by Acct- This report type is for schoolsô use only.  It will generate 

information for a specific school between a requisition creation start and end date 

specified.  Enter in a 3-digit school number in the School Number field and a specific 

date in the Beginning Req Creation Date and Ending Req Creation  Date fields.  Then 

click the Go button. 
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 Selected Department- This report is for departmentsô use only.  It will generate 

information for a specific department between a requisition creation start and end date 

specified.  Enter in a 5-digit department number in the Pick Dept # field and a specific 

date in the Beginning Req Creation Date and Ending Req Creation Date fields.  Then 

click the Go button. 

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

 

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.  Click Yes. 

8. The MCPS Requisition Status Report will display.  

MCPS Requisition Status Report 

 

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

Column Name Description 

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

the report. 

Charge Account Num The FMS account number charged in the creation of a requisition. 
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Req# 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 by 

its account owner. 

Preparer Name The name of the person that created the requisition in iProcurement. 

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 The order 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 The number 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 Funds Available report is intended for non-school based offices 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 the E-business Suite home page. 

2. In the Navigator region, click the MCPS Disco Viewer link. 
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MCPS Disco Viewer link 

3. The MCPS Disco Viewer menu will display in the column to the right. Click the Discoverer 

Viewer link. The Discoverer Viewer will open in a new window. 

 

Discoverer Viewer link 

4. In the list of worksheets, find Funds Available Report.  

5. Click the blue arrow  to the left to expand the list of available reports. Click on the Sheet 1 

link . The Funds Available Report- Sheet 1 page will display. 

 

Funds Available Report Sheet 1 link 

6. In the Department # field, enter a desired department number.  

 

Parameter fields 

7. Click the Go button.  

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

9. The Funds Available report will display.  

  

Funds Available report 

Receiving Report  

The Receiving Report is intended for school and department use. The purpose of this report is to 

show information 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 report shows are the ordered item 

quantity, 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 and navigate to the E-business Suite home page. 

2. In the Navigator region, click the MCPS Disco Viewer link. 
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MCPS Disco Viewer link 

3. The MCPS Disco Viewer menu will display in the column to the right. Click the Discoverer 

Viewer link. The Discoverer Viewer will open in a new window. 

 

Discoverer Viewer link 

4. In the list of worksheets, find Receiving Reports.  

5. Click the blue arrow  to the left to expand the list of available receiving reports. Click on the 

link that will generate the type of receiving report desired.  

 

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 click the Go button. 

 Purchase Orders- This report type will generate information on a specific purchase order 

identified.  Enter in the purchase order number you wish to view a report for in the PO # 

field.  Then click the Go button. 

 School Number- This report type is for schoolsô use only.  It will generate information for 

a specific school between a purchase order start and end date identified.  Enter in a 3-

digit school number in the School Number field and a specific date in the PO Start Date 

and PO End Date fields.  Then click the Go button. 

 Department- This report is for departmentsô only.  It will generate information for a 

specific department between a purchase order start and end date identified.  Enter in a 5-

digit department number in the Department Number field and a specific date in the PO 

Start Date and PO End Date fields.  Then click the Go 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 
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start and end date identified.  Enter a vendor number into the Vendor Number field and a 

specific date in the PO Start Date and PO End Date fields.  Then click the Go button. 

 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 the PO Start Date and PO End Date fields.  Then 

click the Go button. 

 

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

 

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- click Yes. 

8. The Receiving report will display.  

 

School Number Receiving Report 
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MCPS Purchase Order Encumbrance Report  

The MCPS Purchase Order Encumbrance Report displays the status and active encumbrance 

remaining on purchase orders (PO) either directly specified or that fall within a specified 

encumbered period of time.  Two versions of this report are available.  One version, called Detail 

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 version, called Summary by PO, shows 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. Log on to the FMS and navigate to the E-business Suite home page. 

2. In the Navigator region, click the MCPS Disco Viewer link. 

 

MCPS Disco Viewer link 

3. The MCPS Disco Viewer menu will display in the column to the right. Click the Discoverer 

Viewer link. The Discoverer Viewer will open in a new window. 

 

Discoverer Viewer link 

4. In the list of worksheets, find the MCPS Purchase Order Encumbrance  Report  name.  

5. Click the blue arrow  to the left to expand the list of available report links. Click on the link 

that will generate the type of report desired.  

 

MCPS Purchase Order Encumbrance 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 click the Go button. 

 Detail By PO Line- This report type will display the status and encumbered balance 

remaining on all PO line items as determined by the specific PO # entered into the PO 

Number parameter field, or by the timeframe (ex: SEP-09) entered into the Encumbered 
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Period parameter field .  Enter in either a specific requisition number, purchase order 

number or an encumbered period you wish to view a report for, in the appropriate field, 

along with account segment information.  Then click the Go button. 

 

MCPS Purchase Order Encumbrance - Detail by PO Line parameters 

 Summary By PO- This report type 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 the Go button. 
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MCPS Purchase Order Encumbrance - Summary by PO parameters 

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

 

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.  Click Yes. 

8. The MCPS Purchase Order Encumbrance Report will display.  
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MCPS Purchase Order Encumbrance Report ï Detail by Line PO 

The following table explains the meaning of information displayed in each column of the MCPS 

Purchase Order Encumbrance ï Detail by PO Line report. 

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 that processed the requisition and assigned it a Purchase 

Order (PO) number. 

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

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 been 

ordered in the same requisition. 

Release Num The numbers assigned to the end of a purchase order that is specific to 

your school or departmentôs portion of the blanket release purchase 

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 item, before any 

adjustments have been made. 

Active Encumbered Amt The amount of money left to pay on each PO line item after any 

adjustments have been applied or partial payments have been made. 
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Amount billed The amount of money billed to a school or department per line item 

based upon the number of items ordered, delivered and/or cancelled 

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 line items 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 Deliver-to-Location 

specified in iProcurement Checkout. 

Quantity Cancelled The number of each line item cancelled from the original PO. 

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

strand. 

Department The 5-digit number that represents a schoolôs or departmentôs 

assigned number. 

School The 3-digit number assigned to a school. 

Category The 2-digit number assigned to represent the category segment of the 

account strand. 

Account The 6-digit number assigned to represent a unique type of account in 

the account strand. 

Grant The 4-digit number assigned to represent a unique type of grant in the 

account strand. 

Program The  4-digit number assigned to represent a unique type of program in 

the account strand. 

Activity The 4-digit number assigned to represent a unique grade level or 

department in a school within the account strand. 

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 not 

yet complete. 

Requestor Name of the person that created the requisition for each PO line item 

in iProcurement. 
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MCPS Purchase Order Encumbrance ï Summary by PO report 

The following table explains the meaning of information displayed in each column of the MCPS 

Purchase Order Encumbrance ï Summary by PO report. 

Column Name Description 

Fund The 2-digit number that represents the fund segment of the 

account strand. 

Dept The 5-digit number that represents a schoolôs or departmentôs 

assigned number. 

School The 3-digit number assigned to a school. 

Cat The 2-digit number assigned to represent the category segment 

of the account strand. 

Account The 6-digit number assigned to represent a unique type of 

account in the account strand. 

Grant The 4-digit number assigned to represent a unique type of grant 

in the account strand. 

Activity The 4-digit number assigned to represent a unique grade level or 

department in a school within the account strand. 

Document Number The PO number, requisition number or journal entry number. 

Encumbrances The total original encumbered amount for the document number. 

Payment Adjustments Changes made to the original document number encumbrance 

amount due to changes in item unit pricing, shipping and 

handling charges, items being cancelled or being out of 

stock/print, etcé 

Outstanding Encumbrances The amount of money left to pay on a document number after 

any adjustments have been applied or partial payments have 

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

1. On line 56 below, Document Number 8037051 was originally encumbered for $39.9.  This 

document numberôs encumbrance amount has not been adjusted or paid off at all, as indicated 

by the value of 0 in the Payments Adjustments column.  There the amount of $39.9 remains 

active in the Outstanding Encumbrances column.  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 been issued to the vendor, 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. 

2. On line 57 below, Document Number 8040176 was originally encumbered for $1,746.00.  

This document numberôs encumbrance amount has been adjusted by, or paid off up to 

$1,597.00, as indicated in the Payments Adjustments column.  So the net difference between 

the Encumbrances and Payments Adjustments columns is $149.00, as shown in the 

Outstanding Encumbrances column.  This means $149.00 is left remaining to pay off  this 

document numberôs encumbrance completely. 

 

MCPS Purchase Order Encumbrance report  

Saving and Printing Discoverer Reports  

1. Run the Discoverer report desired. 

2. In the Actions region on the left side of the page, click the Printable Page link. 
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Actions region 

3. The Printable Page Options form will display. 

 

Printable pages options form 

4. Click the Printable PDF button in the upper right hand corner. 

5. The PDF file will generate and the PDF Ready window will display. 

 

PDF ready window 

6. Click the Click to view or save link 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 Discoverer report desired. 

2. In the Actions region on the left side of the page, click the Export  link. 
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Actions region 

 

3. The Choose Export Type form will display. 

4. Choose Microsoft Excel Workbook from the drop-down list. 

 

Export type drop down list 

5. Click the Export  button in the upper right hand corner. 

6. The Export Ready page will display. Click the Click to view or save button. 

 

Export ready page 
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7. The File Download window will display. Click the Save button and save the file to a desired 

location. 

 

File download window 

8. Open up Microsoft Excel from your programs menu on your computer. 

9. Click Tools  on the toolbar at the top of the screen. Select Macro  from the drop down list. The 

Macro menu will display to the right. Select Security  from the menu on the right. 

 

Tools drop down menu 

10. A Security form will display. Select Medium.  
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Security Form 

11. Click the OK button.  

NOTE: Adjusting the macro security setting to medium is a procedure that only needs to 

be performed once in the Excel application. So the next time a report from 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 choose File  and then Open 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 that display 

account balance information, a list of all possible accounts affiliated with a department or school, 

and a list of up-to-date activity codes. Reports can be generated to display information on one 

account or a range of accounts. 

Account Analysis - (180 Char) Report   

The Account Analysis ï (180 Char) report is designed to display the actuals, encumbrances, or 

budget for a specific account or a range of accounts in isolation. 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 ï (180 Char) Report: 

1. Log in to the FMS to open the FMS E-Business Suite Home. 

 

FMS E-Business Suite Home Page 

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

From the responsibilities on the right, under Reports: Request, click Standard . The Submit a 

New Request dialog box opens. 

 

Functions for Reports: Request 

3. Click the Single Request  option and click the OK button. The Submit Request form opens. 
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Submit a New Request dialog box 

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

Account Analysis ï (180 Char) . 

 

Submit Request form 

5. Click the OK button. The Parameters form opens. 

 

Parameters form: Account Analysis 

6. In the Type  field, type or select Entry Item . 

7. In the Currency  field, type or select USD. 
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8. In the Balance Type  field, type or select A (Actual), B (Budget), or E (Encumbrance). 

 NOTE: If you selected B (Budget) or E (Encumbrance) in the Balance Type  field, you 

must choose the budget or encumbrance name (commitments or obligations) on which to 

report. 

9. In the Starting Period  and Ending Period  fields, type or select the accounting period range 

for your report. 

10. In the Flexfield From  and Flexfield To  fields, type or select the account or account range for 

the report. When choosing to generate this report to review transactions specific to just one 

account use the same values in the high and low account fields. 

11. In the Order By  field, type or select Account Segment  to sort the journal entry lines of the 

report in numerical account order. 

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

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

 

Requests form 

14. Click the Refresh Data  button until the report has finished generating and the View Output  

button no longer appears grayed out. 

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

 NOTE: If you wish to view your report in a larger window, select Tools from the main 

toolbar and then select Copy from the drop down list. The report will open in a new window. 

16. Each line in this report represents an individual line item in a requisition. 

Budgets - Funds Available Analysis Report  

The Budgets-Funds Analysis report is designed to display account information corresponding to 

either the school or department segment in an account strand. The layout looks more like a 

traditional report. Schools versus departments will generate this report similarly with a slight 

difference that is explained in step 7 below. The advantages to running this report to view account 

information include the following: 
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 This is the only report that will show account transaction activity in real time 

 After specifying requirements, less time is taken to generate and display the report 

} To perform a Budget - Funds Analysis Report: 

1. Log in to the FMS to open the FMS E-Business Suite Home Page. 

 

FMS E-Business Suite Home Page 

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

From the responsibilities on the right, under Reports: Request, click Standard . The Submit a 

New Request dialog box opens. 

 

Functions for Reports: Request 

3. Click the Single Request  option and click the OK button. The Submit Request form opens. 

 

Submit a New Request dialog box 

 

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

Budget ï Funds Available Analysis . 
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Submit Request form 

5. Click the OK button. The Parameters form opens. 

 

Parameters form: Budget Funds Available Analysis 

6. For schools, in the Page Break Segment  field, click on the list of values icon and select 

School . The MCPS Accounting Flexfield window opens. For departments, in the Page 

Break Segment  field, click on the list of values icon and select Department . The MCPS 

Accounting Flexfield window opens. 

 

For schools: MCPS Accounting Flexfield window 
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For departments: MCPS Accounting Flexfield window 

7. For schools, in the Low School  field, type the desired school number. The same school 

number will carry over into the High School field as well. For departments, in the Low 

Department  field, type the desired department number. The same department number will 

carry over into the High department field as well 

8. In the Secondary Segment  field, click on the list of values icon and select Fund . 

9. In the Account Type  field, click on the list of values icon and select All . 

10. In the Budget  field, click on the list of values icon and select ACTUAL BGT 13 . 

11. In the Period  Name field, click on the list of values icon and select the current period for the 

fiscal year. 

12. In the Report Type  field, type or select YTDE (year-to-date extended). 

13. In the Encumbrance Type  field, type or select ALL . 

14. Click the OK button on the Parameters form to return to the Submit Request form. 

15. From the Submit Request form, click the Submit  button. The Request form opens. 

 

Requests form 

16. Click the Refresh Data  button until the report has finished generating and the View Output  

button no longer appears grayed out. 

17. Click the View Output  button to view the selected standard report. 
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 NOTE: If you wish to view your report in a larger window, select Tools from the main 

toolbar and then select Copy from the drop down list. The report will 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 can incorporate into their charge accounts. 

} To perform a Chart of Accounts Segment Values Listing Report: 

1. Log in to the FMS to open the FMS E-Business Suite Home Page. 

 

FMS E-Business Suite Home Page 

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

From the responsibilities on the right, under Reports: Request, click Standard . 

 

Functions for Reports: Request 

3. The Submit a New Request dialog box opens. 

 

Submit a New Request dialog box 
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4. Click the Single Request  option and click the OK button. The Submit Request form opens. 

 

Submit Request form 

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

Chart of Accounts ïSegment Values Listing . 

6. Click the OK button. The Parameters form opens. 

 

Parameters form: Chart of Accounts-Segment Values Listing 

7. In the Segment Name  field, click on the list of values icon and select Activity .  

8. Click the OK button on the Parameters form to return to the Submit Request form. 

9. From the Submit Request form, click the Submit  button. The Request form opens. 

 

Requests form 
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10. Click the Refresh Data  button until the report has finished generating and the View Output  

button no longer appears grayed out. 

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

 NOTE: If you wish to view your report in a larger window, select Tools from the main 

toolbar and then select Copy from the drop down list. The report will open in a new window. 

Chart of Accounts Detail Listing Report  

The purpose for running the Chart of Accounts Detail Listing report is to generate a list of all 

active accounts associated with your department (cost center) and/or school. 

} To perform a Chart of Accounts Details Listing Report: 

12. Log in to the FMS to open the FMS E-Business Suite Home Page. 

 

FMS E-Business Suite Home Page 

13. In the left column of the home page in the responsibilities column, click MCPS GL Inquiry. 

From the responsibilities on the right, under Reports: Request, click Standard . The Submit a 

New Request dialog box opens. 

 

Functions for Reports: Request 

14. Click the Single Request  option and click the OK button. The Submit Request form opens. 
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Submit a New Request dialog box 

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

Chart of Accounts ïDetail Listing . 

 

Submit Request form 

16. Click the OK button. The MCPS Accounting Flexfield window opens. 

 

Accounting Flexfield window 
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17. Type or select a Low and High value for each account segment for the desired account. For 

account segment values in the Low and High fields use the following: 

 

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 department segment in the account strand if none of their accounts are affiliated with 

schools 

18. Click the OK button to return to the Parameters form. 

19. In the Order By  field, click on the list of values icon and select Account . 

20. Click the OK button on the Parameters form to return to the Submit Request form. 

21. From the Submit Request form, click the Submit  button. The Request form opens. 
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Requests form 

22. Click the Refresh Data  button until the report has finished generating and the View Output  

button no longer appears grayed out. 

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

 NOTE: If you wish to view your report in a larger window, select Tools from the main 

toolbar and then select Copy from the drop down list. The report will 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 will be documented in this userôs guide in the same order.  It is recommended for schools and 

departments to run an SOT report once a month to follow the billing and payment path of each of 

their transactions. 

 MCPS Statement of Transaction Adobe PDF Report 

 MCPS Statement of Transaction EXCEL Report- Selected Fields 

 MCPS Statement of Transaction Department XLS Report- All Fields 

 MCPS Statement of Transaction EXCEL Report- All Fields 

}  To run the MCPS Statement of Transaction Adobe PDF Report 

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

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

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

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

 

Functions for Reports: Requests 

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

opens. 

 

Submit a New Request window 

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

MCPS Statement of Transaction PDF  report. 
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Submit Request form 

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

 

Parameters form 

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

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

information to fill in each parameter. 

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

the Parameters field of the Submit Request form.  

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

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

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

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

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

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

to generate.   

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

  

Statement of Transaction Adobe-PDF Report continued 

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

SOT Adobe PDF Report screenshot above. 

 

} Statement of Transaction Adobe-PDF Report Scenario Interpretation 

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

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

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

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

Location Description 

1 This is the date the report has been run. 

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

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

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

5 This is the account balance summary section of the PDF report.  It shows 
the beginning, ending and available balance for an accountôs budget, 
commitments, obligations, other encumbrance types and actuals. 

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

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

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

9 This region summarizes the amount of money accountable for each 
column in the table for all documents charged to a single account. 

9 
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2. This screenshot picture also shows the Commitment of $529.00 from the original requisition 

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

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

incurred at the Commitment, Other and Actual levels. 

 

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

3. This second screenshot picture below shows that during the SEPT-09 period the Obligation 

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

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

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

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

amount was released as an Obligation and charged as an Actual during this particular period. 
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Statement of Transaction Adobe-PDF Report run for the SEPT-09 period 

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

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

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

 

MCPS GL Inquiry responsibility  

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

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

 

Functions for Reports: Request 
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4. Click the Single Request  option and click the OK button. The Submit Request dialog box 

will open. 

 

Submit a New Request dialog box 

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

MCPS Statement of Transaction Excel Report -Selected Field . 

 

Submit Request form 

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

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

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

information to fill in each parameter. 

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

the Parameters field of the Submit Request form.  

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

 

Request form 

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

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

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

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

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

and click OK. 

 

Viewer Option dialog box 

13. The report will display in a new window. 

 

MCPS Statement of Transaction Report- Excel Selected Fields 

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

included in this Excel report. 

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

GL-Date GL GL Date in which the transaction 

occurred 

BATCH_NAME GL GL Batch Name is either the imported 

batch name or the manual batch name 

USER_TRANSACTION_SOURCE GL  

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 segment-Fund 

 

SEGMENT2 GL Account distribution segment- Dept 

SEGMENT3 GL Account distribution segment- School 

SEGMENT4 GL Account distribution segment- Category 

SEGMENT5 GL Account distribution segment- Account 

SEGMENT6 GL Account distribution segment- Grant 

SEGMENT7 GL Account distribution segment-Program 

SEGMENT8 GL Account distribution segment- Activity  

PURCHASE_ORDER Purchase Purchase order number assigned 

HEADER_DESCRIPTION Purchase Purchase order number 

REQUISITION_NUMBER Purchase Requisition number 

SUPPLIER Purchase Supplierôs name if applicable 

SUPPLIER_NUMBER Purchase Supplierôs 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

ME 

Inventory  

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 Payable check 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. Log in to the FMS and navigate to the E-business Suite home page. 

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

 

MCPS GL Inquiry responsibility 

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

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

 

Functions for Reports: Requests 

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

will open. 



 

 49 

 

Submit a New Request dialog box 

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

MCPS Statement of Transaction XLS Report -All Fields . 

 

Submit Request form 

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

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

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

information to fill in each parameter. 

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

the Parameters field of the Submit Request form.  

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

 

Request form 

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

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

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

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

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

and click OK. 

 

Viewer Option dialog box 

13. The report will display in a new window. 

 

Statement of Transaction Department XLS Report- All Fields 

 

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

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

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

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

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

 

Functions for Reports: Requests 

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

will open. 

 

Submit a New Request dialog box 

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

MCPS Statement of Transaction Department XLS Report -All Fields . 
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Submit Request form 

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

 

Parameters form 

7. The Period From, Period To, Department, Fund, Category and Account fields will appear in 

yellow since they are required fields to be filled in.  Click the list of values icon to select the 

appropriate information to fill in each parameter. 

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

the Parameters field of the Submit Request form.  

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

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

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

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

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

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

to generate.   

11. Click the View Output  button. 

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

and click OK. 

 

Viewer Option dialog box 

13. The report will display in a new window. 
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MCPS Statement of Transaction EXCEL Report- All Fields 

Account Inquiry  

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 can be 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 the E-business Suite home page. 

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

 

MCPS GL Inquiry responsibility 

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

heading, click the Account link. The Account Inquiry form will open. 
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Inquiry Account link 

4. In the Account Periods region of the form, click on the list of values  icon to select the From 

and the To period of time desired to run an account inquiry and view expense activity. 

 

Account periods form 

5. On the Primary Balance Type tab, click inside the Actuals  radio button.  This will run the 

inquiry on the expenses charged to a specified account and show individual line item debits 

and credits. 

 

Primary balance type tab on account inquiry form 

6. Click inside the Account field to access the Find Accounts form and enter in the account 

number to run an inquiry.  If a single account inquiry is desired then the same 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. 

 

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 the high and low 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 identified for an inquiry that include activity codes 

7. Click the mouse 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 click the Show Balances  

button. 

 

Show balances button 

8. The Detail Balances form will appear.  Each monthly period that occurs between the time 

range specified to run the account inquiry will be listed on a separate line under the Period 

column.  The Period to Date (PTD) column shows how much money has been debited from 

an account during each monthly period.  If a value appears in parenthesis, it means money 

has been credited to the account.  The Year to Date (YTD) 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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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 on the Journal 

Details  button. 

 

Monthly period selected for drill down 

10. The Journals form 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 selected monthly period.  The Source column identifies 

if a line item is an internal item purchase (inventory), an external item purchase (payables) or 

a purchase made using an American Express credit card (AMEX).  The Line column provides 

the requisition line number 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).  The Entered Debit and Entered Credit 

columns show the amount of money each requisition line item charged to the account. 
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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 payment details.  Then 

click on the Drilldown  button. 

 

Line item selected for drill down on journals form 

 NOTE: Only line items identified as inventory or payables in the Source column can be 

drilled down into to view payment details.  No payment details for American Express 

purchases can be viewed.  When an AMEX line item is selected the Drilldown button will 

become grayed out. 

} To drill down into a payables line item: 

1. After clicking the Drilldown  button on the Journals form, the Payables Invoice Accounting 

form will display.  On this form, the Invoice Date of the line item assigned by the supplier 

(vendor) is shown and the name of the Supplier is shown.  The Comments field provides a 

Line items in the 

same requisition 
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description of the line item and the Accounting Date identifies the date this line item debit 

was applied to the account. 

 

Payables invoice accounting form 

2. Click the Show Transaction  button. The Invoices form will display.  The Amount Paid 

region shows the total amount of money paid to the supplier.  The Invoice Status region 

identifies that the invoice the line item is part of has been validated, matched and accounted 

for by the Accounts Payable department.   

 

Invoices form 

3. Click the View Payments tab.  The Payment Date, Document Number (check number), 

Payment Date to the supplier and GL Date of payment for the line item in the General 

Ledger, resulting in a debit to the account, can be viewed. 
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View payment tab on Invoices form 

 NOTE: If an electronic check payment sent to the supplier is larger than the cost 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. 

4. Click on the Distributions  button.  The Distributions form 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 corner, the Distribution Total field shows the 

total amount of money paid to the supplier by means of electronic check. 

 

Distributions form 

5. To close the Distributions form and return to the Invoices form, click the X in the upper right 

hand corner. 

6. To close the Invoices form and return to the Payables form, click the X in the upper right 

hand corner. 

7. To close the Payables form and return to the Journals form to select another line item to drill 

down into, click the X in the upper right hand corner. 
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8. To return to the Detail Balances form to select a different monthly period to view individual 

requisition line item debits and credits applied to an account, click the Detail Balances  

button at the bottom of the Payables form. 

9. To return to the Account Inquiry form to specify a different account to run an account inquiry 

on, click X in the upper right hand corner of the Detail Balances form. 

} To drill down into an inventory line item: 

1. After clicking the Drilldown  button on the Journals form, the Inventory Material Accounting 

form will display.  On this form the Trans Date field identifies the date of the line item debit 

to the account, provides the Item number (warehouse item number) and provides a 

description name of the line item ordered in the Desc field. 

 

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 the Inventory Materials Accounting form and return to the Journals form to select 

another line item to drill down into, click the X in the upper right hand corner. 

3. To return to the Detail Balances form to select a different monthly period to view individual 

requisition line item debits and credits applied to an account, click the Detail Balances  

button at the bottom Journals form. 

4. To return to the Account Inquiry form to specify a different account to run an account inquiry 

on, click X in the upper right hand corner of the Detail Balances form. 

 

 

 


