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STATE OF CONNECTICUT  
Flexible Ledger Detail
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        Vendor Payment 
        CTAPR199
Section 1.
Introduction
Purpose of the Report

The report displays a detail listing of payments by vendor.  The run control page allows the user to select a vendor and specify a date range. Report output includes vendor ID, vendor name, Business Unit, voucher ID, check number, payment date, and gross amount.

The report is used to review and monitor vendor payments
( User must specify From date, Through Date, Vendor Selection, Remit SetID, Vendor ID
Type of Report  
Crystal; Format - Portable Document Format (PDF) 
Legacy SAAAS/CAS Reports   
SAAAS Option 16 Vendor Payments Reports
Role(s) Needed to Access the Report   
Agency AP Report Maker, Agency Vendor Report Maker, Central Payment Report Inquirer, Central Vendor Approver
Navigation Path to the Report
Main Menu > Core-CT Financials > Accounts Payable > Reports > Vendor > Vendor Payment Report
Suggested Run Times  
Ad hoc
Section 2.
Report Request Parameters
General Notes:
· Select an existing Run Control ID or enter a new one

· For reports that are run on a regular basis, user should select a Run Control ID naming convention that can be easily identified (e.g., Vendor_Payment)
· An asterisk * preceding the field name indicates input is required
· Go to tips and tricks for additional help in entering Run Control IDs and report parameters
	Parameters                                                                                       see screenshots below

	In This Field
	Enter
	Notes

	* From Date:
	type “from” date or use the calendar icon to select
	· to display one day  - enter same date in both fields

· to display a date range – enter beginning and end date

· to display year to date – enter 07/01/YYYY and current date

	* Through Date:
	type “to” date or use the calendar icon to select
	

	* Vendor Selection:
	use dropdown menu to select
	Selection options include; All, Set ID or Vendor ID

Recommended:  Select Vendor ID to specify one or more vendor(s) and avoid very lengthy reports

	* Remit SetID:
	type SetID or use the lookup to select
	If Set ID or Vendor ID is selected in the Vendor Selection field, this field opens;  Enter STATE

	* Remit Vendor:
	type vendor ID or use the lookup to select
	If Vendor ID is selected in the Vendor Selection field, this field opens;  User must enter Vendor ID(s); click the + sign to enter additional vendors
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	push the save button to save report parameters
	save reports that you want to run on a regular basis

	
	push the run control button
	· click on the select box for report 

· select server name (PSNT or PSUNIX) from the dropdown list or leave blank

· select format –  PDF

· push the OK button


Report Request Parameters
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Process Monitor
	Process Monitor                                                  

	In This Field
	Enter
	Notes

	  Process Monitor
	click the Process Monitor link 


	· to view the processing status of the report

· push the refresh button until the Run Status is “Success” and the Distribution Status is “Posted” 

· click  the Details link

· click the View Log/Trace link

· click the report name link to display results


Section 3.
Example(s) of Report Output
Example of rows generated for a Vendor Payment report with the suggested parameters. 
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FromDate: ~ 07/01/2013 VENDOR PAYMENT x ?":E 111”1‘79;210;;
Through Date: 7/31/2013

‘Vendor ID Vendor Name Business Unit Voucher ID__ Check Number Payment Date _Gross Amount
0000000151 CITY OF WATERBURY DCPMI 00019268 00619291 70012013 1627862
0000000151 TOWN OF WATERBURY DEPM1 00134718 00618368 71712013 500
0000000151 CITY OF WATERBURY DOTM1 00588721 00619632 7232013 1520007
0000000151 WATERBURY TOWN TREASURER DOTM1 00588813 00620520 7512013 62.063.68
0000000151 WATERBURY TOWN TREASURER DOTM1 00588815 00620520 72512013 375477
0000000151 WATERBURY TOWN TREASURER DOTM1 00588816 00620520 72512013 6153050
0000000151 WATERBURY TOWN TREASURER DOTM1 00580572 00621334 7712013 21304052
0000000151 CITY OF WATERBURY DPHMI 00104588 00619292 72012013 130,023.02
0000000151 CITY OF WATERBURY DPHMI 00104632 00620552 7252013 9.62000
0000000151 CITY OF WATERBURY DPHMI 00104634 00620552 72512013 1924400
0000000151 CITY OF WATERBURY DPHMI 00104650 00620552 72512013 12531200
0000000151 CITY OF WATERBURY DPHMI 00104666 00620552 72512013 526200
0000000151 WATERBURY TOWN TREASURER DPSM1 00163563 00619630 7232013 750,00
0000000151 TOWN OF WATERBURY DRSMI 00020305 00619631 7232013 50.00
0000000151 WATERBURY TOWN TREASURER TUDMI 00571302 00619970 70412013 301500
0000000151 WATERBURY TOWN TREASURER TUDMI 00571303 00619970 70412013 15625
0000000151 WATERBURY TOWN TREASURER TUDMI 00571304 00619970 70412013 250,00
0000000151 WATERBURY TOWN TREASURER TUDMI 00571305 00619970 7412013 8750
0000000151 CITY OF WATERBURY TUDMI 00572164 00621012 72612013 400000
0000000151 CITY OF WATERBURY TUDMI 00572523 00621333 7712013 322000
0000000151 WATERBURY BD OF EDUCATION OECM1 00000009 00618358 77172013 $42.875.00





Figure 1 – CTAPR199 report in PDF format (the only format available)
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