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Section 1.
Introduction
Purpose of the Report

This report is used by Project Costing agencies to review Budget, Expense, Payroll, Purchase Orders, and Pre-Encumbrance information pertaining to a single project. The User has the option of selecting all, or some, of these sections to report on. Each section offers a number of configured options that the information can be totaled by. The User must specify Project Id (required), Fund (optional), SID (optional), and a date range (required).        

Note: The Budget section ignores the date range and always returns life-to-date information.

( configuration MUST BE COMPLETED before this report can be run. this is a one-time configuration for every agency whICH will be running this report. this needs to be coordinated through THE core-CT projects and contracts support unit AS only core-CT has access to this configuration.

Report Configuration Requirements
There are two distinct configurations necessary for this report to run: Section Configuration and Analysis Group Configuration. Agencies must be satisfied that their Analysis Group configuration conforms to what the Sections will reflect on the report.
Section Configuration
Supporting sections and totaling fields are configured and implemented by the Core-CT Project support team only.

Analysis Group Configuration

Configuration is determined by each agency and implemented by the Core-CT Project support team. The navigation to view the configuration is: Set up Financials/Supply Chain> Product Related> Project Costing> Transaction Options> Analysis Groups
Analysis Group 
Section
PTRBG

Budget  

PTREX

Expenses not related to purchase orders

PTRPO

Purchase orders (including associated payment information)

PTRPR

Pre-Encumbrances 

PTRPY

Payroll Detail

This is a sample of the configuration for the Analysis Group PTRPY for DPH and will reflect the PYRL Section of the report for DPH:
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Type of Report
Structured Query Report (SQR). Report output is available in both Portable Document Format (PDF), and CSV/MS Excel.
Legacy Reports

N/A

Roles needed to access report

CT AGY PC DOT VIEWER RPT MAKER
AGY PC VIEWER_REPORT MAKER
CT AUD PUB ACCT FUNC VIEW
Report Navigation

Project Costing> Core-CT Reports> Project Transactional Report

Suggested Run Times

Ad Hoc
Section 2.
Report Request Parameters
General Notes:
· Create a new Run Control ID or select an existing one.
· Users should use a Run Control ID naming convention that can be easily identified if running this report on a regular basis. 
· An asterisk * preceding the field name indicates input is required.
	Parameters                                                                                       see screenshots below

	In This Field
	Enter
	Notes

	* Business Unit
	Enter valid value or use look up to select
	Required

	* Project
	Enter valid value or use look up to select 
	Required

	Fund Code
	Enter valid value or use look up to select 
	Optional. Only values that belong to selected project are valid.

	Special ID
	Enter valid value or use look up to select 
	Optional. Only values that belong to selected project are valid.

	* Date From
	Enter valid value or use look up to select 
	Required

	* Date To
	Enter valid value or use look up to select 
	Required

	* Section
	Select from: BDGT, EXPN, PENC, PO, PYRL
	Required-Must select at least one section

	* Field Name
	Dynamic selection per each section
	Required. The report results will be totaled by this field.


Sample Run Control ID
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	Click the Save button to save Run Control ID report parameters
	save reports that you want to run on a regular basis
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	Click the Run button.
	· click the Select check box for report 

· leave the server name blank

· select format –  Only PDF format is available (CSV version will be available at a future date).
· Click the OK button


Process Monitor
	Process Monitor                                                  

	In This Field
	Enter
	Notes
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  Process Monitor
	click the Process Monitor link 


	· to view the processing status of the report

· click 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
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Section 3.
Examples of Report Output
PDF examples:
Budget Section
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Expense Section

Purchase Order Section

Pre-Encumbrance Section
Payroll Section

Payroll Grouping Legend
Examples of Report Output 

CSV/Excel example:

Please note that each individual section that was selected on the run control will produce its own CSV file (see example below).

[image: image4.jpg][ R

pe———

s e o s st





Sample of output in Excel (CSV opened as Excel) BUDGET SECTION ONLY
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