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Contract Reconciliation Report
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Contract Reconciliation Report
CTE17668

Introduction 

Description and Purpose

This report has been designed for agencies using Projects and Contracts module. This report will integrate with either the Federal Fiscal Management Information System (FMIS) or an external worksheet provided the external source is configured to be uploaded into the CORE specific input template.  This report will be used to reconcile differences proactively between CORE data and the FMIS system and/or external source.
The reconciliation report shows CORE values including contract number, transaction identifier, contract limit amount, contract processed amounts, Total BIL’s, BLD’s and BAJ’s after the billing end date. Core processed amount are calculated as follows:

Core Processed Amount = Contract Processed Amount – Total BIL’s – Total BLD’s (after Billing Date) – Total BAJ’s (after Billing Date).

This report will also show other information like, contract statuses along with last billed amount and date date.

Instructions for Use 
There are several steps to this process: 1) Download a FMIS or external data source 2) Format the file according to the template layout 3) Run the process
1) Download from FMIS

DOT will extract Grant balances from the FMIS system. It may take couple of days for the FMIS system to update their balances after Billing is finalized.  To get accurate results, the FMIS file should be extracted three to five business days after the month end billing is complete. 

The file from FMIS system is a pipe delimited text file with following format:
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**Delete the first row of the text file (Prj No. 9999000-00) before the file is loaded into the CSV template.

1a) Format the FMIS Download for Upload into Core

a) In Excel, select File, Open.
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b)  Change Files of type to “All Files”
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c) Navigate to the location of the FMIS text file location on the network drive –once located click open
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d)     Using the Import Text Wizard Select Delimited in the Original data type options and Click Next.
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  Check Other in the Delimiters options, enter “|” (hold the shift and \ button together) for pipe   delimited character and click Next.
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To format selected columns into text format-- select the third column (PRG CD) and select Text radio button in the Column data format options. Do not click next yet.  Proceed to the fifth column (PRJ NO) and select Text in the Column data format options.
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g) Click Finish

h) Save the file as .CSV. The file is now able to be copied into the Upload template 
**(If you did not delete the first row of the text file (Prj. No 9999000-00), copy starting with the 2nd row of data.  

A sample of the layout input template is embedded below:
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Layout of CSV File is explained below: 
· First Column: CONTRACT_NUM – This is the Core Contract number equivalent. This column should be formatted as Text. For DOT FHWA processing, the program will convert the input Contract to match Core Contract i.e. 0952066-01 will be converted to 0952(066).

· Second Column: TRANS_ID – This column will need to be populated only when Contract Limits are configured at Transaction Identifier level. Currently only DOT FHWA will be using this. This column should be formatted as Text.

· Third Column: OBLIGATED – This is the Total Contract awarded/obligated amount from the external system. This column needs to be formatted as number.

· Fourth Column: EXPENDED – This is the Total Expenditures done on the Contract in the external system. This column needs to be formatted as number.

2) Upload to Core and Run the Reconciliation Report

A new run control page is required to upload the FMIS (or external file) into CORE and produce the Reconciliation Report.  Any previously loaded file MUST be deleted (use trash can) before a new file is uploaded.
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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., CA_LIMIT_RECON)

· 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

	* Business Unit:
	type business unit or use the lookup to select
	user must specify agency PC business unit

	* As of Billing Date
	Date should be 3-5 days after last billing cycle
	user must enter date format (MM/DD/YYY)
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	push the save button to save report parameters
	save reports that you want to run on a regular basis
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	push the run control button
	· click on the select box for report 

· leave the server name blank

· select format –  This report runs to CSV format only 
· push the OK button



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


Output – Common Separated Value (CSV) only 

Legacy SAAAS/CAS Reports

 N/A
Role(s) Needed to Access Report
CTAGYPCVIEWER_REPORTMAKER

CTAGYPCDOTVIEWER_RPTMAKER

CT_F_CUSTOM_COMPS

Navigation Path to the Report

Main Menu > Core-CT Financials > Project Costing > CORE–CT Reports > Contract Reconciliation
Suggested Run Time - Ad Hoc 
  �  Save








Run





OK





Refresh
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