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Section 1.
Introduction
Purpose of the Report

This report displays a listing of negative remaining balances for specific chartfield values or a range of values. The negative balance is calculated by taking the current budget and subtracting all Expenses, Pre-Encumbrances, and Encumbrances for that budget (Budget – (Expenses + Pre-Encumbrances + Encumbrances) = Remaining). The report can also be subtotaled by chartfield. The report can be run in a PDF format or CSV (MS Excel) format.
The Negative Balance report is used to identify budgets that have been exceeded. Agencies can then take appropriate corrective action.
( User must specify Fund and agency department value(s) in the report
Type of Report

Structured Query Report (SQR); Format - Portable Document Format (PDF) or CSV (MS Excel)
Legacy SAAAS/CAS Reports
CAS: ACRA62 All SID’s with negative balances, ACRA63 Negative Balance Report (by agency listing the fund, agency, and SID), and ACRA64. SAAAS: Option 4 Ledger Reports.                                                                                                                                                  
Role(s) Needed to Access the Report
Central GL Approver, Central GL Reviewer, and Central GL System Tech Resource, Agency GL Approver, Agency GL Reviewer, Agency GL System Tech Resource, Fiscal Administrative Reviewer
Navigation Path to the Report
Main Menu > Core-CT Financials > Commitment Control > Budget Reports > Negative Balance 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., Neg_Balance_Weekly)
· 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 STATE or use the lookup to select
	use STATE for all Commitment Control reports

	* Ledger Group:
	type ledger group or use the lookup to select
	user must select a commitment control ledger group (i.e., KK_ )
use the appropriate ledger group based on your agency’s budget structures
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	click button 
	to display chartfield selection


Report Request Parameters:
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Chartfield Selection
General Notes:

· Page allows users to specify chartfield combinations to display on the report
· User must narrow the scope of the report by selecting only agency specific chartfield values. For example, specify only your agency’s department values
· Fund and Department values must be specified on the report
· An asterisk * preceding the field name indicates input is required

· Go to tips and tricks for additional help in entering chartfield values
	Chartfield Selection                                                                       see screenshots below

	In This Field
	Enter
	Notes

	* Sequence
	numeric sequence (1, 2, 3, etc.)
	sequence (columns left to right)  that chartfields will appear on the report; also determines the sort order from lowest to highest value

	* Include CF
	select check box
	select chartfields to be displayed on the report.
fund and department  value(s) must be specified

	Subtotal
	select check box
	to subtotal by selected chartfield
only one chartfield can be subtotaled on each report

	Value
	enter chartfield value or use the lookup to select
	user can select a specific value or a range of values

if selecting a range of values, this is the beginning value in the range

	To Value
	enter chartfield value or use the lookup to select
	if selecting one value - repeat same value here as in “Value” field
if selecting a range of values, this is the ending value in the range

	  
	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 
· leave server name blank

· select format – format can be PDF or CSV (MS Excel)

· push the OK button



Chartfield Selection
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Process Scheduler Request (select SQR report, not CT_SQR_Burst)

[image: image4.png]Process Scheduler Request

UserID: COREPerkinsS. Run Control ID: reporing

Server ame: V] reosefosion ®

Recurrences & Run Time: 9505141 [ Resetlo Current DaterTime |

Time Zone: aQ

premy e Processiame  [ProcessTue  |Twe |'formst Dswbution
D) Burstea eoave Balence Rt croets  oT_sR Bt [Por ] Distiuton

Distibuion

Negative Balance Report CTGLR118. SOR Report





	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
Examples of rows generated for a Negative Balance report with the suggested parameters. 
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Figure 1 – CTGLR118 report in PDF format
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State of Connecticut GL

Report ID:CTGLR118  NEGATIVEPage No. 1

Bus. Unit: STATE - State of Conn Run Date

LedgerGriKK AGY1 - Agency 1Bud|Run Time

Currency: USD.

10/31/2013
9:54:19

Chartfield Criteria
Fund: All\SID: All values Budget Pe Dept: MHAS3100 to MHAS3810
Fund I Budget Pe Dept Budget
11000 10010 2014 MHAS3100  10,427,301.00 0
11000 10010 2014 MHAS3810  4,417,164.00 0
11000 12157 2014 MHAS3810  3,184,624.00 0
GrandTot 18,029,089.00 0 2731473 19,074,09166  -1,072317.39

PreEncumbrance Encumbrance Expense

Remaining
27,314.65 11,006,216.20 -606,229.85
0 4,863,034.51 -445,870.51

0.08 3,204,840.95 -20,217.03





Figure 2 – CTGLR118 report in csv. (MS Excel) format
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