?@CARD'NMW General Ledger Job Aid

Expenditures by Agency Use 1 Report

About the Expenditures by Agency Use 1 Report

Cardinal uses the Agency Use 1 field as a tag in conjunction with other chartfields such as cost
center or project to track miscellaneous work efforts or special initiatives. The Expenditures by
Agency Use 1 Report assists users in tracking expenditures associated with the Agency Use 1
values, as well as attributes associated with the Agency Use 1.
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Navigate to Main Menu > General Ledger > General Reports > Expenditures by Agency
Use 1. The Expenditures by Agency Use 1 page appears.
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Main Menu > General Ledger » General Reports » Expenditures by A

Expenditures by Agency Use 1

Find an Existing Value Add a New Value

Run Control ID:|Expend_Agy_Use_1

Add

Find an Existing Value | Add a New Value

1 Create a Run Control ID and click the Add button.

NOTE: The system does not allow you to delete a Run Control ID once it is created. You can
use the same Run Control ID whenever you want to run the Expenditures by Agency Use 1
Report. Simply change any parameters you need to change before running the report again.

2 For future use, once you enter and save a Run Control ID, you can use the Find an Existing
Value tab, click the Search button and select the saved Run Control ID.
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4 CARDINAL

Fa\rc;r'rtes MainvMenu 3y GeneraIvLedger ¥ GenemLReports » Expenditures by Agency Use 1
Expenditures by Agency Use 1

Run Control ID:  Expend_Agy_Use_1 ReportManager Process Monitor ol

Report Request Parameters

*Business Unit a9 District @,

(Associated with DEPTID on transaction)

® Run by Fiscal Year, Accounting Period Range Fiscal Year
O Run by Journal Date Range Accounting Period From

Accounting Period To

@ Agency Use 1 Agency Use 1 @,
(% for all)
Save| |[ElNatity| Ek Add| | 2] UpdateiDisplay |

3 The Expenditures by Agency Use 1 page displays request parameters you can use to define
your report requirements.

4 Inthe Business Unit field, enter or select the Business Unit. This is a required field.

5 Click the magnifying glass icon in the District field to see a list of values.

[ Look Up

Look Up District

Cancel

Search Results
Wiewe 100 First [4] 1-10of 10 [] Last

Location Code Short Description

10 Central

11 Bristol

12 Salem

13 Lynchburg
14 Eichmond
15 Harmpton Rd
A6 Fredrokbrg
17 Culpeper
18 Staunton
19 rMLirginia

6 The report results can be limited to transactions in a certain set of departments. In the District
field, enter or select a Location Code value to limit the report output to transactions that occurred
for DEPTIDs related to the District (Location Code). A location code is assigned to each
department value in Cardinal. This is not a required field to be used when running this report.
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NOTE: An Agency Use 1 value may be used by different departments. Selecting a District will
limit the transactions in the report to only those departments in the specified District that
appeared in financial transactions.

® Run by Fiscal Year, Accounting Period Range Fiscal Year ’m
' Run by Journal Date Range Accounting Period From ’_3
Accounting Period To I_E'-|

Reporting Timeframe

() Run by Fiscal Year, Accounting Period Range

(% Run by Journal Date Range Journal Date From 09/01/2012 5]

Journal Date To 09/30/2012 [3]

7 The report can be run by different timeframe parameters. In the Reporting Timeframe section,
choose the radio button to Run by Fiscal Year, Accounting Period Range or choose the radio
button to Run by Journal Date Range. The page will display the required fields to enter
depending on the button selected.

By Agency Use 1:

The report can be run for all Agency Use 1 values by entering a wildcard.

{(® Agency Use 1 Agency Use 1 [o @,

(% for all)
O Attribute Attribute | |

Attribute Value |

8 Inthe Agency Use 1 section, choose the radio button to run by Agency Use 1 or choose the
radio button to run by Attribute. (This report cannot be run for both Agency Use 1 and Attribute
simultaneously.)

The page displays the required fields available to enter depending on the button selected.
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® Agency Use 1

O Attribute

Agency Use1 |[HrDo @,

(% for all)

Attribute |

Agency Use 1

Attribute Value |

The report can be run for a range of Agency Use 1 values by entering a partial wildcard.

(® Agency Use 1

O Attribute

Agency Use 1 |HRD0O0DD04 @,

(% for all)

Attribute |

Agency Use 1

Attribute Value |

The report can be run for one Agency Use 1 value by entering or selecting a single Agency Use

1 value.

By Attribute:

The report can be run for an Attribute and Attribute Value by first choosing an Attribute
(EVENT or TYPE) from the Attribute dropdown. The dropdown then displays only those values
that are related to the EVENT or TYPE chosen. The wildcard option is not available for the

Attribute and Attribute Value fields.

Agency Use 1

O Agency Use 1

® Attribute

(% for all)

Attribute TYPE

@,

Attribute Value |SNOW-ICE
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Agency Use 1

® Agency Use 1 Agency Use 1 |HRD0000004| @,
(% for all)
O Attribute Attribute | |

Attribute Value | |

[5) save ||| notity | [h Add| | 7] Updatemisplay |

Click the Save button

Remember: The system will not allow you to delete a Run Control ID once it is created. You can
use the same Run Control ID whenever you want to run the Expenditures by Agency Use 1
Reports. Simply change any parameters you need to change before running the report again.

4P CARDINAL

Favorites | Main Menu > General Ledger > General Reports > Expenditures by Agency Use 1
- H - hd il

Expenditures by Agency Use 1

Run Control ID:  Expend_Agcy_Use_1 Report Manager FProcess Monito |£|
Report Request Parameters
*Business Unit (50100 @, District [19 @,
(Associated with DEPTID on transaction)
Reporting Timeframe
(¥ Run by Fiscal Year, Accounting Period Range Fiscal Year 2013
) Run by Journal Date Range Accounting Period From 1

Accounting Period To 3

Agency Use 1

(® Agency Use 1 AgencyUse1 |121915 Q@,
{% for all)

Attribute Value | |

9 Click the Run button.
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Favorites Main Menu > General Ledger > General Reports > Expenditures by Agency Use 1

Process Scheduler Request

User ID: ELIZABETH.LAKE Run Control ID: Expend_Agcy_Use_1
Server Name: RunDate:  [10222012 |5
Recurrence: Run Time: 11:45:45AM | Resetto Current Date/Time |

Time Zone: Q%

Select Description Process Name Process Type Type *Format Distribution
Agency Use 1 Report YGELRO580 S0OR Report Web w | C3V Distribution

I 0K Cancel |

10 The Process Scheduler Request page displays.
11 Click the OK button.
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4P CARDINAL

Favq’rtengain_Menu > General Ledger > General Reports » Expenditures by Agency Use 1

Expenditures by Agency Use 1

Expenditures by Agency Use 1

Run Contred I Expend_Agcy_Use_1 Eeport Manager Process Monitor |&|

trocess Instance:8421?8|

Report Request Parameters
*Business Unit (50100 @, District |19 Q@,

(Associated with DEPTID on transaction)

Reporting Timeframe

(®) Run by Fiscal Year, Accounting Period Range Fiscal Year 2013
( Run by Journal Date Range Accounting Period From 1
Accounting Period To 3

Agency Use 1
& Agency Use 1 Agency Use 1 [421945 @,

{% for all)
O Attribute Attribute [ ]

Attribute Value |

12 Clicking the OK button returns you to the Main Run Control page. The Process Instance Number
is displayed. This number identifies the process you have run and is helpful when checking the
status of the report

13 Click the Process Monitor link. This allows you to view the run progress of the report.

Page 8 of 12 Last Updated 2/28/2013



A% CARDINAL General Ledger Job Aid
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4P CARDINAL

Favorites Main Menu > General Ledger » General Reports » Expenditures by Agency Use 1

View Process Request For

User ID: [PPS_ELIZABE @, Type: | v [Last v 1 |Days ]
Server: Name: @, Instanoe:| to |
Status: Status:
Process List customize | Find | View 20 [ B 1 38 Fret £ g orq I Last
Select Instance Seq. Process Type :::%“ User Run DateTime Run Status W Details
842178 SR Report WiELROS80 PPS_ELIZABETH.LAKE 10/22/2012 11:45:45AM EDT Success Posted Details

Go back to Expenditures by Agency Use 1

(5 save | =] notity |

14 Click the Refresh button (you can do this several times) to refresh the status of the report. When
the Run Status = Success and the Distribution Status = Posted, click the Details link. The
Process Detail page is displayed.

Favo_r'rtes Main'Menu 3 GeneraIvLedger b GeneraLReports » Expenditures by Agency Use 1

Process Detail

Instance: 842178 Type: SOR Report
Name: VGLROS80 Description: Agency Use 1 Report
Run Status:  Success Distribution Status: Fosted

e ———— o
Run Control ID: Expend_Agcy_Use_1 Hold Request
Location: Server Queue Request
Server: PSUNIK4 Cancel Request

O Delete Request

Recurrence: Restart Request
Request Created Om: 10/22/2012 11:55:164M EDT Parameters Transfer
Run Anytime After:  10/22/2012 11:45:454M EDT Message Log

Began Process At 10/22/2012 11:55:194M EDT
Ended Process At 10/22/2012 11:55:234M EDT View Log/MTrace
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15 Click the View Log/Trace link.

CARDINAL

View Log/Trace

Report ID: 2783272
Name: VGLRO580

Run Status: Success

Agency Use 1 Report

Distribution Node: finprd

Name

ainvMenu > General Ledger > General Reports > Expenditures by Agency Use 1

[ i —

Distribution Details

[ i —

Process Instance: 342178 Message log
Process Type: SQR Report

Expiration Date: 112112012

vgir0580 242178.csv

valrUoel 4.7 fo.0Ut
Distribute To
Distribution ID Type
User

File Size es Datetime Created

S0R VGLRO580 842178.log 1,897 10/22f2012 11:55:23.191536AM EDT
18,899 1002212012 11:55:23.191536AM EDT
Toe 10/22f2012 11:55:23.191536AM EDT

*Distribution 1D
PP3S_ELIZABETH.LAKE

16 Click the vglr0580_XXXXXX.csv hyperlink to view the report generated. The XXXXXX denotes
the process instance generated at run time.

File Download

Do you want to open or save this hle?

[ag] [ Marme: wglr0S80_842178.xls

H

Bl Type: Microsoft Office Excel 97-2003 Worksheet
From: cardinalfin.cov.virginia.goy

Open l[ Save ]L Cancel J

[+] &lways ask before opening this type of file

harm your computer. |f you da nat trust the source, do not open or

@ Wwihile files from the Intermet can be uzeful, some files can potentially
zave this file. What's the risk?

A File Download message box is displayed. Click the Open button.
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M Microsoft Office Excel

] The file ywou are trying to open, "wglr0S80_842175.xls', is in a different format than specified by the file extension, Yerify that the file is not corrupted
. and is fram a trusted source befare opening the file, Do vou wank to open the file now?

17 A Microsoft Office Excel message box is displayed. Click the Yes button. This box may display
on a separate page and you may need to tab through your screens to find it.

18 The Expenditures by Agency Use 1 report opens as an Excel file. The report header displays
the report parameters chosen on the run control.

NOTE: If the report is run for a single Agency Use 1 value, the report header will display the
Attributes and Attribute Values associated with the Agency Use 1 value.

./"'\\ vglr0580_842178.csv [Read-Only] - Microsoft Excel

n
)
4/ Home Insert Page Layout Formulas Data Review View Add-Ins

Cummunl. ealth of Virginia

1
2 |EXPENDITURES BY AGENCY USE1
3 |Run Date: 10/22/2012
4 |Report ID: Run Time: 11:55 00
5 |Page No.: of 3
6 Business Unit: 50100 : VA Dept of Transportation
7 |District: 19 : N.Virginia

8 Fiscal Year: 2013

9 |Accounting Period Between: 1and 3

10 Agency Use 1: 121915

11 TYPE:FLOQD

12

13 |Agency Us Agency UsJournal ID Journal D: Journal Lit Account  Fund Program Departme Cost Centi Task FIPS Asset Agency Uz PC Busine Project ID Activity IC Amount
14 |121915 flood wari AP00D074: 05-Jul-12 78074 5012660 04100 604004 19034 11180020 66235 153 255.04
15 121915 flood warl APO00074; 05-Jul-12 78074 5012660 04100 604004 19024 11180020 66233 152 ‘o653 127.52
16 |121915 flood wari AP00D074: 05-Jul-12 78135 '5013560 04100 604004 19034 11180020 66235 153 'DD711 555.38
17 121915  flood wari APO00074: 05-Jul-12 78145 5012660 04100 604004 19024 11180020 66233 152 127.52
18 121915  flood warl APO00074; 05-Jul-12 78074 5012660 04100 604004 19034 11180020 66235 153 ‘0646 255.04
19 121915  flood wari TEODD075S 06-Jul-12 ####### 5011230 04100 604004 19024 11180020 66235 152 625.26
20 (121915  flood war TEO0O075S 06-Jul-12 #####E8E 5011250 04100 604004 19034 11180020 66235 153 ‘o653 504.98
21 121915  flood wari TEODOO75S 06-Jul-12 ####H# 5011250 04100 604004 19034 11180020 66235 153 ‘0653 108.21
22121915 flood wari TEODOD75S 06-Jul-12 s##ssws 5011230 04100 604004 19038 11180020 66235 153 194.93
23 121915  flood wari TEQDO075S 06-Jul-12 #### 5011250 04100 604004 19038 11180020 66235 153 67.48
24121915 flood wari TEQDOD75S 06-Jul-12 s#ssswss 5011230 04100 604004 19024 11180020 66233 152 842.08
25 121915 flood wari TEODO075S 06-Jul-12 ####s44 5011250 04100 604004 19034 11180020 '66111 153 138.47
26 121915  flood warTEOQO075E 06-Jul-12 ######8# 5011250 04100 604004 19024 11180020 66233 152 145.76
M 4 » ¥ vglr0580_842178 < ¥1 E! il

NOTE: If the report is run for multiple Agency Use 1 values, the Attribute and Attribute Values will
not be displayed.
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\/C;-: Microsoft Excel - X
Home | Insert Pagelayout  Formulas Data Review  View Add-Ins @
Tl & cut Calibri -ln A &)= (3] | SewapTea General - ii' ﬂ:f;' ) §< LE—_\  Autosum - ﬂ [?a
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Hg-o- -
Al -2 I ‘ Commonwealth of Vir; ¥
& vglr0580_842346.c5v [Read-Only] - B X
A B C D E F G H 1 J K L M N o P Q R S
1 [Commoi ll.ealth of Virginia
2 EXPENDITURES BY AGENCY USE1
3 Run Date: 10/22/2012
4 Report ID: Run Time: 12:33 00
5 PageNo.: of 135
6 Business Unit: 50100 : VA Dept of Transportation
7 District: 19 : N.Virginia
8 Fiscal Year: 2013
9 |Accounting Period Between: 1and 3
10 Agency Use 1: All
11
12 Agency Us Agency UsJournal ID Journal DeJournal Lit Account  Fund Program Departme Cost Centi Task FIPS Asset Agency Us PC Busine Project ID Activity IC Amount
13 00101722 NOWA-23- APO00074. 05-Jul-12 79426 5012680 04100 604003 19004 11163550 60760 059 29839 1260
14 00102542 Design & [AP0O00074; 05-Jul-12 78266 5012680 04100 VSMDDI 13072 11173600 75200 153 478.02
15 121905  NOWA VDIAPO00074. 05-Jul-12 79342 5012550 04100 604003 19030 11160140 66119 153 253.18
16 121910 NOVA SW AP000074; 05-Jul-12 ?8712'5013550 04100 VSMDDZ 19038 '11150140 ’66118 153 160.65
17 121911  Nova snovAP0O00074; 05-Jul-12 79342 5012550 04100 604003 19034 11160140 66119 153 601.35
18 121913 NOVA SW AP000074; 05-Jul-12 79342 5012550 04100 604003 ’19’]30 11160140 66119 153 960.97
19 121913 NOWA SW AP000074. 05-Jul-12 79342 5012550 04100 604003 19034 11160140 66119 153 750.52
20 121915 flood warl APO00074; 05-Jul-12 78074 5012660 04100 604004 19034 11180020 66235 153 255.04
21 121915  flood warl APO00074; 05-Jul-12 72074 5012660 04100 604004 19034 11180020 66235 153 ‘o653 127.52
22 121915 flood warl APO00074; 05-Jul-12 78074 5012660 04100 604004 19034 11180020 66235 153 '00646 255.04
23 121915  flood wari APO00074; 05-Jul-12 721355013560 04100 604004 19034 11180020 66235 153 ‘o711 555.38
24 1214918 fland vwan ADNNNTA NS 10112 T21A5 SN12AAN 041NN ANANOA 14034 11180070 AR22S 153 127582
H 4 r M| vglr0580_ 842346 m
NOTE: If the report is run for an Attribute and Attribute Value, the report header will display the
values selected on the run control.
rfl:‘@ vglr0580_842377.csv [Read-Only] - Microsoft Excel - =
= Home | Insert Pagelayout  Formulas Data Review  View Add-Ins @ - o x
j‘ ii:;y Calibri G &[S =]  Siwapted General - ij‘ ﬂ _’;ﬁl E" ?‘ LE—_\ j ::tfsum " % E?a
" ot e (B2 1 B[O A | e o~ (80 o [0 G fams Ca | e oo romt| G gota tuel
Clipboard £ Font & Alignment i) Number £ Styles Cells Editing
FEE
Al -~ (2 Je ‘ Commonwealth of Virginia ¥
A B C D E F G H [} J K L M N o P Q R S B
1 |Commo llealth of Virginia %
2 |EXPENDITURES BY AGENCY USE1
3 |Run Date: 10/22/2012
4 |Report ID: Run Time: 12:48 00
5 |Page No.: of 5
6 Business Unit: 50100 : VA Dept of Transportation
7 |District : All
8 Fiscal Year: 2013
9 |Accounting Period Between: 1and 3
10 |Attribute: TYPE
11 |Value: PIPE FAILURE
12
13 |Agency Us Agency UsJournal ID Journal D: Journal Lit Account  Fund Program Departme Cost Centi Task FIPS Asset Agency Uz PC Busine Project ID Activity IC Amount
14 |ST1651201Staunt Hal APD00074; 05-Jul-12 78723 5015340 04100 604002 18038 11151000 73000 165 26.96
15 |5T1651201Staunt Hal APO00074; 05-Jul-12 78723 5015340 04100 604002 18038 11151000 73000 165 86.79
16 |ST1651201Staunt Hal APD00074; 05-Jul-12 78723 5015340 04100 604002 18038 11151000 73000 165 103.21
17 RI0851303 Rt. 643, He 8747 30-Jul-12 5013550 04100 604003 14033 11161000 73000 085 -1610.6
18 |RI0851303 Rt. 643, He ALCO0000( 30-Jul-12 5013550 04100 604003 14033 11161000 73000 085 1610.6
19 RI0851303 Rt. 643, Hz ALC00000: 31-Jul-12 5011110 04100 604003 14033 11161000 73000 085 39.67
20 |RI0851303 Rt. 643, H: ALC00000 31-Jul-12 5011110 04100 604003 14033 11161000 73000 085 215.98
21 RI0851303 Rt. 643, He ALCO0000: 31-Jul-12 5011150 04100 604003 14033 11161000 73000 085 65.75
22 |RI0851303 Rt. 643, H: ALCO000O( 31-Jul-12 5011150 04100 604003 14033 11161000 73000 085 357.98
23 RI0851303 Rt. 643, He ALCO0000( 31-Jul-12 5011140 04100 604003 14033 11161000 73000 085 4.36
24 |RI0851303 Rt. 643, H: ALCO0000( 31-Jul-12 5011140 04100 604003 14033 11161000 73000 085 23.73
25 |RID851303 Rt. 643, H: TEOD0084S 31-Jul-12 ###usEss 5011230 04100 604003 14033 11161000 73000 085 532.86
26 |RI0851303 Rt. 643, H: TEO0D084S 31-Jul-12 ###ag#a# 5011230 04100 604003 14033 11161000 73000 085 77.22
W 4> M| vgirDS80 842377 ] [ L
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