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EX.070.061 - Running the Expense Transactions by Department Rpt
[bookmark: pp_ref_BEFORECONCEPT][bookmark: _Toc31639924]Trigger:


Concept

This topic demonstrates how to run the Expense Transaction by Department Report. This report displays the following fields based on the Business Unit, Department, and Date criteria you select:

Employee ID / Name
Sheet ID
Reference
Business Purpose
Account
Alternate Account
Project ID
Amount

Topic Objective
Upon completion of this topic, you will be able to:
- Run the Expense Transaction by Department Report



	Assumptions

	




	Dependencies/Constraints

	



Additional Information




Procedure

For this topic, imagine that you need to run the Expense Transactions by Department report in the self-service portal. Let's see how this is done.

Note: This report can also be run in the Core Application, (see EX.070.016).

	Step
	Action

	1. [bookmark: ID0x0000037C] 
	Click the Manager Self-Service link.


	2. [bookmark: ID0x0000037D] 
	Click the Print Reports link.


	3. [bookmark: ID0x0000037E] 
	Click the Expense Transaction by Dept link.


	4. [bookmark: ID0x0000037F] 
	If you wish to use an existing Run Control, you can search for this value on the Find an Existing Value tab.

For this exercise, we will add a new run control.

	5. [bookmark: ID0x00000380] 
	Click the Add a New Value tab.


	6. [bookmark: ID0x00000381] 
	Enter "EXP_BY_DEPT" in the Run Control ID field. 

	7. [bookmark: ID0x00000382] 
	Click the Add button.


	8. [bookmark: ID0x00000383] 
	Click the Look up GL Unit (Alt+5) button.


	9. [bookmark: ID0x00000384] 
	Select your Business Unit.


	10. [bookmark: ID0x00000385] 
	Click the Look up Department (Alt+5) button.


	11. [bookmark: ID0x00000386] 
	If you know the number of the department you wish to report on (or the beginning digits), you can enter it directly in the Department search box.

For this exercise, we wish to report on transactions in the UATDPT1 Department that were submitted in January and February 2008.

	12. [bookmark: ID0x00000387] 
	Enter "UATDPT1" in the Department field. 

	13. [bookmark: ID0x00000388] 
	Click the Look Up button.


	14. [bookmark: ID0x00000389] 
	Select the correct Department.


	15. [bookmark: ID0x0000038A] 
	Enter "01/01/08" in the From Date field. 

	16. [bookmark: ID0x0000038B] 
	Enter "02/28/08" in the Through Date field. 

	17. [bookmark: ID0x0000038C] 
	Click the Save button because this is a new Run Control.


	18. [bookmark: ID0x0000038D] 
	Click the Run button.


	19. [bookmark: ID0x0000038E] 
	Decision: Please make a selection from the options listed below.
1. Run the report to the window
Go to step 20 on page 3
1. Run the Report through the Process Monitor
Go to step 28 on page 3

	20. [bookmark: ID0x0000038F] 
	Click the Type drop-down list.


	21. [bookmark: ID0x00000390] 
	Click the Window list item.


	22. [bookmark: ID0x00000391] 
	Click the OK button.


	23. [bookmark: ID0x00000392] 
	The page should automatically open to display a report status of Queued. It may take several minutes for the report to display. 

TIP: You do not need to manually refresh the page, the report will display automatically.

	24. [bookmark: ID0x00000393] 
	You may also see a Success screen before the report is displayed.

	25. [bookmark: ID0x00000394] 
	The report will display automatically to the window.

	26. [bookmark: ID0x00000395] 
	Click the red "X" in the top right corner of the page to close the report window.


	27. [bookmark: ID0x00000396] 
	Congratulations. You have just completed the Running the Expense Transactions by Department Report. This report provides employee expenses by department ID.
End of Procedure. Remaining steps apply to other paths.

	28. [bookmark: ID0x00000397] 
	Click the Type drop-down list.


	29. [bookmark: ID0x00000398] 
	Click the Web list item.


	30. [bookmark: ID0x00000399] 
	Click the OK button.


	31. [bookmark: ID0x0000039A] 
	Click the Process Monitor link.


	32. [bookmark: ID0x0000039B] 
	Click the Refresh button.

You may need to click this button several times until the Run Status displays Success and the Distribution Status displays Posted for the process you are running.


	33. [bookmark: ID0x0000039C] 
	When the process is completed, click the Details link at the end of the row for the process you are running.


	34. [bookmark: ID0x0000039D] 
	Click the View Log/Trace link.


	35. [bookmark: ID0x0000039E] 
	Click the file in the Name column which has a ".PDF" extension.


	36. [bookmark: ID0x0000039F] 
	The report will display in a new window.

	37. [bookmark: ID0x000003A0] 
	Click the red "X" button at the top right corner of the report to close the report window.


	38. [bookmark: ID0x000003A1] 
	Congratulations. You have just completed the Running the Expense Transactions by Department Report. This report provides employee expenses by department ID.
End of Procedure.
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