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Pre-Encumbrance/Encumbrance Detail            
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        Pre-Encumbrance/Encumbrance Detail 
        CTGLR341 and CTGLR 342
Section 1.
Introduction
Purpose of the Report

Two different reports can be run from this same page; 1) Pre-Encumbrance Detail, and 2) Encumbrance Detail.

Pre-Encumbrance Detail Report (CTGLR341) displays the status of requisitions (pre-encumbrances) that have been approved and budget checked.  The data presented on the report includes: requisition ID, requisition amount, pre-encumbered amount, PO reversed amount, balance, PO ID, PO status.  This data is reported for each outstanding requisition Line, Schedule and Distribution line (L/S/D).  To see Pre-Encumbrance balances summarized by requisition, please see the Pre-Enc/Enc Summary Report (CTGLR343).

Encumbrance Detail Report (CTGLR342) displays the status of purchase orders (encumbrances) that have been approved and budget checked.  The data presented on the report includes: PO ID, PO amount, encumbered amount, voucher reversed amount, encumbered balance, voucher ID, voucher status.  This data is reported for each outstanding purchase order Line, Schedule and Distribution line (L/S/D).  To see Encumbrance balances summarized by requisition, please see the Pre-Enc/Enc Summary Report (CTGLR344).

The “Balance” column of each report may then be used to reconcile the respective balance on the Budget Details page.  Journal entries necessary to clear erroneous encumbrance balances will not appear on this report.  Users must run the Budget Transaction Detail report to see journal entry activity.

( User must specify ALL REQUIRED CHARTFILDS in the report
Type of Report

Structured Query Report (SQR); Format - Portable Document Format (PDF) or CSV (MS Excel)
Legacy SAAAS/CAS Reports     SAAAS Option 14 and 20; CAS ACRE58, ACRE59                                                                                                                                                                                                                                                                             
Role(s) Needed to Access the Report
Agency GL Reviewer, Agency GL System Tech Resource, AP Report Maker, Budget Check Processor, Central Budget Inquirer, Central GL Approver, Central GL Reviewer, Central GL Report Maker, Central GL Sys Tech Resource, Fiscal Admin Reviewer, General Buyer, Program Buyer, PO Budget Approver, Purchasing Error Processor, Purchasing Report Maker, Voucher Processor

Navigation Path to the Report   
Main Menu > Core-CT Financials > Commitment Control > Budget Reports > PreEnc/Enc Detail 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., Pre_Encum_Bal_OE)
· 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 screenshot below

	In This Field
	Enter
	Notes

	* Business Unit:
	
	STATE is the default

	* Ledger Group:
	type ledger group or use the lookup to select
	user must select a ledger group (e.g., KK_Allot)
if a Project Costing ledger group (e.g., KK_PC3) is selected, then a PC Business Unit must be selected in the chartfield selection criteria. Project and Activity chartfields are also available.

	* Budget Period:
	type budget period value or use the lookup to select
	a four digit numeric value (e.g., 2014)

	* Budget Reference:
	type budget reference value or use the lookup to select
	a four digit numeric value (e.g., 2014) (depending on your Ledger Group selection, this field may not display)



Report Parameters:
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Chartfield Criteria
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
· An asterisk * preceding the field name indicates input is required

· Go to tips and tricks for additional help in entering chartfield values
· Depending on the Ledger Group selected, some or all of the fields below may display
	Chartfield Criteria                                                                       see screenshot below

	In This Field
	Enter
	Notes

	* Fund:
	enter fund value or use the lookup to select
	a five digit numeric value (e.g., 11000)

	* Department:
	enter department value or use the lookup to select
	an eight digit alphanumeric value ( e.g., DOC88000)

	* Account:
	enter account value or use the lookup to select
	a five digit numeric value (e.g., 50000)

	* Special ID:
	enter Special ID value or use the lookup to select
	a five digit numeric value (e.g., 10020)

	* PC Business Unit:
	enter PC Business Unit or use the lookup to select
	this field appears when a Project Costing ledger group is selected

user must enter a PC Business Unit (e.g., DOTM1)

	Project
	enter Project ID or use the lookup to select
	this field appears when a Project Costing ledger group is selected

leave blank to include all project IDs

	Activity
	enter Activity or use the lookup to select
	this field appears when a Project Costing ledger group is selected

leave blank to include all activities
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	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 the server name blank

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

· push the OK button



Chartfield Criteria
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Process Scheduler Request:
General Notes:

· Select the Detailed Pre-Encumbrance Bal (CTGLR341) for Requisition Pre-Enc Balances.

· Select the Detailed Encumbrance Bal (CTGLR342) for Purchase Order Enc Balances.
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Process Monitor screen:
	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 an Encumbrance Detail report with the suggested parameters. 
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Figure 1 – CTGLR341 report in PDF format
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Figure 2 – CTGLR341 report in csv. (MS Excel) format
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Figure 3 – CTGLR342 report in PDF format
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Figure 4 – CTGLR342 report in csv. (MS Excel) format
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