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Section 1.
Introduction
Purpose of the Report

The report displays a detail listing of posted or unposted vouchers for specific date(s) or date range.  The run control page allows the user to specify agency AP Business Unit, account and department. The user can obtain information on source documents by specified chartfields. 
The Report displays an Expended Amount (by criteria) and Total Paid Amount (all codes) for each voucher. For example, if the user specifies one SID in the report criteria and the voucher has three different coding distribution lines (three SIDs), then the report will display the amount expended for the SID specified in the Expended Amount (by criteria) column and a different amount (for all three coding combinations) in the Total Paid Amount (all codes) column. See the Example of Report Output section below for an illustration.
This report is used to investigate potential issues and problems found when running summary level reports (e.g., Trial Balance). 

( User must specify agency AP business unit, Post status, Fiscal Year, Budget date From, Budget Date to
Type of Report  
Peoplesoft Application Engine (PSJob); Format - Portable Document Format (PDF) 
Legacy SAAAS/CAS Reports   SAAAS Option 16 Accounts Payable reports; CAS ACRX58 Analysis of Accounting Detail 
Role(s) Needed to Access the Report   AP Report Maker and Central Payment Report Inquirer
Navigation Path to the Report
Main Menu > Core-CT Financials > Accounts Payable > Reports > Vouchers > Voucher Activity
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., Voucher_Activity)
· 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 AP business unit or use the lookup to select
	required - user must specify agency AP business unit

	Account:
	type Account or use the lookup to select
	optional –  enter account to narrow your results to a specific account; or leave blank to display all accounts for the specified report parameters

	Department:
	type Department or use the lookup to select
	optional –  enter department to narrow your results to a specific department; or leave blank to display all departments for the specified report parameters

	*Post Status:
	choose Posted or Unposted from drop down box
	required –  use posted to display vouchers posted to the general ledger 

use unposted to display only pending vouchers 

	Due Date:
	use dropdown menu and calendar icon to specify due date
	specify due dates to be included in report or leave blank to include all invoices regardless of due dates

	* Budget Date From:
	type “from” date or use the calendar icon to select
	· to display one day  - enter same date in both fields

· to display a date range – enter beginning and end date

to display year to date – enter 07/01/YYYY and current date

	* Budget Date To:
	type “to” date or use the calendar icon to select
	· to display one day  - enter same date in both fields

· to display a date range – enter beginning and end date

· to display year to date – enter 07/01/YYYY and current date

· optional –  use chartfield(s) to narrow your results to a specific distribution; or leave blank to display all distributions for the specified report parameters

	Chartfield Criteria:
	type chartfield(s) or use the lookup to select
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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 server name blank

· select format –  (none)
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	· push the OK button


Report Request Parameters
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	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 on the APS8001J link

· click on CTAPR149 Success link 
· click the View Log/Trace link

· click the PDF link to display results


Section 3.
Example(s) of Report Output
Example of rows generated for a Voucher Activity report with the suggested parameters. 
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MHAMI 00367177 112058-1QFY14 2014 0000060167 0000017169 Connecticut Comm For Addiction Recovery  07/0812013 1683400 15879200
'MHAMI1 00367178 11-2067-1QFY14. 2014 10000060168 0000012078  Crossroads Inc 07/0872013 19,016.00 281,093.00
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MHAMI 00367185 1121921QFY14 2014 0000060177 0000065729 Focus On Recovery-united Inc: 07082013 74,749.00 74,749.00
MHAMI 00367193 1120231QFY14 2014 0000060179 0000010848 Bridges 070912013 374.783.00 2.118,788.00
MHAMI 00367302 1120051QFY14 2014 0000060200 0000011320 Alcohol & Drug Recovery Centers Inc 077102013 37461400 86035200
'MHAMI1 00367300  11-2044-1QFY14. 2014 10000060224 0000010952  Columbus House Inc. 07/1022013 148.467.00 775.847.00
'MHAMI1 00367578 11-2063-1QFY14. 2014 10000060234 0000010205 The Connection Inc 07112013 192.824.00 2.007.940.00
'MHAMI1 00367615 11-2268 1QFY14 2014 10000060248 0000093309  Focus Center For Autism Inc. 071572013 219,644.00 219,644.00





Figure 1 – APS8001J report in PDF format (there is no Excel option)
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