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        Contacts by Business Unit
        AR31004
Section 1.
Introduction
Purpose of the Report

The report displays an alphabetical listing of contact information for customers within a specified business unit. Contact information includes name, title, phone number and fax number. The report provides contact information only for those agencies that have contact data configured in Core-CT.
This report is used to monitor and review agency contact data.
( User must specify Agency AR SETID 
Type of Report
Structured Query Report (SQR); Format - Portable Document Format (PDF) or CSV (MS Excel)
Legacy SAAAS/CAS Reports
N/A                                                                                                                                
Role(s) Needed to Access the Report
Receivable Viewer, Agency AR Configurator, Central AR Configurator, Central AR Systems Technical Resource
Navigation Path to the Report
Main Menu > Core-CT Financials > Accounts Receivable > Customer Accounts > Customer Reports > Contacts by Unit
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., Contacts_by_Unit)
· 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

	* SetID:
	type SetID or use the lookup to select
	user must enter agency AR SetID

	Customer Status:
	use the dropdown menu to select
	Active – all active customers

All – all active and inactive customers
Inactive – all inactive customers

	Customer Type:
	use the dropdown menu to select
	recommended: use All to display all customer types

	Credit Analyst:
	type credit analyst or use the lookup to select
	recommended: leave blank

	Sales Person:
	type sales person or use the lookup to select
	recommended: leave blank

	Collector:
	type collector or use the lookup to select
	recommended: leave blank

	Sort Option:
	select option from the dropdown menu
	recommended: Sort by Customer Name
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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 is PDF or CSV (MS Excel) 

· push the OK button



Report Request Parameters
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Process Monitor
	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
Example of rows generated for a Contacts by Business Unit report with the suggested parameters. 
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Figure 1 – AR31004 report in PDF format
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Report ID:
BUSINESS UNIT:
Customer Type:
Credit Analyst:

BUSINESS UNIT:
Customer

0AGO0L
APAQOL
DAS009
DPS001
DEPOOL
DAGO0L
DOB00L
DCPO0L
SDE0OL
DOI00L

DMV00L
DPHOOL
DRs001
DSS001
DOT00L

B © D
State of Connecticut Receivables

AR31004 BUSINESS Page No.

DASS1% Run Date. 2/18/2014
ALLVALUES RunTime 11:54:30
ALLVALUES

ALLVALUES

ALLVALUES

ALLVALUES

DAss1

Customer Name # Contact Nam

1 0AG Accounts Payable Unit
1 APA Accounts Payable Unit
1 Office of the Claims Comm
1 DESP Accounts Payable Uni
1 DEEP Accounts Payable Uni
1 DAG Accounts Payable Unit
1 DOB Accounts Payable Unit
1 DCP Accounts Payable Unit
1 SDE Accounts Payable Unit
1 DOl Accounts Payable Unit
1 DOL Accounts Payable Unit
1 DMV Accounts Payable Unit
1 DPH Accounts Payable Unit
1 DR Accounts Payable Unit
1 DSS Accounts Payable Unit
1 DOT Accounts Payable Unit

Attorney General
Auditors of Public Accoun
Dept of Admin, Office of
Dept of Emrg Svc & Public
Dept of Energy & Environ
Dept. of Agriculture

Dept. of Banking

Dept. of Consumer Protect
Dept. of Education

Dept. of Insurance

Dept. of Labor

Dept. of Motor Vehicles
Dept. of Public Health
Dept. of Revenue Services
Dept. of Social Services
Dept. of Transportation

Title

Phone

Ext

Fax

Type

Credt

1 DAS_BE
1 DAS_BE
1 DAS_BE
1 DAS_BE
1 DAS_BE
1 DAS_BE
1 DAS_BE
1 DAS_BE
1 DAS_BE
1 DAS_BE
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sales

STPAY
STPAY
STPAY
STPAY
STPAY
STPAY
STPAY
STPAY
STPAY
STPAY
STPAY
STPAY
STPAY
STPAY
STPAY
STPAY.

clict

ACCTSR
ACCTSR
ACCTSR
ACCTSR
ACCTSR
ACCTSR
ACCTSR
ACCTSR
ACCTSR
ACCTSR
ACCTSR
ACCTSR
ACCTSR
ACCTSR
ACCTSR
ACCTSR
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Figure 2 – AR31004 report in CSV (MS Excel) format
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