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        Pre-Encumbrance/Encumbrance Summary
        CTGLR343 and CTGLR 344
Section 1.
Introduction
Purpose of the Report

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

Pre-Encumbrance Summary Report (CTGLR343) 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.  It is reported for each requisition.  To see detail by Requisition distribution line, please see the Pre-Enc/Enc Detail Report (CTGLR341).

Encumbrance Summary Report (CTGLR344) 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.  It is reported for each outstanding purchase order.  To see detail by Purchase Order distribution line, please see the Pre-Enc/Enc Detail Report (CTGLR342).

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 Summary 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_Summary)
· 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)

	* 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
	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)
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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 Summarized Pre-Encumbrance Bal (CTGLR343) for Requisition Pre-Enc Balances.

· Select the Summarized Encumbrance Bal (CTGLR344) 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 Summary report with the suggested parameters. 
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SUMMARIZED PRE-ENCUMERANCE BALANCE REDORT

Page No. 1
un Date 09/23/2013
un Tine 14:49:51

KK APPROP  Ledger: KK ADD_PRE
MEASI000 Fund: 11000 SID: 10020 Account: 50000 Budget Period: 2014
| rranssceion Req  Req Bua Pre-Encusbered 20 50 mua
» BeqDate  Bus Unit Req TD  Status Status  Reg Amount Pre-Encusbered (PO peversea) Batance BT satus Seatus
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Torar 558378 558378 0.00 8.583.78





Figure 1 – CTGLR343 report in PDF format
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Report Id: CTGLR343 Summariz Run Contr catalog

Ledger GriKK_APPROILedger:  KK_APP_PRE
Departme MHAS3000 Fund: 11000 SID: 10020 Account: 50000 Budget Pe 2014
TransacticReq Date  BusUnit ReqID  Req Statu:Req Bud S Req Amot Pre-Encur Pre-EncunBalance  POID PO Status PO Bud St
12983829 9/19/2013 MHAM1 29020 A v 4174.86  4174.86 0 417486 60882 A N
12985804 9/20/2013 MHAM1 29025 A v 4408.92  4408.92 0 440892 60890 O N

Totals:  8583.78  8583.78 0 858378





Figure 2 – CTGLR343 report in Excel format
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MEASI000 Fund: 11000 SID: 10020 Account: 50000 Budget Period: 2014
| rranssceion 20 50 Encumbersd Vebs  Venr Bud
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0012626126 03/22/2013 pRsTT  oovooorrazn v o.01 0.0 o.01
0012741687 03/22/2013 pRSTT  oovooorraz D v o.01 0.0 0.0
0012000007 03/25/2013  pRSTT  oovooonie0 b v oo oo 001
0012741680  03/25/2013 pRSTT  oovooonie0 n v oo oo 001
0012626216 0¢/19/2013 pRSTT  oovooorszs b v oo oo 001
0012741738 0e/19/2013 pRSTT  oovooorszs b v oo oo 001
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0012622025 05/31/2013  pRSTT  oovoooises b v oo oo 001
0012741557 05/31/2013  pRSTT  oovoooises b v oo oo 001
0012641100 06/03/2013 pRSIT  oovoooiETLD v oo oo 001
0012741550  06/03/2013 pRSTT  oovoooieTLD v oo oo 001
o01264653¢  06/03/2013 pRSTT  oovoooieT2D v o.01 0.0 0.0
0012741560 06/03/2013 pRSTT  oovoooieT2D v o.01 o001 001
0012763748 07/08/2013 pRSTT  oovooois1E D v 725122 725 22 725.22
0012763762 07/10/2013  pRSTT  oovoooiszo D v 362061 362.61 0.00 36261 ooooase B W
0012766955 07/11/2013 masrT  oovo0lm D v 1,450.00 145000 1,450.00
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Figure 3 – CTGLR344 report in PDF format
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1 Reportid:  CTGLR344  Summarized EiRun Control ID:catalog

2 |Ledger Group: KK_APPROP KK_APP_ENC
3 |Department: MHAS3000 11000 SID: 10020" Account: 50000 Budget Period: 2014

4 [Transaction ItReq Date BusUnit  POID POStatus PO Bud Status POAmount Encumbered Encumbered (VchrReversed) Balance  Voucher VchrStatus  Vchr Bud Status
5 12763762 7/10/2013 DASIT 1830 D v 362.61 362.61 0 362.61 2548 P N
6 12776343 7/16/2013 DASIT 1836 D v 241.74 241.74 0 241.74 2547 P N
7 12776344 7/16/2013 DASIT 1837 D v 362.61 362.61 0 362.61 2546 P N
8| 12785203 7/18/2013 DASIT 18510 v 320218 320218 0 30218 253p N
9 12825092 7/31/2013 DASIT 1909 D v 423.05 423.05 0 423.05 2539 P N
10 12969303, 8/1/2013 DASIT 1925 D v 98 98 0 98 2578 P N
1 12923782 8/29/2013 DASIT 2103 D v 20.64 20.64 0 2064 2562 P N
12 12923770 §/29/2013 DASIT 2105 D v Lo 0B 0 10311 2564P N
13 12923792 8/30/2013 DASIT 2107 D v 181.31 181.31 0 181.31 2566 P N
14 12969332 9/16/2013 DASIT 22150 v 382 382 0 382 2586 P N
15| 12320089 3/4/2013 MHAML 58260 D v 1279841 1279841 12,7190 7939 352939 P v
16 352940 P v
7 352941 P v
18 352943 P v
19 353010 P v
20 353013 P v
2 353014 P v
2 353016 P v
23 350484 P v
2 354486 P v
25 354489 P v





Figure 4 – CTGLR344 report in csv. (MS Excel) format (not optimized for Excel analysis)
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