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        Chartfield Reports - Department
        FIN0011
Section 1.
Introduction
Purpose of the Report

The report displays a listing of valid department values as of an effective date (current date) sorted in ascending order. Chartfield data displayed on the report includes department value, description and short description. The report is available in PDF and XLS (MS Excel) formats. 
This report is used to monitor and review valid department values in Core-CT. 

( User must specify SetID AND AS OF DATE; PDF format recommended
Type of Report
Crystal; Format - Portable Document Format (PDF) or XLS (MS Excel)
Legacy SAAAS/CAS Reports
SAAAS Option 12 Maintain Valid Account Codes; OSC State Accounting Manual – Coding Section                                                                                                                                                 
Role(s) Needed to Access the Report
Central GL Approver, Central GL Reviewer, and Central GL System Tech Resource, Agency GL Approver, Agency GL Reviewer, Agency GL System Tech Resource, Fiscal Administrative Reviewer
Navigation Path to the Report
Main Menu > Core-CT Financials > Set Up Financials/Supply Chain > Common Definitions > Design Chartfields > Reports > Chartfield Reports > Department
Suggested Run Times

Ad hoc
Chartfield Reports – select Department
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> Set Up Financials/Supply Chain > Common Definttions > Design ChartFields > Reports > ChartField Reports
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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., Valid_Departments)
· An asterisk * preceding the field name indicates input is required
	Parameters                                                                                       see screenshots below

	In This Field
	Enter
	Notes

	* SetID:
	type STATE or use the lookup to select
	use STATE for all chartfield reports

	* As of Date:
	type date
	date format mm/dd/yyyy (e.g., 12/22/2013)
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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 (the BI Publisher checkbox is reserved for future use)
· leave the server name blank
· select format – format can be PDF or XLS (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
Examples of rows generated for a Valid Department Codes report with the suggested parameters. 
[image: image4.png]CO re. ' Report ID: FIN0O11 State of Connecticut Financials Page No. 1
VALID DEPARTMENT CODES Run Date 12/9/2013
Run Time 8:26:15 AM
SetiD: STATE
As Of Date: Sep/25/2013
Department Description Budgetary Only  Manager Name
00000 ‘Al Departments. ALLDEPTS ¥
AES48000 CT Agricultural Experimnt Stat AES48000 Y
AES48011 Directors Office AES48011 N
AES48012 Director - Tech/Lab AES48012 N
AES48013 Business Office AES48013 N
AES48014 Maintenance Dept AES48014 N
AES48015 Editor AES48015 N
AES48016 Library AES48016 N
AES48021 Mattina - Scientist AES48021 N
AES48022 Eitzer - Scientist AES48022 N
AES48023 Krol - Scientist AES48023 N





Figure 1 – FIN0011 report in PDF format
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STATE
2512013
Depariment  Descripton Short Budgetary  Manager Name.
Description ___Orly
56000 ‘AlDspartments ALLDEPTS Y
AESI3000 T Agrculural Experimnt Sat  AES45000 v
AES4B011  Directors Office: AEs48011 "
AES4B012  Director- TechiLab Asdg012 "
AES4B013 Business Office Aes48013 "
AES48014 Maintenance Dept e "
AEsdg01s  Edior AEs4801S "
AESd8016  Library Ase8016 "
AES48021  Mattina - Scentst As4g021 "
AESHB122  Eizer - Scentst Aesdsn22 "
AES48023  Krol- Scienist AES48123 "





Figure 2 – FIN0011 report in XLS (MS Excel) format
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