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        Requisition Costing Summary 
        PVY1000
Section 1.
Introduction
Purpose of the Report

This report provides information about the accounting distribution for each requisition. For each requisition, the accounting distribution lines are summarized by GL (general ledger) business unit, account, and department. This report also lists the requisition name, requester, amount, and date.
This report is used to monitor and review eProcurement item data. 

( User must specify SetID, agency ePro business unit, Catalog ID, from date, through date
Type of Report  
Crystal; Format - Portable Document Format (PDF) or XLS (MS Excel)
Legacy SAAAS/CAS Reports   
N/A
Role(s) Needed to Access the Report  
CT Purchasing Report Maker 
Navigation Path to the Report
Main Menu > Core-CT Financials > eProcurement > Reports > Requisition Costing Summary
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., Item_Usage_by_Category)
· 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 PO business unit or use the lookup to select
	user must specify agency ePre business unit

	* From Date:
	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

	* Through Date:
	type through date or use the calendar icon 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

	
	push the run control button
	· click on the select box for report (BI Process is reserved for future use)

· Leave the server blank

· select format –  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 PO Item Category Usage by Category report with the suggested parameters. 
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Figure 1 – PVY4000 report in PDF format
[image: image4.png]EESDDEY

10

15

16
7

18

21

BRNRRRBR

AE C [EF G K1 JI K L
Report ID:
oRrACLE PVY1000
Ran ReportCatalog
ser COREPariinss
Business  DASMI
Dates 712014 Through 5/182015
ReqlD  ReqName

0000002549 PM:300 Corporate P1- G Durgan
0000002550 Regolaed medical wastefor
0000002551 Promotionlleams
0000002552 Tnspection, Testing, Repais
0000002553 450 Columbus M Bantz
0000002554 Secuity Systems
B000002555  ChildSafety Sets
0000002556 Metropoian Dist - Carcano
0000002556 Metropoian Dist - Carano
0000002557 ITPS: Dennehy, Stephen
0000002558 HVAC Maintenance Services:
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PeopleSoft
Requisition Costing Summary
Date GLUnit  Status
70 STATE  Peading
70U STATE  Complete
704 STATE  Complete
704 STATE  Complete
704 STATE  Complete
704 STATE  Complete
70U STATE  Complete
70U STATE  Approved
70 STATE  Approved
78204 STATE  Complete
782014 STATE  Complete
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Account
33405
54060
54060
54060
53401
54060
54060
53334
53335
53715
34060

DeptdD

DasTIST
DAS230
DA2390
DA2390
DASTI%
DA2390
DA2390
DAS2T308
DAS2T308
DAS2T662
DAS23920

FE ¥

Amount
125000000
000

000

000
138000
000

000
20000
15000
28585440
0.00





Figure 2 – PVY4000 report in XLS (MSExcel) format (Not optimized for Excel analysis)
  �  Save








OK





Run





Refresh








1
4

