SWIFTHS

Statewide Integrated Financial Tools

QUICK REFERENCE GUIDE

Encumbrance Certification Report
June 1,2012

Running the Encumbrance Certification Report

1) Navigate to Purchasing, Reports, Encumbrance Certification Rpt.

Financial Management System

Favortes | Main Menu »  Purchasing » Reports - Encurnbrance Certification Rpt

- : - - -

Encumbrance Certification Rpt
Enter any information you have and click Search. Leave fields blank for a list of all values.

S NE R ( Add a New Value

Maximurm number of rows to return (up to 200} {300
Search by: Run Control ID begins with|

[Jcase Sensitive

Search | Advanced Search

Find an Existing Value | Add a New Value

2) Search for an existing Run Control ID or create a new one.
3) On the Encumbrance Certification Report run control page enter or select the available parameters

for the report.

a. Enter your Business Unit, From and To; this is required.
b. Enter or search for an Origin; this is optional. Leaving this blank will return all origins.
C. Enter a Fiscal Year (XXXX) or PO/RQ Date From and To, this is required. Be sure to enter

either Fiscal Year or Date parameters, but not both.
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d. Enter or search for a Buyer code, this is optional. Leaving this blank will return all buyer
codes.
e. Select PO or RQ checkboxes, this is required. One box must be checked; you may select

both boxes to return both orders and requisitions with an open balance.

Financial Management Syst:

Favortes @ Main Menu ; Purchasing , Reports ; Encumbrance Certification Rpt
- -

- E -

Encumbrance Report

Encumbrance Certification Report

Run Control ID: PO_CLOSE_DSS Report Manager  Process Manitor Sl

Language: English -
Report Request Parameters

Business Unit From [30209 @, To [Go209 @,

Dng\nl_Q
Fiscal Year| 2012 Fiscal Year is determined by the Budget Date on the Distribution Line(s).
PO/ RQ Date From | Eﬂ To \ Eﬂ PO/RQ Date is the documnent date from the PO andfor RQ header,
Buyer| @
Fro Mra
' Save | '|§fg Return to Search | 'r|:| Previous in List '¢|:| Nextin List =] Notify | Sy Add | | mlipdate/D
4) Click the Run button, then the OK button on the Process Scheduler Request page.

Process Scheduler Request

User ID: FISMIDZ Run Control ID: CERT_RPT

Server Hame: FSNT ¥| Runpate:  |05/31/2012 B |
Recurrence: Run Time: 10:15:02AM ~ Resetto Current Date/Time

Time Zone: @

Select Description Process Name Process Type *Type *Format Distribution
Encumbrance Cerification Rpt MPOACFOA S0R Report |Web A4 | | FDF v| Distribution
OK Cancel
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5)

Click the “Process Monitor” link to view the report run status. Click the Refresh button to update the
view.

Encumbrance Report

Encumbrance Certification Report

Run Control ID:  CERT_RPT Eeport Manager  Process ru10nitor|£.|
Language: English v

Frocess Instance: 1866437

Report Request Parameters

6)

When the Run Status equals “Success” and the Distribution Status is “Posted” the report is ready to

view. Click the “Go back to Encumbrance Certification Rpt” link at the bottom of the page.
Process List

! Senver List N

View Process Request For
User ID: [FISMIDZ @, Type: |

| |Last v | 10 |Days v . Refresh |
Server: Name: I—% Instanoe:| to |
?:,Jar;us: g‘:tt::""o" | V| Save On Refresh
Process List

Select Instance Seq. Process Type

Customize | Find |

arl B Frst BN q33 033 O Last
Process Name User Run Date/Time Bun Status el Details
Status
1866437 SQR Report MPOACPO1  [FISMIOZ 05/31/2012 10:15:02AM CDT Success Posted Details
7 Click the “Report Manager” link.
8) The link to the report just run will be listed under the List tab. The Administration tab will also show
the report by changing the Type field to SQR Report and clicking the Refresh button.
List |8 Explorer ' Administration || Archives |

Folder: [N v| nstance: | to: |  Refresh
Name: Created On: |

[ |Last 3 |

1 | Days ~
Customize | Find | view 21| B 3 First T 4074 0 ast

A Completion Report Process

Report Report Description Folder Name .
Report Report Description Folder Name DatelTime D e T
ENCUMBRAMCE 053112
1/MPOACPOA CERIFICATION RPT General 10:16AM 1678982 1866437
Above: List tab view
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( List [ Explorer \ﬂWEm’ Archives |

View Reports For :
User ID: Type: | SQR Report v | | Last _v| | 1 | Days _v| | Refresh |
Status: Folder:| i | Instance: | to: |

Report List

customize | Find | View A1 B | # Fist B g 014

Report Prcs L uest _
Select D _Instanc:e Description DatelTime Format  Status Details
0 1678992 1866437 Encumbrance Cerification Rpt | 022 12012 JAcrabat oo 0y patailg

10:16:07AM  (*.pdf)

Above: Administration tab view

9) Click the report link to go to the Report Detail page.

10) Under the File List section click the report link ending with the .csv extension.

Report Detail

ReportlD: 1578580 Process Instance: 1865924 Message Log
Name: MPOACPO Process Type: SQR Report
Run Status: Success

Encumbrance Cerification Rpt

Distribution Details

Distribution Node: fms31sqg Expiration Date: 0B/23/2012 |[3

File List

Name File Size (bytes) Datetime Created
Agency GOZ10.csv 205,821 05242012 9:55:37 103000AM COT
MPOACPO1 1865924 aut 372 05/24/2012 9:55:37.1030004M CDT
SAR MPOACPO1 1865924 log 1,908 05242012 9:55:37 103000AM COT
Distribute To
Distribution ID Type *Distribution 1D

FISWMIoZ @, =

¥
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11) This will bring up a window asking you to Open or Save the file.

File Download [5_(|

Do you want to open or save this file?

@ j Mame: Agency GO209,wls
TH

Type: Microsoft Excel 97-2003 Waorksheet
From: fms.swift.state.mn.us

Cpen ] [ Save ] [ Cancel

Always ask before opening this type of file

harm your computer.  you do not trust the source, do not open ar

|é) While files from the Intemet can be useful, some files can potentialhy
b
= save this file. What's the risk?

12) You may get the following message box when opening the file. Click the Yes button to continue

opening the file.

M Microsoft Excel X

i ] The file you are trying to open, 'Agency®:20G0209.xIs', is in a different format than specified by the file extension. Verify that the file is not corrupted
L3 and is from a trusted source before opening the file. Do you want to open the file now?

Yes | Mo |

13) If the file looks like it may not be formatted correctly, close the file and any other open Excel files,

reopen the file again.
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