ADDY NOTE

ATTENTION:
This Addy Note is a procedural resource for the UCF Financials

Reference Database, which only contains data prior to July 1, 2022,

Running a Ledger Details Report

This Addy Note explains how to run a ledger details report.
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Step Action

1. Navigate to: Main Menu > Commitment Control > Budget Reports > Ledger

Details

Menu =

Customer Contracts -

Man [ .
Order Management Ledger Details
Items

Suppliers Enter any information you have and click Search. Leave fields blank for a list of all values
Purchasing

eProcurement Find an Existing Value Add a New Value

Services Procurement
Grants

Project Costing
Proposal Management
Billing [CJcase Sensitive

Accounts Receivable

Accounts Payable .

Asset Management Search Clear | Basic Search & Save Search Criteria

Search Criteria

Run Control ID| begins with v ||

Commitment Control
Budget Journals

Post Control Budget
Journals

i ! Find an Existing Value | Add a New Value
Review Budget Activities

Close Budget

Budget Reports
Associated Budgets
Report

Budget Attributes Repor
Budgetary Control Tree
Audit

Budget Control Report

Budget Key Translations
Report

Budget Periods Report
Budget Status

s

& UCF Financials Advanced Search  [B] Last Search Results
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Step Action

If you already have created a run control:

2. Click the Search button.
3. Proceed to Step 5 below.

1. Enter the name of your Run Control in the Run Control ID field.

Note: If you have never created a run control, create one following Steps 2
through 4. You will only need to perform this process one time, and you can use
the run control you create each subsequent time you want to run this report.

2. Click the Add a New Value tab.

Ledger Details

Find an Existing Value Add a New Value

Run Contral ID

Add

3. Name your Run Control in the Run Control ID field.

Ledger Details

Find an Existing Value Add a New Value

Add

not allow you to change or delete the name after it is saved.

Note: Run Control IDs are case-sensitive and should be entered without using
spaces. Choose a name for your Run Control carefully, because the system will
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Step Action

4. Click Add.

Add

5. Verify that UCFO01 displays in the Unit field; if not, enter it.

o Req“m|l|

Ledger Group Q

6. In the Ledger Group field, enter CC_DEPT (for department ledger details) or
CC_PROJ_CH (for project ledger details).

Report Request Parameters

it UCFO1| Q
Ledger Group Q

Note: Use CC_PROJ for ledger details prior to October 31, 2013.

7. Click Refresh.

Refresh
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Step Action

8. Enter a department or project number in the respective Value field.
Sequence ChartField Name Include CF Descr Value
1) Account

2| Department <

3 PC Business Unit

2 D\i}jp

4/ Project
9. Select the Department (or Project’s) Include CF check box.
Sequence ChartField Name Include CF Descr Value
1) Account

2| Department @ 02500001

3| PC Business Unit

4/ Project

2L L L

CF.

Note: In addition to the deparment or project, you can enter other ChartFields to
define your search. When selecting other ChartFields, be sure to select Include

10. Click Run at the top of the page.

Process Manitar

11. In the Server Name drop-down list, select PSUNX if it does not default.

Server Name vi

Recurrence FINZ_NT

Time Zone @’
FIP Lon
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Step Action
12. Verify that the Type field displays Web and Format fields display PDF.
|
Type *Format istribution
Web v || FDF v | Pistribution
13. Click OK.
OK
14. Click the Process Monitor link.
15. Repeatedly click Refresh until the Run Status changes to Success and the
Distribution Status changes to Posted.
| Ciret 4 1. 00fq ') | gt
Run Status EEE[:EU“D” |Detai|s
Success Postad Details
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Step Action

16. Click Details.

Days T Refresh

| B First 4 100f0 & Last

Distribution .
Run Status Status Details

Success Pasted

17. Click View Log/Trace.

Actions

Farameters
Message Log

Batch Timings

View Log/Trace

18. Select the report ending in .PDF.

File List
Name

el e L R E bl R s

Qls8510_7934231.PDF I

19. View, save, or print the report.

Page Ho. 1
Run Date 11/07/201&
Bun Time 13:41:05
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