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Using the KK Ledger Details Report
Statewide Management, Accounting and Reporting Tool
	Date Created:
	09/19/2014

	Version:
	2.0

	Last Updated Date:
	11/09/2015

	Purpose of the Report:


	This job aid describes how to run the Commitment Control Ledger Details (GLS8510) Report.  This report displays the selected ChartFields and the balances in each of the budget ledgers:  Budget, Expense, Encumbrance, and Available Budget for Expenditure budgets, and Budget, Recognized Revenue, Collected Revenue and Available Budget for Revenue budgets.
The query results include:  Business Unit, Ledger Group, Selected ChartFields, Ledger Type and Posted Total Amount.
This report contains the same information as the Budget Status Report (GLS8020) but in a different format.

	Report parameters:
	· Business Unit

· Ledger Group

· ChartField Selection:
· Department

· Fund Code

· Budget Unit

· Program

· Account

· PC Business Unit

· Project

· Activity

· Source Type

· Service Location

· Agency Use

· ChartField 2

· Budget Period

	Prompt Values:
	Required Prompt Values:

· Business Unit
· Ledger Group 
(After the Business Unit and Ledger Group are entered, the “Refresh” button can be clicked to display the ChartFields for the Ledger Group chosen.)
· Budget Period (under Chartfield Selection).
· One or more Chartfields marked “include CF”.
· If needed, click the “Descr” box next to the ChartField to display the description of the ChartField.

· Leave ChartField value range blank to return all CF values for the Business Unit.

	Result Sorts:
	The query results are displayed, sorted in the following order:
· By Sequence number under ChartField Selection


	Security:
	Security Role Access:  Only those individuals assigned the following security access roles will receive results from this query:
· GL Viewer
Business Unit Access:  Business Unit Security is applied

	1.
	Navigation:  

From the Home page 

in SMART, click on ‘Main Menu> Commitment Control> Budget Reports> Ledger Details> Add a new Value tab
Enter a Run Control name and click on the ‘Add’ button
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	2.
	Enter the required prompt values 

Please refer to the Query Parameters section above when entering data in this page.
Click the ‘Run’ button.
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	3.
	The Process Scheduler Request page will be displayed.
Click the OK button
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	4.
	On the Run Control page, click on the Process Monitor link to open the Process List page.

On the Process List page, click Refresh until the Run Status = ‘Success’ and the Distribution Status = ‘Posted’.
Click on the Details link  to open the Process Detail page.  
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	5.
	On the Process Detail page, click on the View Log/Trace link
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	6.
	Click on the .PDF file.
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	7.
	The PDF format Report will be displayed.
	[image: image8.png]s peries

=y
Samne mas

ey
Itiinie e






	
	To receive the report in .CSV format (which can be opened in Excel), change the Format on the Process Scheduler Request page to CSV.
CSV Report opened in Excel.

Note: The negative amount values are in text format. 
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