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Using the Current Obligations Report
Statewide Management, Accounting and Reporting Tool
	Date Created:


	11/20/2013

	Version:


	2.0

	Last Updated Date:


	11/2/2015

	Purpose of the Report:


	The purpose of this report is to provide a listing of all encumbrances from Purchase Orders and Travel Authorizations and pre-encumbrances from Requisitions (for pre-encumbering agencies only) that have a remaining balance that is not equal to zero.
The report results include:  Date, Document ID, Type, Payment Date, Payment ID Ref, Voucher ID, Sheet ID, Vendor Name, Vendor ID, Original Amount, Liquidated Amount, Remaining Amount, and Committed Amount.  

The report is capable of also including: Account, Activity ID, Budget Unit, Agency Use, Chartfield 2, Service Location, Department ID, Fund, Program, Project, and Resource Type


	Report parameters:
	The report parameters are:


· ‘Cancelled’ Purchase Orders are NOT included in the report.
· Only Requistions Lines in ‘Approved’ status are included in the report for Pre-Encumbering Agencies.


	Prompt Values:
	Required Prompt Values:

· Business Unit (Required)
· Budget Date From (Required)
· Budget Date To (Required)
· Account (Optional)
· Activity ID (Optional)
· Budget Unit (Optional)
· Agency Use (Optional)
· ChartField 2 (Optional)
· Service Location (Optional)
· Department ID (Optional)
· Fund (Optional)
· Program (Optional)
· Project (Optional)
· ResourceType (Optional)


	Result Sorts:
	The Report results are sorted by:

· Account code:  The sequence parameter allows the default sort to be changed

	Security:
	Security Role Access:  Only those individuals assigned the following security access roles will receive results from this report:
· KGL_KS_GL_VIEWER
· KAP_AGY_T_E_MAINTAINER

· KPO_AGY_PURCHASING_VIEWER
Business Unit Access:  Business Unit Security is applied



	1.
	Navigation:  

From the Home page 

in SMART, on the left 

navigation menu, click 

on ‘Purchasing’, then click on ‘Purchase Orders’, then click on ‘Reports, ’ and then ‘Current Obligations’.

Add a ‘Run Control ID’.
Click the ‘Add’ button.
NOTE: If you have already added a Run Control ID, you can select it by using the Search button on the ‘Find an Existing Value’ tab.
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	2.
	Clicking the ‘Add’ button opens the ‘Current Obligations Report’ page.
Enter the  desired Input Parameters:
1. Business Unit: Enter your Business Unit number
2. Budget Date From: Enter the earliest Budget date to include
3. Budget Date To: Enter the latest Budget Date to include
4. Account: Select the Subtotal Checkbox if you would like the report to subtotal at the account level.
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	3.

	The report allows for these additional Input Parameters:
1. The Look-up glass will display the additional Chartfields that can be selected: Account, Activity, Budget Unit, Agency Use, ChartField 2, Service Location, Department ID, Fund, Program, Project, and Resource Type
2. The From ChartField Value and To ChartField Value can be utilized to limit the search results for any of the ChartFields selected.
3. Sequence Numbers can be entered to change the sort order of the report.

4. The Subtotal checkbox can be selected to Subtotal any of the available ChartFields.

5. The Plus and Minus buttons allow for adding and deleting of additional ChartFields. 
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	4.
	Once the desired Input Parameters have been entered, first click the ‘Save’ button and then click the ‘Run’ button.
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	5.
	Clicking the ‘Run’ button opens the Process Scheduler Request page.
The Current Obligations Report defaults in as selected. After selecting the desired format for the output of ‘PDF’ or ‘CSV’, click the ‘OK’ button.
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	6.
	This takes you back to the ‘Current Obligations Report’
page.
Click the “Process Monitor” link.
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	7.
	Click the ‘Refresh’ button every two minutes until the report status is ‘Success’ and ‘Posted’.
To view the report, click the ‘Details’ link.
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	8.
	Clicking the Details link opens the Process Detail page.

In the Actions section, click the ‘View Log/Trace’ link.
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	9.

	Clicking the ‘View Log/Trace’ link opens the ‘View Log/Trace’ page.

The type of report you selected will be found here:  ‘PDF’ or ‘CSV’.
.
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	10.
	Selecting the PDF file link opens the report as a PDF document.

In this example, the ‘Current Obligations Report’ has been opened as a PDF document.
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	11.
	Selecting the CSV file link, opens the report as a CSV document in Excel.

In this example, the ‘Current Obligations Report’ has been opened as a CSV document.
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1 Report ID: KPOOD0O7 'CURRENT OBLIGATIONS STATUS REPORT
2 Business Unit: T For 01-JUL-2010 through 31-0CT-2013
3 Run Date: 11/20/2013 Remaining Amount <>0
4 RunTime: 14:41:20
5
6_Fund FroiBud Unit Account: ALL
[Fund  |pudget original  Liquidated Remaining  Committed
lcode _Junit  account Date DocID Type Pymnt Date Payment ID Ref Vendor Name Amount  Amount Amount  Amount
s 802 463 522300 6/30/2012 8562 PO TOPEKA BLUEPRINT & SUPPLY  4,000.00 o 400000 o
) '52200-PRINTING AND ADVERTISING SubTotal 4,000.00 o 400000 o
0 5202 8463 528200 6/30/2012 8567 PO KDLING 1,200.00 o 120000 o
1 s02 8463 528400 6/30/2012 8567 PO KDLING 300 o 300 o
2 om0 863 528500 6/30/2012 8567 PO KDLING 400 o 400 o
5] 52800-UTILITIES SubTotal 1,900.00 o 159000 o
4 s202 8463 537100 6/30/2012 8564 PO DESIGNED BUSINESS INTERIOR 3,000.00 o 300000 o
5 '53700-OFFICE AND DATA SUPPLIES SubTotal 3,000.00 o 300000 o
5 5202 8463 539200 3/25/2013 11238 PO JASPER SEATING COMPANY IN. 43,0374 o 430037 o
17 '53900-OTHER SUPPLIES AND MAT SubTotal 43,003.74 o 430037 o
5 s202 8463 540291  11/15/2012 10008 PO  11/19/2012 2001684939 TRIAD MANUFACTURING INC 7,825.00 195625 586875 195625
19 8202 8463 540391 9/20/2012 9449 PO 2/7/2013 2001812498 BA DESIGNS LLC 36,018.80 12,966.68  23,052.12  12,966.68
0 5202 8463 540391 9/20/2012 9456 PO 11/20/2012 2001686774 BA DESIGNS LLC 15,826.68 15,786.68 40 1578668
1 m02 8463 540391 9/20/2012 9457PO  11/20/2012 2001686774 BA DESIGNS LLC 1893853 1861853 320 1861853
2 s02 8463 540391 9/20/2012 9458 PO BA DESIGNS LLC 1918.40 o 191840 o
3 '54000-FURN FIXTURES AND EQUIPMENT SubTotal 80,527.41 49,328.14  31,199.27 49,328.14





	NOTE:
	The Current Obligations Report (KPO00007) will provide agencies a detailed listing of all open Purchase Order and Travel Authorization encumbrances (and pre-encumbrances for pre-encumbering agencies) . The GL Encumbrance balances are not on this report.

Please remember that the amount of parameters selected and the date range entered impact the volume of data being searched and how quickly the results are returned.
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