State of Kansas
Sponsor Draw Down Report - RPTPC018
Statewide Management, Accounting and Reporting Tool




	Date Created:
	04/02/2025

	Version:
	3.1

	Reason for Job aid:
	ROLE: Agency Projects/Grants Reporter

DESCRIPTION OF REPORT: This report will assist grant managers in performing draw downs from their third-party systems. Decision-makers will be able to utilize this report to identify from which sponsors each agency should be drawing down money, identify which transactions agencies should bill their sponsors based on pending billable items in the system, and identify when the money should be drawn. The voucher payment date is included on the report to assist with determining the timing of draws to help ensure that we hold State cash as long as possible and Federal cash for as short a time as possible to comply with Cash Management Improvement Act (CMIA) standards. The report will generate a CSV formatted data extract to be opened in Excel, Access, or other database/spreadsheet software. Using a data extract will allow users to filter, sort and total values as desired.

	Navigation options:
	A) Billing homepage > Process Billing Worksheets tile > Non-Consol Invoice Processing > Sponsor Draw-Down Report
B) Billing homepage > WorkCenters tile > Billing WorkCenter tile > Links section > Process Billing section > Sponsor Draw-Down Report
C) NavBar > Menu > Customer Contracts > Reports > Sponsor Draw-Down Report

	
	

	Step 1. On the Find an Existing
Value page, click the Search button and select from the list of Run Control IDs, or you may choose to click the Add a New Value button and create a new Run Control ID of your choosing (no spaces, however underscores and periods can be used).
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	Step 2. The Report run control page
displays where you will enter your Contract Options that serve as criteria for the report. The required fields are:
Transaction Beginning Date Transaction Ending Date PC Business Unit

To narrow your search and ensure the report runs successfully, one or more of the optional fields should be used. The table to the right provides further information about the fields. Once all desired report criteria are populated, click the Save button, then click the Run button.
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[image: Description of the parameter fields.]

	
	

	Step 3. The Process Scheduler
Request page displays. Select the Type of Web and the Format of CSV. Click on the OK button.
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	Step 4. Make note of the Process
Instance number then click on the
Process Monitor hyperlink.
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	Step 5A. Click the Refresh button
until the Run Status is Success and the Distribution Status is Posted, then click on the Process Name hyperlink titled KPC1_RPT.
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	Step 5B. In the Process Detail window, click on the hyperlink titled KPC001B Success.
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	Step 6. The Process Detail page
displays. Click on the View Log/Trace hyperlink.
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	Step 7. Click on the hyperlink
KPC00001.csv which opens the file in MS Excel. See continued instructions below to save as an Excel .xls file.


Note: most internet browsers will open the file in MS Excel as a .csv file and can be saved as an Excel
.xlsx file. Therefore, steps 8 & 9 may not be necessary.
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	Step 8. Save the KPC00001.csv file onto your desktop or a temporary folder.
	

	
	

	Step 9. In the MS Excel application, select Open. In the Open window, there is a drop-down list of file types, select the All Files option.
Then choose the KPC00001.csv file that was saved on the desktop. The Text Import Wizard appears, choose Delimited then click the Next button. Uncheck the Tab box and check the Comma box, then click the Next button, and then the Finish button and the report will display in Excel format. Be sure to save the document as an Excel document.
	

	
	




	Step 10. This is an example of the
report:
	
	[image: Example of the Sponsor Draw Down Report opened in MS Excel. (Rectangle)]
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