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State of Kansas
Using the KS_AP_AGY_IMPREST_PETTY_CASH Query
Statewide Management, Accounting and Reporting Tool
	Date Created:
	11-10-14

	Version:
	V.1.0.

	Purpose of the Query:
	The query (KS_AP_AGY_IMPREST_ PETTY_CASH) provides the agency with a method for validating the expenditure vouchers entered in SMART, and can be used in conjunction with the monthly reconciliation Form DA-73.
The query provides the agency with a listing of vouchers by Bank and Bank Account within a payment date range.
The use of the % (wildcard functionality in SMART) allows for the inclusion of all criteria within the Search criteria section.

The query results include: Business Unit, Bank, Bank Account, Voucher ID, Vendor ID, Vendor Name, Invoice Number, Invoice Date, Payment Message, Check Number, Payment Date and Payment Amount.



	1.1
	Query parameters:
	· A wildcard (%) may be used for Bank and Bank Account. For example, 173% for Bank and % for Bank Account would provide a result of all 173 banks and all bank accounts; while PC% for Bank Account would provide a result for only Petty Cash bank accounts. 

· From Payment Date and To Payment Date must be entered.


	1.2
	Prompt Values:
	Required Prompt Values:
· Bank (% must be entered if not using a specific value)

· Bank Account (% must be entered if not using a specific value)

· From Payment Date (Beginning date of range)

· To Payment Date (Ending date of range)



	1.3
	Results Sort:
	The query results are displayed, sorted in the following order:
1. Business Unit

2. Bank

3. Bank Account

4. Voucher ID



	1.4
	Security:
	Security Role Access: Only individuals assigned the following security access roles will receive results from this query:
· KGL_KS_GL_VIEWER

Business Unit Access: Business Unit Security is applied.


	1.5
	Navigation:
 
	Reporting Tools > Query > Query Viewer 

Search for query name (KS_AP_AGY_IMPREST_PETTY_CASH) by entering in begins with field. Then select Search.
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	1.6
	In the Search Results section on the Query Viewer page:
Select either the HTML or Excel link.

Consider selecting the Schedule link if a large number of rows are expected in the result. Refer to the job aid Scheduling a Query in the Reporting section of the SMART Web website.
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	1.7
	Selecting either the HTML or Excel link will open the specific query page in a new window.
Enter the desired prompt values.

Select View Results.
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