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State of Kansas
How to Run and Format KPO00008 (KS Budgetary Activity Report)
Statewide Management, Accounting and Reporting Tool
	Date Created:


	05/01/2015

	Version:


	1.0

	Purpose of the Report:


	The purpose of this report is to provide PO information for original amount, liquidated amount remaining amount and vouchered amount.

	Report parameters:
	The report parameters are:


· Purchase Orders with a ‘Dispatched’ ‘Valid budget status are included in the report.


	Prompt Values:
	Required Prompt Values:

· Business Unit (Required)
· Budget Date From (Required)
· Budget Date To (Required)
· Remaining Amount:  (Required)
· Business Unit (Required)
· Chartfield Sort Options (Required – may add more than one)


	Result Sorts:
	The Report results are sorted by:

· Purchase Order Number


	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 ‘KS PO Budgetary Activity’.

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 ‘KS Req-PO Budgetary Activity’ 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. Remaining Amount: Select ‘<>’ for Not Equal to

5. Enter ‘0.00’
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	3.
	Once the desired Input Parameters have been entered, first click the ‘Save’ button and then click the ‘Run’ button.
	

	4.
	Clicking the ‘Run’ button opens the Process Scheduler Request page.
The KPO00008, Budgetary Activity Report defaults in as selected.  Make sure the format is ‘PDF’ or  ‘CSV’, click the ‘OK’ button.
If you run the report in PDF, follow through Step 8 of this job aid.  If you run it in CSV, follow through Step 9 of this job aid.
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	5.
	This takes you back to the ‘Req-PO Budgetary Activity’
page.
Click the “Process Monitor” link.
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	6.
	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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	7.
	Clicking the Details link opens the Process Detail page.

In the Actions section, click the ‘View Log/Trace’ link.
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	8.

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

The type of report you selected will be found here:  ‘CSV’ (or PDF)
Stop on this step if you if you selected PDF as the report format.
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	9.
	Continue with this step if you selected CSV as the report format.

As you can see, the headers do not match up with the data and some of the data has wrapped to a second line.  The SMART Team will work to fix the report when time allows. 

How to manually fix the report formatting is outlined here:
	1. Start by increasing the column widths appropriately (initial report shown below).
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Results with issues highlighted:
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2. Select Cell F5, right click, select ‘Cut’.  Select cell G5, right click and select ‘Paste’.

3. Select Cell D5, right click and select ‘Cut’.  Click in Cell F5, right click and select ‘Paste’.

4. Select Cell D5, right click and select ‘Cut’.  Click in Cell D5, right click and select ‘Paste’.  Your headers are now in the correct cells, but there is still an issue with the additional Chartfield Sort Criteria Options (second bordered cells in the screenshot below).
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5. Select Cell J6, either using the formula wizard from Excel, or type in the following formula:  =IF(A7<> " ",A7," ")  This should return the value of cell A7.  Copy the formula from Cell J6 to the next columns matching the number of columns for the original Chartfield Sort Options criteria.  In the above example, this would be the next 3 cells, K6, L6, and M6.  Once that is completed you will see your data from the row below is now is the row where you wanted.
6. Enter the headers in Cells J5, K5, etc (based of Chartfield Sort Options).  

7. Highlight the cells where your formulas are, (the cells from the above step).  Copy these rows down for entire results rows.  The spreadsheet will now look like similar to below:
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8. Using the Select All Button in the upper left corner of the sheet, click that button, right click and select ‘Copy’.
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9. Open another tab in your spreadsheet, and select cell A1.  Right click, and select the icon that looks like a clipboard with the 123 on it to paste the “Values”.
10.  If needed, widen the cell widths. 

11. Beginning with your header rows on Row 5, select all the rows that were returned results.  (Do not include the “Totals” row.)  From the ribbon, select “Data”, then “Sort”, making sure that the “My data has headers” is selected.  Select how you want you data sorted.  In this example, Project ID is selected.  The best practice is to select one of the headers that was entered pertaining to the Chartfield Sort Options.
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12.  Highlight the rows that had originally been wrapped, right click and select ‘Delete’.
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13.  Delete the ‘Totals’ rows  at the bottom of the sheet.
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14. Depending on your purpose for running the report, the Auto Sum function can be used to total the appropriate columns.
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