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    Project Costs 
             DOTPC_051_PROJECT_COSTS
Introduction

Description and Purpose 
This query will list all project expenditures.  User is prompted for Project ID, Accounting Begin/End dates. This query must be scheduled to an Excel format.
Type of Report

EPM Query – Operational – EPM Query Scheduler output to Excel
IMPORTANT- Prior to scheduling the query, you must do the following:
· Click the following link to open the Project Costs template and save it to your desktop. You will need to use the template to produce the final report.

Project Costs Template
· If necessary, close and Save all Excel files and close the Excel program.

· IMPORTANT!!!!  NOTE TO EXCEL 2010 users: Some changes were made in the Excel 2010 version. By default, the active content has been disabled. Click the Enable Editing button.
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· The Security warning may appear. Click the Enable Content button.
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Scheduing a New Query

1. Navigate to EPM Schedule Query Page. EPM Reporting Tools > Query > Schedule Query.
2. Click the Add a New Value tab and enter the Run Control ID: DOTPC_051_PROJECT_COSTS
3. Highlight and copy the query name from the Run Control ID field. You will need to paste this on 
the Schedule Query page.
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Click the Add button.


5. Paste the query name into the Query Name field and click the Search button.
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6. You will be required to enter the following parameters.

	Query Prompts                                                                                     See Screenshots Below 

	In This Field
	Enter
	Notes

	Project:
	Enter the 13 digit Project ID.
	

	From Acctg Date:
	Enter the date.
	To get expenditures from the start of the project, enter this date in this format: 01-01-01 or enter the desired date. You MUST use the date format above in order to avoid processing errors. 

	To Acctg Date:
	Enter the date.
	Enter the letter “T” to get expenditures through the current date or enter the desired date.
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	Click the OK button. 
	


7. From the Schedule Query Search Page, click the query name.
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You will be prompted to re-enter the parameters and click the OK button.
The Project ID is a case-sensitive field “DOT and 2 character suffix “PE”,”CN”, etc. must be in uppercase chaaracters.
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On the Schedule Query page, click the Save button and then click the Run button. 
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On the Process Scheduler Request page, click the Format drop-down arrow and select XLS 
to run the query to Excel and click the OK button.



11. A Process Instance number appears. Click the Process Monitor link.
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12. On the Process List page, click the Refresh button until the Run Status is Success and 
Distribution Status is Posted.
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13. Click the Details link.

14. On the Process Detail page, click the View Log/Trace link.
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15. From the File list, click the file with the .xls extension.
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If prompted to Open or Save the file, click Open.

· IMPORTANT!!!!  NOTE TO EXCEL 2010 users: Some changes were made in the Excel 2010 version. By default, the active content has been disabled. Click the Enable Editing button.
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· The Security warning may appear. Click the Enable Content button.
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Scheduling an Existing Query

1. Navigate to EPM Schedule Query Page. EPM Reporting Tools > Query > Schedule Query.
2. If necessary, click the Find an Existing Value tab and enter the Run Control ID: DOTPC_051 and click the Search button.
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In the Search Results, click the query name.


4. If necessary update the parameters by clicking the Update Parameters link on this page and click Save and then click the Run button.  If no changes are required, click the Run button.

Follow steps 10 through 16 of the Schedule a New Query process. 


Generating the Project Costs Report

1. Open the Project Costs template from your desktop.


The Security Warning will appear prompting you to make this a trusted file.  Click Yes.


Reminder:  After opening the workbook, the Enable Editing button may appear, if so click 
Enable Editing.















2. In the DOTPC-051 worksheet, click in cell A1 and drag to cell O1 and then on your keyboard, press [image: image7.png]
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  simultaneously to select the all the data on the worksheet.

3. Right click and select the Copy command from the menu.

4. Go to the Project Costs template and right click in A1 select the Paste command from the menu.

5. Click on the Click Here icon.

6. Now just sit back and watch the magic happen. Depending on the amount of records in the query results, generating the report will vary in time.

A new Excel worksheet will be created.  You can view, print and/or save the workbook.
7. You will be prompted to permanently delete the Sheet 1 data.  If you want to view the expenditure details, click Cancel.  If not, click Delete.













8. Close the DOTPC_051 worksheet (query results). If desired, in the Project Cost template workbook, select File>Save As to rename and save the file.  

IMPORTANT!!!!!!  You MUST save the file with a new name to avoid overwriting the template.
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