PO Balance Report

First time users must create a new report name by selecting the “Add a New Value” tab (report names can
contain no spaces, hyphens or slashes) and then click “Add”. Once you’ve saved a report, you can use it again
by clicking to the “Find an Existing Value Tab.”
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PO Balance Report

Add a New Value

Find an Existing value
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Fill in required data mark by asterisks (Optional chartfield criteria may be populated as desired)
Then click “Save,” then “Run’
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PO Balance Report
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Run Control ID:  POBAL

Report Manager Process Moni
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PO Balance Remaining

‘Business Unit: |DEPM! {

Fund Code: Department:

 Yes  No & A

Ohbligation Balance Remaining

" Yes  No Lo 1]
Include Closed PO's
 Yes ~ No /

Program Code: Project:
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Check buttons and insert specific

% information (highlighted in green

boxes) to obtain desired results.
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When you arrive at this screen, click “OK”
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Process Scheduler Request

User ID: Lehrand Run Control ID: POBAL

Server Name: I_ 'I Run Date: 09/1752007 El
I 'I Run Time: 32912PM Resetto Current DaterTime I

Recurrence:

Time Zone: &

Process List
Select |Description Process Hame Process Type
¥ Purchase Crder Balance Repart CTPOR313 S0R Repoart IWeb 'l IF'DF 'I Diistribution

OK Cancel

Make a note of Process Instance number and then Click “Process Monitor”.
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Frote ance: 286300

PO Balance Report
Run Comtrol I: POBAL Eeport Manager
Language: I English :l'

*Business Unit: [DEPM1 QL

Yendor ID: Q

“From Date: 07/01i2007 [31)

“Through Date: |08/31/2007 [

PO Balance Remaining

T Yes ' No & an )
Process instance number

Obligation Balance Remaining

 Yes “ No “ a1l

Include Closed PO's

 Yos ¥ No
Chartfield Criteria
Fund Code:  Department: Account: Program Code: Project: SID:
M | a | a [ | o hetes @

B Aschel | FUpdate Display

B save | S Return to Search | +[E] Previous in List | +E] Mext in List | [=] hatify |




Click refresh until run status shows Success and distribution status shows Posted and then click on Details

Bew itindow | Help | Customize Page | B,

Process List

View Process Request For

User ID: |Lebrond Q. Type: | vlLast: 1 |D8YS 1@
Server: I l Hame: Q Instance:| to

I l Distribution I l
Status

Status

[¥ Save On Refresh
Process List
Select (Instance

SQR Report CTPOR313 Lebrond 08172007 3:28:12PM EDT

2963009

Process Instance Number

Gobackto PO Balance Repart

& Save | [=] Motify |

Frocess List| Server List

Click on View Log/Trace to see results of search in .pdf format.
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Process Detall

Process

Instance: 2963677 Type: SGR Report
Hame: CTPOR313 Description: Furchase Order Balance Report
Run Status:  Success Distribution Status: Fosting

oo [UndateProcess

Run Control ID; PORAL  Hold Request

 Queue Request

Location: Server
o
Server: PSMNT Cancel Request
” Delete Request
Recurrence:

” Restart Request

Began Process At 09/18/2007 7:51:12AM EDT

Ended Process At 09/18/2007 7:51:26AM EDT

0K Cancel

Request Created On: 09/18/2007 7:50:57AM EDT Parameters Transfer
Run Anytime After:  09/18/2007 7:50:48AM EDT Message Log

Batch Timinas

Wiew LogiTrace




Click on PDF file
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View Logi/Trace
Report ID: 1917928 Process Instance: 2953009 Message Log
Name: CTPOR313 Process Type: SQR Report

Run Status: Success

Purchase Order Balance Report

Distribution Details

Distribution Node: PRODRPTFTP Exzpiration Date: 1002172002

etime Created

hi

EE|

-

15,096 091 7r2007 3:30:07.000000PM EDT
O09.out i] 08/17r2007 3:30:07.000000PM EDT
SOR CTPOR313 289630049000 1,727 09/17/2007 3:30:07.000000FPM EDT
Distribute To
Distribution ID Type
User Lehrand
Eeturn j

Copy of Report can be viewed or printed. Note: BudRef is not displayed on report, however, a separate line is
displayed for each row including payments or encumbrances since the date the PO was dispatched.

2tate of Connecticuc

Eeport ID: CTEOR3I13 FURCHASE ORDER BALANCE REFORT
Fun Control: FOBAL
Bua Unit: DEFH1

Vender Id:  ALL

Dats From: 01-J0L-2007 To:  21-AT3-2007
PO Balance Remaining: All

obligation Balance Eseoaining: All
Chartfizsld gslsctiona: 8I1D: 35180

PO Status Includsd: Approved and Dispatchsd

FO BT DEFHL B2 Hunbsr 0000012032 BO Data  07/10,/2007 Yendor 0000013280 Hane POST ROAD STAEES Eaqg 00000162231 Buyer HasiV

criginal Quantity

00001 001 00001 L2060 DEFA3ILIE  3516% 66038 EZ031 DEFACDAOICETO0E 1.00 1.00 ] 350,00
Degoription On= way transportatiom Thursday July 19: Hartferd, <T to
Baltic, CT £:20 a.m. Pick up Location: HKs=nsy Pond House
223 Edgewood Btr=et, Hartford, T
00002 001 Q0001 L2060 DEFA3ILIE 35165 66038 EZ031 DEFACDAOICETO0E 1.00 1.00 ] 350,00 §
Description One way transportatiom Friday July 20, Baleis, COT ko
Hartford, CT: Pick up tim=: 11 noon. Pick up location -
Salt Bock State Park Crop cff location - 323 Edg=wood
Btreet in Hartford
00003 001 00001 L2060 DEPAILIE  IS1EH SE038 E203L1 DEFACCA0I0ET00S 1.00 1.00 5 500.00 &
Description Round Trip Transportaticn Wednesdsy Auguest @: Bue Fick up
time: 5:20 a.m. Fick up lecatiom - 333 Franklin Awemue in
Hartford. Destination: Eellogg Environmental
Center/Osbcerndale Sate Fark, Derby. Departurs from Derby -
00004 001 00001 L2060 DEPA3ILIE  IS1EH £E038 E203L1 DEFACCA0I0ET00S 1.00 1.00 5 500.00 &
Deacriptien Reund Trip Transpertaticn Thursday August 3: Bus Pick up
time=: §:20 a.m. Fick up locatiom - 339 Franklin Awverme in
Hartford. Destination: Eellogg Environmental
Center/Osbcrndals Sate Fark, Derby. Departurs from Derky -
02905 901 20001 L2060 CEP4313E 25169 S6039 52031 DEFACCI3037008 1.00 1.00 g 520.02 § S0,
Description Round Trip Transportaticn Thursday August 15: Bus Fick up
time: $:20 a.m. Fick up locatiom: 323 Edgewood Street in
Hartford. Destination Fort Trumbull State Fark, New Londeom.
Departurs from Mew London: 2:00 p.m.

350,00

FO DISTRIE TOTAL: $ 2,200.00 & 2,200.00 %

Fage Mo, L
Fun Cate 05/17/2007
Fun Time 1E5:39:43

FO Enc Ambt: § 2200 PO Exp Ant: § 2200 FO Unlig ant: § 0.00 Total oblig: & 2200.00 Renain oblig: § 0.00 Bog DT: 01-J0L-2007 End DT: W0-JON-1008 PO Btat: D

Line/g8ch/Diet Fund Dapt 2ID Frogram Account FProjact CF1 guantity Ramain Encumberad Expandad monligquidated




