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Running the Actuals Transaction Detail Report (SCUKK501)

SCUKK501 is the Actuals Transaction Detail report. Users have been broken into 2 separate roles —
those who can run reports containing payroll summary data (unrestricted role), and those who have no
access to payroll information (restricted role). ** If you are in the restricted role and you need to run a
report by projects, all revenue and expense account information including payroll expenses charged to
the project will be captured in the report. In all other cases people in the restricted role will not see
payroll information.

The Basics

1) Loginto the PeopleSoft Financials System
2) Click the Main Menu drop down in the top left portion of the screen and navigate to: Santa
Clara>Financials Management>Actual s Transaction Report
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3) You will see the following page:

ORACLE

Favt)vrjtes Mamvl'u'lenu > Santa;clara > Financials Mvanagement > Actuals Transaction Details

Actuals Transaction Detail All

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.
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4) a) If you have an existing Run Control, click Search.

b) If you don’t have an existing Run Control, click the Add a New Value tab on the top portion
of the page.

When in doubt, click Search .



If you see “No matching values” click the Add a New Value hyperlink.

5. Type a word that is meaningful to you. You can use UPPERCASE, LOWERCASE or any
combination of the 2. You may wish to use your first initial + last initial + ACTUALS. (so if
your name is Jane Doe, you would create JDACTUALS) or a description of the parameters
you are using if you regularly run multiple versions of the report.

6. Click Add or simply hit the enter key on your keyboard after typing a value for the run
control. Keep it relatively simple and short.
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7. IfyourIDis inthe unrestricted role you will see the following page that offers a list of 7
Account Selection options on the lower left portion of the screen, and 2 Account Summary
Options on the lower right portion of the screen.
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Run Control ID: JDACTUALS  Report Manager Process Monitor | Run |
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If your ID is in the restricted role you will see the screen below with 5 Account Selection options,
and no account summary options on the bottom right portion of the page.
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Identify which combination of options you wish to use to generate your report. The process will
generate both a printable pdf report and a .csv file that can be imported into Microsoft Excel so
you can manipulate the data and use Excel formulas to perform calculations. The 3 Sum options
on the right side of the screen -- one in the Time Span section and 2 in the Account Summary
Options section will affect the presentation of the .pdf file with respect to the grouping and
subtotaling of data on the report. The .csv file will simply be a transaction dump of journals so
the “Sum” options have no impact on that file, since you can use Excel to sort, sum, and perform
calculations on the results.

8. Required Fields:
Choose the Fiscal Year of the data you want, either by typing the year or clicking the magnifying
glass to see a list of available fiscal years.

Fiscal years run from July 1% of 1 year —June 30" of the following year. The Fiscal year
corresponds to the calendar year of the end (6/30) date, so if you want a report that includes
any periods between January 2013 and June 2013, enter 2013 in the fiscal year field. If you are
looking for data from July 2013 until June 2014, type 2014 in the fiscal year field.

The from Period and to Period fields correspond to months of the fiscal year beginning with
July (period 1), August (period 2), all the way to June (period 12). Select the period or periods
for which you want data.



Fund Code — enter the fund code you wish to report against or click the magnifying glass icon
next to the empty box to see a list of all available values. If you know the first couple of digits of
the fund code you may type in what you know and click search. This will limit the number of
rows that your search returns.

If you want all funds for a specific DEPTID, or all DEPTID’s and funds to which you have
departmental access, type ALL.

Fund Code: _,f

In the Department field, type a Department, or ALL if you want a listing of all departments to
which your PeopleSoft ID is authorized. If you click the magnifying glass and choose ALL from
the list of department ID’s displayed, the To Period will be set to match the From Period and
the To Period will be grayed out as illustrated below. This mechanism was put into place to
prevent you from retrieving more data than the system can provide efficiently.

Fiscal Year: | 2014/, From Period:[ 1/ To Period: [¥] sum Periods (for Transaction
Accounts)

Fund Code: |ALL |y Department [4] | Q
Projects

9. Choose ALL for the Department selection when running this report for projects because
journals may be posted to different department id’s for this project.

10. Funds in the 13000 — 14000 range and funds 21274 and 21275 (from fiscal year 2014
onward) require project ID’s to be entered . Failure to enter a project ID on these funds will
generate an error message informing you that you need to enter a fund.

11. Irregardless of your user role, if you are pulling financial information on a project you will
see all revenue and expense information including payroll that has been charged to the
project.

12. After you have entered all the parameters you wish to use, click the Run button in the top
right portion of the screen.
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13. On the next page click OK to launch the report.
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Retrieving your reports/Downloading .csv files

14. After you have submitted your report, wait at least 5 minutes then click the Report Manager
hyperlink.

ORACLE’

Home
Favorites  Main Menu > Santa Cara > anc'dsnvmauemem > Actuak Transaction Detais

| Addto Favorites | Sign out
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15. If you had to navigate away from this page, or your session got timed out, after logging back
in navigate to Reporting Tools/Report Manager to retrieve the output of your report.
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16. You will see a display similar to the display below:
Favu'rt&; Main flerlu 5 Reportilg Tools » Report Manager

UseriD: | Type: [ ~ | Last | 30 Days - | Refresh

& Mew Window ? Help [& Perso

Status: *  Folder: ~ Instance: | to: |
Personalize | Find |/ isw iliI'—m | H
Heport Prcs | i Request
Select D e | Description Date/Time Format  Status Details
[ . 03/052014  Acrobat .
O 911466 1050126 Actuals Transaction Detail $7641AM  * pdi) Posted Details
Comma

0O 911315 | 1049969 | Actuals Transaction Detail 02302014 4 oiimited Posted | Details
3:01:04AM
| {*.csv)

Select All Dﬂeseieciﬁil

[Deleten] click e delete bution to delete e selected reporits)
B save |

17. To open the printable pdf version of the report click the hyperlink in the middle of the

screen as illustrated below:
Finruvrtes Main flerlu ¥ Repurtilg Took > Report Manager
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18. To download the CSV output, click the Details hyperlink:
Favu'rt&; Main g'lerlu 5 Reportilg Tools » Report Manager

UseriD: | Type: I ~ | Lost | 30 Day v  Refresh

& Mew Window ? Help [& Perso

Status: *  Folder: ~ Instance: | | to: |
Beport Pres o Request
Select D \mstance | Description Date/Time Format  Status Details -
{ ; 03/05/2014  Acrobat : -
O .911466 5105{1126 .Pc’uais Transaction Detail _826:41”\.!1 _(*-pdﬂ .Pcsied .Dehlls
Comma
0O 911315 | 1049969 | Actuals Transaction Detail g%ﬁ%’iﬂf delimited Posted  Details
|7 {*.csv)
Select All D[leseieciﬁil
[Deleten] click ihe delete bution 1o delete the selecied report(s}
|2 save |
19. Then click the .csv file in the list.
] New Window 7 Hel
Report Detail
ReportID: 911466 Process Instance: 1050126 Wessage [og
Name: SCUKK5A01 Process Type: SQR Report

Run Status: Success

Actuals Transaction Detail

Distribution Details
Distribution Node: nt_xcopy Expiration Date: 023/12/2014

File List s
Mame File Size {judesT™ 'Datetime Created

ACTUAL TRAMS DETAILS 1050126.csv -=“' 03/05/2014 8:28:36.459063AM PST
SCUKKA01 1050126.PDF 123889 03/05/2014 8:28:36 459063AM PST
SCUKKA01 1050126.0ut 3,661 03/05/2014 8:28:36.459063AM PST
S0OR SCUKKS501 1050126.1o0g 15824 03/05/2014 8:28:36 459063AM PST
Distribufion ID Type: “Dis tribution ID

User EDO

. OK  Cancel
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20. After clicking the .csv hyperlink, you may see a popup window similar to this depending on
the Excel settings on your computer. Click the word Open to open the report into Excel.

Windows Internet Explarer @

What do you want to do with
ACTUAL_TRANS_DETAILS_1050126.xls?

Type: Microsoft Excel 2003
Fram: fsusr.scu.edu

< Open

The file won't be saved autornatically.
= Save

=% Save as

Cancel

21. You may then see the following popup window. Click Yes to open the file:

# | Micrasoft Excel 52

The file you are trying to open, 'BCTUAL_TRAMS_DETAILS_1050126.:s,

; l L isin a different format than specified by the file extension, Verify that
the file is not corrupted and is from a trusted source before opening the
file, Do you weant to open the file now?

'h Wes Mo

Problem Solving:

1. No Data: If there is no data in the .csv file and the .pdf report, recheck your parameters and
ensure that you selected a valid fiscal year, valid accounting periods, and a valid deptid for the
data you are seeking. Fiscal years run from 7/1 through 6/30, and the 4 digit fiscal year
corresponds to the calendar year related to June 30. If you are seeking data from periods
between 7/1/2013 and 6/30/2014, enter fiscal year 2014.
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2. Missing Departmental access: If you are missing departmental access that you know you
should have, contact fintrans@scu.edu and provide your login id, and tell them which

department you are missing.

3. Unable to access the page — if you see the menu item in PeopleSoft but receive an error trying
to access the Santa Clara>Financials Management>Actuals Transaction Details report, contact
fintrans@scu.edu and provide your login ID, and request confirmation that your ID has been

granted access to at least one department id.
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