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Aging By Chartfield Report

	1.  
	Click the Accounts Receivable link.
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	2.  
	Click the Receivables Analysis link.
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	3.  
	Click the Aging link.
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	4.  
	Click the Aging by Chartfield Rpt link.
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	5.  
	A Run Control ID is required to run a report in eUMB Financials. The system uses Run Control IDs to track your report request through all stages of its creation. The following statements are true in eUMB Financials:

     - Run Control IDs can be used to run any departmental user report within eUMB Financials.

     - They can be re-used. You do not need to create a new Run Control ID each time you run a report. You may wish to create Run Control IDs for different formats for the Aging By Chartfield report. 

     - A Run Control ID manages one report request at a time.

     - To run more than one report at the same time, create more than one Run Control ID.

     - Run Control IDs cannot be deleted.

	6.  
	If you haven't set up any Run Control IDs in eUMB Financials, you will need to Add a New Value.

(Otherwise, click the Search button on Find an Existing Value tab, then select from the list that's returned.)

Click the Add a New Value tab.
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	7.  
	Run Control ID names

     - can contain uppercase, lowercase or mixed characters

     - cannot contain spaces or special characters such as '?' or '@'

     - can include an underscore (_) or a dash (-)

	8.  
	Name your Run Control ID.

Enter the desired information into the Run Control ID field. Enter a valid value e.g. "AgingByChartfield".

	9.  
	Click the Add button.
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	10.  
	To give yourself more viewing space, you may wish to hide the Menu using the Collapse button just above the Search box.

Click the Collapse (Ctrl+Y) button.

[image: image7.png]




	11.  
	The Aging By Chartfield report introduces several new features. To retrieve meaningful data you need to understand what this page presents you. 

(Current XLS version is a draft. When final, upload PDF.)

	12.  
	The Aging by Chartfield report can be set up to answer a variety of questions. You'll see 3 possibilities in this topic - 1 now and 2 at the end of the topic. <Insert caution about understanding what you've asked for?>
Scenario 1:

A Department Administrator wants to retrieve & display the uncollected accounts receivable balances for each Project in his/her Department. The Admnistrator wants to include separate totals for Standard Grants and Deliverable-based Grants.

	13.  
	The first time you set up the Aging By Chartfield report on a new Run Control ID, you must display the Chartfield Selection options.

Click the Refresh button.
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	14.  
	Use Subtotals in the ChartField Selection box to group and subtotal report results.

In this example, checking the Subtotal box on the Project line will group and subtotal results by Project.
Click the Subtotal option on the Project line.

<ADD note on checking ORDER>
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	15.  
	If you wish to view data for specific Projects, Owner Departments, Funds or Accounts, you must enter a value(s) in the Value and To Value fields. 

TIP: You are able to enter a sequential range of values where appropriate.

<Re-capture the Tab and auto-populate of To Value>
Enter the desired information into the Value field. Enter a valid value e.g. "12302100".

	16.  
	(ORDER)
Check Fund in the Subtotal column to create our subtotals for Standard and Deliverable-based grants or contracts. 

Click the Subtotal option on the Fund line.
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	17.  
	TIP: Your report setup is saved when you click the Run button. If you wish to save your setup, but are not ready to submit your report request, click Save instead.

Click the Run button.
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	18.  
	Review the Process List on the Process Scheduler Request page:

     - a check should appear in the Select checkbox

     - the name of the report should appear under Description
     - Type and Format should remain 'Web' and 'PDF'

     - all other settings should remain unchanged

Click the OK button.
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	19.  
	Note that a Process Instance number now appears beneath the Run button. This is your indication that you have successfully submitted your report.

You may wish to make note of the Process Instance number. You will use the Process Instance number later to locate the report you want to view.

	20.  
	You can follow either of two options to view your report: Report Manager or Process Monitor. Both options provide the ability to...

     - monitor report progress/status

     - view report results

     - email report results

     - print report results

     - save a copy of report results

The main differences for departmental users are:

Report Manager provides easy navigation to view your report, but it requires using a Favorite or navigating the Menu menu to return to the report setup page to run another variation of the report.

Process Monitor requires a few more steps to view your report, but it links back to the report setup page to run another variation of the report. In addition, Process Monitor allows you to view steps during the report creation process.

	21.  
	In this example, we will use Report Manager. You could also follow similar steps to use Process Monitor. 

Click the Report Manager link.
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	22.  
	Click the Administration tab.
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	23.  
	Your User ID (your Employee or Affiliate ID) should appear in the User ID field. 

Reports run previously are available online for 35 calendar days after the run date.

For direct access to reports run previously, navigate to Reporting Tools > Reports and then click the Administration tab. 

	24.  
	<Re-record background to demo Refresh?>
Your report appears on the Report List as soon as it has run to success and has been posted for viewing.

If you do not see your report yet, click the Refresh button periodically until the entry is displayed. Most reports run to completion in only a few minutes.

Click the Refresh button.
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	25.  
	When your report is ready to view, the Description becomes a link.

Click the Report Description link.
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	26.  
	Re-record background to view in Reader.
Your report displays in a separate window. As needed, maximize the window for better viewing.

Click the Maximize/Restore button.
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	27.  
	Your report can now be saved elsewhere, emailed or printed using Adobe Acrobat Reader or Internet Explorer tools.

When you are ready, close the report window.

Click the Close button.
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	28.  
	To run additional versions of this report, expand the menu and navigate back to the setup page by clicking Aging by Chartfield Rpt. 

Click the Expand (Ctrl+Y) button.



	29.  
	Click the Aging by Chartfield Rpt link.
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	30.  
	TIP: When submitting reports one after another, be sure to create or select a different Run Control ID if the first report has not yet run to success.

  

Selecting a Run Control that is already in use will cause the first report submitted on the ID to fail.

	31.  
	Insert setup graphic and description for Scenario 1.
Follow with report graphic and brief explanation.
(SAMPLE report graphic on this frame for testing best copy method...)

	32.  
	Insert setup graphic and description for Scenario 2.
Follow with report graphic and brief explanation.
(Sample graphic - different copy method)

	33.  
	Insert setup graphic and description for Scenario 3.
Follow with report graphic and brief explanation.

	34.  
	You have successfully created a Run Control ID, setup, run and viewed results for the Aging By Chartfield report.

In addition you examined 3 setup options. You may wish to develop additional setup options to retrieve the data in other formats that are useful for the work that you do.

The quick reference guide for this topic is available online at <insert hyperlink when created & tested; alternative - paper/pencil below links to job aid>.

Questions on report results should be directed to <insert dept(s)>. 

End of Procedure.
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