Request Set Creation

You can use a Request Set to run all of your monthly reports at one time, such as your
Department Statements, Project Statements and RIT Account Analysis reports. A
Request Set allows you to include all the reports you want to run in a set and then run the
set instead of running each report individually.

Obijective:

At the end of this lesson, you will be able to create a Request Set to run all of your
monthly statements and detail reports at one time.

Scenario

You are an employee in the College of Science. You want to create a Request Set for
your monthly department and project statements, and detail reports. This will reduce the
amount of time it takes for you to run your department’s reports each month.

Directions:

e To create a Request Set select the “Other” menu in your Navigator screen and
click on the “Open” button.

A Mavigator- RIT - GL- COS RPT & IMQ - 67000-67099

Functions
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o Next select the “Requests” menu and click on the “Open” button.

'ﬂ Mawvigator- RIT - GL- COS RPT & IMQ - B7Y000-67099
Functions

Other:Regquests:
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o Select “Set” and click the “Open” button, the Request Set screen will open.
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¢ Inthe Request Set screen click on the “Request Set Wizard” button.

Active Dates Run Options

Rl 08-APR-2002 W Print Together
To _ W Allow Incompatibility

Request Set Wizard % Define Stages Link Stages

The first step of setting up a Request Set through the Request Set Wizard is to
determine if you want your group of reports to run sequentially or parallel.

Sequentially — To run one after another. This is generally used for programs and
not reports. One program can be dependant upon another, but your reports will
not depend on each other for their values.

In Parallel — Since your reports are not dependant upon one another it is possible
to run them all at the same time.

o Select the “In Parallel” option by clicking on the circle to the left, and then the
“Next > button.

The Request Set Wizard can be used to quickly create a new
Request Set in which all of the requests run sequentially, or all of
the requests run in parallel.

How would you like the requests in your new set to run?

Another)
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¢ In the next step enter a name for your Request Set in the “Name” field and tab to
the “Application” field.

|© Request Setwizard

Please choose a name and an application for your reguest set.

= Previous Blext = Cancel

e Inthe “Application” field type “General” and hit the tab key. The Application
name “General Ledger” will fill in the field.

e Enter a description of the Request Set in the “Description” field and click the
“Next” button.

Please choose a name and an application for your request set.

COS Monthly Request Set

Seneral Ledger

a0 COS monthly repart requests

e You can choose whether you want the reports to print as each one completes or
after all of them have completed. Choose “As Each Request in the Set
Completes”, and click the “Next” button.

= Prewvious
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¢ Inthe last step of the Request Set Wizard you will select the reports you want to
include in your Request Set.

0 Type “RIT” in the first row and hit the tab key. The field will fill in with
the “RIT Account Analysis-(180 Char)” report for your operating accounts
detail. Repeat this process in the second row for your project accounts
detail.

2 Reguest Set ard
Please enter the concurrent programs to include in your regquest set.

Program Application

Fing

Pragram | Application
RIT Account Analysis - Subledger with AP Subledger Accounting

: RIT Account Ana =] ar RIT GL Custam
RIT GL to AP Drilldown Check Detail RIT GL Custam

Please enter the concurrent programs to include in your request set.

~ Program Application
|| RIT Account Analysis-(180 Char) RIT GL Custam
RIT GL Customn

< Previous Finish Cancel

Request Set Creation Page 5 of 24
May, 2008



o0 For your FSG reports, such as your Department or Project statements,
select the “Program — Run Financial Statement Generator” for each report

you want to run.
= Reque
Please enter the concurrent programs to include in your reguest set.

cation

Flatl program - %

Frogram | Application
Frogram - Publish F55 Report General Ledger
Frogram - Run Financial Staterment Generator General Ledger

O Reqgu

Please enter the concurrent programs to include in your regquest set.

~ Program Application
|l RIT Account Analysis-(180 Char) RIT GL Custam

|i RIT Account Analysis-(180 Char) RIT GL Custom
General Ledger

General Ledger

General Ledger
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¢ A Note window will open letting you know that your Request Set has been saved,
click on the “OK” button.

e Your Request Set’s information will automatically fill in the Request Set screen.
Click on the “Define Stages” button.

General Ledger
COS monthly report requests

Sl 28-AFPR-2002
ro

Request Set ¥Wizard Define Stages k Link Stages

'y b

= COS Manthly Regquest Set =N [ General Ledger

|

uence
Stage Descriptian

All Requests

Stage Details

Stage Code [EjEtei=ylul
Y EsE S A pplication Object Library

ge Affects the Set Outcome

Function
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¢ Inthe “Stage Requests” screen select the row 10 with the “RIT Account Analysis-

(180 Char) detail report and click on the “Parameters” button.

COS Monthly Reguest Set
Al Regquests

Frogram

RIT Account Analysis-(180 Char)

RIT Account Analysis-(180 Char) RIT GL Custom

FProgram - Run Financial Statement Gi|General Ledger

FProgram - Run Financial Statement Gi|General Ledger

Prograrm - Run Financial Statement Gi|General Ledger

Frint Options

- I

Landwides? rrnter [ NG

e Inthe “Request Parameters” form the following changes can be made.
o0 Under the “Shared Parameter” column, in the “Starting Period” row type
“Starting Period”. In the same column, in the “Ending Period” row type
“Ending Period”. This will allow this parameter to be share with requests

for this report in the same request set.

0 Inthe “Flexfield From” row, under the “Type” column, select “Constant”,
and enter “01.67000.70000.00.00000.00000” in the “Value” column. In
the “Flexfield To” row, select “Constant” in the “Type” column, and enter
“01.67099.99999.99.00000.00000” in the “Value” column. These are the
lowest and highest accounts you want to get detail for in the report.

O Request Parametars

COS Monthly Request Set
All Regquests

RIT Account Analysis-(180 Char)

]

Prompt

Currency Type SCQL Statement

A X

|

“alue

SELECT MEANING F~

Entered Currency SCQL Statement

SELECT CURREMCY

Type Constant

Entry ltem

Balance Type Constant

A

Budget or Encumbrance SCL Statement

SELECT decodel: 5FLI

Starting Period Starting Period

Ending Period Ending Period

Flexfield From Constant

01.67000.70000.00.00

Flexfield To Constant

01.67099.99999.99.00(

Order By Constant

Account Segment

Fage Size Constant

180

AR
AR ..

Constant

Report By
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e Save your changes and close the Request Parameters screen. Back in the Stage
Requests screen select the next row for the “RIT Account Analysis—(180 Char)”
and click the “Parameters” button.

O Stage Requests

COS Monthly Reguest Set
All Requests

Prograrm Application
RIT Account Analysis-(180 Char) RIT GL Custorm Account Analysis Report
][RIT Account Analysis-(180 Char) RIT GL Custom Account Analysis Report

][F'rugram - Run Financial Statement Gi|General Ledger

][F'rngram - Run Financial Staterment Gi|General Ledger

IF'rogram - Run Financial Staternent G| General Ledger

Landwile57 Panter [N

e Repeat steps 18-23 only this time in the “Flexfield From” and “Flexfield To”
rows in the “Value” column enter the lowest and highest account numbers you
want detail for, for your project accounts, “01.67000.70000.00.10000.00000” to
“01.67099.99999.99.99999.00000”.

¢ Inthe “Report By” row, change “Department” to “Project” so this report sorts by
project instead of department.

COS Monthly Request Set LT e General Ledger
Al Requests oju
RIT Account Analysis-(180 Char) RIT GL Custom

|

Default

[}
W

Type “alue
SCL Statement SELECT MEANING Ff2
SCL Statement SELECT CURREMNCY

Constant Entry Item

=

Frompt
Currency Type

Entered Currency

Type

Constant A
SCL Statement SELECT decode(:$FL

Balance Type

Budget or Encumbrance
Starting Period

Ending Period

Flexfield From

Flexfield To

Order By

Page Size

Report By

Starting Period
Ending Period

Constant 01.67000.70000.00.10
Constant 01.67099.99999.99.09

Constant Account Segment

Constant 180

AR NRR QR
AN N WS

Constant
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¢ In the Stage Requests screen select the first row for the “Program — Run Financial
Statement Generator” and click the “Parameters” button.

v

ST [ General Ledger
PR GO General Ledger

n

COS honthly Request Set

llChart of Accounts 1d

ADHOC Prefix

Industry
-

Id Flex Code

Ledger

!lCaIumn Set

Period

Currency

SN BN IS BRSNS BN

] = 2

SIS BN BN ARSI BN B

Dafault

Type
Frofile

GL_ACCESS SET ID

SCL Statement

S0L Staternent

|SELECT chart_of_acc
SELECT MEANING FY| -

Constant

uc

S0L Staternent

SELECT DECODE(:$R

SOL Staternent

select short_name fro

Constant

RIT- Dept Statement

S0L Statement

HSELECT ce.name FR(

S0L Staternent

SELECT latest_opene

SOL Staternent

SELECT relfrp.unit_of

[N
[N

SCL Statement

Raounding Option SELECT Lmeaning FR

¢ Inthe “Report” row in the “Type” column select “Constant” from the list of
values. In the “Value” column enter “RIT- Dept Statement”.

© Request Parameters =

Sl General Ledger

]

|Row Set

Column Set

|FPeriod

Currency

|Rounding Option

Segment Override

Content Set

|Row Crder

lDiSpIay Set

Qutput Option

Request Set Creation
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Exceptions

AN B EQ

RARAARAIIAII N E QS

fault

Constant

RIT- Dept Statement|

S0L Statement

SELECT rs.name FRC

S0L Statement

SELECT cs.name FRI

SOL Staternent

SELECT latest_opene

SCIL Statement

SELECT nwl(rp.unit_of)|

S0L Statement

SELECT Lrmeaning FR

S0l Statement

SELECT rg_reports_p

SOL Statement

SELECT cs.name FRI

SGEL Statement

SELECT ro.name FRC

S0L Statement

SELECT ds.name FR(

Constant

SCIL Statement

SELECT meaning FRO~ |
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e In the “Period” field in the “Shared Parameter” column enter “Period”, and clear
the values in the “Type” and “Value” columns.
-

COS Monthly Request Set General Ledger

All Reguests 50

Prograrm - Bun Financial Staterment General Ledger
=0 Report Constant RIT- Dept Statement  |=
63 |Row Set SOL Statement SELECT rs.name FR
=T Column Set SGL Statement SELECT cs.name FR
70 [Period Feriod m
50 Currency SOL Statement SELECT rwl(rp.unit_of}|
110 |Rounding Cption SCIL Statement SELECT l.meaning FR i
120 |Segment Owverride SOl Staterment SELECT ry_reports_p
130 |Content Set S0OL Statement SELECT cs.name FR
140 Row Crder SCL Statement SELECT ro.name FR
150 lDispIay Set SoL Staterment SELECT ds.name FR
160 |Output Option Constant Text
170 |Exceptions SCL Statement SELECT meaning FRO

e Save your changes and return to the Stage Requests screen. Continue to select
each row with “Program — Run Financial Statement Generator” and enter the
parameters as above. The other 2 FSG reports that SDOE included are:

e SPA GRANTS STATEMENT
e OTHER PROJECTS STMT

General Ledger
General Ledger

m

J

ue

Constant SPA GRANTS STATE -

Fow Set

Column Set

Period

Currency

Rounding Option

Segrment Override

Caontent Set

Row Oirder

Display =et

Output Option

Exceptions
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AR NN

S0L Statement

SELECT rs.name FRC

S0OL Statement

SELECT cs.name FR

S0L Statement

SELECT nvl{rp.unit_of |

SGL Staternent

SELECT Lmeaning FR

S0L Statement

SELECT rg_reports_ph

S0GL Statement

SELECT cs.name FR(

S0L Staternent

SELECT ro.name FRO

S0GL Statement

SELECT ds.name FR(

Constant

S0L Statement

SELECT meaning FRO + |
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COS Monthly Regquest Set General Ledger
All Requests 50
Frogram - Run Financial Statement General Ledger
(<] Repaort Constant OTHER PROJECTS 5=
163 Row Set SCL Statement SELECT rs.name FR
57 Column Set SCL Statement SELECT cs.name FR
70 Feriod Feriad
50 Currency SGL Statement SELECT nwlirp.unit_of) =
110 ||Rounding Option SOL Staterment SELECT I.meaning FR
120 [Segment Override S0L Statement SELECT rg_reports_p
130 |Content Set SOL Statement SELECT cs.name FR
140  |Row Order SGL Statement SELECT ro.name FR
150 [Display Set S0L Statement SELECT ds.name FR
160 [Output Option Constant Text
170 |Exceptions SCL Statement SELECT meaning FRO +

NOTE: You must enter the Report name in the “Value” column exactly as it appears in
Oracle.

e Once you are finished entering the parameters for each report you are finished and
ready to run your request set. To do this return to your Navigator screen and open
“Reports”.

&% Mavigator- RIT- GL -

Functions
Reports

Standard report submission

I* Inaui 1 Top Ten List

- Other
- Reguests
Run
Set
Profile
Concurrent
Change Organization
Financial
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e When the Submit a New Request screen opens select “Request Set” and click the
“OK” button.

E= Submit a Mew Reguest

What type of request do you want to run?

® Single Begquest
rou to subrmit an individual regu

rou to submit & pre-defined

¢ Inthe Submit Request Set screen select the name of your Request Set from the list
of values in the “Request Set” field.

Copy...
COS Monthly Reguest Set
Al Reguests T -

RIT Account Analysis-(180 Char) All Requests

Frograrm - Run Financial Statement All Reguests

Frograrm - Run Financial Statement All Reguests

Program - Run Financial Statement Al Reguests =

Options. ..
As Soon As Possible Schedule..
Help (&) Submit Cancel

o Next click in the “Parameters” field for the first report. The Parameters screen
will open.

e For the Account Analysis reports enter the Starting Period and Ending Period you
want to run these reports for and click on the “OK” button. You only have to
enter the period in these fields in the first report, it will automatically fill in for the
rest of the Account Analysis reports.
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Ledger Currency

ype

Balance Type Actual

Budget ar Encurr

Ending Period

i N T 01.67000.70000.00.00000.00000
FEEE AN 01.67099.99999.99.00000.00000

Repart By

e If you click in the rest of the Account Analysis reports’ parameter fields you will
see that the Starting and Ending Period fields has automatically filled in, but you
don’t have to click in the rest of the parameter fields.

e When you click the “OK” button you will be taken back to the Submit Request
Set screen and into the next field which is “Language”. If you want to specify
printing and report notification options you will want to click on the “Options”
button at this time if not scroll to the left to see the Program names again.

-
Copy...
COS Manthly Reguest Set
Char) All Requests USD:Entry tem:AM/ADECO -
0 Char) | All Requests ]American Englizh
-
Staternent All Requests Armerican English
3tatement| All Reguests |American English
Staternent All Requests Arnerican English -
g T »
Options. ..
As Soon As Possible Schedule. ..
Help (4] Submit Cancel
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e Next click in the first “Program — Run Financial Statement Generator” parameter
field and enter the period. This period is shared by the other FSG reports that you
are running so you do not need to enter this field for each report, just the first one.
This field automatically defaults to the current open period so in some cases you
may not need to enter anything for the FSG reports.

O Parameters

RIT Rochester Institute of Technology

RIT- Dept Statement
DECO7
AusD

(M| Calculate Then Round

RIT - Department Statement

A RIT - Dept Statement

RIT Dept stmt

Level of Detail

Date

e Once you are finished entering the periods and printing options click on the
“Submit” button to run your Request Set.

-
Copy...
COS Monthly Reguest Set
0 Char) Al Requests USD:Entry ferm: A MNMADEC-O07|American English -
0 Char) Al Requests American English
taterment Al Requests RIT.RIT- Dept Staterment. DEC-1|EXi1 =an English
taterment Al Requests Armerican English
taterment Al Requests Armerican English =
I N »
Options. .
Az Soon As Possible Schedule. ..
Help (&) Submit Cancel
Request Set Creation Page 15 of 24

May, 2008



e The Requests screen will open, once you have refreshed it at least once you will
see that each report has its own request id, and are all running at once. Once these
reports complete they will be sent to the printer automatically.

-
Refresh Data Find Requests Submit a Mew Request...

OTHER PROJECTS STHMT 1000, 50133, FSG-ADHOC- G| =
2R30733 SPA GRANTS STATEME 1000, 50133, FSG-ADHOC-, &
2630732 | RIT- Dept Statement (Finad 1000, 50133, FSG-ADHOC-,
2630730 Program - Run Financial St|2530724 Cormpleted Maormal 1000, 50133, FSG-ADHOC- | G -
2530723 |Program - Run Financial St/2530724  |Completed  |Normal 1000, 50133, FSG-ADHOC:, G

-

2630728 Program - Run Financial St|2530724 Cormpleted Maormal 1000, 50133, FSG-ADHOC-,
2530727 JIRIT Account Analysis-(1EDl253I]72r1 |completed  [Normal 1000, 50133, 1, USD, T, N/,
2630726 RIT Account Analysis-(180 |2530724 Cormpleted Maormal 1000, 50133, 1, USD, T, N4,
2530724 COS Manthly Reguest Set 101, 4537
230722 OTHER PROJECTS STHT Completed MNarmal 1000, 101, FSG-ADHOC- C, (| +

Hald Request Yiew Details... ey Cutput

Cancel Reguest Diagnostics Wiew Log...
=t

Refresh Data Find Requests Submit a Mew Request...

COTHER PROJECTS STMT 1000, A0133, FEG-ADHOGC-, /=
2530733 | SPA GRANTS STATEME 1000, 50133, FSG-ADHOC-, G
2530732 RIT- Dept Statement (Fina Caormpleted Marmal 1000, 50133, FEG-ADHOC-, G
2530730 |Program - Run Financial St|2530724  |Completed  [Narmal 1000, 50133, FSG-ADHOC-, G|

-
2530729 Frogram - Run Financial St|2530724 Cornpleted Marmal 1000, 50133, FEG-ADHOC-, G
2530728 |Program - Run Financial St|2530724  |Completed  [Narmal 1000, 50133, FSG-ADHOC-,
-
2530727 RIT Account Analysis-(180 |2530724 Cornpleted Marmal 1000, 50133, 1, USD, T, RiA,
2530726 |RIT Account Analysis-(180 2530724 |Completed  [Normal 1000, 50133, 1, USD, T, N/A,
-
2530724 COS Monthly Request Set Cornpleted Mormal 101, 4537
2530722 CTHER FROJECTS STMT Completed Mormal 1000, 101, FSG-ADHOC-, C, (| +
Haold Reqguest “iew Details. .. Wiew Output
Cancel Reguest Diagnostics “iew Log. .
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The “RIT Account Analysis — Subledger with AP” report can be run with a source of
“Payables” to view the subledger detail for a range of accounts. This report can be added
to Request Sets also, but at this time cannot be sent to a networked printer. In order to
print this report, you must view the output in PDF, HTML or Excel format for each
request in your Request Set, and print from using the print function in Adobe, your
browser window or Excel.

First we have to add this report to our existing Request Set.

¢ In the Navigator screen navigate to Other / Requests / Set and click on the “Open”
button.

Functions
DOther Reguests: Set

Define standard request sets

+ lnguiry 1 Top Ten List

FReports
- Other
- Requests
Hun

Frofile

Concurrent

CThange Organization
Financial

e Click on the Flashlight icon to query up the Request Set.

n PRIT1I on 0Z2-APR-Z008

elp

(&8P € I DHEHF I L@ 25?2

Sl 05-rAY-2005
ro

Reguest Set Wizard Define Stages Link Stages
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e Select “COS Monthly Request Set” from the list that appears and click on the
“OK” button.

Find Set

A0S %

Set | Application | Description
C05 Reguest Set General Ledger tonth-end request set for state
Wanthly R it S COS monthly report requests

L

e Inthe “Request Set” screen, click on the “Define Stages” button.

O Request Set

i FNDRS5UB4537

(il General Ledger

N COS monthly report reguests

SSD0E

Fun Options

Sl 20-APR-2003 W Print Together
To _ W Allow Incompatibility

Request Set Wizard Define Stages k Link Stages
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¢ Inthe “Stages” screen click on the “Requests” button to see the list of requests
included in the Request Set.

-

Clila s Seneral Ledger

|

I STAGETD

i Application Ohject Library

Affacts the Set Outcorme

Function

Ly

¢ Inthe “Stage Requests” screen enter the next sequence number in the next
available row.
e Type “RIT Account Analysis —s” in the “Program” field and press the Tab key.

O Stage Requests LAl
=8 COS Monthly Request Set =1 ST R General Ledger
Al Requests

Program Application
RIT Account Analysis-(180 Char) RIT GL Custam
RIT Account Analysis-(180 Char) RIT GL Custarn

le'ngram - Run Financial Statement GﬂGeneraI Ledger

Program - Run Financial Staterment Gi|General Ledger

Program - Run Financial Statement Gi|General Ledger

RIT Account Analysis - 5

Frinter [
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e The rest of the fields will automatically fill in. To enter the parameters for this
report click on the “Parameters” button. The “Printer” field does not need to be
filled in since this report cannot be printed from a network printer.

S COS Monthly Reguest Set Rl General Ledger
Al Requests

Programs

~ Seqg Pragram Application
RIT Account Analysis-(180 Char) RIT GL Custam
|RIT Account Analysis-(180 Char) RIT GL Custorn

"F'ragram - Run Financial Statement Gi|General Ledger

"F'rcngram - Run Financial Statement Gi|General Ledger

"F'ragram - Run Financial Statement Gi|General Ledger

"RIT Account Analysis - Subledger with SR ETEEt= I {1l

Prnter [

e Enter “Period From” in the “Shared Parameter” column for the “Period From”
row, and “Period To” in the “Period To” row, in order to share these fields with
other requests for this report in the same Request Set.

-
COS kMonthly Request Set General Ledger
Al Requests 60
RIT Account Analysis - Subledger Subledger Accounting
10 Responsibility Applicati Profile RES=SP_APPL_ID =
=20 Ledger/Ledger Set Constant RIT 2
25 P _LEDGER S0L Statement SELECT FFLEXEG LA
| 265 P_CcoA 1D SAL Statement SELECT chart_of_acc
S0 Legal Entity
| 35 P _LEGAL EMNTITY S0L Statement SELECT - §FLEXE X
A0 Period From Feriod From
=iu] Period To Feriod To
50 =L Date From S0l Staterment SELECT glp.start_dat
sl L Date To SQL Statement SELECT glp.end_date
S0 Balance Type S0l Staterment SELECT kdeaning FR
852 P_BALANCE_TYPE = |50l Statement SELECT §FLEXE X -~
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In the “Account Flexfield From” and “Account Flexfield To” fields enter
“Constant” in the “Type” column and the account number ranges in the “Value”
column.

General Ledger
Subledger Accounting

M|

Prompt
Account Segment To

Account Flexfield From

Account Flexfield To

Include Zero Amount Li

P_INCLUDE_FERQ_A|

Include User Transactio

P_INCLUDE_USER_TR

Inclue Tax Details

P_INCLUDE_TA¥_DETZ

Include Legal Entity Info

P_INCLUDE_LEGAL_E

LB B SN

-

LS|

]
]

Customn Parameter 1 |

= |Constant

||o1.57000.70000.00.00

Caonstant

|01.67099.99999 99 00

S0L Statement

SELECT meaning FRT

SOL Statement

SELECT (§FLEXS. LA

S0L Statement

SELECT meaning FR

S0L Statement

S0L Statement

SELECT meaning FR

S0L Statement

SELECT (SFLEXS. XLA

SOL Statement

SELECT MEAMIMNG FH

S0L Statement

SELECT (§FLEXS. XL~

LISLILIRL N LIRS

e Inthe “First order by”, “Second order by” and “Third order by” you can change
the “Value” column to be “Department”, “Project”, or “Object”.
o
COS Monthly Request Set General Ledger
All Reguests B0
RIT Account Analysis - Subledger Subledger Accounting
300 |Journal Source =|Constant FPayables
310 |Journal Category
320 |Current Responsibility SCOL Staternent select fid_profile.valu
330 |First order by Constant Department
335 |First arder by subtotal SCL Staternent select meaning from fi
340 |Second arder by Constant Project
345 |Second order by subtot SOL Statemnent select meaning from fi
350 (Third order by Constant Ohbject
355 ||Third order by subtotal SCIL Staternent select meaning fram fi
360 |Supplier
370 Wendor SCL Staternent select vendor_name fr &
380 |Sort by SCIL Staternent select meaning fram o
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e Save your changes and close the screens to return to the Navigator screen.

=
COS Monthly Request Set General Ledger
Al Requests G0
RIT Account Analysis - Subledger Subledger Accounting
1 300 |Journal Source = |Constant Fayahles =
310 |Journal Category
320 ||Current Responsibility SOL Staternent select fnd_profile.valu
330 (|First order by Constant Department
335 |First order by subtotal SOL Statement select meaning from fi
340 |Second order by Constant Froject
H 345 ||Second order by subtot S0L Statement select meaning from fi
350 | Third order by Constant Chject
355 ||Third arder by subtaotal SOL Staternent select meaning frorm fi
360 |Supplier
370 Wendor SOL Statement select wendor_name fr o
380 |Sort by SOL Statement select meaning from g|+

e You can now request your Request Set like you normally would.

¢ In the “Submit Request Set” screen click on the “Options” button to change the
format of the report to HTML or Excel. The preferred output for printing is PDF
which is the default. You don’t have to make any changes if you want to leave
the report in the PDF format.

O3S Monthly Hequest Set

Operating Unit Stage Farameters
All Reguests
Al Reguests RIT.RIT- Dept Staternent. DEC-

All Reguests

Program - Run Financial Statement All Requests

RIT Account Analysis - Subledger All Requests DEC-07:DEC-07:01.67000. 700
D

L3

As Soon As Possible Schedule...
o
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Il Dutput Files

late Mame Template Language

J[*>XRIT Subledger ACCT English

weing people:

For Lan

Frint th

_ Printer
lprctol12_app

e Click on the Submit button, and open the View / Requests screen. Once the
request completes click on the “View Output” button.

L
Refresh Data Find Requests Subrmit a Mew Reguest. .
2534458 OTHER PREOJECTS STMT Cormpleted Marmal 1000, 80133, FEG-ADHOC-, G| =
2534457 SPA GRAMNTS STATEME Completed Warning 1000, 50133, FeG-ADHOC- G
2534456 RIT- Dept Statement (Fina Completed Mormal 1000, 50133, FSG-ADHOC-, G|
2534455 2534447 Completed Marmal 101, 1, RIT, 50133, , , DEC-O07 :
2634454 Program - Run Financial Stj2634447 Cormpleted Marmal 1000, 50133, FSG-ADHOC-, G
2534453 Frogram - Run Financial Sﬂ 2634447 Cornpleted Marmal 1000, 50133, FSG-ADHOC-,
2534452 Frogram - Run Financial Stj2634447 Completed Mormal 1000, 50133, FSG-ADHOC-,
2534451 RIT Account Analysis-(130 (2634447 Cormpleted Mormal 1000, 50133, 1, USD, T, NiA,
2534450 RIT Account Analysis-(180 [2534447 Completed Mormal 1000, 50133, 1, USD, T, MNAA,
25354448 Compile Key Flexfields Completed Marmal kK, SOLGL, GLLE, 50133 -
Hiold/ Reguest “iew Detailg. .. Wiew Output
Cancel Reguest Diagnostics “iew Log...
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Click on the Printer button to send the report to a local printer.
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RIT o Report Date:  03-May-08
Account Analysis With Subledger Payahles Detail . !
age:
From Account: 01.67000.70000.00.00000.0000 "
To Accown: 01.67099.99999.99.00000.00000 Pesiod:  DEC.0T To. DEC.0T Goirst Onder By Deparmen
e SEOUENCE eriod: -07 o 07 econd Order oject
Third Order By:  Object
Supplier
Accomnt GL Date Supplier Trans Num PO Debit Credit | Line Description
01.67000.73130.25.00000.00000 Dec 4. 2007 CDW GOVERNME | HQW2316 15307 38340 3 SEROX PHASER
01.67000.73130.25.00000.00000 Dec 4. 2007 CDW GOVERNME | HQW2518 2179 YEROX PHASER
35173 Payables 01.67000.73150.25.00000.00000 Dec 4. 2007 CDW GOVERRME | HQWI516 178 . XEROX PHASER
35173 Payables 01.67000.73150.35.00000.00000 Dec 4, 2007 CDW GOVERNME | HQW2516 2179 1. XEROX PHASER
Subtotal  Department 67000 Project 00000 Object 73150 1873.28 0.00
Batch Name Account Trans Num PO Debit Credit | Line Description
50.75.00000.00000 DEPOR, 20189358 178200 36200 Nerox WC255H Copter/Print
75.00000.00000 XEROX CORPOR 20769356 25003 0394 “Nerox WC232H Copter/Print
50.75.00000.00000 XEROX CORPOR 020769307 718 39551 XEROX WOFCENTRE
PROSS COP
01.67000.76930.25.00000 00000 TEROX CORFOR. 020769299 I3 Xerox DCA70ST Copier - 60
01.67000.76930.35.00000 00000 TKON OFFICE 7300 124091 Canon [R3570 Coprer Fax )
Department 67000 Project 00000 Object 76950 1530.20 0.00
Accomnt GL Date Supplier Trans Num Debit Credit | Line Description
01.67000.78330.25.00000 00000 Dec 1. 2007 PEPSTEOTILI $1063312 94356 BLANKET ORDER FOE
E PUR
35173 Payables 01.67000.78550.25.00000 00000 Des 12007 FEPSIBOTILT $I355304 11530 BLANKET ORDER FOR
THE FUR
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e Select a printer name and click the “OK” button.
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The last 3 steps will have to be followed for each “RIT Account Analysis — Subledger
with AP” request that is included in your Request Set.
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