BCR Summary Report — How To run Query to Scheduler

Sign into PeopleSoft and select:
Figure 1 - Query Viewer

FREPUTIITY TUUTS

— Query Manager
— Query Viewer
— Schedule Query

Deonar Blamanare

Search OBD0O31and use the Excel or Schedule link to execute the query. This
document assumes Schedule.

Figure 2 - Query Search
First [4] 1 of 1 [+ Last

—. - . e |
Customize | Find | View All | B

. Runto Runto
Select Query Name Descr Owner Folder Edit HTML  Excel Schedule|
Puhlic Edit HTML Excel Schedule

I~ 0BDO31_PBCR_GQUERY PBCR Summary Repaort

Find an Existing Value or Add a New Value:

Figure 3 — Scheduled Query

Scheduled Query

Enter any information you have and click Search. Leave fields blank for a lig

[ Find an Existing Value Y Adda New \Value |

Search by: |Run Control ID x| begins with[PBRC_SUMMARY_QUEF

™ case Sensitive

Search |."~'.|:I'u'an|::ed Search

Search Results
1of1

Run Control ID Description
FEEC SUMMARY CLUERY PEBCR SUMMARY

Enter Run Description, Business Unit, Fiscal Year, Budget Period and
From/To Accounting Period. Click Apply button.
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Figure 4 - Schedule Query

Schedule Query

Run Controd I PERC_SUMMARY_QIUERY Eeport Manager Process Monitor

Query Name: |0BD031_PBCR_QUERY

*Description: IF'EICR SUMMARY

IIpdate Parameters

Prompt Name Value
BUSIMNEZS_LUMIT |4I]2IZIEI
FISCAL_YEAR |2IZI‘1EI
BUDGET_FERICD |2III1III
ACCOUNTING_PD_FRCM I‘l
ACCOUNTING_PD_TO IS

Select PSUNIX for Server Name and click OK to start the query process.

Figure 5 — Process Scheduler Request

Process Scheduler Request

User ID: DLAWSOM Run Control ID: FBRC_SUMMARY _QUERY
Server Name: PSUNX | Run Date: I'WE'E'J'?UUEI Bl
Recurrence: I 'I Run Time: |1:55:25Pr-,-1 Resetto Current DateTime |

Time Zone: I Q

Select Description Process Name Process Type *Type *Format Distribution
F  PSQUERY PSQUERY Application Engine [Web  =| |[T«T =] Distribution

Returns to Schedule query page. Click Process Monitor link.

Schedule Query

Run Controd I~ PERC_SUMMARY_QUERY Feport Manager Process Manitor

Frocess Instance: 22792037
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Figure 6 - Process Monitor

Process List { ServerList

User ID: [DLAWSON @ Type: | Sliast [ 1 [Das ] Refresh |
Server: I vl Name: I QL Instance:| to |

Run I .I Distribution | ﬂ V¥ Save On Refresh

Status: Status

Process List Customize | Find | View All | i First [ 10f1 [ Last
Process ) Distribution .

Select Instance Seq. Process Type Name User Run Date Time Run Status Status Details

= 22792037 Application Engine PSQUERY DLAWSON 12/09/2009 1:55.25PM EST Success Posted Details

When Run Status = Success and Distribution Status = Posted then click Details link.

Figure 7 - Detail

Request Created On: 12/09/2008 2:00:32PM EST Parameters Transfer
Run Anytime After:  12/09/2008 1:55:25FPM EST Message Log  Miew Locks
Began Process At 12/09/2009 2:00:31FPM EST Batch Timings

Ended Process At: 12/09/2009 2.01:57PM EST View LogMrace

Next click View Log/Trace link.

Figure 8 - File List

Hame File Size (bytes) Datetime Created

0BO031 PBCR QUERY-22792037.csv 71,233 12/09/2008 2:01:57.000000FM EST
AE PSCOUERY 22782037 stdout 276 12/08/2009 2:01:57.000000FPM EST
Distribution [0 Type *Distribution 1D

User DLAWSON

Click the .CSV file link from the File List. Save the File Download.
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Figure 9 - File Download

File Download x|

Do you want to open or save this file?

@ Mame: 0BDO31_PBCR_QUERY-Z2FI2037.xls
_IJ] Type: Microsoft Office Excel 97-2003 Worksheet

From: saofn.state.ga.us

Open Save | Cancel I

W Always ask before opening this bwpe of file

Open Excel then open the saved file. Note extension is .XSL not .CSV,
however, the file is comma delimited.

Figure 10 - Excel format error message

Microsoft Office Excel X

file extension, Yerify that the File is not corrupted and is Fram a krusted source before opening the file, Do you wank

~: The File wou are trying to open, '0B0D031_PECR_QUERY-22792037. x5, is in a different Format than specified by the
ko open the file now?

Yes | i I Help

Click Yes to import the query data. This will start a Text Import Wizard.
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Figure 11 - Test Import Wizard

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that your data is Fixed Width.

If this is correct, choose Mext, or choose the data bype that best describes wour data,

riginal data bvpe

Choose the file bype that best describes your data:
- Characters such as commas or tabs separate each Field,

£~ Fixed width - Fields are aligned in columns with spaces between each field,

Skark impork ak row: |1 5‘ File origin: I 437 : OEM United States

Prewview of file Primy documentsiProgram Base Budgeti402h0B0031 _PBCR_QUERY-22792037 . x5,

"L - Original Appropriation","40z00",

Cancel | = Back || ext = I

PO [ 1= LT I | ]

"Columty Labhel" , "Business Unit","Funding Source" "Fiscal Tear", "Budget Pe
"L - Original Appropriation", “40z00" ""_ "zZ010"_ "Z0la¢ """ ""_"FEDZ", "0740
"L - Original Appropriation", "40z00" """ _"zZ01l0"_ "Z0140¢ """ """ "FEDZ","0740
"L - Original Appropriation", "40Z00" ""_ "z0Ol0"_ "Z0la® """ """ _"FEDZ",L"0740
we _vEQlot, tzolov vttt "OTHE" , "0740 -

Einish

Choose Delimited radial button. Then click Next.

Figure 12 - Text Import Wizard 2

Text Import Wizard - Step 2 of 3

below.

—Delimiters

[™ Tab

™ Treat consecutive delimiters as one

Text gualifier; |" j

| Space

[ other: I_

This screen lets wou sek the delimiters your data contains. You can see how wvour text is affected in the prewview

2| X

Change Delimiters to Comma. Then click Next.
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Figure 13 - Text Import Wizard 3

lext Import Wizard - Step 3 of 3 =]

This screen lets wou select each calumn and set the Daka Farmat,

—Column daka Format

* Gemeral

~ ‘Gerneral’ converks numeric values to numbers, date values to dates, and all
Text remaining values to kexk,

" Date: [MOv -

" Do not import column {skip)

~Daka preview
[ext ITgxt ITgxt ITgxt [ext
Tear PBudget Period Account [Fund Code [FS Type Program §
FoLo EDE 740100 [
Fol0 EDZ n740300 .aaa
Folo EDE n740400
Fol0o THE n740100 1.000
Kl

For best results change all fields to Text except for $ Amount. Click Finish.

At this point Save As file and give it a new name.

File: name: |0BDO31_PECR_QUERY-22792037

Save as Lype: IExceI Warkbook (*,xlsx)
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Select the Insert Tab, highlight the query rows and columns then click Pivot Table
icon.

Figure 14 - Pivot Table icon

‘?l@ ’

Insert

¥BDO31_PBCR

ayout Farmulas Data

uW@’ﬂ:@&c'

.F'iw:utTabIe.TabIE Picture Clip Shapes Smartart || Column  Line

- Art - - -
Tables [Mustrations
| | Insert PivotTable fe | Column Label
I Click here to summarize data using .B:_
a PivotTable orto insert a T ;
2 hee [Business unit
42200
PivotTables make it easy to arrange F
and summarize complicated data :J-ZEDD
and drill down on details. 42200

Click OK button on Create Pivot Table dialog page.

Figure 15 - Create Pivot Table

Create PivotTable 2]

Choose the data that wou want ko analyze

¥ Select a table or range
TablefRange: |shestll$a:$] sl

" Use an external data source

Choose Conmneckion,,. . |

Connection namme:
Choose where wou want the PivokTable report to be placed

¥ New Workshest
" Existing Worksheet

Location: I Eﬂ
Cancel |

A
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Drag and drop fields from Choose fields to add to report (see Figure 16 below):

Business Unit > Report Filter
Fiscal Year - Report Filter
Column Label - Column Labels
Program - Row Labels

FS Type > Row Labels

$ Amount > X Values

Figure 16 - Pivot Table Field List
PivotTable Field List -

Choose fields to add to report: '—':ﬁ T

[v] Column Label
[v] Business Unit
[JFunding Source
[w] Fiscal Year
[JBudget Period
[J Account
[JFund Code

[w] F& Type

[v] Program

[v] % Amount

Drag fields between areas below:

“ Report Filter “H column Labels
Business Unit Column Label -
Fiscal fear =
1| RowLabels = Walues
Program - Sum of § Amo... ™ / Left Mouse click
FS Type 7
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Left mouse click on Sum of $ Amount then right click Value Field Settings

Figure 17 - Value Field Settings

W Mave to Report Filter
] Move to Row Labels
:j Pove to Column Labels
EZ  Move to Values

X Remove Field / Right Mouse click
@ value Field Settings...

- Sum of § Amo.., ™

Select Sum then click Number Format button to select Number, 2 Decimal places
and Negative numbers. OK on Numbers dialog box then OK on Value Field Setting.

Figure 18 - Number Values

BN - -lue Field Settings 2| x| g

Source Marme:  $ Amount &

Conditi
Formatt

Cuskom Mame: ISum of & Amount

Summarize by | Show walues as | |

summarize value field by

Y

Choose the tvpe of calculation that you wank to use to summarize
the data from selected fisld

Cah -
A Count AR E=Y

i~ O
Format Cells 23

Caktegary:
|General a | ’—Sample
3,5875,871.37
CUrrency e
Accounting . ) -
Daie Decimal places: |2 5
Tirme Iv Use 1000 Separator ()
Percentage
Fraction Megative numbers:
Scientific 1,734,100 ;I
1234,
Text 1,234.10
Special
Custom (1,234,100
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Column Label -

Click Column Label Filter [A-©rniginal Appropriation | a3nd uncheck (blank). This will
remove any blank column or blank row.

Figure 19 - Remove Blanks

ﬂ |Cc|umn Label =)
|21 sortatoz
2} sortzZtoA

Mare Sort Options..

Value Filters k

~[] (Select All)

[+ & - Original Appropriation
— -[+#] B - Final Budget

L -] C - Current Year Revenue
-[##] G - Expenditures

—[##] 1 - Prior fear Rev/Exp
[+ K - Fund Balance

-] (blank)

(o] 4 I Cancel
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Highlight cell Sum of $ Amount and RIGHT mouse click then LEFT mouse click
Pivot Table Options.

Figure 20 - Sum of $ Amount

Sum of & Amﬁl =
Frogram 53 | Lopy

0540100 ff' Earmat Cells...

Mumber Format...

2] | Refresh

0540100 Tg
=10600100
X

Remove “Sum of & Amount
Summarize Data By g

oﬂ Value Field Settings...

0500100 Ta PivotTable Options... < Left Mouse click

=14590100 || Bl || Hide Field List

Select Totals & Filters Tab and uncheck Show grand totals for rows. Grand
Totals by row is not meaningful. Click OK button to apply changes.

Figure 21 - Pivot Table Options

Mame: IF‘ivu:utTaI:uIel

Layout & Format  Tokals & Filkers | Display | Printing | Daka I

Garand Takals

I E;hu:uw grand totals For rowsi

¥ show grand totals for calumns
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Filter Business Unit and Fiscal Year and add headers and footers.

Figure 22 - BCR Summary Report

Business unit [any ||
Fizcal Vear 2010 ||
Sum of S Amount Column Label |
Program | * | FSType| * | A-Original Appropriation B-Final Budget C- Total Funds Available D -Prior Year Carryover G -Expenditures - Prior Year Rev/Exp K-Fund Balance
= 0740100 FED2 132,336.24 (3,305.21)
OTHZ [11,184.57} 5,899.44 11,184.57
T2 2,253,841.81 2,436.22
ZFED2 (205, 2( o) 150,263.46
(0740100 Total 5,952,742.00 5,5958,242.00 (2,490,358.57} (11,184.57}  2,542,341.05 268,593} 11,184.57
= 0740200 512 3,513,943.00 3,513,943.00 (1,400,255.00) 1,400,248.00
(0740200 Total 3,513,543.00  3,513,543.00 (1,400,255.00} 1,400,248.00
= 0740300 FEC2 7,199,221.00 6,755,418.00 (2,873,375.45) [536,486.51)  3,070,403.80 3,305.21 536,486.51
OTHZ 1,835,0 1,605, (888,790.36) (303,780.05) 329,920.59 (330.00) 303,780.05
5T2 23,556,813.00 | 23,556,313.00 [9,418,123.00) 8,996,699.04 31,385.82
(0740300 Total 32,5591,034.00 31,917,231.00 {12,120,888.81} (840,266.56) 12,397,023.53 34,361.03 240,266.56
= 0740400 FEDZ 7 0 (13,938.93) 301,847.82
OTHZ 0,968.00 (304,037 341,630.49
512 7,462,906.00 (2,983,721 3,621,146.89 (15,43 1
(0740400 Total 5,714,474.00  8,607,182.00 (3,301,697.03} 4,264,625.20 (17,438.04)
= 0740500 OTHZ 5,235.00
512 3,331,395.00 | 3,331,395.00 [1,327,512.00) 1,327,512.00 (3,645.00)|
(0740500 Total 3,331,395.00 3,331,395.00 (1,327,512.00} 1,327,512.00 5,235.00 (3.645.00))
(Grand Total 55,143,588.00 53,327,553.00 {21,700,711.41} {851,451.13} 21,931,745.78 21,285.00 M?,&DS.BI

Add columns to the right of the Pivot Table to calculate variances. Use Excel cell
reference to calculate Budget to Expenditure Variance (B - G) or (=D6-G6).
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