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Ledger Activity Report 1.0
Supplemental Job Aid
[bookmark: _GoBack]
Date: 02/17/2015 

Target Audience:  General Ledger Reporter

Purpose: This Supplemental Job Aid provides General Ledger Reporters the instructions for creating and running Ledger Activity Reports.

Running a General Ledger Activity Report 
In this example, we need to create a Ledger Activity Report to review the financial data for our Business Unit.
Step 1: Navigate to the General Ledger Activity page:
· Navigation: Main Menu  General Ledger  General Reports  Ledger Activity

Step 2: Enter a new Run Control ID:
· If this is the first time running the Ledger Activity Report, then click the Add a New Value tab 
· Enter a Run Control ID and then click the Add button (Use a naming convention that is easy to remember and conforms to the standards established by your department) 
 [image: ] 
· If the Ledger Activity Report has been run before, then click the Find an Existing Value tab 
· Enter the Run Control ID: and then click on the Search button
[image: ] 
· After clicking the Search button, you will be presented with the Ledger Activity Report run control page.
Step 3: Enter the criteria for your report in the Report Request Parameters section. Notice that the ChartField Selection section only has one blank row displayed. This will change momentarily.
[image: ]
· You start the process by entering the following:
· Unit: This is your Business Unit number
· Ledger: Here you identify the ledger you use to extract the data 
· Fiscal Year: What fiscal year you want the data to report on
· From Period: The first period you want included in the report
· To Period: The last period you want included in your report
· Include Adjustment Periods: Only applicable to year-end needs
· Show Discrepancies Only:  Selecting this option will only display discrepancies between the journal line table and the ledger table
· Show Journal Detail: Selecting this option will show all the journals that have posted to the ledger. It also provides the line number in the source journal where this account was entered. (See Samples 1 – 4 at the end of this document for the different data displays)
· Display Full Numeric Field: Selecting this option will increase the spacing of the amount columns in the report.  This can be seen in the following screen shots.
Display Full Numeric Field = Selected
[image: ]
Display Full Numeric Field = Not Selected
[image: ]
[image: ]
· After entering the parameters for your report click on the Refresh button
· The ChartField Selection section is expanded
[image: ]
· Sequence:  This column orders the data based on the number in the sequence.  Once you have selected all the ChartFields to include in your report and have clicked the Save button, only the fields you have selected will have sequence numbers. Now you can change the order to meet your specific reporting needs
· ChartField Name: The name of the available ChartFields
· Include CF:  Selecting this checkbox will include the ChartField in the report
· Summarize: Provides a subtotal at each ChartField value
· Detail: Returns the detail for the activity reported
· All Values: Will retrieve all values pertinent to the ChartField selected. For instance, selecting All Values for Account will return values in all accounts where there has been activity. If you would like to retrieve information for a specific account/fund/business unit/etc., do not check the box for All Values, as it will override the range you specify in the Value/To Value columns.
· Value/To Value: The beginning and ending range that your report will include.
Step 4: After you have entered the criteria for the report in the Report Request Parameters and the ChartField Selection sections, save the information entered.   
· Scroll down to the bottom of the page and click on the Save button. [image: ] [image: ]
· Scroll to the top of the page and click the Run button
[image: ]
· Ensure the Select checkbox is checked and then click the OK button
[image: ]
· Return to the Run Control page. Under the Run button you will see a Process instance number, make note of it then click on the Process Monitor hyperlink. 
[image: ]
· Presented with the Process List page select the Refresh button until the Run Status = Success and Distribution Status = Posted. 
[image: ]
· To view the report click on the Details hyperlink for the Process Instance number noted earlier.
 [image: ]

· The Process Detail page is displayed. Click on the View Log/Trace hyperlink
[image: ] 


· The View Log/Trace page is displayed. In the File List section, click on the file with the name ending in PDF
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· Print and/or save your report and click the X on the active tab for the report
[image: ] 
· Returned to the View Log/Trace page select the Return button returning to the Run Control parameters page.
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· Click to OK button to return to the Process Instance page
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· Select the Go back to General Ledger Activity hyperlink
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SAMPLE 1:
Request Parameters: Fiscal Year: 2013 > From Period: 1 > To Period: 12 > Show Journal Detail = Selected 
ChartField Selection: ChartField Name: Account > Include CF = Selected > Value=1100000 > To Value=1100000
[image: ]
Using the criteria detailed above, the result of this request will produce a list of all journals that posted to the Account selected. The report subtotals the journals at each period change as shown below.
[image: ]
SAMPLE 2: 
Request Parameters: Fiscal Year: 2013 > From Period: 12 > To Period: 12 > Show Journal Detail = Selected 
ChartField Selection: ChartField Name: Account > Include CF = Selected > Summarize = Selected > Value=1100000 > To Value=1107000[image: ]

Using the criteria detailed above, the result of this request will produce a list of all journals that posted to the Account selected. The report subtotals the journals at each Account change as shown below.
[image: ]
SAMPLE 3: 
Request Parameters: Fiscal Year: 2013 > From Period: 1 > To Period: 12 > Show Journal Detail = Selected 
ChartField Selection: ChartField Name: Account > Include CF = Selected > Summarize = Selected > Value=1100000 > To Value=1107000
[image: ]
Using the criteria detailed above, the result of this request will produce a list of all journals that posted.  The journals will be in summarized by period within each Account selected. A cumulative total by Account is also provided. [image: ]
SAMPLE 4: 
Request Parameters: Fiscal Year: 2013 > From Period: 1 > To Period: 12 > 
ChartField Selection: ChartField Name: Account > Include CF = Selected > Summarize = Selected > Detail = Selected > Value=1100000 > To Value=1107000
[image: ]
Using the criteria detailed above, the result of this request will produce a list of all journals that posted.  The journals will be in summarized by period within each Account selected. A cumulative total by Account is also provided. [image: ]
SAMPLE 5: 
Request Parameters: Fiscal Year: 2013 > From Period: 1 > To Period: 12 > Show Journal Detail = Selected
ChartField Selection: ChartField Name: Account > Include CF = Selected > Summarize = Selected > Detail = Selected > Value=1100000 > To Value=1107000
[image: ]
Using the criteria detailed above, the result of this request will produce a list of all journals that posted.  The journals will be in summarized by period within each Account selected. A cumulative total by Account is also provided.
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