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Training Guide
PC/CA/GM Reports

A GEARS

O General Enterprise And Resource Support

REP300-PC, CA & GM Reports

Course Overview

The REP300-PC & GM course covers the delivered GEARS reports and online inquiries that are
expected to be the most useful to manage Project Costing, Customer Contracts and Grants
activity at the Judiciary. The course includes an explanation of the report or inquiry and how it
is used, the navigation to the report in GEARS, the Run Control record that is used to initiate the

report or inquiry as well as a sample of the output the report or inquiry will produce.

Project Costing Reports

Note. Reports in PeopleSoft Project Costing that show project transaction data are generated from data in
the Project Transactions Reporting table (PC_RPO), which you must populate beforehand.

Project Costing, Reports, Summary, Reporting Options
Project Costing, Utilities, Refresh Summary Tables
Project Costing, Utilities, Refresh Budget Summary Tables

Report ID and Description Navigation Run Control
Report Name Page
\ \

PCY1030-.RPT
Active Analysis
Group
Definitions

PCY8020-.RPT
Active Analysis
Types by
Tableset ID

PCY5050-.RPT
Transaction
Level Report

View the definition of each analysis group in the
system.

View a list of all active analysis types for a specific
setlD as of a specific date.

View a list of the activity type, activity ID, source
type, category, and subcategory for transactions for
all projects or specified projects for a business unit,
and optionally for a specific date range or budget,
cost, and revenue analysis group.

Note. Run the Report Summarization process by
transaction date before you run the Transaction
Level Report.

Additional summarization can be done by utilizing

the Report Summarization Options to group fields
and even select a value.
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Project Costing, Reports,
Definition, Active Analysis
Groups, Active Analysis
Groups

Project Costing, Reports,

Definition, Analysis Types
by SetID, Analysis Types

by SetlD

Project Costing, Reports,
Summary, Transaction
Level Report, Transaction
Level Report

Project Costing, Reports,
Summary, Reporting
Options

Project Costing, Reports,
Summary, Report
Summarization Options

RUN_PCY1030

RUN_PCY8020

RUN_PCY5050
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PCY1030-.RPT Active Analysis Group Definitions

Explanation: View the definition of each analysis group in the system. Analysis groups
consists of multiple analysis types

Navigation: Project Costing, Reports, Definition, Active Analysis Groups, Active Analysis
Groups

Run Control:
)

Favuvrtesg Mainvl't"lenu > PmiectvCusthg > Rﬂpvurts > Defiltiun » Active Analysis Groups

Active Analysis Groups

Run Control ID:  ANGRP Report Manager Process Monitor lﬂl
Language: English -

Report Request Parameters

SetlD: SHARE O

As of Date: 06M11/2013
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Sample Report Output:

&

GEARS

General Enterprise And Resource Support

Respeart: 1D PEMEE-RPT
Run Condrod IO Peopleoft Projot Costing Page Ma. 1
Analycic_Sroup ACTIVE ANALY SIS GROUP DEFINITIONS Fum Date A1RI2008
Ac Of Date:  1HAM2001 R Time E14:18 PM
Analysis Group [ tabieseTiD:  SHARE |

NAME and Descripgon

Amabysis Typs MAME snd Deacrpton  Quantity Multiplisr  Slgned Value  Analysls Typs Map

ACT Actual Cost
ACT
PAY

TLA

Actual Cost
Time and Labor Aciual
Time and Labor Esimaie

ADJST Resource Adjustment

ACT
NPY
PAY

ALL

ACT
BAJ
BDM
BDZ
BD3
BD4
BDS
BDE
BO7
BDE&
BIL

BRT
BUD

CBA
CCA
CCR
CLE
CoM
COR
Car
CRZ
CRR
CRv
CsT
DEF
Dsc
EMP
ESB
ESC

FCC
FMD

GLE
GLR

Actual Cost
Mo Pay Time and Labor Actual
Time and Labor Aciual

All Analysis Types

Actual Cost

Biling Adjustment

Taital Cost Budget - Scenario 1
Tatal Cost Budget - Scenario 2
Total Cost Budget - Scenario 3
Tatal Cost Budget - Scenario 4
Tolal Cost Budget - Scenaria 5
Tatal Cost Budget - Scenaro 6
Tatal Cost Budget - Scenario 7
Total Cost Budget - Scenario 8
Billabie Amount

Bilied Amaunt

Biling Rstainage

Total Cost Budget

Cirsi Share Commimment Adust
Ciosd Budget Adustments
Commitment Adjusiments

Cost Share Commiment Reversal
Asset Cost Summary
Commitmend incl. PO & Sulbcont
Costof Remaval of Assst
Ciostshane Requisition Reversal
Cirst Shanng Requisition
Costof Remaval Cost Summary
Commitment Reversals

Cosing | without Conracts)
Biling Deferal

Biling Déscount

Empinyes Time

Bill Estimate

Cirsl Estimate

Fixed Cost Biled Amount
Completion Cost

Funds Distribugion

Fixed Cost Revenue Amount
Forecast To Complate

GL Expense

GL Revenue

1.00
1.00
1.00

1.00
1.00
1.00

1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00

1.00
1.00
1.00

1.00
1.00
1.00

1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
1.00
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PCY8020-.RPT Active analysis Types by Tableset ID

Explanation: View a list of all active analysis types for a specific setID as of a specific date.
Navigation: Project Costing, Reports, Definition, Analysis Types by SetID, Analysis Types
by SetID

Run Control:

Fa‘uurtesé Main Menu > Project Costing > Reports > Definition > Analysis Types by SetID

Analysis Types by SetiD

Run Control ID: AT Report Manager Process Monitor |&|

Language: English -

Report Request Parameters

SetlD: SHARE O

As of Date: 06112013
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Sample Report Output:

@@

GEARS

General Enterprise And Resource Support

Repat i POYEDLRPT Precnii Boll Poed Contong Page Ma 1
ACTIWE AMALYSIS TYPES BY TABLESET 1.D. P Drate 11MEz003
As OfDatee 1772000 Rt Theis 51433 PMW
TABLESET I.D= SHARE
AMNALY SIS TYPE DESCRIPTION EFFECTIVE DATE EFFECTIVE STATLS
ACT Actual Cod 1HHam A
ASP Expres Assel % Dishibuions 1Ham A
Bad Billing Adustment 1190 A
BD1 Total Ciost Bud gat - Scanaro 1 1Ham A
BD2 Total Cost Budget - Scanarn 2 119 A
BD3 Total Ciost Bud gt - Scanarn 3 1HHam A
BD4 Total Ciost Bud gt - Scanaro 4 1Ham A
BDS Total Ciost Bud get - Scanarn § 1HHam A
BD& Total Ciost Bud get - Scanaro 6 11Ham A
BOT Totzl Cioet Bud gt - Scanarn T 1HHam A
BDA Total Ciost Bud get - Scanaro 8§ 1HHam A
BL Billse Ao 11Ham A
BD Billi=d Aemoiurd 1HHam A
BRT Billing Retainage 1Ham A
BUD Total Cost Bud gat 1MHam A
Cal Cost Sham CommiEment Adjust 1HHam A
CBA Cost Budget Adustments 1HHam A
CBU Cost Shaing Budget 1MHam A
CCA Commitment Adustments 1HHam A
COR Cost Sham Commiment Rlevesal 1HHam A
CLS Aszet Cost Summary 1Ham A
G Commitment incl. PO & Suboon 1HHam A
COR Costof Removal of Asset 1Ham A
CaR CogSham Faqueiton Reversal 11190 A
CRO Cost Shaing Requisiton 1HHam A
CRR Costof Removal Gost Summary 1Ham A
CRv Commitment Reversals 119 A
CST Cosing |wihout Confaics) 1HHam A
DEF Billing Defaral 1Ham A
DS5C Billing Digcount 1HHam A
=" Employes Time 111900 A
ESB Bill Estmats 1HHam A
ESC Cost Esfmate 1Ham A
FBD Foxed Cost Billed Amount 1MHam A
FoC Complegon Cod 1HHam A
FMD Funds Distibufion 120 A
FRV Foxed Cost Reverue Amaunt 1MHam A
F1C Fomcast To Complets 1HHam A
GLE GL 1HHam A
GLR GL Renverme 1MHam A
GNT (Gemnt Reimbusament 1HHam A
NFY Mo Pay Time and Labor Actual 1HHam A
OFA Offsat Renerue 1Ham A
oLT Orverr Limmit 1HHam A
OFD Omar 1Ham A
PAY Time and Labor Adual 1Ham A
PCA Pofle Adusment 1HHam A
PCL Profle Cost Summary 1Ham A
PFS Pmeeds fom Sale of Assat 119 A
PS50 P5ST Dismount 1HHam A
PSR Pmeeds fom Sale Summeary 1190 A
PST Purdh/Sald Time 1HHam A
RAJ Faleased Retanage Adustment 11Ham A
RE1 [Ranenue Budget 1 1HHam A
RE2 Fanwenue Budget 2 1HHam A
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Y

X PCY5050-.RPT Transaction Level Report

Explanation: View a list of the activity type, activity ID, source type, category, and
subcategory for transactions for all projects or specified projects for a business
unit, and optionally for a specific date range or budget, cost, and revenue analysis

group.

Notes:
Run the Report Summarization process by transaction date before you run the Transaction Level Report.
>> Project Costing, Reports, Summary, Reporting Options

Additional summarization can be done by utilizing the Report Summarization Options to group fields and

even select a value.
>> Project Costing, Reports, Summary, Report Summarization Options

Navigation: Project Costing, Reports, Summary, Transaction Level Report, Transaction Level
Report

Run Control:

o
Home | Workist |

Favorites Main Menu > Project Costing > Reports : Summary > Reporting Options

Reporting Options

User ID: james roberts Run Control ID: FCRFPO Process Monitor Euny
Program Name: PC_RPO Process Frequency: Always -
Option: Al - Request Number: 1
*Date Option: A .

is Gr tion C Effective Daftt tion
Project Type: aQ Analysis Group Selec! urrency Effec e Op
ji |— ©) Analysis Group To Currency Code: UsD @,
Project Status: Q,
. . Rate Type: CRRNT C

Summarization Option: la|“ Analysis Type CRRNTQ

. _ Currency Effective Date Option:  Transaction Date -
Reporting Interval: Inception to Date @Al
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Sample Report Output:

Report 1D: PCY5050- RPT PuoopleSoft Project Costing Page No. 1
Run Gontrol I~ Trans_Level Transaction Level Report for Selected Project Run Date 11/6/2003
Transaction Date Range: From _ 14/2001 through 12/31/2003 Run Time 5A1:24PM
Activity Type
- - Activity Project ID: TRAINING
- -- - Source Type Project Description:  Training
- - -- - Categary Business Unit: usoon4
|- - ----- SubC Analysis Group allocation:
Anlys Budget Analysis G | CostAnayss Grp | Rewenue Analysis Gop
Transaction| D TransDate | Type | EmpliD | Vendor ID POID Voucher ID T i i pti BUD ACT PSREV
Activity Type 00000
Activity ID_ TRAIN
Source Type
= = Category
= === SubCatagony

10

782
10000784 .
= = == Subtata/for SubCatagory
= = Subtotal for Category

20,100,000.00] 8000000
20,100,000.00] 80,000.0(

L = 0.00

Sublotal for ActivityID__TRAIN 20,100,000.00] 80,0000 0.00|
Subtotal for Activity Type 00000 20, 0.0
Totalfor Project  TRAINING 20,100,000.00 80,000.00 0.00
20,100,000.00 80,000.00 0.00

Total for all Projects
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Project Costing Online Inquiries

Manager Transaction Review

Explanation: The project manager review functionality provides a flexible tool that enables a
PM to search on a number of fields, make necessary adjustments, and mark
reviewed transactions.

Navigation: Project Costing, Interactive Reports, Manager Transaction Review

Selection Criteria:

-
Favorites Main Menu > Project Costing > Interactive Reports > Manager Transaction Review

WEDERERTENEE T RECUEIE © Gost Review | Billing Review | Sharing Review
e e

*Project Business Unit: MDJUD QL

*Project: 110JPOPSC-G12A5 G

Activity: |GRANT @ select Project Activifies
Analysis Type: Q, Employee 1D: QL
Source Type: Q Revenue Distribution Status: -
Category: Q, Billing Distribution Status: hd
Subcategory: &}
@ Detail Transaction Summary Template i )
@ All ) Reviewed ) Not Reviewed
) Summary Template ID: Q
Date Type: - From Date: [  Through Date: [5]
| Search | | Reset |
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Sample Inquiry Output:

YIGEARS

<4} General Enterprise And Resource Support

" Manager Transaction Review " Billing Review  Sharing Review |

Project: 110JPOPSC-G12A5 Description:

110JP- Drug Courts

Currency:

Detail Review Personalize | Find | View Al | B | 2 Frst & 110 o152 I Last
€521 Transaction Detal | Contract Information
Reviewed Activity Analysis Type Amount Adjust Source Type Category Subcategory Target

GRANT ACT $1,92427 Target
GRAMNT ACT $1,605.69 Target
GRANT ACT 5495 66 Target
GRAMNT ACT $8,007.93 Target
GRANT ACT $24,998.39 Target
GRAMT ACT $5,187.35 Target
GRANT ACT 519,072 47 Target
GRANT ACT $-12,033.55 Target
GRANT ACT $41,581.50 Target
GRAMT ACT $14,298.98 Tarqget

O Total Cost Amount: §53574568 USD

Select All Reviewed Clear All Reviewed
adet |
| Save |
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" Manager Transacfion Review | CostReview |PEILIREEUEIAN © Sharing Review |

Project: 110JPOPSC-G1245 Description: 110JP- Drug Courts Currency: usD

Detail Review Personalize | Find | View Al | H | 3 Frst £ 440 o 52 O L ast
T Transaction Detad | Contract information | ==K
Reviewed  Activity Analysis Type Amount Source Type  Category Subcategory Source
GRANT BIL $1,92427 Source
GRANT BIL $1,605.69 Source
GRANT BIL $495 66 Source
GRANT BIL $8,007.93 Source
GRANT BIL $24,998.39 Source
GRANT BIL $5,187.35 Source
GRANT BIL $19,072.47 Source
GRANT BIL $-12,033 55 Source
GRANT BIL $41581.50 Source
GRANT BIL $14,298.98 Source
Total Billing Amount: $53574568 USD

i Streamlined Billing

| Process Monitor

Page 12
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Budget vs. Actual

Explanation: Compare costs to budgeted amounts for cost budgets. Compare actual revenue to
projected revenue for revenue budgets.

Note: The Project Costing, Utilities, Refresh Budget Summary Tables process needs to be processed to
populate the table used by this inquiry.

Navigation: Project Costing, Interactive Reports, Budget vs. Actual
Selection Criteria:

Fa\rurtesé Main Menu : Project Costing > Interactive Reports : Budget vs. Actual

Budget vs. Actual

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Exisfing Value
~ Search Criteria

Business Unit: = ~ MpJuD Q,
Project: beqgins with - |NGF’1 PROJECTI ')
Budget Plan ID; = v | 1Q

. Search || Clear :|Eiasit:5‘.vearch E) save Search Criteria
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<4} General Enterprise And Resource Support

Sample Inquiry Output:

Favovrl:esé MairlvMenu > PmiectvCosthg b Intemctivve Reports : Budget vs. Actual

Budget vs. Actual
Project: NGP1PROJECT1 Project Description: NGP1PROJECT1 DESCR
Charging Level: Detail
Budget Plan ID: 1 Plan Description: Total Project Budget
Budget Type: Cost Budget Start Date: 02252013

Calendar:

Fiscal Year Budget- 7/1

Budget Amount: 20,000.00 Actual Amount: 0.00 Currency: usD
Remaining Amount: 20,000.00 Status: @ Low
NGP1PROJECT1 DESCR Activity: 000000000000001
CAPITAL Description: CAPITAL
Budget Amount: 20,000.00 Actual Amount: 0.00
Remaining Amount: 20,000.00 Status:® Low
First 10f1
Budget ltem Budget Amount Actual Amount Detail
0872 20,000.00 0.00 B
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<4} General Enterprise And Resource Support

Flexible Analysis

Explanation: The costs that appear in the Flexible Analysis Cost Summary grid are based on
the analysis groups that are specified in the flexible analysis template.

Note: A Flexible Analysis template needs to exist and a Flexible Analysis User Default needs to be
selected.

Navigation: Project Costing, Interactive Reports, Flexible Analysis

Selection Criteria:

Fauuri:esé Main Menu > Project Costing > Hexible Analysis Template

Flexible Analysis User Default

User ID: james. roberts Name: FRAMNK EROCCOLINA
Business Unit: MDJUD

Template: [PUB-BUDACTCOM |

*Description: |Budget vs Actuals & Commit
Fexible Analysis Template Personalize | Find | view A1 | B | 2 Frst £ 43013 1 Last
Number Analysis Group  Field Heading

| 1 [BuD Q, [Budgets =]

| 2 [pscsT Q. [Accounting Costs =]

| 3 [comr @, [Commitments =]

-

Favorites Main Menu > Project Costing > Fexible Analysis User Defauk

Flexible Analysis User Default

User ID: james roberts Name: Roberts, James
Rexible Analysis Template Personaize | Find | View 21 |8 | 3 Frst 5 qor1 O Last
User ID Name Description
FUB-BUDACTCOM james roberts Roberts, James Budget vs Actuals & Commit
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Sample Inquiry Output:
-

Favnrtes§ Main Menu > Project Costing > Interactive Reports > Hexible Analysis

Flexible Analysis

Project: T1OJPOPSC-G12A5 Description: 110JP- Drug Courts

Hexible Analysis Cost Summary : User Template : PUB-

BUDACTCOM Personaiize | Find | View AIIEY | 3 First I 4014 T Last
Project Budgets Accounting Costs Commitments
110JPOPSC-G12A5 $2,410,564.00 $535 74568

Flexible Analysis Template
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Budget Exceptions
Explanation: Review projects costs that are related to Commitment Control budget exceptions.
Navigation: Project Costing, Review Costs, Accumulated Costs, Budget Exceptions
Selection Criteria:
e —————————————————————
Faw:;rtea Main TI't"lerlu > ijectTCusthg = HEvievi Costs > Accumulavted Costs > Budget Exceptions
Budget Exceptions
Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Exisfing Value

~ Search Criteria

Business Unit: = - IMDJUD Q
Ledger Group: = - PROJ_GRNT Q
Account: begins with - | &}
Department: begins with - | 2L
Batch Agency: begins with - | 2
Program Cost Account: beqgins with - | i
Fund: begins with - | i
Appropriation Number: begins with - | o}
Program Code: begins with - | &}
Approp Year: begins with - | 2
Affiliate: begins with + | Q,
Fund Affiliate: begins with ~ | Q,
PC Business Unit: begins with - | i
Project: begins with - | ')
Activity: begins with ~ | Q,
Source Type: begins with - | 2
Budget Period: begins with ~ | Q,
Statistics Code: begins with ~ | Q,
Budget Type: begins with - | i
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Sample Inquiry Output:

- Search | Clear  Basic Search (5] Save Search Criera

Search Results

View Al

Business Ledger
Ut Budget Type Goup

MDJUD  Proj/Grant Budget Definition PROJ GRNT 0000  (blank
MDJUD  Proj/Grant Budget Definifion PROJ GRAT 0000 (blank
MDJUD  Proj/Grant Budget Definiion PROJ GRNT 0000  (blank

Batch
Account Department Aten

(25
25
(25

Program
Cost
Account

HO1S 0003 (plank)
LT3 0003 (blank)
S1715 0003 (blank)

— Mumber

Page 18
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Fund Appropriation  Program  Approp Afi atem

Code
i}

L1
s171

PC
Year Afiite E,Iln;lness Project |

AU (bank) (k) MDJUD  {0DHRCSEAOBIS
A3 () (tank) MDD {ODHRCSEAUI15 ¢
A3 () (tank) DIUD  {ODHRCSEAGSITIS¢



Training Guide 68 GEARS

PC/CA/GM Reports €1} General Enterprise And Resource Support

Journals by Activity

Explanation: View journal entries that are associated with an activity and drill down to
GEARS General Ledger. The system retrieves transactions from the Project
Transaction table where the journal ID is not missing.

Navigation: Project Costing, Review Costs, Accumulated Costs, Journal Entries by Activity

Selection Criteria:
L

Favurtesg Main Menu : Project Costing > Review Costs » Accumulated Costs : Journal Entries by Activity

Journal Entries by Activity

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
~ Search Criteria

Business Unit: = - IMDJUD Q
Project: begins with - |11D.JF'DF’SC—G12F~5| QL
Activity: begins with ~ | Q

WES ID: begins with ~ |

Project Description: begins with - |

Activity Description: begins with ~ |

Activity Type: begins with ~ | Q

Status as of Effective Date: = - -
Activity Owner: begins with ~ | Q,

New Milestone: = A -

[ case Sensitive

. Search || Clear :|Basic3earr:h B save Search Criteria
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<4} General Enterprise And Resource Support

Sample Inquiry Output:

Journal Entries by Activity

Project: 110JPOPSC-G12A5 Description: 110QJP- Drug Courts

Activity: GRANT Description: Grant Activity

Journal Entries Personalize | Find | View Al | % Fret £ 4.6 0f 25 O Last
Analysis Type f:;e“' WEEEanfeE=s e Currency ::;::M Quantity Amount

ACT MDJUD CHNVDOD3603 usb 192427 E%

ACT MDJUD CMNVOO03606 usb 1,605.69 F%

ACT MDJUD CMNVOO03613 UsD 495 66 %

ACT MDJUD CMNVOO03653 usbD 800793 %

ACT MDJUD CNVODD3686  USD 78,806.16 B

ACT MDJUD CNVODD3690  USD 1429898 B

Page 20



Training Guide (‘38 GEARS

PC/CA/GM Reports %1} General Enterprise And Resource Support

Purchase Orders by Activity

Explanation: View purchase orders that are associated with an activity and drill down to
GEARS Purchasing. The system retrieves transactions from the Project
Transaction table where the purchase order ID is not missing.

Navigation: Project Costing, Review Costs, Accumulated Costs, Purchase Orders by Activity

Selection Criteria:

Favurtes§ Main Menu > Project Costing » Review Costs » Accumulated Costs » Purchase Orders by Activity

Purchase Orders by Activity

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Exisfing Value

~ Search Criteria

Business Unit: = - IMDJUD Q,
Project: begins with - |11D..IF'DF'SC—G12.#5| o)
Activity: begins with ~ | Q,

WES ID: begins with ~ |

Project Description: begins with - |

Activity Description: begins with ~ |

Activity Type: begins with ~ | Q,

Status as of Effective Date: = - -
Activity Owner: begins with ~ | Q,

New Milestone: = - -

[ case Sensitive

. Search || Clear :|BasicSearch B save Search Criteria
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PC/CA/GM Re ports %3} General Enterprise And Resource Support

Sample Inquiry Output:

Purchase Orders by Activity

Project: 110JPOPSC-G12A5 Description: 110JP- Drug Courts

Activity: GRANT Description: Grant Activity

Personalize | Find | View A1 | B | 3 st B g o1 O Last

Purchase Orders

Analyzis Type Purchase Order Currency Unit of Measure Quantity Amount
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Vouchers by Activity

Explanation: View vouchers that are associated with an activity and drill down to GEARS
Payables. The system retrieves transactions from the Project Transaction table
where the voucher ID is not missing.

Navigation: Project Costing, Review Costs, Accumulated Costs, Vouchers by Activity
Selection Criteria:

Favorites = Main Menu > Project Costing > Review Costs > Accumulated Costs > Vouchers by Activity

Vouchers by Activity

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Exisfing Value
~ Search Criteria

Business Unit: = - IMDJUD Q,
Project: begins with - |11D.JF'DF'SC—G12H5| 2
Activity: begins with ~ | Q,

WES ID: begins with ~ |

Project Description: begins with - |

Activity Description: begins with ~ |

Activity Type: begins with ~ | Q

Status as of Effective Date: = - -
Activity Owner: begins with ~ | Q,

New Milestone: = - -

[l case Sensitive

~ Search || Clear :|Basit:Seart:n B save Search Criteria
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Sample Inquiry Output:

Vouchers by Activity

110JPOPSC-G12A5 Description:
Description: Grant Activity

Project: 110JP- Drug Courts

Activity: GRANT
15 First 5 4011 O Last

Personaize | Find | View 21 | B

Unit of Quantity Amount

Analysis Type Voucher Vendor Currency Measure
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Summarization by Analysis Type

Explanation: View a basic summary of costs that includes period-to-date, year-to-date, and
life-to-date totals for each analysis type. Totals that appear on this page are for
the selected project and all the activities that are directly attached to that project.

Note: The Set as of Period needs to be populated first.
Navigation: Project Costing, Review Costs, Summarize by Analysis Type

Selection Criteria:
L

Favorites = Main Menu > Project Costing > Review Costs > Summarze by Analysss Type

Summarize by Analysis Type

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value
= Search Criteria

Business Unit: = ~ IMDJUD Q
Project: begins with - |11D..IF'DF’SE—G12F~5| Q

Description:  beqgins with - |

[ case sensitive

- Search || Clear :|Basi|::$earcn B save Search Criteria
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Sample Inquiry Output:
-

Favorites = Main Menu > Project Costing > Review Costs > Summarize by Analyss Type

" Summarize by Analysis Type |zl

Project: CSEA12-034 Description: CRAND

Calendar ID: 2 Q

Fiscal Year: 2013

Accounting Period: 9

. Set
T EN BRI Set As of Period |
Project: CSEA12-034 Description: CRAND

Project Financial Summary Personalize | Find | View Al [ B | 2 Frst B 47 019 I Last

_ General Ledger ~ _

Analysis Type Business Unit Currency Period to Date Amount Year to Date Amount Life to Date Amount
ACT MDJUD usD 0.00 10,000.00 10,000.00
BIL MDJUD usD 0.00 6,600.00 G,600.00
BUD MDJUD usD 1,320,000.00 1,320,000.00 1,320,000.00
CBU MDJUD usD G80,000.00 620,000.00 650,000.00
COM MDJUD usD 10,000.00 10,000.00 10,000.00
CRV MDJUD usD 0.00 10,000.00 10,000.00
LCL MDJUD usD 0.00 3.400.00 3. 400.00
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Customer Contracts Reports

\ \
Report ID and Report Description Navigation Run Control Page
Name
\ |

CA_BILL or Displays details of billing plans, including the Customer Contracts, RUN_CA_BIL_RPT
CA_BILL_XP events associated with those plans, the status of | Reports, Billing
Contracts Billing the events, and the amount of future billings. Management

Management Report Note. This report displays billing plans with open

events only.
CA_LMT or Displays details of a contract's limits and the Customer Contracts, RUN_CA_LMT_RPT
CA_LMT_XP amount of the limit remaining. Reports, Limit Amount

Active Contracts Limit
Amount Management
Report
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CA_BILL Contracts Billing Management Report

Explanation: Displays details of billing plans, including the events associated with those plans,
the status of the events, and the amount of future billings.

Navigation: Customer Contracts, Reports, Billing Management

Run Control:

Favorites Main Menu > Customer Contracts > Reports > Biling Management

Billing Management Report

Run Control ID:  BillPlan ReportManager Process Monitor .~ Run |
Business Unit: [MDJUD @ Administrative Office of Court
Contract Type: l%i Q
Contract Classification: Standard -
Sold To Customer: l%i Q
*Processing Status: Active o«
Contract: |% Q
Contract Admin: | a Enter a name or leave blank
Billing Options
Billing Plan Status:
#Days to Event Date: [ Enternumber or leave blank
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Sample Report Output:

11420
—
Contracts Billing Management Report

Business Unit: Uson1 US001 NEW YORK OPERATIONS
Contract Currency: USD
o X Contract Billing Event Event Event Mileston MS Event
Sold To Cust omer Cont ract Ty Bill Plan Method Num Ty Status Event Origin ‘Nbr Dute Amount
10m Apex FIXEDINTEGRATION COMMERCIAL B102 Miledone 2 Dt Pending Comiract 0 212008 937500
100m Apex FIXEDINTEGRATION COMMERCIAL B102 Miledone 3 Dt Pending Contract 0 2127008 31,250.00
100 Apex FIXEDINTEGRATION COMMERCIAL B102 Milestone 4 Dt Pending Contract 0 2127208 6,250.00

Totals for BU USO1 in USD 46,875.00

1
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CA_LMT Active Contracts Limit Amount Management Report

Explanation: Displays details of a contract's limits and the amount of the limit remaining.
Navigation: Customer Contracts, Reports, Limit Amount

Run Control:

Favorites | Main Menu > Customer Contracts > Reports > Limit Amount

Limit Amount Report
Run Control ID:  Limit Report Manager Process Monitor  Run |
Contract Options
Business Unit: MDJUD O Administrative Office of Court
Contract Type: % Q
Contract Classification: Standard -
Sold To Customer: 0% Q
Contract: |% Q
Contract Admin: | Q Enter a name or leave blank

Limit Type: Funded and Billing
*Report By: Remaining Amount -
Max Remaining %: 100.00000000
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Sample Report Output:

6/23/=2
. . .
Active Coniracts Limit Amount Managment Report
Business Unit: TUSoco1 Contract Admin:
Limit Type: Fund,/Eill Contract Type: %
Saold to Customer: % Contract Classification: Standard
Eeport By: Remaining Contract: CONoooooooo0030
IMax Remaining Percent: 100,00 %
Business Unit: USoo1 USoo1 NEW YORE OPERATIONS
Funding Limits
Contract Number Line Transaction Id Limit Eemaining Eemaining % Last Transaction Date Last Processing Date
CONoooooooooo3o 1 10,000.00 io,000:00 USD 100,00
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Customer Contract Online Inquiries

Review Billing

Explanation: View billing plan activity or update plan status for both pending and billed
amounts, for any cross-section of the GEARS Contracts system.

Navigation: Customer Contracts, Review Billing, As Incurred

Run Control:
-
Home | Workdst | MuliChannel(
Favortes - Man Menu > Customer Contracts > Review Bilng > AsIncurred

2 New Window %
Review Billing - As Incurred

Search Criteria

’7 Fee Type:
Business Unt: oJuD Q' contract; ‘ Q -
None
Billing Plan: Q Contract Classification: M Fixed Fee
Biling Business Unit: Q Biling Pian Status: v Dol Award Fee
’7 Q Incentive Fee

Bill To Customer; Other Fee

' Search \ ~ Clear | Profect. A
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Sample Report Output:

Billing D iagorts | oot

" Contract Biing Informafion

.
I

Personaize | Find | B | % Fist

" Biling Financial formafion

Billing

Business Bill Plan Hold 3 _

Unit Contract Plan 1D Description Status Hold Date ﬁ;ﬂess Customer Project History
As-Incurred M

MDJUD  OBDHRCSIFX Bi01 BillRevene  Ready ] GRANT  GM-0000009  OBDHRCSIFXG20F5 History
Plan
As-Incurred

MDJUD  (09DHRCSIF B101 BilllRevene  Ready ] GRANT  GM-0000009  DODHRCSIFXG2GF5 History
Plan
As-Incurred

MDJUD  118JIADR1 Bi01 BillRevene  Ready ] GRANT  GM-0000OO1  11SJIADR1GOD9AS  History
Plan
As-Incurrad

MDJUD  11DHRCSEAX B101 BillRevene  Ready ] GRANT  GM-0000009  11DHRCSEAXGITFS History
Plan
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Grants Reports and Forms

Other Federal Forms

\
Report ID and Report Description Navigation Run Control Page
Name
\

PHS 398 Provides information for the Federal Grant | Grants, Proposals, Print GM_PROP_PRINT_REQ
Federal Form — PHS Application. Proposal
398

Administrative Reports

Report ID and Description Navigation Run Control Page
Report Name
\ \

GMPERO035 Provides an overall summary of the total Grants, Professionals, Other | RUN_GM_PERS_BIO
Current and commitments for a particular investigator. Support Report
Pending Support

PeopleSoft Billing Forms

Report ID Description Navigation Run Control Page
and Report
Name
GM_GEN Provides a generic invoice. It Billing, Generate Invoices, Non-Consolidated, RUN_BI_PRNTIVC
Generic includes invoice header and Single Action Invoice Billing, Generate Invoices,
Letterhead expense line detail information that | Non-Consolidated, Print Pro Forma Billing,
Invoice the expense account tree definition | Generate Invoices, Non-Consolidated, Finalize
controls. and Print Invoices
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PHS 398 Federal Form - PHS 398

Explanation: Provides information for the Federal Grant Application.
Navigation: Grants, Proposals, Print Proposal

Run Control:

Favurtes§ Main Menu > Grants > Proposak > Print Proposal

Print Proposal

Run Control1D:  jgr Report Manager  Process Monitor |ﬂ|

Proposal to be Submitted

*Business Unit: WQ *As of Date: ’m El
*Proposal ID: [rEsT_2013 Q

“Version ID: V101 Q Example Grant, Confract, Project

*Form ID: [PHS398  Q PHS 298 Grants Application
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Sample Report Output:

Partial sample

Farm Approved Through 08302007 OMB Ne. 08250001
Dapartrent of Haalth and Human Sarvices LEAVE BLANK—FOR PHS USE OHLY.
Public Haakh Sarvices Typs |ttty Mumbsr
Grant Application Ravicw Group Formarly
Do nef eacacd characler langth resinchions indicated CourciiBeard Menth, Yaar) Date Racsivad

1. TITLE TF PROIECT (Do not excead &1 characters, includimg spoces and punclimbon |
The effects of insulin on laboratory rats

7. RESPOMSE TO SPECIFIC RECUEST FOR APPLICATIONS OR PROGRAM AMNOUNCEMENT COR SCLICITATICN (B] MO 1YES
{if “¥'as,” stada number and i)

Irmiar Titla:
3. PRIMCIPAL INVESTIGATCR/PROGRAM DIRECTOR Hew Investigator Mo []¥es
Ja. NAME [Last, firsi, middla] 3b. DEGREErS) 3h. =RA Commons Usar Hama
Schumacher Kennsth MD
Jc. POSITICN TITLE 3d. MAILING ADDRESS (Streal. oiv. slate. 2o codel

Principal Inwestigator
3. DEPARTMENT. SERVICE. LABORATORY. OR EQUIVALENT

Enginesring LA

3F. MAJOR SUBDIVISION

Biolegy Department

3g. TELEPHONE ANMD FAX [dren coda, number and sxfension) E-MAIL ADDRESS

TEL- S10MSEE-1111 FAX: kenneths@university. edu

B :::::R'S_ff"';ms 5 St e e 5. VERTEBRATE ANIMALS  [R] Ho [ Yas

&z, Clinicsl Trial 4d. MH-dafined Phese 11 ta. H"¥es " ACUC approval G, Animal melang ssmoranee no.
N (K] ¥es [ [(ve [ ves  |omzsita [Jne [Jves | Ow=

da. Rosasrch E . .
e 'r':-rﬁ If “¥'as,” Examption Mo.

& DATES OF PROPOSED PERIOD OF 7. DDETS REQUESTED FOR INITIAL &, COSTS REQUESTED FOR PRCPOSED
SUPPCRT (manth, doy, yaar—MMWDIVYY) BUDGET PERIOD PERIOD OF SURPORT
From Through Ta. Diract Costs ) Th. Totsl Costs 54 Ea. Oirecl Cosls I%I B Totl Costs i1
01/01/05 12/21/08 &r5.000 £100.500 $510,150 5652650
2 APPLICANT DHG.&NII.P.TIDI\_I 10. TYPE OF ORGANIZATION
Wama  PeopleSoft University Public =% [ JFederd [ Stae [ Local
AdErE3 4908 Hacienda Or Frivata: = [_]Frivats Nanoroft
Fleasanton, CA B45B3 For-profi: =# ®] corwral [] Smal Business
usa ] Wemarowned DSo:ialymd Economically Disadvantagad

11 FHTITY INFNTIFCATICN MIMAFR
123

DUKS ND. 13915 |omg. Dissrict
12, ADMIMISTRATIVE OFFICIAL TD BE ROTIFIED IF AWARD |3 MADE 13. OFFICIAL SIGHING FOR APPLICANT ORGANIZATION
[Nama Mame
Titls Titka
Fuidrass Mddress
Tal: FAX, Tel: FAX:
E -Mail: E-Mail
14, PRINCIPAL INVEETIGATORFROGRAM DIRECTOR ASSURANCE: | cartfy tha tha| SIGNATURE OF PVPD NAMED IN 3a. DATE

sigbemants horgin ars irue, comploala and eaeurzla 1o tha bost of my lm\:m‘ic?:. B fir ink. Fer” signature mof acceplobic.)
awars thal sny fuiss. fefious, o raudulon] siolemants or o gims may subjesi mal )
erimiral, ohil, or sdminkskalhe ponolios. | sgres o secepl meponsibilly for fa sclanific
monduct of tha project and fo provics ha required progress roports 0 5 grant s seondod os

B rasult of Ihis soplieslion

15 AFPLICANT OROANZATICN CERTIFICATICN AND ACCEFTANCE : | cartty bat | SAGMATURE OF OFFICIAL MAMED RT3, TATE

It statamants hamin ars FUm, compkls and soewnsta 1o Ihe bast of my u-m:u%:. and |l ink *Por” sigrature nof acceptobic.)

azeapl the obigation to comply win Puble o Saniess [orms and condfos ¥ @ grant ’

|5 aWarCec &5 S resull of this spplcation. | om swars et any fiss, fellious. or rauduient
siabameants or clams may sus@sl ma to crimind, chvi, o ecminisinative penalias.

]
PHS 365 {Fow. 0aild) Face Pags Form Page 1
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GMPERO035 Current and Pending Support

Explanation: Provides an overall summary of the total commitments for a particular
investigator.
Navigation: Grants, Professionals, Other Support Report
Run Control:
-

Fa\rcrvrhaﬁé Mainvl'u'lenu > G@nts > meen* > Other Support Report

Other Support Report
Run Control ID:  ProfSupp Report Manager  Process Monitor l—R"" )
*Empl ID: EMPLO10785 @ KELLEHER,LYNNE

As of Date: 06M2/2013 [
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Sample Report Output:

Peoplelfofe

RaparTE ID: GMPEROIS CURRENT AMD FENDIND SUPPCRT Fage Ho. 2
Fun Dake 930701380
Ben Tiger Fum Tie 11rd2:
. Professer
100 Main 8. §120
Lan Mateo CA SHLOL .
nsh - Pending
Unit Froposal version  Projest Begin Date Snd Date  BEfort & mmount  Role  Spongor/Title
EDGWT TALE FRIZ w1 DALE_FRIZ 27/01/1509  05/30/2000 100,04 246, 000.00 PT Califernia Univereity
Dule's Priday Broposal

EDGYT  DALE_FRIZ n DXLE_FRIZE 07/01/1583  08/30/2000 75,00 E,000.00 PT Califasnia Uniwveraity

Dale's Friday Froposal

BLGVT TALE_FRIZ i CALE FRIIC 97/01/1958 0673072000 245,000,006 PT California Univerasty
Dale's pPriday Froposal

ECOVT  DALE FRI3 1 DRLE_FATL 17/01/1985 064302000 Lo0.00 100,000.00 FI  California Universicy
Third Proposal

EDGNT DALE_FRIG ¥l DALE FRI% ATSOLAABET BESI0/2090 100, bk 158,000.90 FIL California Undveraicy
Dala's Friday Proposal

FIGUT DALE_FRT4 i DALE_FAT4E 07/0L/139%  CRSI0/2000 TEL D 198,908,900 PI Califernis Dniveraity
Dale's Fricay Froposal

EDOVT  CALE_FRI4 i DALE_FRLIC U7/01/199%  0EF30/2000 100.00 158,000.00 FI  California Undvarsity

Dale's Friday Pooposal

End af Report
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GM_GEN Generic Letterhead Invoice

Explanation: Provides a generic invoice. It includes invoice header and expense line detail
information that the expense account tree definition controls.

Navigation: Billing, Generate Invoices, Non-Consolidated, Single Action Invoice
Billing, Generate Invoices, Non-Consolidated, Print Pro Forma
Billing, Generate Invoices, Non-Consolidated, Finalize and Print Invoices

Run Controls:

Favorites | Main Menu : Biling : Generate Invoices > Non-Consolidated > Single Action Invaoice
- : - - - -

Single Action Invoice [EIEITILS 1 =0
Run |

Run Control ID: BILLINV Report Manager Process Monitor l
Language: English - (@ Specified ) Recipient's

Selection Parameters Frd | View All Frst 10f1 0 Last

Seq Nbr: 1 F[=]

Invoice Date Option

@ Processing Date

&) User Defined
Posting Action

@ Do Mot Post ) Batch Standard

Lol LR L Business Unit: GRANT |
@ Al @ Invoice ID o [

© Bill Cycle () CustID From Invoice:

© Date Bill Added © Bill Type To Invoice: |

&) Range ID ) Bill Source

(@) Public Voucher Number

Fa\.rortesé Main Menu > Biing > Generate Invoices > Mon-Consolidated > Print Pro Forma

Run Control ID: BILLproform Report Manager Process Monitor
Language: English  ~ @ Specified © Recipient's

| Run |

Selection Parameters

Seq Nbr: 1 =]
Invoice Date Option

@ Processing Date
©) User Defined

Range Selection
® ® From Business Unit: [GRANT &
All Invoice 1D
To Business Unit: GRANT|
@ Bill Cycle © CustID 0 Business Uni |
) Date Bill Added © Bill Type From Invoice:
© Range ID © Bill Source To Invoice: |

(©) Public Voucher Number
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Favorites = Main Menu > Biling > Generate Invoices > Non-Consolidated > Finalize and Print Invoices

FLETFECELL S8 Print Oplions |

Run Control ID: BILLfinal ReportManager Process Monitor |~ RUM |
Language: English * @ Specified ) Recipient's

Selection Parameters A Al First 1o0f1 Last
Seq Nbr: 1 =

Invoice Date Option

@ Processing Date

) User Defined

Range Selection

® ° From Business Unit: [GRANT G

All Invoice 1D

) Bill Cycle © CustID To Business Unit: GRANT

©) Date Bill Added ©) Bill Type From Invoice: |

) Range ID © Bill Source To Invoice: |

©) Public Voucher Number
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Grant Online Inquiries

Proposal Inventory

Explanation: Use the fields in the Search Criteria group box to select or enter the information
for which you want to view an inventory of proposals.

Navigation: Grants, Interactive Reports, Proposal Inventory
Search Criteria:

Favorites . Main Menu > Grants » Interactive Reports > Proposdl Inventory

Proposal Inventory

Search Criteria
Business Unit: MDJUD Q Proposal Date

Sponsor ID; ’7@\ Start me| B To | B
o T End From | M To | Ll
s 0 Due From | B oTo | ]
e — ) |Swesim Fom| @] sam o

Page 41



Training Guide

PC/CA/GM Reports

Sample Inquiry Output:

Details

[ Aroposdl Inventory o

o
GEARS
<4} General Enterprise And Resource Support

am
Personaize | ind | B 7

il
rst

Page 42

"
Proposal ID Version 1D Title Proposal Pl Sponsor
AAP-NEWTESTGRANT VAD1  New Grant with Maiching funds PARKER ALECIA Stale Jusfice Insfifute
APPTESTGRANT V01 Training Grant for MACRO PARKER ALECIA State Justice Institute
BAS-OPSCTRANING V101 OPSC Grant Training STANSBURY,BRENDA Manyland Highway Safety Office
OPTESTPROPOSAL ~ Vi01  TESTPROPOSAL PARKER ALECIA Stale Justice Insfiute
GBTRAININGPROPOSAL V01 Big Time Training Proposal BARTON R. GRAY Bureau of Justice Assistance
GRANTDEMO-SHARE V01 Grant Demo Share PARKER ALECIA State Justice Institute
JGR-TRANPROPOSAL VA1 Training Proposal PARKER ALECIA Stale Justice Insfiute
‘m& V01 Workforce Development Senicas STANSBURY BRENDA Bureau of Justice Assistance

™
1-150f 15 4 Last
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Award Inventory

Explanation: Use the fields in the Search Criteria for Award Inventory group box to select or

enter the information for which you want to view an inventory of proposals that
have received funding.

Navigation: Grants, Interactive Reports, Award Inventory
Search Criteria:

Favovrtesg MainvMenu b Gr.ints b Intemcti'.ff Reports » Award Inventory

Award Inventory

Search Criteria

*Business Uit o Q
Sponsor D: Q
Award PIID: Q

Award Status v St Clewr
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Sample Inquiry Output:

Details
" jward Inventory o

" More Info |

GEARS

General Enterprise And Resource Support

Personalize | Find | ™' | %

e
I T

Award ID

125JIADR2
AAPTESTGRANTY
DPTESTPROPOSAL1
JGR-TRAINFROPOSAL
RAW MEDIATION1
SJ1-09-N-156
SJ-13-N-028
TRN-DEMO-GRTAWD
sponsoraward#
T1SHAAACO
11SHAHOCO

BAS-OPSC-TRAINING1

Sponsor

State Justice Insfitute

State Justice Institute

State Justice Insfitute

State Justice Institute

State Justice Insfitute

State Justice Insfitute

State Justice Institute

State Justice Insfitute

State Justice Institute

Maryiand Highway Safety Office
Maryland Highway Safety Ofiice

Marfand Highway Safety Office
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Award Pl
KELLEHER LYNNE
PARKER ALECIA
PARKER ALECIA
PARKER ALECIA
PARKER ALECIA
KELLEHER,LYNNE
KELLEHER LYNNE
KELLEHER LYNNE
PARKER ALECIA
ARMIGER SUSAN
BARTON R. GRAY

STANSBURY,BRENDA

Reference Award Number

123JIADR2

DPTESTPROPOSAL1

JGR-TRAINFROPOSAL

SJH09-N-156

SJH3-N-028

sponsor special num
115SHARACO

115HAHOCO

First K1 42701 27 I Last

»

m
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Grant Project Variance

Explanation: Select the project information that you want to retrieve—either cost-sharing or
noncost-sharing. Select the from and to dates for which you want to retrieve
information.

Navigation: Grants, Interactive Reports, Project Variance

Search Criteria:
B ——
Favurtes§ Main Menu > Grants :» Interactive Reports > Project Vanance

Project Variance Report

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

- Search Criteria

Business Unit: = ~ IMDJUD

Q
Project: begins with ~ | Q

~ Search || Clear :|Basir:Searr:h [E) Save Search Criteria
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Sample Inquiry Output:

Project Variance
Business Unit: MDJUD Project: DPTESTPROPG12A5 Currency: usD
Lookup Analysis Group
(0 Cost Sharing @ Non Cost Sharing
Lookup Dates
From Date: [01/01/1900 [H  To Date: [06r1202013 |[5

Details Personaize | Find | B | 3 First & 42012 1 Last

-

" Project Variance info LTS LA T R 1)

Account Account Description Budget Actuals Encumbered Pre Encumbered
10000 Al Accounts 10,000.000 0.000 0.000 =]
20872 Outside Seniices - Consulting 0.000 1,000.000 0.000 =
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Course Summary

(‘

You have successfully completed the REP300-PC/CA/GM Reports course. In this course, you have
learned how to:

Congratulations!

o Generate and review various Projects, Contracts and Grants Reports

We hope that you found this class informative, interactive, and fun. Check out other GEARS training
courses, available on the GEARS website at http://courtnet/gears/index.html
(http://courtnet/gears/index.html).

We are always looking for opportunities to improve our courses. If you have ideas on improving this
course please share your feedback by sending us an email at gearstraining@mdcourts.gov
(mailto:gears@mdcourts.gov).

Page 47


http://courtnet/gears/index.html
mailto:gears@mdcourts.gov

