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Business Process Description

The Document Level Execution Report supports the business process of managerial cost accounting
throughout the project’s budget execution lifecycle.

The Document Level Execution Report was developed primarily for the DoDEA Supply Technicians and
GPC Cardholders in order to mirror their existing report, the Open Document List (ODL) report in
FASTDATA.

The Document Level Execution Report will show all entered and approved Purchase Requisitions (as
Commitments) and Purchase Orders and unpaid Supplier Invoices that are not interfaced to Projects (as

Obligations).
Trigger

e Perform this procedure when you need to review the funds available and specific document
information for one or more projects.

Prerequisites
e Requisitions and obligations must be created and in an Approved, In-Process, or Rejected status.
e User must be assigned as a Key Member on the Project Number being reviewed.

Responsibilities
e Projects Inquiry DODEA
e P2P Inquiry DODEA

Menu Path
Use the following menu path(s) to begin this task:
e View - Requests 2 Run
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1. |Start the task using the responsibility and menu path to open the Submit Request form:

e Responsibility: Projects Inquiry DODEA
e Menu Path: View > Requests

File Edit Folder Tools Window Help

s o st B IR DB LRI LB P51 P

Zoom

Find...
Find All
Query By Example *

Record k
Translations... A Mavigator - Projects Inguiry ALL DoDEA
Attachments...
/ (Fincions| Docurents
Summary/Detail
Expenditures:

Enter and import expenditures

Expenditures Top Ten List

Capitalization

+
+
Project Sf
% : O;:J:rct tatus [:
(e
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' My Completed Requests
' My Requests In Progress
® All My Requests
" Specific Requests
Request ID
MName
Date Submitted
Date Completed
Status
Phase

Requestor

[Include Reguest Set Stages in Query
rder By |RequestID -

Select the Mumber of Days to View: i

Submit a New Request. J Clear | Find I

2. |Click the Submit a New Request button.

E -

What type of request do you want to run?

* Single Request

This allows you to submit an individual request.
" Request Set

This allows you to submit a pre-defined set of
requests.

®—> ( oK Cancel JI

3. |Ensure that the Single Request option is selected. Click the OK button.
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Run this Request...

At these Times...

Upon Completion...

Help (C)

.
Copy... )
MName (XXDAI Document Level Execution Report (with Project KM security)
Operating Unit DODEA Operating Unit
Parameters
Language |American English
Language Settings... Debug Options
Run the Job |As Soon as Possible Schedule...
¥ Save all Output Files Burst Output
Layout [XXDAI DODEA Request Status Report Qptions... |
Notify
) . Delivery Opts
Print to  noprint |
Submit | Cancel ,I

4. | Name: Enter the report name XXDAI Document Level Execution Report (with Project KM

Security) in the Name field.

such as %DOCUMENT%.

<:,Note: You can also use the wildcard function to search for a partial value in the report name,

Project Owning Organization

Task Owning Organization

*

I Project Mumber (COMMUNICATIONS_FY15

6010 1030 COMM FY15 I

Fund
Budget Fiscal Year (BFY)
BA / BSA/BLI
Object Class
Limit
1

oK Cancel Clear Help
J J J

When the report name is entered, the Parameters window will automatically display. Enter the
necessary fields for which you would like to run the report. Click the OK button.

<3Note: Supply Technicians and GPC Cardholders will likely only need to run this report for the
Project Number used when creating GPC Requisitions.
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Run this Request...

Name
DODEA Operating Unit
COMMUNICATIONS _F

American English

Operating Unit
Parameters

Language

At these Times...

Run the Job |As Soon as Possible

Upon Completion...

X¥¥DAl Document Level Execution Report

Y150

Language Settings...

Copy...

] Options

Schedule._

At these Times...
Run the Job As Soon as Possible

Upon Completion...
[l Save all Qutput Files

Layout XXDAI Request Status Report
Motify
Print to  noprint

Help (C)

Language Settings...

O Burst Output

Submit

Debug Options

Schedule...

Options...

Delivery Opts

Cancel

¥ Save all Output Files Burst Output

Layout |[XXDAI Request Status Report Options. ..
MNotify
} - Delivery Opts

Print to |noprint |

Help (C) Submit | Cancel )
6. | Click the Submit button to run the report.
(O] )
Run this Request...
Copy...
Mame XXDAI Document Level Execution Report
Operating Unit DODEA Operating Unit
Parameters :COMMUNICATIONS_FY15:::: =%
Language American English

7. | The Decision box will display. Click Yes to submit another request or click No to continue.
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' My Completed Requests
' My Requests In Progress

= All My Requests

' Specific Requests
Request ID
Mame
Date Submitted
Date Completed
Status
Phase

Requestar
[Tnclude Reguest Set Stages in Query °
Order By |RequestID <

Select the Mumber of Days to View: T

Submit a Mew Request... ,I Clear | Find l

8. [ The Find Requests window will display. Ensure that All My Requests is selected and click the

Find button.
= _lolx
@—* Refresh Data | Find Requests ) Submit a New Request... )
Reguest ID Parent
Name Phase Status Parameters
COMMUNICATIONS FY15. F
22265988 ¥¥DAI Document Level Exe Completed Mormal . . COMMUNICATIONS_FY15,
22258357  XXDAI Document Level Exe Completed MNormal ., KADENA_HS FY15, ..., ..
22258191 PR HE12605800:1 (Generit Completed Normal CONTENT_TYPE=application/
22258190 ¥XD Print GPR CLM Requi: Completed MNormal HE12605800-001, HE12605801
22258189 ¥XD PO PR SUBMIT REPC Completed MNormal 874635, HE12605800-001, WC
22258184 PR HE12605800:BASIC (G Completed MNormal CONTENT_TYPE=application/
22258180 XXD Print GPR CLM Requi: Completed MNormal HE12605800, HE12605800, W
22258178 ¥XD PO PR SUBMIT REPC Completed MNormal 874633, HE12605800, WORKEF
22258116 PR HE12605799:1 (Generit Completed MNormal CONTENT_TYPE=application/ +
Hold Request View Details._. J View Output J
Cancel Request | Diagnostics J View Log... J

9. | The Requests window will display. Click the Refresh Data button until the Phase column displays
Completed for the top request in the list.
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( Refresh Data ‘ I Find Requests )I ( Submit a New Request. .. J
Request ID Parent

_ Name Phase Status Parameters

| 22267312 XXDAI Document Level Exe| Completed  [Normal . . COMMUNICATIONS_FY15, =
22266010 XXDAI Document Level Exe | (Completed  [Normal . . COMMUNICATIONS_FY15,
22265988 | XXDAI Document Level Exe | (Completed  |Normal . . COMMUNICATIONS_FY15, -
22258357 | XXDAI Document Level Exe | (Completed  |Normal . KADENA_HS FY15. .|
22258191 PR HE12605800-1 (Generic| Completed  [Normal (CONTENT_TYPE=application/
22258190 XD Print GPR CLM Requi:| Completed  |Normal HE12605800-001, HE 12605801
22258189 XXD PO PR SUBMIT REPC( | Completed  [Normal 874535 HE12605800-001, WC
22258184 PR HE12605800:BASIC (G| (Completed  [Normal ° PE=application/
22258180 | XXD Print GPR CLM Requi: | (Completed  |Normal 00, HE12605800, W
22258178 | XXD PO PR SUBMIT REP( | (Completed  |Normal 87463, HE12605800, WORK]

\ 4
( Hold Request I View Details... )I ( Wiew Output J
( Cancel Request I Diagnostics )I ( View Log... J

10. | Click the View Output button to view the report.
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11.

The report will open in Microsoft Excel. The columns included are:

Fund: Fund value associated with the Project used

BFY: Budget Fiscal Year that the document was created

Limit: Limit value associated with the Project used

Project Owning Organization: Owning Organization of the Project used

Project Number: Project (Location, ORC)

Task Owning Organization: Owning Organization of the Task

Task Number: Task within the Project

Expenditure Type: Expenditure Type (Object Class)

Expenditure Organization: Location that benefits from the purchase

Commitment (Requisition) Number: Document Number

Document Type: Purchase Request or MIPR

Commitment Status: Current Status of Document

Description: Requisition Description

Receiving Agency/Supplier: Receiving Agency for MIPRs. Supplier will always show US
BANCORP for GPC requisitions.

Obligation Number: Award Number. Will display if the commitment has been obligated.
Obligation Type: Type of Obligation created

Line Number: Obligation line number in DAI

Line Display: Line Number entered. Will be different from Line Number if changed to
match the contract.

CLIN: Contract Line Item Number to which the Line Numbers are assigned.

SLIN: Sub-line Item Number, if applicable.

ACRN: Accounting Classification Reference Number, if applicable.

GL Date: Date the obligation was recorded in the General Ledger

Budget ITD: Total Project Budget entered Inception-to-Date.

Potential Amount: Requisition amount available to be funded. (For example, Subject to
Availability of Funds documents would have the full document amount in the Potential
Amount column and 0 in the Commitment Amount column).

Commitment Amount: Total funded Commitment Amount

Obligation Amount: Total amount of funds that have been obligated

PSI ITD-Actuals: Invoiced amount that has been entered and approved.

Actual — ITD: Invoiced amount that has been entered, approved, and on hold status.
ULO Amount: Unliquidated Obligation Amount
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