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You must have downloaded a copy of the Acctg Query Database to your desktop, and have a connection to the DataWareHouse to run these queries.  Open the database and you will see the buttons listed below.  Data is usually sent to excel, and excel will open for you after the query is finished running.  Some queries may take a few minutes to run.
(1) Open Purchase Orders for a BU that are not blanket

Description: Spreadsheet displaying open purchase order lines and TAs for a Budgetary Unit.  Spreadsheet can be used to determine which purchase order lines need to be closed, cancelled or transferred to another cost center.

How to run this report: You will be prompted to enter the alpha code for the BU.  Be sure to enter the BU in upper case.

(2) Open Blanket Purchase Orders for a BU that are RE and TAs with encumbrances

Description: Spreadsheet displaying open blanket purchase order lines and TAs with encumbrances for a Budgetary Unit.  Internal blankets are not included.  Spreadsheet can be used to determine which blanket purchase order lines need to be increased, closed, cancelled or transferred to another cost center.

How to run this report: You will be prompted to enter the alpha code for the BU.  Be sure to enter the BU in upper case.

 (4) Blanket Purchase Orders for a Budgetary Unit

Description: Spreadsheet displaying all open blanket purchase order lines for a Budgetary Unit.  This spreadsheet includes internal blankets and blankets without encumbrances.  It can be used to determine which blanket purchase order lines need to be closed, cancelled or transferred to another cost center. 

How to run this report: You will be prompted to enter a four digit upper case Budgetary Unit Code.  

(5) Purchase Orders for a Cost Center Spreadsheet

Description: Spreadsheet displaying all open purchase orders and TAs for a cost center.  This spreadsheet can be used to determine which blanket purchase order lines need to be closed, cancelled or transferred to another cost center. This report can also be used in conjunction with the Agri DART DBR to derive an available funds balance.  (Note: The UPS and DART application list function LOPC (List Open Purchase Orders for a Company Cost Center) reports all open purchase order lines for a departmental accounting center).
How to run this report: You will be prompted to enter a CCN  

(6) Purchase Orders for a CRIS Project Spreadsheet

Description: Spreadsheet displaying all open purchase orders and TAs for a CRIS project in multiple cost centers (if applicable).  This spreadsheet can be used to determine which blanket purchase order lines need to be closed, cancelled or transferred to another CRIS project when the project is terminating.
How to run this report: You will be prompted to enter a CRIS Project number.  

(7) Accounting Activity Alert Report for Expired Cost Centers

Description: Report displaying the DART Detail accounting entries posted to inactive cost centers in a Budgetary Unit.  The output from this report may be used by the bookkeeper to track accounting activity on expired CRIS and sponsored projects and perform final closeout activity. We suggest you run this report at least monthly.  (Note: When final closeout of the accounting has been processed you will need to notify the AES Business Office.  The cost center will be closed and will no longer appear on this report.)

How to run this report:

1. You will be prompted to enter today’s current date. 

2. You will be prompted to enter the alpha code for the BU.  Be sure to enter the BU in upper case.

3. This report can take a least one minute to run.  In the course of the run time a series of boxes will pop up asking you if you wish to continue and step through the process.  Just click the “Yes” box.   The report will come to your screen to allow you to view the report online.  

 (9) Active Cost Center List for a BU in PI Name Order Report

Description: Report displaying all open Cost Centers for a Budgetary Unit in PI Name and cost center order.  

How to run this report: You will be prompted to enter the alpha code for your BU.  Be sure to enter the BU in upper case

(10) Active Cost Center List Spreadsheet

Description:  Spreadsheet displaying all active cost centers for a Budgetary Unit with PIs and active/inactive dates.
How to run this report: You will be prompted to enter a Budgetary Unit Code (alpha, upper case) 

(11) Active Cost Centers for a CRIS Project Spreadsheet

Description:  Spreadsheet displaying cost centers with the specified CRIS number across all BUs and for all PIs.
How to run this report: You will be prompted to enter a 4 digit CRIS project.

 (13) Receiver Activity Spreadsheet
Description: Spreadsheet displaying individuals processing UPS invoice receivers against purchase orders in a Budgetary Unit.   Spreadsheet provides a quick check to see who is authorizing payment of invoices and if there is an unusual activity.
How to run this report:

1. Prompt you to make a table – select Yes

2. Prompt you that old existing table will be deleted – Select Yes

3. Prompt to enter beginning receiver date

4. Prompt for BU code

5. Will launch the Excel application and display the Excel spreadsheet.  
(14) State Support Salary Detail – by Person and by Month

Description: Spreadsheet displaying all wages paid on state cost centers to Classified and Non-classified support staff.   It can be used to determine if salary distributions are correct.
How to run this report:

1. Will prompt you to make a table – select Yes

2. Will prompt you that old existing table will be deleted – Select Yes

3. You will be prompted to enter the alpha code for the BU.  Be sure to enter the BU in upper case.

4. Will prompt you about to paste records – Select Yes

5. Will prompt you that old existing table will be deleted – Select Yes

6. Data will appear on the screen.

(15) Salaries and Wages by Month for a DAC

Description: Spreadsheet displaying all individuals that have been paid on a DAC.  It can be used to determine if someone has been incorrectly distributed to a cost center.

How to run this report:

In the Access system

1. Click on button entitled:  Salaries and Wage by Month for a DAC.

2. Will prompt you to make a table – select Yes

3. Will prompt you that old existing table will be deleted – Select Yes

4. Will Prompt you to “Enter current fiscal year” enter in YYYY format

5. Will prompt you that old existing table will be deleted – Select Yes

(16) Accounting Detail Records for a CRIS Project Spreadsheet

Description: Spreadsheet displaying all accounting detail records for a CRIS project for a date range.  You may find a need to identify accounting activity at the CRIS project level or in the case of terminating a CRIS projects ensure that accounting activity posts no later than the CRIS project end date or the 90 day period following the termination date for all encumbrances.

How to run this report: You will be prompted to enter a CRIS Project, an effective accounting begin and end date.  

(17) Dept Accting Center Detail Records Spreadsheet

Description:   Spreadsheet displaying detailed accounting records for a DAC for a specified time period.
How to run this report:

1. You will be prompted to enter a DAC number.  

2. You will be prompted to enter a begin date. YYYYMMDD

3. You will be prompted to enter an end date. YYYYMMDD

(18) LTD DAC Balances for a BUnit Spreadsheet

Description: Spreadsheet displaying all Life to Date Departmental Accounting Center balances for a specified Budgetary Unit for a specified fiscal year (only the previous or current fiscal year can be reported).  The Departmental Accounting Center, Center Description, Budget LTD, Expenditures LTD, Encumbrances and Unexpended Balances are displayed.

How to run this report: You will be prompted to enter a Budgetary Unit Code (alpha, upper case) and a reporting end date (YYYYMM).  

(19) LTD DAC Balances by Category for a BUnit Spreadsheet

Description:  Spreadsheet displaying all Life to Date Departmental Accounting Center balances by Departmental Category for a specified Budgetary Unit for a specified fiscal year (only the previous or current fiscal year can be reported).  The Departmental Accounting Center, Center Description, Departmental Category, Budget LTD, Expenditures LTD, Encumbrances and Unexpended Balances are displayed.

How to run this report:You will be prompted to enter a Budgetary Unit Code (alpha, upper case) and a reporting end date (YYYYMM). 
(20) LTD DAC Balances for a BUnit excluding Indirect Cost

Description:  Spreadsheet displaying all Life to Date Departmental Accounting Center balances for a specified Budgetary Unit for a specified fiscal year (only the previous or current fiscal year can be reported) excluding indirect costs.  The Departmental Accounting Center, Center Description, Budget LTD, Expenditures LTD, Encumbrances and Unexpended Balances are displayed.
How to run this report:You will be prompted to enter a Budgetary Unit Code (alpha, upper case) and a reporting end date (YYYYMM).  
(21) FY DAC Balances for a BUnit Spreadsheet

Description: Spreadsheet displaying all FY budgeted and non-budgeted Departmental Accounting Center balances for a specified Budgetary Unit for a specified fiscal year (only the previous or current fiscal year can be reported).  The Departmental Accounting Center, Center Description, Budget/Income/Transfers, Expenditures, Encumbrances and Unexpended Balances are displayed.

How to run this report: You will be prompted to enter a Budgetary Unit Code (alpha, upper case), an effective fiscal year accounting begin (YYYY07) and reporting end date (YYYYMM).  

(22) FY CCC Balances for a BUnit Spreadsheet

Description: Spreadsheet displaying all FY budgeted and non-budgeted Company Cost Center balances for a specified Budgetary Unit for a specified fiscal year (only the previous or current fiscal year can be reported).  The Company Cost Center, Center Description, Budget-Estimated Income, Revenues, Transfers, Expenditures, and Unexpended Balances are displayed.

How to run this report:You will be prompted to enter a Budgetary Unit Code (alpha, upper case), an effective fiscal year accounting begin (YYYY07) and reporting end date (YYYYMM).  

(23) Grant Expenditures for a Fiscal Year and BUnit Spreadsheet

Description: Spreadsheet displaying total fiscal year expenditures on all grant cost centers in a Budgetary Unit.
How to run this report: You will be prompted to enter a Budgetary Unit Code (alpha, upper case) and a reporting end date (YYYYMM).  

(24) All Travel for a Dept for Dates requested

Description: Spreadsheet displaying all travel for a department.  TA number, traveler name, travel dates, destination, and claim amounts are included.
How to run this report:You will be prompted to enter a Budgetary Unit Code (alpha, upper case) and a reporting begin and end date.  
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