Job Aid

Scheduling Departmental Cost Center
Balance Reports

GUScloud

+| new.stable.secure.gus

This Job Aid walks through the process of scheduling the CC Bal — Department Report or CC Bal
— Department Report by Fund Category on My Dashboard to be delivered via e-mail.

Good afternoon, Rachel Cameron!

¢ My Team Procurement My Enterprise Tools

APPS

My Dashboard Setup and Waorklist
Maintenance

Step Action

Navigate to My Dashboard via the GUS Cloud Home Page or Navigator Menu
under ‘Others’.

22| MyDashboard

My Dashboard Or

Locate and expand the Cost Center Balances Dashboard

4 Cost Center Balances Dashboard

Cost Center Balance | CCBalby Account  CC Bal by Dept CC/Acct  CC Bal by Budget Category (OOE Report)  CC Bal- Department Report  CC Bal - Department Report by Fund Category  GU CC - Budget vs Actuals

Cost Center Balance

This report shows cost center balances by fund. Entering both a Fund and Cost Center will display results for that specific fund-cost center combination
To see if a cost center has been used with multiple funds, leave the Fund parameter blank and only enter a cost center. This is a geod way to find incorrect fund-cost center combinations.
Cost Center Balance

*Period —Select Value— w Fund

Cost Center

Reset v
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3.

To view cost center balances choose the CC Bal — Department Report tab.

A4 Cost Center Balances Dashboard
Cost Center Balance  CC Balby Account  CC Balby Dept CC/Acct  CC Bal by Budget Category (OOE Report) | CC Bal - Department Report  CC Bal - Department Report by Fund Category  GU CC - Budget vs Actuals

New Departmental Cost Center Balance Report

All cost centers have been assigned to a department in GUS Cloud. This report shows balances by cost center by fund for the department selected in the drop-down menu.
If you believe a cost center is missing from your department or one has been assigned to your department by mistake, please e-mail gusfinance@pitstate edu

* Department | —Select Value— v

* Accounting Period —Select Value— w

Reset v

To view cost center balances by Fund Category (General Use, Special Use, Foundation)
choose the CC Bal — Department Report by Fund Category tab.

4 Cost Center Balances Dashboard

Cost Center Balance  CC Bal by Account  CC Bal by Dept CC/Acct  CC Bal by Budget Category (OOE Report)  CC Bal- Department Report | CC Bal - Department Report by Fund Category | GU CC - Budget vs Actuals

Hew Departmental Cost Center Balance Report by Fund Category

Al cost centers have been assigned to a department in GUS Cloud. This report shows cost center balances by fund category (General Use, Special Use, and Foundation)
If you believe a cost center is missing from your department or one has been assigned to your department by mistake, please e-mai gusfnance@pitistate.edu

* Department | —Select Value—

* Accounting Period —Select Value— w

Reset v

Click the Actions button for the desired report.

4 Cost Center Balances Dashboard

Cost Center Balance  CC Bal by Account  CC Bal by Dept CC/Acet  CC Bal by Budget Category (OOE Report) | CC Bal

CC Bal- Department Repe Category  GU CC - Budget vs Actuals.

New Departmental Cost Center Balance Report
All cost centers have been assigned o a department in GUS Cloud. This report shows balances by cost center by fund for the department selected i the drop-down menu
1f you befeve a Cost center is missing from your department or one has been assigned (o your department by mistake, please e-mail gus fnance@pittate. e

* Department | —Select Value— v

* Accounting Period —Select Value~ v

Reset v

Cost Center Balance — Department Report

Choose Schedule from the menu.

S [y 4 @
|#) Export b | &

Send

[ Schedule
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&l Job History
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6.

On the General tab, input the parameters Parent_Cost_Center_Description and
Period. Note that the Parent Cost Center Description is the department name.

4 Overview
General Created by rcameron@pittstate edu Outputs Outputt
Report Name /Custom/Financials/Cost Center Balances/Dashboard Reports/Department Level Reports/Departmental CC Bal by Cost Center.xdo Destination
Schedule Start immediatety Notification

General Qutput Schedule Motification Diagnostic

Report /Custom/Financials/Cost Center Balan o,

meters
Parent_Cost_Center_Description Controller's Office v Fypd Cost_Center
Period May-19

On the Output tab under the Output section, choose the desired output format (HTML,
PDF, Excel)

4 OQverview
General Created by rcameron@pittstate.edu Outputs Output!
Report Name /CustomFinancials/Cost Center Balances/Dashboard Reports/Department Level Reports/Departmental CC Bal by Cost Centerxdo  Destination
Schedule Start immediately Hotification

General | Qutput | Schedule Notification Diagnostic

[ Make Output Public
Save Data for Republishing
4 Output

+ X

Save
Name Layout Format Locale Timezone Calendar

Qutput

Outputi CUS'CG‘"WBE\EHCE-nghsh(UniledElates}v (UTC-06:00) Chicago - Central Time (CT) ¥ Gregoria ¥

Also on the Output tab under the Destination section, click the Add Destination button.

4 Destination

There are five destination types: Email_Befier, Fax, FTF aifMeb folder. You can add multiple destinations as you need.
Destination Type Email Add Destination

Enter the desired e-mail address in the To field and an e-mail subject in the
Subject field.

Email Output All v

<=Tn reameron@pittstate.sdu >

Ce

Reply to

<suma:( CC Balance for Department by Fund >

[] Request Delivery Status Notification

[0 Request Read Receipt
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8. Click Submit to run the report. A submit box will pop up requiring a report job name.
Enter a short name in the Report Job Name Field, and click OK.
Submit 9 x
Report [Custom/Financials/Cost Center Balances/Dashboard Reports/Department Level Reports/Departmental
CC Bal by Cost Center.xdo
Parameters Parent_Cost Center_Description:Controller's Office, Fund:, Cost_Center:, Account:, Period:May-19%
Schedule Start immediately
Output Outputi
Notification null
Trigger Data Model
Trigger Hame
Trigger Retry Limit
Trigger Pause Time
Trigger Parameters
Report Job Name CC Balance May-19
9. A new box will pop up stating that the job has been successfully submitted. Click OK.
Job "CC Balance May-19" successfully submitted
10. An e-mail with the report will be delivered to the e-mail address entered in step

7. This may take several minutes depending on the size of the report and the
number of cost centers included.

CC Balance for Department by Fund

From: | ebyf bi sender |

Ta: [:F{achel Camernn:]

_Gutpuﬂ Xlsx (105 KB) Download | Briefcase | Remove
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Step Action

11. Open the e-mail attachment in the format chosen in Step 7.

12. You have reached the end of the Scheduling Departmental Cost Center Balance
Reports job aid.
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