Chapter 7 View and Print Site Reports

Overview

The Site Module provides many reports for users with the necessary access. When you select
a report from the Reports menu, the Print Preview window will open. The Print Preview window
allows you to view the report before actually printing it. User access to reports is defined on the
Fund Administrator (FA) Module User Maintenance window Site Security Access Reports,
Inquiries access options. For example, if a user has been assigned No Access on the
Reports, Inquiries site security access option, that user cannot view documents. Only users
with Reports, Inquiries Access can view reports.

No matter which report you open, the procedure for viewing and printing a report is the same.
This chapter briefly describes each Site report, details the steps for viewing and printing reports,
and discusses the options available for setting display preferences on the Print Preview window.
The chapter also discusses sorting and filtering data on the Print Preview window and defining
report criteria.

When you select certain reports from the Reports menu, a submenu will display. The submenu
allows you to refine the data contained in the selected report before you open it. For example,
for the Document Status Log, you can sort by Document Number, Expense Element, Job Order,
or Local Code from the submenu.

To open the Print Preview window, select the desired report from the Reports menu. If the
desired report has a submenu that allows you to categorize the report, such as by Document
Number, Expense Element, Job Order, or Local Code, select the desired submenu item.
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Restrictions

e Only users with a FASTDATA FA Module Site Security Access option of Access under
Reports, Inquiries can view and print Site reports.

e A FASTDATA FA Module Site Security Access option of No Access under Reports,
Inquiries prevents a user from accessing the Site reports.
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 Print Preview Window and Toolbar

The Print Preview window displays the report selected from the Reports menu. With the Print
Preview window open, the View menu offers Filter and Sort options for most reports.
Additionally, the View menu contains a Criteria option that allows you to further refine the data
in the report. In addition to the windows used for filtering, the Print Preview window toolbar
contains buttons that allow you to change display options, print the report, and save the report
to a file.

P2 Print Preview Window Options

* View and print Site reports

* Use Print Preview window toolbar buttons
» Define report criteria

» Filter report data

e Sortreport data

B Steps for Viewing and Printing Site Reports

1. Select the desired report from the Reports menu and choose the appropriate
submenu item, if applicable.
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The Report Criteria window will open automatically before the report displays. Steps
for defining report criteria are explained in detail in a later section of this chapter.
Enter the desired criteria and select the OK button to close the Report Criteria
window. You can also select the Cancel button to close the window. If you close
the Report Criteria window without designating any criteria, the selected report will
contain all available information.

After the Report Criteria window closes, the Print Preview window for the selected
report will open and display the data.
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2. If desired, apply additional filtering criteria and data sort preferences to the
displayed report prior to printing it.

Refer to the applicable sections of this chapter for details on using the Filter window
and the Sort window.

3. Use the horizontal and vertical scrollbars on the Print Preview window to change
the view of the displayed report page.

Tip The scrollbars only allow you to scroll the displayed page. Use the VCR buttons
to select a different page to view.

4. Select the window-specific Print toolbar button to print the report.

Tip If you wish to print the entire report, select the Print toolbar button. If you wish
to print specific pages rather than the whole report, select the File menu Print item.
The Print window will open and allow you to specify the page(s) you wish to print.

5. Select the Close toolbar button or select Close from the File menu to close the
Print Preview window.
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Site Reports

The following paragraphs contain brief summaries of each Site report, by category, along with

samples of selected reports within each category.

Status of Funds Reports
The Status of Funds Reports provide a report of the status of direct or reimbursable funds by
operating target (OPTAR) ID or OPTAR Name. The reports can be displayed in detailed or
summary format.
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Figure 7.4
Status of Funds
Reports

Figure 7.5

Print Preview for
Status of Funds
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Document Status Log Reports

The Document Status Log reports provide a status of each transaction entered, a description of
the transaction, and detailed totals at selected levels. The reports can be sorted by Document

Number, Expense Element, Job Order, or Local Code.
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OPTAR Log / Memorandum Record Report
The OPTAR Log / Memorandum Record report provides detailed accounting information for
each transaction with a running OPTAR balance by date entered.
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OPTAR Requisition Reports

The OPTAR Requisition reports provide supply-type information for each transaction within the
specified reporting period. The reports can be sorted by Document Number, Expense Element,
Job Order, or Local Code. The OPTAR Requisition Report does not include labor documents.
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Outstanding OPTAR Requisition (No Final Receipts) Reports

The Outstanding OPTAR Requisition (No Final Receipts) reports provide supply-type
information for each transaction for which materials or services have not been received and
which do not have a final receipt posted against them. The reports can be sorted by Document

Number, Expense Element, Job Order, or Local Code.

FASTDATA Site - NOD281 PW
EN Utlities Toolz Help

Statuz of Funds 3

LDocument Status Log 3

OPFTARMema Log

OPTAR Requisition

Outstanding Requisitions [Ma Final Receipts)

Outstanding Requisitions (Mo Final Expenditures)

Outstanding Requizitions [Mo Final Receiptz, Expenditurez)

Diocument Contral Log

Contract/DCH Crosz Reference

Tranzaction Histary

Transaction Repart

Accourting Tranzaction Batch

—
s

3

ld by Document Mumber
¥ by Expensze Element
¥ by Job Order
by Local Code

Mon-Preceded Expenditures 3
Expenditures Exceeding Variance »
Awiation Fuel Consumption

FAFTDATHA (d_zibe rcetoctardimrg_ceqg_cphl
Fact: Fa ABD: Sibe LD, Py ABC. Bc ABD, Optar A0, Job Ordec AT, Dooumamnt Wi
Flltar: (P4 = "NDIZRLT AND STFR = "' AHE FY = "DOO0")
Fks WIEEL
s Sdnn
EITH: M
LIRS UFTARD KL APy
SR A T S T 1]
ThLE
Intered iooment Kusbar MBH Lacel Cade Job Ted
L T el NDIZRi01E0KIOL iy ife-d-F0i ]
O /20 2030 WDIZRI00eEFRI L] il

OIZRIOF &
] .-I

FASTDATA Site Module User’s Manual 7-8

Figure 7.12
Outstanding OPTAR
Requisition Reports
(No Final Receipts)

Figure 7.13

Print Preview for
Outstanding OPTAR
Requisition Report
(No Final Receipts)

October 1999



Chapter 7 « View and Print Site Reports

Outstanding OPTAR Requisition (No Final Expenditures) Reports

The Outstanding OPTAR Requisition (No Final Expenditures) reports provide supply-type
information for each transaction for which materials or services have not been received and
which do not have a final expenditure posted against them. The reports can be sorted by
Document Number, Expense Element, Job Order, or Local Code.
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Outstanding OPTAR Requisition (No Final Receipts, Expenditures) Reports

The Outstanding OPTAR Requisition (No Final Receipts, Expenditures) reports provide supply-
type information for each transaction for which materials or services have not been received and
which do not have a final receipt or expenditure posted against them. The reports can be sorted

by Document Number, Expense Element, Job Order, or by Local Code.
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Document Control Log Report
The Document Control Log report provides a listing of all transactions, grouped by document

type.
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Contract/DCN Cross Reference Report

The Contract/DCN Cross Reference Report provides a listing of Contract Number/PIIN(s) and

associated DCN/ACRN(S).
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The Transaction History report provides the complete history of all transactions for a specific

DCN/ACRN.
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Print Preview for
Transaction History
Report

The Transaction Report provides a complete history of transactions for the selected transaction

type(s).
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Accounting Transaction Batch Report

The Accounting Transaction Batch Report provides a summary of exported and/or ready-for-
export (current) transactions by selected batch number.
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Non-Preceded Expenditures Reports

The Non-Preceded Expenditures reports provide information on expenditures that were
imported from the FA or entered manually and that do not have a matching obligation. The
reports can be sorted by Batch Number, Document Number, or Job Order.
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Expenditures Exceeding Variance Reports

The Expenditures Exceeding Variance reports provide information on expenditures the FA
exported to the site or that were entered manually and that exceed the acceptable level of

variance.

The FA establishes variance percentages and amount criteria for each RC and

exports this data to the site. The reports can be sorted by Batch Number, Document Number,

or Job Order.
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Aviation Fuel Consumption Report

The Aviation Fuel Consumption Report provides a summary of types of fuels utilized, as well as

total costs.
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Figure 7.32
Aviation Fuel
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B Using Print Preview Toolbar Buttons

The Print Preview window toolbar provides shortcuts to File and View menu options
for changing the window display and saving the report.

Margin Previous Last
Offset
First
Ruler Next
Zoom
Print
SaveAs\\ Close
NIRRT -4 =

Frank Fraview lor Shator of Fusdc Sepod By UF1&H Nese

FRITHETE 1id_r

h_rmw_Dardr_tpni

Jmwn

Timn KBS, Ty APC, Fa AIY, Cphas Hame ASE. Baih ASE
wild ' AFN Ewaresc = 4

ol CTTICIAL ©IC ENLY

Filvec: (FE = “SdbpSL: WD B[00 = ‘FU° D TY =

Th: Behhbk FTENTE 6T PRGN DES-AOT - O Dl
EETE ) . Ty OFTEN WMAT

-

T

L ] ETAR: Pl LB [FELR: [

hrred

Trardlirg Limisssion Bessnipsins Heati b Sauws Feeasd Enilimg Fl mening Figrars
RATER AL FEORL = ¥ ] FEC
EIIT. CETIFECES FFRALE = ¥ ] dag.eEE.EE

Save As
Select this button to open the Save As window. Select the file and folder in which
you wish to save the report, enter the File name, and select the Save button to save
the displayed report as a file. The Save As option is also available from the File

menu.
Save As Ed I
Savein: | ‘=i SITEREPORTS =] SIEE
File name: Istfundsrpt
Save az type: ITEHt with headers j Carcel |

Print
Select this button to print the report displayed in the Print Preview window.
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Ruler

Select this button to enable or disable the Print Preview window ruler. If the ruler is
enabled when you select this button, it will disappear; if the ruler is disabled when
you select this button, the ruler will display. The Ruler option is also available from
the View menu.

.~ Print Preview for Status of Funds Report By OPTAR Name

.|.I.|.|.|.I.|.1|.|.I.|.|.|.I.|.2|.|.I.|.|.|.I.|.3|.|.I.|.|.|.I.|.4|.|.I.|.|.|.I.|.5|.|.I.|.|.|.I.|.6|.;

=

k| FOR OFFICIAL USE ONLY

- FASTDATA (d_site_stat_funds_zpt)

B Sert: Fa ABC, Site A3C, Fy A3C, Re ABC, Optar Name A3C, Auch ASC —

- Filter: (F& = 'NO0Z51' AND 3ITE = 'PW' AND FY = '2000' AND Quarter = '2')

13 .

3 Fa: HOOESE1 STATUS OF FUNDS REFORT - I Flgure 7.36

4 |smE: Ew P (R £ Print Preview
3 F¥: 2000 : .

- Window With
1 RO oaa OPTAR: P2 ENGIREERING Ru'ers Enab'ed
= Anrcaal

— Funding Limitation Description surh  Laber Fenced Ceiling  Flanning Figure

3 MATERIAL FPOO10 H H N FE0,000_0

E MISC. EQUIFMENT FPODZO H H N FE0,000_0

e FISCAL YEAR 2000 OPTAR CODE P2

- OTHER $100,000_0

Margin Offset

Select this button if you wish to adjust margins to allow space for punching holes if
you wish to put the printed report in a binder. For portrait orientation, enabling this
check box will increase the left margin; for landscape, the top margin will increase.
The Margin Offset option is also available from the View menu.

First

Select this button to access the first page of the displayed report. This option is also
available from the View menu.

Previous

Select this button to access the previous page of the displayed report. This option is
also available from the View menu.

Next

Select this button to access the next page of the displayed report. This option is also
available from the View menu.

Last

Select this button to access the last page of the displayed report. This option is also
available from the View menu.
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Zoom

Select this button to open the Zoom window. Select the desired magnification from
the Zoom To list or use the Percent spin buttons to change the degree of
magnification of the displayed report. The Preview window will allow you to view
your change instantaneously. Select the Apply button to view your change without
closing the Zoom window or select the OK button to close the Zoom window. The
Zoom option is also available from the View menu.

L~ Zoom
—Zoom Ta
O 200%
 100%
7Rz
 50x
" 25%
& Other
Percent:

El=

— Preview

x|

=

FASTDATA (d site stat func Figure 7.37
Zoom Window

Sort:
Filter:

TR o

ak.

Cancel | Apply | Help

Close

Select this button to close the Print Preview window. The Close option is also
available from the File menu.

B Steps for Defining Report Criteria

The Report Criteria window opens automatically when you open FASTDATA Site
reports. You can also open this window by selecting the View menu Criteria item
from the Print Preview window. Use the Report Criteria window to limit the data
contained in the selected report.
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1. Select the desired report criteria from the available columns drop-down lists. The
column titles, as well as the number of columns, depend on the report you're
opening.

PASTRIEL § it (FTaR [8RELT EMALFEELE
e | l— T3]
" I Iz =
e - - . T Figure 7.38
i : z - Entering
. . - = Report
= = 2 Criteria Data
| = [=

(o] e |_ow |
S — o]

In the example shown, the user has selected OPTAR ID RW. When the Report
Criteria window closes, the report will only include data for OPTAR ID RW.

2. If you do not wish to filter the report, select the Cancel button to close the Report
Criteria window.

If you close the Report Criteria window without designating any criteria, the selected
report will contain all available information.

3. Select the OK button. The Report Criteria window will close and the selected
report will display.

B Steps for Filtering Report Data

Use the Filter window to control the data that displays for the selected report. The
Filter window is available for any report, with the exception of the OPTAR/Memo Log
Report, displayed on the Print Preview window.

1. With the desired report displayed in the Print Preview window, select Filter from
the View menu.

Figure 7.39
fieut Opening the
Lt Mo ATICIAL O LT Filter

L_ :HLI': :.:: le AJE. dymar AR, Bk ADC WIndOW

BIELT MEY PITT T MR MRS T T IR ARD TmdiNied W
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The Filter window for the selected report will open.

.~ Filter for Status of Funds Report By OPTAR Name

— Filter expreszion

Werify |

= Build filker with

Components | Functionsl

Figure 7.40
Sample
Filter
Window

Columns Operators Walues

(
Ceiling

Fenced

Labor

Funding Limitation Description
Optar ¥

W o —
o

ak. I Cancel | Help I

When you use the Filter window, any data you defined as criteria on the Report
Criteria window will not be available on the Filter window. The tabs on the Filter
window allow you to pick and choose the data and operators you can use in building
an expression for a report filter. The Functions tab provides further information on
the syntax required for the selected function.

2. If you wish to enter the filter expression manually, enter the desired expression in
the Filter expression text field.

You can specify a range of values, multiple values, or values you wish to exclude in
your filter expression by using operators, which are symbols or words that control
how FASTDATA handles the filter values. When entering filter expressions, enclose
FASTDATA codes and letters in single or double quotation marks. Do not enclose
numeric values in quotation marks.

The (‘and ) mark the beginning and ending of a logical grouping of expressions.

You can filter for multiple values in a field using or. For example, you could enter
value 1 or value 2 in your filter expression. When you select OK on the Filter
window, FASTDATA will filter the report so only values that match each of these
values display in the report.

To exclude values from the report, use not before the value you wish to exclude.
For example, in your filter expression, not Value 1 will filter the value from the report.
When you select OK on the Filter window, FASTDATA will exclude the defined value
in the displayed report.

To filter using relational operators, such as greater than or less than, use these
symbols with the desired value: >, <, <>, >=, or <= in your filter expression. For
example, enter > value 1 in your filter expression. When you select OK on the Filter
window, FASTDATA will return the desired values in the displayed report.
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Example: On the Status of Funds report by OPTAR ID, to exclude all labor
transactions, enter fastdata_fs_auth_labor_cd = ‘N’ in the Filter expression field.

Fillsi Bpd 5 iates of Fumds Repidt By DIFTEA |1

Eer wxgpamrzon

s
(=
o ot |

FafThil | Dokl Wy il
Huws

[Fatear: | Comotnssts | Firwiioes | Figure 7.41
It Cobirva o Manually
— e ' Entering Filter

e B, ' Expression
| T Latd

Funding Linstalion ['ezorpiion
Puarir Dply Mye: e
[ -4
TPELI it FRETIN
) o
FEuTil™ o :I

[ ] cowe | sw | =l

3. If you wish to enter a filter expression with FASTDATA assistance, select the
desired Columns , Operators, and Values from the Components tab, then
select the desired functions from the Functions tab. The selected items will
appear in the Filter expression field.

The tabs on the Filter window allow you to pick and choose the data and operators
you can use in building an expression for a report filter. The Components tab
provides lists of column names, operators, and values from which you can build a
filter expression. The Functions tab lists functions and their syntax.

The Columns list box displays the column names available for use in filtering the
selected report. Double-click to select the desired column name. The selected
column name will appear in the Filter expression field. The Operators list box lists
the available operators. Double-click the desired operator. The selected operator
will appear in the Filter expression field. The Values list box displays the values
available in the database for the selected column. The column name will appear at
the top of the list; available values follow. Double-click the desired value. The
selected value will appear in the Filter expression field.

In addition to the column names shown in the Filter window Columns list box, there
are additional columns available for filtering the Status of Funds reports. These
column names do not display in the Columns list box so if you wish to use one or
more of these column names, you must enter them into the Filter expression
manually.
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Additional Columns Available for the | Additional Columns Available for the

Status of Funds Report by OPTAR ID | Status of Funds Report by OPTAR
Name

annual_planning_amt annual_planning_amt

current_authorized_amt current_authorized _amt

obligated_amt obligated_amt

Balance_amt Balance_amt

Obligated_pct Obligated_pct

On the Functions tab, double-click on the desired function from the list on the left
and select the desired syntax from the list on the right. The selected function will
appear in the Filter expression field.

Example: To include only authorization numbers with a value greater than P10020
in the Status of Funds Report by OPTAR ID, select Auth from the Components tab
Columns list box. Double-click on > in the Operators list box, then select P10020
from the Values list box. The resulting expression,
fastdata_fs_auth_authorization_id > 'P10020’, will generate a report that excludes
authorizations numbers below P10020.

.+, Filter for Status of Funds Report By OPTAR ID

— Eilter expreszion

fastdata_fs_auth_authaorization_id » 'P10020' Werify |

— Build filker with
Companents | Functionsl Figure 7.42
Calumnz Operators Walues Entering a Filter
I e r Expression with
Eeilingd ]< 010030 FASTDATA
EHCE L0040 i
Labor Assistance

=
<@ P10010

Funding Limitation Description

Optar Mame :
5= P10030
and PPN
net leronao —
Ri/0010 =l

QK I Cancel | Help |

4. Select the Verify button if you wish to validate the expression in the Filter
expression field. FASTDATA will inform you that the expression is either valid
or invalid. Select the OK button to acknowledge the message.
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5. Select the OK button to apply the filter to the report. The Filter window will close.
The Print Preview window for the selected report displays the filtered data.
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B Steps for Sorting Report Data

The Sort window is available while viewing any report, with the exception of the
OPTAR/Memo Log and Transaction History reports, in the Print Preview window.
Use the window to sort the data in the displayed report.

1. With the desired report displayed in the Print Preview window, select Sort from

the View menu.
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The Sort window will open. The column names that appear in the Columns
Available for Sorting list box depend on the Site report you currently have open.
Values displayed in the Sort Columns list box indicate the default values by which
the selected report is currently sorted.

- Print Preview for Document Status Log Report By Expense Element

pocun: A ., .o
Humhe pred Receir
———————  [Columns &vailable for Sortin Agoending ——
0026 100MPEC i g Sort Columts g 0
Amount Disburzed To Date & | | Document Mumber V
Amount Received To Date Acm I lhtotal for Exnp
Direct/reimbursable
MOOZBLO0MERC | o (rdder Mumber O
pooza1oorgpe | Local Code z Figure 7.45
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2. On the Columns Available for Sorting list box, left-click on a column name;

holding the mouse button down, drag the name to the Sort Columns list box and
release the mouse button.

If you wish to change the default values, you can remove Sort Columns names by
dragging them to the Columns Available for Sorting list box.

3. Disable the Ascending check box if you wish to sort column values in
descending order.

If the Ascending check box is checked, column values display in ascending order; if
unchecked, column values display in descending order.

- Print Preview for Document Status Log Report By Expense Element
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4. Select the OK button to close the Sort window.

FASTDATA Site Module User’s Manual 7—-26 October 1999



Chapter 7 « View and Print Site Reports

For the sort example shown in Figure 7-46, FASTDATA will display the report with
the Job Order Number column data listed in descending order.
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