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R*STARS REPORT TRAINING

« R*STARS Report Guide is available on web:
e http://www.oreqon.gov/IDAS/EGS/FBS/SFMS/pages/report quide.aspx

* Reports are listed by function:
» Agency Budget
« Appropriations
» Deposit Reconciliation
 Encumbrance
» Fixed Assets
e General Ledger/Fund
 Grant
* Miscellaneous
* Project
* Receivable
* Reconciliation
* Revenue/Expenditure
* Vendor/Payable



http://www.oregon.gov/DAS/EGS/FBS/SFMS/pages/report_guide.aspx

R*STARS REPORT TRAINING

4 Types of Reports

— Requestable
Financial

— Control

Daily transactions
— Requester = CNTL

— Profile
Data profiles (screens) — DAFQscreen#

— Extract
DAFWSXAE — Accounting Event Extract
DAFRGLX — General Ledger Extract



R*STARS REPORT TRAINING

* Report Profiles

— D64 Report Control
 Available report options for 91 and 95 profiles

— 91 Report Request
e Customize report options

— 95 Report Distribution
* Report printing and distribution options



R*STARS REPORT TRAINING

e Additional Resources

— 90 Help Screen
 Type the report id as the Keyword

— Report Guide

 http://www.oregon.gov/IDAS/EGS/FBS/SFMS/page
s/report_quide.aspx
— Reports are grouped by function
» Chapter 4 is the detail for each report
— Many reports have samples



http://www.oregon.gov/DAS/EGS/FBS/SFMS/pages/report_guide.aspx

D64 Profile

SD64 VER 2.0 STATE OF OREGON 10/28/04 09:42 AM
LINK TO: REPORT CONTROL PROFILE PROD
REPORT ID: DAFR7410 AGENCY BUDGET ACTIVITY SUMMARY
REQUESTABLE IND: 2 (O=NOT, 1=CENTRALLY, 2=REQUESTABLE BY ALL)
PRINT REMOTE IND: Y (Y=YES, N=NO) PRINTER TYPE: M (L=LOW, M=MEDIUM, H=HIGH)
INTERVAL OPTIONS (R=REQUIRED, O=OPTIONAL, N=NOT ALLOWED)-
TIMEFRAME - AP YEAR: O PERIOD: O RANGE: O AS OF: N (Y=YES, N=NO)
FREQUENCY - MMDDYY: O DAILY: N WEEKLY: O MONTHLY: O QUARTERLY: O ANNUALLY: O
LEVEL OPTIONS (N=NOT ALLOWED OR LOW AND HIGH VALUE ALLOWED)-
LOW - ORG: 2 PROGRAM: 1 OBJECT: N FUND: 3 NACUBO FUND: N GL ACCT:
HIGH - ORG: 9 PROGRAM: 9 OBJECT: N FUND: 4 NACUBO FUND: N GL ACCT:
SPECIAL SELECTS (R=REQUIRED, O=OPTIONAL, N=NOT ALLOWED)-
AGENCY GROUP: O AGENCY: O ORG CODE: O
PROGRAM CODE: O NACUBO FUND: N
APPROP FUND: O FUND: O
COMP OBJECT: N AGENCY OBJECT: N
N N
R R

7 |

GL ACCT: AGENCY GL ACCT:

SPECIAL SELECT 1: SPECIAL SELECT 2: STATUS CODE: A



D64 Profile

e D64 Profile

— Enter the 8 character report ID

— Requestable Ind
o If ‘O’ cannot request the report on the 91 profile

— Timeframe & Frequency Interval Options
e ‘A’ allowed
e ‘O’ optional
* ‘N’ not allowed
e ‘R’ required



91 Report Request Profile

To request a report

Specify when the report will be generated
— Frequency

Specify what fiscal information will be on
the report (month, year, biennium)

— Timeframe, date ranges
Specify fund levels
Specify other special select criteria



91 Report Request Profile

e Control key

— All 4 are required
e Agency
 Requester
 Request No
e Report ID

A change in any one of these fields will create a
new Report Request



91 Report Request Profile

« CONTROL KEY

S091 VER 2.0 STATE OF OREGON 05/15/06
10:23 AM
LINK TO: REPORT REQUEST PROFILE
PROD
AGENCY: REQUESTER: REQUEST NO: REPORT 1D:

All four fields are required
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91 Report Request Profile

S091 uc: 02 STATE OF OREGON 12/14/12 04:31 PM
LINK TO: REPORT REQUEST PROFILE PROD
AGENCY: REQUESTER: REQUEST NO: REPORT 1D:
APPN YEAR: PERIOD: FY: EREQUENCY:: FREQ CONTROL:
RANGE - FROM DATE: THRU DATE:
LEVEL - ORG: PROGRAM: OBJECT: FUND: NACUBO FUND: GL ACCT:

SPECIAL SELECTS -

AGENCY: OR AGENCY GROUP: ORG CODE:
PROGRAM CODE: NACUBO FUND:
APPROP FUND: FUND:
COMP OBJECT: AGY OBJECT:
GL ACCT: AGY GL ACCT:
SREGHSEL - SPEC SEL 2:

11



91 Report Request Profile

 Request Detalls
— AY
* it IS best not to specify an AY if it is not required

— Period

e CC current closed month
CM current calendar month
PM prior calendar month
CY current fiscal year
PY prior fiscal year
Fiscal month 01-13

~ FY

* Required if a fiscal month (01-13) is requested in the Period

field 12



91 Report Request Profile

 Frequency —

— When will the report be generated?
« Specific date (Friday only)
 Weekly
— Friday night cycle
 Monthly
— At month-end close only

e Quartrly
— Fiscal quarter end (March, June, Sept, Dec, Month 13)

e Annually
— June 30 and Month 13 close only

13



91 Report Request Profile

Frequency Control

— Reports can be generated only during a Full

Report Run
° ‘A1
— Looks at agency 25 profile for report indicators

» REPORTING INDS- WEEK: N MONTH: N QUARTER: N YEAR: N
» Must be set to ‘Y’ by the agency the day the report is requested to generate

° ‘S!
— Looks at statewide 97 profile for report indicators
» REPORTING INDICATORS-
WEEK: N YEAR: N INAE: N

MONTH: N QUARTER: N
» Report flags set centrally by SFMS

14



91 Report Request Profile

S091 uc: 02 STATE OF OREGON 12/14/12 04:31 PM
LINK TO: REPORT REQUEST PROFILE PROD
AGENCY: REQUESTER: REQUEST NO: REPORT 1D:
APPN YEAR: PERIOD: FY: FREQUENCY : FREQ CONTROL:
RANGE - FROM DATE: THRU DATE:
LEVEL - ORG: PROGRAM: OBJECT: FUND: NACUBO FUND: GL ACCT:

SPECIAL SELECTS -

AGENCY: OR AGENCY GROUP: ORG CODE:
PROGRAM CODE: NACUBO FUND:
APPROP FUND: FUND:
COMP OBJECT: AGY OBJECT:
GL ACCT: AGY GL ACCT:
SEECHSEIE 11 SPEC SEL 2:

15



91 Report Request Profile

 Range Options
— From Date

* Fiscal month and fiscal year
— 07 2016 = January 2017

— To Date

* Fiscal month and year
— 12 2016 = June 2017

* Not all reports are allowed to be requested by a Date
Range

16



91 Report Request Profile

 Range Options
— To set up a default for the fiscal year

 From Date
— 01 2016

e To Date
SNCC

e This will include July 1 thru the current closed month for
FY 2016

17



91 Report Request Profile

 Range Requests

— Will include ONLY transactions from the
requested date range

e MONTHLY amounts will not be an ‘as of’ amount

— Range request 04 2016 thru 06 2016 will calculate Oct —
Dec 2015 only

* Revenue/Expenditure amounts will include
transactions in the requested range only
— Range requests will not include prior FY amounts

18



91 Report Request Profile

S091 uc: 02 STATE OF OREGON 12/14/12 04:31 PM
LINK TO: REPORT REQUEST PROFILE PROD
AGENCY: REQUESTER: REQUEST NO: REPORT 1D:
APPN YEAR: PERIOD: FY: FREQUENCY : FREQ CONTROL:
RANGE - FROM DATE: THRU DATE:
LEVEL - ORG: PROGRAM: OBJECT : FUND: NACUBO FUND: GL ACCT:

SPECIAL SELECTS -

AGENCY: OR AGENCY GROUP: ORG CODE:
PROGRAM CODE: NACUBO FUND:
APPROP FUND: FUND:
COMP OBJECT: AGY OBJECT:
GL ACCT: AGY GL ACCT:
SREGHSEL - SPEC SEL 2:

19



91 Report Request Profile

* Level Options

— Low and high level of detail options available.
Specific for each report

Org

Program

Object

Fund

Nacubo fund (not used in Oregon)

Gl acct

20



91 Report Request Profile

e See page 1-19 in the report guide for level detall

 Level Options

— NOTE: Whenever a report indicates a specific
level on the D64, “0” (zero) is a valid entry.

— Entering a “0” (zero) will ignore that level option.

21



91 Report Request Profile

— ORGANIZATION (D03)
* Ind. Description

e 0 None

o 4 Agency Group
e 2 Agency
e 3 Level 2
o 4 Level 3
e 5 Level 4
e 6 Level 5
e 7 Level 6
e 8 Level 7
e 9 Level 8
e A Level 9



91 Report Request Profile

— PROGRAM (D04)
* Ind. Description

e 0 None

o Level 1 (function)
e 2 Level 2 (activity)
e 3 Level 3

e 4 Level 4

e 5 Level 5

e 6 Level 6

e 7/ Level 7

e 8 Level 8

e 9 Level 9



91 Report Request Profile

— OBJECT
* Ind. Description
e 0 None
e 1 GAAP/NACUBO Category (D16)
e 2 GAAP/NACUBO Source/ Object/Grant Object (D08)
e 3 Comptroller Object (D10)
4 Agency Object (D11
e 5 Agency Object Group (D25)

24



91 Report Request Profile

— FUND
* Ind. Description
e 0 None
o 1 GAAP Fund Group (D20)
e 2 GAAP Fund Type (D21)/State Fund Group (D39)

e 3 GAAP Fund (D24)/Appropriated Fund (D22)
o 4 Fund (D23)



91 Report Request Profile

— GENERAL LEDGER
* Ind. Description

0 None

1 GAAP/NACUBO GL Account Category (D13)
« 2 GAAP/NACUBO GL Account Class (D14)

« 3  Comptroller GL Account (D31)

« 4  Agency GL Account (D32)

26



91 Report Request Profile

S091 uc: 02 STATE OF OREGON 12/14/12 04:31 PM
LINK TO: REPORT REQUEST PROFILE PROD
AGENCY: REQUESTER: REQUEST NO: REPORT 1D:
APPN YEAR: PERIOD: FY: FREQUENCY : FREQ CONTROL:
RANGE - FROM DATE: THRU DATE:
LEVEL - ORG: PROGRAM: OBJECT: FUND: NACUBO FUND: GL ACCT:

SPECIAL SELECTS -

AGENCY: OR AGENCY GROUP: @RG, CODE:
PROGRAM CODE: NACUBO FUND:
APPROP FUND: FUND:
COMP OBJECT: AGY OBJECT:
GL ACCT: AGYAGL "ACCTE
SPEG; SElL#-1: SPEC) SEIE™2 :

27



91 Report Request Profile

SPECIAL SELECTS -

AGENCY: DO2 OR AGENCY GROUP: DO2 ORG CODE: D03

PROGRAM CODE: D04
APPROP FUND: D22 FUND:
COMP OBJECT: D10 AGY OBJECT:
GL ACCT: D31 AGY GL ACCT:

NACUBO FUND:

n/a
D23
D4 T
D32

28



91 Report Request Profile

o Special Selects

— Allows users to limit the report to a single
classification or range of values

* Must be allowed on D64 profile
— Each element has 2 fields to designate a
range of values

e ow
e High

29



91 Report Request Profile

« DAFR8420 sample SPEC SEL 1

® SPEC SEL 1: 13ACA 101112
» LO Hi
— Spec Sel1 LO

* 1 = Neither pre-encum or encum
e 3 = Both Cash & Accrued
A = Accrued & Cash Rev, Expend, Tsfrs
« CA=By COBJ/AOBJ
— Spec Sel 1 HI

« = Grant phases can be included
» Grant phases 10, 11, and 12

30



91 Report Request Profile

« DAFR8420 sample SPEC SEL 2

SPEC SEL 2: 470048 470048

» LO HI
— Spec Sel 2 LO

e Specific grant or grant range (from)
— Spec Sel 2 HI

« Grant range (to)

— This specific report works best if you put the same grant
number in the LO and HI fields if you want one grant only

31



91 Report Request Profile

* DAFR6630 sample SPEC SEL 1

® SPECSEL 1:B711201 CA
» LO HI

— Spec Sell Lo
* B = both grants and projects
* ‘E’ to exclude AY or blank

» Grant or project number
— 711201

— Spec Sel 1 HI

 CA = Object to appear on report
— COBJ/AOBJ

32



91 Report Request Profile

« DAFR6630 sample SPEC SEL 2

« SPEC SEL 2: 3CER ZECA
» LO Hi

— Spec Sel 2 LO
» 3 =both cash & accrued
e C = Expenditures
 E = Exclude GL 1551
R = Report Reference Document Number
* Blank = do not subtotal by document

33



91 Report Request Profile

« DAFR6630 sample SPEC SEL 2 cont
« SPEC SEL 2: 3CER  ZECA

» LO Hi
— Spec Sel 2 HI
* Enter up to 5 document types to EXCLUDE
- ZE

— CA

34



91 Report Request Profile

 Valid values for each report are available
In the Report Guide and on the 90
News/Help Profile for each Report ID

e Spec Sel 1
—SS1 LO
— SS1 HI

e Spec Sel 2
—SS2 LO
— SS2 HI

35



00 NEWS/HELP Profile

S090 VER 2.0 STATE OF OREGON
10/28/04 10:10 AM
LINK TO: NEWS/HELP TABLE
PROD
ACTIVE
KEYWORD: DAFR7410 PAGE: 01
REPORT NAME: AGENCY BUDGET ACTIVITY SUMMARY
PURPOSE : THIS REPORT ALLOWS AGENCIES TO MONITOR THEIR BUDGET

ACTIVITY AT A SUMMARY LEVEL. IT INCLUDES MULTIPLE
LEVEL OPTIONS FOR ORGANIZATION, PROGRAM, FUND AND

OBJECT .

SORT : AGENCY, APPROPRIATION YEAR, ORGANIZATION CODE,
PROGRAM CODE, APPROPRIATED FUND, FUND, OBJECT,
OBJECT .

SPEC SEL 1 : REQUIRED. USED TO DETERMINE WHICH LEVEL(S) IN THE
OBJECT

LO STRUCTURE WILL APPEAR ON THE REPORT. THE
(1st Field) FOLLOWING VALUES WILL BE USED TO DETERMINE THE

OBJECT(S) IN THE SORT KEY:
S COMPTROLLER SOURCE/GROUP (D09)
L  OBJECT (DO1)
C  COMPTROLLER OBJECT (D10)
36



00 NEWS/HELP Profile

S090 UC: 02 STATE OF OREGON 12/14/12 04:38
PM

LINK TO: NEWS/HELP TABLE
PROD

ACTIVE

KEYWORD: DAFR7410 PAGE: 02

REPORT NAME: AGENCY BUDGET ACTIVITY SUMMARY (CONTINUED)

SPEC SEL 1 : CONTINUED FROM PAGE 1:
LO A AGENCY OBJECT (D11)
(1ST FIELD) G AGENCY OBJECT GROUP (D25)

(D10) SC COMPTROLLER SOURCE/GROUP (D0O9) AND COMPTROLLER  OBJECT
D10

GA AGENCY OBJECT GROUP (D25) AND AGENCY OBJECT (D11)
LC OBJECT (DO1) AND COMPTROLLER OBJECT (D10)
CA COMPTROLLER OBJECT (D10) AND AGENCY OBJECT (D11)

NOTE : ON THE REPORT, SINGLE OBJECT SELECTIONS (S, L, C, A, OR G) WILL BE
MOVED TO THE SECOND OBJECT COLUMN WITH THAT TITLE IN THE TITLE COLUMN.
DOUBLE OBJECT SELECTIONS (SC, GA, LC, OR CA) WILL DISPLAY THE TITLE OF
THE SECOND OBJECT IN THE TITLE COLUMN

37



00 NEWS/HELP Profile

S090 UC: 02 STATE OF OREGON
12/14/12 04:39 PM

LINK TO: NEWS/HELP TABLE
PROD

ACTIVE

KEYWORD: DAFR7410 PAGE: 03

REPORT NAME: AGENCY BUDGET ACTIVITY SUMMARY (CONTINUED)

SPEC SEL 1 : REQUIRED. USED TO DETERMINE WHETHER ENCUMBRANCES
HI AND PRE- ENCUMBRANCES ARE SHOWN ON THE REPORT. THE
FOLLOWING VALUES WILL BE VALID:

(2ND FIELD)
E - DISPLAY ENCUMBRANCES ONLY
P - DISPLAY PRE-ENCUMBRANCES ONLY
B - DISPLAY BOTH ENCUMRANCES AND PRE-ENCUMBRANCES

BLANK - DO NOT DISPLAY ENCUMBRANCES OR PRE-
ENCUMBRANCES

SPEC SEL 2 : REQUIRED. 1ST CHARACTER:
LO 1 - CASH
(1ST FIELD) 2 - ACCRUED
3 - BOTH 38



00 NEWS/HELP Profile

S090 UC: 02 STATE OF OREGON 12/14/12 04:39
PM

LINK TO: NEWS/HELP TABLE
PROD

ACTIVE

KEYWORD: DAFR7410 PAGE: 04

REPORT NAME: AGENCY BUDGET ACTIVITY SUMMARY (CONTINUED)

SPEC SEL 2 : (CONTINUED). SECOND CHARACTER:

LO A - ACCRUED AND CASH REVENUES, ACCRUED AND CASH EXPENDITURES,

(1ST FIELD) TRANSFERS IN (CONTROL AND SUSPENSE), TRANSFERS OUT

CONTROL AND SUSPENSE), GAAP OFFSETS, FS ACCRUED REVENUES,
FS ACCRUED EXPENDITURES, REVENUE CONTROL - SUSPENSE,
EXPENDITURE CONTROL - SUSPENSE.

B - ACCRUED AND CASH REVENUES, ACCRUED AND CASH EXPENDITURES,
FS ACCRUED REVENUES, FS ACCRUED EXPENDITURES, REVENUE
CONTROL - SUSPENSE, EXPENDITURE CONTROL - SUSPENSE,

TRANSFERS IN CONTROL AND SUSPENSE), TRANSFERS OUT
(CONTROL AND SUSPENSE) .
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00 NEWS/HELP Profile

S090 UC: 02
PM

LINK TO:
PROD

ACTIVE

KEYWORD: DAFR7410

STATE OF OREGON 12/14/12 04:40

NEWS/HELP TABLE

PAGE: 05

REPORT NAME: AGENCY BUDGET ACTIVITY SUMMARY (CONTINUED)

SPEC SEL 2
LO
(1ST FIELD)

C
D

E

o™

: SECOND CHARACTER (CONTINUED):

TRANSFERS IN AND OUT (CONTROL AND SUSPENSE) .

ACCRUED AND CASHR EVENUES, FS ACCRUED REVENUES, REVENUE
CONTROL - SUSPENSE.

ACCRUED AND CASH EXPENDITURES, FS ACCRUED EXPENDITURES,
EXPENDITURE CONTROL - SUSPENSE.

ACCRUED AND CASH REVENUES, TRANSFERS IN AND OUT (CONTROL
AND SUSPENSE), REVENUE CONTROL - SUSPENSE, FS ACCRUED
REVENUES.

GAAP OFFSETS (REVENUES/EXPENDITURES) .
GAAP REVENUE OFFSETS.
GAAP EXPENDITURE OFFSETS.

40



00 NEWS/HELP Profile

S090 UC: 02 STATE OF OREGON 12/14/12 04:40
PM

LINK TO: NEWS/HELP TABLE
PROD

ACTIVE

KEYWORD: DAFR7410 PAGE: 06

REPORT NAME: AGENCY BUDGET ACTIVITY SUMMARY (CONTINUED)

SPEC SEL 2 : SECOND CHARACTER (CONTINUED):
LO J - ACCRUED AND CASH REVENUE, REVENUE CONTROL - SUSPENSE, COST
(1ST FIELD) ALLOCATION MEMO REVENUE CONTROL, FS ACCRUED REVENUES.

K - ACCRUED AND CASH EXPENDITURES, EXPENDITURE CONTROL -

SUSPENSE, COST ALLOCATION MEMO EXPENDITURE CONTROL, FS
ACCRUED EXPENDITURES.

L - ACCRUED AND CASH REVENUES, ACCRUED AND CASH EXPENDITURES,

TRANSFERS IN (CONTROL AND SUSPENSE), TRANSFERS OUT
(CONTROL AND SUSPENSE), GAAP OFFSETS, REVENUE CONTROL-
SUSPENSE, EXPENDITURE CONTROL-SUSPENSE.

FOR MORE DETAILS ON THE EFFECTS OF SPECIAL SELECT 2 OPTIONS,
SEE REPORT GUIDE PAGES DAFR7410-3 AND 4.
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DAFR7410 Report Guide

DAFR7410 AGENCY BUDGET ACTIVITY SUMMARY

PURPOSE:
This report allows agencies to monitor their budget activity at a summary
level. It includes multiple level options for Organization, Program,

Fund and Object.
FINANCIAL TABLES ACCESSED:
General Ledger Table
LEVEL OPTIONS:

ORG PROGRAM OBJECT FUND NACUBO FUND GL ACCT

2-9 1-9 N 3-4 N N
SELECTION OPTIONS:
AGENCY/ ORG PROGRAM NACUBO APPROP FUND
GROUP CODE CODE FUND FUND

0 0 0 N 0 0

GL COMP AGENCY AGENCY SPECIAL SPECIAL
ACCT OBJECT OBJECT GL ACCT  SELECT1 SELECT2

N N N N R R

42



95 Report Distribution Profile

o Specify the how a report request will be
distributed
— Paper
— Electronic
— Microfiche
— Remote printer
— CD (control reports only)

43



95 Report Distribution Profile

Allows one report request (91 profile) to be
distributed in multiple ways with additional
95 profiles

Allows multiple report requests (91
profiles) to be distributed the same with
only 1 (95 profile) distribution request

Specify how many copies are to be printed
Specify delivery options

44



95 Report Distribution Profile

e Pur
— 1

00S€E
entify t

—1C

entify t

receive t
 name, address, phone, delivery instructions

— Describe the Media Type
— Identify the printer (if applicable)
— Specify the number of copies requested

ne report(s)
ne person/organization who will

ne report

45



95 Report Distribution Profile

e Control Key

S095 VER 2.0 STATE OF OREGON 05/15/06 10:26
AM

LINK TO: REPORT DISTRIBUTION PROFILE
PROD

AGENCY: REQUESTERE REQUEST NO: REPORT 1D: DIST CODE:

46



95 Report Distribution Profile

e Control Key
— Agency (required)

Requester (required)
Report Number
Report ID

Distribution Code (required)

e A change in any one of these 5 fields will create a
new distribution profile

Notice that only 3 of the 5 control key fields
are required

47



95 Report Distribution Profile

S095 UC: 02
PM

LINK TO:
PROD

AGENCY: REQUESTER:

NAME :
ADDRESS 1:
ADDRESS 2:

CITY:

STATE:
PHONE:
INSTRUCTIONS:

STATE OF OREGON

REPORT DISTRIBUTION PROFILE

REQUEST NO: REPORT 1ID:
MEDIA TYPE: required
DEVICE ID:
CORLES: required
ZIP: MAIL CODE:

12/14/12 04:53

DIST CODE:
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95 Report Distribution Profile

* Printing Media Types:
— SPL1
» Portrait — 2 up, duplex, gray bar

— SPL2
» Portrait — 2 up, simplex, gray bar

— SPL3

» Landscape — 1 up, duplex, gray bar

— SPL4
» Portrait — white paper for A/R Invoices & Statements

— SPL5
e Landscape — 1 up, simplex, gray bar

49



95 Report Distribution Profile

 Remote Printing

— Media Type
e RJE

— Device ID
 Must be valid on D63 Device ID Profile

— Call SFMS as soon as possible if expected reports
have not printed
* You will need to provide the remote printer device ID

* You will need to specify which day and report cycle you are
missing to avoid the incorrect reports being re-printed

50



95 Report Distribution Profile

Add a Remote Printer
— Send a written request to SFMS Report Analyst (Terry)

« Agency number

* Printer NetName
— (i.e. ET65P035)

e Printer ID Number
— 4 digit
* Printer speed
« Agency contact name and phone number

SAMS will work directly with the agency contact to test
the new printer

After testing is complete SFMS will add the printer ID to
the D63 Profile

o



95 Report Distribution Profile

 Non-Printing Media Types:
— Electronic options:
« WRP1

— Landscape — electronic

« WRP2

— Portrait — electronic

- REPORTS URL:
HTTPS://COLUMBIA.DAS.STATE.OR.US:3025/CICS/P
PDF/DAFWRPT
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95 Report Distribution Profile

* Non-Printing Media Types cont:

— Microfiche:
« COM

— 1 copy, breaks by agency & requester (multiple reports on one page)

— CD:
e ERPT
— Control reports only on CD in lieu of microfiche
— Must have mitigating controls in place
— SFMS will maintain the CD for agencies
— SFMS will maintain the 95 profile for ERPT
» Changes
» Adds

— Agencies are responsible for maintaining non-control reports
per archive requirements
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95 Report Distribution Profile

e Device ID:

— This field remains blank unless the media type is RJE
» Enter the printer ID (4 character)

e Copies

— This Is a required field

» Enter the number of copies to be generated for each distribution
— 01-99
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95 Report Distribution Profile

e Control Reports on CD

— Control reports need to be maintained for record
retention
* On microfiche by the agency or
 On CD centrally

— To utilize the CD process, mitigating controls must be

reviewed for the following 5 control reports
« DAFR 2151 R*Stars Error Report
DAFR 3252 Agency Payment Cancellation Daily Activity Report
DAFR 3253 Agency Stop Pay Daily Activity Report
DAFR 3321 Deposit Reconciliation Control Report
The confidential DAFR 3651 Warrant Register by Agency Report
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95 Report Distribution Profile

e Control Reports on CD cont

— Requires a specific 95 Profile for each control report
requested electronically or on paper

— Microfiche report distribution requests will not be
required
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95 Report Distribution Profile

» Electronic Reports

— Control, Requestable and Profile

* Reports can be requested to be available electronically

— Security will need to be requested to add WRP availability on the 96B
profile on the lowest user class level

 DIST CODE and MEDIATYPE must both be either WRP1
(portrait) or WRP2 (landscape)

* Reports can be viewed at:

— HTTPS://COLUMBIA.DAS.STATE.OR.US:3025/CICS/P
PDF/DAFWRPT
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95 Report Distribution Profile

« Electronic Reports

— Electronic reports remain available for 30 calendar
days
» Reports can be downloaded and saved for record retention
requirements
» Microfiche can be provided for requestable report retention
requirements
— SFMA does not maintain microfiche for agencies

— Requestable and Profile reports are not available to be saved
to CD.
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95 Report Distribution Profile

 Billings for R*STARS reports from the Print Plant will
Include the Media Type in the report id

 The Media Type indicates which printer the report
printed on

e Printing & Distribution will deliver reports to a central
location for each agency according to their delivery list

*** PnD does not read the delivery address off of each
report banner page ***

— Call Print Plant 503 373-2168 if your agency address
changes
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95 Report Distribution Profile

low to Establish One 95 Profile for All
Requestable Reports

S095 VER 2.0 STATE OF OREGON 10/28/04 11:37 AM
LINK TO: REPORT DISTRIBUTION PROFILE PROD
AGENCY: 000 REQUESTER: TSP REQUEST NO: REPORT 1D: DIST CODE: 4713

MEDIA TYPE: SPL1

Notice that the Request No and Report ID fields are blank

This request profile will route ALL report requests from the
91 Report Profile for Agency 000 and Requester TSP to
the Media Type and address listed on the profile
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95 Report Distribution Profile

low to Establish One 95 Profile for All
Requestable Reports

S095 VER 2.0 STATE OF OREGON 10/28/04 11:37 AM
LINK TO: REPORT DISTRIBUTION PROFILE PROD
AGENCY: 000 REQUESTER: TSP REQUEST NO: REPORT 1D: DIST CODE: 4713

MEDIA TYPE: SPL1

If you use only one agency and one requester ID on the 91
profile and you want all of your reports portrait/2-
up/duplex, this is the only 95 profile you will need for
printing.
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95 Report Distribution Profile

 To add a default profile for microfiche:
— Agency
— Requester
— Dist Code
— Media Type

« COM
S095 VER 2.0 STATE OF OREGON 10/28/04 11:37 AM
LINK TO: REPORT DISTRIBUTION PROFILE PROD
AGENCY: 000 REQUESTER: TSP REQUEST NO: REPORT 1D: DIST CODE: «EICH

MEDIA TYPE: COM
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95 Report Distribution Profile

e To retain requestable reports on microfiche,
each requester should have 2 95 Report

Distribution Profiles

* One for hardcopy reports either from print plant or electronic
— Dist Code
» User defined, can be initials etc
— Media Type = SPL1, SPL3, WRP1,WRP2, etc
* One for microfiche copy
— Dist Code
» User defined, FICH etc
— Media Type = COM
» Do not enter anything in the Report No or Report ID fields
— For control reports on CD you do not need to have a microfiche
request also
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95 Report Distribution Profile

« Changing one report to be handled
differently:

— If a separate 95 Report Distribution Profile is
created for a specific report, any default
distribution request will be ignored

o Default profiles:

AGENCY: 107 REQUESTER: TSP REQUEST NO: REPORT ID:  DIST CODE: TPOL
MEDIA TYPE: SPL1

AGENCY: 107 REQUESTER: TSP REQUEST NO: REPORT ID:  DIST CODE: TPOL
MEDIA TYPE: COM
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95 Report Distribution Profile

If | want DAFR7410 to be printed landscape, | will need to add the
following two 95 profiles:

AGENCY: 107 REQUESTER: TSP REQUEST NO: REPORT ID: DAFR7410 DIST CODE: TPOL
MEDIA TYPE: SPL3

AGENCY: 107 REQUESTER: TSP REQUEST NO: REPORT ID: DAFR7410 DIST CODE: TPOL
MEDIA TYPE: COM

 Since DAFR7410 has a specific distribution request, it also needs a
specific microfiche request

* If you retain the hard copy of the report, you do not need to have
microfiche produced
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95 Report Distribution Profile

e 95 Profile must be In active status ‘A’ to
generate a report distribution

* Reports that do not have a 95 profile will
be generated but delivered to SFMS
because PnD will not have delivery
Information. SFMS will shuttle the report to
the agency
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95 Report Distribution Profile

e \WWhat if someone else wants the same
report?
— Sample:

« Both Joe and Sally need DAFR7410 for CM, with
the same special selects

» Joe already has a 91 Profile request number 01

« Sally does not need to add a 91 Profile request,
she can use Joe’s with no changes necessary

o Sally only needs to add a 95 Report Distribution
Profile
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95 Report Distribution Profiles for

Joe and Sally
91 Profile * 95 Profiles

— Agency — Agency

e 000 e 000
— Requester — Requester

- JOE « JOE
— Request No — Report ID

« 01 « DAFR7410
— Report ID — Dist Code

« DAFR7410 « JOE

« SALL
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95 Report Distribution Profile

« This will generate one report for Joe and
one Report for Sally (delivery info supplied
on profile) for each DAFR 7410 report
request on the 91 Profile for agency 000,
Requester JOE

e If JOE has more than one DAFR7410
requested, the request number (01) will
need to be included on the 95 Report
Distribution Profile

69



Control Reports

« Automatically generated during batch processing
e Cannot be requested on 91 Report Request Profile

e Should always have a microfiche distribution profile

or ERPT for CD

« ERPT is the preferred option
— Agency
o XXX

— Requester
« CNTL

— Dist Code

» User Defined
 FICH
 ERPT
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Control Reports

* Areport will not be distributed using botha
default report distribution request and a specific
report distribution request

e Sample:

— All control reports are requested to be printed on
microfiche or CD only

— DAFR2151 (Error Report) is requested as hard copy
print

» This report will no longer be in the default report distribution
group
» Add following 2 95 Profiles:

— 000, CNTL, 01, DAFR2151, SPL1 or WRP1
— 000, CNTL, 01, DAFR2151, FICH (or ERPT)
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Profile Reports

Listings of data on R*STARS Profiles

If the profile is AY driven, you can limit it to a
specific AY

Selects both active and inactive profiles

Report ID format

— DAFQ

— On-line Screen Number (D11)
— 0 (zero)

Can be requested any day

— Must use specific date as the ‘FREQUENCY’ in mmddyyyy
format

Status Code automatically changes to ‘X' after
processing
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Extract Reports

 Requires a System Maintenance Request

— Send a written request to SFMS Report
Analyst (Terry)

e Obtain a disk number
e Create a file that authorized users can access

e Data Is written to a file for extraction

 Data must be extracted to a file before the
next nightly batch cycle to prevent data
from being overwritten
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Extract Reports

Wil pull transactions by APPROVAL
DATE If frequency = ‘CM’ or ‘PM’

Wil pull transactions for the previous week
If frequency = ‘WEEKLY’

Wil pull transactions for current or prior
calendar month if frequency = ‘MONTHLY’

Other request options can cause extract
reports to become unstable

Section 6 In Report Guide
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Where Are My Reports?

Wrong agency delivery address
— Contact Print Plant at 503 373-2168
 Wrong distribution address

— Correct delivery information on 95 Report Distribution
Profile

 If remote printing
— check remote printer settings

 Call Terry or your SFMS Analyst as soon as
possible
— WIll verify that the report was generated

— Will request reprint on remote printer (or from Print
Plant)
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R*STARS vs DATAMART

e To tie the report totals of your DATAMART report to a
requestable R*STARS report, make sure that your
DATAMART Query closely mirrors the criteria for the
DAFR report
— Use the same financial tables

— DATAMARTIimits consistent with special selects

— Same reporting periods

— Same GL accounts

— Calculated columns

— Pivot Section labels consistent with DAFR report groupings

— Report Section table dimensions consistent with DAFR report
groupings
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Report Limitation

o Established limits to prevent access to
closed fiscal year data

e Criteria for Calculation

— 97 System Mgmt Profile ‘Last Closed Year
» FISCAL YEAR: 15

— D02 Agency Profile Control Ind 1
e 1

— D54 RPTL Exception

* Must be requested for a specific agency
* Must be requested for a specific DAFR report
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Report Limitation

S097 uc: 02 STATE OF OREGON 11/04/15 02:08 PM
LINK TO: SYSTEM MANAGEMENT PROFILE PROD
CONTROL INDICATORS - NEXT DIR DEP SEQ NO: 950863908
CURRENT INDICATORS- NEXT AVAILABLE WARRANT NO: 124157532
FISCAL YEAR: 16 MONTH: 05 AY: 17 LABOR DISTRIBUTION RUN: N
EFF DATE: 11042015 LABOR DISTRIBUTION PAY DATE:
PRIOR EFF DATE: 11032015 YEAR END CLOSING RUN: N
TIME: 1200 NEW YEAR INITIALIZATION: N
LAST CLOSED- COST ALLOCATION RUN: N
FISCAL YEAR: 15 MONTH: 03 GRANT/PROJ BILLING RUN: N
REPORTING INDICATORS- RECURRING TRANS RUN: Y
WEEK: N YEAR: N INAE: N FIXED ASSET DEPRECIATION RUN: N
MONTH: N QUARTER: N RPTS: N FIXED ASSET SUSPENSE RECONC: N
ADVANCE PAYMENT DAYS- FIXED ASSET SUSPENSE POST: N
WARR/CHK: 00 DIR DEP: 00 TAX OFFSET RUN: N
BACKUP WITHHOLDING PCT: 28.00 : 30.00 MAX CHG TRANS: 01000
NEXT AVAIL ARCH REF NO (XMITL) CURR: 16 000001 PRIOR: 15 000001
NEXT AVAIL ARCH REF NO (NON-XMITL) CURR: 16 AO0O001 PRIOR: 15 A00001
———————— PROCESSING CYCLE INFORMATION----------- BATCH RESTORE

CURRENT: DATE: 11042015 TIME: 19:29 CYCLE: 0635 INDICATOR (Y/N): N
PRIOR: DATE: 11032015 TIME: 19:16 CYCLE: 0634 ONLINE AVAILABLE: Y
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Report Limitation

SD0O2 VER 2.0 STATE OF OREGON 11/29/04 03:11 PM
LINK TO: AGENCY PROFILE PROD

AGENCY: 248  TITLE: MILITARY DEPT
ACH AGY NAME: MILITARY DEPT
ADDRESS LINE 1: OREGON MILITARY DEPARTMENT
ADDRESS LINE 2: 1776 MILITIA WAY SE
ADDRESS LINE 3: PO BOX 14350
CITY: SALEM STATE: OR ZIP: 97309 5047
PHONE: 503 584 3878 EXTENSION:
CONTACT NAME: SUSAN OLIVEIRA
AGENCY GROUP: 99  AGENCY TYPE: O CASH BASIS: 99
GAAP FUNCTION: 03 ACO: 99
USAGE IND: I (1 OR R) ARTICLE:
DATA RELATED (1-40)
ERRORS (41-80)
1234567890123456789012345678901234567890
FUND RELATED (1-40)
ERRORS (41-80)
CONTROLIMNESE 181 2= & J3: SPLIT CA TRANS: N STATUS CODE: A
EFF START DATE: 04141994 EFF END DATE: LAST PROC DATE: 05272004
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SD54 VER 2.0
LINK TO:

TABLE 1D:

KEY 1:

KEY 2.

KEY 3:

TITLE:
REFERENCE DATA:

Report Limitation

STATE OF OREGON
SYSTEM PARAMETERS PROFILE

RPTL
248
DAFR6510

EXPENDITURE AND REVENUE REGISTER
02

10/28/04 03:32 PM
PROD
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1.

Report Limitation - Calculation

97 profile LCFY

minus

D02 profile IND
equal

Earliest FY allowed on
Report request
minus

D54 limitation exception
equal
Exception earliest FY

allowed on Report
Request

4.
D.

2015
1

2014

2
2012
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Report Limitation

S091 VER 2.0 STATE OF OREGON 10/28/04 03:49 PM
LINK TO: REPORT REQUEST PROFILE PROD
AGENCY: 248 REQUESTER: XxXX REQUEST NO: 01 REPORT 1D: DAFR6510
APPN YEAR:Z>* 01, =PER1OD: CC- FY: FREQUENCY: 10152015 FREQ CONTROL: S
RANGE - FROM DATE: THRU DATE:
LEVEL - ORG: O PROGRAM: 6 OBJECT: FUND: 4 NACUBO FUND: GL ACCT:
SPECIAL SELECTS -
AGENCY: 248 OR AGENCY GROUP: ORG CODE:
PROGRAM CODE: NACUBO FUND:
APPROP FUND: FUND: 0600 0699
COMP OBJECT: AGY OBJECT:
GL ACCT: AGY GL ACCT:
SRECHSEL #-- B GA SPEC SEL 2: 3GIRD ZEZW

807 REQ YR NOT AUTHORIZD
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Report Limitation

S091 VER 2.0 STATE OF OREGON 10/28/04 03:49 PM
LINK TO: REPORT REQUEST PROFILE PROD
AGENCY: 248 REQUESTER: XxXX REQUEST NO: 01 REPORT 1D: DAFR6510
APPN YEARZ>* 12 wPER10D: .CC- FY: FREQUENCY: 10152015 FREQ CONTROL: S
RANGE - FROM DATE: THRU DATE:
LEVEL - ORG: O PROGRAM: 6 OBJECT: FUND: 4 NACUBO FUND: GL ACCT:
SPECIAL SELECTS -
AGENCY: 248 OR AGENCY GROUP: ORG CODE:
PROGRAM CODE: NACUBO FUND:
APPROP FUND: FUND: 0600 0699
COMP OBJECT: AGY OBJECT:
GL ACCT: AGY GL ACCT:
SRECHSEL #-- B GA SPEC SEL 2: 3GIRD ZEZW

Z01 RECORD SUCCESSFULLY ADDED
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Report Headings

Report ID

Agency

Requester

Reqguest number

Period requested

Level Options from the 91 Profile
Run Date

Run Time
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Report Headings

Cycle date and print time
Cycle number

CFY

— Current fiscal year

CFM

— Current fiscal month

LCY

— Last closed fiscal year

LCM

— Last closed fiscal month
INAE

— INAE indicator (Y=open; N= closed)
FICHE

— Agency requesting microfiche
PAGE BREAK INFO
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Report Headings

e
“-.:.l

ENTRAL AGY;

___________ i m kg ﬁﬁmm
iﬁEHE‘f CPERATING STATEI-IEHT R
PERCENT OF YEAR ELAPSED: 50 FOR THE MONTH OF NOYEMBER 2012 ER 2. ﬂ
“*m?iﬂ?“m“ :ﬂnHHHHﬂ#ﬂmnﬁm##nmm#mmm*mmllm#ﬂﬂmxstmt*ﬂﬂﬂﬂﬂtw#ﬂﬂmﬂﬁ;

f : E m M D i e
SUMMARY DF ALL FUNDS AR :
R b T e NP

 Report ID (DAFR6610),agency (999), requester (TERY), request #
(01), period requested (05)

* Org level (2), program level (none), object level (3), fund level (4),
nacubo (na), gl acct (none)

 Run date and time, reporting system
e Current cycle date and time, current cycle number (9142)

e Current fiscal year —CFY (13), current fiscal month-CFM (06), last
closed year —LCY (12), last closed month-LCM (05)

* INAE file open -Y(yes)
* Microfiche Agency-999
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Report Headings

;:
::-w

AL AGE/STATE CoERkL mm (999
iGE!IE'f OPERATING STATEMENT Hitase)

PERCENT OF YEAR ELAPSED: 50% FOR THE MONTH OF NOVEMBER 2012 ER 2. D
ﬂ*m&?mg_a_:p_g;_gpnnwuﬂm*n;&tﬁm##n:::tm*mﬂ:m:mumnm:mnmﬂsmﬂuﬂﬂﬂnutuﬂﬂﬂnmﬂﬁz

SUMMARY uF‘ ALL FUNDS
ttt1:tnﬂtm:ttmm:mm:mnnmsm*Hﬂtmnﬂtstmtmttmm:tmMmtmmmlmmnmmumnﬂnnmmtn

» Page break information, GAAP Fund Group (01), GAAP Fund Type
(01), GAAP Fund (0001)

» Agency title and agency number

* Report title

* Percent of fiscal year elapsed — 50% (based on report request date)
« Date frame on report (month of November 2012)
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R*STARS Report Training

e Contact Terry Polston — 503 373- 0714 or
Terry.S.Polston@das.state.or.us
— Report questions
— Report concerns
— How to order reports (91 profile)
— Report distribution questions (95 profile)
— If current reports are not meeting your needs
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R*STARS REPORT TRAINING

THE
END
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