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General Overview

Introduction This class includes explanations and activities designed to teach
important report topics. Please feel free to ask questions at any time.

Goals The following are the goals for today:
e To understand the different types of reports provided by IFAS
e To navigate through IFAS reports
e To describe how to export a CDD report to Excel




Reports

Introduction IFAS includes two types of reports:
e CDD (Click, Drag and Drill)
e Standard Reports

Objectives The following objectives are covered in this section:
e Open and run a CDD report.
¢ Describe the procedure for exporting a CDD report to Excel.
¢ Describe Standard Reports and how to run them.




CDD Reports

Introduction ~ CDD reports are named for the Click, Drag, and Drill features. To access these
reports, either click the blue Runnning Man icon | on the toolbar or choose
CDD reports at the end of the Menu Tree. A listing of reports will appear from
which you select. Click the plus (+) sign in front of the title to open the exact
report you want.

Some reports have more than one version, with different information, prompts,
and selection criteria.




CDD Reports continued

Initial Setup Before launching a report, it is necessary to set the Report tab in the Options
menu. Follow this procedure once to set up reports.

Step

Action

1

Click Edit > Options in the menu bar. The following Options
box displays.

x|
General I Ledger I Huozt Printers | Fant I Color
Terminal I Corinect Repart | IFAS Fi
— Titles
LlserName:I I

Drganization Mame: I

~ General
Diill Cursor Style: |1 - Dl / =]
K
Fetches Per Cycle: IF Frinter % arning
Fages In Memony: [qq

— Export

Default Type: I j

Drefault File Estenzion: I

[k | Cancel |

Click the Report tab.

In the General section of the Report tab, type 99 in the Fetches
per Cycle space. This allows the report to run faster.

Change the Pages in Memory setting to 99, the maximum.

Note: The default for Pages in Memory is 30. This means that
you are seeing only 30 pages of the report at a time. If you skip to
the end of the report, you will see only the last 30 pages, causing
you to lose the pages at the beginning. The number of pages in
memory is the number of pages you see on screen. If you have
lost pages, re-run the report.




CDD Reports continued

& _Insight - Harris County Training - [Explorer]

Showe Description and Marme
Showe Mame and Descripkion

v Show Mame Only
Show Descripkion Cnly

Edit Icamn

If you want to change the way the reports are listed, right click in any white area
of the listing. This popup box displays. Reports are shown with name only, as

3 File Edit Wiew Harsha ‘Window Help

& [acls| e [eao

Viewing
Report Titles
depicted below.
2
2 g8
BU - Budgeting
Right click
anywhere in
the white
space to
change the
display.

l:| AP - Accounts Payable
[ l:| AR - Accounts Receivable
l:| B - Bid/Conkract Management
=[] BU - Budgeting
o[ BD_401_ORG_DEPT
&) B0_401_oRG_DIv
&) BD_FORM_323
[ BD_FORM_3441
& BD_FoRM_400
[i&) BD_FORM_401_CURR
[i&) BD_FORM_401_DIv
&) BD_FORM_401_DPT
&) BD_FoRM_402
&) BD_FORM_403_DEPT
[i&) BD_FORM_403_DIv
&) BD_FORM_404_DEPT
[i&) BD_FORM_404_DIv
&) BD_FORM_405_DEPT
[i&) BD_FORM_405_DiIv
&) BD_FORM_406_DEPT
[i&) BD_FORM_406_DIv
&) BD_FORM_407_DEPT
[i&) BD_FORM_407_DIv

NET N =T = a ¥ R Ty T]

Continued on next page




CDD Reports, Continued

Viewing Report  To display reports by name and description, click Show Name and

Titles Description in the popup box, as depicted below.
(continued)

=-38 COD Reports =
[#-{3] Dept OT/PY
@-{2] Dept DTE
[+ Dept Emplayss Maintsnance Show Description and Mame
f2-{13 Dept HR Misc v Shiow Name and Description
{:| Dept Management Reports Show Name Cnly
{3 Dept PY Onily Show Descrintion Onl
-] IFAS IQ Reparts o Descripkion Cnly
i:| Open Hrpord Requests Edit Toan
[El-5] Subsy Falders
-3 AC - Attorney Claims
1:| ACS - Account Code Skruckure
-3 AP - Accounts Payahle
{13 AR - Accounts Receivable
{:| B - Bid/Contract Management
=143 Bl - Budgeting
-- i8] BD_401_ORG_DEPT {Farm 401 Pre GL By Orgkey and Dept)
-- ﬁa BD_401_ORG_DIV (Form 401 Pre GL By QOrgkey and Division)
-] BD_FORM_323 (Revenue Estimate Form (EDREY))
-- Y| BO_FORM_3441 (Position Change Request Form (EDPOSE))
[ BD_FORM_400 (400 Summary (BDSUMCOM and BDDTLY (I
-- Eﬂ BD_FORM_401_CURR {FORM 401 PRE-GL BY DEPT FOR CURR BUDGET)
-- Eﬂ BD_FORM_401_DIW (FORM 401 PRE-GL BY DIYISION)
-- ﬁa BD_FORM_401_DPT (FORM 401 PRE-GL BY DEPARTMEMNT)
-- 22| BD_FORM_402 (Department Budget Summary (BDDESC))
-- | BO_FORM_403_DEPT {Materials and Supplies (BOMISC))
-- B3| BO_FORM_403_DIV (Materials and Supplies (BDMISC))
| B0_FORM_404_DEPT (Buildings and Equipment by Dept (BOEQPTY)
-- ﬁa BD_FORM_404_DIV (Buildings and Equipment by Division (BDEQPT))
-- | BO_FORM_405_DEPT (Services and Utilties by Department (BDMISC))
-- 3| BO_FORM_405_DIV (Services and Utilities by Division (BOMISC))
-- 4| BO_FORM_406_DEPT (Transportation and Travel by Dept (BOTRVLY)
-- 22| BD_FORM_406_DIV (Transportation and Travel by Division (BOTRYL))
-- 4| B0_FORM_407_DEPT (Equipment Ower $5000 by Dept (EDEQRT)
3| B0_FORM_407_DIV (Equipment Over $5000 by Division (BDEQPTY)
-- % BO_FORM_403 (Request For Yehicle Purchases (BOMEHICLY) =

Note: The screen above lists names and descriptions for each Budget report.
This is the recommended listing. If the user needs to contact the ITC Help
Desk about a CDD report, they will be asked to provide the name of the
report. It should be given with the name and description.




Running the CDD Report

How to select a
report

Selection
Criteria

From the listing in the CDD report tree, you can choose a report by double-
clicking the title of the report. In some cases, you will find variations of the
report listed when the title is expanded. To expand the report, click the plus
(+) sign that appears before the title. The plus (+) sign changes to a minus (-)
sign. Choose the variation desired by double-clicking it. See the example
below.

El 5% BO_FORM_3441 (Position Change Request Form (EDPOSE
- [ ADDITION {Select FY and Reference;)
oo Ia/ CHAMGE_DELETE (Select by FY and Position)

The variations of BD_FORM 3441 are ADDITION and
CHANGE_DELETE. You would choose the variation desired. If, however,
you double-click the title, you would bring up the first listed variation. In this
case, ADDITION would be selected by double-clicking BD_FORM_3441.

After choosing the report, a selection criteria box displays. Here is where you
limit your search for data. The selection criteria box for the above
ADDITION report for BD_FORM_3441 follows:

MPompts x|
Eniter Target Fiscal Yaar
G
Enlet Reference: i[

|.
For this search, only fiscal year 2012 is included. The Reference field is for a

number assigned to the record by the system.

Note: The wildcard symbol (*) in the reference field would include all
reference numbers in the search results.

Continued on next page




Running the CDD Report, continued

Viewing on After completing the selection criteria box, the report data displays on screen.
screen practice  Follow this example:

Step

Action

1

a. Select the CDD report selection from the menu tree by clicking
the plus sign. Click Subsystem Folders by clicking the plus sign.

b. Click Budgeting by clicking the plus sign.

c. Select BD_FORM_400 by double-clicking. Be sure to use the
correct department code.

El EE;] BD_FORM_400 (400 Surmrnary (BDSUMCOM and BODTLY)

------ Ia; default (Prompt for ledger, deparkment, and division)

b NORE

Note: This report does not have variations. When there are
variations and you double click the form name, you will get the
first variation listed.

Complete the selection criteria box.

x|
Enter Dspartment : -
|I Cancel
Erlar Dinsazion - 4|
J.
Enler Ledge : I

! 5

Enter the Taget Fiscal Vear
|HI'IE

Above, all departments and divisions are included with use of the
wildcard symbol. The ledger must be entered. The fiscal year is
2012.

Note: Remember, the ledger must be in capital letters.

Press Enter or click OK.

10




Running the CDD Report, continued

Step Action

4 This is an example of a report produced by double-clicking
BD_FORM_400.

Harris County Training
Fiscal Year 2012

Form 400 - Department Budget Summary
Departwaent: 301 - HARRIS COUNTY CONSTAELEPCT. 1

Divigion: 0000 - NOT APPLICAELE

MISSION STATEMENT:

AUTHORIZED PERSONNEL EY 2009 - 2010 FY 2010.-2011 EY2011.-2012
regular 4 1 1]
TEMPORARY - TESTING-OCTOBER 1,2008 50 102 i}
part time g0 100 o
testing 500 200 1]
DIVISION TOTAL: 234 660 1]
PERFORMANCE STATISTICS FY 2009 . 2010 FY 2010 - 2011 FY 2011 - 2012
Civil Process Received 92200 TEST 210,000 444,000 1]
Foreign Process Recerved 6000 T00D0 o
Warrants executed 333 334 1]
Fees collected by $333,333 $444,494 0
warrants 300 0 0

11




Running the CDD Report continued

Drill within the
report

Resulting
report from
the drill
down

“Drill” is a means of displaying additional reports related to the selected data
in the column. To do this, with your cursor, hover over an entry. When the
cursor changes into an icon of a drill (or magnifying glass), double-click and

the related report displays.

operation

& Insight - Harris County Training - [EN_SUMPMARY_GLEEY] TS|
| ]|
=]
Ledger  HC Fund * Dpt * Harris County Training
Oege. 1% gl Open Encumbrance Summary by OrgKey
ObiCods * Use2 * FY: 2011
Division * Usess * As Of Date 10/6/2010
Org Key Description Encumbrance  Distribuied & Diate of Last
Cade PO/PR MNe Init Daie PED PE Name / PR Description Amouni Pabd Amount Balanee  Ar
looz0101 ADMINISTRATION DIVISION
610100 P30 070 EETIEeRl VERIZON WIRELESS 100 0og 100 G217r2000
610100 FO93093 DTROID L3I0 SUR-TEC INCORPORATED 42,000 00 oog 4300000 027182010
G10100 PO93612 D700 D970 EUSTOM SIGHNALS INC 1,000,000 00 nog 1,000,000:00 021772000
G10100 Pl OF/2A2005  TA1354042 KEY MAPS [HC 1,034,260 70 0od 1,004, 26070 0211772010
610100 Pmm 02172010 742616805 DELL MARKETING LP 2952500 000 992500 01772010
&10100 RIZ¥IE4 DANAQ0ID  T42616305 DELL MARKETING LP aon nog D00 04162000
610100 Ri&9e01 042072000  T42616405 DELL MARKETING LP 000 0.0 000 04202010
610100 RIZ9614 OFCR2007  TAZ616505 DELL MARKETING LP 30400 0og 50400 0709007
&10100 RIZ96EE D4N9R0ID  T42616505 DELL MARKETING LP et 1) g 3300 04152000
610100 RisHE0E CROME00T  T42416305 DELL MARKETING LP e 00 000 O30T
G10100 RI9005% OEMS2007  TARS1EE05 DELL MARKETING LP 400 000 A00 027152007
610100 RIS0062 (RMS2007  TA2616805 DELL MARKETING LP 17000 000 -17000 0871572007
610100 RIF202F DATRQ00E  T42616305 DELL MARKETING LP 1ep g0 oog 16890 04092009
G10100 R1920%6 CaTR2008  TAE16505 DELL MARKETING LP 56,6000 0.00 56,60400 040952009
610100 R192050 05052000 T42614505 DELL MARKETING LP 62375 oog SX3TS 050500
610100 RI72051 OSMS200F  §4144535] CORPORATE COACH U INC 60000 oo 0000 0505009
&10100 RI92054 OSM52000 000312500 MICROSCOFT CORP T2000 000 T000 05050
610100 RI2057 O5052000  T42514805 DELL MARKETING LP 000,00 00 00000 0330
Gl0100 RI92082 DEMEA00F  P43027237 OZARKA HATURAL SPRING WATER 75 oog 2975 DGI1E009 -
&10100 Ri92103 DEMRQ000  P43027237 DOZARKA HATURAL SPRING WATER 2075 oog 2075 067181009
610100 RI22110 OTOT000  P43ITEN OZARKA HATURAL SPRING WATER 1625 000 1623 OTATA0
610100 RISLS OOT009 742616805 DELL MARKETING LP 1,100.00 0.00 110000 07/07/2009
&10100 RIS2124 D2/11/2009  T42616505 DELL MARKETING LP 3515000 oog 3515000 027172009
G10100 RI%2133 CIL2009  T42616505 DELL MARKETING LP 3400 000 Fa00 0341172009
610100 Rig2158 107202009 TA2616505 DELL MARKETING LP Lrc sl (1111} 91375 1IN0
1 2N TE INONCNNG 034400 NEEITE NEDT 7 o T 4 AP =
4 I‘ “] »
Ready [T v Pager 1
GL Ledgers HE Harris County Training
/" Report Duie: 10042010 Open Encumbrance Transactions by Reference (PO #)
PO Reference PR Beferemce  Vendsr Mame
3 P14 RIETa863 EEY MAFS INC
Tape Oug,Kex Ohject . Key MLOb  Description L Kex Drit Post Date
EX 100301 S10Lm A 00N FAE0 AFTH EDITION HARRIS COUNTY ATL ADMIFIFTRATION DIVESICN QRN
EN 100H13 &10100 A 000000 FEO000 SHIPPING AND HANDLING CHARGE ADMINIETRATION DIVESION 2005
EX 1003101 &10L0 AN 000D FHE000 &FTH EDITION HARRIS COUNTY ATL ADMINIFTRATION DIVISICH T
EN 1003001 S10100 AS10000000 OO0 Adjustment ADMINISTRATION DIVESION 01N
EX 1003101 &10100 AN 0000000 F5BO000 Adjustment ADMINISTRATION DIVISICH QLT
EN 100301 1010 AT 00000 B0 4FTH EDITION HARRIS COUNTY ATL ADMINIETRATION DIVESION T
\ EN 1003101 &10100 AN 000000 F5BO000 &TTH EDITION HARRIS COUNTY ATL ADMINIETRATION DIVISICH T

Continued on next page
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Running the CDD Report continued

Drill within the  In addition, there may be an image attached to a report. Hovering over this

report field displays a camera icon. Click the item to see the image.
(continued)
& Insight - Harris Coanty Training - [AP_IN_DEPT_APRV] =10 |
IFle Edt Vew Windm Hep =81
& s8l0o| Fle|r _=if( 2|
| @)l «l W]
Harris County Training 7
Invoices In Department Approval Process
Workflow Activity Dare Range: 12/1172009 through 12/31/2010
Pept: Meat Ivalce ro Tovalce
Code  PEID Vendor Mame Approver Numibser Numbher Amount
31
743616805 DELL MAREETING LP REOLL 311B POFII62 40,00
REOI0 an POS25L3 4000
REOID suga PORIIE2 40.00
VOOO03411 OZARKA NATURAL SPRING WATER REOLO 3114 FOP4437 40.00
Dept. Ref Count:  — 4 Deepi. Bef Total: 160,00
Rpt. Rel Couni: a Bpt.RefTotal: —  je0.mn
=
Ready VR Pagazl

Note: Not all reports will have related reports or images.

When drilling, you may get a message that says the item is archived. In that
case, e-mail the Help Desk at ITCHelpDesk@hctx.net to get help on accessing

the information.

13




Printing CDD Reports

Printing CDD  Follow these procedures for printing CDD reports.

Reports

Step

Action

1

Select and run the CDD report.

2

Click File > Print. Or, click the printer icon =]

& Insight - Harris County Training - [AP_IN_DEPT_APRY] === =10]x|

L i
|
|;l_|_ =l =
. =i
Harris County Training
Invoices In Department Approval Process
Workflow Activity Date Range: 12/1172009 through 12/3172050
i Diee ro Trvalce
r Name over Humber MNumber Amouni
742614505 DELL MARKETINGLP wEo1l 3B POSZIE2 40,00
REOLD 311 FUS25L3 40.00
RECID anp FISIEL 4000
VODOO3411 GZARIA HATURAL SPRING WATER HEOLD 314 POS443T 40,00
Dept.RelfCount: 3 Dept.RefTotal: — 1000
Fpt. Ref Count: 4 Rpt.RefTotal: ~— jgnin
-
Print the actre docunent [ oW Pmel

The Print dialog box for your default department network printer
displays. Set the printing range and number of copies.

Click OK.

2ix
~ Prinler |
Name:  [\\hcpsd\ITC Trainng HAl HP LY 8150 =] Prmm|
Statuz:  Ewor; 8 documenits wading
:& HP Laseslet 8150 Senes PCL

1310 Prairie 12th Floos
Comment: HP L) 2150 (P 10.8.54.201) ™ Prirt ta file

~ Piint 1ange - Copies -
= A MNusbar ol copies |1 3:

™ Pages  from |1 (18

€ Selechpe mﬂﬂ:ﬂlli] I~ Cotete |
_ tep | K ok | Conce |

Your output goes to the specified printer.

14




Exporting CDD Reports to Excel

Introduction

Before you start this export process, run the report on screen in IFAS to be sure
that you have selected the desired data.

Exporting Follow this procedure to export a CDD report to Excel.

to .txt file

Action

Click the Running Man Ii on the toolbar.

2 | The Open and Run dialog box opens.

3 | Choose a report by highlighting it. Click the down arrow of the To Screen
button. Choose File in the drop-down box.

x

Open: I Reports

2

-] BID - Budget Item Detail
£ Export to Excel

5 59 5D 0

By None

BD_401_ORG_DEPT [Form 407 Pre GL By Orgkey and Dept)

BD_401_ORG_DM [Farm 401 Pre GL By Orgkew and Divizian) [
BD_FORM_323 [Revenue Eztimate Form [BDREW])

BD_FORM_3447 [Position Change Request Form [BOPOSE])

BD_FORM_400 [400 Summary [BDSUMCOM and BDOTL])

E/ Prampt for ledger, department, and divizion

Running Man and then highlighting the report.

[
. [BO_FORM_a00 Tos v
Dezcriphion: |4EIEI Summary [BDSUMCOM and BDOTL) L o Sooen
Printer
Note: This option is only available for selection after pressing the fuhive

Continued
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Exporting CDD Reports to Excel, Continued

Exporting to

Ixtfile 4 | Double-click the report you want to run. The selection criteria dialog
(continued) box for the search appears. Complete the fields as needed. Click
OK. The report will be converted to a text file for transfer to Excel.

5 | The Export to File dialog box appears.

=
\: Expart Tupe ok, |
{+ Tah [Excel]
Cancel |

" Comma |Lotus]
" Html

— Expart File Mame

C:hDocumentz and SettingzshwhipkerhDeskiop Browsze. .

Begions to be E xported

Page Header

[w|Group Header [(EDDTL.FY]
[w|Group Header [EDDTL.LTWALLE]
[w|Group Header [(BDDTL.LZVALUE]
[w]EBegin Sub Repart bd_sumconm_sr - [Group Header Level: BDDTL.L
[w|Group Header [(EDDTL.TYPE] Performance Statistics

[l GrmnmHazdar RONTE TPE . AdHarizad Parcossal LI

J 0

6 | Accept the default Export Type as Tab.

Continued on next page
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Exporting CDD Reports to Excel, Continued

Exporting to
Axt file
(continued)

Step

Action

Click the Browse button to specify the location and create a

file name.

Export to File

— Export Tupe
% Tab [Excell

Cancel
£ Comma [Lotus]

£ Hial

— Ex=part File Mame

C:hADocuments and SettingshwhipkeyhDesktop Browsze...

A

Feqions to be Exported

FPage Header
[w]Group Header [EDDTL.FY]

[w]Group Header [BDDTL.LTWALLE]

[w]Group Header [BDDTL.LAALUE]

[w|Begin Sub Repaort bd_sumcaom_sr - [Group Header Level: BDDTL.L
[w]Group Header [EDDTL. TYPE] Performance Statistic:

Ll GranmHazsdar RONOTE TSPE . Aotharizad Parcameal ;I

Click Save. This file will be in the .txt format.

21
Save it I@ Deskbop 3 j @ -4 Ky Ed-
Marme = | Size: | Type | Date Modified
,JI IL)My Documents System Folder
Trusted 4 My Computer System Folder
Templates Wy Metwork Places System Folder
X [C)5harePaint File Folder 1j29/2010 10:4
/JI I3 Unused Desktap Sharteuts Fils Foldsr 2i3/2010 10:57
Recent 2] linda.txt 3KE Text Document S{26/2010 12:0
2] testz kxt O0KE Text Document 10/7(z010 7:32
@ 2] testa.bxt OKE Text Document 10/6{2010 1:10
Deskkop

My Documents

ol

My Computer
i a I W
. Flepame: — frectatxt =l i
ks Sawe a8 typel Iphm Text (*.bxk) j
7

17




Exporting CDD Reports to Excel, Continued

Exporting to
Axt file
(continued)

Step Action
9 | All Regions to be Exported are included as a default.
Choose the region that you want to exclude from the report
on the Export to File dialog box. Clicking on the
checkbox will uncheck the item and exclude it from the
export. Uncheck Page Header and Page Footer.
x
— Ewxpart Type ok /l
¥ Tah [Excel]
Canzel |
™ Comma [Latusz]
= Himl
— Export File Hame
C:ADocuments and SettingswhiplkeyiDeskiop Browse, . |
Reqgiohz to be Exported
[w|Group Header (BDDTL.FY] | |
[w|Group Header [BDDTLLIWALUIE]
[w|Group Header [BDDTLLAALUIE]
[w|Begin Sub Repart bd_sumcon_sr - [Group Header Level: BODDTL.L
[w|Group Header (BDDTL.TYPE) Perfformance Statistics
mnrﬁl |nl-||:|:|r||:|r nnnTI TVDE - l'"ll I"L‘iﬁri'.‘ﬂi" Dnrc\-nnnn| d
10 | Click OK to save as a .txt file.

You will now use the standard steps for importing
documents into Excel.

18




Exporting CDD Reports to Excel, Continued

Excel The following are general procedures used for importing a text file
procedures: into Excel.

importing .txt

files Step Action

1 Open Excel. Click Open in the Office Button. Change the
Files of Type to Text Files. Use the Look in field to find

the location where you saved the CDD text document.

Look jn: [ Desitop =] @- 34 X3~
. 'F xS [ Seeltyee | Bote Modfied
L_J My Docusarts. 5 yretteen Fodder
Recert 3 My Comguter Systeen Fakder
| Ay nmtcen praces Systee Foider
[ =) Fi Folder 1fZ9]2010 11:4
@ i Unused Shortouts Fie Foldar 2j3010 11:57
[E] ks 1t 3K Tesk Dosument SJ28/2010 103
| =T OKB  Text Document 10/7[2010 832
__J (] testa b OKE Tesk Document 162010 2:10
iy Documents
My Computer
My Hetwork,
Faces 4 | |
Fiepane: | x|
Files of fype: [Test Fies (= pam; =t = o) =]
__m |+ ]| Ceman |}

2 Select the name of the file created from the CDD report.
3 Click Open.

4 | The Text Import Wizard opens. Be sure that Delimited is
selected. Click Next for step 2 of 3.

Continued on next page
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Exporting CDD Reports to Excel, continued

Excel
procedures: 5 Select the desired delimiter and click Next for step 3 of 3.
importing .txt
files

6 Select the Column data format for each column. Then,
click Finish.

Text Import Wizard - Step 3 of 3

Continued on next page
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Exporting CDD Reports to Excel, Continued

Formatting the  With the CDD report in Excel, you can resize any column or cell to
Excel report accommodate data.

Note: Excel will default to the portrait orientation. Switch to landscape
for easier reading.

To get the best hard copy of your report, follow these steps.
Step Action

1 | Click the Print Preview on the Office button under Print. This
gives a view of what the document will look like after printing.
2 | Click the Page Setup icon. Change the orientation from
Portrait by choosing Landscape.

Fage |Margins | Header/Fooker I Sheet |

Orienkakion
™ Portrait ¥ Landscape
Scaling

& adiustko: 100 =2 %% normal size

£ Fit bo: |1 5‘ pagels] wide by |1 5‘ Eall

Paper size: ILetter j

Print quality: |3|:|n dpi -]

First page number: I.ﬁ.utn

Cpkions. ..

kK I Cancel |

Under the Page tab, Scaling allows you to format the columns.
4 | You may also make margins as desired by clicking the Margins
tab.

w
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JustIFAS and CDD Reports

Introduction This is information related to the website dedicated to IFAS.

JustIFAS www.justifas.net is a web site dedicated to IFAS assistance. On the right of
the screen, you will find help on topics related to CDD reports. CDD4U lists
and describes selected CDD reports and outlines how to run these reports. In
addition, it provides instruction on how to e-mail them to co-workers. CDD
Reports links to a listing of all reports and provides additional information.
On the left of the screen, CDD reports are filtered by module.

Harris County .
w IFAS Community
Home = Welcome to Harris County IFAS Community Website!
e [ R oo
Sommipmmes 257 ot Tk e 000
Topics leading e
to CDD NIt .
< T, Link i
reports for the E\dnoTrE:‘ne[(eoj ;COTSQ"SOOH . I d_ t D
modu|es F;n raﬂ.:EE in?Fq:‘:“EH (cM) orr'nng ‘unn el? C;r[])gDO ‘1‘
. g Project/Job Tracking System (PJ) - Coming Soon FAQ's
specified P 555 a A
R/ Payroligy reports EAS Training
Applicant Online (AO) - Future ITC Help Desk 713-755-6624
k Apﬁ]\t_:r: Tr::kung {YAT) - Coming Soon 7i Deployment By Module

22




Standard Reports

Introduction Standard reports are found within each module; they are non-CDD reports.
Navigate to these Standard reports by choosing the desired module in the
Menu tree. The reports are listed within the module and some reports have
more than one version, with different information, prompts and selection
criteria.

Note: Harris County generally uses CDD reports rather than the Standard
reports covered here.

23




Standard Reports continued

Initial setup These procedures are for confirming that your computer will print to the IFAS
rinter in your area. Standard reports use only the IFAS printer.
Step Action
1 Click Edit>Options on the menu bar. The Options dialog box
displays.
X
T erminal I Connect | Report I IFAS i
General I Ledger Host Printers | Font I Calor
[} Repart (LP]
Copiez  Mame Pricirity
[1 = [232TRNTC xlfs =

—Special Farms [FP]

Copies  Mame Fricrity
= AT =l s =

v Save Last Used Printers?

ak. Cancel |

2 Under the Host Printers tab, select the name of the printer that is
designated as the IFAS printer. The default printer name should
always end with C. This will allow the report to print according
to how it was written; ie., landscape or portrait. Keep the priority
setting of 8.

3 Click OK.

Note: You will do this only once, unless you want to change the
printer you are going to use.

Continued on next page
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Running the Standard Report

How toselecta  There are numerous standard reports from which to choose. In some

report cases, you will find variations of the report listed when the title is
expanded. To expand a report, click the plus (+) sign that appears before
the title. The plus (+) sign changes to a minus (-) sign. Choose the
variation desired by double-clicking it.

Note: You may not have access to all reports depending on your security.

As an example, observe CSDRDC: DTE Doctor’s Certificate Rpt. The
Menu tree below shows an expanded DR:Department Reports. We highlight
the DTE Doctor’s Certificate Report.

= IFas

-- (gl AP Accounts Payable

b ?ﬂ & Account Code Conversion Tables
-- &F: AP Feeder Systems

E| DR.: Department Reports

----- ?ﬂ &5 annual DTE Hours Summary Rpk
----- .?': Al Absent Hours Used Repork

----- .?': DC: DTE Dockor's Certificate Rpt

----- .?': FH: Fiscal Hours for PAR.T/TEMP

----- .?': HF: DTE Hours Posted Repork

----- .?': HS: DTE Haours Surmary Repork

----- F& JE: LKey Usage By Employes

----- F& U JLKey Usage Report

----- .?': P& Part Time PCM Annual Hours

----- @ RE: Rioad Usage By Emploves

----- ?ﬂ R Road Usage Report:

----- g WE: DTE Worker's Comp/FMLA Report
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Running the Standard Report continued

Selection
Criteria

After double-clicking DC: DTE Doctor’s Certificate Rpt, the following
selection criteria box displays. Completing this selection criteria box yields

the report.

X

llil ¥ Fun in Background Spt:[:ialvl

Enter the Penod az ¥eolll [v'=Y'ear, co=Pay Cucle, |||=Num|:uer]L}s

Enter the Department Murnber |

Enter the Divizion Murmber [Optional] |

Current Line Printer Settings. Copies: 1, Device: 232TRMNYC, Priarity: &

Edit
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Running the Standard Report, Continued

Standard On the toolbar of the selection criteria prompt box, find these buttons:
Report Buttons

e Checkmark - This starts the record search.

e Thered X X - This closes the dialog box for the selection criteria.

e The checkbox for running in the background ¥ RuninBackgiound _ g
should always be checked.

The Special Button SP“i'I'l lists defaults and usually should not be
changed. You should check with your supervisor to determine if you are
going to print special forms and which printer you should use.

How to run a This section gives you basic information for running Standard reports.
Standard From the listing of reports, choose the desired report by double-clicking on its
report title.
Note: In some cases, you will find variations of the report listed when the
title is expanded. To expand the report, click the plus (+) sign that appears
before the title. The Plus (+) sign changes to a minus (-) sign. Choose the
variation by double-clicking it.

Continued on next page
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Running the Standard Report, Continued

How to run a
Standard
report
(continued)

Step Action

1 Select CS:Client Specific by clicking the plus(+) sign.

2 Click DR:Department Reports by clicking the plus (+) sign.

& Insight - Harris County Training - [Explorer]
i File Edit Wew Harsha Window Help

& [acl=] ®( 8 o =] |
2|

AP: Accounts Pavable
AR Accounts Receivable

b ?ﬂ AC Account Code Conversion Tables
-- AP AP Feeder Svstems
l_f_l R Deparkrent Reporks
-5 &5 Annual DTE Hours Summary Rpk
----- ﬁ Al Absent Hours Used Report %
----- ﬁ DCs DTE Dockor's Certificate Rpk
----- 'f'_.ﬁ FH: Fiscal Hours For PART/TEMP
----- ﬁ HP: DTE Hours Posked Report
----- ﬁ H3: DTE Hours Summary Report
----- F&| JE: LLKey Usage By Employee
----- 'f'_.ﬁ U JLkey Usage Report
----- ﬁ P& Part Time PCH Annual Hours
----- @ RE: Road Usage By Employves
----- ?ﬂ Rl Road Usage Report
----- Fal WE: DTE Waorker's Comp/FMLA Report

Note: You may use @ as a wildcard to specify all of the records in a
field.
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Running the Standard Report, Continued

Howtoruna Step Action
Standard 3 | Double-click DC:DTE Doctor’s Certificate Rpt. The following
report :
: rompt box displays.
(continued) prom oy =]
ll EI ¥ Fun in Backaround Specialvl
Enter the Period as vveclll [vr'=vear, coc=Pay Cycle, [lI=Mumber) |
You may use { Enter the Department Mumber |
a wildcard in | Enter the Division Mumber [Optional] |
a field Current Line Printer Settings, Copies: 1, Device: 292TRMTC, Priarity: 8 Edi |
4

Complete the selection criteria and check that the printer is the
IFAS printer in your area.

Note: You need to see all criteria. Do this by right clicking in
the gray area. This will allow you to see if there are more options
available; choose ‘Show All.” This is something done in addition

to using the scroll bar to find fields that aren’t visible on the
initial view.
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Running a Standard Report, Continued

Selection
Criteria
Examples

The figure below shows an example of criteria that you can choose for
a selected standard report. Note that you have radio buttons as well as
checkboxes. You can choose only one radio button. You may choose
several checkboxes that pertain to your search. Be sure to use the
scroll bar to find and complete fields that may not be visible on the
initial view. The more criteria, the more exact and concise the
resulting report will be. This should make the print job run faster.
When you complete selection criteria, right click in the gray area.

This will allow them to see if there a more options. Choose “Show
All”

See the screen shot below for examples of selection criteria. Make
appropriate selections for your criteria.

€ Insight x|

llgl ¥ Fun in Background Special"l

— Enter the Ledger Side

' GL Side - Harmis County ™ JL Side - JOB LEDGER
—Enter the TYPE af Selection Criteria separated by commaz

[ HC - Organization Key [~ HC - Object Cods

[~ HC - Fully Qualified &ccti [~ Budget Infarmation

Flease enter the Report Date [11/30/2010

Enter the Feport Definition Fils |

—"would you like to create a DIF file from this report?

= Yes & Mo

— Enter the Budget Yerzion to be used

¢ Budget Dffice " DEPART REQUEST

 LEG&LLY ADOFTED " ADJUSTED BUDGET

" MODELING PRJICTMS " EMCUMERAMCES

© USER PROJECTIONS " USER ADJUSTMEMTS

 YTD ACTUALS " PRIOR ¥R ACTUALS

Current Line Printer Settings, Copies: 1, Device: 292TRNTC, Priority: 8 E dit I
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Printing Standard Reports

Printing To print a Standard report, follow these steps.
Standard Step Action
reports 1 | Double-click the report from the Insight Explorer view.
2 An Insight dialog box displays. Complete the selection criteria.
X
Green /" . X|E| Iv Run it Background Spccial'l
CheCkmark ™ | Enter the Ledger.Side .
¢ GL Side - Harriz County {~ JL Side - JOB LEDGER

Selection
Criteria

[~ HC - Organization K.ey [~ HC - Object Code

Enter the TYFE of Selection Criteria separated by commas
’;_ HC - Fully Qualified Acct [ Budaget [nfarmation

Please enter the Report Date [11/30/2010

Eriter the: Freport Definition File [GLE13DEF

Enter the Compare Budget vear |2D11

— Enter period to be reported

(Don’t change.)

&« Monthly " Quarterly
Do you want all the detail to print?
% Yes " Mo
Printer Settmgs Current Line Printer Settings, Copies: 1, Device: 292TRMNTC, Priority: 8 Edit

3

Click the green checkmark to begin printing.
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Printing Standard Reports, Continued

Standard
Report
Example

This is an example of a standard report.

Harris County Training GENERAL

LEDGER
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Printing Standard Reports, Continued

Output View
Step Action
1 Check the Output view E icon in the toolbar for information
Output
View

This screen documents if there were errors for the print job or if
the job was successful.
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Review

True or False

1. To change the way the name of a CDD report is displayed, left click the white area anywhere
on the screen.

2. You may have to scroll down to see all fields for a Standard report dialog box.

3. To find the IFAS printer that print jobs for Standard reports, go to Edit>Options> Host
Printers.

4. When exporting a CDD report to Excel, Delimited is the file type selected to describe your
data.

Short Answer

1. Explain why it is important to check checkboxes and fill in fields when preparing a report.

2. What are the steps for printing a CDD report?

3. You may not have access to all reports. Why?
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Review Answers

True and False

1. False —right click the white area in the dialog box.
2. True

3. True

4. True

Short answer
1. Check checkboxes and fill in fields so that the report meets your needs and is as concise as
possible and it may run faster.
2. To printa CDD report:
e Display the report on screen.
o Click File > Print or click the printer icon in the toolbar.

e Set the printing range and number of copies.
e Click OK.

3. You may not have access to all reports because you lack the proper security.

35




