How to View Cost Assessments by Cost Center
Actual Plan Variance Instructions
Background:  
Cost assessment cycles are completed to move indirect costs to the functional areas for that specific program.  Generally spending originally occurs in the AP00AGDISTRIB000 functional area.  Once charges are fully expended they must be moved to the functional areas in which funding was appropriated.
Purpose:  
This document outlines how to view cost assessment cycles within the cost management module.
Roles: 
Cost Management Reporter
Process:
1. Go to:  Cost Management > Cost Management Reports > Cost Management > Cost Management > Cost by Cost Centers – Actual/Plan/Variance
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2. The screen has two sections; the Selection Values is prepopulated which you can change to represent the proper Fiscal Year and periods you are researching.  The second section is the Selection groups; you will enter either the Cost Center Group (if one exists) or complete the “Or value” field specifying the cost center(s).  Once fields have been updated; click Execute.  
[image: ]
3. When report loads, double click on an amount to obtain more detail.
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4. The below screen will pop-up.  Select the Cost Centers:  Actual Line Items by double clicking or highlighting the choice and then clicking the green check mark at the bottom.
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5. The report will load as below. 
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6. To alter the view, select MORE and select CHANGE LAYOUT. 
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7. Another pop up will provide a list of various layouts already saved.  It is recommended to select the layout titled SAP.  Then hit the green check.
[image: ]
When the report populates, it provides you the many entries related to the commitment item you highlighted above. If you scroll down the Document column (highlighted in blue below), you can see if there is more than one document number. If you only selected 1 period of time, you may only have 1 document number.  If you selected a range, you will see all documents that were processed during that time period for that commitment item.  
[image: ]
8. Select a document number and double click, it will provide you more information about that cycle.  When the line turns orange, that is when you double click.
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The report screen will change to below.
· You can see the under Document the cycle name and beginning cycle date.
· Under text will show the BOC (commitment item) and description that was used in the cycle.
· To the right is the user Name that ran the cycle, not input it.  Generally this will be one of the APHIS Functional Administrators as they are the only ones with the role to run cycles for APHIS.
[image: ]
[bookmark: _GoBack]This report offers you the ability to see the cycles that have ran or reversed successfully for the specific Cost Center.  Remember this report only shows you one side of the entry (credit or debit). The total represents the total amount of adjustments, not the total that is currently in the general ledger.
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