Line Items – Actual Costs/Revenues Report

Background
At times there is a need to view expenses posted against a specific work breakdown structure (WBS).  This document provides information on the Line Items-Actual Cost/Revenues ECC report that can be used in reconciling sales orders.
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Cost Management Evaluation and Reporting
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Processes
1. Running the report
a. File path:  Cost Management > Cost Management Reports > Project Systems > Line Items – Actual Costs/Revenues 

[image: ]

b. Before the report opens you will receive the following box.  The Database prof. used is 000000000001 (eleven zeroes & a one). Click on the green check mark.
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Note:  You can use the dropdown or just type in the information.

c. You will complete the following elements   
i. WBS Element, type in the WBS you want to query.
ii. Posting Date, enter the starting date and the ending date that you want to pull the expenses for.
iii. Layout, click on the dropdown button that show when you click in the layout field  [image: ] the box will be on the right side of the field.

 [image: ]


d. When the pop-up list shows, scroll up/down until you locate the layout named /1_USDA_RRB2, RRB GL’s from set RIA_CEL.ALL. Click the green check.
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e. Click Execute button 

[image: ]

The report will display, this layout only provides the expenses that are billable.  
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2. Filtering by Budget Period (BP)
a. There are already filter parameters set in this layout to allow use to filter out the bills, accruals, and for only the cost elements that get billed. 
b. You can adjust the existing filters or just add to them.
c. The example below show the process to filter by budget period (BP).
i. Highlighting the column to be filtered, click on the title (i.e., BP)
ii. Click on the Set Filter button.

[image: ]

d. The following  screen will pop-up.  In this example, we only want expenses for BP 13XX. Click on the arrow for the Budget Period to list the options.

[image: ]

e. When this screen opens, click on the BP you do not want, then click on the delete icon.  This may need to be completed if there is more than one BP to remove.

[image: ]

f. When the screen contains only the information you want to filter by; click the green check with the the clock behind it. 
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g. You will be taken back to the main filter screen, click the green check at the bottom to continue.

[image: ]

h. The report now only shows the expenses posted to the queried WBS that are use budget period 13XX.
i. If you decide you want to query for expenses for a longer time period, or a different WBS, simply hit the Back button.
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j. You will be asked if you want to exit, click Yes.
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You will be taken back to the beginning of the process.

[image: ]

3. Filtering by Posting Date - we will be building on the filtering for BP 13XX completed in step 2 above.
a. Change the posting dates to:  4/1/2014 to 7/31/2014 (above screen)
b. Highlight the the primary filter, in this example we will use Posting Date.
c. Click Set Filter. 
 
[image: ]





You will see that Posting Date is now part of the filter criteria.
d. Click on the arrow to the right of Budget Period, limit to 13XX (same process as in 2 above).
e. Enter the Posting Date range
f. Click green check mark
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g. The report will contain expenses posted to the WBS and BP 13XX from April 1st though July 5th.   
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4. Filtering by Document Type.  We will be looking for the overhead document (CT). Begin this search from where you left off in 3 above.
a. Highlight the Doc Type field.
b. Click on Set Filter
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c. Click on the arrow for the Document Type.
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d. Enter the document type to filter (CT = overhead)
e. Click green check w/clock behind
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Note: Your filter screen will not show the CT until after the filter has taken place (see 5 below).

f. Click green check mark
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g. You will only have the CT documents for BP 13XX, between 4/1/2014-7/5/2014.
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5. Removing Filters - at any time, you can remove a particular filter.
a. Highlight the column related to the filter to be removed, Example:  Doc Type
b. Click on Set Filter
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c. Clear the CT from the Document type field
d. Click on the green check mark
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e. The report will go back to the previous view.
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6. Exporting ECC reports – this process works for most ECC reports.
a. Prepare the screen with the data you want creating filters as needed.
b. Click: Menu
List
   Export
       Spreadsheet
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c. Click green check mark
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d. When the window opens, click on Save. You will get the next message that wants you to confirmYou can select a File Name or use the same one over, you can change the name through the “Save As” process.   Type in the name you want to give your report with .xls after it, then click on save.

[image: ]		[image: ]

e. This message will pop up proior to Excel opening – Click Yes

[image: ]

f. Excel - 

[image: ]

g. The file type shows as a “Single File Web Page (*.mht,*.mhtml).  You will want to do a “Save As” to change the format to Excel. 

[bookmark: _GoBack][image: ]
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