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The purpose of the Transaction Inquiry Dashboard is to provide transactional data and replace SCAJ/PCAJ. It
is designed for use by Finance Personnel.

The SUNY Chronological Accounting Journal (SCAJ) and Pending Chronological Accounting Journal (PCAJ) allows users to
qguery by various attributes: account, document number, revenue fund, sub object range, and date range
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Transaction Inquiry>Transactions replaces SCAJ and Transaction Inquiry>Pending Transactions replaces PCAJ

Query SCAJ/PCA) Transaction Inquiry>Transactions
Transaction Inquiry>Pending Transactions
Account number, document Yes Yes
number, revenue fund, sub
object range, date range, etc.
Export to Excel, PDF NA Yes

Historical data

Lapsed and current FY

2008-09 through present

Personalized custom designed | NA Include/Exclude columns

output . o
Personal Display Defaults (Customization)

Ability to query other data NA Allows those who have access to Analysis (B

sources not available in the

standard query

analytical tool) to add columns and different
attributes to the query, etc.

Sub account

1 sub account at a time

All (or 1) sub accounts at once

Revenue

By Fund, Account, or Revenue Class
(which requires a fund)

Allows for a Revenue Class only inquiry
By fund name or Revenue Fund Code

By account

Expenditure Fund

Query by Cost Center

By fund name or SUNY fund number or Cost Center

Sub Objects

Can use sub object ranges

Sub Object Groupings (PSR, TS, OTPS, Supplies, etc)
or ranges

Vendor Name NA Vendor Name

Transaction Description NA Transaction Description

Check Number NA Check Number

Requisition Number NA Requisition Number

Reporting Levels NA Reporting Levels

SFS Document Number NA SFS Document Number (Coming Soon)

More Enhancements to Come




To Access Transaction Inquiry
Sign in to Bl-Finance:

www.suny.edu/analytics

Click on: Dashboards>Financials>Transaction Inquiry
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http://www.suny.edu/analytics

Click on the Tab or Link to dashboard page you would like to use.

Transaction Inquiry

Introducti . Transactions Tra'lsadinns\{ REVE'IJEHFLIIdS\{ Disbursements
—

[=] Transaction Inquiry Dashboard

Transaction Inguiry Dashboard Page
Click on a tab above to select a dashboard page

Transactions (aka SCAJ) — Thiggage wil allow the user to view Transactions by Trans
it i mber, Check Mumber, SFS Document Murmber, Transacti
Reporting Lewvels.

Pending Transactions (aka PCAJ) — This page will allow the user to view Pending Tra
Type, Sub Fund Group, Pending Revenue Class, Pending Fund Code, Subobject Range, |

Revenue All Funds — This page will allow the user to view all Revenue. Selections are ¢

Disbursements — This page wil allow the user to view Disbursernents information. Sele

Defaults are set to account “000000” so the query doesn’t run when it is first opened. Otherwise the query will attempt
to return all records in the database which would exceed Bl limits.

Be sure to delete or change the default account “000000” and make additional selections as necessary. This will return a
subset of records from the database.

Selections are organized in columns:

Campus/Account/Dates Document Transaction specific Expenditure Revenue Reporting
Numbers fields Coding Coding Levels
SUNY ) zuzwe— Business Intelligence Al &2 D o
Transaction Inquiry -
Introduction | Payrol Search | Open PO's | Actual { Pending A | Revenue AllFunds | D ions {{ Pending i =EQ@
(I Selections
Document Number Transaction Category Sub Fund Group Revenue Sub Fund Reporting Level 1
begins with ~Select vae— ¥l [~Select Vake— |l Select Vae— [=] . e = e =
t # (999999-99) Procurement lumber Charge Type Expenditure Fund Code Revenue Fund Code  Reporting Level 2
begins with 000000 begins with ~Select Vabie— [l |-Select Valve—_|=] Select Vabie—__l=l —Select Va = [-s alve. 5]
Requisition Number Transaction Code Subobject Range Revenue Class Reporting Level 3
begins with ~Select Valie— =l begins with —Select Valie— =l Between —Select Vabe— =l _-Select Valbve—- k=l -Select Valve— ) Se alse. =
Fiscal Year PO Line Number Vendor Name Major Object Reporting Level 4
L5-16 = —select Vabe- =] contains any -Select Vabe—  [w| | -Select Valve =] Select Vaive- (=]
Month Check Number Transaction Desc Detailed Object Reporting Level 5
—Select Valve- ) begins with -~Select Valve— =l contains any ~Select Valve— =] Select Valse k=] Select Valve 57]
Transaction Date SFS Document Number Batch Number
Between By B s sve- x| ~Select Valse-- =l Apply || Resetv
=] Transactigy -
@ no Results
The specified criteria didn't result in any d This is often caused by applying fiters and/or selections that are too restrictive or that contain incorrect values. Please check your Analysis Fitters and try again. The fiters currently being applied are shown
below.
Account begins with 000000
and Fiscal Year is equal to 15-16
Analyze -Refresh

v
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Input or select appropriate selection criteria based on the query you want to do. Click “Apply” button once all selection
criteria is input.

ampus

System Admin %!

Document Number ransaction Category Sub Fund Group Revenue Sub Fund Reporting Level 1

begins with —Sefect Value— r  Expenditure =l —Select Value— x| —Select Value— =l —Select Value— L=l

Acct # (999999-99) Procurement Number Expenditure Fund Code Revenue Fund Code Reporting Level 2
begins with 900837 begins with —-Select Value— —Select Vake— =l —Select Valie— = | -sele =]
Requisition Number Transaction Code Subobject Range Reporting Level 3
begins with —Sefect Vale— x| begins with —5& L] Between alue—- Lw| - —Sefect Vaiue— L=l L] Select Value: [E4]
iscal Year PO Line Number Vendor Name Major Object

1515 =/ contains any —Select Vabe—- =l

Check Number Transaction Desc
,,,,, e x| begins with e Vale— =l contains any —Select Vale— =l Select Valie— =] =]
Transaction Date SFS Document Number Batch Number
Between EEB @9 —Select Valse—- =l —Select Valve— -

Results will display (default display is set up for expenditure reporting, display can be modified to show revenue data,
how to do this is explained later in this document):

Campus |Trar15action Date |Transactior| Code |Tran5action Desc Docurment Mumber |Vendaor Account | Subobject |Transaction Amount
Grand Total 106,525.05
System Admin Total 106,525.05
System Admin | 12/30/2015 3191 JV#87-0October '15 telephone charges E197206 NO VENDOR. 900837-99 | 5402 13.95
12{29/2015 3893 PAYROLL PR19 2656088 NO VENDOR. 900837-99 | 1500 4,194.98

25656088 MO VENDOR 900837-99 | 1908 21.98

3894 PAYROLL PR13 3450070 MO VENDOR 900837-99 | 0600 2,545.78

12/23/2015 3044 MATIOMAL GRIDHJPSTATE LITILITY 003274 MNATIOMAL GRID-UPSTATE UTILITY |900837-50 |5551 23.15

The first 25 lines will display, to see additional lines click the blue arrows at the bottom of the display.

Also, the filters used will be listed at the bottom

T i  Rows 1-25

AcopefTt Degins with 900837
scal Year is equal to 15-16
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Helpful hints:

Choose a “transaction category (ies)” with each query.
a. Allocation
b. Expenditures
¢. Encumbrance
d. Disbursement
e. Revenue By Account
f. Revenue By Fund
For inquiries for revenue transactions, there are two options:
a. Revenue — by Account: IFR funds where revenue is recorded by accounts (e.g., General IFR, SUTRA)
b. Revenue — by Fund: All funds but excludes the account number
Selection fields are case sensitive.
Account Number, Fiscal Year and Campus fields are “linked” selections, once you input into one of these fields the
other fields will filter for the applicable attributes that relate to the original field input.
a. For example, when there is no account indicated all fiscal years are available to select, but when you add
an account that is only related to FY 13-14, only that FY is available to select.

Campus

-

Acct # (999999-99)

Campus
begins with = -
Cost Center Acct # (999999-99)
1 begingp '.-'\'ith D963D2 L
Fiscal Year Cost Center
-
0s-09 )
0010 Fiscal Year
hd -
10-11 |= —
1112 e e
12-13 . =
1314 ta
14-15 Search...
. Between E&}
R Qn:rrh-




5. When trying to query all lines of a document, remove limiting selection criteria like account or campus so you can

view both sides of the transaction.
6. Time Period
a. When selection criteria “Fiscal Year” is chosen for
i. Allocation, Expenditure, Encumbrance or Disbursement the dashboard will display transactions for
the entire period of the appropriation.
1. For one year appropriations it would be July 1 through the following September 30
2. For re-appropriations, it would be for the period the appropriation was valid.
ii. Revenue By Fund or Revenue By Account it will provide the revenue for the 12 month period (July
to June).
b. Use selection criteria “Transaction Date” to get documents for a specific time period range.
c. Use the Month Selection to get a specific month
i. Note there are month options for lapsed periods. Use these for lapsing data.

Month
-
Warch N
April
May 12
June
July Lapzed|
Aug Lapsed -
Sept Lapse: v
4 il 3
earch...

7. Usercan:
a. Forthose users trained in Analysis, click Analyze to access Analysis and edit the dashboard

Click Refresh to rerun the dashboard
Click Print to print the displayed data
Click Export to export displayed data to excel/adobe, etc.

Q 0 T ¢

Account begins with 900837
and Fiscal Year is equal to 15-16
and Charge Agency MName is equal to System Admin

and Transaction Category is equal to Allocation, Expenditure, Encumbrance
E fnalyze -Refresh -Print -Export )

8. To Select “all” items in a selection, leave the field blank. For example if you want it to report every month in the
15-16 fiscal year, leave the month field blank (i.e., “--Select Value—*)

Fiscal Year
15-16 -

Month



9. Column data defaults to a basic column format that works best for Allocation, Expenditure, Encumbrance, and
Disbursement Data.

|Can1pus

|Transaction Date |Transaction Code |Transaction Desc

|Docurnent Number |'\|'endor

|Accour1t |5ubobject |Transactior1 Amount

10. The user can include columns or exclude columns as they want.

a. Toinclude a column:
Right mouse button click on a column heading

Click on “include column”

Click on the column you wish to include

The column will be added to the right of the column where you clicked

begins with —Feiect Vaile-—-

PO Line Number

—Sefert Vale— -

Check Number

begins with
5F5 Document Number

E&) —=EieCl Valle—- -

-

[4

e
< Campus

Sort Column

Keep Only
Remave
Show Subtotal

Show Row level Grand Total
Show Column level Grand Total

Indude column
Hide Colurnn

Move Column

>

*
*

|Tr.—-mq.—-|rﬁnn Mate | Transartinn Cade |T

begins with —Se/ect Vale-—
Cost Center
Expenditure Fund Code
Account Desc
Fiscal Year
Batch Mumber
Procurement Number
Check Date
Chedk Number
Requisition Number
PQ Line Mumber

SFS Document Number

Docun

0SC Object
Sub Fund Group e
Transaction Category E
Charge Type @
Major Object RASE
Detailed Object |2656!
Revenue Sub Fund 26561
Revenue Fund Code 84501
Revenue Class 26561
26561
AYROLL PR19 84601
6003

T T

b. To exclude a column
Right mouse button click on the column heading

Click on Exclude Column

= s Sort Column b ﬂw
Keep Only ¥
) Remove b

Show Subtotal ¥ [P403250

Show Row level Grand Total ¥ pa0sae?

P403410

molevel Grand Total  » m

{ P403505

¥ P403626

Hide Calumn P403651

Mawe Column ¥ P403652

P403705

| | pana7RA
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11) Customization: The user can customize the dashboard and save the changes they made to be used next time.
In the top right corner of BI, there are three lines, click on them and the following drop down box appears.
Choose the appropriate “Customization” selection you want.

=
&, Print -
— Export to Excel sH
Eﬁ Refresh
Create Bookmark Link

Create P Link

Apply Saved Customization
Save Current Customization... \’

ar My Customizatio

h

12) Sort Columns: put cursor over column header, click on arrow to sort. You can also sort by moving the column to

the left or right.
13) Move Columns: click column header, hold and drag.

Default display

Campus |Transacﬁnr1 Date |Transacﬁon Code |Transacﬁor1 Desc |Domment Number ‘\c‘endnr Account  |Subobject [Transaction Amount
Grand Total 8,489.47
Brockport Total 8,489.47
Brockport | 12/12/2015 3044 AMERICAN ASSOCIATION OF STATE |5003570 AMERICAN ASSQOCIATION OF STATE |910553-02 | 5006 3,817.00
APQGEE TELECOM INC APOGEE TELECOM INC 900309-01 | 5629 432.00
BRUCE A LOCKHART BRUCE A LOCKHART 900819-01 5638 72.50
FEDERAL EXPRESS CORPORATION FEDERAL EXPRESS CORPORATION 900750-17 | 5601 101.30
FRONTIER TELEPHOME OF ROCHESTE FRONTIER TELEPHOME OF ROCHESTE |900875-01 | 5402 75.27
LEONME TIMING & RESLLTS SERVICE LEONE TIMING & RESULTS SERVICE  |901210-20 |5638 1,723.40
SINCLAIR. TELEVISION GROUP INC SINCLAIR TELEVISIOMN GROUP INC 900115-02 | 5883 30.00
TESTA CONSTRUCTION INC TESTA CONSTRUCTION INC 900630 5638 1,730.00
WMT PUBLICATIONS WIMT PUBLICATIONS 900115-02 | 5883 453.00

Fiscal Year is equal to 15-16
and Charge Agency Name is equal to Brockport
and Cost Center Month Descis equal to December

and Transaction Date is between 12/12/2015 12:00:00 AM and 12/12/2015 12:00:00 AM

and Transaction Category is equal to Expenditure
and Sub Fund Group is equal to General IFR
and Major Object is equal to OTPS

Analyze -Refresh -Print -Export

For example, click, hold and drag account number, and data is sorted by account number.

Campus |Account | Transaction Date | Transaction Code [Transaction Desc |Document Number | Vendor |Subobject | Transaction Amount
Grand Total B,489.47
Brockport Total 8,489.47
Brockport |900115-02 | 12/12/2015 3044 SINCLAIR TELEVISION GROUP INC SINCLAIR TELEVISION GROUP INC 5883 30.00
WMT PUBLICATIONS WMT PUBLICATIONS 5883 453.00

900303-01|12/12/2015 3044 APOGEE TELECOM INC APOGEE TELECOM INC 5629 432.00

900680 12{12{2015 3044 TESTA CONSTRUCTION INC TESTA CONSTRUCTION INC 5638 1,780.00
900760-17 | 12/12/2015 3044 FEDERAL EXPRESS CORPORATION FEDERAL EXPRESS CORPORATION 5601 101.30
900819-01|12/12/2015 3044 BRUCE A LOCKHART BRUCE A LOCKHART 5638 72.50
900875-01(12/12/2015 3044 FRONTIER TELEPHONE OF ROCHESTE | 5003501 FRONTIER. TELEPHONE OF ROCHESTE | 5402 75.27
901210-20 |12/12/2015 3044 LEONE TIMING & RESULTS SERVICE  |5003572 LEONE TIMING & RESULTS SERVICE | 5638 1,728.40
910553-02 | 12/12/2015 3044 AMERICAN ASSOCIATION OF STATE |6003570 AMERICAN ASSOCIATION OF STATE |5006 3,817.00

Fiscal Year is equal to 15-16
and Charge Agency Name is equal to Brockport
and Cost Center Month Desc is equal to December

and Transaction Date is between 12/12/2015 12:00:00 AM and 12/12/2015 12:00:00 AM

and Transaction Category is equal to Expenditure
and Sub Fund Group is equal to General TFR
and Major Object is equal to OTPS

Analyze -Refresh -Print -Export

The State Univi
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14) How to input Selection

Criteria:

a. Choose from the drop down box, click appropriate box(es) or selection from the list
b. Type in the information (note: this is not available for some fields)
c. Use the search function

i. Click the drop down arrow, Click “Search”

Document

Humber

begins with C787610

Procurem|~ -~ """~ """--""---

begins with
Requisitio|
begins with

PO Line Ny

o CTBTE10
0950676
1500134
150076
150098
150109
2264811

Checl‘: Gearch. .. i

Choose whether the value “starts” or “contains”, type the criteria you are looking for, Click Search,

choose the value you want, click okay

Salect Values

0950678
1500134
150076

1 150093

150109

2264811
2050083
6001000
6001430
6001737
6001320
6002541
o0025s2
6003240
6003274

m

Help

0K || Cancel

The State University
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Or, for fields that allow multiple selections:

click drop down arrow,
click search,

choose how you would like to search (starts with, contains, etc.),
Type in search criteria (Note: this is case sensitive),

Click search,

Click on item (s) you want to select,

Vendor Name

Click move contains any 54 5
Click OK Transaction| Del
contains any -5

Search...
: ransaction C

Selected

11/3- ACCO-NIAGARAFAL
12-806 PO#49290(2) NIAGARA IND
12-813 PO#49019(2) NIAGARA IND
6/3-5/10 DRAKE-NIAGARA FALLS
ADAMS MARK BUFFALO NIAGARA
ALLIED WASTE NIAGARA FALLS LAN
AQUARIUM OF NIAGARA
BUFFALO NIAGARA CHAPTER OF THE
AGARA CHAUFFUERED SE

e An Y
BUFFALO NIAGARA CONVENTION AND

i\
gU

Mave Al

Remove

Remove Al

Choices Returned: 1 - 256 + | _More...

Help

OK | Cancel

Select Values

Available

Ell

¥ NIAGARA
Match Case

Name Contains

Search

11/4-11/7/12 FIACCO-NIAGARAFAL
12-806 PO#49290(2) NIAGARA IND
12-813 PO#49019(2) NIAGARA IND
6/3-5/10 DRAKE-NIAGARA FALLS
ADAMS MARK BUFFALO NIAGARA
ALLTED WASTE NIAGARA FALLS LAN
AQUARIUM OF NIAGARA

BUFFALO NIAGARA CHAPTER OF THE
BUFFALO NIAGARA CHALIFFUERED SE
BUFFALO NIAGARA CHORS INC
BUFFALO NIAGARA CONVENTION & V
BUFFALO NIAGARA CONVENTION AND

Choices Retumed: 1 - 256 + _More...

[t »

Move
Move All

Remove

Remove Al

Help

BUFFALO NIAGARA CONVENTION

‘ 0K Cab\

15) Allocation document number (UA3N number) is located in the Batch Number Field.

——

Campus |Transactior1 Date |Trar|sacﬁor| Code |Trar|sacﬁor| Desc |Docun1er|t Numbeﬁau‘h Numberkndor |Accour|t |Subobject Transaction Amount
Grand Total 1,091,543.00
Brockport Total 1,091,543.00
Brockport [ 10/20/2015 1611 BALNC OVERHEAD ALLOC/CASH 15/1 0142R MO hDDR 90076012 | 3000 217.00
0142R MO \'NDOR 900760-14 | 2000 1,300.00

1621 BALNC OVERHEAD ALLOC/CASH 15/1 0142R MO DOR. | 900750-16 | 3000 -109.00

0142R MO DOR. | 900750-18 | 3000 -15,305.00

10/14/2015 1611 LEGISLATIVE BUDGET REQUEST CRTOO0SF 9164MP MOMNEMDOR. [900760-01 | 3000 5,000.00

CRTOO0SF \ 9165MP MVENDDR 900760-03 | 3000 9,000.00

CRTOOSF GMP O VENDOR. (900750-04 | 3000 12,600.00

SUNY
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