UCRFS QUERY FOR OUTSTANDING ENCUMBRANCES BY DEPARTMENT

This guide provides instruction on how to access, run and save the UCRFS public query
UCR_PO_BALANCE_JRNL_FASTEST. This query will return POs with outstanding
encumbrances for the department and all activities reporting to the department.

Significant performance improvement has been made to this query since the initial release on
May 4, 2007. The query UCR_PO_BALANCE_JRNL_FASTEST takes seconds to return data
containing 300 plus rows of information.

This public query replaces UCR_PO_BALANCE_JRNL_FASTER.

Step 1 Log into UCRFS

Step 2 Navigate to Reporting Tools > Query
» Click on Query Viewer
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UCRFS QUERY FOR OUTSTANDING ENCUMBRANCES BY DEPARTMENT

Step 3 In the begins with box;

» Enter UCR_PO_BALANCE_JRNL_FASTEST
> Click on Search

(= Query Viewer - Windows Internet Explorer

. File Edit view Favorites Tools Help

= g http:{fora02. uer. edufpspfUCRFS/EMPLOYEE/ERPc/QUERY _MANAGER .QUERY _VIEWER. GBEL b |“1 XK | [Googls ¥e) ||

& ‘
—— — : = »

W e |EE = | 8 UCR iiews l & Query Viewer X I | R | e - | b page -
UCR FINANCIAL 5TSTER Home JAdd to Favorites Sign out of UCRFS
| [EL

~
Query Viewer had

Enter any informaticn you have and click Search. Leave 151 of all valles
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Step 4 Access the query
» Recommend using the Run to Excel option

» If you will be using this query regularly, first click on the Add to Favorites
The action will place the query name under “My Favorite Queries

e Query Viewer - Windows Internet Explorer
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Enter any infermation you have and click Search. Leave fields blank for a list of all values.
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Step 5 Enter the Department Code
» The DOXXXX value must be entered
> Click View Results to continue
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Step 6 Download the query
» Suggest Saving the file first.
» This action will enable you to open the file directly in Excel after it has been

downloaded.
E3

File Download

Do you want to open or save thiz file?
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Step 7 Save the file to the PC
» Identify a folder and file name
» Save the file
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Step 8 Open the file

FEX
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[ JiClose this dialog bow when download completes

[ Open )[ Open Folder ] [ Cloze l

Step 9 Review the results
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