Managing the Project Resource Query for
Grants

Purpose: Use this document as a reference for how to filter, explore and narrow results of
a specific Project# using the Project Resource Query.

Audience: Finance/Grant Fiscal Staff.

@© You must have at least one of these local college managed security roles:

+ ZD_DS_QUERY_VIEWER

If you need assistance with the above security roles, please contact your local college

supervisor or IT Admin to request role access.

¢ Note: Project ID BLANK will pull all Project IDs available and note the query results for

the following queries;

* QFS_PC_PROJ_RESOURCE
* QFS_PC_PROJ_RESOURCE_PYMNT

QFS_PC_PROJ_RESOURCE - Query from Project Resource

Unit 'WAO30 |Q
| Project ID (Optional) |
Beginning Acctg Dt [01/01/2022  [5)
Ending Acctg Dt |01/31/2022 s

View Results

Trans . Journal
N Trans GL Journal Line 3 Acct Oper q State From Fund Ledger An
Row Unit Project Activity F:Em unit  p Date "y [I)_el\::r Year Period Account . Dept /. Fund Subsid Purpose Approp Class Program ;.. Currency pe.. Stat Grp Type
Trans Acctg PC Sys e B PO Req PO ,. Sched AM N
Date Date User Date/Time Currency Amount Instance Status Status Status Descr e ID Supplier Voucher Line Template Payments Type Distrib 1D No. Li Num Dist Contract Line|
- BD Cost Fund 1
Bl Bill - Rev AR Doc BU Budget Budget Budg 5 = User Supplier
Distrib Unit Dt 'MVoI°€ pigtrib Unit CUS1OMer 1D ypq Amount Status USer DateTime gyyy,g "py~ Ledaer DIstr gipyg Dist DSt "5 “Name
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QFS_PC_PROJ_RESOURCE_PYMNT - Project Resource w/Paymt Info

Unit wal30 Q

Iij?r.[ 1D {Optional) IQ

Beginning Acctg Dt 01/01/2022  |[3)
Ending Acctg Dt 01/31/2022 [

View Results
Trans i Journal
- n oo Trans GL Journal Line = - Acct Oper q State From Fund Ledger An Trans Accty -
Row Unit Project Activity D F:Sm Unit 1D Date 4 DLAI::r Year Period Account Descr Dapt Unit Fund Subsid Pianaee Approp Class Program Unit Currency At Stat Grp  Type Date Date User Date/Time Currenc

PC Sys P PO Req PO Sched AM Bl Bl Bil - Rev AR Doc BU
Amount Instance Status Status Status Descr Source ID Supplier Voucher Line Template Payments Type Distrib 1D No. Line Num Dist Contract Line Distrib Unit Dt Invoice Distrib Unit Customer ID Type Amount

BD Cost Fund
Budgst Budget Budg FaA User Supplier Payment Payment Payment Pay Payment
statug User DateTime o0 = “py” Ledger SDI.:HE Status Dist Dst

Stat Status 5 Name HNumber Amount Method Status Referencef

Managing the Project Resource Query

Navigation: Reporting Tools > Query > Query Viewer

—

The Query Viewer page displays.
2. Select Search By Query Name criteria.

a. Enter Query Name begins with QFS_PC_PRO)].
b. Select Search.

c. The Search Results will display.

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By Query Name v begins with QFS_PC_PROJ
Search Advanced Search
Search Results
*Folder View -- All Folders - v
Query
HF Q 20f2 v | View Al
Runte Runto Runto . . . | Add to
Query Name Description Owner  Folder HTML  Excel XML D 1al References Favorites
QFS_PC_PROJ_RESOURCE Query from Project Resource Fublic PROJECTS HTML Excel XML Schedule Lookup References Favorite
QFS_PC_PROJ_RESOURCE_PYMNT Project Resource w/Paymt Info Public PROJECTS HTML  Excel | XML Schedule Lookup References Favorite

@ Select the Favorite hyperlink to Add to Favorites. The Query Name(s) will be saved for
quick reference under your My Favorite Queries.
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Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

"Search By

CQuery Name v begins with QFS_PC_PROJ

. =earenl | Advanced Search

e sl
Search Results

*Folder View - All Folders - ~
Query
5 Q

Query Name Description Owner  Folder
QFS_PC_PROJ_RESOURCE Query from Project Resource Public PROJECTS
QFS_PC_PROJ_RESOURCE_PYMNT Project Resource w/Paymt Info Public PROJECTS

Run to
HTML

HTML

HTML

Run to
Excel

Excel

Excel

Run to

XML Schedule
XML Schedule
XML Schedule

1-20f2 ~ | View All
Add to
Definitional References Favorites
Loockup References Favorite
Lockup References Favorite

3. Select the HTML or Excel hyperlink.

%

By selecting HTML hyperlink, the option to Run to HTML allows you to view results as

a preview below the search criteria prior to downloading into Excel. By selecting the
Excel hyperlink, the option to Run to Excel will export your results directly into an

Excel spreadsheet.

Query Viewer

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By

Query Name ~ begins with QFS_PC_PROJ
Search Advanced Search
.|
Search Results
*Folder View - All Folders - v
Query
g Q

Query Name Description Owner  Folder
QFS_PC_PROJ_RESOURCE Query from Project Resource Fublic PROJECTS
QFS_PC_PROJ_RESOURCE_PYMNT Project Resource w/Paymt Info Public PROJECTS

Run to
HTML

HTML

HTML

Run to
Excel

Excel

Runto . . ..

XML
XML Schedule

XML Schedule

20f2 | view all
Add to
5 |
1al References Favorites
Lookup References Favorite
Lookup References Favorite

4. The Query from Project Resource page displays.
Enter the Business Unit.

U

6. Optional to enter or look up the Project ID. If left Blank, the system will pull all Project IDs
transactions available within the specific time frame.

Managing the Project Resource Query for Grants

Enter the Beginning Accounting Date and Ending Accounting Date.
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QFS_PC_PROJ_RESOURCE - Query from Project Resource

Unit [WA030 |Q

Project ID (Optional) @
Beginning Acctg Dt|01/01/2022 |[3y

Ending Acctg Dt|01/31/2022 |3y
View Results
- - . .. [rans Trans GL Journal Line JO[.""aI - Acct Oper
Row Unit Project Activity D F:([))m Unit 1D Date 4 DL;zir Year Period Account Descr Dept Unit |

8. Enter or select the lookup tool to search for the Project#.
9. The Query criteria window opens.

QFS_PC_PROJ_RESOURCE - Query from Project Resource

Unit/wa030 |@ Query
Project ID (Optional)l |Q ﬁ Search by: | Project v |begins with |
Beginning Acctg Dt [01/01/2022 Eﬂ
Ending Acctg Dt [01/31/2022 Eﬂ Look Up Cancel | Advanced Lookup
View Results Search Results
Trans « o Journal View 100 First (4 1-900f90 (» Last
Row Unit Project Activity Trﬁ)"s 1D l? I;t Jmll[r)"nl Date L':E Lime Year Period Account ['?ec
From ~" Descr b | Project Description
0000005703 21-22 BEDA Special Projects Gr
0000005592 20-21 Perkins Grant Childcare
0000004743 21-22 WF Student Support Funds
0000004742 20-21 Perkins Special Projects

P L L LLLLLLLLLALLALALELELLLELLLIWE DEFONTFEWFL £

10. The Search Results will display.
11. Since the selection Run to HTML was selected, a preview of the results is displayed.

12. After reviewing the results, select Download results in: Excel SpreadSheet or CSV Text File
format.
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QFS_PC_PROJ_RESOURCE - Query from Project Resource

Unit[WA030 |@
Project ID (Optional) 0000004387 Q
Beginning Acctg Dt| 01/01/2022  |[w)
Ending Acctg Dt | 01/31/2022  |[H)

View Results
Download results in : | Excel SpreadSheet | CSV Text File XML File (42 kb)
View All
Li Journal
Row Unit Project Activity Trans ID Trans ID From GL Unit  Journal ID Date e
Descr
HR
GWAO30PAY01588242022- GWAD30PAY01588242022- Payroll
1 WAQ30 0000004387 ADMIN 01-1504175 01-1504175 WAD30 PAY0158824 01/15/2022 4175 Journal 2022
Line
HR
GWAOD30PAY01588242022- GWAD30PAY01588242022- p Payroll
2 WAD30 0000004387 ADMIN 01-1504555 01-1504555 WAQ30 PAY0158824 01/15/2022 4555 T 2022
Line
HR
GWAD30PAY01588242022- GWAD30PAY01588242022- . Payroll
3 WAO30 0000004387 ADMIN 01-1504731 01-1504731 WAQ030 PAY0158824 01/15/2022 4731 Journal 2022

Line Year Period Account

Acct Descr

7 5000050 Exempt Temporary

AAAAAAAAAAAAAN

7 5010010 Old Age and Survivors '

Insur
(
'
7 5010020 Medicare 4

P L L L LLLDPLDLLDLDLDLLDLELDLDLDELLLDLPLPLDIDLDLIPIELE DD LLLDLPLILLSLSSIM

13. The Downloaded results will appear at the bottom left of your screen.

14. Select the QFS_PC_PROJ_REC....xIsx to open the Excel spreadsheet results in a new window.

QFS_PC_PROJ_RESOURCE - Query from Project Resource

Unit[WAD30 |@,
Project ID (Optional) 0000004387 Q
Beginning Acctg Dt 01/01/2022 i
Ending Acctg Dt|01/31/2022 3y

View Results

Download results in - Excel SpreadSheet CSV Text File XML File (42 kb)

View All
7 Line Joumal
Row  Unit Project Activity Trans ID Trans ID From GL Unit  Journal ID Date # Line Year Period Account
Descr
HR
GWAD30PAY01588242022- GWADI0DPAY(01588242022. B Payroll
1 WAD30 0000004387 ADMIN 01-1504175 01-1504175 WAD30 PAY0158824 01/15/2022 4175 Journal 2022 7 5000050 Exempt
Line
HR
GWAD30PAY01588242022- GWAD30PAY(01588242022- f Payroll Old Age
2 WAO30 0000004387 ADMIN ' cieee 01-1504555 WAD30 PAY0158824 01/15/2022 4565 | = 2022 75010010 -
Line
HR
. GWAD30PAY (01588242022 GWAD3I0PAY(01588242022- , Payroll
3 WAD30 0000004387 ADMIN 01-1504731 01-1504731 WAD30 PAY0158824 01/15/2022 4731 Journal 2022 7 5010020 Medicat
Line
HR
GWAQ30PAY01588242022- GWADI0PAY(01588242022- . Payroll \
4 WAD30 0000004387 ADMIN 01-1505079 01-1505079 WAD30 PAY0158824 01/15/2022 5079 ] 2022 7 5010040 Medical
Line
HR
GWAD30PAY01588242022- GWAD30PAY(01588242022- o B Payroll
5 WA030 0000004387 ADMIN | 57 oo cs 01.1505262 WAD30 PAY0158824 01152022 5262 (/' = 2022 7 5010050 Labor &
Line
HR
GWAO30PAY01588242022- GWAD30PAY01588242022- " Payroll
6 WAD30 0000004387 ADMIN 01-1505752 01-1505752 WAD30 PAY0158824 01/15/2022 5752 ol 2022 7 5010160 Paid Me
Line
HR
GWAD30PAY01588242022- GWAODIDPAY(01588242022- , Payroll Exempt
T WAD30 0000004387 RQPMA 01-1504100 01-1504100 WAD30 PAY0158824 01/15/2022 4100 Joumal 2022 7 5000030 Profess
Line

8N QFS PCPROJ RES.Xisx A |

15. The Project Resource Query results will be displayed in Excel.
16. Select Enable Editing.

Managing the Project Resource Query for Grants
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€ The following example looks at the Billable lines for the Early Head Start Grant (Project
0000002498) for a specific time period (January 2020). When the Grant Billing process
is initiated, this data will be cost collected and pushed from Contracts to Billing. The
Project Resource Query can be useful as backup documentation and also provides line
detail of analysis types. You are able to view both Billable (BIL) and already Billed (BLD)
lines.

= - @ 0O = CTC_PC_PROJ_RESOURCE_ 411190602 [Protected View] - Excel

File Home  Inset Draw  Page layout Formulas Data  Review  View  Help Q Tell me what you want to do
0 PROTECTED VIEW Be careful—files from the Internet can contain viruses. Unless you need to edit, it's safer to stay in Protected View.
Al - i Query from Project Resource

A B C D E F | G | H

1 [Query| 185
2 |Unit |Project | Activity | Trans ID | Trans ID From | GL Unif|Journal ID_|Date L
3 WA22( 0000002498 EHSP 10573938 GWA22000000742002020-01-0108 WA220
4 'WA22( 0000002498 EHSP 10572824 GWA22000000737932020-01-0106 WA220
5 WA2200000002498 EHSP 10572870 VWA220000106491 01 198890ACCR WA220
6 WA2200000002498 EHSP 10573933 GWA22000000742002020-01-01011 WA220
7 WA22( 0000002498 EH5P 10573934 GWA22000000742002020-01-01014 WA220
8 WA22( 0000002498 EHSP 10573935 GWA22000000742002020-01-01017 WA220
9 WA2200000002498 EHSP 10573936 GWA22000000742002020-01-0102 WA220
10 WA22(0000002498 EHSP 10573937 GWA22000000742002020-01-0105 WA220
11 WA2200000002498 EHSP 10573944 GWA220PAY00740162020-01-1505165 WA220
12 WA22( 0000002498 EHSP 10573939 GWA220PAYD0740162020-01-1504462 WA220
13 WA2200000002498 EHSP 10573943 GWA220PAYD0740162020-01-1504946 WA220
14 WA22(00000002498 EHSP 10573940 GWA220PAYD0740162020-01-1504507 WA220
15 WA22(0000002498 EHSP 10573941 GWA220PAYD0740162020-01-1504725 WA220
16 WA22(00000002498 EHSP 10573942 GWA220PAY00740162020-01-1504808 WA220
17 WA22( 0000002498 EHSP 10573945 GWA220PAYD0740162020-01-1505371 WA220
18 WA2200000002498 EHSP 10573946 GWA220PAYD0740162020-01-1505573 WA220
19 WA22(0000002498 EHSP 10573947 GWA220PAYD0740162020-01-1505800 WA220
20 WA22( 0000002498 EHSP 10573948 GWA220PAYD0740162020-01-1506013 WA220

17. The entire results of the Project Resource Query displays.

¢ The Project Resource Query displays everything for that specific Project# in the system.
This query can useful when troubleshooting an integration issues from other Finance
Modules, you can search by Transaction ID description or Transaction Date to view the
details.

18. Use the Hide or Delete Excel options to remove/hide unnecessary columns to provide the
desired query results and fit onto your screen.
a. Select the columnsF, G, H, I and J.
b. Left click mouse to show options.
c. Select Hide or Delete columns.
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A [ c | b E | ™ N o P Q
| |Query from Project [ 185 '

! |unit [Project | Trans ID__[Trans ID From Period]Account Dept lggr UlﬂtlFundlSubAcctlmPuml
i |wa220 '0000002498 EHSP 10573938  GWA22000000742002020-01-0108 WA220 | caibn (11 - A A § - % o [5) 5010020 30414 7220 145 N
I |waz220 ‘0000002498 EHSP 10572824  GWA22000000737932020-01-0106 WA220 e 0 11000199 30414 7220 145 N

| ]

i |wa220 '0000002498 EHSP 10572870  VWA220000106491 01 198830ACCR |WA220 | i - 2"5050040 30414 7220 145 N
5 |wa220 '0000002498 EHSP 10573933 GWA22000000742002020-01-01011 | WA220 0 0 05010040 30414 7220 Mas N
1 |wa220 "0000002498 EHse 10573934  GWA22000000742002020-01-01014  [WA220 | _39 cut o o 05010050 30414 7220 a5 N
3 |wa220 ‘0000002498 EHSP 110573935  GWA22000000742002020-01-01017 | WA220 By copy o 0 05010150 30414 7220 145 N
) |waz2z0 ‘0000002498 EHSP 10573936  GWA22000000742002020-01-0102 WA220 | [ Paste Options: 0 0 0'5000050 30414 7220 145 N
0 |waz220 '0000002498 EHSP 10573937  GWA22000000742002020-01-0105 WA220 - 0 0 05010010 30414 7220 "as5 N
1 [waz220 ‘0000002498 EHSP 10573944  GWA220PAY00740162020-01-1505165 |WA220 - 0 0| 05010020 30414 7220 a5 N
2 |waz220 '0000002498 EHSP 10573933  GWA220PAY00740162020-01-1502462 | WA220 Paste Special 0o 0 05000020 30414 7220 Mas N
3 |waz220 '0000002498 EHSP 10573943  GWA220PAY00740162020-01-1504946 |WA220 | Insert o 0 05010010 30414 7220 "as N
a|wa220 "0000002498 EHsP 10573940  GWA220PAY00740162020-01-1504507 |WA220 | 0 0 05000030 30414 7220 145 N
5 [wa220 '0000002498 EHSP 110573941  GWA220PAY00740162020-01-1504725 |WA220 o o 0'5000100 30414 7220 145 N
6 |WA220 '0000002498 EHsP 10573942  GWA220PAY00740162020-01-1504808 |WA220 | CearComEns  fog g 05000170 30414 7220 "as N
7 |wa220 '0000002498 EHSP 10573945  GWA220PAY00740162020-01-1505371 |WA220 B FormatCells.. 0 0| 05010030 304147220 4 N
8 |waz220 '0000002498 EHSP 110573946  GWAZ20PAY00740162020-01-1505573 | WA220 o o 0 05010040 30414 7220 "45 N
9 |waz20 '0000002498 EHSP 10573947  GWA220PAY00740162020-01-1505800 |WA220 | 0 0 05010050 30414 7220 a5 N
0 [waz20 '0000002498 EHSP 10573948  GWA220PAY00740162020-01-1506013 | WA220 0o 0 05010060 30414 7220 a5 N
1 [waz220 "0000002498 EHsP 10573949 GWA220PAY00740162020-01-1506190 [WA220 o o 05010000 30414 7220 145 N
2 |wa220 '0000002498 EHSP 10573950  GWA220PAY00740162020-01-1506351 |WA220 I 0 0 05010150 30414 7220 M5 N
3 |wa220 '0000002498 EHsP 10575204  GWA220PAY00749882020-01-3104806 |WA220 | o o 05010010 30414 7220 a5 N
a|wa220 '0000002498 EHSP 110575199 GWA220PAY00748882020-01-3104315 | WA220 0 0 05000020 30414 7220 Mas N
5 [waz220 '0000002498 EHSP 10575200  GWA220PAY00749882020-01-3104360 |WA220 | 0 0 0'5000030 30414 7220 145 N
6 [waz220 '0000002498 EHSP 10575201  GWA220PAY00749882020-01-3104417 | WA220 0 0 05000050 30414 7220 Mas N
7 [waz220 ‘0000002498 EHSP 10575202  GWA220PAY00749882020-01-3104581 |WA220 0 0 05000100 30414 7220 "5 N
8 |wa220 '0000002498 EHSP 10575203  GWA220PAY00749882020-01-3104661 |WA220 0 0 05000170 30414 7220 Mas N

19. Select the Data tab on the excel spreadsheet.

20. Select the Acctg Date column drop-down arrow and filter the Accounting Date results as

needed.

21. Select OK.

€ For the following example, the Accounting Date selected is for January 2020.

H ©-

w 0 -

File Home Insert Draw  Pagelayout Formulas Review  View

[ From Text/CSV [ Recent Sources ’7‘_‘ = Queries & Connections Y T Clear £ Flash Fill &= Consolidate el g _EE
. From Web D Existing Connections L& |74 Reapply E'aRemove Duplicates _—7 = -
Refresh Filter Text to v N . What-If Forecast Group L
Data [T] From Table/Range All - T Advanced Columns —* Data Validation - [@ Manage Data Model Analysis-  Sheet -
Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecast
U188 - I
A B c D E I ] K L, P Q R 5 T u v
1 |Query from Project Resource QUERY RESULTS: CTC_PC_PROJ_RESOURCE
2 [Unit - |Project - |Activi - |Trans ID_- |Trans ID From - [Peric - ]Aﬂ:ul ]nep ]Fu. - ]m- [Ledger G - [An Ty [Trans Da - |Acctg Da - | Amoun - [Instan - [Descr
3 [WA220 0000002498 EHSP 10573938  GWA22000000742002020-01-0108 05010020 30414 145 161  ACT 2| Sor Oldest 1o Newest 17.04 726531 Benefits
4 |wa220 0000002498 EHSP 10572824  GWA22000000737932020-01-0106 071000199 30414145 "161  ACTZ| o newest o Oldest 0.92 718713 CORRECT!
5 |wa220 0000002498 EHSP 10572870  VWA220000106491 01 198890ACCR 05050040 30414145 61 ACT ort by Calo 975.00 719889 Contractec
6 |WA220 0000002498 EHSP 10573933  GWA22000000742002020-01-01011 05010040 30414 145 161 ACT 0 By Lolor 857 726531 Benefits
7 |wa220 0000002498 EMSP 10573034 GWA22000000742002020-01-01014 0'5010050 30414 145 161 AcT 1142 726531 Benefits
8 \wWA220 0000002498 EMSP 10573035  GWA22000000742002020-01-01017 05010150 30414 145 "161  ACT . 173 726531 Benefits
9 |wa220 0000002498 EHSP 10573936 GWA22000000742002020-01-0102 05000050 30414145 61 acT .| 1,063.37 726531 Salaries an
date Filters
10 |wa220 0000002498 EHSP  "10573937  GWA22000000742002020-01-0105 05010010 30414 145 161 ACT 7285 726531 Benefits
r r r r r el \ .
11 |WA220 0000002498 EHSP 10573944  GWA220PAY00740162020-01-1505165 05010020 30414 145 161 ACT  Search (A P 40.19 726531 Benefits
12 |wa220 0000002498 EMSP 10573930 GWA220PAY00740162020-01-1504462 0'5000020 30414 145 161 AcCT - (Select All) 282.37 726531 Salaries an
13 \wa220 ‘0000002498 EHSP 10573943  GWA220PAY00740162020-01-1504946 05010010 30414 145 161 ACT =m0 2020 171.82 726531 Benefits
14 |wa220 ‘0000002498 EHSP  "10573940  GWA220PAY00740162020-01-1504507 05000030 30414 1145 "161  ACT 605.10 726531 Salaries an
15 WA220 0000002498 EHSP 10573941  GWA220PAY00740162020-01-1504725 05000100 30414 145 161 ACT 1,948.91 726531 Salaries an
16 |wa220 0000002498 EMSP 10573942 GWA220PAY00740162020-01-1504808 0'5000170 30414145 161 ACT 39.72 726531 Salaries an
17 |[wa220 ‘0000002498 EMSP 10573945  GWA220PAY00740162020-01-1505371 05010030 30414 145 "161  AcCT 322.27 726531 Benefits
18 \wa220 0000002498 EHSP  "10573946  GWA220PAY00740162020-01-1505573 05010040 30414 145 161 aCT 13.63 726531 Benefits
19 |wa220 0000002498 EHSP  "10573947  GWA220PAY00740162020-01-1505800 05010050 30414 145 61 ACT 19.01 726531 Benefits
20 WA220 0000002498 EHSP 10573948  GWA220PAY00740162020-01-1506013 0'5010060 30414 145 161 ACT 1,587.64 726531 Benefits
21 |wa220 0000002498 EMSP 10573949 GWA220PAY00740162020-01-1506190 0'5010000 30414145 161 ACT 4.43 726531 Benefits
22 |wa220 0000002498 EMSP 10573950  GWA220PAY00740162020-01-1506351 05010150 30414 145 161 ACT Cancel 4.22 726531 Benefits
23|wa220 0000002498 EHSP 10575204  GWA220PAY00749882020-01-3104806 05010010 30414145 61 ACT.._. . evemimme mimm—-i| 3550 736871 Benefits
24 |wa220 0000002498 EHSP 10575199 GWAZ220PAY00749882020-01-3104315 05000020 30414145 M61  ACTUALS BIL 1/31/2020  1/31/2020 282.37 736871 Salaries an
r
25 wa220 0000002498 EMSP 10575200  GWA220PAY00749882020-01-3104360 05000030 30414 185 161 ACTUALS  BIL 1/31/2020  1/31/2020  519.85 736871 Salaries an
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22.
23.
24.
25.

Select the An Type or Analysis Type column.

Select OK.

The transaction results for that period will be displayed.

Select only the BIL or Billable Analysis type to view the Billable lines.

@ Billable lines are created from actual expenses that have been incurred. Only lines
with the BIL analysis type will appear on the invoice. The Cost Collection process
will create billable rows from actual expenses. If you are missing Billable lines
remember that the Cost Collection process runs nightly.

If you have DEF or Deferred Billable lines from a prior period that fall within the
selected desired date criteria, the DEF lines will show up as Billable lines when cost
collected. DEF lines are billable expenses that are not ready to be invoiced yet. During
the Grant Billing process when reviewing the Billing Worksheet, you can manually
change a BIL line to DEF and select date to be captured during the next billing cycle.

H & -E = O -

CTC_PC_PROJ_RESOURCE 411190602 - Excel

File Home Insert Draw  Pagelayout  Formulas Review  View

Help Q

[ 1 From Text/CSV [ % Recent Sources

Tell me what you want to do

B-=Consolidate

? [L—, [ Queries & Connections 4l E Y E% £E¥ Flash Fill 2 »/')l _EEI (_jEI Z
m [ From Web " Existing Connections L BB Remove Duplicates ! - - - ]
Get Refresh 7| Sort || Filter Textto _, i & What-If Forecast | Group Ungroup Subt
Data~ [T From Table/Range All~ T Advanced | opumns = Data Validation [ Manage Data Model Aalysic~  Shast :
Get & Transform Data Queries & Connections Sort & Filter Data Tools Forecast Outline
R2 - f An Type
A B C D E 1 1 K L | P qQ R 5 T u v

1 |Query from Project Resource QUERY RESULTS: CTC_PC_PROJ_RESOURCE

2 [unit - [Project - |Activi - |TransID_- [Trans ID From - |Peri - [Accou - [Dep - [Fui - [Cla: - [Ledger G - [An Ty| - [Trans Da - |Acctg Da - | Amoun - [instan - [Descr -
3 WA220 0000002498 EHMSP 10573938  GWA22000000742002020-01-0108 05010020 2| SortAtoz 1/1/2020  1/1/2020  17.04 726531 Benefits

4 WA220 'DOD0002408 FHSP 10572824  GWA22000000737932020-01-0106 071000199 7| < sioa 1/1/2020  1/1/2020 0.02 718713 CORRECT MISC GRANT
5 wA220 0000002498 EHSP 10572870  VWA220000106491 01 198890ACCR 05050040 N 11/25/2019  1/14/2020 97500 719889 Contracted Services
6 wa220 0000002498 EHSP 10573933  GWA22000000742002020-01-01011 05010040  OTEYEOw 1/1/2020  1/1/2020 857 726531 Benefits

7 wa220 0000002498 EMSP 10573934  GWA22000000742002020-01-01014 05010050 1/1/2020  1/1/2020 1142 726531 Benefits

s wa220 0000002408 EMSP 10573935  GWA22000000742002020-01-01017 a'5010150 » | 1/1/2020  1/1/2020 173 726531 Benefits

9 WA220 '0000[10249!! EHSP '10573936 GWA22000000742002020-01-0102 D’SDODDSD Text Filt 1/1/2020 1/1/2020 1,063.37 726531 Salaries and Wages
10 WA220 0000002498 EHSP 10573937  GWA22000000742002020-01-0105 05010010 e 1/1/2020  1/1/2020  72.85 726531 Benefits

11 WA220 0000002408 EHSP 10573944  GWA220PAY00740162020-01-1505165 0/5010020  Search 1/15/2020 1/15/2020 4019 726531 Benefits

12 WA220 0000002498 EMSP 10573939  GWA220PAY00740162020-01-1504462 05000020 -/ (Select All) 1/15/2020 1/15/2020 28237 726531 Salaries and Wages
13 'WA220 ’UODDUDZQQS EHSP ’10573943 GWA220PAY00740162020-01-1504946 D’SDlDDlD LIACT 1/15/2020 1/15/2020 171.82 726531 Benefits

14 WA220 0000002498 EHSP 10573940  GWA220PAY00740162020-01-1504507 05000030 [H] 1/15/2020 1/15/2020  605.10 726531 Salaries and Wages
15 WA220 0000002498 EHSP 110573941  GWA220PAY00740162020-01-1504725 05000100 ~LIDNC 1/15/2020 1/15/2020 1,948.91 726531 Salaries and Wages
16 WA220 0000002498 EHSP 10573942  GWA220PAY00740162020-01-1504808 05000170 “Hale 1/15/2020 1/15/2020  39.72 726531 Salaries and Wages
17 WA220 0000002498 EHSP 10573945  GWA220PAY00740162020-01-1505371 0'5010030 1/15/2020 1/15/2020 32227 726531 Benefits

18 WA220 0000002498 EHSP 10573946  GWA220PAYD0740162020-01-1505573 05010040 1/15/2020 1/15/2020  13.63 726531 Benefits

19 WA220 0000002498 EHSP 10573947  GWA220PAY00740162020-01-1505800 05010050 1/15/2020 1/15/2020  19.01 726531 Benefits

20 WA220 0000002498 EHSP 110573948  GWA220PAY00740162020-01-1506013 05010060 1/15/2020 1/15/2020 1,587.64 726531 Benefits

21 WA220 0000002498 EHSP 10573949  GWA220PAY00740162020-01-1506190 0'5010090 1/15/2020 1/15/2020 443 726531 Benefits

22 wA220 0000002498 EHSP 10573950  GWA220PAY00740162020-01-1506351 05010150 (o] 1/15/2020 1/15/2020 4.22 726531 Benefits

23 WA220 0000002498 EHSP 10575204  GWA220PAYD0749882020-01-3104806 05010010 oot _on i 1/31/2020 1/31/2020  35.59 736871 Benefits

24 waA220 0000002408 EHSP 110575190  GWA220PAY00749882020-01-3104315 05000020 30414 145 "161  ACTUALS  BIL 1/31/2020 1/31/2020  282.37 736871 Salaries and Wages
25 WA220 0000002498 EHSP 10575200  GWA220PAY00749882020-01-3104360 05000030 30414 145 161 ACTUALS  BIL 1/31/2020 1/31/2020  519.85 736871 Salaries and Wages
6 'WAIN 'nnnnrm)nun FHSP ’1(\"\7'}7[11 GWAZINPAVINTAGRRININ-N1-21N4417 ﬂ"-ﬂﬂﬂl‘l‘iﬂ 'lﬂdld "|ﬂ"\ "lﬁl ACTLHIAIS Ril 1/a1f2000 1/21/3000 87197 73RAR71 Salaries and Wases

26. The BIL or Billable line results will display.
27. Total the Amount column.

28. This total will be reflected on the Billing Worksheet and Finalized Invoice during the Grant

Billing process.
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Using the total function, you are able to total the Amount column for the specific
criteria of January 2020 and Billable Line items. This example totals $11,837.26 of
Billable expenses for project# 2498. When the Grants Billing process is initiated under
Contract# 507 or Project# 2498, the total Billing Worksheet and Finalized Invoice will
reflect this total. If not, return to the Project Resource Query for analysis.

4 » | 8 c | o | 3 | ) |k |uvfe| a | r 5 T u v z I A0
1 |Query from Project QUERY RESULTS: CTC_PC_PROJ_RESOURCE

2 [Unit__ - [Project - - [Trans ID_- [Trans ID From - Peric - - |Dep - [Fut - [Clai - |Ledger G - |An Ty|.v |Trans Da - |Acctg Da 7 | Amount - - [Deser - [contract -
21 WA220 0000002498 EMSP 10573949  GWA220PAY00740162020-01-1506190 05010090 30414 145 161 ACTUALS  BIL 1/15/2020 1/15/2020 4.43 726531 Benefits *00000000000000000503
22 |wa220 0000002498 EMSP 10573950  GWA220PAY00740162020-01-1506351 0%5010150 30414 145 "61  ACTUALS  BIL 1/15/2020  1/15/2020 422 726531 Benefits "00000000000000000503
23|wa220 0000002498 EHSP 10575204  GWA220PAY00749882020-01-3104806 0%5010010 30414 145 "61  ACTUALS  BIL 1/31/2020 1/31/2020 35.50 736871 Benefits "00000000000000000503
24|\ wa220 0000002498 EHSP 10575199  GWA220PAY00749882020-01-3104315 05000020 30414 145 "61  ACTUALS  BIL 1/31/2020 1/31/2020  282.37 736871 Salaries and Wages 'D0000000000000000503
25|wa220 0000002498 EHSP 110575200  GWA220PAY00749882020-01-3104360 0%5000030 30414 145 M61  ACTUALS  BIL 1/31/2020 1/31/2020  519.85 736871 Salaries and Wages 00000000000000000503
26|WA220 0000002498 EHSP 10575201  GWA220PAY00749882020-01-3104417 0'5000050 30414 145 161 ACTUALS  BIL 1/31/2020 1/31/2020  573.92 736871 Salaries and Wages  00000000000000000503
27 w220 ‘0000002498 EMSP 10575202  GWA220PAY00749882020-01-3104581 0'5000100 30414 145 "1 ACTUALS  BIL 1/31/2020 1/31/2020  2,457.96 736871 Salaries and Wages '00000000000000000503
28 |Wa220 'D000002498 EHSP 10575203  GWA220PAY00748882020-01-3104661 05000170 30414 145 "61  ACTUALS  BIL 1/31/2020 1/31/2020 22.08 736871 Salaries and Wages 00000000000000000503
20|wa220 0000002498 EMSP 10575205  GWA220PAY00749882020-01-3104807 0%5010010 30414 145 "61  ACTUALS  BIL 1/31/2020 1/31/2020  196.86 736871 Benefits "D0000000000000000503
30 | wA220 0000002498 EMSP 110575209  GWA220PAY00749882020-01-3105238 0%5010030 30414 145 M61  ACTUALS  BIL 1/31/2020 1/31/2020  379.13 736871 Benefits "D0000000000000000503
31|wa220 0000002498 EHSP 10575206  GWA220PAY00749882020-01-3105029 0'5010020 30414 145 "61  ACTUALS  BIL 1/31/2020 1/31/2020 8.33 736871 Benefits "D0000000000000000503
32 |wa220 0000002498 EHSP 10575207  GWA220PAY00742882020-01-3105030 0%5010020 30414 145 "61  ACTUALS  BIL 1/31/2020  1/31/2020 46.05 736871 Benefits "00000000000000000503
33 |Wa220 0000002498 EHSP 10575208 GWA220PAY00740882020-01-3105237 0'5010030 30414 145 "161  ACTUALS  BIL 1/31/2020  1/31/2020 73.80 736871 Benefits ’00000000000000000503
34|wa220 0000002498 EMSP 110575210  GWA220PAY00740882020-01-3105444 0'5010040 30414 145 "61  ACTUALS  BIL 1/31/2020  1/31/2020 3.66 736871 Benefits "D0000000000000000503
35|WA220 0000002498 EHSP 10575211  GWA220PAY00749882020-01-3105445 075010040 30414 145 161 ACTUALS  BIL 1/31/2020 1/31/2020 13.60 736871 Benefits "D0000000000000000503
37 |wa220 0000002498 EMSP 10575212  GWA220PAV00740882020-01-3105675 0'5010050 20414 145 "61  ACTUALS  BIL 1/31/2020  1/31/2020 5.5 736871 Benefits "b0000000000000000503
38 \WA220 'D0D0002498 EHSP 10575213  GWA220PAY00749882020-01-3105676 0'5010050 30414 145 "61  ACTUALS  BIL 1/31/2020 1/31/2020 19.00 736871 Benefits "D0000000000000000503
30 |WA220 'D000002498 EHSP 10575214  GWA220PAY00748882020-01-3105877 0'5010080 30414 145 "61  ACTUALS  BIL 1/31/2020  1/31/2020 203 736871 Benefits "D0000000000000000503
40 |\Wa220 0000002498 EHSP 10575215  GWA220PAY00749882020-01-3105995 0%5010150 30414 145 "61  ACTUALS  BIL 1/31/2020 1/31/2020 0.85 736871 Benefits "D0000000000000000503
41|wa220 0000002498 EMSP 110575216  GWA220PAY00749882020-01-3105996 075010150 30414 145 Me1  AcTUALS  BIL 1/31/2020 1/31/2020 4.82 736871 Benefits "b0000000000000000503
188
i

Grant Analysis Types

€ Common Grant Analysis Types:

« BIL - Billable (Item marked to be invoiced)

« BLD - Billed (Line items already invoiced in system)

+ BUD - Budget (Line items that are a part of the Award Detail Budget)

+ BA]J - Billing Adjustment (A billing adjustment for Grant Award Invoice)

+ DNC - Do Not Collect (Item that is usually for Cash Balancing or liabilities)

+ DEF - Billing Deferred Amount (Deferred Item that remains Billable)

* GLE - General Ledger Expense (Item marked in General Ledger)

* GLR - General Ledger Revenue (Item marked in General Ledger)

« OTL - Over the Limit (Line items that are over Budget in the Grants Module. These
line items will not be cost collected into Billing until the limit is adjusted and lines are
re-priced)

« WTO - Write Off (Line items that is marked to be written off)

* ACT - Actual Cost
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Please see QRG section on Grant Award & Cost Sharing Common Analysis Types for
additional information.

Using Pivot Tables

¢ The following provides an advanced analysis option using PivotTables within Excel. You
can use the Pivot Table Fields to select, drag and drop fields on the right side of the
data to customize to your desired results on the left.

t-BR@D -

Hame m Divaw Fu-:_;r Lanout Farmulas Data Rewview Wiew H-:-ll.l
" o} ' ) B Get Add-ins 1?7 LMk

PivotTable| R ded Table  lllustrations R ded Wl -
ot |aDie] RECOmImen anle M Add_ - ECOMIMEen i
PivotTables - M My Add-ins - [ Chans W~ [~

Tables Add-ins Charts

CTC_PC_PROJ_RESOURCE 411190602 - Excel ivotTable Tools Karen Ebert
Draw Pagelayout formulas Data Review View Help  Analyze sign~ Q Tell me what you want to do
o § A - 18- % Line = Slicer
[ £ Get Add-ins ul b=- - L] gy = 4 Q
ustrati N I?d o Bl e P_I g' |E-PDI i Column | & Timeline = ||
ustrations = o tChart ) © ymbols
N & My Add-ins - [ Emg:::: “ e Tps WD' “ Map - [ Win/Loss - -
Tables add-ins Charts 5 Tours Sparklines Filters Links ~
c15 v S 11837.26 -
A B c = =
1 PivotTable Fields v %
2 |Fund 145 = FY2019-20 Early Head Start Grant Choose fields o add to report: &~
3 [Class 161 x/January 1 - 31, 2020 Billing Search o
4 |D 30414 x
5—:'“ i - [ Ledger Grp
00000000000000000! B
2 Aor:ra:t o = An Type T
e : [ Trans Date
7
|/ Acctg Date =
2 Sum of Amount Column Labels T o
9 +Jan Grand Total me
10 Row Labels - O instance
11| +Benefits 3,065.69 3,065.69 [ e status
12 | = Contracted Services 975.00 975.00 [ status -
13 | = CORRECT MISC GRANTS ANALYSIS T 0.92 0.92
Drag fields between aredWpelow:
14 | =Salaries and Wages 7,795.65 7,795.65
15 |Grand Total 11,837.26 | 11,837.26 T Filters | Columns
16 Fund - s -
17 Class - Acctg Date M
= Dept
19 i
20 | Contract M
21 .
= Rows T Values
2
3 Descr s
24 | Account -
25
26
27
- = Defer Layout Update
PIVOT JAN20 [ RAW DATA @ f Y e
B oisplay settings | B m - 1 + 100%
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¢ Outside of the Pivot Table data area, you can add information such as Grant title and
billing period. Within the Pivot Table data area, you can expand the Row Label data, the
example below views the totals of salary GL Account types.

Pivot tables can be useful when reporting to an external sponsors, analyzing
granulated data, and assisting in year end reconciliations.

Fund 145 v|FY2019-20 Early Head Start Grant
Class 161 r|January 1 - 31, 2020 Billing
Dept 30414 T
Contract 00000000000000000503 |7
An Type BIL -
Sum of Amount Column Labels o
+Jan Grand Total
Row Labels >
+ Benefits 3,065.69 3,065.69
+ Contracted Services 975.00 975.00
+ CORRECT MISC GRANTS ANALYSIST 0.92 0.92
“[Salaries and Wages 7,795.65 7,795.65
3000020 564.74 564.74
5000030 1,124.95 1,124.95
| 5000050 1,637.29 1,637.29
5000100 4,406.87 4,406.87
5000170 61.80 61.80
Grand Total 11,837.26 11,837.26

29. For more information on Queries, please see the QRG Running Reports Job Queries.
30. Process complete.

Video Tutorial

The video below demonstrates the process actions described in the steps listed above. This
video includes audio and closed captioning. Select the play button to start the video.

Managing the Project Resource Query for Grants Page 11


http://ctclinkreferencecenter.ctclink.us/m/56086/l/526574-running-reports-jobs-queries

Video Tutorial Via Panopto

View the external link to Managing the Project Resource Query for Grants work session.

This link will open in a new tab/window
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