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Month end Processes

Getting started
Double click on the Discoverer icon on your desktop.

You will then be presented with the following screen:
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[ Oracle Applications User

Please enter pour Dracle Applications usemames, password
and the database name.

Type in your username and password (NB: your username and password will
be the same as you use on Oracle eBusiness Suite). Ensure that the
“Connect” field has “camprod” written in it and that the “Oracle Applications
User” box is tick

Click on the Connect button.
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Month end Processes

Responsibilities Screen

Having logged on, you will be presented with the Responsibilities screen. The
list of responsibilities displayed will vary according to your system access
rights.

You will need to access the report through your BH GL responsibility. So click
and highlight your GL Responsibility (i.e. BH...... ... ) and click OK.

w  Toolz: Help

- =T N e
I i I = :

Choase a Aesponsibility

*Yau sah connect 55 any of the fallowing responsibilitiss.
Please choose one. N - L

- S CE TRATN POLICT and PLENNING
ECL Crmplayes I Sal-Service

CCE Papables Enquiry [CCC) —
CLC Receivables Business User S|
CCE Receivables Enduiny |
Fived Assets Manager Cancel

Internet Procurement H
Project Biling Super User |
Froperty Manager About. .

training id tn1 05

For Help. press F1

2 start bvi ikl - i ER w - F o e Thin Appli. .

You will then be connected to the database.
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Opening the workbook

You will be presented with the “Open Workbook™ screen.
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Open Workbook
Where is the workbook you want to open?
bty oo (@ schediing anager
ET BT Mot Recerty Used
To open a workbook that is stored in'the database; click Open.

[Coeen | comd | dep |

| Far Help, press F1

‘s Start 3l Documentl R o arts- i, o teports - .. R CCC Metilla Thin Appi., . =

Click on the Database button and click open

You will then be presented with a list of Discoverer workbooks, which you
have the access rights to open.
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Selecting the Workbook from the Database

Aged Debt Report

From the list find the DISCOVERER AR Aged debt COA with Security
workbook and click on it to highlight it. Click on the Open button to open the
workbook.

e Bier

E Edit Wiew l\s Help
Q@B HEQ RO LS| W= =

[ ENCER) e

[Created:04.10/02 Cw Version:2 15/04/03 SM - By Sales Fep shows
the transactions that are overdue and how long overdus. Shown by
line and transaction summary. Linked to GL responsibility security.

Help |

For Help. press F1
‘@ start 7w S = W teports- i, works -, F coon . " &L A 1020

Edi Wew Todls Help

RS HEBEETODR L9 || E s
LII LlBt'Q = = ==

‘Workbook in Other D atabase Account

 Thiz workbook was cieaedin aczount "dieceverer@camprad”. ‘rou are
curenty cornected to a diflerent daabase accourt. How do wouwznt .o
procesd?

€ Dpen the workaook i the aceount whete it aas saved.

& pen the workaook i the gurent datzbass account.

© Don't open his workbook.

ZorHelp, pr=ss F1

R oo Hetlla Thin apgi. .. £ Di
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Month end Processes

When opening, the box should default to the “Open the workbook in the
current database account”. Ensure that the button next to this option is

selected and click on OK

You will then be presented with the following question box; the sheet you
need to run is the “Amount Due” sheet, so click YES.

o Discoverer V4
T O > 8 = v |====2|& , @@= |w &
{ ? Do wou want to run the query for the sheet “Amount Dus"? If you click No the sheet will be empty,
Tip You can use the Refresh Sheet command in the Sheet menu to run the query later.
Mo |
1||» ] original Line Ameunt A Amourt Dus |4 I I'I
o el el T Tl
2R O Metilla Thin Appl. .

el Docurment! - MicrosoF, ..

Running the report
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Month end Processes

The report will then begin running and you will see a red bar move across the
Progress box in the centre of your screen.

After a few minutes the loading will be complete and the workbook will open
on your screen.

SEE

| _15] <]
=& ||

[ Twmes New Foman o= = ¢ ul=s==[=[®|s , s = |w o |
Cambridgeshire County Council =
Page: 1 of:1

CCC AR Aged Debt COA With Security

Report Run: 30-ATTG-05 At 1055 14 AT

’ws | sales Rep: P814 Training Only Stationary Purchase ~ |

Customer Trx Number Invoice | Debt Status| Amount | Current | Up Tol 1-2 2-3 3.6 6-12
Name Description Due Month Months | Months | Months | DMonths

R ind Overdue Owverdue Overdue Overdue Overdue

10081302 Course - Grafhan Mew Debt 220 28000

10021356 Canoeing and RaMew Debt. 280 280.00
LO0E1357 Mew Debt 280 220,00
10051383 canoeing and raf Mew Diebt. 220 320,00
10021412 Canoeing and RaHew Diebt. 280 220.00

|ﬁ 1301 50% aryiirave e

|—*

>
[

11 12
The Aged Debt COA screen shows the following information:
1. Toolbar
. 2. Sales Rep Selection Box.
e By clicking on the downward triangle in the field, select the desired
Sales Rep you want to query on and data will be returned
Users without security will have a selection of all CCC Sales Rep
codes
Customer name
Invoice number
Invoice description
Debt status
Total amount due
Debt Age Bucket
. 3-6 Month OIld Debt Bucket
10.Debts in excess of 6 months old
11.Line Amount Worksheet Tab (You should not need to use this
worksheet)
12. Amount Due Worksheet Tab (when opening, the report will default to
this worksheet)

CONOUAW
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Exporting Data to Microsoft Excel

In order to manipulate the data and present it in a format of your choosing,
you may wish to work on the data in Microsoft Excel.

Before exporting the data, you must put it in a format that will make
manipulation in Excel as easy as possible. VWhere a customer has a number
of outstanding invoices the Customer Name is displayed on the first invoice.
In order to ensure that when the data is exported to Excel it displays the
customer name against every invoice (otherwise when sorting in Excel data
may become disorganised) you must group-sort the data.

To group sort, right click on the Customer Name heading and you will be
presented with the following box:

[ Times Mew Foman =i = = = e = oo oo = | W

[

|
Cambridgeshire County Council =
CCC AR Aged Debt COA With Security

Feport Run: 30-ATTG-05 At 1055 14 ATd (.

Fage ltems: | Sales Rep: P814 Training Only Stationary Purchase ~ |

Trx Number Invoice Debt Status| Amount Current Up To 1 = == =-6 G-1z |

Description Due DMonth Months DNMonths Months Dlonths
R ind Overdue Overdue Overdue Overdue Overdue
Course - Grafhan Hew Debt 220 28000

Copuw

= Canoeing and Ra Hew Debt 250 230,00
Eormat Dats
I ew Debit 250 220,00
canoeing and raf| [ ew Debt 220 320,00
Careeing and e M evw Dalt 250 280 00

Customer|
Total: 1400
0% salarytrave|HMew Debt 24558 2,487 50

uuuuuuuuuuuuuuuuuuuuuuuuuu

e F iy
& start

[N Discoversr Repatts-1,.. [ il Discoverer Reparts - ,., | 2l GEC Metila Thin Appi.. »

Left click on Group Sort, all of the Customer names will be filled in. The data
is now ready to export
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Discoverer V4

# Dracle Discoverer - [DISCOVERER CCC AR Aged Debt COA with Security]
27 File Edit “iew Sheet Format Tools Graph Mindow Help . = 5[

[ B = =T

Export to
Excel

I T Times Mew Foman

Cambridgeshire County Council
CCC AR Aged Debt COA With Security

Eeport Bun: 30-ATG-05 At 10.57.27 AM

Page ltemns ” Sales Rep: P§14 Training Only Stationary Purchase Vl
Customer Trx Number Invoice Debt Status| Amount Current | UpTol 1-2 2-3 3-6 | ﬁ~].2
Name Description Due Month Months | Months | Months | Months
R i Overdoe | Overdue | Overdue | Overdue | Owverdue
10021309 Course - Crafham New Debt 280 280,00
10081358 Canoeing and RaNew Diebt 280 230,00
10081357 Mew Debt 220 230,00
10021382 canoeing and rafjNew Diebt 280 223000
10081391 50% salaryftrave]New Diebt 2428 2,487.50
1nos1412 Canoeing and FaNew Debt 220 220.00

| 4] F["EJ original Line Ameount kY

Sl | Ch DiscovererRepartsa. |

The easiest way to export to Microsoft Excel is to click on the Excel button on
the toolbar (see above)

Having clicked this button you will be prompted to choose where you wish to
save the Excel spreadsheet containing the data. It should automatically
default to the Discoverer folder on you computer’s C Drive. It is not advisable
to save you file here; it is more advisable to save the file on the network in
either your own home directory or your departmental directory.

When saving the file, use a name you can recognise in future when finding &
opening the file. It is advisable to save the file as “CCC AR Aged Debt COA
today’s date”

Please note: When exiting out of Discoverer, if you are prompted to save
any changes, DO NOT click “Yes” and save the changes made!
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The General Ledger Transaction Report

From the screen “Open Workbook from Database”, choose the
DISCOVERER CCC GL Complete Transaction Listing option and click
open.

@J#EE@. el =l A0 - T
_”__IBr:'u|—_"Ei’J$,\E-.““E|:

Open Workbook from Database
Chooss 5 workbook to aper:
3 HE|

(Created:16A05/03 LY Version:1 16/05/03 LY - Lists out jounal entiy
ansactions to include sub-| edger details linked to PO [order Aumber].
WP and AR  (iroice number and supplier name].

Oper | Cancel | Helr |

For Help, press F1

ifla Thir Appli...

Th workbealk was crested in ace ount'dszavererBear
rrm'amiu rnneCte I A ﬂiﬂmnrﬂﬂﬂ? Arcaurt Hnum .ud!»iam’m
prec:
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Month end Processes

When opening, the box should default to the “Open the workbook in the
current database account” Ensure that the button next to this option is
selected and click on OK.

You will then be presented with the following guestion box, the sheet you
need to run is “Sorted by cost centre, subjective, period ”, so click YES.

The parameter Wizard then appears to allow you to insert the values you wish
to have reported. Enter your cost centre number and click on next

‘e Discoverer

'® Oracle Discaverer - [DISCOVERER.CCC 6L Complete Transaction Listing]
91 fFle Edi View Sheet Fomat Tools Graph window Helo
AsdHER | mOD® 29 |d= a;;-s;|x|

,—;||—;|niu|§%§%sb|e,i«“”&?|nﬁ,ﬂ|
Please enter values for the following parameters:
Please choose a cost centis Pa0a000 ﬂ
Plasse choose a subjective £33 -
Please choose an objective 12 =

Description
Bach Hewt> Finish | Cancel Heb |
[E15]:. 0 sorted By Cost Centre, Subjective, Parios /141 | Ll_l
For Help, press F1 e

2R ©CC Netilla Thin Appli.. & Dis

The next screen allows you to enter the time period for the report. Enter in the date
either by clicking on the down arrow to see alternatives available, or entering i the
month you require. (Delete any date entered by default)

[= |5 =)

=l =]

Bk fisiil Frih | Carwwl | Haw |
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EEIE
=1=] =]
= =] x|

m Discoverer V4

er - [DISCOVERER_CCC GL Complete Transaction Listing]
Sheet Fomat Toaols Graph Window Help

£ File Edit Vie
LT =T O e~ - (B R TR

— =Al =" & = g|££z;§ 's-'=_-|9 5 &ﬂ"»‘y.=||f"_.ﬁ_

Pasameter Wizard ]
Please enter walues far the fallowing parameters:
Values [

| Select values: Ok
[ e tann2 = Cancel [—
1 @ Feboz —_——— =
[ @ maroz Heip
1 @ adioioz i

H SR

1 |0 e mapoz
1 @ June 02
S [
@ sugoz ~| | SelectHone

< Back Hets Finish | Cancel | Hem |

101\ serte 5 cost centre, Subjective, Feriod /T[4 _.|—|

For Help. press F1

'S start : 1= E sy wl, o o= e

m Discoverer V4
# Osacle Discoverer - [DISCOVERER.CCC 6L Complete Transaction Listing]
2 File Edit Wiew Shest Fomnat leals Graph ‘Window Help

& W e s E @2 g e e s o=
| =1 [ L|B£Q|* EEED‘G,E«““&?||‘W‘-"

Parameter Wizard
Flease enter values for the Following parameters:

Please choose a prajeet group % -~
Please choose s period name [*sug D5' -~

< Back et Frish | Cancel | Hetn |

ST\ oried by cost certre, subjective, Period A THI5] .

For Help. press F1

a Thin Appli. . = D R A 10:37

Click finish

The report will then begin running and you will see a red bar move across the

Progress box in the centre of your screen
After a few minutes the loading will be complete and the workbook will open

on your screen.
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Discoverer V4 |E@E|
® Oiacle Discoverer - [DISCOVERER.CCC GL Complete Transaction Listing] [_ |51 x]
21 Eile Edt View Sheet Fommat Tools Graph Window Help _|51|5|
R EHER|(RO0DZ 29| Be =X
2 = —=' — ikl = b4 t Excel = 5
[ Times Hew Roman oz B o2 U | = = = = B | L= \—,—-—J‘C'DSD.L. el = | 2
. . i |
Cambridgeshire County Council
CCC GL Complete Transaction Listing EXpOl't io
FPage
Report Run: 30-AUG-05 At 10.44 Excel
Cost Centre: PROZ000 ,  Subjective: %4, Project Group: %, Penod MName: Aug 05
Cost | Subjective | Subjective Description | Objective | Project | Supplier/Customer | Journal Source Invoice No. Order No. Tra
Centre Name/Jownal
Name
P309000 (01200 Pay - Admin & Clencal staff (000 nooa Payroll 1716731 & Manual Journal
Entry
01380 Pay - Management Band 0oo oooo Payroll 1716731 & Manual Journal
Staff Entry
02200 NI - Admin & Clerical staff 000 oooo Payroll 1716731 & Manual Journal
Entry
02330 NI - Management Band Staff |000 0aog Payroll 1T16731: & Manual Journal
Entry
04200 Pension Chr - Admin & 0o nooo Payroll 1716731: & [ Manual Journal
Clerical staff Entry
[T ]\E sorted By Cast Centre, Subjective, Period /' 141 | _»l_l
For Help, press F1 [

Netilla Thin Appli...

‘s Staﬁ r.l:a_E._Eg.m:umentt—IV'IIEanUF.H .“_3 overer Reparks- | ..

Again, this report can be exported to Excel(see above), which allows for
easier manipulation of data. Again, when saving the file choose a name you
can recognise in future. It is advisable to save the file as “* CCC GL
Transaction Listing today’s date” in either your own home directory or your
departmental directory
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