Instructions to Download
IF1 Reports

Downloading Reports

e This slideshow will demonstrate how to download
a DA30 *DEFINE report from the IF1 command to
your computer.

* Your reports can be found at

https://utdirect.utexas.edu/acct/mis/rptwriter/

* You will follow the same steps to download other
*DEFINE IF1 reports.



https://utdirect.utexas.edu/acct/mis/rptwriter/

Getting Started

* Go to *DEFINE, IF1.

+ Select a desk and administrative view that
includes the account(s) or unit(s) to be used in
your report.

* You must be in the same fiscal year as the
information you are requesting for the report.

Go to IF1 and mark DA30 report

*DEFINE

Command:

LIST STANDARD FINANCIAL REPORTS - IF1
1F1 Account: Misc:

Year 05 06
Month: OCT

DA14
DA16
DA18
DA23
DA27
DA28
DACB
DA30
ACO1
ACO2
ACO3
AC14
ACCB
AC30

0 UT Austin ------ PF1=Options ------ PF8=Exit ------

Standard Reports

P O Activity Sorted by P O Nbr and Doc Date
One Code Sorted by Code Value

Code Value Across Accounts Report

Code Within Code Report

Activity Report by Document Date

Activity Report by Entry Date

Department Checkbook Report

Download Department transactions for one month
Completed Accounting Transactions

Completed VP1 Documents Sorted by DTN
Completed VP1 Documents sorted by PO Number

P O Activity Sorted by P O Nbr & Record Date
Accounting Checkbook Report

Download Accounting transactions for one month

10/18/05 03:23 PM -




Enter information on this screen

*DEFINE LIST STANDARD FINANCIAL REPORTS - IF1 Year 05 06
+
| >> Please enter an Activity Month. <<
| Report submission information for
| DA30 Report for DOWNLOADING
|
] 1. Enter an Activity Month: __
|
|
| 1l. Enter one VIEW for the report:
| Administrative View: _ ( 5100EAT )
| Inquiry View:

|

|

|

|

|

|

|

|

|

111. One Account: (optional)

The report data will be available tomorrow from the 1F4 command.

See PF6 HELP on the IF4 command for DOWNLOAD instructions.

Enter month and either view or account for
your report and press ENTER

*DEFINE LIST STANDARD FINANCIAL REPORTS - IF1 Year 05 06
e e +
| >> Please enter an Activity Month. <<
| Report submission information for
| DA30 Report for DOWNLOADING

|
~~‘r* 1. Enter an Activity Month:
|

|

-~1‘II_ Enter one VIEW for the report:
| Administrative View: ( 5100EAT )
| Inquiry View:
|
|

111. One Account: (optional)

|
|
| The report data will be available tomorrow from the 1F4 command.
|
|
I

See PF6 HELP on the IF4 command for DOWNLOAD instructions.




To confirm your report request,

press ENTER

F o—————————

*DEF INE LIST STANDARD FINANCIAL REPORTS - IF1 Year 05 06
. +
| >> Please enter a valid Account Number << (AQNPSCO02) |
| Report submission information for |
| DA30 Report for DOWNLOADING |
| |
| 1. Enter an Activity Month: APR |

—_———— + I

| |

*PLEASE CONFIRM®** | |
MW/ I

Press ENTER to submit your job or jobgrou |
| |

Press the CLEAR key to cancel submission. | |
| |

| |

(Task Manager 2.5) | |

—-—— + w from the IF4 command. |
| |
| |
| See PF6 HELP on the IF4 command for DOWNLOAD instructions. |
. +

-- 0 UT Austin -----—- PF1=Options ------ PF8=Exit ----—-—- 10/18/05 03:23 PM --

The pop-up window confirms that your

report has been submitted

Job Name: Job Number:
ACNWIF22 8122

Press ENTER to continue

F —————————— ————

ey +

The report will be available at

https://utdirect.utexas.edu/acct/mis/rptwriter/

the following day.




To access your downloaded reports, log into
https://utdirect.utexas.edu/acct/mis/rptwriter/

using your UT EID and password

UT(R)EID

THE UNIVERSITY OF TEXAS

You are entering a Secure UT Service - please log in!

uremo: [ ] Help for job applicants

Help for prospective students,
Quick Password Change and Login.

Forgot Your Password?

If you have neverlogged onto @ General UT EID Help

University of Texas secure web ) )
service before, click here for help. Privacy Information

Unautharized use of the UT EID or UT Sacure Sarvices Logan Page is prahibitad,
Usags may be subject to security testing and monitaring. If you logon to thi
camputer system, you acknowledae your awareness of and concurrence with Policy
Memorandum 6,303 on Computer Security. Any duplication, reproduction, or
ather raizuze of this logan pags i a falany offenze, The University uill prosacuts
vialators to the full axtant of the law,

Terms of Use | Browser Requirements
£.307 an Gomputer Security |
Seruices - Enterprise Information Services

Use Policy | Honor Gode

Polic
Copyright 2002 - Inf tion Technoloa!
The University of Texas at austin -- All Rights Reserued
May 8, 2002

Select the report to download and click

the Download button

NAVIGATION MENU
Report Writer Downloa:

d

/ SEARCH | UTHOME | STTEMAP | UTDIRECT HELP | LOGOFF
0 es | MyJob My 40 Edit Tabs
UT Direct » Administrative Applications » Report Writer Download
Report Writer Download
Current Desk: 5100GG

Re?nrt Writer
Help

Change Desk/Yiew
Transaction Listings
Inquiry View Balances

Unit Balances
Dffice of Accounting
Inbox

/

Maximum e
Report Job Description
Name Re.purt Job:Dinte Time | (abbreviated)
Lines
© s 10/28/2005 |18,06 | D030 OF
DAZ0 transactions

[_Download | [ preview ] [ DELETEI ]
Pl

vJ Go  Links

help | bookmark

Comments ta: The Office of Accounting

@The University of Texas at Austin 2005
Wsb Privacy Bolicy | Accessibility

Logoff

Education and Training




You have the option to either open your
report or save it

J/ SEARCH | UTHOME | SITEMAP | UTDIRECT HELP | LOGOFF

GRS L BN My Home || My Bookmarks My Finances | My Job | My 40 Acres Edit Tabs

UT Direct » Administrative Applications » Report Writer Download help | bookmark

— Report Writer Download

ON MENU

Report Write
Download Ho
Report Writer
Download Help)

Change Desk/Y Do you want to open or save this file? n
Transaction d)
Listings = Mame: data.xls -
Inquiry Yiew |

Balances [Eil Type: Microsoft Excel Worksheet, 2,50 KB

Unit Balances From: utdirect.utexas.edy

Office of

Accounting

Thbs [ Open ] [ Save ] [ Cancel J

While files from the Internet can be useful, some files can potentially
harm your computer. If you do not tust the source, do not open or
save this file. what's the risk?

ogoff

Cornrnants to: The Office of Accounting
Education and Training

@The University of Texas at Austin 2005

web Frivacy Policy | Accessibility

Choose open report option,
this is the screen you will see

%] File Edt View Insert Format  Tools Data  Window Help  Adobe PDF
NEH 3SR THI 659z B -
mEnl
Al i & ACCOUNT
A | B c [ D E | F | & [ W [ & | 4 kK | L [ m [ N [ o | P
| 1 |ACCOUNTDESCRIPT OTH |POMNER  VOUCHEF DATE OBJCLAS RT AMOUNT  YENDORID O co2 (CO3 (CODE4 CODES CODEER
| 2 |18-0220-01 REVERSE | E00B453  10AF2005) 01 01 20.34
| 3 |19-0220-01% REVERSE | E0E453 10M12005 W ol 563.05
| 4 |19-0220-01% REVERSE | E0E4E0 10M12005 1784 DI 185
| 5 |19-0220-01 REVERSE | B0064E0 10M12005 1787 DI | 428
| & |19-0220-01 REVERSE | EO0G4ED  10Mf2008 1780, DI | 5.98)
| 7 |19-0220-01 REVERSE | E00E4E0 10M12005 1780 DI 399
| & |19-0220-0FLOONLINE - 635101 TEaGEE? 100442005 1780 DI -2.02|
| 9 |19-0220-0 LODOMLINE - 6330331 TEaGEE? 100442005 1780 DI -3.08|
| 10 |19-0220-01 LOORLINE - 8331387 TESREE? | 10MI2005 {780 DI 8
| 11| 19-0220-00 KNIGHT, 2 | L2E1351 10742005 132701 A8 24B0TELD
| 12 |19-0220-01 MATL COL | LZe7a4  10M2f2005 120 01 -0 ABTIE.Y
| 13 | 19-0220-01 WICHETA, | L27a220 | 10i2442005 1203 DI | -3 24BE3IELD
| 14 |13-0220-01 PROCARD L276812  10R2642005 W01 Ol | -748) 13803E.13
| 15 | Tatal number of records downloaded: #
&

You can format and manipulate the data in the Excel
spreadsheet to suit your needs




Choose save report option,
this is the screen you will see

/ SEARCH | UTHOME | SITEMAP | UTDIRECT HELP | LOGOFF

T e et Tabe

UT Direct » Administrative Applications » Report Writer Download help | bookmark

Report Writer Download

NAVIGATION MENU

Report Writer
Download Home

Report Writer
Download Help

Change Desk/vid

Transaction
Listings

Hrgulry ¥igs
Balance

Savein | % kgB46 on "172.16.39.134%homedir$' [F:] b ) &
)

3 [CJEXCEL DOCUMENTS B GE1B report downloaded
Unit Balances { E) [CiMeetings with Jane Eaee10
R?é;z:tfing My Recent (E0utlook B 50gnos space research overhead |
iy Documents @inemmnt Presentations Ed1F2 report - space expenditures 03
7 [C)WORD DOCUMENTS E1Fz report - space research salary
LLB 2004 RRS compared to new Texas RRA not AALL B2 Records Marked For 2003 Schedule
Deskiop B} 2004 RRS compared to new Texas RRS AALL Espace researchi
Account Payable retention schedule space research all expenditures
= & ces checkbook report B space research all expenditures 03
’, B cEs Define Report &
My D e B cES define report#1 gl
EH|Cognos space ressarch averhead 03-04 pffice of Accounting
Edlpazo report xas at A 2005
GBLA Palicy | Accessibility

g’ Ed]GELA report downloaded

ty Computer

< =
- File name [data v [ save ]
My Metwork | Save as lype: | Microsoft Excel Worksheet ~| [ cancel |

Any questions?
Need assistance?

Contact the Office of Accounting Helpline at
471-8802 if you encounter problems
downloading your IF1 reports.






