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How To Run Reports For Approved Projects

1 The Capital Project Transaction Detail report can be used to help you track the
invoices applied to a Project. In Search box, type in "Capital Project Transaction
Detail". Click "Capital Project Transaction Detail" under Tasks and Reports.
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2 Click on "Projects and Project Hierarchies" field, then select "Project by Project   
         Hierarchy".

3 Select your Cost Center.
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4 If you would like to select one particular project, instead of all projects for a Cost
Center, go to "Worktags" field,. Then, select "Projects".

5 Select the correct project name. Then click ok.
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6 The report shows all invoices. The first column, "Capital Project Transaction",
shows a processed invoice tracking number (Voucher Number in PeopleSoft). To
find the actual invoice number, left-click the mouse on the related action button
(rectangle with 3 dots, highlighted below).

7 Note, "Supplier's Invoice Number" shown below is the actual invoice number. Click
"Supplier Invoice Document" to see the actual invoice. It will appear on the
right-hand side of the screen.
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8 Click the icon highlighted below to download this report into Excel.

9 Click "Download" to complete the export to Excel.
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