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".

Capital Project Transaction Detail
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Transaction Date On or Before

Transaction Spend Category

3 Select your Cost Center.

Transaction Type

Transaction Date On or After

104 Tidal Basin Recreation

Transaction Date On or Before

0 Washington Sailing Merina
Transaction Spend Category c 3 Columbis lstand Marira
040 Rock Creek Tennis Comer

Worktags

01503 Flecher's Boa House

05 Key Bridge Boathouse

11 KatureBridge

St Andrews Adminstrstive

£1 Andrews Jetty Stone




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".
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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).
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Projects and Project Hierarchies CC01903 Fletcher's Boat House Worktags Kayaks 1903_011224

Include Subordinate Project Hierarchies Mo

8 items
Capital Projeet Transaction Campary on Project Project Transacticn Type Transactic
Supplier invaice: SUPINV- Guest Services Inc Kayaks 1903_011224 Supplier Invoice 4
00000130
Supplier Invoice: SUPINY- Guest Services Inc Kayaks 1903_011224 Supplier Invoice 3
Q0000135

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.

Caompany an Praject Project Transaction Type Transaction Amount | Transaction Currency Transaction Date:
LV Puact Qansicac Inn Vaouale 10072 011794 Cunnbiar lmnica 1R N nen 01/12/2024
P
wctions v 3 2
Supplier Invoice Line SR
G : Supplier Invoice: SUPINV-00000130 - 5151
megraticn 1Ds >
eporting > . R i p s E
Supplier Invoice Document  Supplier Invoice: SUPINV-00000130
Currency usD 01/16/2024

Supplier's Invoice Number ~ 665188-Project_Test

Spend Category Miscellaneous Equipment
Ship-To Address © 3055 Prosperity Ave Fairfax, VA 22031 United States of America
Ship-To Contact (empty)

Track Items Yes



8  Click the icon highlighted below to download this report into Excel.
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9 Click "Download" to complete the export to Excel.

Export Document




10 Below is the report in Excel. You can use Excel features to total the "Transaction
Amount” column. This report will help you to keep track of all expenses applied to
a project.

Capital Praject Company on Project Praject ion Type: ion Amount ion Currency ion Date ion Spend Worktags Capital Project WIP Expensed or
Transaction Category Exclusion Rule Met Capitalized Date
Supplier Invaice: SUPINY. Guest Services Inc Waysks 1903 011224 Supplier Invoice 515100 USD 111212024 Miscellanecus Equipmert  Cost Center: CCO1803 1A62024
00000130 Fletcher's Bost House
| eeatine Flatehar's Anst
Supplier Invoice: SUPINY- Guest Services Inc Waysks 1903_011224  Supplier Invoice: 515100 USD 1/16/2024 Miscellaneous Equipmert  Cost Center: CC01803 1A6R2024
00000135 Fletcher's Boat House

Lacation: Fletcher's Bost

Hause
Supplier Invoics: SUPINY- Guest Servisss Inc Kayaks 1903_011224  Supplier invoice 515100 USD 8712025 iscellaneous Equipmert Cost Center. CCO1805 17iz024
00003155 Fletcher's Bost House
Suppier Inveice: SUPINY- Guest Services Inc Wayaks 1903 011224 Supplier Invoice 515500 USD 112472024 Miscelaneaus Equipment Cost Center: CCOTS03 9122023
oonon1ce Fletcher's Bast House
Supplier Invoics: SUPINY- Guest Servisss Inc Kayaks 1903_011224  Supplier invoice 515500 USD 10A /2025 Miscellaneous Equipmert  Cost Center: CCO1805 12402024
00000153 Fletcher's Bost House
Supplier Invaice: SUPINY- Guest Services Ine Kayaks 1903 011224 Supplier invoice 8,705.00 USD 1/29.2024 Miscellanzous Eqpipment  Cost Center. CCO1903 200024
oooone7 Fletcher's Bast House
| o Fistchar's st
Suppieer Inveice, Guest Services Ine Kayaks 1903 011224 Supplier invoice 20,000.00 USD 329.2024 Miscellanzous Eqpipment  Cost Center. CCO1903
voonoozse Fletcher's Bast House
Supplier Inveice Guest Servisss Inc Kayaks 1903_011224  Supplier invoice 10,000.00 USD 4872024 Miscellaneous Equipmert Cost Center. CCO1303 112024
nnnnnzsz Fletehar's Rt Hrurs

62,468.00
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