LCIS

Lucas County
Information Services

Month End Financial Reports (FROGS)

Running Month End Reports for your department, agency or fund

In this section you will learn the following:

Signing on to the reporting application and accessing the Financial Reports menu page
Running reports for a specified time span

Working with Adobe Acrobat print files

Adding, changing, or deleting reports you receive

Logging out of the reporting application

Note: The reporting application requires access using the following link:

http://10.136.71.9/LCIS-Main/MainHTML.htm

You are strongly encouraged to save this link to your Internet Explorer Favorites or your desktop
for ease of access.

This financial reporting system was designed by LCIS staff to provide you the convenience of running
reports from your own office pc using a web-browser. The recommended hardware and software
needed to run this application are as follows:

Internet Explorer 5.0 or higher
Windows 2000, XP, or Vista operating system
Adobe Acrobat Reader 5.0 or higher

Once you have connected to the application via the hyperlink, you will receive a page which looks like
this.

LCIS Applications Menu

| g LCIS Application Sign-On
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Enter your user id and password. This information should have been provided to you by LCIS. If you do
not have a user id and password, please contact the LCIS Help Desk at extension 4037 and request a
sign on to the financial reporting system or FROGS.



If your sign in was successful you should receive a page as illustrated below. Click on PS Reports
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You are now logged in. Please seloct application on left side.
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Click on PS Reports again.
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Note that in the middle of the page you will have a list of all the reports that you have been setup to
receive. Use the scroll bar on the right to move up and down in the list.
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When the page loads, the first and last day of last month will automatically be populated in the beginning
date and ending date boxes. You can change these dates by typing over the existing dates or by clicking
on the decrease month and increase month buttons, which will simultaneously increase or decrease
the months in both beginning and ending date boxes.
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Running all saved reports

Click on Run All Reports to run all the reports that you have set up to receive.
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A blank browser page will be displayed until the application is finished executing.

3 http://10.136.41.51/PSReports/PDF_PSREPORTS. aspx?Begdt-3/1/08&Enddt-%203/31/08 - Microsoft Internet Explorer =15
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4/24/2008 Lucas County PecpleSoft Financials TAGE 1

Report Request For: MDRENNEN
Run Date: Thuraday, April 24, 2008
Begin Date: March 1, 2008
End Date/As of date: March 31, 2008

1. A/P Expense Lieting (Total by Fund/Dept/Proj)
Fund: 1030

2. A/P Expense Listing (Total by Fund/Dept/Proj)
Fund: 2040

3. A/P Expense Lieting (Total by Fund/Dept/Proj)

Fund: 2041
4. Budget Repert (Total by B.Unit/Fund/Dept)
Fund: 2040
5. Project Budget Report (Total by Cnty Wide)
Proj: 0008
6. Project Budget Report (Total by Fund/Dept/Proj)
Fund: 1030
7. Project Budget Report (Total by Fund/Dept/Proj)
Fund: 2041
8. Fund Report (Total by Fund/Dept/Proj)
Fund: 1030
9. Fund Report (Total by Fund/Dept/Proj)
Fund: 2040
10. Fund Report (Total by Fund/Dept/Proj)
Fund: 2041

11. outstanding Encumbrances (Total by Fund/Dept/Proj)

Eunde 2

The report is returned in pdf (portable document file) format only.

You can select a report from the header page above by clicking on the report name; this will cause a
“jump” to that page.



If you are familiar with pdf's you may skip to pagell.

You may search within the pdf document using the Finfl function.
backward.
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Searching can be done forward or

B Find Next A
E
ié 2/33/2008 ucAs counTY FAGE 2 b |
. ACCOUNTS FAYABLE EXPENSE LISTING
Fuad. 2048
o 3/1/2008 through 3/31/2008
DaTE VENDOR. 5.0, 4 VOUCHER  WARRANT DESCRIPTION
2040 220 530100 MOTOR VEH & GAS TAX COUNTY ENGINEER ADMINISTRATION
03/20/2008 Trintls Navigation,L onveTasizs 00013822 01010661 &,221.50 2QUIEMENT
530100 Equipment TOTAL 5,221.50
DEPT 2520 TOTAL 5,83¢.01
2040 2830 511410 MOTOR VEH & GAS TAX COUNTY ENGINEER ROAD MATNTENAN
03/13/2008 city Apparsl o0oooze 00011842 0l00@SE (775,35 COLD WEATHER VESTS AND JACKETS
03/13/2008 city Apparsl oonozzer 00012258 0l00@ses 87865 T-SKIRTE
03/17/2008 Aramark Uniforn Serv soo12881  olo088Ts 17.00
03/17/2008 MESHATE Uniforn Serv so012887 01008880 15.86 TNIECRM RENTAL
03/18/2008 city Apparel 0000003442 00014855 olc03e3d 85.00 2NG LOGO ON EULLOVERS
03/18/2008 city Apparsl 0000003843 00014886 0lo0%E3s az.a0 DENIM ORK DUNGAREE
03/24/2008 Aramark Unitern ssrv somuzges  oroilals 15.05 UNIFORM EENTAL
03/24/2008 Aramark Uniforn serv 0013008 01011316 15.85 UNIECRM RENTAL
03/26/2008 city Apparsl 0000004247 00016703 0loMledl Frrwn WORK BANTS
03/26/2208 city Apparsl 0000004248 0D016TDE 01011842 53.00 EMEROIDERY CHE
0326 /2008 Aramark Uniforn Serv soo16887  oro11e: 16.06 Rental of Maintenance Dnitorms
0326 /2008 Aramark Uniforn Serv soo16s7  oro11szz 16.06 Rental of Maintenance Dnitorms
0326 /2008 Aramark Uniforn Serv 0016875 01011823 11.48 Rental of Maintenance Dnitorms
03/26/2008 Aramark Unitern ssrv sooieses  oro1lent 43,95 Rental of Maintemance Uniforms
03/26/2008 Aramark Uniterm Ssrv sooieses  oroilezs 17.08 Rental of Maintemance Uniforms
03/26/2008 Aramark Uniterm Ssrv sooaesse  or011ezs 17.08 Rental of Maintemance Uniforms
0326 /2008 Aramark Uniforn Serv soo168s3  oro11e2T 16.06 Rental of Maintenance Dnitorms
0326 /2008 Aramark Uniforn Serv soo16857  oro11828 17.08 Rental of Maintenance Dnitorms
03/26/2008 Aramark Unitern ssrv som7o0l  oroileze 16.06 Rental of Maintemance Uniforms
03/26/2008 Aramark Uniterm Ssrv somToiz  or011e30 002 Rental of Maintemance Uniforms
0326 /2008 Aramark Uniforn Serv soorre1e  oroilem 0.4 Rental of Maintenance Dnitorms
03/26/2008 Aramark Unitern ssrv som7ols  or011ez 16.16 Rental of Maintemance Uniforms
03/26/2008 Aramark Uniterm Ssrv soma7o1s or011e33 16.06 Rental of Maintemance Uniforms
03/28/2008 Aramark Uniforn Serv 000000112 o00l6sET  olpiazes 1148 Rental of Maintenance Dnitorms
- 511410 Unitoms TOTAL 3,752.67
o 2040 2930 512110 MOTOR VEH & GAS TAX COUNTY ENGINEER ROAD MAINTENAN @

Many tools are available with Adobe including the ability to print selective pages and save the pdf file to

your pc. This is controlled via the Adobe toolbar highlighted below.
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Fund: 2040
o 3/1/2008 turougn 3/31/2008
venmoR E VOUCHER  WASRANT DescareTIoN
2040 2530 512130 MOTOR VEH & GAS TAX COUNTY EWSTNEER ROAD MATNTENAN (cont.]
03/13/2008 EZ Scluticns 0000001443 00008477 01009444 411.20 SIGN SHOF FURNACE REPAIR
03/14/2008 Ernie's Past Control CHNV0T722099 00011863 Qloe9e43 15.00 FEST CONTROL FOR THE TIME PERI
03/17/2008 Darkinson Docrs coo0002z3  oopi2zed 01003018 ©5.00  OVERWEAD DOOR REFAIR
a3/24/2008 County Commissionars cooooanizé  oopislzl  el01122 3,274.51  BULK NATURAL GAE, ESTTMATED TO
032602008 Travis Lignting 0o0000eE3 00017135 01011888 0.8  GARAGE LIGHTS
512110 Contract Services TOTAL 3,855.83
2040 2530 512140 MOTOR VEH & GRS TAX CODNTY ENGTNEER ROAD MATNTENAN
03/06/2008  Thomas Equipment coo0001ss3  aooossss  0100778s 4200 EUMP RENTAL FUR GARAGE HOIST
03/13/2008 Futronics Tne awr02sTI 00011875 01003588 263.00  RADIO PURCHASE EOR 2008 - 2WD
03/13/2008 Futrenics Inc CHNVOT02571 00011880 01009600 269.00 PRADIO FURCHASE FCR 2009 - 2ND
03/13/3008 i1 Leak company ovceoTzs  gpoazesz  opoEss 1,276.25 EMERSENCY - EARTS & LASCR TO K
03/13/2008 ENi1 Leak Company 0728 00012452 B2.75 CHANGE CRDER TO INCREASE P.O.
03/25/3008 gsm Tire Inc oocozesa  o00a3z3 9EiLEe 325.00  TIRE REFAIR
03/25/3008 stmpisx Grinnell Ip coo00aaess  oomsezs  eiouiesa 183,40 TIME CLOCK REPAIR
03/262008 sutronics Tne aweroasTl o0014Tar  er011s20 263.00  RADIO PURCHASE EOR 2008 - 2WD
512140 Contract Repairs TOTAL 265740
2040 2930 512160 MOTUR VEH & GAS TAX COUNTY EWGINEER RORD MAINTEN
03/13/2008 ‘Tna Andersons 0000001425 Q0008458 01008538 l8.85 DUST MASK, SOCKET, FVC FIPE-FO
03/13/2008 Battery wWnolesale 0000001437 00009458 01008423 18,21 SPOT LIGHT BATTERY
031372008 Howard T. Moriarty © coo00a14ss  0000sSe3 01008471 50.55  FOAD MAGKING PINE PAINT
93/13/2008  The Andersans cos00a1esT  oososeel 353.36  DEWALT TODL- MAILBOX REFAIR
03/13/2008 ‘Tna Andersons 0000002282 00012240 RILEETE 176.6L BATTERIES, HAMMERS, WINDSHIELD
03/13/2008 Tnomas Equipment 0000002331 00012415 0LO08ES1 208.70 HYDRANT WRENCE
03/17/2008 ‘The Andersons 0000002263 00012245 01009150 35.57 VISQUEEN & SANDPAPER
03/17/2008 ‘Tna Andersons 00002284 00013249 01009181 &.38 KEY HOLDER
03/17/2008 Tnomas Equipment 00012416 28.95 BIT KIT
01/24/2008 ‘The Andersons 00002683 00013210 01011412 1£0.03 AIR COUFLERS, GRAE EOOKS, TOO
a3/24/2008 Howara T. Moriarty © cosoonzess  0op13zl7 e1011353 21.76  MATTOCK HANDLE
L] 01/28/2008 Tnomas Bquipment 0000003454 00015030 01012384 25.05 [T KIT
03/28/2008 Tnomas Equipment 0000003465 00015031 01012385 130,81 MAILBOX FOST HOLE TOOLS @




Running a single report

You can run a single report by clicking the Run Single Report button. This will run the report that is
currently set up in the Request Maintenance section. This option is convenient when you only want to run
one report instead of all of the ones you have saved.

You can either send one of your saved report requests to the Request Maintenance section by clicking on
Edit Selection (refer to the Changing an existing report request section below) or by entering a
new one (refer to the Adding a report request section below) without having to Add it first.
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Adding, changing, or deleting reports you receive

Adding a report request

Click on the Clear button to clear any previous input from the Request Maintenance section. The report
options available will appear in the drop-down list under “Requested Report”. To illustrate the process,

we will select the Project Budget Report from the drop-down. We will be adding a report to our report
requests for project “C0006".

LUCAS COUNTY FINANCIAL SYSTEM a0
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If you want this report to run in a certain order relative to the existing report requests, enter the
appropriate Seq #. Reports will be displayed in ascending order of sequence number.

Enter the project number in the PROJ: from: box. Notice that the to: box can be left blank if adding the
report for a single value instead of for a range of values.
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Click on the Run Single Report to verify that you set up your report appropriately, and then click the Add
button to add the report to your list for running at a later date.

You have now added the Project Budget Report to your report request list. This report was placed
between the reports with sequence number 5 and sequence number 10 since we specified the new
report’'s sequence number as 7.
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i 9/25/2008 Lucas County PeopleSoft Financials PRGE 1
(2]
Report Redquest For: KDECKER
Run Date: Thursday, September 25, 2008
Begin Date: August 1, 2008
End Date/As of date: August 31, 2008
1. Expense Adjustments (Total by Cnty Wide)
Fund: 2270 Dept: 1437
2. Project Budget Report (Total by Cnty Wide)
Proj: C000€
3. A/P Expense Listing (Total by Cnty Wide)
Fund: 2270 Dept: 1431
4. Receipts/Rev Adjstmnts (Total by Cnty Wide)
Fund: 2270 Dept: 1431
5. Fund Report (Total by Cnty Wide)
Fund: 2270 Dept: 1431
& 5. A/P Expense Listing (Total by Cnty Wide)
Proj: Q2304
L= 7. Expense Adjustments (Total by Cnty Wide)
et i ke Tal] b

In our example, after clicking Run All Reports, you will see the Project Budget Report for project CO006.
By clicking on the name of this report, you will jump to that page in the report group/stack.

Changing an existing report request

You can change an existing report request by highlighting the report from the list and then clicking on Edit
Selection.
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The report’s set up information will be moved to the Request Maintenance section where any of the

criteria can be modified.

The application allows you to change the totaling on the report by checking or unchecking the boxes in
the “Total By” column next to the appropriate chartfields. You may change the fund, dept or account
information as well. Then click on the Run Single Report to verify that you set up your report
appropriately, and then click the Update button to apply your changes.

Deleting an existing report request

You can delete an existing report by highlighting the report request you wish to delete and then clicking
on the Delete Selection button.
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The following alert comes up allowing you to confirm the deletion.
Note: Once a report request has been deleted you cannot get it back. You can, however, re-add it.

Windows Internet Explorer

\‘\.’() Are you sure you want to Delete this report request?

[ ok |[ Cancel ]

When you have completed running reports, click on Main as shown below.

B B pes Pt Toss ek

WO S o~ & Wi D e

LUCAS COUNTY FINANCIAL SYSTEM WX 200E

Financial Reports Request Screen

e = - - —
mem Veem | reeoan | | Brging Date e Ending Dae’As OF Date | B3V3004

| e 8 raprata
o mon | (o e )
Report Roguests
Saqe Raportname _Chantadpracica )

Chanfieid Selecnon
Figee. Whenlef b vil e ol

COUNTY
o BUS. UNIT .
Msin, Soead FUND: fon
DEPFT. e
(= ROT foe

ACCT: fiom

3

TeedlE

Skt - u}
n

o

o

o

EE RS

-| Man

S Lo rraret Loew -

Click on Logout.
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CAUTION!!
Reports produced are unofficial copies until the Lucas County Auditor’s Office has performed the

month end closing procedures and has verified the accuracy of financial information for the
accounting period. Monthly notification via email will be sent when this has been completed.
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