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If you have questions, please contact:

Customer Resource Center

Phone: 564-9641

Or

1-877-973-4357

Email:  finance.crcgroup@mail.state.ky.us


New Cingular Reports Now Available in Seagate

Agencies may now access the following new Cingular telephone activity reports in Seagate:


0100_Cingular Phone Summary

0110_Cingular Detailed Phone Calls

0111_Cingular Monthly Charges

0112_Cingular Detailed Long Distance

0113_Cingular Detailed Roaming Calls

0114_Detailed Cingular Phone Bill

Report “0100_Cingular Phone Summary” is a summary of activity by agency and telephone number and is useful for agency administrators.

STEP  1:
Click the Statewide Monthly Folder.

STEP  2:
Highlight the “0100_Cingular    Phone Summary” and right click.

STEP  3:
Select the “Schedule” option and  the Schedule window will open.

STEP  4:
Click the “LogOn” tab.

STEP  5:
Enter “Logon User Name” (the same as ADVANTAGE ID).

STEP  6:
Enter “Logon Password” (This is the password normally used when scheduling reports.  If a password has not been provided or the password has been forgotten, contact Donald Sweasy, MARS Security Administrator.)

STEP  7:
Click the “Prompts” tab.

STEP  8:
Ensure that the Prompt Value “Period” is highlighted and click the “Set Prompt” button to select the desired bill date(s).

STEP  9:
Enter the “Start of Range” date from the drop down box, which is in the format “Date (YYYY, MM, DD).

STEP 10:
Enter the “End of Range” date from the drop down box, which is in the format “Date (YYYY, MM, DD) and click on “OK”.

STEP 11:
Click the “Schedule” button.

STEP 12:
The report summarizes activity by Accounting Template and person for the billing date. Double click the expression “CINXXXXXXXXXX” to isolate activity for a particular accounting string.  This creates a new tab at the top of the page.

STEP 13:
Click the “Preview” tab to return to the main summary or click on the red ‘X’ to close the tab.

Seagate Report “0114_Detailed Cingular Phone Bill” details activity for a given period.  This report combines activity of the following reports: 

0100_Cingular Phone Summary

0110_Cingular Detailed Phone Calls 0111_Cingular Monthly Charges 0112_Cingular Detailed Long Distance  
0113_Cingular Detailed Roaming Calls

Instructions for scheduling these reports are similar to those listed below.
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STEP  1:
Click the Statewide Monthly folder.

STEP  2:
Highlight the “0114_Detailed  Cingular Phone Bill” and right click.

STEP  3: Select the “Schedule” option  and the Schedule window will open.

STEP  4: Click the “LogOn” tab.

  STEP  5: Enter “Logon User Name” (the same as ADVANTAGE ID).

STEP  6:
Enter “Logon Password” (This is the password normally used when scheduling reports.  If a password has not been provided or the password has been forgotten, contact Donald Sweasy, MARS Security Administrator.)

STEP 7:  Click the “Prompts” tab.

STEP8:
Highlight the Prompt Value “Period”and click the “Set Prompt”  button (as shown previously with Report “0100_Cingular Phone Summary”.
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STEP 9:  Enter the “Start of Range” date from the drop down box, which is in the format “Date (YYYY, MM, DD). (Cont’d at top of next page)
STEP 10:
Enter the “End of Range” date from the drop down box, which is in the format “Date (YYYY, MM, DD) and click on “OK”.

Use STEP 11 through STEP 12 to report on an individual telephone number. 

STEP 11:
Highlight the Prompt Value “Phone Number” and click the “Set Prompt” button.
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STEP 12:
Enter the telephone number in the format “XXX-XXX-XXXX” and click “OK”.  Proceed to STEP 13.
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Use STEP 13 through STEP 14 to report on a group of telephone numbers.

STEP 13:
Click the “Selection Formula” tab.

STEP 14:
Highlight the first line ({CIN20_GENERAL_SUBSCRIPTION.MOBILE_NUM} = {?Phone Number} and) and press “Delete” on the keyboard.

STEP 15:
Click the “Schedule” button.
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(Cont’d at top of next column)

After you have scheduled and opened the report,  you may scroll through it to view each section.

Please contact your accountant in the Division of Statewide Accounting Services (502)564-7750. if you need assistance.
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As always, you may also contact the Customer Resource Center if you have questions. 
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New Travel Reports Now Available in Seagate

Agencies may now access the following new travel reports in Seagate:






1110_Monthly Detail Travel ‘03

1111_Monthly Travel Summary by Cab/Agency

Instructions for scheduling Report 1110_Monthly Detail Travel ’03 and 1111_Monthly Travel Summary by Cab/Agency are provided below.

Report “1110_Monthly Detail Travel ‘03” details travel activity by agency and object.

STEP  1:
Click the Statewide Monthly folder.

STEP  2:
Highlight the “1110_Monthly Detail Travel ‘03” and right click.

STEP  3:
Select the “Schedule” option and the Schedule window will open.

STEP  4: Click the “LogOn” tab.

STEP  5: Enter “Logon User Name” (the same as ADVANTAGE ID).

STEP  6:
Enter “Logon Password” (This is the password normally used when scheduling reports.  If a password has not been provided or the password has been forgotten, contact Donald Sweasy, MARS Security Administrator.)

STEP  7:
Click the “Prompts” tab.
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STEP  8:
Highlight the Prompt Value “In-State or Out-of-State” and click the “Set Prompt” button.

STEP  9:
Enter either “I” (In-State) or “O” (Out-of-State) and click “OK”.

STEP 10:Highlight the Prompt Value “Agencies” and click the “Set Prompt” button.

STEP 11:
Enter the agency code and click “Add”.  Repeat for each additional desired agency.  Click “OK” when all agencies are selected.

STEP 12: Highlight the Prompt Value “Fiscal  Year” and click the “Set Prompt” button.

STEP 13: Either type in the fiscal year or use   the dropdown box to make a selection.  Click “OK” when the fiscal year is entered.

STEP 14: Click the “Schedule” button.

This report summarizes activity by object code for an agency.  The first part of the report summarizes the objects used during the selected fiscal year.  The second part of the report summarizes activity for each month of the selected fiscal year providing totals for each month and object.
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STUART and ALEX:  No edits have been applied from this point forward for the travel portion.  Stuart, According to Alex you are modifying this portion…we will wait for you for the changes. 

Report “1111_Monthly Travel Summary by Cab/Agency” summarizes activity for a given fiscal year.

STEP  1: Click the Statewide Monthly folder.

STEP  2: Highlight the “1111_Monthly Travel Summary by Cab/Agency” and right click.

STEP  3:
Select the “Schedule” option and  the Schedule window will open.

STEP  4:
 Click the “LogOn” tab.

STEP  5:
Enter “Logon User Name” (the same as ADVANTAGE ID).

STEP  6:
Enter “Logon Password” (This is the (Cont’d at top of next page)


password normally used when scheduling reports.  If a password has not been provided or the password has been forgotten, contact Donald Sweasy, MARS Security Administrator.)

STEP  7:
 Click the “Selection Formula” tab.

STEP  8:
 Enter the fiscal year at the end of  the line: 



“{VW_0111_TRAVEL_SUM_CAB_ AGY.FISCAL_YEAR} = "XXXX"”

STEP  9:
 Click on the “Schedule” button.

STEP 10:
In the “Preview” tab, click on the appropriate Cabinet to access the detail.

STEP 11:
There are two ways to access detail by agencies.



A)  Click Cabinet Number in the “Preview” Tab, which gives a summary for that Cabinet.  Clicking the “+” symbol to the left of the Cabinet Number gives an “I” and an “O”.  Clicking the “I” or the “O” gives a summary for that travel type.  Clicking the “+” symbol to the left of the “I” or “O” lists the agencies in that Cabinet.  Clicking on an agency gives the detail by object for that agency; or
B)   Double click in the report on the Cabinet Number, which gives a summary for that Cabinet. Double clicking “In-State Travel’02” or “Out-of-State Travel’02” gives a summary for that travel type by agency in that Cabinet. Double clicking on an agency gives the detail by object for that agency.

STEP 14: Click the “Preview” tab to return to the main summary or click on the red ‘X’ to close the tab. 

Please contact your accountant in Statewide Accounting Services ((502) 564-7750) if assistance is needed.

Again, you may also contact the Customer Resource Center if you have questions or need assistance in any way.





Seagate (3190 Agency 1099 Report) Report Now Available
The 2002 “3190 Agency 1099 Report” is now available for agency use and can be found in your Agency Statewide Monthly folder. This report details1099 activity for your agency for calendar year 2002 according to the Taxpayer Identification Number.


To schedule this report, users should:

STEP 1:
Click on your agency’s Statewide Monthly folder.

STEP 2: Highlight the 3190 Agency 1099 Report and right-click your mouse.

STEP 3:
Select the Schedule Menu Option and the Schedule window will open.

STEP 4:
Click on the Prompts Tab and double-click on the highlighted Calendar Year.

STEP 5: Enter 2002 in the window (or you may select it from the drop down list) and  
click on the OK button.


STEP 6:
 Click on the Logon Tab.

STEP 7:   Enter your Logon User ID (the same as your ADVANTAGE ID)

STEP 8:
Enter your Logon Password (This is the password normally used when scheduling your reports.  If you have not been provided with a password or have forgotten it, please contact Donald Sweasy, MARS Security Administrator.)

STEP 9: Click on the schedule button.  

STEP 10:
After the report has been scheduled, double click on a successful instance to view the report data.

If errors are detected in the 1099 data, please send your corrections to Sue Casey, Division of Statewide Accounting Services, Room 488A in the Capitol Annex.
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If you have questions, please contact the


Customer Resource Center 


Help Desk 





by phone at (502) 564-9641


 or 1-(877) 973-HELP,





by email �HYPERLINK "mailto:Finance.CRCgroup@mail.state.ky.us"��Finance.CRCgroup@mail.state.ky.us�, 


or on the web at 


�HYPERLINK "http://resource.state.ky.us/"��http://resource.state.ky.us� 





for assistance.
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