Revised: 09/03

How to Access CalATERS Reports

These instructions explain how to access CalATERS reports for viewing, printing and downloading.

For descriptions and samples of reports available to your department refer to the CalATERS Reports
Index accessed from the CalATERS web site.

Reguesting Access: Departments request access for individual employees to the Reporting System
on an as needed basis. Each report will contain data only for those UCM (Uniform Codes Manual)
agencies that you have been authorized by your department to access.
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l. Access Reports

To access CalATERS reports, click the . Reporting System_| 1, 101 from the
CalATERS web site.

e

California Automated Travel Expense Reimbur:

ing CalATERS at your

Click the Reporting
System button.

If you are ructions o view an__un—\ine
presentati ce and Expense Reimbursement

What's New?

he CalATERS website has been redesigned! Learn more...
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l. Access Reports (continued)

A second window will display for the CalATERS — Expense Reporting System.

Maximize this window by clicking on the square =1

in the upper right corner
of the CalATERS -Expense Reporting System window.

a sp207 - Login - Microsoft Internet Explorer

J File  Edit Yiew Favarites  Tooly Help

[t @ gle & @& 3 w. o 9
| Back Forprd: Stop  Refresh Home | Search Favorites  History. LE] Frint Edit Dizcuss  Realobn
J.‘?ﬁd{.essrlﬂ hittps: #/calatersapp.seo.ca.gov/live/acweb/sp207/ / j fé&fa'w

Click here to
maximize.

Iame: |
Pazsword: |
Enter your user

name and
password here.

4 | _rr—-l
&] Done | |2 % Intemet y
Logon

Enter your user name and password. Click the ! button.
Note: If you entered your user name and/or password incorrectly, the system will not
respond with a message. The logon screen will remain until a correct user name and

password has been entered. For assistance with user name and password problems,
contact your department’s CalATERS Help Desk.

If you do not want to logon, close the window by clicking the “X” in the upper right
corner of the CalATERS - Expense Reporting System window.

Continued on next page.
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Access Reports (continued)
If your logon is successful, the system will respond with the following screen:
(Note: If you are not able to logon, check with your department Help Desk to ensure

that your department has requested, and confirmed, that your access has been
established.)

a sp207 - sp207 Folder - Microsoft Internet Explorer

e e e 5o Foies
.= . @ [0 QA QA @ @ ¥ |\ H B 9 F
| Black Fanwatd Stop Refrezh  Home Search  Fawortes  Historp Channels | Fullzereen Mail Print Edit
Address ]@ hitps: /fcalatersapp. soo. ca gowslivesacweb/sp207 Y L] Lirks |

CalATERS - Expense Reporting System I

User: cdctestar

N P\ Heudlnee T Roguests il Pro
Click

Logout

to exit.

Kl _ E— st

Four tabs are displayed.

Documents: This tab provides access to standard reports.

My Headlines: This tab is not in use at this time.

Requests: This tab is not in use at this time.

My Profile: This tab is used to update or change your password.

Logout

Click the I
system.

“ button to the left of the Documents tab to exit the reporting

Continued on next page.
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Il. Documents Tab
The Reports option is available from the Documents tab. Click Reports.

3 sp207 - sp207 Folder - Microsoft Internet Explorer

e Edt Vew Go Favortes

J Back  Fowed 5%; R-é%sh "h@;g»; :Ee% Favortes  Histery . i
J\.&dﬁmk@ https:/vcalatersapp.sco.ca.gav/ive/acweb/sp207/ 1' Ulznk*&
s

CalATERS - Expense Repotrting System

Sp207 Thursday, September 06,

[ My Headlines | Reguests
&) my documants

fenors f——_| Click here to access
reports.

l il e - -

Continued on next page.
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Il. Documents Tab (continued)
The next screen displays. Click Production.

3 ¢p207 - Reports Folder - Microzoft Internet Explorer

gg Favae
: 9 2 a8 83y 2888

| Back Fmam " ohe Rewh Hode _
If #dﬂ‘saaa]@ hltps Ja’calatersapp SCO.CA. gov#lwex’acweb!sp%?x’ﬂ eporls;" zl Ul;nk?&

CaIA TERS - Expense Repotrting System

sp207

Thursday, September 06,
: My Frof
& my documents @ he

Production

X

Click Production.

L
] https://calatersapp. soo ca.gov/lived acweb/sp207/Repoite/Production/

Continued on next page.
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Il. Documents Tab (continued)

Report Frequency

The next screen displays. Click on the report frequency, for instance, Annual, Daily,
Maintenance, Monthly or Quarterly, to access a list of reports.

Note: Some reports have more than one frequency, for instance, Report 08 — Direct
Charge Items, is run both Monthly and Quarterly. For more information refer to
CalATERS Reports accessed from the CalATERS web site.

a ¢p207 - Production Folder - Microzoft Internet Explorer

File  Edt View Favorites Tools Help ‘

e R il Qo @ B S W S 9
Back Forard Stop Refresh  Home Search  Favortes  Media History (%ET] Print Edit: Discuzz  Real com
Address I@ hitps: //calatersapp. sco.ca.gow/live/ acweb/sp207 /R eports/Praductiond j @Gn ‘ i

CalATERS - Expense Reporting System

Wednesday, September 10, 2003
My Profi
@y documents

. Annual Daily Maintenance

Monthly CQuarterly \

Click areport
frequency.

Continued on next page.
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Documents Tab (continued)
Report List

This screen lists reports based on the frequency selected on the previous screen.
Only those reports that you are authorized to view will display. Use the scroll bars to
move up and down the list of reports.

3 sp207 - Daily Folder - Microsoft Internet Explorer él

J File  Edit View Favorites Tools  Help |i

Toe o @ AT E g e gy
Back Farivard Stop Refresh  Home Search  Favorites  History Mail Print Edit
JAddress I@ https: {fcalatersapp.sco.ca.govflive/acwebfspZ07 fReportsiProduction/Daily) j @Gn
CalATERS - Expense Reporting System
Monday, May 20, 2002
My Profile
R Frequency indicated here.
eport Yersiond01 Tuesday, Mayhrr T
Yersiond0Z Wednesday, May 08, 2002 6:00:16 PM (detail k) |—
“Wersion003 Thursday, hay 09, 2002 5:00:16 PM (detail ) ﬂ
“Wersiond04 Friday, May 10, 2002 5:00:16 PM (detail™) SCI‘O”
“Wersion005 Monday, May 13, 2002 50016 PM (detailCy
“Wersion008 Tuesday, May 14, 2002 5:00:24 Ph (detail k) B ar
. ’ Yersiond07 Wednesday, May 15, 2002 §:00:21 FM rdetail k)
VeI’SIOnS “ersion00g Thursday, May 16, 2002 5:00:21 P M (detail-k)
“Wersion00d Friday, May 17, 2002 5:00:21 PM rdetails)
| Bpt174-TA
A Reguests In Yersiond01 Tuesday, May 07, 2002 §:01:15 FM (detail)
|| Progress
8 Yersion002 Wednesd ay, May 08, 2002 5:01:15 PM (detail )
Yersiond03 Thursday, May 00, 2002 5:01:16 P M (detail-k)
“ersion004 Friday, May 10, 2002 5:01:16 PM rdetails)
“Wersiond0s Monday, May 13, 2002 5:01:16 PM (detail g
“Wersion0O08 Tuesday, May 14, 2002 5:01:20 Fh (detail )
“Wersion007 Wednesday, Way 15, 2002 5:01:21 Ph (detailyy
Yersiond0g Thursday, hay 16, 2002 5:01:20 FM (detail-k)
Yersiond09 Friday, May 17, 2002 5:01:21 PM (details)
Bpt 28 -
| Approved TA's Warsion 177 i e Al . 2007 204 DA ¢l =

The list contains:

Report Title — the title of the report, for example, Rpt 17 — ER Requests in Progress.
Reports are listed in alphabetical order. For more information refer to CalATERS
Reports accessed from the CalATERS web site.

Version — the Version Name of the report. There may be several versions of a report
available. Each version contains data as of the date the report was created.

Date, Time, and Detail — the date and time of day the report version was created.
Clicking on the underlined text detail will provide more information on the report, such
as: Type, Size, Version Id, Version Name, Date Modified, Who Modified, Date
Created, Who Created, as well as Comments about the report.

Viewing a Report

To view a report, click on the title of the report or on the version of the report you wish
to view.

Continued on next page.



Il. Documents Tab (continued)

Viewing a Report (continued)

The system may respond with the detail of the report, a title page, or may require you
to click the NavBar command to get the report to display. Check the number of pages
when a title page displays. If page 1 of 1, there is only a cover page. When there is
more than one page in a report click on Next to see the report detail.

Note: When a report does not have a cover page and your department does not have
data for a version of the report, you may receive an error message.

2§ Hpt D8b_Direct Charge Items Annual - Microsoft Intemet Explorer

| Ele Edit View Favaites Took Hep | @ |
: A s -~ = =
@ . . Q@ [0 4| [/ H OIS B 9w
Back Erimand Stop:  Refizsh  Home: | Seawch Favortes: Histor Mail Print: Edit

| \Agdre'sg-!g] a’.-"c:alalersapp.sc:o.c:a.gov.-"live.-"ac:web.-"sp20?.-’F|eports.-"Test.-"Flpt°/°2DDBb_DirectX2DEhargeX2DItems%20AnnuaI.roi?ViewD'efauIt_"l Go ‘ | Links >

avBar First Prov Nest Lost Gow  Page FENo> R Search

NavBar

Direct Charge ltems Click the “x" to

August 2000 - July 2001 exit the report
and return to the

list of reports.

Department:  ucrS - Departents

Userid - Name
ER Claim Type
ERID Expense Type Expense Date Expense Amourt

PHEOL - hcldonald, |- ¢
B State Trawel
TEAQO00012T6 =
Darto Fartal 54101 F52.00

Clicking the Navbar command will display the department name or UCM agency
codes that are included in the report.

'a Rpt 08b_Direct Charge Items Annual - Microzoft Intemet Explorer
J File  Edit “iew Favoites Tools  Help

& .= . @ [ 4 @ oS B S5 wo

Back Fariafatd Stop  Fefiesh  Home | Seach Favaites History Mail Firit Exclit

|Address I@ Jz’calatersapp.sco.ca.gov."livex’acwebz’sp%?x’ﬂeportsx’Test.fFlpt°/°2DDBb_Direct°/°2DCharge°/°2DItems°/e2DAnnuaI.roi?\rﬁewDefault;l ((JQGD | I_Li'nks 25

v Nest Last Goto  Page NN o2 2B Search Download/Print

[» Department2
I Departrments
Direct Charge Items
Report Detail August 2000 - July 2001
\epanmem: e’ - Departments
Department U=skrid - Hame
ER Claim Type
n am e ERID Expensze Type Expense Date P
PHENL - Welonald, I ¢
B State Trawel
TEAND0001276 =
ozt Reral 51101
PHSF20 - Bates, F 1.
B State Trawel
TEAQ0000 1465
fotto Reral 41201
Corrprercial Air Fare 41201
PHDAOTL - Wilsen, 5 W
q T Sate Trame] ‘ r =l
@] javascript:myVoid() [ /& Scroll bars

| Slall! T Microsoft 'wiord - Fl.:..l HInbox - Microsoft.U::.l & [Report Admiristrati... ”@ Rpt 08b_Direct...

0 Microsoft Phata
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Documents Tab (continued)

Viewing a Report (continued)

Click a department name or UCM agency code to see report data on the right side of
the screen.

Use the First, Prev, Next, Last, Goto, and Page to move around the report.

TR ; = —— —— Adjust the
Firsl: frey Next Last G | size of view.

First — Takes you to the first page of the report.

Prev — Only available (command is grayed out) if on other than the first page. This
command will take you backward one page.

Next — Takes you to the next page of the report, if more than one page.

Last — Takes you to the last page of a report.

Goto and Page — These commands work together. This command is available when
there is more than one page in the report. Use the Goto command after you have
entered a page number in the box next to the Page command.

Adjust the report size in the viewing window by clicking the down arrow and selecting
a percentage to view.

Use the right scroll bar to view more information down the page. Use the bottom
scroll bar to view more information to the right on the page.

Continued on next page.



Il. Documents Tab (continued)

Printing a Report

The reports provided are in Portable Document Format (PDF) and require that Adobe
Acrobat Reader version 4.0 or later be installed on your computer.

To print a report, click on the BRI command. Do not use the printer icon

= at the top of the screen (or File command on the menu list). These options will not

properly format the report for printing.

a Rpt 08b_Direct Charge Items Annual - Microsoft Internet Explorer

| Fle Edb View Favortes Tecks Help |
R W a EH BB g w o
Back Fairiniatid Stop  Refresh  Home | Search Favortes  History Mail Prink it
|;’-\ddreS$‘ I@ .-’.-’calatersapp.sco.c:a.gov;’livea’acweba’SDED?a’Heportszesh"Hpt°/o2DDBb_Direct°/o2DEharge°/o2DItems°/o2D.t'-\nnuaI.r0i'?\u"|ewDefault_"'l @‘JJGO | I_Links i

First: Prev Hest Last  Goto

: Eega:meni Prints report.
Department5

Direct Charge Items
August 2000 - July 2001

Department:  ucrn5 - Departments

Userid - Narme
ER Clai m Type
ER IO Expense Type Expense Date Exp

PHEOL - Meloeaald, 1

T State Travel
TEADOODO 1276 i
fotto Rergal 51101
PHEF20 - Bates, F 1.
T State Travel
TEADONDO 1465
dtto Rergal 412401
Commmercial Air Fare 41201

DHDAOTL - Wilsea, 5 W

T State Tras] =
1] | v

@ javascrpt:my¥oid(] |_ %'_ |' Internet

Emﬁtalt! T Microsoft Wird - Fi'.:..I ey Inbos - MicrosoftU::.l & | Report Administrati... ”@ Rpt 08b_Direct._. & Miciosoft Photo Ed...l |§N 125PM

Continued on next page.
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Il. Documents Tab (continued)

Printing a Report (continued)

The following screen will display:

7} sp207 - Report Saving Option - Microsoft Internet Explorer

CalATERS - Expense Reporting System

Sp207 Wednesday, September 26, 2|

Save Approved TA's Ready for Payment

Save report document as an Adobe PDF file

osodain Click All, —

i Current page
C Pages: | |
Enter page numbers andfor page ranges separated by commas. For example, 1,3 5-12

Tip: Some versions of Microsoft Internet Explorer 4.0 may not correctly retrieve Adobe PDF repaort pages by
clicking the Apply button. If you are unable to retrieve the pages using the Apply button, right click on the butt
and choose the Save Target As option to save the PDF repart to your local disk. [

2007 - State of California |
Expling - 5.| B MicoschWo..| & Jeport Acin.| & tgmoved T4, [T [@NDOD sum

§Wl%)ﬂbam-ﬁmwﬁl

Select the All option to print the entire report.

Click the (e ABR D b tton.

Continued on next page.
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Il. Documents Tab (continued)

Printing a Report (continued)

The following are instructions for use with Adobe Acrobat Reader 4.0 only. If you are
using Adobe Acrobat Reader 5.0, you will not see the file download screen.

The File Download screen displays:

3'n._'l'l? - Report Saving Optian - Microzoft Intemet Explorer

L Apply

le, 1,3,5-12

|Adobe POF report pages by
v button, right click on the butt

]T] Gancel | More Inio [

2007 - State of Californiz

1. The Adobe Acrobat Reader will display the report in a separate window.

For information on printing using Adobe Acrobat Reader, see instructions on next
page.

Continued on next page.
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Il. Documents Tab (continued)

Printing a Report (continued)

To print the report, click the icon at the top of the Adobe Acrobat window.

Adobe Actobat - [Apt 08b_Direct Charge Items Annual[1].pdi]
Tl fle Edt Document Jook View Window Help =l
nee ﬁ' B W4 e DOM S AR~
[g Direct Charge ltems ﬂ
'.l? Click here to print. August 2000 - July 2001
ﬁ Department:  ucm3 - Depariment3
Userid - Name
[ ER Claim Type
{?' ERID Expense Type Expense Date Expense Amount
32“ FNER - MelXaald, |
Hs In State Travel
g TEANKON 276
E Autio Rental &1 $42.00
Select the options as you would for any word processing document.

“}sp207 - Report Saving Option - Microsoft Intemet Explorer

Click ‘X"
to close
y windows
P e artpag d
cub_B71_piner_01 PPD SCOCAP ickon| - @N
return to
- Cnpies report.
Gﬂ" : V-—=Armtaﬁg¢;- Mumber of copiss: |1 A
' Cunent page. - | -
&) P froim [T el
3?|Eﬁt’ed.‘pég’e,s.-"%_rﬂphi: ' i
T PostSoipt ptie
it ifettiodi | PRSEpl eyl 2|
|0 L5 Riiftetblatane Strests I | D st Pl

} Fj"m"t IEven and 0dd Pages

SR S

Click the “X” in the upper right corner of

U [ = T (- PR [ B [ ST | [ S

| cones |

oK

i LN —_—_

the Adobe Acrobat and CalATERS -

Expense Reporting System windows to close and return to the report.

How to Access CalATERS Reports
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Documents Tab (continued)
Saving a Report to Disk in Portable Document Format (PDF)

While viewing the report, click the FEEEREERIEIIS command.

The following screen will display.

/) sp207 - Report Saving Option - Microsoft Internet Explorer

CalATERS - Expense Reporting System

Sp207 Wednesday, September 26, 7|

Save Approved TA's Ready for Payment
Save report document as an Adobe PDF file.

Page Range

o .

o 4 Click All.
' Current page

" Pages: | !
Enter page numbers andfor page ranges separated by commas. For example, 1,3 5-12

Tip: Some versions of Microsoft Internet Explorer 4.0 may not correctly retrieve Adobe PDF report pages by
clicking the Apply buttan. If you are unable to retrieve the pages using the Apply button, right click on the butt|
and choose the Save Target As option to save the POF report to your local disk. [

2001 - State of California

st R vio | e 6 | 37 oo | §1eeponsdrn | g [[Ermenr - [GND® s
Select the All option to save the entire report.
Click the “ button.
Continued on next page.
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Documents Tab (continued)

Saving a Report to Disk in Portable Document Format (PDF) (continued)

The following are instructions for use with Adobe Acrobat Reader 4.0. If you are using
Adobe Acrobat Reader 5.0, you will not see the file download screen. Adobe Acrobat

Reader 5.0 opens the report first. Click the Bl icon on the toolbar at the top of the

next page).

Adobe Acrobat Reader window to save to a PDF file (continue with instructions on

At the File Download screen, click on Save the file to disk. This allows you to save

a copy of the report in Portable Document Format (PDF) to a disk or directory that you

specify.

2} sp207 - Report Saving Option - Microsoft Intemet Explorer

CalATERS - Expense Reporting System

sp207

File Download

“You have choser to download a fls from .tﬁfs.wlne'aiion.:-

.ion=pinthmade=rangetpage=1-2 from calatersapp.sco.c

What would you ke to do with this file?
™ Dpen thi
& B

[¥ | dlinans sk before aperng this bpe of file

IE—KI Cancel | _Mon&-l?#n |

Continued on next page.

Wednes

ample, 1,31
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Il. Documents Tab (continued)

A Save As screen displays. The file name is provided for you. Click il and select

the directory you want to save the file to. Click the button.

Save As 7] |
Savein | = Ltaylor on Sco_D4\WNssdata\Podil ~| [ |=_‘-“F| =
| {Access3y ___10utlook - Systerm Problems
|l uszer instruction __|0Outlagk - TEC izsues
|__1Ewceld? __1Pers
|__thlp __|PowerPoint37
| A1 02t __lwebsite
|__ILm __iwindows NT 4.0 orkstation Profile
| i Outloak __i*%'ord9?
1] | i
File niame: Fpt 080 Direct Charge [tems Snrual, Save
Save as lype; I.-f‘-.u:lnl:ue Acrobat Document ;l Cancel |

Click the “X" in the top right of the Save As and the CalATERS — Expense Reporting
System window screen to close and return to the report.

Continued on next page.
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Documents Tab (continued)

Search and Download to Microsoft Excel

The Search command allows you to select data to download and provides options for
limiting your search to specific data within a report. The results of the search can be
viewed on-line or downloaded as comma delimited (CSV) or tab delimited (TXT) files.

Technical Note:

If your computer has Microsoft Excel, and CSV (Comma Separated Value) files are set
to open in Excel, the reporting system will automatically download your reports to
Excel format. If you do not have Excel, the report system will download any CSV (or
TXT) file to the associated program on your computer.

To verify your CSV and TXT file associations using Windows Explorer, open Windows
Explorer, click Tools, Folder Options, then select the File Types tab, and use the
right scroll bar to view file types and associated software programs.

£8 L - Microsolt Internet Explorer

| File Edit iew Favorites | Tocls Welp
Jl e Fiarf o | @53 Map Metwark Drive. ..

Disconnect Mebwork Drive. .
Synchronize. ..

Click Tools,
Folder Options.

J Address Ig at)

Folders

ﬁ Desktop
-5 My Documents

[Jcabs

=45 My Computer (I Documents and Settings
. 1£ 3% Floppy (A:) [ orivers

SR L ocal Disk () Ca1nfrToal

I e WY ey ey =

Folder Options i 7 - -
i : 2 Click File Types
Generall Yiew  File T}'DESf]ffllne FI|ESi and scroll to CSV or
TXT.
Regiztered file lhpes:
E:-:tensin:nnsl File Typez I;IK
CRT Security Certificate i

Cazcading Style Sheet Document

Microzoft Excel Comma Separated alues Fils

Cuztom Tranglation T able
Curgor
DACFL... DACFILE File
= s T a2 [ R |
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Documents Tab (continued)

Search and Download to Microsoft Excel (continued)

Once a report is downloaded and saved in Excel format:

1) The report can be formatted as you wish using Excel commands.

2) It can also be saved in other file formats such as dbf, wk4, dif, slk, xla, prn and tix.

3) The Excel file can be imported into other software, for example, Microsoft Access
and Microsoft Word.

To perform a search on a report, click the command while viewing the report.

a Rpt 08b_Direct Charge ltems Annual - Microzoft Internet Explorer
| Fle Edt View Favortes Took Help |-

e =2 @ [N o | Q@ G BB S W

Back Firinati Stop  Refresh  Home | Search Favorites Histary Mail Frink it
|§ere&$ I@ .-’.-’calatersapp.sco.c:a.gov;’livea’acweba’SDED?a’Heportszesh"Hpt°/o2DDBb_Direct°/o2DEharge°/o2DItems°/o2D.t'-\nnuaI.r0i'?\u"|ewDefault;l fv\étfo | ILir‘rkS H

Dawnload/Print
\ -

1) Click Search.

‘NavBar First Prev Hest Last Goto  Pags B

New Search Search Now

Click on a reportfield to add itto the search

Direct Charge
August 2000 - Ju

Report Field Value

Department:  ucra5 - Departrents

Search Blaow | ‘ 2) Search

dISplayS |n Userid - Hame
H ER Claim Type
Ieft WI n d OW " ER IDyp Expense Type Expenzs

DHENL - Molmald EC

T State Trwsl
TEAQNOOOD1ZT & Jei
Fertal 51101
DHEF0 - Smuih, F A
B 5t . .
3) Click afield
value to add to 4121
search. hlet
PHDAOTL
i T tate Traee] | _,l’;l
@ Done |_ i_él_ i‘ Internet

The following options display in the left window:
Click on areport field to add to the search.

Select fields for the search by clicking once on the information in the field (not the field
name). The field containing the data you clicked on in the report is added to the left
side of the screen. More than one field can be selected.

Continued on next page.



Il. Documents Tab (continued)

Search and Download to Microsoft Excel (continued)

Specify the Report Field, Value and Display options in the left search window.

Report Field Click here to
ERREPORTCLAIMTYPECantral [} l = remove the
- ; field from
ERREPORTREPORTKEYContral | m E display.
EXPEMNSESEXPERNSEDES aptrol auto rental
EAFPENSESEXFPENSEDATE Contral [ Click "X . to
remove field
EXPENSESUSDAMOUNT Control S ' from the
search results.

Report Field — A field from the report that you want to include in the search. Fields are
added by clicking on data in the report, which then displays in the left window.
Examples: ER Claim Type, ER ID, Expense Type, Expense Date and Expense
Amount.

Value — Allows you to specify the field values to be included in the search. See
“Entering Values” below, for more information.

Display — Allows you to designate whether a field will display in the search results.

aou do not want a field to display in the search results or downloaded file, click the

in the Display column, next to the field. To remove a field selected in error, click on
the #l in the Display column.

Entering Values

Each Report field is made up of values, for instance, the Expense Type field has
values of Auto Rental, Breakfast, Lunch, Dinner, Lodging, etc. The Expense Amount
field has values that correspond to the amount claimed for the expense, for instance,
6, 10, 18, etc. Click Definitions in the left index of the CalATERS web site for
definitions of claim types, trip types, expense types, and payment types.

You have two options when a report field is used in a search.

1) Include all values for the field, which means that you do not specify any values in
the value column.
2) Narrow your search to include only the values that you specify in the value column.

The example below shows how to specify values for the Expense Type and Expense
Amount fields (see graphic above).

Select auto rental expense type

Enter =auto rental in the Value column to the right of the
EXPENSESEXPENSEDESCControl (i.e., Expense Type) Report Field.

Select expense amounts of $25 or more

Enter >=25 in the Value column to the right of EXPENSESUSDAMOUNTControl (i.e.,
Expense Amount) Report Field.

Continued on next page.
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Documents Tab (continued)

Entering Values (continued)

More Examples of Values...

Symbol Meaning
= Equals or is the
same as

> Greater than or
alphabetically after

< Less than or
alphabetically
before

>= Greater than or
equal to

<= Less than or equal
to

- Range (hyphen
separates upper
and lower limits of
the range

, Or (comma
separates upper
and lower limits of
the range)

! Not

? Find any one
character

* Find any number
of characters

# Find any one
ASCII numeric
character (0-9)

How to Access CalATERS Reports

Sample
Report Field
LnameControl
(Last Name)

EXPENSESREPO
RTABLEAMOUNT
Control
(Reportable
Amount)

LnameControl
(Last Name)

EXPENSESUSDA
MOUNTControl
(Expense Amount)

EXPENSESUSDA
MOUNTControl
(Expense Amount)

EXPENSESUSDA
MOUNTControl
(Expense Amount)

PROFILEUSERID
Control (User ID)

EXPENSESEXPE
NSEDESCControl
(Expense Type)

ERREPORTREPO
RTKEYControl
(ER ID)

LnameControl
(Last Name)

TRANSCNTUCMA
GENCYCODECon
trol (UCM Code)

21

Sample Value

=SMITH

Returns records whose last
name is Smith.

>20

Returns all records with an
reportable amount of more
than $20.

>Jones
Returns records whose last
name is alphabetically after
Jones.

>=25
Returns all records with an
expense amount of $25 or
more.

<=35
Returns all records with an
expense amount of $35 or
less.

=25-45

Returns records with expense
amounts between $25 and
$45.

=C*,E*
Returns records with user ids
that begin with C or E.

IBreakfast

Returns all records where the
expense type is not for
“breakfast”.

Returns all records for ER lds
that starts with “TEA” and ends
with “1804”

=H*

Returns all records where the
last name begins with an H.

=##60
Returns records for UCM
codes ending with 60 only.
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Documents Tab (continued)

Entering Values (continued)

Because special characters (?,*,#, and []) have special meaning in search expressions,
guotation marks must be used when searching for the characters themselves. For
example, if you need to search for \#, then you would enter the search criteria as ="“\#".

Completing the Search
After you have selected the desired report fields and entered the necessary values, if

any, click the Search hlow | button on the left side of the screen. The results are
displayed on the left side of the screen.

a Rpt 08b_Direct Charge Items Annual - Microsoft Internet Explorer

| Fle Edt View Favortes Tooks Help |-

Q G1 B

Search  Faworites Hi.stolp

S S TR A 2 9 w o

Back Firinatid Stop  Refresh  Home Mail Frint it
J;’-\ddress I@ Hlcalatersapp.sco.ca. govdlivedacwebsp207 /Reports/ Test/R pt 20080 Direct°/o2DEharge°/o2DItems°/o2D.t'-\nnuaI.r0i'?\u"|ewDefault_"'l @‘JJGO “ Links #

H 2 i75% =

Smart Search found 3 matches, Search
_— results Direct Charge Items
Results 1-3 < August 2000 - July 2001
ERREPORTCLAIMTYPEControlERREPORTREPORTKEY
In State Travel Teannonizze W] Click search item to
In State Travel TEADOOOD1 465 see detail on report.
In State Travel TEADOODD1470
ETCTO | ERPETSE TP Expense Date
PHENL - Molwaald, 2O
Results 1-3 T State Travel
TEAOOOOD 1276 125
KW Shai | fotto Rertal 51101
PHEF20 - Smith, ' A
B State Trawel
Download search results as: TEAIOO0 L1465
|Cumma delimited dataj 'G'Ul‘ dute Reml ) il
Download results. SeRRmEE e
5w
i _rllﬁ T State Trawe] I _||;l
{&] Done i E |4 Internet

Emﬁtalt! T Miciosoft Wird - Fi'.:..I 8 Inbox - Microsoft E[::,l & | Report Administrati.. "@ Rpt 08b_Direct._. & Miciosoft Phota Ed._.l |§N 133PM

Viewing Detail for Items in Search Results

To see the detail of an item in the search results, click on the item. The detail line of
the report is displayed on the right side of the screen.

New Search

If you want to refine your search, click on the New Search button. The fields selected
and any criteria entered in your first search will be re-displayed. You can either add or
remove fields or enter new search criteria.

Click on the New Search command to start a completely new search.

Continued on next page.
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Documents Tab (continued)

Download Search Results to Microsoft Excel

After you have selected the data you want using the Search command, you are ready
to download the file. Beneath Download search results as, “Comma delimited data”

should be selected, click EI.

On the File Download screen select the Open this file from its current location
_ e
option. Click e

File Download I

You have chagen to download a file fram this location,

fram. calaterzapp. sco.ca.goy

/bt would wou fike to do with this file?

o EI pen bz hle fram ite curent locabor
™ Save this file to disk

I Alwags sk before omening s bpe alfile

ok, I Cancel | dore |Hfa |

The report download function automatically invokes Microsoft Excel. It opens a new
worksheet and puts the data into the appropriate columns for you. You can then save
the Excel file and work with it as you would normally in Excel. You can also save the
Excel file to another file format (e.g., .txt, .wk4), or import the Excel file into another
software such as Microsoft Access or Word.

. Microsoft Excel - Hpt 08b_Dwect Charge ltems Annual[1].csv

|®7 Fle Edt Yiew Insert Format Tools Data Window Help =
IDEESR_AY $BRC v a® = 4 45 B8P - B
||.o.ria| » 10 r| B 7 U E== | $ % 5 % +'°3|*§ E S A
- a1 __:i.—:'!.ERREFERTELA|MT\$ECUM-E e S ——

A B | G | B] | o el I | H | | | J | K L:‘__i
1_[ERREFOHERREPOR EXPENSE EXPENSESE EXPENSESUSDAMOUNT Control '
"2 |In State Tr TEADOOOD Auto Rente 050172001 52
3 |In State Tr TEADDO00 Auto Rent; 04022001 99.23
4 |In State Tr TEADDOOD Auto Rent:  05/03/2001 89
iz
B

Continued on next page.



My Headlines Tab

This functionality is not in use at this time.

Back | Fahad E T Fﬁ&t@ Channels

J‘Kdﬂm;s]@ hitps://calatersapp. sco. ca.gov/live/acweb/sp207/__completed

CalATERS - Expense Reporting System

sp207

. Documents

Persanal C_'.'hahp My Headlines ;

There are currently no items in the channel to display.

Reguests

[* Personal
Channel

Continued on next page.
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\VA Requests Tab

This functionality in not in use at this time.

'3 sp207 - Scheduled Requests - Microsoft Internet Explorer

| B o Favoles o

4

d Search  Favortes Histary Channels | Fulsereen  Mail
J\.&{dﬁm;s]@ htt_ps:.-".-"c:alatersqp_p.sc:o. ca. go\-'.-"live.-"ac:weh.-"s_pED?.-"__scheduled

CalATERS - Expense Reporting System

sp207 Thursday, September 0§

| I:‘-qn:urnt-_nts_ My Hr:.a-:'li’._i_:‘:- 2 e My A

l scheduled Scheduled R_BHHBS.IS e
[ Active

There are currently no scheduled requests on server: sp207.

Continued on next page.
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V. My Profile Tab

The My Profile tab (upper right location) is used to change your password or to change
your web-viewing mode for reports.

Changing Your Password

<} Actuate User Preferences - Microsoft Internet Explorer

f.0 .0 B d @ & 3 w(dB 5
Back Faripard | Stop Refresh Home | Seach  Favortes  Histone  Channels | Fulsereen  Mail it Edit )
Addfﬁas]@ htt_ps:.-’.-’calatersapp.sco. ca. gow’livea’acweha’sp2D?.-’_leq_uestUserF'leferences ﬂ H L]n’e@
s

CalATERS - Expense Reporting System r

sp207 Tuesday, August 28

| Documents My Headlines | Requests |

ctuat ences Enter your current
Change Password password here.

Existing password:

Mews password: | : | Enter your new

Canfirm new passwaord: | password and
confirm here.

Report Yiewing Preference

 Dynamic HTML (DHTML)
€ Live Report Extension (LRY)
& Default (currently Dynamic HTWL (DHTMLY)

Download LBX Viewer

3] [ T (8 [ emet
Stant| 2 nbos Microsott | (5] Esploing 5\5P. | & epor A | Gy isosol Photo € [[ZTActuate User . [@TON@ s00PH

Select the My Profile tab to change your password. Key in your current password in
the Existing password box. Enter your new password in the New password box.
Re-enter your new password in the Confirm new password box. Note: Passwords
have no restrictions on length and can be either letters or numbers.

button.
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