NCxCLouD NCAS

BUSINESS PROCESS PROCEDURE | NCAS-1

The purpose of this business process is to explain how to login and access content within NCxCloud.

NCxCLoup

NCxCloud is a secure cloud-based content delivery system that provides agencies access to reports. NCxCloud is
replacing XNET/XTND.
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NCAS-1 - NCxCloud

Logging In

NCxCloud does not require any extra software; however, users must be on a state network or on a VPN into the

state network. It is accessed through a web browser. The NCxCloud Test Portal can be found at

https://test.sysware.nc.gov. Once the production portal is available, it can be accessed through the URL:
https://ncxcloud.nc.gov. Log in using your RACF ID and password to the NCxCloud in either the Production or

Testing portal.

r/-. -.\.
= e

~ .. LogintoSystemware Content Cloud

Caontent Cloud

« My user name is: |

- Password:

m I:‘ Remember me?

| need to change myy password

Navigating the NCxCloud

Once logged on to the NCxCloud home screen you may be greeted with a Help and Tips window. This window
introduces you to the NCxCloud interface. Navigating through this menu introduces you to different icons that are
used within the Home Page. You can close the Help and Tips window by clicking the X in the top right corner of the

menu.

) Logout T565599 Settings Help

WELCOME TO SYSTEMWARE
SoR—— CONTENT CLOUD

Favorites Navigator

TS65599, you were last here 12/06/2019 10:42:10.

Content Extraction

, TS65599-1) (Y
Content View i s
Help and Tips [x] Y
* Scheduled Tasks
Welcome to Systemware. You can turn off these tips by
Scripts clicking the X in the corner of any help balloon. If you would
like to turn them back on, you can do so through the Show
ADMINISTRATION Tips and Hints option on the Help menu. Click the Next
- MY PAGES button below to see the next tip.
* Import & Export
e [ prec ] Next |

= Link to This Page me Add to My Pages
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NCAS-1 - NCxCloud

Help

The Help menu is in the top right corner of the Home Page. Hovering over the Help icon allows you four
options: Welcome Page Help, General Help, About NCxCloud, and Show Tips and Hints.
e Welcome Page Help icon - reviews each section and icon on the Home Page.

e General Help — provides instruction for using the Document Portal.
e About NCxCloud — provides information on NCxCloud User Interface.
e Show Tips and Hints — Opens up the Help and Tips Window
The first option within the Help menu changes depending on what page the user is on. This provides the

users with specialized support on each page of NCxCloud.

) Logout Ts65599 Settings. Help

A
Welcome Page Help k|

General Help
About Systemware

Show Tips and Hints

Add To My Pages

In order to save a page to the My Pages area, navigate to the page you wish to save. Then hover over the
Open New Tab Icon, located in the top right corner, and click Add To My Pages.

¢ | @ Logout Ts65599 Settings Help)

« 4+ /Navigation/LOCALCS/DSC Add To My Pages
Content Server — LOCALCS Set As First Page Open in new tab #
search.908.a.swesrecentverview debug AT
i Link:
TOOLS Tite: O AltName: O Name: () DO A @
Content Extraction Title Alt Name:
Conisieion Folder: //OSC Name:
* Scheduled Tasks
4 Show ONLY Favorites: [ ] Show ALL Versions: [ ] ID:
Scripts.
ADMINISTRATION el i
Import & Export Source
[ search )| cancer | ciearForm [ cLEAR RESULTS
Shawing 1 - 20 of 133 Results Per Page: 20 - vewshe B B B
A

Once the user selects Add To My Pages, a window will appear asking for a Name and Category. The user
can create a category for the user to organize their favorite pages. Users add a category by clicking in the
category field and typing in a new category.

Add To My Pages

» Name: |[content Navigator

Category: General
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NCAS-1 - NCxCloud

After the user has completed the requested information and clicked Save, the page will be saved, and a
direct link will be posted on the user’s Home Page.

WELCOME TO SYSTEMWARE CONTENT CLOUD

o
Ts65599 - (Externally defined user Ts65599) \
a - )

Toggle Left Panel

The first icon on the top left corner of the Home Page is Toggle Left Panel. Clicking on this icon expands or
collapses the left side bar navigation panel.

Content Navigator

Favorites Navigator

Content Extraction
Content View
Scheduled Tasks

Scripts
ADMINISTRATION

Import & Export

System

Home

The second tab to the right in the top left corner is Home. Clicking the Home icon will return the session
to the user’s home screen. A user’s homepage is customizable. The user can organize categories where
saved pages are stored and if a user has saved pages, they will display in the My Pages area.

Content Navigator

Favorites Navigator

Content Extraction
Content View

* Scheduled Tasks

Scripts
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Find

The Find Icon is used to search for reports. This Find provides the options Content Navigator and
Favorites Navigator. These options are also available under Find in the Left Navigation Panel. Both
options will allow the user to find reports.

Content Mavigator

Favorites Mavigator

Comtent Me. . ..

Favorites Navigator

Content Navigator

Content Navigator gives the user access to all reports that they can view. Once the Content Navigator is selected,
the user then will expand the Navigation folder. This will display the high-level directory. Expanding the directory
will display the Agency high-level directories.

Content Navigator w * t’

Favorites Navigator

- (Content Navigator
Favorites Navigator + [} Favorites

* C Script Results

L) E_'j, Document Metadata
Content Extraction @ Navigation

Content View b TEST XPTR (SYSW]

* Scheduled Tasks

Scripts

These directories will populate only with directories a user has access to view. Some users will have access to
more directories and/or reports than other users. Expanding Agency level directories will display subdirectories,
and in turn expanding subdirectories displays reports. NCAS reports that the Office of the State Controller
supports are available under the Agency level directory OSC.
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The following are a few examples of subdirectories within the OSC Agency high-level directory.
e AKA - CMCS Users

e  OPC - Production Region Users in CICSSCCP
e  OPF—Production Region Users in CICSNC23

e OPU - University Users

L IR ¥
Content Navigator %)

+ B NMH ~
+ G oAH
« 0 oo

—

Scheduled Tasks k © Ak | _cmics ]

+ ) BND

+ @ ccc

+ o

+ B DPE

+ B FAA

< B MFS

Scripls

* Import & Fxport

System

+ B NC236L
[Foox] CICSSCCP
|2 0pu| ] Universities |
+ g o
+ B PHR

« BB PXA

NOTE: It is important to remember that all users will not have access to all directories.

Report names utilized within an expanded region directory should appear the same as they were within X/TND or
X/NET.

¢
—— o Content Navigator D
Favorites Navigator S
+ T AKA
+ T BND
o 9o
+ P oo

Content Extraction
Content View
Scheduled Tasks
Scripts Ch

ADMINISTRATION

Import & Export

s PR
— + P MFS
+ B NC236L
+ P OPC

System

« 0 opF
+ gl oru

NS

2 >
+ ) CHECK

+ g TesT

+ P oTEXT

:7 0SCOTC 1099-1 FINAL RPTS

- OSCOTC 1099-G FORM

i‘ 0SCOTC 1099-MISC FORM
=) 0SCOTC AP DHR DDS CHECKS

=1 OSCOTC APSPA-1 NO SPA RECORDS
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Favorites Navigator

The Favorites Navigator displays a navigation tree of reports marked as favorites.

Content Mavigator F ites N 'gatnr

Fz

+ E Shared For Import

'+ T My Favorites

Users can mark a report as a favorite by navigating to the report, clicking on the Report Options, and selecting Add
Report to Favorites.

« ‘h /Mavigation/LOCALCS/OSC/AKA/OSCAK AK302-02 GEN FUND REVENUE

e @ | !~ content Server Version - LOCALCS
i ~
Favorites Navigator + T BoA
+ B com
Content Extraction + @ COR
Content View = ';y Dce
* Scheduled Tasks : @ DHR
Scripts S osc
ADMINISTRATION o W Aa
Import & Export * B CMCS
* System OSCAK AK16- ON-LINE REPORTS

&« GENERAL

LOCALCS/05C

OSCAK AK302-02 GEN FUND REVENUE
OSCAK AK302-03 GEN FUND APPRO
OSCAK AK302-04 GENERAL FUND
OSCAK AK302-06 CAP IMPROVEMENT
OSCAK AK302-06B CAP IMPROVEMENT

OSCAK AK302-17 APPRO, EXF, BAL
—

Show Report Versions
View
Wiew in New Window

Download

Add Report to Favorites General
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NCAS-1 - NCxCloud

Once a report is marked as a favorite it will appear in the Favorites Navigation Tree.

Favorites Navigator
+ ﬂ- Shared For Import
= ﬁ-_ My Favorites

= &}General[j B8
Content .
Content Extraction 1 - OSCOTC SYSWARE Favorite
Content View 1 - DSCOTC TEST AKA REPORTS H Reports E
* Scheduled Tasks
Scripts
ADMINISTRATION i l

Import & Export

System

Searching for Reports

Report searches are conducted through the Content Navigation Server. In order to perform a search, the user will
go to the Content Navigator and click on the high-level directory. Clicking on the directory will populate the
Content Server and will provide users with the fields to perform a report search.

Favorites Navigator

Content Navigator

+ T Favorites

~

4@ & MNavigation/TEST XPTR (5Y5W) »

* Content Server — TEST XPTR (SYSW)

search.908.a swesrecentverview

+ T script Results

debug

O

Content Extraction
Content View

Scheduled Tasks

Scripts

ADMINISTRATION

Import & Export

System

+ {E} Document Metadata
|~ }E Navigation

= {B TEST XPTRNSYSW)
+ T aDM %
+ @ anc
+ @Bz
+ [ Boa
+ T com
+ T cor
+ B bcc
+ {8 DHR
+ @ por
+ B HFA

Title: ) AltName: O Name: O ID: Q
Title:

Alt Name:
Folder:

Name:
Show ONLY Favorites: []
1D:
Date:
Format:

Source:

Show ALL Versions: []

Al @

+ B INS
S @S
+ B s
+ B LB

[Goomner ][ e | cuoan roms J cuean nesuur |

Showing 1- 20 of 439 | Results Per Page: [30 ||~

H234567%8910>

vewsyie B B B

NCxCloud offers several fields to search for reports:

e Title
e Alternate name
e Name
e FormlID
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Example: GL820 Report Search

This example will explain how to perform a simple search for the General Ledger Batch Proof Report

(GL820).

1. Inthe Title Field enter GL820.

Content Server -~ TEST XPTR (SYSW)
search 908 a swesrecentverview
Title: O

Title: JGLE20|

Folder:

Alt Name: O

Show ONLY Favorites: [ ]

2. Click Search.

Show ONLY Favorites: [ |
Date:

Source:

Name: O ID: O

Show ALL Versions: [ ]

debug: []
Al @

Alt Name:
Name:

ID:

Show ALL Versions: [ |

1D:

Format:

@ CANCEL CLEAR FORM CLEAR RESULTS

3. This search will return results for the latest version of reports GL820, or General Ledger Batch Proof

Report.

Titte: O

Title: |GLE20

Alt Name: (O

Folder:
Show ONLY Favorites: [ |
Date:

Source:

Name: ()

o O

Show ALL Versions: []

[ searcr || cancer | ciear Form || cLear ResuLTs

Showing 1 -4 of 4 Results Per Page: | 20

GL/FICS RPTS 111300
0SCOTC GLA20-2 * 12/10/2019
SBMAUDITRET 1113100
DSCOTC GLA20 - "
MAINTENANCE 1”"’;‘;‘;‘;;3
ERROR e

Title Date,Time

OSCOPC GL820-1 * 11/15/2019"
GL/FICSREPORTS 082500

05COTC GL820-1 ~ 12/10/201%

Pages Format Mame

2242 TXT
1173 ™XT

4 TXT

3 IXT

oPGa

aTal

OTHM

All: @

Alt Name:

Name:

1D:

Format:

Folder

JOsC/oPC

/OSC/OTC

fOSC/OTC

JOsC/OTC

Source (4] )]
OTCXPTRM ;;E(SJV'},(}WR
OTCGLB20 ;TSEYSSTWX]DTR oTal
oTCGLE20 'thEYSSTw);WR OTHM
OTCLME20 ;TSEYSSTW);DTR OTHV

vewswie: B B B
Alt Name DSsIiC
opa D
oTal D

D..
D..
>

NOTE: All versions of the report will not appear unless the user checks the toggle box Show ALL Versions

and click SEARCH.

Title: 'GLB20
Folder:

Show ONLY Favorites: [ ]

Show ALL Versions:

s
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Certification Report Search

Certification reports, like BD701, BD702, BD725, and BD80O0 are all grouped under the fiscal year. These
reports are placed into versions; therefore, the report version corresponds to a certification period. For
instance, Version 1 contains certification reports for period 1, July. Version 2 contains certification reports
for period 2, August, etc. The following steps explain how to search for a certification report and save a
report search.

1.

Enter the report title FY2020 BD701 REPORT in the Title Field, click search.

@ R MavigationSYSW

Content Mavigatar o Content Server = SYSW
« § Favorites il seanch. 008 2 pwrirecentvendew debug:
+ T Script Results
hacditl Tie: O AtMame O Name: O IO AL @
£} Document Metadata -
T4 Mavigation Title; FY2020 BDT01 REPORT ] All Hame:
SYSW Folder Hame:
* B A0M
Show ONLY Favorites: [] Show ALL Vessions: [} 1D
+ @ aoC
# Bz Date: Format:
+ @ a0 Source:
+ P oM
s @R ! | cance |
« B 0CC Showang 1 - J00f 1517 Rewds Per Page: 70
+ B DHR B23456789w-:>
+ W DOT
[ ] Title. Date/Time Pages  Foemat Name
+ B HFA =
B O VY o onnE Wi WITT  ICAOODY
o PN

[ R T

CORHZBIC

]

FCOMACA

AORMZE

Sowre 5

IMASETRL SYSW

HIBISLGY SYSW

B2
v @ B B
n A Hame ol
ICADOO C

CORMIBIC MZBISLGY

2.

Once results are returned, click the action menu for the report. This menu then provides you with

the option to Show Versions.

Content Server - SYSW

search.908.a.swcsrecentverview debug: []

Title: O Alt Name: O Name: O D: O Al @

Title: FY2020 BD701 REPORT Alt Name:
Folder: Name:
Show ONLY Favorites: [] Show ALL Versions: [ ] 1D:
Date: % Format:
Source:

SEARCH CANCEL CLEAR FORM CLEAR RESULTS

Showing 1-10f 1| Results Per Page: (20

[ ] Title Date/Time Pages  Format Name Folder

10/23/2019
View 13:06:00

1TXT OTEN JOSC/OTC
View in New Window

Show Versions

Add Report to Favorites

Notes

Download

Select

Source (&3

TS65P55  SYSW

]

OTEN

Viewsyle: B B B

Alt Name

m
%

DsiC

3.

Click Show Versions.
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4. All Versions of the FY2020 BD701 Report Results will populate in the window.

Show Versions

* Content Server Version -

SYSW

search.902.a.swcsversion

Title: OSCOTC FY2020 BD701 REPORTS

Folder: /OSC/OTC
Date:

Source:

SEARCH CANCEL CLEAR FORM CLEAR RESULTS

Shawing 1-12 of 12 Results Per Page: (20

= DT
s oV |
. av |
T
.oy |
.oy |onm
L
I
I
LR

'Capture 1
Date/Time
10/23/2019
130600
10/23/2019
13:06:00
10/23/2019
130600
10/23/2019
130500
10/23/2019
130500
10/23/2019
130500
10/23/2019
130500
10/23/2019
13:0500
10/23/2019
130500

RIN = Format

12 TXT

11 TXT

10 TXT

9 TXT

8 TXT

7TXT

6 TXT

5 TXT

4 TXT

Pages

1

debug: []

Alt Name:

Name: OTEN

Format:

Size (KB) Source

1 TSe5Ps5

1 TS65P55

1 TS65P55

1 TS65P55

1 TS65Ps5

1 TS65P55

1 TS65P55

1 TS65P55

4678 TS65P55

Upload

Flag Hold

DsID

E3E2F6F5D7F5F5400119296F0047F52C0067 !
E3E2F6F5D7F5F5400119296F0047F3E60067
E3E2F6F5D7F5F5400119296F0047F2A00067
E3E2F6F5D7F5F5400119296F0047F1380067
E3E2F6F5D7F5F5400119296F0047EF550067
E3E2F6F5D7F5F5400119296F0047ECB70067
E3E2F6F5D7F5F5400119296F0047EADO0OGT
E3E2F6F5D7F5F5400119296F0047E85B0067

E3E2F6F5D7F5F5400119296F0047E2650067

5. The next steps will explain how to save the report search so all versions will appear when it is
recalled. Once a search is saved it will appear in the left navigation panel. Saving searches allows the
individual to have quick access to a report and all versions of that report that they generate often.
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6. Click the Save Search Icon in the top right corner of the Content Server.

-
St Versi
» Content Server Version - SYSW
search.902.a.swcsversion debug: []
Title: OSCOTC FY2020 BD701 REPORTS Alt Name:
Folder: /OSC/OTC Name: OTEN
Date: h Format:

Source:

SEARCH CANCEL CLEAR FORM CLEAR RESULTS

Showing 1-12 of 12 Results Per Page: /20 || = viewstyle: B B B
Version  Capture ) . Upload “
0 Date/Time  Date/Time RIN Format  Pages Size(KB) Source Filename Flag Hold  DSID
LR A S
oy CEEOME  a ime

7. Create a name for the saved search and place it within a category. Then click SAVE.

= Bl 2
Show Versions -
* Content Server Version -- SYSW Save Search
search.902.a.swcsversion » Name: BD701 all versions v 0K
Category: |General v
Title: OSCOTC FY2020 BD701 REPORTS - =
Folder: /0SC/OTC !}
Date: J Format: [ '
Source: p— ) N ) ")
SEARCH CANCEL CLEAR FORM CLEAR RESULTS
Showing1-12 0f 12 Results Per Page: 20 || = ViewStyle: B B B
Version (Capture ’ " Upload
] Date/Time  Date/Time RIN = Format Pages = Size (KB) = Source Filename Flag Held  DSID
' 110/23/2019 10/23/2019 1
®ov 130600 130600 i 1 1 TS65PS5 ESE2FE
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8. Once the Search has been saved it is shown in the left navigation panel under Saved Searches.

Certification Report

BD701 Example

General

BD701 all versions

9. Clicking on the Saved Search in the left navigation panel will open the saved report search and display

all versions of the report.

* Content Server Version - SYSW

search.902.a.swcsversion

Title: OSCOTC FY2020 BD701 REPORTS

Folder: /OSC/OTC

Date:

Source:

SEARCH CLEAR FORM CLEAR RESULTS

Showing 1-12 of 12 Results Per Page: 20

B DY
B BvY
[ =R

Version Capture
Date/Time = Date/Time

10/23/2019 10/23/2019°

130600 130600
10/23/2019 10/23/2019
130600 130600
10/23/2019 10/25/2019
130600 130600

RIN = Format

12 ™XT

11 ™XT

10 ™XT

debug: []

Alt Name:

Name: OTEN

Format:

Pages  Size (KB) Source

1 1 TS65P55

1 1 TS65P55
1 1 TS65P55

viewStyle: B B B

Upload

Flag

=

Hold

DSID

E3E2Ft

E3E2F¢

ESE2F¢

el

8/26/2020

NORTH CAROLINA OFFICE OF THE STATE CONTROLLER

PAGE 13 OF 29



NCAS-1 - NCxCloud

Opening a Report

After locating a report, the user can open and view the report to see their agency’s data. Users also will be able to

view.

1.

perform Queries. It isimportant to remember that users will be able to see only the reports they have security to

For this training document, search for the report FY2020 BD702 REPORTS All Versions, then select

version 3.

| Title: FY2020 BD702 REPORTS ] Alt Name

Folder Name

Show ALL Versions: [X] D

Format

Show ONLY Favorites D

Date

Source

E CAMCEL CLEAR FORM CLEAR RESULTS

Showing 1-1af 1| Results Per Page: (70 -

viewsylee B B B
[ | Title Date/Time Pages Format Name Folder Source (3 D AltName DSID
05coT
E
FY2020  10/23/2019 /OSG/0 TEST XPTR
[ =R e e 1170 TXT OTEQ e OTCDSXPT (SYSW) OTEQ o
REPOR
TS

Click the Show Menu Icon located next to the report title.

Shawing 1 -1 of 1| Results Per Page: (20 -

[ ] Title Date/Time
oscoT
i@
FY2020
BD702
REPOR
TS

10/23/2019
12:31:00

(] 't(

Showing 1 - 1of 1 Results Per Page: 20

Title Date/Time Pages Format MName

1170  TXT OTEQ

Show Versions

Add Report to Favorites
Motes

Download

Select

Folder

f05C/0
TC

Source

OTCDSXPT

rom the menu options, click view. This will open the report and allow the user to view the data.
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4. The report FY2020 BD702 Report will display to the right of the left navigation panel.

5. Toclose the report, navigate to the top right corner to the CLOSE icon.

FIND

Content Navigator

Favorites Navigator

TOOLS

Content Extraction
Content View
|+ Scheduled Tasks

Scripts

ADMINISTRATION

 Impart & Export

[* System

o () Logout 1565599 Settings Help
Title:05COTC FY2020 BD702 REPORTS Date:10/23/2019 12:31:00

B

B Zoom00% o %

= o>

i

/164 Lines1-41of41  Find Text

00 0O 0Pt
RMDSID19
BD702-01

190 DEPARTMENT OF PUBLIC SAFETY
BUDGET CODE: 04553

CERTIFIED ON 08/16/2019 STATE OF NORTH CAROLINA !4
MONTHLY REPORT ON APPROPR

FOR THE PERIOD ENDING

BUDGET

UNALLOTTED ALLOT

EXPENDITURES .00

REVENUES
EXCESS OF EXPENDITURES

.00

OVER (UNDER) REVENUES PER BD701 .00

Viewing a Report

Once a report is opened, the user is provided with a menu bar of Document Navigation Tools.

Title:0SCOTCFY202( 2 )2 REPORTS Date:10/23/201912:31: 4 . 6
B  Zoom:100% (3] e NN R el = &= 0O 0 0O 0 prget /164 Lines1-410f41  Find Text
1 3 5

1. Thefirsticon on the far left of the menu is the Action Menu. Clicking this icon allows you to view all
the actions that can be performed on this document. The actions available in the menu are listed
below.

Action Menu ) Date:10/23/2019 12:31:00
8% a8 ThdzE e
ON 08/16/2019
C SAFETY
Analyze
s Apply Content Analyze beET
Create Content Extraction  puiaieietetete 1
L > ol
EXPENDITURES Update Content Extraction .00
REVENUES .00
EXCESS OF EXPENDITURES = ===——————————— o .
OVER (UNDER) REVENUES PER BD701 .00
ANALYSIS OF CASH

O Query: a sub menu allows you to search for specific content in the document using the
Content Query or perform batch queries on the document using the Batch Query action.

0 Transform: this action allows you to transform the document into a PDF or to open the
Apply Content View.

0 Deliver: gives the user the ability to email or deliver the content in CS Drivers.

0 Download: allows the content to be downloaded in its native format, TXT format, or

PDF format.
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2.

O Analyze: opens the Content Analyze drop-down panel, providing the option to create a
content extraction based on the document or update an existing extraction template.

The second tool is a Zoom Slider. This tool allows users to slide the button to the left to zoom out of
the document or slide to the right to zoom in the document.

Zoom Zoom
Out In
— =
Zoom: 100% =

The third set of tools on the Document Navigation Toolbar is the Notes. These tools allow you to
attach “Sticky Notes” onto any document or image.

o
0 Expand All Notes is the first tool within the notes. This command expands all sticky
notes within the document.

0 Minimize All Notes ~is the second tool within the notes and provides the user with
the command to minimize all sticky notes in the document.

0 Show/Hide All Notes * toggles all sticky notes in the document to be shown or
hidden.

o
0 Add Note to Document =~ command adds a new sticky note to the current document.

The fourth set of tools within the Document Navigation Toolbar is Viewer Tools. These tools are
available only within the Document Viewer.

Viewer
Tools

O Ruler Toggle Y The Ruler Toggle provides the user with an information box below the
Ruler Toggle icon that displays the row number and column number the user is hovering

above.
B E & O 0D 0=l /164  Lines 1-41 of 41
I Row: 1, Column: 103 I
JlEI STATE OF NORTH CAROLINA GENERAL LEDGER SYSTEM
MONTHLY REPORT ON APPROPRIATIONS AND ALLOTMEN
FOR THE PERIOD ENDING JULY 31, 2019
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0 Select Text transitions the cursor to a cross hair allowing the user to left click and

drag an orange box around text, releasing the left mouse button will create a popup text
box. This text box can be printed using the print icon on the bottom left corner of the
text area or closed by left clicking the ‘click to close’ in the bottom right corner of the
popup.

UVER LUNUER) REVENUED FER BU/UL - U

ANALYSIS OF CASH

ADMINISTRATION REVENUES

EXCES5 OF EXPENDITURES
OVER _(IINDER) REVENIES PER_RD701

* Import & Export

|AMALYSIS OF CASH

CODE

———————————————————————————————— LTABILITIES

ENDING CASH IN BUDGET CODE

O Green Bar = icon toggles the row backgrounds within the document as all white or
alternating green and white. This feature can enhance the visibility and legibility of a
document.

itle:0SCOTC FY2020 BD701 REPORTS Date:10/23/2019 13:05:00 | cLose |
@ Zoom100% fa] %o = @g e O 0 ree? /2854 Lines 1600760 Find Text s

RMDSID48 NOT CERTIFIED STATE OF NORTH CAROLINA GENERAL LEDGER SYSTEM

BD701-01 / AGENCY MANAGEMENT BUDGET REPORT

480 UNC-HOSPITALS FOR THE PERIOD ENDING SEPTEMBER 30, 2019

Alternating Green
and White Rows BUDGET CODE RECAP

BUDG T2 s RO T A R ok # ®&%%E UNEXPENDED / UNREAL

ACCOUNT DESCRIPTION CERTIFIED AUTHORIZED CURRENT-MONTH YEAR-TO-DATE CERTIFIED AU

06095 UNC HOSPITALS

I INCREASE/ (DECREASE)

8/26/2020
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O Print Current Page = icon opens the current view in a new document viewer window.
This window provides users the option to download or print the document page.

= <+ AutomaticZoom *

RMDSID13 CERTIFIED ON 10/16/201% STATE OF HORPE CAROLINA GENERAL LEDGER SYSTEM
LS S e e AT R,
f— mnasoreen g consmvz wewts quszss o mz | PTINE e |Download

EXEENDITURES oo _oo o0 2,775, 86436 8,855, 41270 459,412 70 2, 453, 412 T0-

REVENTEZ oo -oo .02 2,775, 864.56 B,455,413.70 2,459,412.70 2,453, 413.70-
EXCESS 0F EXPENDITURZS
OVER (UNDER) REVENUES FER 30701 -oo oo K -0 -on o0 o0

5. The fifth set of tools is the Page Navigation Tools. These tools allow the user to access different
pages of the report.

Page Navigation
Tools

0O 0 O 0 regel J 184 Li’1951-"—1-3‘f41.

O Go To First Page = button takes the user back to the first page of the document they
are viewing.

0 Go To Previous Page a button takes the user to the previous page of the document.
0 Go To Next Page o button takes the user to the next page of the document.

0 Go To Last Page o button takes the user to the very last page of the document.

Page 1 f188
O Page e 4 icon shows the current page out of all the pages of the
document.
. Lines 1-41 of 41 | .
O Lines icon displays the number of rows that are on that page of the
report.
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6. The sixth tool available on the document navigation toolbar is Find Text
Find Text e o L
. This field allows a user to search for specific text within a document.
For instance, if a user is searching for the text BD701-03, then they click the search icon within the
field and the document will return results that match the text. The example below shows the pop up
listing the number of times the text was found and allows the user to use the next and previous
arrows to navigate through all instances of the text. The text within the document is highlighted in

green. The user can close the find text search by left clicking the close button beside of the next and
previous arrows.

Title:0SCOTCFY2020 BD701 REPORTS Date:10/23/2019 13:05:00

Previous

B Zeom: 100% @ % R e = O 0 O 0 rxed /2854 Linesis0offfo  BD701-03

Found STATE OF NORTH CAROLINA GENERAL LEpa
Text AGENCY MANAGEMENT BUDGET REPORT
FOR THE PERIOD ENDING SEPTEMBER 30, 2019

&8 o HOSPITALS
06095 UNC HOSPITALS-INSTITUTIONAL

SUMMARY BY ACCOUNT

wEEEEEEE B | D G E T E D ¥Fe#sasd sakndssksz A C T | A L Feeressiss sxsxx NEXPENDED / UNREAL
ACCOUNT DESCRIPTION CERTIFIED AUTHORIZED CURRENT-MONTH YEAR-TO-DATE CERTIFIED AU

BEMEMUES COITMATED AND ACTLAL

Performing a Query

Queries can be performed using the first tool, the Action menu, on the document navigation toolbar. Users can

create a query on the indices defined for the report, or they can create a text query. The example below will
explain each step for a user to perform a query.
1. Leftclick on the Action menu to open.

2. Navigate to the first option Query and left click to open a query.

Title:0SCOTC FY2020 BD702 REPORTS Date:10/23/2019 12:31:00

kel

e b Content Query
Transform k
ownload

00 O 0 ret /188 Linesi-a4ofd4  Find Text

STATE OF NORTH CAROLINA GENERAL LEDGER SYSTEM
MONTHLY REPORT ON APPROPRIATIONS AND ALLOTMENTS
FOR THE PERIOD ENDING OCTOBER 31, 2019

Analyze

UNALLOTTED ALLOTTED CURRENT MONTH

EXPENDITURES .00 .00 .00 1,113.33

3. Below the document navigation toolbar, a content query box opens.

Title:0SCOTC FY2020 BD702 REPORTS Date:10/23/2019 12:31:00

B Zoom: 100% (2] w23 TriE E = OO DO DOPaet f76 Lines1-41of4l  CQ
I Content Query Timeout 3g |5 seconds |:| Allow parentheses
RETURN: Automatic [] Return additional Lines
{x] FUND (FUND$) <= 2250

__+ Add a new query.

[ Frosmsr | e |
RMDSID19 NOT CERTIFIED STATE OF NORTH CAROLINA GEMERAL LEL
BD702-01

MONTHLY REPORT ON APPROPRIATIONS ANL

LA0NERARTMENT NF PURLTC SAEETY FORTHE RERION NG DL INREE.
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4. The query box defaults to one query line. Users can click the drop-down box on the query line to
view the indexes for the opened report. Users also can use the - -Text - - to create a query search for
text that is not established as an index.

Title:0SCOTC FY2020 BD702 REPORTS Date:10/23/2019 12:31:00
@  Zoom:100% 0 Y % E B 1[_] = = 0O 0 O [ Pt /164

Content Query Timeout 30 |4 seconds [ | Allow parentheses

RETURN: Automatic =[] Return additional lines

B FUND (FUND$) |7 =
Add a nev BUDGET CODE (Bu%ﬂ)
PPN COMPANY (COMPANYS)

COMPANY FRU (COMPFRUS$)

APPLY | FIFERND (FUNDS

--Text--

BD702-01
190 DEPARTMENT OF PUBLIC SAFETY
BUDGET, CODE: 04553

8/16/2019 STATE OF NORTH CARO
MONTHLY REPORT ON AP
FOR THE PERIOD E

5. After selecting an index, like FUND (FUNDS), the user then can choose an operator from the second
drop down box. The available operators are equals (=), not equal (! =), less than (<), less than or
equal to (< =), greater than (>), greater than or equal to (> =), In, and Not In.

-

Title:0SCOTC FY2020 BD702 REPORTS Date:10/23/2019 12:31:00

@ Zoom:100% O e T Im= H 00 O [ Pagell /164  Lines 1-41 of 41

Content Query Timeout 30 % seconds [ ] Allow parentheses

RETURN: Automatic =[] Return additional lines

(x| FUND (FUND$)

Add a new query line

+ Add a new query.

APPLY FIND FIRST CLEAR

RMDSID19 CERTIFI
BD702-01
190 DEPARTMENT OF PUB

BUDGET_CODE;_04553

B 119 STATE OF NORTH CAROLINA GENERA
MONTHLY REPORT ON APPROPRIATION
FOR THE PERIOD ENDING JULY

6. These operators will compare the index to the criteria the user places in the third Query Line field.

Title:0SCOTC FY2020 BD702 REPORTS Date:10/23/2019 12:31:00

B Zoom:100% 0 8% 0@ FosE e ooolomeE /18 Lines 1-44 of 44
Content Query Timeout 3p |4 seconds [ | Allow parentheses
RETURN: Automatic ~ | [] Return additional lines
[x] FUND (FUND$) |~| <= = 2250 x|
’ N
Add a new query Line.
+ Add a new query.
RMDSID19 NOT CERTIFIED STATE OF NORTH CAROLINA GENERA
BD702-02

MONTHLY REPORT ON APPROPRIATIONS
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NCAS-1 - NCxCloud

7. The example below queries results for the FUND (FUNDS) index to less than or equal to 2250. After
clicking apply, the user can see only the 76 pages where the FUND index is less than or equal to 2250.

Title:0SCOTC FY2020 BD702 REPORTS Date:10/23/2019 12:31:00

B Zoom 100% 5] % L8 FOss= 0aooao

Page 1 /76 Junes1410f41  CQ

Content Query Timeout 30 & seconds [ ] Allow parentheses k

RETURN: Automatic = | [[] Return additional lines

B FUND (FUND$) = | <= « | (2250 v I

Add a new query line.

+ Add a new guery.
| FIND FIRST

RMDSID19 NOT CERTIFIED STATE OF NORTH CAROLINA GEMERAL LELD
BD702-01 MONTHLY REPORT ON APPROPRIATIONS ANO
OB _THE DER DTNG OCTORER

90 DEPARTMENT OF BURITC SARETY

8. Users can add additional query lines to narrow the report even further. Click + Add a new query line.

v
Title:0SCOTC FY2020 BD702 REPORTS Date:10/23/2019 12:31:00

@  Zoom 100% o - wEE 1‘=@£g 00 D 0 rees /188

Content Navigator

Favorites Navigator Content Query Timeout 30 % seconds [] Allow parentheses

= | [] Return additional Lines

Content Extraction : -#UND (FUND$) |+ <= =|[225q

Content Yiew

Scheduled Tasks

Scripts

9. The second query line allows the user to choose if they want the query to apply both criteria to each
page analyzed or if the user wants to look at pages that only meet one or the other criteria. This is
done by clicking the AND or OR button.

Content Query Timeout 3p : seconds  [] Auuwparenmeses. Content Query Timeout 30 : seconds ] Allow parentheses .

RETURN: Automatic = | [[] Return addrtional Lines RETURN: Automatic = | []Return additional lines

[x] FUND (FUND$) =/ <= - |[2250

I AND ': ND (FUND$) || >= w [12331

FUND (FUNDS) |+ <= - | 12250

UDGET CODE (Bl «| = i
k Fauery line.

+ Add a new query.

|+ Add a new query.

10. Select the index to perform the query, then select the operator and type in the criteria to query. For
instance, add FUND index is greater than 2231. Once the index, operators, and criteria have been
input, then click Apply. Applying the second query refines the results down to three pages.

Title;0SCOTC FY2020 BD702 REPORTS Date:10/23/2019 12:31:00

@ zomios ——0 w%LE rO2e oaoo m P 1ot | OO

Content Query Timeout 50 |+ | seconds [ Allow parentheses
RETURN: Automatic hd DReturnadd\tmnalllnss
x| FUND (FUND$) =/ <= ~|[2250 -
| [x] m FUND (FUNDS$) = >= =31 v |
= RoTE e query e =

+ Add a new query.

l APPLY kFIND FIRST

RMDSID19 NOT CERTIFIED STATE OF NORTH CAROLINA GENERAL LE
BD702-02 MONTHLY REPORT ON APPROPRTATIONS AP
190 DEPARTMENT OF PUBLIC SAFETY FOR THE PERIOD ENDING OCTOBER
BUDGET CODE: 24550

FUND : 2234
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Downloading a Report

Reports can be downloaded in three different formats: XLS, TXT, and PDF. XLS will download to EXCEL, TXT will
download the file as a text file, and PDF will download in Adobe ACROBAT Reader. All these options are available

in the Action Menu of the report.

0 Page 1

TXT - Viewer

FDF -- Generic

+ Add a new query.

Covror | o st | coews |
RMDSID14 CERTIFIED ON 10/08/2019 STATE OF NORTH CAROLINA GENE
BD701-01 AGENCY MANAGEMENT BUI
140 OFFICE OF THE STATE CONTROLLER FOR THE PERICD ENDIMNG S

The following steps will explain how to Download a report in the XLS format.
1. Select and open a report. This example uses report BD702 Version 3 report with the following

queries applied Fund <= 2250 and Fund >=2231.

2. Click on the Action menu from the Document Navigation Toolbar. Then select Download and click
XLS.

00 0O 0Pt

TXT — \km‘:r

PDF -- Generic

+ Add a new query.

RMDSID14 CERTIFIED ON 10/08/2019 STATE OF NORTH CAROLINA GENER
BD70L-01 AGENCY MANAGEMENT BUD
140 OFFICE OF THE STATE CONTROLLER FOR THE PERIOD ENDING 5H
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3. The Download Range pop up window will appear. This window allows the user to select the pages
they wish to download. The user sets the starting page with the first field. In the second field the
user sets the number of pages to download from the starting page. For instance, if the user sets the
Start page at 1 and then sets the max page at 2, only pages 1 and 2 of the report will download. Once
the user sets the range, they must hit Download.

Download Range
Start Page: 1 !
This is the first page to be downloaded.
Max Pages: |3 =
This is the maximum number of pages to be
o loaded. It must be b Dand 3. itis 0,
the server's max pages is used.
DOWNLOAD m
4. Another pop-up window will appear, prompting the user to choose to open the file with a specific
program or Save the File. Once the option is selected, the user can click OK. For this scenario, we will
open the file with Microsoft Excel.
J Opening 1- VER_4 - 20191023T123100.000-0400 - DSID_D6E3C3C4E2ETDT... X L
‘You have chosen to open:
@ +.-0400 - DSID_D6E3CICAE2ET DTE30119296F0044C94F0090.xls
which is: Microsoft Excel 97-2003 Worksheet
from: https://test.sysware.nc.gov R
What should Firefox do with this file?
(®) Open with [ .M.\croso%t Excei (‘d_e“faui‘t_,‘! i |
() Save File |
L DDDthi;gutomat\callyforﬁ\a;Iikathisfrom now on. P
8/26/2020
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5.

When Microsoft Excel opens the XLS file, it places all data in column A.

File Home Insert Page Layout Formulas Data Revew View Help ACROBAT

Couneriew AN E=E - B 4 B BB B

e ) ?

B LU CIE AL ===y e 4 5 gy | Condionsl Fommatas Cell
ST =] F-Y ES Mesge & Cente 3% W Formatting = Table = Styles = - =
Cligbsard & Font 5 Anigrment ) Humber [} seyes cel
an ~ e | REVENUES 00 .00 0 00 .00 00 00 |

A E F L]
NOT CERTI

& Share & Comaments
Tede (3
e, et
m- Y -

Sod Bt Find B
€% Faer tolect

Emting

ARTHENT OF PUBLIC SRFETY
> DaTE ¥EAR TO DATE
9 |EXPENDITURES .00 09 o0 12,532.84 13
10
11 [revervEs .00 .00 ] .00 99 00 00
.68 3.33 12,832.84 13|
19, BEGINNING CASH 1N DUDGET CODE 41,333.21 41,333.32
0
21 |
23 |
al
b1 HCESS PER BDTOL 1,113,323 1,113.33
i8] |
26 | INCREASE/DECREASE IN RSSETS/L L ITIES/EQUITY:
T 1 -
Page 1 @ ' v

AutoSave 1- VER 4 - 20191023T1,
File Home Insert Page Layout Formulas Data Review View Help ACROBAT
E% e Courier New Juoo JAarar 25 Wrap Text Text % & @
A Copy ~ -
Paste = Conditional Format a
S et “|&-A-| = Meges cenedilBS SRR 6k o Formatting ~ Table ~
Clipboard & Font 51 Alignment E] Number [E]

Al ] * RMDSID19  NOT CERTIFIED STATE OF NORTH CAROLINA GENERAL LEDGER SYSTEM
k5 e S U C U

"[RMDSID1Y NOT CERTIFIED | STATE OF NORTH CAROLINA CENERAL LEDGER SYSTEM

2 |BD702-02 "\ MONTHLY REPORT ON APPROPRIRTIONS AND ALLOTMENTS

3 (190 DEPARTMENT OF PUBLIC SAFETY FOR THE PERIOD ENDING [OCTOBER 31, 2019

4 |BUDGET CODE: 24550

5 |FUND ;2231

6 BUDGET UNALLOTTED ALLOTIED CURRENT MONTH QUARTE!
. — — — — — — — — — — —— —— ———————— ————— ]
8

9 |EXPENDITURES .00 .00 .00 1,113.33
1
‘11 |REVENUES .00 .00 .00 .00
il e e e e —
13|OVER (UNDER) REVENUES PER BD701 .00 .00 .00 1,113.33
14
15
16 |ANALYSTS OF CASH
L e —
18
19 BEGINNING CASH IN BUDGET CODE 41,333.21 4
20 |aDD:
Calll====
22 |LESS:
23 |=-==-=
24 EXCESS PER BD701 1,113.33
25
26 | INCREASE/DECREASE IN ASSETS/LIABILITIES/EQUITY:
27
28
29 NET ASSETS/LIABILITIES/EQUITY .00
30
3N ENDING CASH IN BUDGET CCDE 40,219.88 4
an

8/26/2020
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7. Click Data from the top toolbar.

= 1-VER.4- 20191023T123100.000-0400 - DSID_DSE3C3CAE2E7D7E30119296FD044C94F0090 - Read-Only - Compatibility Mode -

AutoSave
File Home Insert Page Layout Formulas Review View Help ACROBAT
A Cut z s | =" | At

[ Courier New “ 10 s A AT = = 25 Wrap Text Text - 7

paste IR ¥ e 7 9 <o g0 | Conditional Formatas
B I UG+ ~ - ~ -
7 Farmat Fanter = = LRy $-% 2 |9 Formatting v Table~
Clipboard [Ff Font 5] Alignment [} Number [F]
Al % b3 RMDSID19 NOT CERTIFIED STATE OF NORTH CAROLINA GENERAL LEDGER SYSTEM
A B c | D | E

1 |[rMDSID1G NOT CERTIFIED STATE OF NORTH CAROLINA CGENERAL LEDGER SYSTEM
2 |BD702-02 MONTHLY REPORT ON APPROPRIBTIONS AND ALLOTMENTS
3 |1s0 DEPARTMENT OF PUBLIC SAFETY FOR THE PERIOD ENDING [OCTCBER 31, 2018
4 |BUDGET CODE: 24550
5 |FunND £ EEEL
6 BUDGET UNALLOTTED ALLOTIED CURRENT MONTH QUARTER
7
b
9 |EXPENDITURES .00 .00 .00 1,113.33 b
10
11 |REVENUES .00 .00 .00 .00
12 |EXCESS OF EXPENDITURES
13|OVER (UNDER) REVENUES PER BD701 .00 .00 .00 1,113.33 it

Tie  Home Insest  Pagelayout  Formulas  Data  Revew  View  Help  ACROBA
= ™ = - 1 B [H Queries & Connections 53 . = i/ T
EEEE R [ B2 £l [il2 B = @ BB
Gt From From FromTable/ Recent  Mxising | Refresh 7| Sot | Fher O Remove  Dats  Consolidate Manage | What-if
Dsta~ Teat/C5 Web  Range Sourtes Conmectiors | A= |2 i 8 Advanced Dnplcate. Valdstion = Duts Model | Anabis =
Gt & Transfoim Data Soit & Filter Dukas Toole Forecat
Al ¥ I~ AMDSIDIS  NOT CERTIFIED STATE OF NORTH CAROLINA PAGE! 2
A -] i i} E F 1] H
1 |mMDsID: HOT CERTIFIED STATE OF MORTH
2 |BoToz-0z HONTHLY VEFORT ON AFFROTE. =
3 |185 DEPARTMENT OF PORLIC SAFETY FOR TIF FERIOD ENDING
4 |BUDGET CobE: 33550
5 | 2331 |
G BUDGET UNALLOTTED _ALtoTikc URRENT MONTH  CUARTER TO DATE YEAR TO DATE UNEXFENDED
8
9 |EXPENDITURES +09 90 00 £,113.33 1,113:.33 12,532.94 12,532.9%
09 Qe oo oo @0 ] ee

9. The Convert Text to Column Wizard window will pop up. The Wizard will help in aiding the process of
reformatting your data into separate columns. In this case the data is already separated out with
spacing between each field, so select the fixed width option, and click NEXT. If the data was
separated by commas or tabs, the Delimited option would reformat the data correctly.

Convert Text to Columns Wizard - Step 1 of 3 ? x

The Text Wizard has determined that your data is Fixed Width.
If this is correct, choose Next, or choose the data type that best describes your data.
Original data type

Choose the file type that best describes your data:
Delimited _Characters such as commas or tabs separate each field,
@ Fixed width - Fields are aligned in columns with spaces between each field.

Preview of selected data:

1 RMDSIDLS NOT CERTIFIED STATE {~

2 Bp702-02 MONTHLY

3190 DEPARTMENT OF PUBLIC SAFETY FOR

4 BUDGET CODE: 24550

5 [FUND : 2231 v

< >
Cancel < Back Einish
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10. The next wizard step allows the user to define which columns are text and gives the option to exclude
columns. Move through the data preview using the scroll bar to verify that the following are broken

up with a column break: Description, Budget, Unallotted, Allotted, Current Month, Quarter to Date,
Year to Date, and Unexpended.

Convert Text te Columns Wizard - Step 2 of 3 7 X

This screen lets you set field widths (column breaks).
Lines with arrows signify a column break.

To CREATE a break ling, click at the desired position.
To DELETE a break line, double click on the line.
To MOVE a break line, click and drag it.

Data preview

. 10 Al i) Al ful %0
RMDSID1S NOT CERTIFIED STATE OF| A
BD702-02 MONTHLY 2]

[L50 DEPARTMENT OF PUBLIC SAFETY
BUDGET CODE: 24550
T <2231

FOR TI

<

G| | i

11. Once each data column has been confirmed in the wizard, click Finish.

Convert Text to Columns Wizard - Step 2 of 3 ? X

This screen lets you set field widths (column breaks).
Lines with arrows signify a column break.

To CREATE a break line, click at the desired position.
To DELETE a break line, double click on the line.
To MOVE a break line, dick and drag it.

Data preview
. 10 E L P e g0
DSID1S NOT CERTIFIED STATE OF| A
D702-02 MCNTHLY
50 DEPARTMENT OF FUBLIC SAFETY FOR T
JUDGET CODE: 24550
D : 2231 v
< >

Cancel < Back

=

12. The Text to Columns Wizard will apply the new columns to the data. The columns then can be
expanded, decreased, and modified in Excel.

= ™ l:h "ty (R Quesies & Connections. | ? ! O G M =W =7 | 58 &H <
BB B | BE w [ B X B =55 B 53 8 8 &6 T
Get  From  From lef Recent Existing Refresh Il Sort Filter to Flash Remove Data  Consolidate Manage What-If Group Ungroup Subtotal
Data~ Tot/CSV Web  Range Sources Connections | Al A S@Advanced | Columns Fill Duplicates Validation ~ Data Mode!  Analysis~ - ~
Get & Wanstom Data Queries & Connecton sora fier Data Toals Forecast outine =
Al o f BUDGET CODE: 24550
A ) € D E F [ H i J K
NOT_CERTIFIED STATE OF NORT _ H CAROLINA GENERAL LEDGER SYSTEM PAGE 2
MONTHLY REFORT 0N APPROPRIATIONS AND ALLOTMENTS c6L8 D70ZREFORT-CYA
3 PARTIENT OF BUBLIC SAFETY FOR THE PE RIOD ENDING OCTOBE R 31,2019 RUN DA TE: 10222019
4 copE: 24550
5 e
6 BUDGET UNALLOTTED ALLOTTED CURRENT MONTHQUARTER TO DATE  YEAR TO DATE UNEXPENDED
7 e o e (e e e ==
0 a 0 1.11333 111333 12532 84 -12.53284
0 [ 0 0 ] [J [
0 [] 0 111338 EREEE 1253284 1253284
16 pamiizis oF Chen
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Emailing with CS Drivers

Reports can be emailed to others using the Deliver option from the Action menu. After clicking on the action
menu, the user then will go to the Deliver option and click CS Drivers.

-

Title:0SCOTC FY2020 BD701 REPORTS Date:10/23/2019 15:05:00

---------------------- l %23 T = = 0D B0 0 0 ragel f14 Lines1-600f60 C€Q Fin

BD701-03

+ Add & new quer;f.

APPLY | FIND FIRST

RMDSID14 CERTIFIED ON 10/08/2019 STATE OF NORTH CAROLINA GEMERAL LEDGER SYSTEM
BD701-03 AGENCY MAMAGEMENT EUDGET REPORT
140 OFFICE OF THE STATE CONTROLLER FOR. THE PERIOD EMDING SEPTEMBER 30, 2019

14160 OSC-GENERAL
SUMMARY BY ACCOUNT

dedveRERNR B O N (3 F T F [y Wfededdedmded drfedrddedvedved a4 o~ T || A | RWRveRvesevesw RweRwes | NF

The CS Drivers are set up based on the user’s XPTR. These Drivers are available by clicking on the Dropdown box.
The user then can select the driver from the list.

Title:0SCOTC FY2020 BD702 REPORTS Date:10/23/2019 12:31:00

0 e Q % LE FOE S DD DD 1 L 142 41
1 End Page: | 188 CLASS. A COPES. 001
0, ALL SERRRATORS,
LSE - PRINT TO 105 FOR H-F AFPS DEST WRITER FORMS.
EMAIL REFORTS, NO SEPARATORS
PRINTICL, WITH STEPS, USER MAME CHARS COPTGROUFVALUE COPYMUD.
PRINT REPORTE. TO DEN
FORMOVERLAY: OVERLAYCOUNT s

BATCH Pl
BATCH Pa) wown: [ oFiLO; - FORMDER
PRINT B FOR REPRINT SLINDLES
SLEMIT ) INTERNAL READER NOTIFY: ALLOUNT ROOM
PRINT QUE! 5 BY FORMID

30| AFP - PRINT REPORTS, AL PRMODL - LINECT DATASE THAME
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To send the report as an email, select the driver Email Reports, No Separators. Then complete the email
information.

-
Titke:0SCOTC FY2020 BD701 REPORTS Diate:10/23/2019 13:05:00
@ o ON B RSB rE = 000 0! 18 L ol €O
€5 Debver: EMAIL REFORTS, NO SEPARATORS B 1 a
stait Page. |1 Ena Page. 14
MAILTO: Sandra flelds@iose ne gov | MAILTO
MAILTO3 MAILTOA.
MAILTOS MAILTOE
MAILFROM Robtwit AlfurdfDene ne gav * SURIECT. ROTO1-03 Repent for Agerscy 10
GHEETINGI GREETINGZ
GREETINGS: GRLETINGS
EXTENSION ERRORSTO.
EMAILVIEW GHLLTINGHMBR
DETAILMER CLOSEMER
ATTACHMEN THAME
SUBMIT
rMDSTOd CERTIFTED oM 10/08/2015 STATE OF NORTH CAROLTNA GENFRAL LEDGER SYSTEM PaC o
BO7T0L-03 AGENCY MOMAGEMENT BUDGET HEPORT -t
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Once the email information is completed, the user can click Submit.

NOTE: If a user would like to Print a report, this can be completed using the Print Reports, No Separator, Batch
Job Driver from the dropdown menu.
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NCAS-1 - NCxCloud

Change Log
Date: Changes:
8/26/2020 Systemware Content Cloud name change to

NCxCloud. Test and Production links updated.
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