. OKLAHOMA

< Office of Management

Q> & Enterprise Services

4'7“

Running and formatting the Lapse Fund Advance Notice query in Excel user guide

Overview

This guide identifies how to run and format the Lapse Fund Advance Notice query in Microsoft Excel.

Procedure

Step 1. Two queries can be run to show an agency’s upcoming lapsing funds. Both can be processed
solely as queries; no report is required to be run first.
A. OCP_GL068_LAPSED_FUNDS is for continuing/revolving funds.
B. OCP_GL0114_LAPSED_FUND is for appropriated funds.

Step 2. Navigate to Query Viewer (NavBar > Menu > Reporting Tools > Query > Query Viewer).

Step 3. Enter either OCP_GL0068_LAPSED_FUNDS or OCP_GL0114_LAPSED_FUND in the search box
and select Search.

Step 4. Select Runto Excel.

Step 5. Enter yourrespective Business Unit.

Step 6. Select View Results.

Step 7. Open your download and enable editing in the Excel file.

To format the report like its respective PDF version, ensure the cursor is located somewhere within the
report data.

Step 1. Navigate to the Insert tab within Excel.

Step 2. Select Pivot Table and make sure Table/Range includes all the data within the spreadsheet.
Select OK to create a new spreadsheet tab.

Step 3. Select the following PivotTable Fields and ensure they are in the Rows area:

Unit.

Class Funding.

Dept.

Bud Ref.

End Date.

Step 4. Inthe Column area of the pivot table, add Ledger.

Step 5. Inthe Values area of the pivot table, add POSTED_TOTAL_AMOUNT.

Step 6. With the cursor located somewhere within the pivot table, navigate to the Design table and
execute the following:
A. Select Subtotals and then select Do Not Show Subtotals.
B. Select Report Layout and then select Show in Tabular Form.
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Step 7. Optional step to format the amounts shown:
A. Inthe PivotTable Fields, select Sum of POSTED_TOTAL_AMOUNT.
B. Select Value Field Settings.

. Select Number Format located at the bottom of the pop-up screen.

. Select Number for Category.

. Checkthe Use 1000 Separator (,) box.

Select Negative Numbers, which is the third option.

G. Select OK twice.
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Sum of POSTED_TOTAL AMOUNT Ledger
Unit - |Class-Funding - |Dept - |Bud Ref - End Date| ~|ALLOT_BUD ALLOT_ENC ALLOT_EXP ALLOT_PRE Grand Total
09000 520000 =10 =25 12/31/2026 3,269 499.000 (172,075.720)  (3,064,432.130) 0.000 32,991.150
=20 =25 12/31/2026  2,129,042.000 (26,873.050)  (2,095,886.580) 0.000 4,262.370
=30 =25 12/31/2026  1,175,401.000 (863,554.590) 311,846.410
=50 =25 12/31/2026 28,303,000 (15,605.880) 12,697.120
=20300 =10 =25 12/31/2026 6,174.850 0.000 (6,174.850) 0.000
220400 =10 =28 12/31/2026  1,157,210.000 (24,664.680)  (1,031,456.440) (48,018.000)  53,070.880
=20 =28 12/31/2026 1,530.000 1,530,000
230 =25 12/31/2026 34,750.000 (6.963.000) 27,787.000
120500 =10 =25 12/31/2026 658,691.960 (200.000)  (631,857.490) 26,634.470
=20 =25 12/31/2026 32,995.000 (837.940) (24,752.840) 7,404.220
=21 =25 12/31/2026  77,260,278.000  (11,423,869.790) (64,125,523.330) 0.000  1,710,884.880
=50 =25 12/31/2026 5,301.000 (5.269.940) 11.060
521000 =10 =25 12/31/2026  1,877,223.750 (0.000)  (1,709,267.610) 167,956.140
=20 =25 12/31/2026 610,089.000 0.000 (479,355.040) (0.000)  130,733.960
=21 =25 12/31/2026 205,251.000 (104,233.650) 101,017.350
230 =25 12/31/2026 400,000.000 (0.060)  (369,386.340) 0.000 30,613.600
288 =25 12/31/2026 118,424,223.560  (2,250,023.050) (106,967,171.770) (4,135.000)  9,202,893.740
122300 =21 =25 12/31/2026 583,740.000 (205,027.340)  (378,712.660) 0.000
522400 =10 =25 12/31/2026 141,152.780 0.000 (141,152.140) 0.640
522500 =10 =25 12/31/2026 45,127.000 (100.000) (44,947.080) 79.920
=50 =25 12/31/2026 427 672.750 (1,878.300)  (425,760.410) 34.040
522600 =20 =25 12/31/2026  2,412,506.000 (0.000)  (2,206,657.120) 205,848.660
=22700 =20 =25 12/31/2026 663,445.000 (269,180.260) (76,159.000) 318,105.720
=22800 =20 =25 12/31/2026  21,389,290.000 0.000  (15,440,080.030) 5,949,209.970
222900 =20 =28 12/31/2026 1,118 826.000 0.000  (1,118,825.120) 0.880
223100 =20 =28 12/31/2026 837,656,000 (47,516.780)  (787.616.630) 2,522.590
124400 =10 =25 12/31/2026 627.000 (200.000) (423.580) 3.420
=20 =25 12/31/2026  4,391,224.000 (286,853.600)  (3,978,153.020) 0.000  126,217.380
24500 =10 =25 12/31/2026 93,165.000 (89,792.440) 3,372.560
=20 =25 12/31/2026 19,389 055.200 (764,143.990)  (16,626,683.540) 0.000  1,79,227.670
=50 =25 12/31/2026 45,054.000 (44,965.480) 86.520
524800 =20 =25 12/31/2026 500,000.000 (36,400.000)  (296,891.540) 164,708.460
12/31/2026 _56.250.000.000 508,992.010) _(7.716.471.480 101.750.560) 47.922.785.950
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