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READ ME FIRST!
 This training module must be viewed in “Slide Show,” or the navigation and 

interactive features embedded in this training module will not function, nor will 
you be able to hear the recorded narration on each slide.

 For Vista users, this presentation may open in the “Normal” PowerPoint view. If
you can see “thumbnail” images of the slides on the left side of the screen, you 
are in the “Normal” view.

 To change the view to “Slide Show,” find the icon in the bottom right corner of 
the screen that looks like a projection screen and click it.

 Turn on your speakers and click the arrow to begin.

Click arrow to begin
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Reports List
 From the Home Page, 

click the Reports tab at 
the top of the page to 
produce a list of reports.

 All reports are 
conveniently listed in 
the Reports List, and 
you can access them by 
clicking the report link.
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Comprehensive Monthly Expenditure Report
 All search pages have 

filters to help narrow 
your search.

 For this report you can:
Choose criteria from 

Vendor, Program Group
and Program Type pull 
down menus

Enter Report Month 
Date

 For all Report Searches,
the Vendor pull down 
menu is available to 
TWC staff only.
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Comprehensive Monthly Expenditure Report
 This report consolidates 

available funds and 
expenditure data for a 
common contract.

Any Vendor WDB
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Reports List
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Contract Aging Report
 The common Vendor 

and Program Type filters
are available for this 
report.
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Contract Aging Report
 Shows contracts with an

end date in the next 90 
days.

Any Vendor WDB-HGAC
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Contract Summary Report
 Only an entry box for 

the Contract number is 
available for Contract 
Summary Report 
search.
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Contract Summary Report
 The report shows all 

expenditure and 
supplemental cost 
category information for
a selected contract.
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Contract Monitoring Report

 Two new filters are 
available for this 
search:
Status
End Date
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Contract Monitoring Report
 This report aggregates 

financial information at 
the contract level. 
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Funding Expiration Report
 The common Vendor 

and Program Type 
filters are available for 
this search.
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Funding Expiration Report
 Displays contracts with 

PO lines expiring within 
90 days.



TOC16

Missing Budgets Report
 A new filter option is 

available for this search 
– the Budget Year
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Missing Budgets Report
 Displays contract program 

records where cost 
category budgets have not 
been established. 
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Preliminary Single Audit Report
 The typical Vendor, 

Program Group, and 
Program Type filters are
available for this search.

 Date range boxes for 
Report Months are 
added.
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Preliminary Single Audit Report
 This report displays 

contract expenditures by
CFDA (Catalog of 
Federal Domestic 
Assistance) number.
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Vendor Transaction Statistics History Report
 The date range entry 

boxes for Processed 
Date are added to this 
report search. 
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 This report shows 
transaction history by 
vendor and transaction 
type.

 Transactions on this 
report can be counted 
multiple times.

Vendor Transaction Statistics History Report

Any Vendor WDB
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 Just like the previous 
history report for vendor 
transactions, the filters 
are Vendor and the 
Processed Date range.

Vendor Transaction Statistics Report
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 This report shows 
transaction statistics by 
vendor and transaction 
status and type.

 Transactions on this 
report can be counted 
multiple times.

Vendor Transaction Statistics Report

Any Vendor WDB
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Security Report
 For this report, Vendors 

can only search by the 
type of permission they 
have.
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Security Report
 The report shows 

authority permission 
levels.
User ID
User Name
Status
 Last Modified By
Date/Time stamp

Any Vendor

Doe, Jane
Doe, Jessica

Doe, John
Doe, Paul

jadoe
jedoe
padoe
jodoe

Duff, Lori
Duff, Lori
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Review Questions
1. All reports are listed in the Reports List. How do you access 

the list?

A Quick Nav 

B Home Page section entitled Vendor Report List

C Home Page Expenditure Report tab

D Home Page Report tab



TOC28

Review Questions
2. Which report displays the CFDA number?

A Missing Budgets Report

B Preliminary Single Audit Report

C Security Report

D Funding Expiration Report
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Review Questions

3. The Contract Aging Report displays contracts that will end within the next 
90 days. 

True

False
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Review Questions
4. Which report shows all expenditure and supplemental cost category 

information for a selected contract?

A Preliminary Single Audit Report

B Vendor Transaction Statistics Report 

C Contract Summary Report

D All of the above



TOC31

Review Questions

5. The Contract Monitoring Report aggregates financial information at the 
contract level.

True

False
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End of Module Three
Click the         to repeat Module Three, or click the TOC button to go to the 
Table of Contents and select the section you would like to view again. 

Click the         to print a Module Completion Certificate. This is a management 
requirement. When the certificate opens, type your name in the center frame, 
and the date in the frame in the lower right corner. When you click the date 
frame, a small arrow will appear on the right side of the frame. Click it to open 
a calendar.  Clicking the highlighted date will automatically enter the current 
date in the frame. Print two copies – one for your records, and one for your 
manager. After printing, close the document without saving it.

TWC employees must enter their training in CHAPS. Click here for instructions 
on entering training in CHAPS.

Click the        in the top right corner of the screen to exit this presentation, or, 
if the “Red X” button is not on your screen, hit the “Esc” key on your keyboard.

http://intra.twc.state.tx.us/intranet/train/docs/chaps_professional_training_summary.pdf

