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Capital Project Report  

When to Use 
This report is used to produce the monthly Project Cost Summary Report.  The report defaults to an Excel 
download that is used to populate the data in the Project Cost Summary template.  The report can also be 
run on-line to view financial data for single or multiple Project #’s (internal orders). 

Steps: 
1. Determine the Project number you are reporting on  

2. Run the Capital Project Report 

3. Save the Excel data file in the I:\Project management\reports folder under file name ‘Data’ 

4. a)  First time – open the ‘Project Cost Summary’ Excel template that can be found in the  

I:\Project management\reports 

b) On going – open last months Project Cost Summary report from your personal H:\ drive 

5. Update Estimated to Complete figures and save document 

Detailed Procedures 
Access the transaction using: 

Menu Service Management >> Building Manager >> Financials >> Capital 
Projects Report 

Transaction code ZFIR076 

NOTE: From the reporting tree you can click on the Capital Projects Report and drag it into your 
‘Favorites’ folder at the top.  This will avoid having to go through the menu tree each time. 

STEP 2 – Run the Capital Project Report 

Selection screen: 
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Field Name Required (R) 
/ Optional 

(O) 

Description of Field Content 

Project Number 

(internal order) 

R Enter the Project Number you would like to report on.  The required 
format is PXXX-XX-XXX. 

If you do not know the project number you can search using the match 
code button.  To see a complete list of project numbers type in P* and the 

click on the match code button .  To select a project number from the 
list double click on it. 

Click on  to run the report. 

Note:  The following defaults have been set: 

1. Life-to-date view up to the last complete month 

2. Direct download to Excel 

STEP 3 – Save Excel data file download  

 

The report data needs to be saved in the following directory with the File name ‘DATA’: 

I:\Project Management\Reports 

Drop down 
button to select 
directory 
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To select the proper directory click on the drop down button in the ‘Save in’ field.  Once you have the right directory 
enter DATA as the file name. 

Click on . 

STEP 4 – Open Project Cost Summary Template or Prior Months Report 

Go to the I:\Project management\reports and open the ‘Project Cost Summary’ file  

or  

Go to your personal H:\ drive and open last months Project Cost Summary report for the project you are reporting 
on. 

 
Click on Update – this will take the downloaded data from the ‘Data’ file you saved in Step 3 and populate the 
Budget, Committed to date and Actual to date columns in the report. 

Go to File >> Save As and save the file in the appropriate H:\ directory with a unique file name (ie; project number 
and month) 

STEP 5 – Update the Estimated to Complete Column 

Click into the appropriate cells and update the Estimated to Complete Figures 

NOTE:  The Project Cost Summary file has three worksheets  

Page 1-Project Cost Summary Report   

Page 2-Contingency Detail 

Page 3-Approval, Fund Sources and Cash flow Status  
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When all updates are complete click on the Save button  . 

 

END OF PROCEDURE 

Additional Report Functionality 
Detailed Selection Criteria 

Click on  to view all the available selection criteria.   

 

 

Field Name Description of Field Content 

Project Manager Enter the project manager’s name to run the report for all the project number assigned to 

the project manager.  Click on the match code button  to select the project manager’s 
name from a drop down list.  NOTE:  This is not recommended for producing the Project 
Cost Summary report, as the template will not work. 

Project Type Defaults to PROJ and should not be changed.  All active capital projects have been converted 
to the type PROJ and all new projects will be set up using this type. 
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Project Group Currently Capital Projects are not grouped.  Project numbers (internal orders) can be 
grouped and reported on as a group. 

Cost Element Group Defaults to ‘Capital’ which includes the cost elements (G/L accounts) and Groups specified in 
the TPS and Project Cost Summary Report.  NOTE: The report output will include any cost 
elements (G/L accounts) used outside of this group and mark them with an *. 

G/L Account (CE) This field is used in place of the Cost Element Group to report on an individual G/L account 
or on specific G/L accounts.  You can enter either a Cost element Group of specific G/L(s) not 

both.  To enter multiple G/L’s click on the multiple selection button . 

Life to date 
(recommended) 

Click on the box to include all transactions from the start of the Project up to the date 
specified.  Default is set to include life to date up to the end of the last completed month. 

Fiscal Year Enter a fiscal year to report on one fiscal year at a time. 

Display on-line Click on button to display the report on-line instead of going directly to an Excel download. 

Direct download to 
Excel 

This is the default setting.  The report will run and automatically prompt you to save the 
output as an Excel file. 

Detailed report 
format 

The detailed report format will include the following additional columns:  Original Plan, 
Commitments and Available Balance.  It will allow you to drill down to the line items 
for Commitments as well as Actuals. 

 

Report Output 

On-line View: Standard Output 
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On-line View: Detailed Report Format 

 

The on-line view of the report does allow you to sort, sub-total, filter and download to excel.  To drill down to the line 
items for actuals or commitments (on detailed view) double click on the amount in the column that you would like to 
see. 

 

End of procedure. 


