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Contributors Export

Step 1 - Micropay Export 

Go into the contributors area on EIS
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Click the Export radio button on the home screen.  You will be brought into the following area. 
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The Micropay export is worked at Course Level. You need to select the Course Level from the drop down menu eg PPC / Diploma / Extern_Exam (as at 1st July 2010).  If additional course levels are added we will notify all teams involved.
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Once you’ve selected the course level, click on MicroPay Ex. radio button at the bottom of the screen.

[image: image4.png]Action Edit Que

& oracle Developer Forms Runtime - Web

Block Record Field Help

ORACLE

S R RDD BB LA PP ERE] 2

w

Can

Courss Level

© Mot Exportza D |
: opLos 3 rronote | | tovse [
Exportza oy
Contribution Date

First Hame Sumame  Micropay Vesr  Module Date Expense Type Holtems Amount _ Exported
[ionne p. | 700 |[z010 | [iploma in Empioy (510672010 | Biptoma Lesture 15 hodt | 315:00] )
rcary |lcovenev 745 |[2010_|owoma in Commerci [z9m6:2010 | poma Lectue i | zo00][ )
e wooococx 651|010 _|owoma in Commerci (22062010 | s Lectue i | zo00][ )
[Eviviam wcneece i /2010 | lolona n Erieymes (250672010 | Lecure 15 e |1 1500 )
[ceRatone Jfvnes B2 |[010_|owhma inEnoloymer (19962010 oo Lectwe 15w 1| 31500] )
[cavina, |lswons i 2010 [owoms in Commerci (22062010 | oo Lectue i | zo00][ )
[caroL am |woure 574|010 oiwhma i Emoloymer (19062010 o e 1 o || )
[caroL am |woure 574|010 |owlma inEnoloymer (19962010 | oaoma Lectws 15w 1| 31500] )
pauar. ooy B0 |[2010_|owoma in Commerci (29362010 | P Lectue i | zo00][ )
[ I( I( 1Ll I I( I I( ]
[ I( I( 1Ll I I( I I( ]
[ I( I( 1Ll I I( I I( ]
[ I( I( 1Ll I I( I I( ]
[ I( I( 1Ll I I( I I( ]
[ Il Il I I Il (]| Il ]

Miropey Bx ‘ SN Export View SUN Export Bacl

[Export for Micropay -NOT previousty Exported Expenses|

Stort|| () & @ B

ol robmhs

Stnbox - ... | &1systems_a... [ oracle b

@vens o a... | Boowments..| [V B MIBHEL 1145





The following pop ups will appear – click OK.
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Your export for e.g. Diplomas has now been created.   This file is located within the OpenCampus Law Society 01 drive, control directory - F:\control

Now the SUNExport needs to be created – see below Step 2.

Step 2 – SUN Export

This export is not defined by a course level.  You just export all records sitting in the contributors area with no Micropay number.
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Click on the SUNExport radio button at the bottom of the screen.  You are then brought into the screen below
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You need to check with accounts the accounting period e.g. July 007.  You then need to enter in the following information 2010007 (year and then account period) and click on the SUNExport radio button.  (this is a 7 character field so if the accounting period of November 011 you just enter in 2010011).
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The following pop up screens will appear, click ok if required.
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Your SUNExport has now been created.   This file is located within the OpenCampus Law Society 01 drive, control directory - F:\control

Reports now need to be created and emailed to TP, Eddie, Pat, Oliver, Peggy, Anne etc.

REPORTS

Click the Report radio button on the home screen 
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Select “Contributors Expenses Details” report. 
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You are then brought into the parameter screen, you need to fill out the parameters as required.
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You need to extract 4-5 reports depending on course levels involved in the current export and save them in the following location

AnneW/EIS/Export Information/………….copy file names from previous exports.
The 4 or 5 reports required are as follows. 

Report 1. PPC Dublin and Cork Contributor Export Information

The following parameters need to be filled out to get this report.

Level – select PPC

Export From Date – date of export e.g. today’s date (02/07/10)

Export To Date – same as above (02/07/10)

Micropay/Sun/All – type ALL
Click on the print radio button.

You need to save this report as EXPORT 020710 - PPC DUBLIN and CORK


Actual Date of export e.g. 020710

Report 2. PPC Cork Contributor Export Information

The following parameters need to be filled out to get this report.

Location – for Cork (select Courthouse Chambers)

Level – select PPC

Export From Date – date of export e.g. today’s date (02/07/10)

Export To Date – same as above (02/07/10)

Micropay/Sun/All – type ALL
Click on the print radio button.

You need to save this report as EXPORT 020710 - PPC CORK


Actual Date of export e.g. 020710

Report 3. PPC Dublin Contributor Export Information

The following parameters need to be filled out to get this report.

Location – for Dublin (select Blackhall)

Level – select PPC

Export From Date – date of export e.g. today’s date (02/07/10)

Export To Date – same as above (02/07/10)

Micropay/Sun/All – type ALL
Click on the print radio button.

You need to save this report as EXPORT 020710 - PPC DUBLIN


Actual Date of export e.g. 020710
Report 4. Diploma Export Information (if applicable)

The following parameters need to be filled out to get this report.

Level – select Diploma

Export From Date – date of export e.g. today’s date (02/07/10)

Export To Date – same as above (02/07/10)

Micropay/Sun/All – type ALL
Click on the print radio button.

You need to save this report as EXPORT 020710 - DIPLOMA


Actual Date of export e.g. 020710
Report 5. Extern_Exams Export Information (if applicable)

The following parameters need to be filled out to get this report.

Level – select Extern_Exams

Export From Date – date of export e.g. today’s date (02/07/10)

Export To Date – same as above (02/07/10)

Micropay/Sun/All – type ALL
Click on the print radio button.

You need to save this report as EXPORT 020710 – FE1’s


Actual Date of export e.g. 020710
EMAIL

Once all of the reports have been created you need to send the following email

To: TP, Eddie, Pat, Oliver, Peggy, Anne

Subject: Export – (enter export date e.g. 21st July 2010)

Email Text: (see below)
EXPORT TOTALS = PPC €??? (check PPC Dublin and Cork report, last page for amount)  and Diplomas €?? (check Diploma report, last page for amount if applicable) and FE1’s €?? (check FE1’s report, last page for amount if applicable) 

Hi Peggy

Please find attached the MICROPAY export for the ??/??/???? (enter date of export).

PPC Micropay = €????? (check PPC Dublin & Cork report Micropay total – these reports are split into Micropay and Non Micropay). 

Diplomas Micropay = €????? (check relevant reports)
FE1’s Micropay = €????? (check relevant reports)
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EMBED Outlook.FileAttach[image: image18.wmf]micropay_PPC_230

62010_110649.L...

(attach the MICROPAY reports stored in the OpenCampus control directory.

Hi Pat

Please find attached the SUN FILE for the (enter the date of export) (if you have any queries, please do not hesitate to contact me @ 4951)

PPC SUN (non micropay) = €????? (check PPC Dublin & Cork report Non Micropay total – these reports are split into Micropay and Non Micropay). 

Diplomas SUN (non micropay) = €????? (check relevant reports)
FE1’s SUN (non Micropay) = €?????  (check relevant reports)

[image: image19.wmf]SUNPAY_ALL_2306

2010_110615.LST...

(attach the SUN report stored in the OpenCampus control directory
Hi TP and Edward

Please find attached the required reports for the above exports.
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EMBED Outlook.FileAttach[image: image23.wmf]EXPORT 230610 - 
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(attach the above 4 or 5 reports you saved to AnneW/EIS/Export Information).
Regards

YOU’VE NOW COMPLETED THE ENTIRE CONTRIBUTOR EXPORT PROCESS – HAPPY DAYS!!!!!!! (
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