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Agency Location Codes Report

The Agency Location Codes report, previously accessed through SAM, is now run through the Agency
Standard Reports (ASR) module in CARS. For instructions on accessing CARS, click here.

ASR

When users log into CARS, they will reach the home screen. To access ASR, click the Reports link on the
menu bar.

Home ~ Transactions p System Controls » Reports ) Maintenance

a ALC Address File
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Depending on your CARS access, you may see multiple modules listed on the Reports menu. If this is the
case, select Agency Standard Reports.

Home » Transactions ) System Controls ) Reports v Maintenance )

Account Statement v Checks Issued ) Statement of Difference » Budget Reports Service « Agency Standard Reports p

Home > Reporis > Account Statement
Reports - Account Statement

Account Statement
ALC Statement
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Depending on your ASR role, you may have multiple menu options listed. If this is the case, select
Common Reporting.


https://www.fiscal.treasury.gov/cars/getting-started.html
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Home ) Transactions p System Controls p Reports + Maintenance »
Account Statement p Checks Issued ) Statement of Difference » Budget Reports Service } Agency Standard Reports «
Home > Reporis > Agency Standard Reporis

Reports - Agency Standard Reports

* Manage Domains
= Report Scheduling
* Manage Reports
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The Agency Location Codes report appears on the Admin tab — select that tab to view the list of reports
available to you.

Agency Standard Reports .
Common ing ~ Ad-hoc Reporting b Manage Domains b Report Scheduling» Manage Report=>
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Depending on your ASR role, you may need to scroll through as many as three pages to find the Agency
Location Codes report. Use the pagination links on the top and bottom right to move to the page that
has the report.

Admin
2122 of 22 Reports 44 Previous 10 Next10»» Page 123
Excoute Library Sehedule Notfy  Report Name Report Description
- [] ® sam 001 Agency Location Coes. his a aLc.
£3 ] & ACC 001 ‘Tramsaction Inquiry by Accountabilty Code. This period
2122 0f 22 Reports 44 Previous 10 Next10»» Page 123

Depending on your ASR role, you may have up to 3 options available for running the report — Execute,
Library and Schedule. To run the report on demand, click the arrow under the Execute column. A Report
Parameters page appears.
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Run o Deskiop \ Run to Library | Cancel | Refresh |

To get a report with information for all Agency Location Codes listed for each Agency you have access to
(as determined by your Access Group), keep the default selection for Agency. To choose a specific agency
or agencies, uncheck the All box. A list of all agencies you have access to will appear. Click to select the
agency you are interested in seeing ALC information for; you may also click while holding the CTRL key to
select multiple agencies.

The report can run in either PDF or Excel format. Select the radio button for the format you prefer.
When all selections are made, click the “Run to Desktop” button. The report will run.

The final report, in both PDF and Excel format, mimics the SAM legacy report. All information from the
SAM report appears in the ASR report in the same format.
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