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SAHARA - ARA Query 

1. From the Employee Self-Service 
dropdown menu, select Accounting &  
Financial Reports. 

2. Select the SAHARA Monthly  
Reconciliation tile. 

3. On the Reporting dropdown  

4. Click on ARA Query. 
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SAHARA - ARA Query 

5. Click on Add a New Value. 

6. Enter the name of your query in the  
Run Control ID box. 

7. Click Add. 

8. Enter Business Unit and Fiscal Year. 

9. Enter Acct Period, Dept or Cost Cen-
ter/Project. 

10.Click on Hide Blank Columns box. 

11. Click on Save. 

12. Click on Run. 
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SAHARA - ARA Query 

13.Select the New ARA Extract Actuals Report box. 

14.Click OK. 

13 

14 

15.The Process Instance # 
will appear (write it 
down). 

16.Click on Process 
Monitor. 
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SAHARA - ARA Query 

17. Locate your Instance #.  

18.  
a) Verify Run Status = Success and Distribution Status = Posted  

      b) If status is not updated, click Refresh. 

19.Click on Report Manager.  
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20. Locate your Process  
Instance # (click on  
UTZ_ARA_NQRY link). 

21. Click on 
NEW_ARA_DNLD_ACTLS.csv 
link. 
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SAHARA - ARA Query 

22.Report will download to an Excel file.  Sort, delete/add columns to your preference. 
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