Reference Guide

Business Process Navigation

1. Financial Guideline Report 1. Main Menu > Commitment Control > Budget
Reports > SPPS Financial Guideline

2. Main Menu > Commitment Control > Budget

2. Financial Activity Report Reports > SPPS Financial Activity

3. Running and Retrieving the reports

Process 1: Financial Guideline Report

1. From the Main Menu page, select Commitment Control > Budget Reports > SPPS Financial Guideline

2. Ifthis is the first time you are running the process you may need to create a run control ID. If you have already created one
then you can search or type in the name previously used. You do not have to create a run control ID for each separate
process and/or report you run; however, if you will run the same process or report repeatedly it is a good idea to have a
dedicated run control for that process with the settings already set up

3. You will access the page with the Find an Existing Value tab displayed. Click on the Add a New Value tab if you are adding a
new run control ID; otherwise, stay on the Find an Existing Value tab to use one previously created.

Favortes : Main Menu » Commitment Control » Budget Reports » SPPS Financial Guideline

Financial Guideline Report

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

¥ Search Criteria

Search by: Run Control IDpins it [

[ ] Case Sensitive

Search | Advanced Search

4. Enter a Run Control ID = BUD_REPORT (ID cannot have any spaces in it so use the underscore instead of a space).

5. Click Add or Search. If you click Search you do not have to enter the run control ID first as you can select it from the search
list that will appear at the bottom of the page.

6. The following page appears. Complete the run control page
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Favorites © Main Menu » Commitment Control ; Budget Reports : SPPS Financial Guideline

v v

Financial Guideline Report

Run Control ID: BUD_REPORT Report Manager  Process Monitor i
*As Of Dat 1911172013 |V
Ledger ORG% s Dibate

From Fund Code"lg—q To Fund Code"]g—o\
From Department’r Q To Department’r Q
From Program CudeWO\ To Program CodeWO\
From Prnduct’%i Q To Prnduct’%i Q
From Account ’W Q To Aocnuntfw Q
From Class Field[% ToClassField[% X

7.  Enter the range of ChartField values you want to run the report for. If you want all values for a ChartField enter % (wildcard) in
both the ‘from’ and ‘to’ fields. Continue to step XX below to run and retrieve your report.

Process 2: Financial Activity Report

8. From the Main Menu page, select Commitment Control > Budget Reports > SPPS Financial Activity

9. If this is the first time you are running the process you may need to create a run control ID. If you have already created one
then you can search or type in the name previously used. You do not have to create a run control ID for each separate
process and/or report you run; however, if you will run the same process or report repeatedly it is a good idea to have a
dedicated run control for that process with the settings already set up

10. You will access the page with the Find an Existing Value tab displayed. Click on the Add a New Value tab if you are adding a
new run control ID; otherwise, stay on the Find an Existing Value tab to use one previously created.

Favorites © Main Menu  » Commitment Control » Budget Reports 5 SPPS Financial Activity

Financial Activity Report

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search by: Run Control ID begins with|

[]case Sensitive

Search  |Advanced Search

11. Enter a Run Control ID = BUD_REPORT (ID cannot have any spaces in it so use the underscore instead of a space).
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12. Click Add or Search. If you click Search you do not have to enter the run control ID first as you can select it from the search
list that will appear at the bottom of the page.

13. The following page appears. Complete the run control page

Favorites | Main Menu . Commiment Control 5 Budget Reports ; SPPS Financial Activity

L Ld

Financial Activity Report

Run Control ID: BUD_REPCRT Report Manager  Process Monitor i

*Fiscal Year| 2014 Accounting Period From 1 Accounting Period To 12

From Fund Codelw—q To Fund Codelw—q
From Departmentlr Q 1o Departmentlr Q
From Program Code W Q To Program Code ,T Q
From Produmrq Te Product,%iC{
From Account ,W Q To Account ,W Q
From Class Field[ @ ToClassField[% &

14. Enter the range of ChartField values you want to run the report for. If you want all values for a ChartField enter % (wildcard) in
both the ‘from’ and ‘to’ fields. Continue to step XX below to run and retrieve your report.

Running and retrieving your report

15. After you complete the parameters, you can click Save and then click Run. Or you can just click Run, as the Run button will
also save the changes you made to the page for future use. Clicking the Run button will retrieve the Process Scheduler
Request page.

Favortes . Main Menu » Commitment Control > Budget Reports » SPPS Finandal Activity
B - -

-

Process Scheduler Request

User ID: marianneh Run Control ID: BUD_REPORT
Server Name: Run Date: ’W £
Recurrence: Run Time: 9:10:48AM Reset to Current Date/Time
Time Zone: fiq
Select Description Process Name Process Type “Type *Format Distribution
Financial Activity Report SDGLO18 SQR Report [web  ~|[PDF | Distribution

OK Cancel

16. The Server Name can be left blank and the process will run. You may also want to change the output type/format. This is
optional as it usually defaults to the desired type/format.
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17. After clicking OK you will return to the Run Control Parameter page you were on previously. However, in the top right will
display the process instance assigned to this request to run your report.

Favorites | Main Menu » Commitment Control » Budget Reports » SPPS Financial Activity

- -

Financial Activity Report

R
Run Centrel ID: BUD_REPORT Report Manager  Process Monitor th

Process Instance: 142098

*Fiscal Year 2014 Accounting Period From 1 Accounting Period To 12

From Fund Code’TQ Te Fund Code ’TO\
From Department’23[}7q To Demnment’rq
From Program Code WQ To Program Code WO\
From Prnduﬂrq Te Prudumrq
From Aocnuntqu To Accnunt’WQ
From Class Field[% ToClass Field[% X

18. You would click on Process Monitor hyperlink next to see when the process completes and was successful. Details for this
will be shown in a separate training quick reference guide called Process Monitor.

19. Once the process is successful, return to the run control page and click on the Report Manager hyperlink.

-

Favortes | Main Menu  » Commitment Control 5 Budget Reports 5 SPPS Financial Activity
- : -
-

List Explorer Administration Archives

View Reports For

User ID: marianneh Type: | V|| Last V| | 1 Days v Refresh
Status: ‘ V| Folder:| V| Instance: | to: |
Report List Personalize | Find | View All | = First Kl 12 of2 I3 Last
Report P L Request .
Select I_—EP.; ﬁ:nce Description ﬁﬁ:rf_ime EFormat Status Details
: - 19/11/2013  Acrobat :
| 136109 142098 FEinancial Activity Report 913 17AM (*pdn) Posted  Details
19/11/2013  Text Files
| 136037 142021 Comm. Cntrl. Budget Processor 8-21-56AM (*txt) Posted |Details
= 0
Select All Deselect All
Delete

Click the delete button to delete the selected report(s)

20. From the default Report Manager List page you are on, click on the Administration tab.

21. Then find the desired report by the name or the process instance from the previous run control parameters page, and select
the Details hyperlink to access the report output.

SPPS PeopleSoft 9.1 Training Page 4




22. Select the desired report output under the File List section of the page. The one circled above is the PDF output file, but if you
select a different output format there will be a different extension on the end of the report. The file name is made up of the
Process Name_Process Instance_format extension. Click on the file name hyperlink to view the report and print or save.

Favorites ° Main Menu . Commitment Control - Budget Reports » SPPS Financial Activity

IVEF WL TR - -

ReportID: 136109 Process Instance: 142098 Message Log
Name: SDGLO18 Process Type: SQR Report

Run Status: Success

Financial Activity Report
Distribution Details

Distribution Node: ENPRD Expiration Date: 26/11/2013  [3

Name File Size es Datetime Created

Fin_Activity file.csv 3,697 19/11/2013 9:13:48.387093AM CST
SQR_SDGLO18 142098 .1og 1,812 19/11/2013 9:13:48.387093AM CST
sdgl018_142098 PDE 5,064 19/11/2013 9:13:48.387093AM CST
sdgl018_142098 out 380 19/11/2013 9:13:48.387093AM CST

Distribution 1D Type *Distribution 1D

User W marianne O, =

Indepandast Schecl District 625

repast 10: openlif Fage W=, 1 ef 2
Pizamcial Astivity Bapest Run Date 11/13/2013
Mun Tims 19:13:33
Intrmmchoal Fumd Farted L2013 Thru TOE-2014
Dascription / Vendor Nema Actual  Jourmal I0 Veucher ID Imvedca ID 5o I Chacks Accounting DT
19-230-271-000-6374-0000
inning YTO Retiviky n.on
Kesounew Paymble/ MOGRE, MKTRSHR o000 AFIO0II4D 00027077 rmeren-51613 sos318 10-5ar-2013
Azoounks Pmyskle/ HER, KR LI so0.00 APOO00II40  000Z7EE1  herk-51613 sos29s 18-5EF-2013
Rocounts Payshle/ VANG, SUNNY o000 AFIOO0I124 00027873 wangm-51613 so11 18-587-2013
Recountw Paysble/ UNIVERSITY OF NORTH ORKDTR so0. 00 AM0003338  Do030033 so0na 24-587-7013
Aocounts Paysbls/ WEST VIRGINIA STATE UNIVERSITY o000 AMIGQ02371  U99I09E5 PEEe 24-5EF-2013
Resountw Pmysble/ CRMPRELL, VASHAMN o000 AFgcooasan  cogaosal sosazy 26-gar-2013
Takal Perind Retiviey 3,000, 00
Ending TTD Retiviky 3,000, 00
19-230-271-000- 64010000
inning YT Retivity .00
Kessunew Puymble/ SMANGON, KELLY Toms 1343 AFIOO0I490 00026341  wnlemre 0262013 o913 10-5ar-2013
Kessunew Puysble/ SNAMSON, KELLY Toms 15.42 AFOOD0I523 00028333 barmem & neble- o913 10-5ar-2013
hocountw Paysble/ WITEMRON, JTN06 212,39 AFIO00I768 00026430  microecftstore- sosE10 10-5a7-7013
hocountw Paysble/ SNANSON, KELLY 7085 15.42 AFIO003323 00026331 bernem & ncble- 05913 10-5a7-7013
hoogunte Paysble/ PISHER, MARK zm0.00 AMIGQ03747 09929230 Eisherm-13313 susa72 13-5RF-2013
hessunte Pmyshle/ WOMLERE, MANDY 3.0 AP00002378 00030333 Welgresns-o3lal sos30s 25-gar-2013
Recsunkw Pmyskle/ GROTH MUEIC 0D 19,45 AFIOO03543 0031181 FogR439 o307 n1-cor-3013
Takal Perind Retiviey 56910
Ending TTO Activity 56,19
19-230-291-000-6430-0000
Neginning YT Rstiviky n.on
Y13 D-CRED Charges hessunking o754 nanogo17s 6-AG-2013
Recounking 30,00 nanooo167s 8- ADG-2013
Y13 P-CARD Chargew Rocounking 298,41 nanooo167s 8- ADG-2013
AP Manusl Clomuzeef U5 RANE -7E7. 54 AMIGOGUN7S  0ON13531  MLOOGUIST CATH 06-AG-2013
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