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Business Process Navigation 

1. Financial Guideline Report 
 
 

2. Financial Activity Report 
 
 

3. Running and Retrieving the reports 
 

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

2. Main Menu > Commitment Control > Budget 
Reports > SPPS Financial Activity 

   

Process 1:  Financial Guideline Report 

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

2. 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 

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.   

  

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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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.   

  

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  

 

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. 

 

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.  

  

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. 

 

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. 
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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. 

 

 


