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PS Financial Reports Reference Guide 

 

List of Monthly Financial Reports: 

 

 Budget to Actual Grant Funding Report by Department: 

Summary report for all grants by department (School ID). 

 Grant Budget to Actual Report by Manager (your main Budget to Actual Report):  

Monthly summarized report for all transactions by grant, fund, department, account and 

program.  The report contains the budget for the current fiscal year, current month 

expenses, outstanding encumbrances, YTD total expenses, and remaining budget (after 

deducting expenses and encumbrances). 

 Grant Combined Expenditure Report: 

  Report details all transactions for the reporting periods selected. 

 Grant Outstanding Encumbrances: 

Report details all outstanding POs and contract balances (because invoices have not 

been received/paid). 

 
 

To run the listed reports above, go to the step by step instructions on the following pages.  
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Running PS Financial Reports 
 

 

1. Sign in with your user ID and password. 

2. Go to Main Menu, and then click PPS Reports and Process. 

3. Select the report you want to run (e.g. Budget to Actual) 

4. Click Add a New Value (if running your very first Report) 

5. Use a generic name (e.g. report1) for Run Control, and then click Add.  Only one control is 

needed for all reports. 

6. Once the run control is established, click Find an Existing Value.  Click Search to select the 

Run Control ID. 
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Click Add a New Value 

tab if running your first 

report. 

Use a generic name (e.g. report, or 

your name), and then click Add. 
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Click Find an Existing Value tab once you 

have established a new run control ID, 

and then click Search to select the Run 

Control ID. 

Select 
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To run Budget to Actual Grant Funding Report By Department, follow the steps on Page 2-5.  
The page will then take you to the Report Parameters screen shown below. 
 
 
To set up Report Parameters: 
 

1. Report Selection: Grant Funding by Department 
2. Fiscal Year: YYYY (e.g. 2016 for 2015/16 school year) 
3. Accounting Period: month you want the report to run through (e.g., 07-JAN) 
4. Fund: From 205 To 299 
5. Dept. ID: Your four-digit school ID number (e.g. 1175) 

 

Click Save, and then Run. 
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Next, you will see the Process Scheduler Request screen.   Select Window for Type and PDF  
for Format.    
 
 
 

 
 
 

 
Click OK to generate the report.  It should indicate Queued, Processing, and then Success - 
Preparing Output for Viewing.  
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The report may then be printed or saved to your computer as a PDF. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 
 



9 
 

To run Grant Budget to Actual Report by Manager, follow the steps on Page 2-5.  The page will 
then take you to the Report Parameters screen shown below. 
 
 
To set up Report Parameters:  

 
1. Report Selection: Grant Budget to Actual by Mgr 
2. Fiscal Year: YYYY (e.g. 2016 for the current 2015/16 school year) 

3. Accounting Period: month you want the report to run through (e.g. 07-JAN) 

4. Project ID: Grant number for the report you want to run (e.g. G1500)  

5. Fund: From 205 To 299 

6. Dept. ID: Your four-digit school ID number (e.g. 1175) 

7. Program: 00000 To 99999 or leave blank (autofill) 

8. Class: 00000 To 99999 or leave blank (autofill) 

 

Click Save, and then Run. 
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Next, you will see the Process Scheduler Request screen.   Select Window for Type and PDF  
for Format.    
 

 

 
 
 
 

Click OK to generate the report.  It should indicate Queued, Processing, and then Success - 
Preparing Output for Viewing. 
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The report may then be printed or saved to your computer as a PDF. 
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To run Grant Combined Expenditure Report, follow the steps on Page 2-5.  The page will then 
take you to the Report Parameters screen shown below. 
 
 
To set up Report Parameters: 

 
1. Fiscal Year: YYYY (e.g. 2016 for the current 2015/16 school year) 
2. Accounting Periods: Current month or month you want the report to run through  
3. Project ID: Grant Number (e.g. G1500) 
4. Fund: From 205 To 299 
5. Dept.: Your four-digit school ID number (From & To) 
6. Program: 00000 To 99999 or leave blank (autofill) 
7. Class: 00000 To 99999 or leave blank (autofill) 
8. Account: From 511100 To 569000 

 
 

Click Save, and then Run. 
 
 

 
 

 
 

1 
2 

3 

4 

5 

6 

7 

8 

Click 

Click 



13 
 

 
 

 
Next, you will see the Process Scheduler Request screen.   Select Window for Type and PDF  
for Format.    
 
 

 
 
 
 

Click OK to generate the report.  It should indicate Queued, Processing, and then Success - 
Preparing Output for Viewing. 
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The report may then be printed or saved to your computer as a PDF. 
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To run Grant Outstanding Encumbrances, follow the steps on Page 2-5.  The page will then take 
you to the Report Parameters screen shown below. 
 
 
To set up Report Parameters: 

 
1. Fiscal Year: YYYY (e.g. 2016 for the current 2015/16 school year) 
2. Project ID: Grant Number (e.g. G1500) 
3. Fund: From 205 To 299 
4. Dept. ID: Your four-digit school ID number (From & To) 
5. Program: From 00000 To 99999 or leave blank (autofill) 

 
 
Click Save, and then Run. 
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Next, you will see the Process Scheduler Request screen.   Select Grant Outstand Enc by ID 
for Select Description.  Select Window for Type and PDF for Format.    
 
 
 

 
 
 
Click OK to generate the report. 
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The page will then take you back to the Grant Outstanding Encumbrances screen.  Click  
Report Manager.  
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You will then see a screen with a list of reports.  Click to open the first report on the Repot List (click 
Refresh if the screen is blank or the report you just ran does not appear to be listed). 
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The report may then be printed or saved to your computer as a PDF. 
 
 
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 


