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Supplemental Job Aid


Date: 04/19/2016 

Target Audience: Department/Central PO Reporter

Purpose: This Supplemental Job Aid provides the user with instructions on how to generate a PO disposition details report for a specific business unit within a defined timeframe.

Create a PO Disposition Details Report:
In this example, the report will be generated for business unit 0840 for the period 01/01/2016 through 03/11/2016.


Access PO Disposition Details Report search screen
Navigate to
Main Menu  FI$Cal Processes  FI$Cal Report  PO Reports  PO Disposition Details Report
Click Add a New Value tab.
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Add new Run Control ID
· Enter Run Control ID (i.e. 001, 002, 003, …).
· Click Add.
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Run report
Enter Business Unit, From Date and Through Date. Optional: Use Calendar Icons to choose a date using calendar interface.
Click Run.
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Schedule report
· Change Run Date and/or Run Time if desired.
· Ensure checkbox under Select under Process List is checked. Click OK.
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Validate report completed
· Click Process Monitor link.
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· Note down the report “Instance” number under Process List for User and Run Date/Time matching report requested.
· Click Refresh until Run Status indicates Success and Distribution Status indicates Posted.
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· Click Go back to PO Disposition Details Report link.
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Find report for viewing
· Click Report Manager link.
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· Click Administration tab.
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Access Excel report and verify valid data generated
· Under Report List, click on .xlsx link under Description or Details link under Details for “Prcs Instance” matching “Instance” noted in Step 5.
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· If Details link was clicked, click on .xlsx under Name in File List.
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View report
· Click Open.
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· Excel will open report (note only one .xlsx file can be opened at a time) on desktop which can be saved locally if desired.
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