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Running Your Report Set 
 
 
Open Internet Explorer and go to the web address http://adminapps.spps.org.   Click the link 
for FMS. 
 

 
 
 
On the FMS login page enter the User Name and Password for your school and click the 
Connect button.  The User Name is your school organization number, and the password is 
“reports”. 
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When you login the Submit a New Request screen displays.  Click the radio button next to 
Request Set then click the OK button. 
 
 

 
 
 

Click the box with the three dots    and your school organization number will automatically fill 
in the Request Set field. 
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There are six reports in the Request Set: 
 
Financial Guideline (Monthly School 
Report). 

YTD summary of expenses for funds 
01 and 21. 

Financial Activity (Monthly School 
Report) 

Current month detail of expenses for 
funds 01 and 21. 

Fully Financed Activity Report Current month detail of expenses for 
fund 29. 

Fully Financed Guideline Report YTD summary of expenses for fund 
29. 

IntraSchool Activity Report Current month detail of revenues and 
expenses for fund 19. 

IntraSchool Guideline Report. YTD summary of revenues and 
expenses for fund 19. 

 
You only need to click the Submit button once to run all six reports. 
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The Requests window shows the status of your request.  The Phase and Status fields will be 
highlighted in green until the report is completed.  Click the Refresh Data button to monitor the 
status.  (Click the button about every 30 seconds – repeated clicking will slow down the report 
processing). 
 
 

 
 
 
When the reports are completed, you can view the report before printing a hard copy.  Select the 
report you want to view by clicking on the report name, then click the View Output button. 
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Use the scroll bars and buttons at the bottom of the window to see all the pages of the report.  
Close the preview window by clicking the “X” in the top right corner. 
 

 
 
 
 
To print the report click on the Tools menu and select Reprint/Republish. 
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Enter the number of copies you want to print and click the Apply button. 
 

 
 
.If you wish to select a different printer, click the flashlight to the right of the Printer field.  With 
the search field blank click the Go button.  
 

 
 
To select the printer you want click the Quick Select icon. 
 

 
 
 
You will be returned to the Reprint/Republish screen.  Click the Apply button to start the print 
job. 
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If you are finished running reports and are ready to log off the system, close all windows by 
clicking the “X” in the top right corner.  On the Caution window click the OK button. 
 

 
 
Close the other two browser windows to complete the log off process. 
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Viewing/Reprinting Stored Reports 

 
FMS Guideline & Activity Reports are stored in the system for 60 days.  To view or reprint a 
report you’ve already run, when you login click the Cancel button on the Submit a New Request 
window. 

 
 

On the Navigator window, from the toolbar click View > Requests. 
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“All My Requests” is the default selection.  Click the Find button. 
 

 
 
 
The Requests window displays all the reports you have run in the last 60 days.  Select the report 
you want to view by clicking on the report name, then click the View Output button. 
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Use the scroll bars and buttons to navigate through the pages of the report.  When finished 
viewing the report close the window by clicking the “X” in the top right corner. 
If you want to print the report, follow the printing instructions on page 7. 
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