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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.
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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.

EZ Submit a New Request

What type of request do you want to run?

% Single Request
you to submit an individual request.

yau to submit a pre-defined set of

EZ Submit Reguest Set

Run this Request...

At these Times...

As Soon As Possible Schedule...
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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.

Submit Request Set

Run this Request...

_ Program
- Financial Guideline (Mor|STAGE 006

Parameters Lan guage

American English

| [SPPS - Financial Activity (Month||STAGE 006

American English

SPPS - Fully Financed Activity R|STAGE 006

American English

SPPS - Fully Financed Guideline] STAGE 006

American English

STAGE 006

SPPS - IntraSchool Activity Bepc

At these Times...

American English

As Soon As Possible Schedule...

Rev. 10/8/08

Page 5




St. Paul Public Schools FMS Reports for Schools

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).

Refresh Data Find Requests Submit & New Reguest...

Regquest ID Parent
MNarne

|| TIEE 006 (Report Sey

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.

Refresh Data Find Reguests Submit a New Request...
870482 |SPPS - IntraSchool Guid[870476  |Completed  [Mormal FUND, PROGRAM, 9, 101, DECfl6, |~
870481 |SPPS - IntraSchool Activ|870476 |Completed  [Normal PROGRAM, 9, 101, DEC.06, DFC.06
1870480 |SPPS - Fully Financed G [870476  |Completed  [Normal FUND, COURSE, 9, 101, DEGf08, N,| -
1870479 |SPPS - Fully Financed A([870476  |Completed  |Normal COURSE, 9, 101, DEC05, DFC06,2
|870478 |SPPS - Financial Activity|870476  |Completed  [Normal FUND, 9, 101, DEC.06, DEf.06, 006
|870477 |SPPS - Financial Guideli|[870476 |Completed  [Normal FUND, PROGRAM, 9, 10f, DEC05,
870476 |STAGE 006 {Request Set [870475 |Completed  [Normal 101, 946, 10930, 87047
Hold Reguest Yiew Details. . Wiew Output
Cancel Reguest Diagnostics Wiew Log...
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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.

Fant
15-DEC-0& Independent School Dist &Z5
IntraSchool Guideline Report[
Period Ending : DEC-0&
Intraschool Fund[]
O
Fund-Org-Prog-Fin-0bj-Cour Budgeted Revised MTD

FTE Budget Activity

Interest earnings[]

O

15-00&-000-000-5026-0000 o.oo0 o.oo0 -37¢.00 0.oo0
Gifts 4 bequests[O

O

19-005-000-000-5092-0000 o.oo o.oo —576. 32 o.oo
Misc rewenue from localld

O

15-006-000-000-5612-0000 o.oo0 o.oo0 0.oo0 0.oo0
Cost of Materials for Rev[]

O

15-006-000-000-8621-0000 o.0d .00 o.od o.od
Sale of matls purchased f[J

O

19-00&-000-000-5995-0000 o.oo o.oo —-144_EZE o.oo

Fd 12 Carry Forward[

Erevious

To print the report click on the Tools menu and select Reprint/Republish.

& Oracle Applications - SPPS FMSPRD April 5, 2008
Eile Edit “iews Fulisy Tools findow Help
AR B e 1228 75 1%

Reprint'Republish...

Refresh Data Find Requests Submit a New Reguest...

Parant
‘ Marme Phase Status Parameters

|__ 1495083 SPPS - Financial Activity|1495074 Completed Hormal COURSE, 9, 101, SEP 08, SE

1495082 [SPPS - Financial Activity|1495074  [Completed  [Normal COURSE, 9, 101, SEP08, SE
11495081 |SPPS - Financial Activity[1495074  [Completed  |Normal COURSE, 9, 101, SEP08, SE| -
AANENON ocnnoc MNananaial f"..:.\lnlgl-l.lnﬁn?'.l ]Il"‘nmnlndn..l Mol ~annecc SANnncc o and © :
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Enter the number of copies you want to print and click the Apply button.

ORACLE' Concurrent Processing

Republish and Reprint Request

(Aoply )
Program Mame SPPS - Financial Activity Report
with segment subtotal
Reguest ID 1495083
Republish
Printer
Printer [Ip156 Y
Print Style |Landscape ,,,5?
Copies 1
(Aapty )

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.

4} Search and Select List of Values -

Search and Select: Printer

Search

To find your item, select a filter itern in the pulldown list and[enter a -

Search By |Printer =] | (Go)

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

3} Search and Select List of Values -

Search and Select: Printer

Search

To find your item, select a filter iterm in the pulldown list and enter a value in the text field,

Search By | Printer = | (Go

Results

Select Quick Select Printer Description

Ip0 1930 Como-Student Data 5si
L Ip1 360 Caolbarne-hram-Technology-2nd Floor
) Ip10 Student Placement-Title1/Federal Programs

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.

b - aUtion

g Exit Oracle Applications?

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.

i Submit a Mew Regquest

What type of request do you want to run?

to subrnit an individual request.

®Request Set
This all jou to submit a pre-defined set of

Cancel

File Edit i

| 2 BB i =E =

Fird Al
Guery By Example »

Fecord r

Top Ten List
Translations...

Attachrments... / 1. Requests: Submit
gummar\,rIDey/

¥

Reguests

- Request
Financial
Standard
Analyzer

+ Define

AutoCopy
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“All My Requests” is the default selection. Click the Find button.

LS Find Requests

lequest ID

Marme

Fllnclude Regues

I EISETE Request 1D -
Submit & Mew Request. .

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.

Refresh Data Find Reguests Submit a New Requed...

880375 |Reprint output of reque: Completed Normal 880356, Ip3, 1, LANDSQAPE, ¥ =
1880374 !lReprint output of request ﬂ(:umpleted !lNurmaI |880357, 1p3, 1, LANDSGAPE, Y
[BBI]3?3 Reprint output of reque Completed Normal 880358, Ip3, 1, LANDSQAPE, ¥

880372 |Reprint output of request][ Completed Normal IBBI]359, Ip3, 1, LANDSQAPE, ¥

880359 SPPS - IntraSchool [880353 Completed Normal FUND, PROGRAM, 9, 191, JANDO?,

880356 |SPPS - IntraSchool Activ]lBElBSB Completed Normal PROGRAM, 9, 101, JARDY, JANOF
[EBIBS? SPPS - Fully Financed Gl[BEI]353 Completed Normal FUND, COURSE, 9, 101} JANO7, N,
[EBIBSE SPPS - Fully Financed A][BEI]BSB Completed Normal COURSE, 9, 101, JANOF, JANDY, 2
1330355 SPPS - Financial Activily]lBBI]BﬁZi Completed Normal FUND, 9, 101, JAN-O7, JANO7, 315,

880354 |SPPS - Financial Guideli|880353 |Completed Normal FUND, PROGRAM, 9, 101, JANDY, |

Hold Reguest “iew Details. Wiew Output
Cancel Reguest Diagnostics Yiew Log...

Rev. 10/8/08 Page 11



St. Paul Public Schools
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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.

EZ Report: request ID -

Page _

110 Business & Financial Affa[]

Description / Vendor Name

Independent 2chool Dist 625
Financial Letiwvity Report[]

Period MAY-0& thru' MAY-060

Actual Invoice#

01-005-110-000-6305-0000

O I
Beginning ¥YTD Actiwvity 256,929.71
ZB3I, INC 10,068.06 6357 1027120
O
___________________ D
Total FPeriod Activity 10,065.060
Ending ¥TD Activity Z86,997.770
O
___________________ D
01-005-110-000-6305-9060[7
O
Beginning ¥YTD Actiwvity 55,0z0.00
INFOCROS3ING, ENTERPRIZE APPLICATION SERVI 35,805.00 3o0z7a 1026407
INFOCROSSING, ENTERPRISE APPLICATICN SERVI 258,920.00 300354 1026407
o -
1] | = 3
First Previous [est
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