uES PROCUREMENT A
How to Run the Consolidated Annual Report Forms in
FI$Cal Job Aid

Date: May 1, 2019

Target Audience: Department SCPRS Processor, P-Card Reconciler, Central PO
Reporter, Department PO reporter, DGS PO Reporter, DOF PO Reporter

Purpose: A Run Control Page has been developed in the FI$Cal system to generate
the Consolidated Annual Report Forms. The purpose of this job aid is to provide
detailed instructions for the following:

e Access to the Run Control Page
¢ Run the Consolidated Annual Report Forms
e Access to the Data Validation Query

How to run the Consolidated Annual Report forms:

Here is the link to the FI$Cal login page: https:/fiscal.ca.gov

Step 1: Use the following navigation path to access the Run Control Page:

Main menu > FI$Cal Processes > Fi$Cal Report > PO Report > Form 810 Report

Main Menu -
(3 Cerification Process P BV
1 FI§Cal Overview »
1 FI$Cal SCPRS 3
1 Procurement Setup »
3 FIgCal Processes L1 FI3Cal Dashboards k T
3 PO Reports ala Exira
3 Employee Self-Service | —  Fi¥Cal Report L ! )
B Fscalc . - =] Confidential Audit Log Report
3  Supplier Contracts leLal Lonversion B Department SE/DVBE Report
) eparimen epo
L3 Customer Contracts 1 FiCal Extension '
5] EPPISABRC Report
3 suppliers » ' -
= Expenditure by Account Details
1 Procurement Contracts 4
=l Form 810 Report
3 Purchasing r : :
=] PO Accounting Entries Report
1 eProcurement L i
\j QR and Compliance Report
[ 1 Commsinne Dracsiranennt b

Note — This is the link for all of the CAR reports.


https://fiscal.ca.gov/
https://fiscal.ca.gov/
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Step 2: On the OSDS Form 810 Report page click on the Add a New Value button.

OSDS Form 810 Report

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Search by:  Run Control ID begins with

I Case Sensitive

Search Advanced Search

Step 3: Enter a Run Control ID with no spaces then click on the Add button.

OSDS Form 810 Report

Find an Existing Value Add a New Value

Run Control ID OSDS Test

pY

Add
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Step 4: After clicking on the Add button the Form 810 Reports page will appear.

Favorites « Main Menu + > FI$Cal Processes» > Fl$Cal Report~ >

PO Reports v > Form 810 Report

Form 810 Reports

Run Control ID OSDS_Test

Report Manager Process Monitor Run
Business Unit Q
Reporting Period
*CAR Fiscal Year | v
® Fiscal Year to Date
Custom Date Range From Date To Date

(Choose From and To Date within the selected CAR Fiscal Year)

Type of Report

J Individual Business Unit

[§] save ||[=] Notify

Step 5: Enter your Business Unit (BU) number in the BU field manually or find and
select it using the look up icon (magnifying glass).

Look Up Business Unit

Search by: | Business Unit ¥ |begins with 7760
Form 810 Reports

Look Up Cancel | Advanced Lookup

5 hR [t
Run Control ID OSDS Test earch Results

View 100 First ‘4" 120f2 '} Last

Business Unit Description
? 7760 Department of General Services
Q 77601

Business Unit DGS - Statewide Procurement
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Step 6: Within the Reporting Period section select a CAR Fiscal Year.

Reporting Period
*CAR Fiscal Year 2018-2018 v

® Fiscal Year to Date

Note - If the CAR Fiscal Year field is left blank, the system will show a hard stop.

Step 7: Within the Reporting Period section select Fiscal Year to Date or the Custom
Date Range Option.

Reporting Period
*CAR Fiscal Year v

®) Fiscal Year to Date

Custom Date Range From Date To Date

(Choose From and To Date within the selected CAR Fiscal Year)

Note- If Custom Date Range is selected From Date and To Date will be required.

Step 8: Within the Type of Report section select Individual Business Unit.

Type of Report

Individual Business Unit
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Step 9: After entering all of the parameters click on the Save button.

Form 810 Reports

Run Control ID OSDS_Test Report Manager  Process Monitor Run
Business Unit el Department of General Services
Reporting Period
*CAR Fiscal Year £2018-2019 v
'® Fiscal Year to Date
) Custom Date Range From Date To Date
{Choose From and To Date within the selected CAR Fiscal Year)
Type of Report
| Individual Business Unit
[Fl Save [|[=] Notify
Step 10: Click on the Run button on the Form 810 Reports page.
Report Manager  Process Monitor Run
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Step 11: After clicking on the Run button a Process Scheduler Request page opens.

Select the report and the format (XLS or PDF) you want to run and click on the OK

button.

Process Scheduler Request

UserID Z_DEPT_PO_BUYER

Server Name
Recurrence

Time Zone Q
Process List

Select Description

i#:  Form 810 Contracting Activity
Form 810C Consulting Services
Cover Letter
Form 810E ERGE0 Report
Form 810A |-Bond Activity Rept

Form 8105SB/DVBE Option Report

oK Cancel

Run Control ID OSDS_Test

k] Run Date 05/01/2019

X Run Time 8:25:53AM

Process Name
ZZ_PO_810CAR
ZZ_PO_810CON
ZZ_PO_810COV
ZZ_PO_810ERG
ZZ_PO_810IBN
ZZ_PO_810SBD

Process Type
Bl Publisher
Bl Publisher
Bl Publisher
Bl Publisher
Bl Publisher
Bl Publisher

'..“I.

*Type

Web
Web
Web
Web
Web
Web

Reset to Current Date/Time

*Format

v PDF
v PDF
v\ PDF
v\ PDF
v PDF
Y PDF

Distribution
Distribution
Distribution
Distribution
Distribution
Distribution

Distribution

Help

Step 12: After clicking on the OK button, the system will return back to the Form 810

Reports page. Click on the Process Monitor link to view the success of generating the

report.

Report Manager

Process Monitor

RHun
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Step 13: View the progress of the report in the Run Status column and
Distribution Status column. Continue to click on the Refresh button until the
Run and Distribution status changes to Success and Posted.

Favorites « Main Menu v » FI$Cal Processes+ » Fl$CalReport» > POReporis+ » Form 810 Report » Process Monitor

New Window | Help | A
Process List Server List
View Process Request For
User ID Z_DEPT_F‘O_BQ Type ¥ | Last ¥ 1 Days v Refresh
Server ¥ Name @, Instance From Instance To
Run Status ¥ Distribution Status ¥ L4 Save On Refresh
Process List Personalize | Find | View Al | 2| B First ¢ 10f1 * Last
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status g:i:::ulion Details
5619630 Bl Publisher ZZ_PO_B10CAR Z_DEPT_PO_BUYER 05/01/2019 8:25:53AM PDT Success Posted Details
Distribution
Run Status
Status

Step 14: After the report has successfully posted click on the Go back to OSDS Form
810 Report link to go back to the Form 810 Reports page.

Go back to OS50S Form 810 Report

[Gl Save ||[=] Notify

Step 15: To access the report, click on the Report Manager link.

Report Manager . Process Monitor Run
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Step 16: After clicking the Report Manager link, a new page will open with multiple
tabs. The report can be accessed by the List or the Administration tab. The default tab
is the List tab. In the List tab under the report column, click on the report link.

Favorites = Main Menu - > FI$Cal Processes» > Fl$CalReportv > POReporisv > Form 810 Rep

List Explorer Administration Archives
View Reports For
Folder v Instance to Refresh
Name Created On [ | Last v 1 | Days
Reports Personalize | Find | View All | £ | E First ‘"4 10f1 ‘» Last
e Completion Report Process
Report Report Description Folder Name DatelTime D instance
ZZ_PO 810CAR- ZZ PO _810CAR - ) 05/01/19
1 77°P0 _B10CAR xisx ZZ_PO_810CAR XLSX General 8:28AM 5705065 5613630

Step 17: After clicking on the report link a new page named Report will open.

Favorites = Main Menu « > FI$Cal Processes + > FI$CalReport+ > PO Reports »|

Report
Report ID 5705965 Process Instance 5619630 M ssage Log
Name XMLP Process Type XML Publisher

Run Status Success

ZZ_PO_810CAR - ZZ_PO_810CAR xlsx
Distribution Details

Distribution Node HTTPS Expiration Date 05/08/2019
File List
Name File Size (bytes) Datetime Created
ZZ 810 INDV5619630.xml 4,945 05/01/2019 8:28:21.593462AM PDT
ZZ_PO_810CAR.xlsx 23,245 05/01/2019 8:28:21.593462AM PDT

Step 18: Under the File list column click on the report link to download the report from
the system.

File List

Name
ZZ 810 INDV5619630.xml
ZZ PO_810CAR.xIsx
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A query in the system for data validation has been created. Here are the steps to
access the Data Validation Query:

Step 1: To Access the data validation report, click on the Process Monitor
link. In the Process Monitor page, under the Details column click the Details
link after the Run Status shows Success.

Run Status BT Details
Status

Success Posted Details

Step 2: In the Process Detail page click the View Log/Trace link.

Process
Instance 5619630 Type Bl Publisher
Name ZZ_PO_B10CAR Description Form 810 Contracting Activity
Run Status Success Distribution Status Posted
Run Update Process
Run Control ID OSDS_Test Hold Request
Location Server Queue Request
Server PSUNX Cancel Request
Delete Request
Regurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 05/01/2019 8:27:08AM PDT Parameters Transfer
Run Anytime After 05/01/2019 8:25:53AM PDT Message Log View Locks
Began Process At 05/01/2019 8:27:20AM PDT Batch Timings
Ended Process At 05/01/2019 8:28:21AM PDT View Log/Trace
OK Cancel
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Step 3: From the View Log/Trace page click on the Data Validation Query link.

View Log/Trace

Report
ReportID 5705962 Process Instance 5619630 Message Log
Name ZZ PO_810CAR Process Type XML Publisher

Run Status Success

Form 810 Contracting Activity
Distribution Details

Distribution Node HTTPS Expiration Date 05/08/2019
File List
Name File Size (bytes) Datetime Created
AE_Z7Z PO _810CAR_5619630.log 488 05/01/2019 8:28:21.593462AM PDT
AE_ZZ PO _810CAR_5619630.trc 3,856 05/01/2019 8:28:21.593462AM PDT
Form 810 CAR - Data Validation Report.CSV | 3,623,044 05/01/2019 8:28:21.593462AM PDT
ZZ _810_INDV5619630.xml 4,945 05/01/2019 8:28:21.593462AM PDT
Distribute To
Distribution ID Type *Distribution ID
User Z_DEPT_PO_BUYER

Return

Step 4: Download the Data Validation Query.

File List

Name

AE_ZZ PO_810CAR_5619630.log

AE_ZZ PO_810CAR_5619630.trc

Form 810 CAR - Data Validation Report.CSV
ZZ 810_INDV5619630.xml

Note: The Data Validation Query is provided in the .csv format by the system. The Data
Validation Query can be saved in .xIs format.
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Here is an example of the Contracting Activity report layout.

i) Left side of the report
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i) Right side of the report.
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