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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: 

• Access to the Run Control Page 
• Run the Consolidated Annual Report Forms 
• 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 

 

 

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. 

 

 

 

Step 3: Enter a Run Control ID with no spaces then click on the Add button. 
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Step 4: After clicking on the Add button the Form 810 Reports page will appear. 

 

 

 

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).  
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Step 6: Within the Reporting Period section select a CAR Fiscal Year. 

 

 

 

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. 

 

 

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

 

 
 

Step 10: Click on the Run button on the Form 810 Reports page. 
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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. 
 
 

 

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. 
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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. 
 

 

 

 

 

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. 
 

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

 

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

 

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

 

 

Step 2: In the Process Detail page click the View Log/Trace link. 
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Step 3: From the View Log/Trace page click on the Data Validation Query link. 

 

 

Step 4: Download the Data Validation Query. 

 

 

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

 

i) Left side of the report 

 
ii) Right side of the report. 

 




