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Running the Encumbrance Certification Report
1) Navigate to Purchasing, Reports, Encumbrance Certification Rpt. 
 [image: Screenshot of Encumbrance Certification Rpt]
2) Search for an existing Run Control ID or create a new one.
3) On the Encumbrance Certification Report run control page enter or select the available parameters for the report.
a. [bookmark: _GoBack]Enter your Business Unit, from and to; this is required.
b. Enter or search for an Origin; this is optional. Leaving this blank will return all origins.
c. Enter a Fiscal Year (XXXX) or PO/RQ Date From and To, this is required. Be sure to enter either Fiscal Year or Date parameters, but not both.


d. Enter or search for a Buyer code, this is optional. Leaving this blank will return all buyer codes.
e. Select PO or RQ checkboxes, this is required. One box must be checked; you may select both boxes to return both orders and requisitions with an open balance.
 [image: Screenshot of Encumbrance Certification Rpt]
4) Click the Run button, then the OK button on the Process Scheduler Request page.
 [image: Screnshot of Process Scheduler Request]

5) Click the “Process Monitor” link to view the report run status. Click the Refresh button to update the view.
 [image: Screenshot of Encumbrance Certification Rpt]
6) When the Run Status equals “Success” and the Distribution Status is “Posted” the report is ready to view. Click the “Go back to Encumbrance Certification Rpt” link at the bottom of the page.
 [image: Process List highlighted]
7) Click the “Report Manager” link.
8) The link to the report just run will be listed under the List tab. The Administration tab will also show the report by changing the Type field to SQR Report and clicking the Refresh button.
 [image: Screenshot highlighting List tab view]
Above: List tab view
[image: Screenshot highlighting Administration view]
Above: Administration tab view
9) Click the report link to go to the Report Detail page.

10) Under the File List section click the report link ending with the .csv extension.
 [image: Screenshot highlighting report detail]

11) This will bring up a window asking you to Open or Save the file.
 [image: Screenshot of window for File Download]
12) You may get the following message box when opening the file.  Click the Yes button to continue opening the file.
 [image: Screenshot of Excel warning box]
13) If the file looks like it may not be formatted correctly, close the file and any other open Excel files, reopen the file again.
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