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@ To view online tutorial, visit: http://www.fullerton.edu/cms/Training/docs/index.html

The Open Commitments Report provides identified users with a list of open commitments entered by the
preparer on the “Commitment Data Entry” page in CMS. This report does not show commitments that
have been completed or cancelled. Access to this report and specific CMS departments is defined by the

user’s security access.

Frequency: Ad hoc

Step 1:
From the “My Workplace”

homepage, navigate to the
Commitments Report |ink.

A new window opens.

B My Workplace
Financial Reports

@ Distributed Reports @@B

Path: TST_CE2 = Dist Finance Ternplates

2 Budget Allocation & Transfer Reports @

21 Encumbrance/Expenditure Reports @
Weritken by PETSTAdmin and last modified by PETSTADmIn on 7/26/07 4:30 PM

gﬁ Security Reports @
‘Written by PETSTAmin and last modified by PETSTAdmin on 7/26/07 5:05 PM

refresh | more...

Step 2:

Click Search to receive a list

of all the commitments reports you
have access to.

Selected Search Template: TST_CEZ = 9 commitments Report
(3] Get Info - EHide Search Criteria

Find released documents, where:

Fiscal Year i egual fo I - l
Accounting Period i egual fo I - I

Department ID &£ egual fo | |

Department Mame |c0ntains ;I | |

Sort 5 egual fo I - l
Repart Frequency & egual fo I - I

Report Date & greater than ar egual fo I 3 Clear (MM{dfyy)
Report Date & fasr than or egual fo I s Clear (MMIdfyy)

Search Restore Defaults

To filter your reporting results,
enter any of the following criteria:
e Fiscal Year

e Accounting Period

e Department ID

e Department Name

e Sort

e Report Frequency

e Report Date

Then click Search .

Find released documents, where:

Fiscal Year & eguaffo | 200712008 =
Accounting Period & egual éo | July-01 -

Department 1D i equal éo [10057]

Deparkrment Marne | confans ;I |

sort equafto| x|
Report Frequency & egual fo I:

Report Date & greafar han or equal fo I H Clear (MM
Report Date & fasr 8130 or equal fo I = clear MMy
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Step 3:

A list of available reports is
displayed.

Click on the report title
Open Commitrents Report ¢

retrieve the report.

Note: The report will open in a
new window

Tithe Fiscal

§O7/2008  Juby-01

10008

Adrdnistration

Accounting Department Department Sort Repaork
Period i Name

Report

Frequency  Date

Account  Manthly

7j23)07
12400

The Open Commitments Report is displayed:

Baport 1B FTLDRESS

SpeTator  gEarphy
Bacabass  FAPTLON

Bapt Mgy, eTdan, miltea A,
Dapartmant 1O « Srestdent'a odfice

eamnar Scamsr  fina

Eaia Bagixisiiza

Bad Siass Exsscistien

EAENE . Travel.owt of Btate
TRREIIO BAGEOGHLE BI/E/EY

srojece

May Sctecledtats Traval for Fr Justis Case auned 1,880, 88 3553
TRRIII CRCEOTCINE L0287 May Ootecfsgtats Travel for Br Justis Case ADEE B0
Acoommt pubrotals 1,000.00 1, 000.00
GEEREE . oflice Pepplies
THRITII I BECECEOLEN B4/OT/ET FTOT/CA Traval for Brasidentts Bomts don Clyds p 1,080.08 5800
TSR CIOTOTOIEN BA/OT/ET FTOT/C8 Travel for Presidestts Joheny B Coods THEFD 229,99 19999
Borount Pabbotal 1,080.08 1,300.00
Department Totals &, T 4,300, 0

**Refer to sample report attached**

Eed of Rapset for 30INF - Freasdentts office
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The following table lists CMS field names and their definitions used for the Open Commitments Report.

Reference #

An internal reference number assigned by the user.

Commit ID

An auto-generated ID number assigned to the commitment in CMS.

Commit Date

The date on which the commitment entry was created.

Line Description

A description of the commitment entered in CMS.

Distribution Description

Description of the distribution information entered by the user in CMS.

Fund

Fund code that line item is being charged to.

Class

Class code assigned to commitment entry. Class is an extension of the Department field.

Class Description

Short description of the class code.

Project

Project code assigned to commitment entry. Project is an extension of the Account field.

Project Description

Short description of the project code.

Original Amount

Total amount originally entered for the commitment.

Current Amount

Original amount minus the amount expensed.
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