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New PO Open Encumbrance List by Department Report 
 
Overview 
A new “PO Open Encumbrance List by Department” report is now available to replace the query 
SAC8ALL_OPEN_ENC_LIST_BY_DEPT. This important information is needed by the campus community to keep track of 
their open Purchase Orders.  This new report does not time out as the query often does for many large departments. 
 
Navigation 
CSUS Custom Objects > Report > PO Open Encumbrance List/Dept 
 
Running the Report 
The first time you run this report you have to set up a Run Control by selecting the “Add a New Value” tab. Enter a Run Control 
name then click “Add”. Once you create and save this Run Control, for future reports you can click the “Find an Existing Value” 
tab and select the Run Control name that you created. 

 
 
 
Enter the 5 digit department code for your report. You can either key it in or select the department from a drop down list by 
clicking on the magnifying glass next. 
Then, click on “Run” 

 
 
At the Process Scheduler Request page, use the drop down arrow to select the Server “PSUNX”. 
Then click “OK” 
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When the Run Control page comes back up, click on the Process Monitor hyperlink to track the progress of the report. 

 
 
The report shouldn’t take long to process, but even if it takes more than a few minutes, it will no longer time out and kick you out 
of CMS. Also, if you want to print the report later in the day, just navigate back to the process monitor. 
 
Click on the “Refresh” button until the Run Status is “Success” and the Distribution Status is “Posted”. This means your report is 
ready so you can then click on the “Details” hyperlink. 

 
 
Then Click on View Log/Trace 

 
 
Then click on the PDF report hyperlink 

 
 
The report will appear in PDF format for you to review and print as needed. 

 

Vendor Name will be 
listed here. 
 


