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Running a CCR Department Report

Begin by navigating to the CCR - Department 
Report Search page.

1. If this is the first time you will run this report,   	
    you need to set up a Run Control by 
    selecting the Add a New Value Tab.

2. The Add a New Value search page displays.

3. In the Run Control ID field, enter a Run 		
    Control name for the report and then click 	 	
    the Add button. 

4. The CCR Department Report page displays.

5. In the Fiscal Year Field enter the fiscal 	     	
    year (e.g. 2007 is 2007/2008 fiscal year). 

6. In the Accounting period field enter the 
    accounting period with July equaling 01.

7. In the Department field, enter the 5 digit 
    department code for your report. You can         	
    use the magnifying glass button to look up 
    your department number as well. 

8. Click the Run button.

Users can run CCR Department Reports to view important transaction information of their departments.

Track Report Progress

 Navigation
	 Main Menu > CSUS Custom Objects > Cost Recovery > CCR Department Report

Creating the Run Control

9. The Process Scheduler Request page 		
    displays. 

10. In the Server Name field, use the drop 	             	
      down menu button to select “PSUNX” 
      as the server.

11. Click the Ok button.

Note: You can change the Format of the report 
by selecting the drop down arrow button under 
the *Format column. Select the CSV file format to 
export the report as an Excel file so that it can be 
customized.

Note: Once you create and save this Run 
Control, for future reports you can click the “Find an Existing Value” tab 
and search for the Run Control name that you created.                   

f

f
f

f

Note: Leave the Use Work Records? field blank.
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12. The CCR Department Report page 
       displays showing the processn instance
       number.                                                                                             
           
13. Click the Process Monitor link.

14. The Process List page displays. 

15. Verify that the Run Status field  	         	          	
      displays “Success” and the   
      Distribution Status field displays 
      “Posted”. If this does not display, 
      click on the Refresh button                                                                                              
      until this status changes.                                                                                            
 
16. Click the Details link. 

17. The Process Detail page displays. 

18. Click on the View Log/Trace link. 
 
19. The View Log/Trace page displays.

20. Click on the PDF Report hyperlink to 	
      download your report as a .pdf file. 

21. The report will load on your computer 	
      as a PDF file and you will have the 
      option to save it to your computer or    	
      print it.

For more information on Running a CCR Department Report, please visit the CMS website training pages 
www.csus.edu/irt/ams/training/index.stm. For questions, contact the Help Desk at 278-2670 or cmshelpdesk@csus.edu.

Support Information         

Review and Print the Report          
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