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To Print or View Reports

Enter the User ID and Password to log in to 
PeopleSoft



To Print or View Reports

Click on 
PeopleSoft 
Financials



To Print or View Reports

Click on 
Classic 
Home



To Print or View Reports 

Click on 
Commitment 

Control



To Print or View Reports 

Click on 
Budget 
Reports



To Print or View Reports

Click on 
“Add a 

New Value” 
Tab



To Print or View Reports

Enter a Run 
Control ID i.e. 
“RS” and Click 

Add a New Value

Enter a Run 
Control ID i.e. 

“Your Name” (NO 
SPACES) and 

Click Add 



To Print or View ReportsBudget Period covers 
the school year from 
July 1st to June 30th. 
For example, 2019 
would cover July 1, 
2018 to June 30, 2019.

Accounting Period 
starts from July to 
June: 
July = 1
August = 2
September = 3
October = 4
November = 5
December = 6
January = 7
February = 8
March = 9
April = 10
May = 11
June = 12

Enter 
Budget 

Period i.e.
2019, 

2020, etc.

Enter 
Budget 

Period & 
Accounting 

Period

Click on 
Refresh to 

have a drop 
down of the 
ChartField
sections



To Print or View Reports

Be sure to 
add your 
location 
code to 

both areas



To Print or View Reports

Step 2:
Click 

on Run 

Step 1:
Click on 

Save



To Print or View Reports

Step 2:
Click 

on OK

Step 1:
Click on NPS 

Budget 
Report and 
the format 
you want.



To Print or View Reports

Click on 
Report 

Manager



To Print or View Reports

Click on the 
Administration 

tab.



To Print or View Reports

Locate your report 
and click on the 
hyperlink. Notice 

the Instance 
number matches 

what was posted in 
the prior slide.

Tip: If you do not see 
your report, click 
Refresh to update the 
Report list.



To Print or View Reports

Click on the 
icons (print, 

save, etc.) for 
your report use.

Click on the 
icons (print, 

save, etc.) for 
your report use.


