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Contracts Queries 
 

VT_ORIGN_CNTRCT_LN_BAL_ADDRESS – ORIGN Cntrct LineBal Vndr Add 

Purpose Lists all open contracts for an origin as of a prompted date including address 
information (sequence line 1) for the contractor 

Prompts Origin, expiration date (not less than) 

Columns Origin, contract, suppler name, supplier ID, header description, begin date, 
expiration date, status, maximum amount, contract line number, amount released 
to PO, line description, prompted expiration date, address, city, state, zip code 

 
VT_ORIGN_CONTRACT_BALANCE – ORIGN Contract Remain Bal 

Purpose Lists all open contracts for an origin as of a prompted date and includes released 
and remaining obligation amounts 

Prompts Origin, expiration date (not less than) 

Columns Origin, contract, supplier ID, name, description, begin date, expiration date, status, 
maximum amount, amount released to PO, remaining obligation, prompted 
expiration date 

 
VT_ORIGN_CONTRACT_LN_DESCR_BAL– ORIGN Contract LineDescr & Bal 

Purpose Lists all open contracts for an origin as of a prompted date 

Prompts Origin, expiration date (not less than) 

Columns Origin, contract, supplier name, supplier ID, header description, begin date, 
expiration date, status, maximum amount, contract line number, released amount, 
line description, prompted expiration date, account, department, fund, class, 
program 

 
VT_ORIGN_MSTR_CNTRCT_INFO – MSTR CNTRCT INFO BEGIN DT FROM 

Purpose Lists all contracts and current information from a particular origin that has used a 
master contract 

Prompts Origin, contract start date 

Columns Origin, buyer, supplier, supplier name, master contract ID, contract, description, 
contract status, begin date, expiration date, maximum amount, contract line 
number, line status, total line amount released, category code, category 
description, line info, date query run, prompted contract start date 

 
VT_ORIGN_MSTR_CNTRCT_PO_DTL – Master Contracts with PO DTL 

Purpose Lists all PO’s and associated contract used on a master contract for a given origin 

Prompts Origin, expiration date (not less than) 

Columns Origin, buyer, supplier ID, supplier name, master contract ID, contract, description, 
contract status, begin date, expiration date, maximum amount, contract line 
number, line status, total line amount released, category code, category 
description, line information, PO business unit, PO buyer, PO number, PO 
accounting date, line number, schedule number, line distribution number, PO 
status, PO amount, query run date, prompted expiration date, PO cancel status 
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VT_ORIGN_MSTR_CNTRCT_POACCDATE – Mstr Cntrct PO Dtl Acctg Dates 

Purpose Lists all PO’s and associated contract used on a master contract for a given origin 
(similar to VT_ORIGIN_MSTR_CNTRCT_PO_DTL except this is run on PO date 
instead of contract term dates) 

Prompts Origin, range of accounting dates 

Columns Origin, buyer, supplier ID, supplier name, master contract ID, contract ID, 
description, contract status, beginning date, expiration date, maximum amount, 
contract line number, line status, total line amount released, category code, 
category description, line information, PO business unit, PO buyer, PO number, PO 
accounting date, line number, schedule number, distribution line, PO status, PO 
amount, query run date, PO cancelled status, prompted range of accounting dates 

 
VT_PERF_CONTRACTS – Perf Cntrcts by Origin & Date 

Purpose Lists all performance-based (“Challenges for Change”) contracts with a Begin Date 
that falls within the date range specified.  This query is used to review performance 
contract information entered and will only list those contracts where the 
Performance Measures checkbox has been checked. 

Prompts Origin, range of contract dates, Challenges for Change (C4C) 

Columns All fields on the Performance Contract page: SetID, contract id, origin, description, 
begin and expire dates, supplier id, supplier name, contract status, perf. page 
approved, performance measures, C4C contract, max. amount, funding splits, user 
ID, date the page was last updated 

 

VT_PERF_CONTRACTS_EXCL_GRNTS – Perf Contracts List w/o Grants 

Purpose This query is the same as the VT_PERF_CONTRACTS query, except that it excludes 
contracts with a Category ID = 00941 which is Grants.  If a business unit does not 
use the contracts functionality for grants monitoring, both queries will return the 
same results. 

Prompts Origin, range of contract dates, Challenges for Change (C4C) 

Columns All fields on the Performance Contract page: SetID, contract id, origin, description, 
begin and expire dates, supplier id, supplier name, contract status, perf. page 
approved, performance measures, C4C contract, max. amount, funding splits, user 
ID, date the page was last updated 

 

VTPO004A – Expired Contracts 

Purpose Lists “Open”, “Canceled” & “On-Hold” contracts with a start date before a given 
date 

Prompts Set ID, origin, buyer and contract beginning date 

Columns Origin, buyer, contract, description, supplier id, suppler name, beginning date, 
status 

 

VTPO004B – Expired Contracts Before Prompt Date 

Purpose Lists “Available” contracts with an expiration date less than a given date 

Prompts Set ID, origin (% may be used for all), buyer (% may be used for all), Expiration 
date less than 

Columns Origin, buyer, expiration date, contract number, description, supplier id, supplier 
name, maximum amount, total amount released, amount released, open amount 
released 
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VT_CONTRACT_VCHR_DETAILS – Review Vouchers for a Contract 

Purpose Lists all vouchers with accounting details as well as associated PO number for a 
specific contract 

Prompts Contract number 

Columns GL unit, AP unit, voucher, invoice, invoice date, accounting date, voucher line 
number, voucher distribution line number, sequence line number, voucher line 
description, PO number, contract ID, supplier id, supplier name, account, account 
description, dept ID, fund, program, project, class and amount 

 
VT_CONTRACT_USAGE_REPORT – Processed POs against a Contract 

Purpose Lists of which purchase orders have been processed against a specific contract. 

Prompts SetID, ContractID, From PO Date, Thru PO Date, PO Business Unit 

Columns ContractID, Contract Line number, Long Description, PO Date, PO Business Unit, 
PO Number, Line number, PO Quantity, Merchandise Amount, Start Date, End Date 

 
VT_AP_CASH_VCHR_PO_CNTRCT_DTL – Shows paid vouchers against a PO and Contract 

Purpose Lists paid vouchers with detail against a PO and Contract 

Prompts GL Business Unit, AP Business Unit, Account, Dept ID, Fund code, Program Code, 
Project ID, Class, Payment From Date, Payment Thru Date 

Columns GL Business Unit, AP Business Unit, Voucher ID, Invoice Number, Invoice Date, 
Journal Date, Payment Date, Voucher Line Number, Voucher Distribution Line 
Number, Sequence, Description, PO Number, Contract ID, Supplier ID, Supplier 
Name, Account, Dept ID, Fund, Program, Project, Class, Monetary Amount 
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Contract Reports 

VT Contracts by Origin (VTPOR001) 
 
Possible situations when this report should be run: This report lists the all contracts by Origin. 
 
WorkCenter navigation: Purchasing WorkCenter > Reports/Queries tab > Report / Processes pagelets 
> Procurement Contracts > VT Contracts by Origin  
 
Navigator Menu navigation: Procurement Contracts > Reports > VT Contracts by Origin 
 
Click on the Add a New Value tab 
 

 
 
Run Control Notes: 

• Select an existing Run Control ID or add a new one. 

• For Reports that are run regularly, user should select a Run Control ID naming system that can 
be easily identified (e.g. Run_VTPOR001) 

  
Click the Add Button 
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The Vtpor001 page displays: 
 

 
 
Enter information on the VTpor001 page: 
 

• Origin - Enter the Origin code; or click on magnifying glass to lookup; or leave blank 

• Supplier ID - Enter the Supplier ID; or click on magnifying glass to lookup; or leave blank  

• Contract Status – Choose from the drop down the contract status; or leave blank 

• Primary Buyer - Enter the Primary Buyer; or click on the magnifying glass to lookup; or leave 

blank 

 
 
Click Save button 
 
Click Run button 
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The Process Scheduler Request page displays: 
 

 
 
On the Process Scheduler Request page, select: 

• Type - Choose desired value – Web is recommended 

• Format - Choose desired value – PDF is recommended 

Click the OK button 

 
The Vtpor001 page displays: 
 

 
 
Click the Process Monitor link 
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The Process List page displays: 
 

 
 
Click Refresh until the Run Status displays “Success” and the Distribution Status displays “Posted” 
 
Click on Go back to VT Contracts by Origin link (bottom left of page) 

 
The Vtpor001 page displays: 
 

 
 
Click on Report Manager link 
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The View Reports For page displays: 
 

 

Click on the Administration tab 
 
Click on Contracts by Origin Report link 

 
Example of Report Output 
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VT Contracts to Expire (VT_RPTPO005) 
 
Possible situations when this report should be run: This report lists the all contracts that are due to 
expire or past the expiration date. 
 
WorkCenter navigation: Purchasing WorkCenter > Reports/Queries tab > Report / Processes pagelets 
> Procurement Contracts > VT Contracts to Expire  
 
Navigator Menu navigation: Procurement Contracts > Reports > VT Contracts to Expire 
 
Click on the Add a New Value tab 
 

 
 
Run Control Notes: 

• Select an existing Run Control ID or add a new one. 

• For Reports that are run regularly, user should select a Run Control ID naming system that can 
be easily identified (e.g. Run_VT_RPTPO005) 

  
Click the Add Button 
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The Contracts to Expire page displays: 
 

 
 
Enter information on the Contracts to Expire page: 
 

• SetID - Leave as default (STATE) 

• Origin - Enter the Origin; or click on magnifying glass to lookup; or leave blank 

• Primary Buyer - Enter the Primary Buyer; or click on magnifying glass to lookup; or leave 

blank 

• Through Date - Enter the desired date; or click on calendar icon to select the date 

 
 
Click Save button 
 
Click Run button 
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The Process Scheduler Request page displays: 
 

 
 
On the Process Scheduler Request page, select: 

• Type - Choose desired value – Web is recommended 

• Format - Choose desired value – PDF is recommended 

Click the OK button 

 
The Contracts to Expire page displays: 
 

 
 
Click the Process Monitor link 
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The Process List page displays: 
 

 
 
Click Refresh until the Run Status displays “Success” and the Distribution Status displays “Posted” 
 
Click on Go back to VT Contracts to Expire link (bottom left of page) 

 
The Contracts to Expire page displays: 
 

 
 
Click on Report Manager link 
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The View Reports For page displays: 
 

 

Click on the Administration tab 
 
Click on VTRPTPO0005 – VT Contracts to Expire.pdf link 

 
Example of Report Output 
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Unapproved Contracts Report (VTPO004) 

 
Possible situations when this report should be run:  This report lists all contracts that are 
unapproved and are beyond the start date. 
 
WorkCenter navigation: Purchasing WorkCenter > Reports/Queries tab > Report / Processes pagelets 
> Procurement Contracts > Unapproved Contacts Report 

Navigator Menu navigation:  Procurement Contracts > Reports > Unapproved Contracts>StartDt 

 
 
Run Control Notes: 

• Select an existing Run Control ID or add a new one. 

• For Reports that are run on a regular basis, user should select a Run Control ID naming 
convention that can be easily identified (e.g. Run_VTPO004) 

 
Click the Add Button 
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The Unapproved Contracts > StartDt page displays: 
 

 
 
Enter information on the Unapproved Contracts > StartDt page: 
 

• SetID - Leave as default (STATE) 

• Origin - Enter the Origin; or click on magnifying glass to lookup; or leave blank 

• Primary Buyer - Enter the Primary Buyer; or click on magnifying glass to lookup; or leave 

blank 

• Through Date - Enter the desired date; or click on calendar icon to select the date 

 
 
Click Save button 
 
Click Run button 
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The Process Scheduler Request page displays: 
 

 
 
On the Process Scheduler Request page, select: 

• Type - Choose desired value – Web is recommended 

• Format - Choose desired value – PDF is recommended 

Click the OK button 

 
The Unapproved Contracts > StartDt page displays: 
 

 
 
Click the Process Monitor link 
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The Process List page displays: 
 

 
 
Click Refresh until the Run Status displays “Success” and the Distribution Status displays “Posted” 
 
Click on Go back to Unapproved Contracts > StartDt link (bottom left of page) 
 

The Unapproved Contracts > StartDt page displays: 
 

 
 
Click on Report Manager link 
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The View Reports For page displays: 
 

 
 
Click on the Administration tab 
 
Click on VT_RPTPO004 – VT Unapproved Contracts Beyond Start Date.pdf link 

 
Example of Report Output 
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VT Service Contracts (VTPO7001) 
 
Possible situations when this report should be run:  This report lists all service contracts. 
 
WorkCenter navigation: Purchasing WorkCenter > Reports/Queries tab > Report / Processes pagelets 
> Procurement Contracts > VT Service Contracts 

Navigator Menu navigation:  Procurement Contracts > Reports > VT Service Contracts  

 

 
Run Control Notes: 

• Select an existing Run Control ID or add a new one. 

• For Reports that are run on a regular basis, user should select a Run Control ID naming 
convention that can be easily identified (e.g. Run_VTPO7001) 

 
Click the Add Button 
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The Vtpo7001 page displays: 
 

 
 
Enter information on the Vtpo7001 page: 
 

• Contracts Executed in Fiscal Year - Enter the Fiscal Year (Required value) 

 
 
Click Save button 
 
Click Run button 
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The Process Scheduler Request page displays: 
 

 
 
On the Process Scheduler Request page, select: 
 

• Type - Choose desired value – Web is recommended 

• Format - Choose desired value – CSV is recommended 

Click the OK button 

 
The Vtpo7001 page displays: 
 

 
 
Click the Process Monitor link 
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The Process List page displays: 
 

 
 
Click Refresh until the Run Status displays “Success” and the Distribution Status displays “Posted” 
 
Click on Go back to VT Service Contracts link (bottom left of page) 
 

The Vtp07001 page displays: 
 

 
 
Click on Report Manager link 
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The View Reports For page displays: 
 

 
 
Click on the Administration tab 
 
Click on VTPO7001 link 

 
Example of Report Output 
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Master Contracts (POX1050) 
 
Possible situations when this report should be run: This report lists the all master contracts for 
recurring vouchers. 
 
Navigator Menu navigation: Procurement Contracts > Reports > Master Contracts 
 
Click on the Add a New Value tab 
 

 
 
Run Control Notes: 

• Select an existing Run Control ID or add a new one. 

• For Reports that are run regularly, user should select a Run Control ID naming system that can 
be easily identified (e.g. Run_POX1050) 

  
Click the Add Button 
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The Master Contracts page displays: 
 

 
 
Enter information on the Master Contracts page: 
 

• SetID - Leave as default (STATE) 

 
 
Click Save button 
 
Click Run button 
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The Process Scheduler Request page displays: 
 

 
 
On the Process Scheduler Request page, select: 

• Type - Choose desired value – Web is recommended 

• Format - Choose desired value – PDF is recommended 

Click the OK button 

 
The Master Contracts page displays: 
 

 
 
Click the Process Monitor link 
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The Process List page displays: 
 

 
 
Click Refresh until the Run Status displays “Success” and the Distribution Status displays “Posted” 
 
Click on Go back to Master Contracts link (bottom left of page) 

 
The Master Contracts page displays: 
 

 
 
Click on Report Manager link 
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The View Reports For page displays: 
 

 

Click on the Administration tab 
 
Click on POX1050 – POX1050.pdf link 

 
Example of Report Output 
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Order Contracts (POCNT100) 
 
Possible situations when this report should be run: This report will produce an electronic copy of 
Supplier contract(s) based on the parameters used for running the report. 
 
Navigator Menu navigation: Procurement Contracts > Reports > Order Contracts 
 
Click on the Add a New Value tab 
 

 
 
Run Control Notes: 

• Select an existing Run Control ID or add a new one. 

• For Reports that are run regularly, user should select a Run Control ID naming system that can 
be easily identified (e.g. Run_POCNT100) 

  
Click the Add Button 
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The Order Contracts page displays: 
 

 
 
Enter information on the Order Contracts page: 
 

Process Request Parameters: 

• SetID – Enter STATE as the default  

• Business Unit – Enter the Business Unit; or use the magnifying glass to lookup; or leave blank 

• Contract ID From – Enter the Contract ID From; or use the magnifying glass to lookup; or 

leave blank 

• To – Enter the Contract ID From; or use the magnifying glass to lookup; or leave blank 

• Supplier ID - Enter the Supplier ID; or use the magnifying glass to lookup; or leave blank 

Miscellaneous Options: 

• Print Duplicate – Check if you want to create a duplicate print; or leave blank 

• Number of Copies – Default is 1; or enter the desired number of copies 

• Sort by – Choose from the drop down how the report is to be sorted 

Statuses to Include – Select the desired Statuses; or leave blank 
 
Dispatch Methods to Include - Select the desired Dispatch Methods to include 
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Click Save button 
 
Click Run button 
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The Process Scheduler Request page displays: 
 

 
 
On the Process Scheduler Request page, select: 
 

• Type - Choose desired value – Web is recommended 

• Format - Choose desired value – PDF is recommended 

Click the OK button 

 
The Order Contracts page displays: 
 

 
 
Click the Process Monitor link 
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The Process List page displays: 
 

 
 
Click Refresh until the Run Status displays “Success” and the Distribution Status displays “Posted” 
 
Click on Go back to Supplier Contracts link (bottom left of page) 

 
The Order Contracts page displays: 
 

 
 
Click on Report Manager link 
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The View Reports For page displays: 
 

 

Click on the Administration tab 
 
Click on Vendor Contract Dispatch/Print link 
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Example of Report Output 
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Contract Expiration (POCNT400) 
 
Possible situations when this report should be run: This report lists contacts that are to expire 
within a date range set by parameters 
 
Navigator Menu navigation: Procurement Contracts > Reports > Contract Expiration 
 
Click on the Add a New Value tab 
 

 
 
Run Control Notes: 

• Select an existing Run Control ID or add a new one. 

• For Reports that are run regularly, user should select a Run Control ID naming system that can 
be easily identified (e.g. Run_POCNT400) 

  
Click the Add Button 
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The Contract Expiration page displays: 
 

 
 
Enter information on the Contract Expiration page: 
 

Report Layout – Select the desired Report Layout 
 

Report Request Parameters: 

• Contract SetID – Enter STATE (default)  

• Category – Enter the Category code; or use the magnifying glass to lookup; or leave blank 

From Date Selection: 

• Option – Enter the Option code; or use the magnifying glass to lookup; or leave blank 

• Nbr Days – Enter the desired number of days; or leave blank 

• Date - Enter the desired date; or click on calendar icon to select the date 

To Date Selection:  

• Option – Enter the Option code; or use the magnifying glass to lookup; or leave blank 

• Nbr Days – Enter the desired number of days; or leave blank 

• Date - Enter the desired date; or click on calendar icon to select the date 

• Supplier SetID - Enter STATE (default) for Supplier SetID  

• Supplier ID - Enter the Supplier ID; or use the magnifying glass to lookup; or leave blank 

• Short Supplier Name - Enter the Short Supplier Name; or use the magnifying glass to lookup; 

or leave blank 

• Buyer - Enter the Buyer; or use the magnifying glass to lookup; or leave blank 



November 2019 Version 
Page 39 of 48 

 

 
 
Click Save button 
 
Click Run button 
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The Process Scheduler Request page displays: 
 

 
 
On the Process Scheduler Request page, select: 
 

• Type - Choose desired value – Web is recommended 

• Format - Choose desired value – PDF is recommended 

Click the OK button 

 
The Contract Expiration page displays: 
 

 
 
Click the Process Monitor link 
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The Process List page displays: 
 

 
 
Click Refresh until the Run Status displays “Success” and the Distribution Status displays “Posted” 
 
Click on Go back to Contract Expiration link (bottom left of page) 

 
The Contract Expiration page displays: 
 

 
 
Click on Report Manager link 
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The View Reports For page displays: 
 

 

Click on the Administration tab 
 
Click on Contract Expiration link 

 
Example of Report Output 
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Activities Report (POX3031) 
 
Possible situations when this report should be run: This report provides a summary of all activity 
against the contract in the parent system. The report summarizes activity by contract line. 
 
Navigator Menu navigation: Procurement Contracts > Reports > Activities Report 
 
Click on the Add a New Value tab 
 

 
 
Run Control Notes: 

• Select an existing Run Control ID or add a new one. 

• For Reports that are run regularly, user should select a Run Control ID naming system that can 
be easily identified (e.g. Run_POX3031) 

  
Click the Add Button 
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The Activities Report page displays: 
 

 
 
Enter information on the Activities Report page: 
 

• Supplier SetID – STATE is the default 

• Supplier ID – The Supplier ID defaults to the first Supplier in the lookup list.  Enter the 

Supplier ID; or use the magnifying glass to lookup 

• Short Supplier Name – The Short Supplier Name defaults to the corresponding Supplier ID.  

Enter the Short Supplier Name; or use the magnifying glass to lookup 

• Contract SetID – STATE is the default 

• Contract ID From – Enter the Contract ID From; or use the magnifying glass to lookup; or 

leave blank 

• To – Enter the Contract ID To; or use the magnifying glass to lookup; or leave blank 

• Process Option – Choose from the appropriate Process Option from the drop-down menu; or 

leave blank 

• Contract Status – Choose from the appropriate Contract Status from the drop-down menu; or 

leave blank 

• Date From – Enter the CONTRACT START DATE; or click on calendar icon to select the 

CONTRACT START DATE 

• To – Enter the desired date; or click on calendar icon to select the date 
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Click Save button 
 
Click Run button 
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The Process Scheduler Request page displays: 
 

 
 
On the Process Scheduler Request page, select: 
 

• Select – Click on Contract Activity Report 

• Type - Choose desired value – None is recommended 

• Format - Choose desired value – None is recommended 

Click the OK button 

 
The Activities Report page displays: 
 

 
 
Click the Process Monitor link 
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The Process List page displays: 
 

 
 
Click Refresh until the Run Status displays “Success” and the Distribution Status displays “Posted” 
 
Click on Go back to Contract Activities link (bottom left of page) 

 
The Activities Report page displays: 
 

 
 
Click on Report Manager link 
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The View Reports For page displays: 
 

 

Click on the Administration tab 
 
Click on POX3031 – POX3031.pdf link 

 
Example of Report Output 
 

 
 
 
 
 

 
 
 
 
 


