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How to Run the RI Encumbrance Detail Report 
 

 
 
 

• Go to Oracle E-Business Suite Login screen 
 
• Enter Username – Inquiry 

 
• Enter Password – Inquiry 
 
• Click – Login 
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• Choose – RI Purchasing Reports 
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• Choose - Run 
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• Click – OK 
 
Note:  Single Request is chosen by default 
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• Name – enter “RI EN” 
 
• Hit - Tab 
 
Note:  Report name will auto fill 
 
• Click OK 
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• Click in the Accounts From field 
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• Enter your agency number in the Agency field to run the report for your entire agency, or 
 
• Enter the accounting parameters for the report you are requesting 
 
• Click – OK 
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• Click - OK 
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• Click – Option 
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• Click in the format field 
• Click – the 3 dots in the Format field 
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• Choose – Excel 
 
• Click - OK 
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• Click – OK 
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• Click – Submit 
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• Click – Refresh until the Phase reads Completed 
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• Click – View Output 
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• Click – “Tools”  “Copy File” 
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• Hold the “Ctrl” key on your keyboard down, and 
• Click – OK 

 
NOTE:  You must hold the “Ctrl” key down the entire time the report is exporting. 
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• You can either Open or Save your report. 
 
• If you open it, you can Save it later. 

 
NOTE:  If you choose to save it later remember to change the Save as Type to Microsoft Office Excel 
Workbook. 
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• The area highlighted in green is the summary portion of the report by natural account. 
• The area highlighted in orange and red is the detail portion of the report by distribution. 

 
 


