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1 Prerequisites

In order to access and take full advantage of PMM capabilities, you will need the following software:

· Internet Explorer 8

· Microsoft Office 2003 or later for viewing reports

In addition, you will need a username and password which can be obtained from the PMM Administrator for your agency.

2 Accessing PMM
2.1  Logging In
Point your browser to https://bfem.gov/performance.  The BFEM/PMM Login page will be displayed.
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· Enter your username and password in the appropriate fields and click the Login button
· Alternately, you may also login with your MAX credentials by clicking the Login via MAX link (lower, right-hand corner), you will be taken to a MAX login page where you will enter your MAX username and password
· Once authenticated successfully, you will be redirected to the PMM Welcome page. 
· If you enter an incorrect username or password, you will notice an error message in the upper left-hand corner.
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· If you try to login three times with an incorrect password, your account will be locked.  In this case, you will have to contact PMM Administrator to unlock your account.
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2.2   Forgotten Password

If you have forgotten your passport, please click on the Forgot password? link on the Login page. 
· On the Forgot Password page that appears, enter your username and click the Submit button.
[image: image4.png]indows Internet Explorer

X
[€) s [bfem.govperformanceorgotPassord sean?cd=240 M8 [%][x] [ cosae (2]
Fle Et Vew Favortes Toos Hep
e Fovertes | bfem 1l [ @ v Page~ Safety~ Took~ @+

]
Forgot Password - Budget Formulation and Execution
Manager

Please enter your usemane.
username. {treasmeasureadmin
Submit

Dane.

Internet





· A temporary password will be emailed to you, and you will be redirected to the Login Screen

· Once you login with the temporary password you will be prompted to change your password (this is also the case upon initial login).
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3 PMM User Interface Overview

3.1 Important Note

Do NOT use your browser’s Back and Forward buttons (often represented by arrow icons [image: image6.png]PMM - Performance Measure Manager, - Windows Internet Explorer
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) while navigating PMM! 
Instead, use the Quick Launch Buttons, Menu buttons, and Header Section to navigate to your desired functional area. 
Similarly, do not use corresponding keyboard navigation shortcuts (Backspace, Alt + Right Arrow, Alt+ Left Arrow).

3.2 PMM Welcome Page

The PMM Welcome (Home) page is the first page that the users see when they log in.   The options available on screen are determined by your user role.
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· The Quick Launch Buttons are used to quickly access the core PMM functions.  Please Note:  The Run Report Quick Launch button takes you to Document Reports.  There is currently no Quick Launch button for Excel Reports.  The must be accessed via the Reports > Excel Reports menu item.

· The Menu Buttons are used to navigate PMM when you are on a screen other than the Welcome Page.  You will be able to access the same items as the Quick Launch Buttons and more.  
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· Clicking anywhere in the Header Section opens a dialog which allows the user to change fiscal years.  It is always important to ensure that you are in the appropriate fiscal year.
· The Administrative Links are used to change password, log out from the application, or switch to the formulation or legacy interfaces.
It is important to remember that, the Home > Welcome menu item takes you back to the PMM Welcome page (As previously stated you do not want to use your browser’s Back or Forward buttons to navigate in PMM).  
3.3 Measure Filter Page

In order to view measures, you need to perform a search using the Measure Filter page. The Measure Filter page allows you to narrow down the list of measures that you will work with. There are various fields you can filter to narrow down what you are looking for.  The Measure Filter page is accessed by clicking on the Enter Measure Progress or List Measures, either from the Quick Launch buttons on the Welcome page or from the Home menu.
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3.3.1 Search Parameters

Upon your initial login, the Measure Filter page will be devoid of selections.  To initiate a search, click on the Search button.  If all fields on the Measure Filter page are blank, the search will return all measures to which you have access, this includes Inactive measures, therefore you will likely want to narrow down your search. 

· For most fields, use the corresponding Select buttons to make your choices.

· When you click on the select button, a Selection Dialog will be shown

· Select the desired values(s)

· When you are done selecting the desired values, click the OK button to close the dialog and apply your selection to the Measure Filter page, or click Cancel to close the dialog without applying your selection.
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· Once a selection has been made, additional buttons will be available:
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· Clear – this will clear your selection
· Change Selections – this will allow you to make a new selection, clearing out the previous one

· Add – this allows you to add one or more selections to your already existing one(s)

· For the Measure Long Name and Measure Short Name fields, you can type the values directly into them 

· You can use the asterisk (“*”) as a wildcard in these two fields.  For example, if you search for “Number of * per year”, the search will return measures named “Number of new claims submitted per years” and “Number of claims processed per year”.

· Please note that the search is case-sensitive.

· If you have specified some search parameters and want to undo your changes, click the Clear button in the upper right corner of the page.  This will clear all fields on the Measure Filter page.
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3.3.2 Saved Searches

PMM remembers your previous ten searches, and when you access the Measure Filter page, it is automatically populated with the parameters of your most recent search. You can select your saved searches from the Previous Searches drop-down.
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Once you select a saved search, the Search page will be populated with its values and you can simply click the Search button to run the search.
The saved searches list the search parameters as list-value pairs. For example, a saved search named “Measure Status:Active FY:2012” is a search for measures with an active status in 2012.
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3.3.3 Search Results

Your search results will be saved until you make a new search. That is, if you click on the List Measures or Enter Measure Progress buttons or menu items after you have done a search, you will be taken directly to the search results, and the Measure Filter page will not be shown. In order to intiate a new search, you would have to click on the New Search button on the respective page.
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Whether you are doing a search to Enter Measure Progress or just to List Measures, the results will always be delivered in a collapsed state.
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You can expand and collapse detail by clicking on the “[image: image18.png]


” or “[image: image19.png]


” icons.
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You will also find Expand All and Collapse All buttons which will expand and collapse all results for you.
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Whenever you see a folder icon with a “[image: image23.png]


” icon to the left of it, that means you can click on it to expand the folder.  The triangle icon will darken and tilt and the folder will appear open, when fully expanded.  If you click on it again, it will collapse or close.
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4 Data Entry
4.1 Entering Measure Data: Annual Values & Periodic Progress
4.1.1 Accessing the Measure Data Entry Page
On the PMM Welcome page, click on the Enter Measure Progress Quick Launch button (alternately, you can also navigate via the Home > Enter Measure Progress menu item).  The Measure Filter page will be shown, allowing you to enter your search criteria or chose from a previous search (if there are any).
The most common search will be for “Active” measures for your bureau.  If you only have access to one bureau there is no need to filter by organization, as you will only be shown measures for the organizations (bureaus) you have access to.  
· Please note:  You must be in the context of the correct fiscal year (as shown in the header section, at the top of your screen).  If you try to do a search in order to access your third quarter measures but are in the context of 2014, the system will assume you want open periods in 2014.
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After making your selections, click the Search button to view all measure that are due for data entry.  The Measure Data Entry page will show all measures that are due for an update, measures requiring a progress update in the current period will be highlighted in red. 

4.1.2 Navigating the Measure Data Entry Page
The Measure Data Entry page lists the measures in alphabetical order, in a collapsed state.  All measures requiring a progress update in the current period will be highlighted in red.
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If there are many measures the list is broken into pages.  You can click on the buttons with page numbers to quickly jump from page to page. The button for the page that you are currently on will be highlighted.
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You can expand measures individually by clicking on the “[image: image29.png]


” icon to the left of its name.  Or you can expand all of them by clicking the Expand All button in the far right corner.
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When a measure is expanded, you will see the data entry fields associated with it.
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In general, all fields for the data type are locked for editing except the ones for the reporting period.  For example, during the reporting period for the third quarter, only the third quarter data fields will be open and the others will appear shaded or grayed out.
When measure data types have fields that are open for editing, the data type name and measure name will be highlighted in red. When values are entered in all those fields, the data type name will turn blue. When all data types for a measure are updated in this manner, the measure name will turn blue indicating that all open fields have been populated.

4.1.3 Entering Data on the Measure Data Entry Page
Each data type can have multiple fields, to enter data in an open field, simply click on the cell and type in it.  You may also enter additional information in the Comment field, as applicable.  You must save your work.  Once finished with the available fields for the data type, click the Save button.   Each data type must be saved individually; there is no method for saving all changes on the page.  Before saving, the Revert button can be used to revert data back to its initial state.
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Each measure has a link on the right side of the screen, Show Measure (Print Friendly), that will open a pop-up window with more information about the measure. 
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4.2 Entering Measure Data: Annual Text Fields
4.2.1 Accessing the List Measures Page
On the PMM Welcome page, click on the List Measures Quick Launch button (alternately, you can also navigate via the Home > List Measures menu item).  Depending on what actions you have already performed, you will either be presented with the Measure Filter (described previously) or be taken directly to the Measure Search Results page.  From either page you can either choose from Previous Searches, available via a drop-down menu or initiate a New Search.
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The most common search will be for “Active” measures for your bureau.  If you only have access to one bureau there is no need to filter by organization, as you will only be shown measures for the organizations (bureaus) you have access to.  

4.2.2 Navigating the List Measures Page

The List Measures page will display your Measure Search Results in alphabetical order, in a collapsed state. 
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You can expand measures individually by clicking on the “[image: image36.png]


” icon to the left of the file folder icon.  This will expand to show all the bureaus, by years, which are associated to the selected measure.  Of course this list will be filtered by your search criteria.  You can also expand all shown measures by clicking the Expand All button.
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The actions described above merely expand the Measure Search Results to show measures and their associated bureau assignments.  
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In order to access the Measure Definition or Captured Data details, you must click on either a measure name or a bureau name and the tabs will populate on the right.
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If you click on a measure name you will only have access to the Measure Definition tab.  If you click on a bureau name you will have access to both the Measure Definition and Captured Data tabs.

The Measure Definition tab displays measure data that is not specific to a particular fiscal year, such as measure name and metadata.

The Captured Data tab shows measure data that is associated with a particular year and organization, this is where you will find and enter your annual text fields, which are found in the Attributes section.

Both tabs have expandable and collapsible fields that are opened and closed by clicking on the   “[image: image40.png]


” or “[image: image41.png]


” icons.

You move between the tabs by clicking on their names.

You also have the ability to expand the width of the tabs to the entire page by clicking on the “<<” icon next to the Collapse All button.
4.2.3 Entering Data on the List Measures Page
Once you have populated the right side of the screen with the Measure Definition and Captured Data tabs.  You must navigate to the Captured Data tab and expand the Attributes section.  
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The Attributes section is a collection of fields that are specific to a measure type.   
Some fields are drop-down selections and others are intended for text.  For the text field, just click on the field and start typing.  You can also copy and paste text in. 

If you hover your mouse over any fields in the Attributes section, a tooltip will be displayed with a description of the field, date, time, and name of the user who updated the field last, along with an optional comment if it was entered.

[image: image43.png]PMM - Performance Measure Manager

Windows Internet Explorer

G‘;‘”.  https:testbfem asper.camiperformancejsecurelgntfmain seam?cd=4851 v &%) [x] [§ cooae 2
Flo Edt Vew Favortes Took Help
i Favortes 55 - | 8 Cormen Penttia - Outiook W... | BFEM - Budget Formition ... | PN - Performance Mess... X | ¢’ [#BFEMDEV-757] Adjustrem... | | B - B ) @ - Page- sofety- Tods- @~

‘PMM Performance |v

Home Configuration Reports

Measure Search Resuits

Measure Status:Active 0rg:01G (1)

Name

4 € Number of compietes audt produc
2014 (016) Office of nspector Ge
2013 (016) Office of nspector Ge
2012 (016) Office of nspector Ge
2011 (016) Office of nspector Ge
2010 (016) Offie of nspector Ge
2008 (016) Office of nspector Ge
2008 (01G) Office of nspector Ge
2007 (01G) Office of nspector Ge
2008 (01G) Office of nspector Ge
2008 (01G) Office of nspector Ge
2004 (016) Office of nspector Ge

b € Percent of statutory audts comple

(] percentage (%) of al acospies et

(] percentage %) of al cases cose

> Percentage of vestigations Refe

Status
ACTIVE
None
one
None
None
None
None
None
None
None
None
None
AcTVE
AcTVE
AcTVE
AcTVE

Type
Output

Effcency
Effcency
Effcency
Effcency

{ Expana A cotspse s [

|| ew Searcn | @

Frequency

Quarterly

Quariery
Quarieny
Quariery
Quarieny

Measure Defirtion

~|General

) Attributes

Captured Data

| Show Deleed |

Annual Actual

Performance &
Estimated:

Shortfals/Future
Plans:

~usages

) Count

| Description

| Annual Values

Proposed Target: [70

If true, the reported annual value s 2n estimate and notan

actual resul

(cdp MeasureAdmin on 06/27/2012 07:21: 13 AM)

()

=

build: 2.2.4846

Dane.

@ et

£

# 100%




To add an optional comment, you right-click on the field that you want to update and select Add Comment from the context menu
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A comment field will appear right below the main data field
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Remember to Save your changes.  When you make any changes to the fields, the Save and Revert buttons will become enabled. Click on Save button to apply your changes or Revert to discard all of your edits.

If you attempt to navigate away from the measure page with some edited values, you will see a confirmation dialog asking whether you want to save your changes. Click Yes to save them and navigate away from the measure or No to navigate away without saving the changes.
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4.3 Adding a Measure

Note:  Only users with the MEASURE_ADMIN or PMM_ADMIN user roles can add a measure.  If you do not have one of these roles you will not have these menu options or buttons available.

In order to add a new measure, you can use the Add Measure Quick Launch button on the Welcome page or you can navigate via Home > Add Measure
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Either option will open the Add Measure Wizard.
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You will notice on the left is an outline of the different screens you need to complete in order to add a new measure.   They will be detailed in the following sections.
4.3.1 Measure Definition
The first screen focuses on the measure definition.  

· Short Name – short name or abbreviation for a measure
· Status – measure status should be Active
· New – Outdated field, this should not be used.

· Active – Default selection.  Measure is being reported on actively

· Inactive – Retired measure. This would not be for a new measure.

· Full Name – full name of the measure

· Description – description of the measure

· Responsible Official – person responsible for the measure

· Sort order – order in which measures appear on reports where natural sort order (e.g., alphabetical) is not appropriate

· Measure type – type of measure 
· Collection Frequency – frequency with which data is collected for the measure 

Fill out the fields and click the Next button.
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4.3.2 Measure Data Types

The second screen you will be taken to is the Assigned Data Types screen where you associate data types to a measure.  You can associate multiple data types to the measure but Treasury usually only collects one data type per measure.
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In order to assign a data type to this measure click the Add button in the upper right corner of the dialog.  The Data Type Chooser dialog will open.   Click on the data type you want, this will highlight it blue, then click OK.
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You will then be taken back to the Assigned Data Types screen.  If you need to adjust the Calculation Type or Evaluation Criteria you click on the check box next to the data type name.   * Note:  The Calculation Type should always be “Manual,” the Evaluation Criteria is usually “Above.”
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Once the checkbox is selected and the data type is highlighted blue you make adjustments by clicking on the cell you want to change, this will engage a drop-down selection.
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Once you make a change and click away from the field, you will notice a red corner in the field indicating a change has been made but has not yet been saved.
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When you are done making changes, click Next.  Your changes will be saved and you will be taken to the next screen.
4.3.3 Measure Organization Assignments
The third and final screen you will be taken to is the Assigned Organizations screen where you will associate an organization or bureau to the measure.  
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In order to assign an organization to this measure click the Add button in the upper right corner of the dialog.  The Organization Chooser dialog will open.   Click on the organization you want, this will highlight it blue, then click OK.
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You will then see the org you just assigned to the measure on the Assigned Organizations  screen .  In order to define the targets the org will collect you must click on the check box next to the org and it will turn blue and then be editable.  * Note:  Treasury usually collects Annual Targets only.
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In order to check the Annual Target box you must first click on the cell and the box will turn white. 
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Once the cell is white, the box can be checked.  
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 Then you can click away and will notice a red corner indicating that a change has been made but not yet saved.
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Once you are done editing, click the Finish button.  You will be taken to a screen that lists your new measure based on a search for the name of the measure. Your measure appears in a collapsed state. 

[image: image61.png]PMM - Performance Measure Manager

Windows Internet Explorer

O© ~ [ psirestion aspen comiprformancefscurlgtian searred=eeos v & [%][x] [ cooae o[-
Fie Edt Vew Favorkes Took relp
i Favories |55 - | @ Micosoft Exchenge - Outoo... | P -Performance Measure ... | [#EFEMDEV-765] D03 - ads.. | PN - Performance Mess... X | | B - B ) @ - Page- sofety- Tods- @~

!PMM performance |v.

Home Reports

Measure search Results Py
| Expans | Colapse a1 [
Name:"Test Measure” || ew searcn | @
ame S| Type Freavency
b @Test ACTVE  Outcome. Quartery
ould: 221
bore @ et -





To expand the measure click on the “[image: image62.png]


” icon to the left of the file folder.  This will “open” the folder and show the organization assignment.
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Click on the org name and the right side of the screen will load the Measure Definition tab which houses the data that applies to the measure and the Captured Data tab which houses the data captured at the organization as it pertains to the measure.
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4.3.4 Optional Measure Configuration

Once a new measure has been added there are still two optional configuration steps that Treasury requires.  One step takes place on the Measure Definition tab is to make allocation value assignments so that the measure can be associated to a budget activity and to strategic goal.  Without these assignments the measures will not appear in reports as expected.  The other step occurs on the Captured Data tab is to request a usage on the organization.  The usage requests how the measure is to be used and requires authorization by a PMM_ADMIN user. 
4.3.4.1 Measure Allocation Value Assignments

From the Measure Definition tab, expand the Allocations menu using the “[image: image65.png]


” icon, then click the Add button.
[image: image66.png][2sa]oeete.| 2xpans sn]icorapse ot





The Allocation Chooser dialog will open.  
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Expand the folder icon for the Activities allocation to see the list of budget activities.   
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You can type letters into the Filter box minimize the list and more quickly find what you are looking for.
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Once you find the budget activity you are looking for click on it, it will turn blue to indicate it has been selected then click the OK button.  Note: In order to clear the filter and go back to the original list, click on the “X” at the end of the Filter box. 

You will be taken back to the Measure Definition tab and see that the allocation value has been added.  It will show in collapsed form by allocation name.  You will need to repeat these steps for the allocation 2012-2015 Goals.
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4.3.4.2 Organization Usages

From the Captured Data tab, expand the Usages menu using the “[image: image71.png]


” icon, then click the Add button.
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The Measure usages dialog will open.  
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Select the one(s) you want and click the OK button.  You can select multiples by holding down the CTRL key when you click.
You will be taken to the Captured Data tab where you will see the selections you made.  You must click the Save button for the usages to register as being requested.
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5 Reports

5.1 Document Reports: Treasury PAR Appendix

The Treasury PAR Appendix is a Document Report.  It is generated in Word.  In order to run it you can either click on the Run Report Quick Launch Button on the Welcome Page or go to Reports > Document Reports
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1. Budget Sets box – Your current fiscal year/budget set will be highlighted
2. Organizations box – Your assigned bureau will be highlighted.  If you have more than one bureau assigned to you, you will need to click on the one you want to run the report for

3. Document Reports box – Select the report name, Treasury PAR Appendix.  Next, click the Generate Document button at the bottom of this box
4. Report Results box – Your report scheduled for generation will appear in this box with a Status as “PENDING”
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Click on the Refresh link above the report name until the report status is “FINISHED.”  
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Once “FINISHED,” select the report by clicking on it once (it will be highlighted blue) and then click the View button.  This will open the report in Word.  You can choose to open or save it.  
The report will remain in the Report Results box until you delete it.  You do this by selecting the report and clicking the Delete button.   Note:  This will not delete the report if you have saved it to your computer.  It will only delete it from being stored in your Report Results.
5.2 Excel Reports: Quarterly Progress Report 
The Quarterly Progress Report is an Excel Report.  There is no Quick Launch button for this type of report.  It can only be accessed via Reports > Excel Reports
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1. Budget Sets box – As long as you are in the correct context fiscal year, you do not have to make a selection in this box

2. Organizations box – You can skip this box as well, as you will pick your bureau in the next box
3. Excel Reports box – Select the report name, Treasury Quarterly Progress Report.  This will load some selection options.  From the Organizations drop-down, select the bureau you want to run the report for.  From the Usage drop-down, select whether you want the report to contain measures with an IP or PAR  usage.  (Note: Choosing a usage for this report is a new option).  Finally, click the Run Report button at the bottom of this box
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4. Report Results box – Your report scheduled for generation will appear in this box with a Status as “PENDING”
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Click on the Refresh link above the report name until the report status is “FINISHED.”  
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Once “FINISHED,” select the report by clicking on it once (it will be highlighted blue) and then click the View button.  This will open the report in Excel.  You can choose to open or save it.  

When you open the report, Excel might display a security dialog similar to the figure below. Click the Yes button to view the report
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The report will remain in the Report Results box until you delete it.  You do this by selecting the report and clicking the Delete button.   Note:  This will not delete the report if you have saved it to your computer.  It will only delete it from being stored in your Report Results.
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