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How to Run and Format KPO0008 (KS PO Budgetary Activity)
Statewide Management, Accounting and Reporting Tool
	Date Created 
	05/01/2015

	Version 
	2.0

	Last Update Date
	05/20/2025

	1.
	From the SMART home page dropdown, select POs & Receiving.
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	2. 
	Click on PO & Receiving Reports.
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	3.
	Select KS PO Budgetary Activity on the left navigation menu.  Enter your Run Control ID and click ‘search’ or add a new value.
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	4.
	Enter the desired search parameters.  Note: In the Number Operand selection box select ‘<>’ for Not Equal To and enter ‘0.00’ for Remaining Amount.
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	6.
	Once you have entered your desired search paramenters, click the save button and then click the run button.
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	7.
	
Clicking the ‘Run’ button opens the Process Scheduler Request window.
Select ‘PDF’ or ‘CSV’ format and click the ‘OK’ button.
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	8.
	
On the KS Req-PO Budgetary Activity screen, click the Report Manager link.
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	9.
	
Once the report status is ‘posted’, click the details link to view the report.
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	10.
	
Clicking the Details link opens the Report Detail window.

In the File List section, click the file. 
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	12.
	
The file will open in the selected format.
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