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Generating Reports

Generating Reports Overview

The CRPS provides the ability to generate several kinds of reports, as described below:

The system includes two different types of reports associated with the CRP Check functionality.
There are reports that provide information on the CRP Checks that have been executed in the
system. Each time that a CRP Check is executed, the check is stored in the Audit table to include
the contractor checked, the username of the person executing the check, the date of the check,
and the results of the check. There are four separate reports that allow slightly different ways of
viewing this data. The Audit table records usage of the web application to execute CRP Checks
as well as usage of the web portal to execute CRP Checks.

In addition to these reports, the system also includes two reports that provide the obligation data
that is stored in the CRPS database. These reports provide all of the obligations stored in the
CRPS database as of the most recent file download received by the CRPS. One of the reports
provides all of the data; therefore, it is a very lengthy report. The other report allows you to select
the obligations for contributing specific Agency (Revenue, L & | (Unemployment Compensation)
and State Workman'’s Insurance Fund (SWIF).

Finally, a Performance Issue report is available to those users with the role of Pl Approver in the
system. The main purpose of this report is to report on the pending performance issues for an
agency so that the approver is able to easily identify those that need to be approved. This report
provides additional functionality beyond the email for approvers to ensure that all performance
issues are approved, and none are missed. This report can also be used as a research
mechanism for an agency or for the commonwealth as a whole.

This chapter will review the following activities:

1. Execute History of CRP Checks Report
(By Vendor, By User, By User and Vendor, By Reason)

2. Execute Vendor Obligations Report

3. Execute Performance Issues Report

Generating Reports Chapter 9/14/2012 Page 1
CRPS Reference Guide



Department of General Services, Bureau of Procurement
Contractor Responsibility Program System Project

pennsylvania
DEPARTMENT OF GENERAL SERVICES

Generating Reports At-A-Glance

Task/Demo
1. Execute History of CRP Checks Report (By Vendor, By User, By User and

Vendor, By Reason)

x| PI Creator
x| Pl Approver
x| Administrator

x| User

» This group of reports allows the user to report on the audit data stored for
each of the CRP Checks executed in the CRPS. This includes CRP
Checks executed via the DGS website portal.

» Each of the different types of reports allows a slightly different variation of
the data and requires slightly different parameters to be entered.

X | X| X | X| 2. Execute Vendor Obligations Report

» These reports provide all obligation data stored in the CRPS database as
of the most recent files received from the contributing agencies.

» These reports are lengthy and may take time to generate.

X | X | 3. Execute Performance Issues Report

» The Performance Issues report allows the Pl Approver to report on the
performance issues stored in the CRPS by Agency, Severity and/or PI
Status. This report can be used to ensure that all pending Agency
performance issues have been reviewed and approved.

» You may view, export or print the report results.
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Demonstration 1: Execute History of CRP Check Reports (By
Vendor, By User, By User and Vendor, By Reason)

1. Access the CRPS and select the Reports link on the left navigation pane.
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The Reports page displays.
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2. Select the dropdown menu in the Reports List field and choose one of the History of CRP
Checks reports that you wish to view.

Repart Eisl ! -
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History of CRP Checks by Reason

Report List - | History of CRAP Checles by Reason -
Departmant
Froam Dade Ta Date
Reason Type:| Oblgations L

Vandar Name :
Wenthor 53HEIN
User Hame
Leverdy

Pl Sintus -

| View Report

Required parameters:

e From Date
e To Date
e Reason Type — Obligations, Suspension Debarment, EPLS*, Performance

Repery Lisg | Hatony of ORF Chacks by Reagen -
Dt :
From Data To Date
Reason Type © ':II:I:;.Tl:m: W

HTE

endor Maite |

Vendor §5ieEin : [EP

Ligar Mo
Saaniily
P4 St

L Wiy Repart ]

* To determine if the prospective contractor is suspended or debarred by a federal agency,
you must perform a search manually in the SAM database by visiting http://www.sam.gov.
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History of CRP Checks for a Specific User

Rapan List :| Histany of CRP Checks for 8 Speciic User W
De=partment :
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1 Stats

| View Rapart
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e From Date
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History of CRP Checks for a Specific User and Vendor

Reports

Raport List: | Hextory of CRP Checles for 3 Specic User and Vendor  |W
Departmant
From Daba - To Deta
Reaasni T :
Vernidor Blamsa
Wamior SSNEIN
Lisar Blamsa bt
Sevanty

Pl Stats

| Wiew Raport J

Required Parameters:

From Date

To Date

Vendor Name
Vendor SSN/EIN
User Name

History of CRP Checks for a Specific Vendor

Repori List: | He=toey of CRP Checle for a Specdic Vandor -
Depantmant
From Dabea = To Data
Reason Typss:
Wendor Name

Vemdor SSNEIN
Lisar Hamsa ;
Servarty
B Sratus

[ Views Repart ]

Required Parameters:

e From Date
e To Date
e Vendor Name
e Vendor SSN/EIN
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3. History of CRP Checks for a Specific User and Vendor

Enter the required parameters for the report:

From Date

To Date

Vendor Name
Vendor SSN/EIN
User Name

Report List: | Hstory of CRF Chacks for 8 Speciic User and Vender |

Departman :
Fresm. Date: | 08/01:2010 Te Date  |DE/28/2010
Aeason Type:
Wanchor Hame : | CAPCD
Vandar SENEM : 251710316
User Name : | c-Bmalnios w
Sevariy

1 5eaius @

| View Repaort

The selections in the above screenshot will produce a report listing all CRP Checks executed
for CAPCO, 251710316 by c-amalinos between August 1, 2010 and August 28, 2010.

To Date entered must be the next day’s date. For instance if today is 8/25/2010
and the CRP Checks executed on 8/25/2010 should be included in the report,
then the To Date entered must be 8/26/2010.

\' If the report is to include any CRP Checks executed on the current date, then the

4. Select the View Report button.

The report generates and displays. You also have the option to export and/or print the report*.

= Back iu Reperty
N I ) [iom= Bape | K

LEser Marss 1 -l Print Dase: CATT2DNE
Vendar Flases 1 GARC D Contraceng Cormrpany

S25H EIN by 7111 ]

From Date  B30130HS  To Daie BI85

At D CRP Chacl D D%y EFLS Sus [ Dwh Parfarmance iBsis

aEudRn 2 1
12310

*Note: The Export and/or Print the CRP Check Certification Form instructions
may be used as a guide.

5. Select the Back to Reports link to return to the CRPS.
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Demonstration 2: Execute Vendor Obligations Report

1. Access the CRPS and select the Reports link on the left navigation pane.
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The Reports page displays.

Riport List: | I
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2. Select the dropdown menu in the Reports List field and choose one of the Obligations
reports that you wish to view.

The List of Vendors with Obligations lists all of the obligations in the CRPS database
without parameters. ***This report is very lengthy***. The List of Vendors with
Obligations in a Specific Department lists all of the obligations for a specific Agency —
Department of Revenue, L & | (Unemployment Compensation), or SWIF.

Fapart Lint |
Deparmmeni
Frigm [lm=
Feanon Tppe
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The List of Vendors with Obligations report is several thousand pages in length
and takes time to generate. It should be viewed and not printed. If you choose
to View this report, it only displays in Adobe and is not exportable.

List of Vendors With Oblinations
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COLLECTIONS
b 120 BR ST PRE ASSOCIATES DRA ST OFFICE OF LG TAR L L LR K]
FLAMPTON INK EERCESR
Faga 1 of 1473

Be sure to select the Back button on the browser to return to the CRPS. (If the
back button does not work, select the refresh icon to return to CRPS)

The following steps only apply to the List of Vendors with Obligations in a Specific
Department report.
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3. Select the Department for the List of Vendors with Obligations in a Specific
Department report and select a Department.

Rapo Lisi: | List of Yendom with Obagations in a Specfic Decardmen =

epartment L &1 -
I ram [t To Dats
Feamuin Tppe
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Vandos SSREIN
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Savmiily
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4. Select the View Report button.

The report displays. You also have the option to export and/or print the report*.

} % (RS - ] | Ham Fapod ]

List of Vendors with Obligations in a Specific Agency
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11 ATEN ERS EECLURITY RC mmsmeg g OFFICE OF LIC Ta4 SERVICES
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11 LR PAPPLE IE W51 FRICE OF U0 Tax SERVICES

*Note: The Export and/or Print the CRP Check Certification Form instructions may be
used as a guide.

5. Select the Back to Reports link to return to the CRPS.
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Demonstration 3:

Execute Performance Issue Report

1. Access the CRPS and select the Reports link on the left navigation pane.

Epen nsylvania
A DERAATHMENT OF OEMERAL SERVICES

Contractor Responsibility Program System
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The Reports page displays.
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2. Select the dropdown menu in the Reports List field and choose Performance Issues.

REport List W

Departmant : ™
History of CRF Chacks by Reason

From Daga ¢ |He Gl CRP Chatks ke & Spetfic Usei
Hegtory of CRP Chacks & & Speciic Liser and Vendar
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Generating Reports Chapter
CRPS Reference Guide

9/14/2012

Page 11



Department of General Services, Bureau of Procurement
.{I pennsylvania Contractor Responsibility Program System Project

m DEPARTMENT OF GENERAL SERVICES
=

The parameters for the report include:
o Department (Agency)
o Severity
o Pl Status

3. Enter the report parameters desired.

Report Lisl ;| Pefoemancs Issuss -
Departmenl . | Transporiatian -
From Dede Ta Date
Redsan Type !
Weridor Hame :
Wendor SSHER
User Hame :
Sevarily 1 High -
Pl Status 1 Pangesg -
| Wiew Raport

The selections in this screenshot will produce a report that includes pending performance
issues with a severity of High for the Department of Transportation.

4. Select the View Report button.

The report displays based on the chosen parameters. You also have the option to export
and/or print the report*.

Bach 1 Higors

j ] ‘! it 0y | mwr Rapot - ]

Performance lssues

Prise D37 7t
Iranaordlion
ekl VeehDon Niive L] Norndhi W G RO Slaliss Soraily  Comialct
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5 (LT [T T
4E E<amunym) ikl ot Tim taaras
i Fwqrag [E 3 AT |pres
i SOLAR NASTER FILM CORF Sw1mEp [ Boasts g
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Be aware that the default sort (A-Z) of the report is by Agency — as long as it
E\ is not included as a parameter (as shown in the previous example).
Hark e Kapormy
R I BOW LT m] | ARt A
Performance lssuss
Priemi Dl 5577
Loroaryetios § Soturg Beoaroe
sl Veador flaren ™ Nargios Ho Ranwes B Swwmly  Coniact
u‘mm o
s msaer flama THi o b Geson e brenty  Coniscy
Casiooonsal Presoian
sl L i W G e LY ki oL
Espcuthve: 0fican =
Hes il Ve e m s T T mebas [T T T

*Note: The Export and/or Print the CRP Check Certification Form instructions may
be used as a guide.

5. Select the Back to Reports link to return to the CRPS.
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