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

 

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

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 & I (Unemployment Compensation) 
and State Workman’s Insurance Fund (SWIF). 
 
Finally, a Performance Issue report is available to those users with the role of PI 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 
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Generating Reports At-A-Glance 
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X X X X 1. Execute History of CRP Checks Report (By Vendor, By User, By User and 
Vendor, By Reason) 

 
 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 PI 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. 

  

The Reports page displays. 

 

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.   
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History of CRP Checks by Reason 
 

 
 
Required parameters: 
 

 From Date 

 To Date 

 Reason Type – Obligations, Suspension Debarment, EPLS*, Performance 
 

 
 

 
 
 
 
* 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.  

http://www.sam.gov/
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History of CRP Checks for a Specific User 
 

 
 
Required parameters: 
 

 From Date 

 To Date 

 User Name 
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History of CRP Checks for a Specific User and Vendor 
 

 
 
Required Parameters: 
 

 From Date 

 To Date 

 Vendor Name 

 Vendor SSN/EIN 

 User Name 
 
 
History of CRP Checks for a Specific Vendor 
 

 
 
Required Parameters: 
 

 From Date 

 To Date 

 Vendor Name 

 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 

 
 
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. 

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

4. Select the View Report button. 

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

 

*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. 
 

CRPS%20Reference%20Manual_Print-Export_CRP%20Check%20Cert%20Form%209-6-2012.doc
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Demonstration 2:  Execute Vendor Obligations Report 

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

 
 
The Reports page displays. 

 
 

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 & I (Unemployment Compensation), or SWIF. 
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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. 

 

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. 
 

 
 

4. Select the View Report button. 
 

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

 
 

*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. 

 

CRPS%20Reference%20Manual_Print-Export_CRP%20Check%20Cert%20Form%209-6-2012.doc
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Demonstration 3:  Execute Performance Issue Report  

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

 

 
 

The Reports page displays. 
 

 
 

2. Select the dropdown menu in the Reports List field and choose Performance Issues. 
 
 



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

 

Generating Reports Chapter 9/14/2012 Page 12 
CRPS Reference Guide 

 
The parameters for the report include: 
 

 Department (Agency) 

 Severity 

 PI Status 
 

3. Enter the report parameters desired. 
 

 
 
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*. 
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 Be aware that the default sort (A-Z) of the report is by Agency – as long as it 
is not included as a parameter (as shown in the previous example). 

 

 

 
 

*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. 

 
 

CRPS%20Reference%20Manual_Print-Export_CRP%20Check%20Cert%20Form%209-6-2012.doc

