[image: EBS_banner_medium]
[image: dlalogo]
	 External Portal: How to Open and Run the Reimbursement Material Report in SAP Business Objects
	Disposition Services Job Aid








[image: cover]


	EBS Disposition Services Job Aid

	

External Portal: How to Open and Run the Reimbursement Material Report in SAP Business Objects
J6





	Effective 23 09 2015




	
J6 



	[image: icon_target]
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Purpose: 
· Provide External Disposition Services Customers a reference for running SAP Business Objects Reimbursement Material Report. 

Business Scenario:
1. This SAP BusinessObjects Reimbursement Material Report can be run on an ad-hoc basis to users with appropriate access.

Audience:
1. External Disposition Services Customers
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	Business Rules



1. User should have access to the DLA external business portal
1. User should have AMPS role JD-02100
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1. Navigate to URL: https://businessportal.dla.mil and select [image: ]
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Screenshot 1: Picture of Business Portal Access Screen

2. Log-on 
For CAC enable log-on select the DoD E-mail Security Certificate prompt option 
            If no CAC, select Cancel to get to the user/password log-on screen
[image: ]
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3. You will be brought to the Use and Consent screen.
                  Click on the “I Agree” button. (Screenshot 2)

[image: ]
Screenshot 2: Picture of Use and Consent Screen

4. Click on tab called: BusinessObjects in the External Business Portal Screen. A new separate screen will appear. (Screenshot 3-a)
[image: ]
Screenshot 3-a Picture of External Business Portal Screen


5. A separate reporting access screen may appear – if so, click on Reporting in the Detailed Navigation menu (Screenshot 3-b) – in this case, a new screen will pop up (Screenshot 4)
[image: ]
Screenshot 3-b Picture of External Business Portal – BusinessObjects


6. Click the tab: “Documents” in the new screen that appeared. (Screenshot 4)
[image: ]
Screenshot 4. Picture of SAP BusinessObjects Home Screen



7. Click the bar on the left-hand side named: Folders. (Screenshot 5)
[image: ]

Screenshot. 5 Picture of Folder Bar within SAP BusinessObjects Window Pane

8. Navigate to The Disposition Services Reports folder. 
[bookmark: _GoBack]And then navigate to the External Portal folder. (Screenshot 6)
[image: ]
      [image: ]
Screenshot. 6 Picture of the Disposition Services Reports Folder


9. Navigate to the Reimbursement Material Report and double click to open. (Screenshot 7)
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Screenshot. 7 Picture of the listed Reimbursement Material Report




10. Refresh the report to get the prompt screen by clicking on the refresh button (Screenshot 8)
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Screenshot. 8 Picture of Refresh Button Location



11. Enter values for mandatory prompts; Fiscal Period (Start) and Fiscal Period (End) (Screenshot 9)
[image: ]
Screenshot. 9 Picture of Prompt Screen





12. Enter search criteria for Fiscal Period (Start) using an asterisk and year and select search (Screenshot 10)

[image: ]
Screenshot. 10 Picture of Using Delegate Search to Find Fiscal Period


13. Select an option by clicking on the desired option and selecting the arrow to capture the selection (Screenshot 11)
[image: ]
Screenshot. 11 Picture of Selecting Prompt Value



14. Repeat for Fiscal Period (End) (Screenshot 12)

[image: ]
Screenshot. 12 Picture of Selecting Second Fiscal Period Value



15. Enter values if desired in a similar manner for the optional prompts; DoDAAC and/or Fund Citation and select OK and wait for the report to return.
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