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PLANNED COMMITMENT INSTRUCTIONS 

1. Above the ribbon, click on the EPM tab and hit “Log On”  

  

2. Click on “…” and double-click “Planning” 
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3. Click “Log on”  

  

4. Log on with your user ID and your 10-digit STAR password  
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5. Your screen should look like this:  

 

6. Go up to the ribbon again and click on open.  
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7. Select “Server Root Folder”, and scroll down to select “SFA Team” on the left pane  

  

8. Select “REPORTS”, and double click on the corresponding year’s planned commitments report, 

i.e. “FY15 Planned Commitments Report.xlsx”:   
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9. After the report has been loaded, double-click the cell on top left corner:  

  

10. Make sure you have selected “ID – Description”:  

   

11. Hit the “search” icon  

  

12. Type-in your roll up and hit the “enter” key.  Press “OK”:  
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13. You should arrive at this screen:  

 


