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Accessing Reports

The Reports function allows users access to financial reports on the Reports landing page. All
users including Debt Management Center (DMC), Veterans Benefits Administration Finance
Center (VBAFC), and Veterans Benefits Administration Central Office (VBACO) users with a

need to view accounting and financial operations reports are granted the Reports function
accessin eMPWR-VA.

/Note: \

e Most FAS and eMPWR reports will have the same data because of the shared
database. Refer to the Report List Job Aid available on the Online eMPWR-VA
Training Dashboard for further details related to reports.

e Dailyreports prior to 4/14/22 should be viewed in FAS until they are migrated to

K the eMPWR-VA page. /

From the Home page, select the drop-down arrow next to the Home tab.
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Note: The Reports Dashboard isalso availableto view on the Home page. It shows
the most recent successful reports.
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Select the Reports option.
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When the Reports pageloads, select the calendaricon.
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Note: The Date field automatically populates with a previous date. Reports are only
availablefor previous dates, not for the current date or a future date.

Choose the appropriate day from the calendar that pertains to your report, and then select

Search.
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Note:
e Ifyou select aday that’s not a reporting day, for example a weekend day, you
will not see any results.
e The default for Program Type is All Programs. This view shows you all

reports found in eMPWR-VA.
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Select the drop-down arrow next to Program Type or Report Type to filter by a specific type
of program or report.
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drop-down fields to further filter the data to view.

te: When an Irregular Deductions report type is selected, additional drop-down
fields are displayed for selection. Select from the Deduction Type and the Station
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Select Search.
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‘ Step 7

Select the CSV button to download an Excel version of the report or the PDF button to
download a PDF version of the report.
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Note: You’re able to download most reports as a CSVfile, a PDF file, or both.

‘ Step 8

a. When you select the CSV button, the Save As pop-up window appears. Select the Save

button to save the report on your local machine.
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When you select the PDF button, the report may automatically open in a PDF format

depending on the browser used.
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Note: Due to the large amount of data, an Adobe error may appear on the screen for
some PDF reports. The full report can be viewed by opening the report with the Chrome
or Edge browser.




c. Select File > Save Asto save a copy on your local machine.
[= open.. Ctrl+0

I'_“g Reopen PDFs from last session

Create PDF
Save As... Shift+Ctrl+S - U
Convert to Word, Excel or PowerPoint
He Save as Text... ® 4 Si
2
Compress File Ca B
Password Protect PN
| Q’h Request Signatures
rl'l Share File e’y
Type sooo s0.00
$0.00 $1,400.52
0.0 $0.00
$112,894 57 $0.00
Close File Ctrl+W bt o
gran S
Properties... Ctrl+D s o
b $0.00 $0.00
’ s0.00 $0.00
B Print... Ctrl+P L2 3

Refer to the User Guide available under the User Guide tab of the Online eMPWR-VA Training
Dashboard for further details related to reports.
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