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Understanding Reporting Console 

The Reporting Console provides a single interface for you to manage and schedule most reports 
including Queries, BI Publisher reports and nVision reports. It can be accessed from the 
Reports/Processes section in many of the WorkCenters or from the Navigator. 

Navigation 

 Example of WorkCenter Navigation – HomePage – GL WorkCenter Tile – Reports/Queries 
Tab – Reports/Processes, Monitor, Reporting Console. 

 NavBar – Navigator – Reporting Tools – Reporting Console 

On your first visit to the Reporting Console, you will need to setup your display preferences. To initiate 
the Reporting Console, click the “Click here to setup display preferences” link. Once you’ve completed 
this step, you will not be asked to do it again; however, your preferences can be updated at any time.  

 

You will see the following screen.  

 
Default Folder – The default folder section allows you to determine which folders to display and the 
order or the folders. 

 Display Order – Enter the numerical 
sequence for the folders. 

 Active Flag – Select this check box if 
you want the folder to appear in the 
Reporting Console. At least one 
folder must be marked as active. 

Process Link Display Option – Use this 
section to customize the display for My 
Favorites. 

 Name Only – Select this radio button 
to display only the process name. 

 Description Only – Select this radio 
button to display only the process 
description. 

 Name and Description – Select this 
radio button to display both the 
process name and process 
description. 
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Process Request Display Option - Use this section to customize the display for My Process 
Requests. 

 User ID – Select the user ID to display. 

 Run Status – Select the run status to display. Leave blank to display all statuses. 

 Type – Select the process type to display. Leave blank to display all process types. 

 Name – Select a specific process name to display. The process names available are based on 
the type selected. Leave blank to display all names. 

Display Option - Use this section to customize the display for My Reports. 

 Distribution Status – Select the distribution status to display. By default, report instances with 
distribution status Posted are displayed. 

Show Instances For – These settings apply to folders where report or process instances are 
displayed. 

 Last or Date Range – Specify an interval of time by which to limit the process requests that 
appear in the list. Select Last to display only those reports that were created in the last number 
of days, hours, years, or minutes. Enter a custom numerical value in the field and then select a 
unit type: Days, Hours, Years, Minutes, or All. If you select All, the time interval fields will be 
grayed out and all process requests will appear. Select Date Range to display only those 
reports created between two specific dates. Enter a From date and a To date. 

 Display Latest – Enter the number of instances to display. 

Process Request Notification – The Process Request Notification section is not used at this time 
and this notification setting does not apply to nVision process requests submitted from the Reporting 
Console. 
 
Export Favorites – Use this section to allow others to import your My Favorites folder structure 

 Public Access to Favorites – Select this check box to allow other users to import bookmarks 
from their My Favorites folder 

Click OK to accept the default settings for now. Preferences can be updated at any time. You should 
now see a list of folders as shown here: 
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Folders 

The Reporting Console has 3 folders available: 

 My Reports – This folder has a link to all reports for the user. The reports displayed in this 
folder are based on the preferences for the user. This is the same list of reports as found in the 
Report Manager. From the Reporting Console, you cannot filter reports, however there is a link 
to the Report Manager. This folder is intended to alert users to newly shared reports, similar to 
an E-mail inbox. Entries to this folder are always made by the system. The reports a user has 
access to will display in chronological order. 

 My Process Requests – This folder displays all process requests the user has access to 
monitor while listing the current status. This is the same list of processes the user sees in the 
Process Monitor for their user ID. From the Reporting Console, you cannot edit the process 
request, however there is a link to the Process Monitor. 

 My Favorites – This folder is used to add process bookmarks. You can create folders to 
organize your processes. From the bookmarks, you can edit a process, run a process or delete 
the process bookmark. You can also import favorites from another user and rename a folder. 

Links 

The Reporting Console has links for the following: 

 Preference – This link allows the user to set the display preferences for the Reporting Console. 

 Quick Run – This link allows the user to run a report or process. 

 Import Favorites – This link enables you to import processed bookmarks from an authorized 
user to pre-populate the My Favorites list. This link allows the user to import processed 
bookmarks from another user. You can import process bookmark only if permission is granted 
for the processes.  

Please note:  Imported bookmarks will overwrite any existing bookmarks. If you have 
bookmarks you want preserved, do not use this option.  

 Process Monitor – This link will open the Process Monitor. 

 Report Manager – This link will open the Report Manager. 
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Using Favorites 

Within the My Favorites folder, you can build your own hierarchy of sub-folders to organize, access 
and monitor frequently used processes. Folders are used for organizing the processes and 
bookmarks are used to edit or run processes or jobs. When you add a process bookmark, the system 
automatically adds the appropriate links based on your permission to the process or job. 

This is an example of My Favorites configured with some sub-folders and bookmarks. 

 

Plus or minus icons will appear next to a bookmark if it contains additional folders or reports. Use these 
icons to expand and collapse the bookmark folders.  
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Importing Favorites 

The easiest way to create My Favorites folders is to import them from another user. However, before 
a My Favorites folder structure can be imported, the originator of the folder structure must allow 
access to their folders by checking the Public Access to Favorites in the Reporting Console 
Preferences as described in the Understanding Reporting Console section above.  
 

1. To import Favorites, click on the Import Favorites link located at the top of the Reporting 
Console. 

  

2. Next, use the Find tool to search for the list of users who allow Public access to their My 
Favorites folders. 
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3. The Import Favorites only shows UserIDs, not names. So, you’ll need to know the originators 
UserID to import their My Favorite folders.  

 

4. Once you’ve selected the UserID, click on OK.  
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5. Once the My Favorite’s folders are imported, the structure is saved under your UserID. You 
can add additional folders and report bookmarks without affecting the originator’s folder 
structures. Adding folders and report bookmarks are discussed in the following section.  
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Adding New Folders 

Within the My Folders folder, you can build your own hierarchy of sub-folders to organize, access 
and monitor frequently accessed reports. These can be used for all your nVision Reports Requests, 
Queries, BI Publisher reports and even SQRs.  
 
1. On the Reporting Console page, go to the My Favorites section and click the arrow. Select Add. 

 

2. In the Add Folder / Process Bookmark page, select the Folder radio button. 

3. Enter the new folder name and click OK. 
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Adding Process Bookmarks for Processes 

1. From the Reporting Console home click the Add link for next to the folder where you want to 
add the process bookmark. 

 

2. Select the Process Bookmarks radio button. 
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3. Select the radio button for the type of report (PeopleSoft Query, Connected Query, Query-
Based BIP Reports or nVision Report Request). For this example, we are adding nVision Report 
Requests so select the radio button for nVision Report Requests. 

 

 

4. The list displays all nVision Report Requests in the system. You should narrow your search by 
typing part of the Report ID and selecting Search.  
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5. Select the Process List check boxes for the nVision Report IDs you want to add to your new 
Folder. 

 

 

6. Select the Bookmark Selected link when you have selected all the Report IDs you want to add 
to your new folder.  
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The reports will appear in your new folder.  

Note: After bookmarking the selected reports, the folder structure will automatically collapse. You 
need to open the folders to see your new bookmarked reports.  
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Running Reports 

Running Reports from Folders 

The Run link will be available next to the bookmarked process if the user has permission to run the 
process from the Reporting Console. The submit request page will differ based on the bookmark type 
and whether the process requires prompts.  
 
Running nVision Reports from Folders 

1. To run an nVision report from the My Favorites folder, open the folders containing your nVision 
report and select Run from the down arrow link provided to the right of the specific report name.  
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2. The PS/nVision Report Request appears and contains several fields that may require updating. 
The first is the As of Reporting Date. Before running the report, verify that it is set to the correct 
date for generating the results. 
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3. Next, verify that the Type is set to Web if you want the results to populate in the Report 
Manager and the My Reports folder. Other valid options for running from the Reporting Console 
are Window and Email.  
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4. Parameter values for reports using prompts are entered on the Query Prompts tab of the 
PS/nVision Report Request. Some reports may have multiple pages using different prompts. In 
those cases, you may need to scroll through the multiple values indicated here.  
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5. Once all fields are verified and updated, navigate back to the nVision Report Request tab and 
select Run Report. 

 



University of Wisconsin System 
SFS Business Process 

RPT 1.01 – Reporting Console  
 

 

Reporting Console Overview  19 of 44 

6. Select OK when the Process Schedule Request page appears. 
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Running Queries from Folders 

1. Running queries from folders is similar to running nVision reports from folders as described 
above. Open the folders containing your Queries and select Run from the link provided to the 
right of the specific report name. 

 

2. If your query contains prompts, a window will appear to enter the prompt values. Enter the 
appropriate values and select OK.  
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3. The Schedule Query page appears. If you have previously run the process and saved 
parameters, you can select the saved parameters from the drop-down list. The system then 
retrieves and populates the parameters values from the run control record and fields 
according to the parameters registered on the process definition. Select Run Now. 

 

4. You will be required to name the parameters used with this query. If you only use the 
Reporting Console, you only need to create one Saved Parameter and use it for all your 
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queries. If you frequently schedule queries, you may want to create names for each query. 
Enter a Save Parameters name and select OK. 

 

5. A new tab will open showing the query status. Close that tab and return to the Reporting 
Console. The following message will appear: 

  

6. Select OK 
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Running Reports Using Quick Run 

You can use the Quick Run option to run any Query, BI Publisher or nVision reports. This option is 
especially useful for reports that are not bookmarked.  
 
Running nVision Reports using Quick Run 

1. Click the Quick Run link on the Reporting Console to open the Process Search/Run page. 

 

2. The Process Search / Run dialog box appears. Select nVision Report Request.  
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3. Type part of the name for your report into the Report ID field. In this example, we know the 
Report ID begins with ledger. When done, select Search.  

 

4. Select the Run link to the right of the report you want to run.  
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6. The PS/nVision Report Request appears and contains several fields that may require updating. 
The first is the As of Reporting Date. Before running the report, verify that it is set to the correct 
date for generating the results. 

 



University of Wisconsin System 
SFS Business Process 

RPT 1.01 – Reporting Console  
 

 

Reporting Console Overview  26 of 44 

7. Next, verify that the Type is set to Web if you want the results to populate in the Report 
Manager and the My Reports folder. Other valid options for running from the Reporting Console 
are Window and Email.  
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8. Parameter values for reports using prompts are entered on the Query Prompts tab of the 
PS/nVision Report Request. Some reports may have multiple pages using different prompts. In 
those cases, you may need to scroll through the multiple values indicated here.  
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9. Once all fields are verified and updated, navigate back to the nVision Report Request tab and 
select Run Report. 
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10. Select OK when the Process Schedule Request page appears.  
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Running Queries using Quick Run 

1. Click the Quick Run link on the Reporting Console to open the Process Search/Run page. 

 

2. The Process Search / Run dialog box appears. Select PeopleSoft Query.  
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3. Type part of the name for your Query into the Query Name field. In this example, we know the 
Query begins with COL_L. When done, select Search.  

 

4. Select the Run link to the right of the query you want to run.  
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5. If your query contains prompts, a window will appear to enter the prompt values. Enter the 
appropriate values and select OK.  

 

6. The Schedule Query page appears. If you have previously run the process and saved 
parameters, you can select the saved parameters from the drop-down list. The system then 
retrieves and populates the parameters values from the run control record and fields 
according to the parameters registered on the process definition. Select Run Now. 

 

7. You will be required to name the parameters used with this query. If you only use the 
Reporting Console, you only need to create one Saved Parameter and use it for all your 
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queries. If you frequently schedule queries, you may want to create names for each query. 
Enter a Save Parameters name and select OK. 

 

8. A new tab will open showing the query status. Close that tab and return to the Reporting 
Console. The following message will appear: 

  

9. Select OK 
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Reviewing Processes 
 
After you submit a job, Peoplesoft provides several methods of reviewing your Process Instance details 
within the Reporting Console. You can use these to view all processes to see the status of any job in 
the queue. The methods provided include the Process Monitor, the My Processes Folder and attached 
to the Bookmarked Reports under the My Favorites folders. 

 
Process Monitor 

1. In the Reporting Console click on the Report Manager link at the top left of the page to open 
the Report Manager 

 

2. Review the status of the report in in the Run Status column of the Process List. 
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My Process Requests Folder 
 
This folder displays all the process requests the user has access to monitor with the current status. 
This is the same list of processes the user would see in the Process Monitor for their user ID; 
however, you cannot edit the process request from this folder. Use the link for Process Monitor to edit 
your data. 

1. In the Reporting Console click on the Plus icon to open the My Process Requests folder.  

 

2. The folder will open to reveal a list of the processes you’ve run. The status of each process is 
listed in the Status column.  
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3. Click on the down arrow link provided to the right of the specific process name to view the 
process details. 
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My Favorites Folder 
 
Details about the process requests can also be found with the report’s Process Bookmark under the 
My Favorites folders. As with the My Process Requests, you cannot edit the process request from this 
folder. Use the link for Process Monitor to edit your data. 

1. In the Reporting Console click on the Plus icon to open the My Favorites folder.   

 

2. Open the sub-folders to the one that contains the report you just ran. A Plus icon will show 
next to any reports that have Process Requests associated with them. Click on the Plus icon 
to show the Process Requests. 

 



University of Wisconsin System 
SFS Business Process 

RPT 1.01 – Reporting Console  
 

 

Reporting Console Overview  38 of 44 

3. The process status is located in the Status column. Click on the down arrow link provided to 
the right of the specific process name to view the process details. 
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Retrieving Reports 
 
Peoplesoft provides two methods for reviewing reports – the Report Manager and the My Reports 
folder. 
 

Report Manager 

1. In the Reporting Console click on the Report Manager link at the top left of the page to open 
the Report Manager 
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2. In the Report Manager click on the link associated with the report you ran to open the Report 
Index page.  
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3. Your report is shown in the File List section of the Report Index. Click on the report link to 
open your report 

 

4. Your report will open using the correct reporting tool. 
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My Reports Folder 
 

This folder is intended to alert users to newly published reports, like an E-mail inbox. Entries to this 
folder are always made by the system. The reports you have access to will display in chronological 
order and will include all the different types of reports you ran – Queries, BI Publisher and nVision 
reports. 

4. In the Reporting Console click on the Plus icon to open the My Reports Folder. If a report is 
posted to the report repository, the report name will provide a link to open the report.  

 

5. In the Reporting Console click on the Plus icon to open the My Reports Folder. If a report is 
posted to the report repository, the report name will provide a link to open the report.  
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6. Your report will open using the correct reporting tool. 
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