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Understanding Reporting Console

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

Navigation

e 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.

Reporting Console

JR—

:Freferenoe I.’:\. Quick Run Import Favorites Process Monitor Report Manager
F A
L

Click here to setup display preferences \

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.

View Preferences

o Display Order — Enter the numerical Help

sequence for the folders. Default Folder Process Link Display Option
Type Display Order Active ~
. . . ' Ni
e Active Flag — Select this check box if | M Repors L JD:;ZZ;::“ oy
you want the folder to appear in the Lolfaii 3 (81 Narmo and Description
Reporting Console. At least one My Process Requests 2
folder must be marked as active. Process Request Display Option
User ID |00891354 Q Run Status| V]
Process Link Display Option — Use this Type Q@ Name Q
section to customize the display for My Display Option
Favorites. Distribution Stalus
e Name Only — Select this radio button Showinstances For
. [Last V] 1| [Days ~
to display only the process name.
Display latest 10/Instance
e Description Only — Select this radio Process Request Notification
button to display only the process Enabled [
description. Export Favorites

. . . Public Ac To Favorites []
e Name and Description — Select this e e

radio button to display both the 0K Cancel
process name and process
description.
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Process Request Display Option - Use this section to customize the display for My Process
Requests.

e User ID — Select the user ID to display.
e Run Status — Select the run status to display. Leave blank to display all statuses.
e 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.

e 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.

o 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.

e 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

e 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:

Sl.-\, Quick Run Import Favorites Process Monitor Report Manager
=

Personalize | View All First ‘4 130f3 '}/ Last

Name
Bl [ My Reports
B [ My Process Requests

B [ My Favorites ~
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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.

Reporting Console

% Preference ﬂ\! Quick Run Import Favorites Process Monitor Report Manager

Personalize | View All First ‘4 1-200f20 '*' Last
Name

My Reports
My Process Reguests

B My Favorites =

E nVision Reports =

= Journal =
Header «
JRNL_AP ~
Line =

= Ledger =

| General =

B LEDGER_1:UW_LED_P_BU_FY_PER =

B LEDGER_2 : UWS_LED_P_BU_FY_FUN... =

B LEDGER_3 :UW_LED_P_BU_FY_DEPT =~

B LEDGER_4 : UW_LED_P_BU_FY_DEPT.. =

B LEDGER_5:UW_LED_P_BU_ALL_CFIl... =

= LEDGER_E6 : Ledger info prompt ... =

@JRNL_‘I - Journal Header Inform... =

B JRNL 2 - Posted Jml Header In_. ~

& Year End Close =

& Queries =

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. Toimport Favorites, click on the Import Favorites link located at the top of the Reporting
Console.

Reporting Console

@

Name

Import Favorites Process Monitor Report Manager

("} Quick R
(3] Quick Run

Personalize | View All First ‘&' 13 0of3 '*/ Last

My Reports

My Process Requests

My Favorites

2. Next, use the Find tool to search for the list of users who allow Public access to their My
Favorites folders.

Reporting Console

% Praference favorites Process Manitor Report Manager
o Help
e | View All First ‘4" 13 0f3 '*' Last

Name /

My Reports| /

My Procesg )

User 1D A
My Favoritg
OK Cancel
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3. The Import Favorites only shows UserlDs, not names. So, you'll need to know the originators
UserID to import their My Favorite folders.

Reporting Console

% Preference Favorites Process Monitor Report Manager
o Help

e | View All First '/ 1-30f3 '} Last

Name
[ My Reports| Look Up User ID
[ My Process e
C ! User ID Help
! My Favorite
y OK Cancel Cancel

Search Results

| View 100 First ‘4" 1505 '} Last

User ID /
00748094

00876313
00891354
—
4. Once you've selected the UserlID, click on OK.
Reporting Console
% Prafarence Favorites Process Monitor Report Manager
- Help
le | View All First ‘4" 13 0f3 '*/ Last
Name
] My Reports

L My Process

g User ID 00891354 Q
5 My Favoritg /
OK 1 Cancel
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5. Once the My Favorite’s folders are imported, the structure is saved under your UserlD. 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.

Reporting Console

@ Preference

Name

| Quick Run Import Favorites
.

Personalize | View All

My Reports
My Process Requests
My Favorites

B nVision Reports =

+ Journal =

+

Ledger =
* L) Accounts Payable ~
B L] Queries =

25

“7 Account Values

2 . N

“? Business Unit Values ~

o Department Values ~

Procass Monitor Report Manager

First ‘4" 1-110f11 '}/ Last
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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, Bl Publisher reports and even SQRs.

1. Onthe Reporting Console page, go to the My Favorites section and click the arrow. Select Add.

Reporting Console

@ Preference ‘ | Quick Run Import Favorites Process Manitor Repaort Manager
o Lt

Personalize | View All First ‘&' 17 of 7 '*' Last
Name

My Reports
My Process Requests

= My Favorites = /
=

nVision Reports ==

Add
A
* Journal =
Rename
= Ledger
B [0 Queries =

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

3. Enter the new folder name and click OK.

Reporting Console

% Preference I”C‘T;\Quick Run Import Favorites Process Monitor Report Manager

Name
[ My Reports
[0 My Process Requests Add Folder / Process Bookmark
B My Favorites = ® Folder
& L nvision Reports ~ Process Bookmarks
B [ Journal + /
B Ledger =

Enter New Folder Name Accounts Payable
[ Queries =

QK Cancel
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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.

Reporting Console

% Prafarence g\| Quick Run Import Favorites Process Monitor Report Manager

Personalize | View All First '* 1-80f8 '* Last
Name

1 My Reports

1 My Process Requests
B [ My Favorites ~
B [ nVision Reports ~

B [ Journal =

B [ Ledger -
L Accounts Payable = —
Add
H [ Queries =

Rename

Delete

2. Select the Process Bookmarks radio button.

Reporting Const

. Help
%P’emreme Add Folder / Process Bookmark

Folder /
Name

= ® Process Bookmarks
= My Reports

[~ My Process Requ
BO My Favorites =
B [ nVision Report
® [ Journal =
B[O Ledger =

[ Accounts P3

[ Queries

® Process Type/Name
PeopleSoft Query
Connected Query
Query-Based BIP Reports

nVision Report Request

Process Type | begins with v =
ins wi ~ Search
Process Name | P2gins with v Q
Bookmark Selectad Cancel
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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.

Reporting Consolég
P Add Folder / Process Bookmark

Preference

" Folder
® Process Bookmarks

Name
[ my Reports
(] My Process Request
B My Favorites «
El [ nvision Reports

) Process Type/Name
) People Soft Query
U Connected Query

") Query-Based BIP Reports

# [ Journal = ® nVision Report R
® nVision Report Request
B Ledger =
- Acssunts Faya Process Type nVision-Report v
B 1 Queries

Process Name NVSRUN
Report ID

Process List

Personalize | Find | View 100 | 2] [

Help

Search

First ‘&' 1-50 of 4207 '*' Last

Selected Process Type Process Name Business Unit Report ID Description
a nVision-Report NVSRUN BRMIL MILSTLOA Shert Term Loans
] nVision-Report NVSRUN BRRVF TEST_DGS
a nVision-Report NVSRUN M4 PRCR_PMT  PaymentHistory by Vendor
o nVision-Report NVSRUN Mo4 PRCR_PO PO History by Vendor
a nVision-Report NVSRUN M04 PRCR_RCV  Receiver History by Shipto
(=] nVision-Report NVSRUN MD4 PRCR_VCH  Voucher History by Vendor
g nVision-Report NVSRUN UWADM OLDINTDS PER 12 - Interest Distribution
a nVision-Report NVSRUN UWADM T5UPGRAD 75 upgrade check report
@ nVision-Report NVSRUN UWADM 88UPGGD1 88 upgrade check report - STD
(5] nVision-Report NVSRUN UWADM 88UPGRAD 88 upgrade check report

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.

Reporting ConsoIJ

o

Add Folder / Process Bookmark

Preference ) Folder
: ® Process Bookmarks
(2 ) Process Type/Name
[ My Reports

U PeopleSoft Query
] My Process Reques|

2 [ My Favorites ~
[ nvision Reports

® 1 Joumal =

B Ledger =

U Connected Query
) Query-Based BIP Reports.

'® nVision Report Request

Process Type | begins with ¥ | | nVision-Report Y
3 Accounts Paye AVSRUN
e . Process Name | Begins wi

Queries ~ Report ID [begins with T AP —

Process List

Selected Process Type Process Name Business Unit Report ID
a nVision-Report NVSRUN UWADM APOV_01
a nVision-Report NVSRUN UWADM APOV_02
@ nVision-Report NVSRUN UWADM APOV_03
] nVision-Report NVSRUN UWADM APPT_ALL
a nVision-Report NVSRUN UWADM AP_01
a nVision-Report NVSRUN UWADM AP_02
@ nVision-Report NVSRUN UWADM AP_03
a nVision-Report NVSRUN UWADM AP_04
a nVision-Report NVSRUN UWADM AP_05
a nVision-Report NVSRUN UWADM AP_06
@ nVision-Report NVSRUN UWADM AP_07

Search /

Personalize | Find | View All | 2| B

First ‘&' 1-50 of 58 '}/ Last

Description

Open Vchrs -AP with vendor dtl
Open Vchrs - GL acct 7100bal
Overdue Vchrs with vndr detail
List of Roles for a user

Trial Payment Register

Voucher listing -PC and non-PQ
List of PO Vouchers
UW_AP_VCHRS_P_BU_ENTRYDT_PO
List of Veuchers and Status.
Voucher Detail Info for Vendor

Voucher Info by Voucher Range
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5. Select the Process List check boxes for the nVision Report IDs you want to add to your new

Folder.

Reporting Consolg Peoplesortt Uuery
o Connected Query
e Preference © Query-Based BIP Reports
® nVision Report Request
Name
B My Reports Process Type nVision-Report
[ My Process Requa* Process Name NVSRUN
B My Favorites = Report ID AP SEE
B [ nVision Reports. 4 Process List Personalize | Find | View All | (2 | First ‘4 150 0f58 (* Last
" D Jmie | — Selected Process Type Process Name Business Unit Report ID Description
B et — (=] nVision-Report NVSRUN UWADM APOV_01 Open Vchrs -AP with vendor dtl
[ Accounts Payal (=] nVision-Report NVSRUN UWADM APOV_02 Open Vchrs - GL acct 7100bal
B Queries a nVision-Report NVSRUN UWADM APOV_03 Overdue Vchrs with vndr detail
(8] /n\/'isjmr—Repun NVSRUN UWADM APPT_ALL List of Roles for a user
=) nVisign-Report NVSRUN UWADM AP_01 Trial Payment Register
7] %Repnn NVSRUN UWADM AP_02 Voucher listing -PO and non-PO
I %Repnn NVSRUN UWADM AP_03 List of PO Vouchers
£l ‘4‘“‘ Report NVSRUN UWADM AP 04 UW_AP_VCHRS_P_BU_ENTRYDT PO
-] %Repun NVSRUN UWADM AP_05 List of Vouchers and Status
=) %Repun NVSRUN UWADM AP_06 Voucher Detail Info for Vendor
4 ‘ﬁ;’—l’%epnn NVSRUN UWADM AP_OT Voucher Infe by Voucher Range
2]} nVisjor=Report NVSRUN UWADM AP_08 AP_VOUCHER_WITH_ORIGIN_PROMPT
£l 4‘% Report NVSRUN UWADM AP 09 UW_AP_VOUCHER_P_ORIGIN_DETAIL
] %Repun NVSRUN UWADM AP_10 Trial register -List of Checks
(] nVision-Report NVSRUN UWADM AP_11 Detail Trial Register
a nVision-Report NVSRUN UWADM AP_12 UW_AP_TRIAL PAYMENT REGISTAR
Ao Do sacoin Loy o L AD e e Do D s

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

- nVision-Report VSRUN UWR

Bookmark Selected o
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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.

Reporting Console

% Praference W 'g|0uick Run Import Favarites Process Monitor Report Manager
; =N

Personalize | View All First ‘4 1180f18 '}/ Last
Name
My Reports
My Process Reqguests
B My Favorites =
Cl nVision Reports «
# Journal =
& Ledger =
B Accounts Payable = /
@AP_OI Trial Payment Register
B AP 02 Voucher listing -PO an... ~
@ AP 03 List of PO Vouchers =
@ AP 04 UW AP VCHRS P BU ENTRY.. +
@ AP 05 : List of Vouchers and S... =
B AP_06 : Voucher Detail Info fo... =
@AFLOT Voucher Info by Vouche .. =
@AP_OS AP_VOUCHER_WITH_ORIGIN... =
@AP_OS UW_AP_VOUCHER_P_ORIGIN... =
@APJU Trial register -Listo.. =

® Queries *
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Reporting Console Overview

Running Reports

Running Reports from Folders

Running nVision 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.

1. Torun 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.

Reporting Console

@ Preference ( :\ Quick Run Import Favorites

Personalize | View All
Name
My Reports

My Process Requests

= My Favorites
B nvision Reports =

+ Journal =
Ledger =

B General =

& LEDGER_1: UW_LED_P_BU_FY_PER =

& Le0GER 2 - UWS_LED_P_BU_FY_FUN Edit

© LepeER_3- UW_LED_P_BU_FY_DEPT DO®

B ieneer 4 uw_LED_P_BU_FY_DEPT Y7

& LEDGER 5: UW_LED_P_BU_ALL CFI...

E LEDGER_E : Ledger info prompt ... =

EJRNL_W - Journal Header Inform... =

& URNL 2 : Posted Jmi Header In___ =

B [ Year End Close =

® [J Accounts Payable ~

B [ Queries »

Process Monitor

First ‘4 118 of 18 '}

Repart Manager

Last
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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.

Reporting Console

P5/nVision Report Request

o
% Preference
i

Name
(] My Reports
= My Process R

nVision Report Request Advanced Options Query Prompts

Business Unit: UWADM ReportlD: LEDGER_1

UW_LED_P_BU_FY_PER Transfer to Report Books

Help

BO My Favorites Report Title: ;
= Process Monitor
B I_n_nvision Rel -« ayout: UW 88 BOLT LED P BU FY PER Report Manager
B [ Journal
B0
= _%edger Report Date Selection
B [ Genel . - n7/21/70
BLe “As Of Reporting Date: | Specify M 07/31/2017 [y
Lel *Tree As Of Date: Use As Of Reporting Date M
LE ¥| Override Tree As of Date if Specified in Layout
LE Output Options
LE “Type: | Web = | Scope and Delivery Templates
LE “Format: | Microsoft Excel Files (*.xls) v
Br
R
3 vear Run Report
B [ Accountf
OK Cancel Apply

Reporting Console Overview

® [ Queries ~

nVision Report Request | Advanced Options | Query Prompts

—
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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.

Reporting Con

sole

o
% Preference
e

Name
[ My Reports
(i My Process R
B8O My Favorites
B [ nvision Re
# [ Joumal
B0 Ledger
B [ Gend
(==
LE
LE
LE
LE
LE
@R
@R
[ Year
® [3 Account
[ queries ~

PS/nVision Report Request
Help

nVision Report Request Advanced Options Query Prompts

Business Unit: UWADM ReportlD: LEDGER_1

Report Title: UW_LED_P_BU_FY_PER Transfer to Report Books
Process Monitor
“Layout: UW_&8_BOLT_LED_P_BU_FY_PER Report Manager
Report Date Selection
*As Of Reporting Date: | Specify v 07/31/2017 |
Use As Of Reporting Date v

*Tree As Of Date:
¢! Override Tree As of Date if Specified in Layout

Qutput Options
o Scope and Delivery Templates
*Type: | Web - v | P Y P
*Format: | Microsoft Excel Files (*.xls) v
Run Report
OK Cancel Apply

nVision Report Request | Advanced Options | Query Prompts

Reporting Console

—
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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.

Reporting Console

% B PS/nVision Report Request
- / Help
nVision Report Request Advanced Options Query Prompts 4 ) )
o Reports with multiple pages may
have additional prompts that can
= My Reports Business Unit: UWADM ReportID:  LEDGER_1 be accessed by scrolling here
& My Process R \
B [ My Faverites Query Prompts Find First ‘4 10f1 "*' Last
B [ nvision Re
B 3 Joumal Query Name UW_NVS_LED_P_BU_FY_PER B
B [ | odger Find | View All | £ First ‘& 1-30f3 ‘& Last
ElE G Prompt Name Prompt Value
eng|
B, BUSINESS_UNIT UWADM
LE FISCAL_YEAR 2018
LE ACCOUNTING_PERIOD 1
LE
LE
Bic oK Ci | Appl
ance pply
Br ,
nVision Report Request | Advanced Options | Query Prompts
Br
® [ Year e —

® [ Accounts Payable =
[ Queries ~

Reporting Console Overview 17 of 44
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5. Once all fields are verified and updated, navigate back to the nVision Report Request tab and
select Run Report.

Reporting Console
@l EyrErmEr PS/nVision Report Request

Help

nVision Report Request Advanced Options Query Prompts
Name
23 My Reports Business Unit: ~ UWADM ReportlD: LEDGER_1

(=] My Process R

= UW_LED_P_BU_FY_PER Transfer to Report Books
B[O . Report Title: S —
My Favorites Process Monitor
B [ nvision Re “Layout: UW_88_BOLT_LED_P_BU_FY_PER | Report Manager
B [ Joumal
B
£ Ledger Report Date Selection
B [ Gend) ) -~ —
(I *As Of Reporting Date: | Specify v 07/31/2017 |&)
=B LE| *Tree As Of Date: Use As Of Reparting Date v
LE ¥ Override Tree As of Date if Specified in Layout
(== Output Options
B LE Type: | Web = | Scope and Delivery Templates
LE *Format: Microsoft Excel Files (*.xls) r

B r
B /
B [ Year Run Report |
¥ [ Account

oK Cancel Apply
[ Queries ~

nVision Report Request | Advanced Options | Query Prompts
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6. Select OK when the Process Schedule Request page appears.

Reporting Console

g Process Scheduler Request

e UserID 00891354
0
0 Server Name | SFSNT1
= Recurrence
= Time Zone
Process List
Select Description
Ld nVision Report
OK Cancel

Run Control ID

M Run Date [07/10/2018 &
v Run Time [5-37-46PM Reset to Current Date/Time
Q
Process Name Process Type *Type *Format
NVSRUN nVision Report Default v | |Default v

Run Report |

| oK

Cancel H Apply |

nVision Report Request | Advanced Options | Query Prompts
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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.

% Preference

Name

B [ My Reports

=

Reporting Console

_‘-\Quick Run

My Process Requests
B [ My Favorites ~
nVision Reports ~
B [ Queries »
% COL_LEDGER : Ledger Data =
B ¥ UWGL_JOURNAL_LINE : UW
% UWGL VCHR ACCTG LINE
% UWGM_LOC_CONTRACTS :
® % UWGM_OFF_CAMPUS_FA : Off Campu... ~
3’?' UWGM_REVENUE_ON_PROJECT : Tota... v
% UWGM_UNBILLED_EXPENSES : ALL U... ~

Import Favorites

Personalize | View All

Delete

Run

Edit /

Process Monitor Report Manager

First

1 1120f12 '} Last

2. If your query contains prompts, a window will appear to enter the prompt values. Enter the
appropriate values and select OK.

Reporting Console

% Preference

Name
B [ My Reporty
[ My Process
B [ My Favoritd
® [ nVision

8 [ Queries
& COLj

® @ uwg

& uwdg

# uwa

® @ uwg

COL_LEDGER

Help

e
Year| 201§

OK Cancel

B UG

% UWGM UNBILLED EXPENSES - ALLU.. ~

Import Favorites

ersonalize | View All

Process Monitor Report Manager

First

1 1120f12 '} Last
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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.

Use Saved Parameters: | - |

‘X

Query Name: COL_LEDGER
*Description:  |Ledger Data

Update Parameters

Prompt Name Value

FISCAL_YEAR 2018

Save Schedule Run Now Cancel

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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gueries. If you frequently schedule queries, you may want to create names for each query.
Enter a Save Parameters name and select OK.

Use Sayed Parameters: | 4
Save Parameters

Query Help
*Descri

. uw
Update Save Parameters:
OK Cancel
Promp
FIS ]
Save Schedule Run Now Cancel

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

Reporting Console
% Enfrrns 'rl Quick Run Import Favorites Process Monitor Report Manager
Personalize | View All First ‘4 1120f12 '*' Last
Name
® [ My Reports

B [ My Process Requests

8 [ My Favorites ~ Message
B [ n\fision Reports

=M~ ias w
' 'E“e”es Request "COL_LEDGER" is successfully submitted. Process Instance: 9356396 (65,366)
% coL_LEDGE

® ¥ uweL_Jou K e
% UWGL VCHR ACCTG OINE =~
% UWGM_LOC_CONTRACTS : CR_LOC Co... v
& UWGM_OFF_CAMPUS_FA: Off Campu... ~
% UWGM_REVENUE_ON_PROJECT : Tota... =
% UWGM_UNBILLED_EXPENSES : ALLU... ¥

6. Select OK
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Running Reports Using Quick Run

You can use the Quick Run option to run any Query, Bl 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.

Reporting Console /
% Preference ~| Quick Run Import Favorites Process Monitor Report Manager
LA N
Personalize | View All First ‘4 1-3of3 '*' Last
Name
B [ My Reports
My Process Requests
My Favorites

2. The Process Search / Run dialog box appears. Select nVision Report Request.

Reporting Console

[ My Process Re

% Preference 'Tf”j Quick Run Import Favorites Process Monitor Report Manager
U =N
B ! Lo Al Eicci A 148 of48 b | oct
Name Process Search / Run
[ My Reports

80 My Favorites «
El [ nvision Rep:
B [ Journal =
B[O Ledger =

B [ Generd
Eiep

==

==

=1

& Lol

® Process Type/Name
People Soft Query
Connected Query
Query-Based BIP Reports

nVision Report Request

Process Type |begins with

Process Name | begins with M

Return

v

Q Search

a LED—
| JRNL_1 : Journal Header Inform... =

& JRNL 2 : Posted Jml Header In... =
[ Year End Close =
B [ Accounts Payable =

[ Queries

Reporting Console Overview
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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.

Reporting Console
@ B . Process Search / Run
- Help =
Name Process Type/Name
] My Reports People Soft Query
[ My Process R Connected Query
B0 My Favorites Query-Based BIP Reports
B [3 nvision R e nVision Report Request
B [ Journal
B0 Ledger Process Type | begins with v | | nVision-Report v
B [ Gen Process Name | begins with v | NVSRUN
B Report ID | begins with v 4 Search
LH Process List Personalize | Find | View 100 | L;‘| E First ‘4" 1-50 of 4207 Last
LH Process Type Process Name Busingss Unit  Report 1D Description Run
L nVision-Report NVSRUN BRMIL MILSTLOA Short Term Loans Run
(] nVision-Report NVSRUN BRRVF TEST_DGS Run
4 nVision-Report NVSRUN Mo4 PRCR_PMT  PaymentHistory by Vendor Run
@ LB nvision-Report NVSRUN Mo4 PRCR_PO PO History by Vendor Run
nJH nVision-Report NVSRUN Mo4 PRCR_RCV  Receiver History by Shipto Run
JF nVision-Report NVSRUN Mo4 PRCR_VCH  Voucher History by Vendor Run
& nVision-Report NVSRUN UWADM OLDINTDS PER 12 - Interest Distribution Run
Yeall | vision-Report NVSRUN UWADM 75UPGRAD 75 upgrade check report Run
¥ [ Accoun nVision-Report NVSRUN UWADM 28UPGGD1 88 upgrade check report - STD Run
3 Queries + nVision-Report NVSRUN UWADM B8BUPGRAD 88 upgrade check report Run
nVision-Report NVSRUN UWADM B83UPGGD 89 upgrade check report Run
nVision-Report NVSRUN UWADM 89UPGGD1 89 upgrade check report Run
nVision-Report NVSRUN UWADM ACCMDEPR  Accumulated Depriciation Run
nVision-Report NVSRUN UWADM ADHOC Edit an unposted journal Run
nVision-Report NVSRUN UWADM ADM_128 System Admin 128 Cash Balance Run
oVision Renagt NYSEIIN LIWWADN ADM EYE Year Fod Checklict Bup
4. Select the Run link to the right of the report you want to run.
Reporting Console
L i
% s Process Search / Run
o Help
Name Process Type/Name
=] My Reports PeopleSoft Query
=] My Process H Connected Query
B [ My Favorites Query-Based BIP Reports
B B nvisionRd @ nvision Report Request
B 3 Journal
=N Ledger Process Type begins with ¥ | | nVision-Report v
B [ gen Process Name | begins with v [ NVSRUN
=] ReportID [beginswith _ v] [LEDGER h
B process List Personalize | Find | View Al | (2] | B First ‘4 160f6 '»' Last /
ﬂ LH Process Type Process Name Business Unit Report ID Description Run
Ld nVision-Report NVSRUN UWADM LEDGER 1 UW LED P BU FY PER Run
nVision-Report NVSRUN UWADM LEDGER_2? UWS_LED_P_BU_FY_FUND Run
LB vision-Report NVSRUN UWADM LEDGER_3 UW_LED_P_BU_FY_DEPT Run
LH nvision-Report NVSRUN UWADM LEDGER_4 UW_LED_P_BU_FY_DEPT_RANGE Run
JH nVision-Report NVSRUN UWADM LEDGER_5 UW_LED_P_BU_ALL CFIELDS Run
J nVision-Report NVSRUN UWADM LEDGER_6  Ledger info prompt BU FY Accts Run
[ Year, Return

Reporting Console Overview 24 of 44




UNIVERSITY OF
WISCONSIN SYSTEM

oy

University of Wisconsin System
SFS Business Process
RPT 1.01 — Reporting Console

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.

Reporting Console

P5/nVision Report Request

o
% Preference
i

Name
(] My Reports
= My Process R

nVision Report Request Advanced Options Query Prompts

Business Unit: UWADM ReportlD: LEDGER_1

UW_LED_P_BU_FY_PER Transfer to Report Books

Help

BO My Favorites Report Title: ;
= Process Monitor
B I_n_nvision Rel -« ayout: UW 88 BOLT LED P BU FY PER Report Manager
B [ Journal
B0
= _%edger Report Date Selection
B [ Genel . - n7/21/70
BLe “As Of Reporting Date: | Specify M 07/31/2017 [y
Lel *Tree As Of Date: Use As Of Reporting Date M
LE ¥| Override Tree As of Date if Specified in Layout
LE Output Options
LE “Type: | Web = | Scope and Delivery Templates
LE “Format: | Microsoft Excel Files (*.xls) v
Br
R
3 vear Run Report
B [ Accountf
OK Cancel Apply

Reporting Console Overview
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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.

Reporting Con

sole

o
% Preference
e

Name
[ My Reports
(i My Process R
B8O My Favorites
B [ nvision Re
# [ Joumal
B0 Ledger
B [ Gend
(==
LE
LE
LE
LE
LE
@R
@R
[ Year
® [3 Account
[ queries ~

PS/nVision Report Request
Help

nVision Report Request Advanced Options Query Prompts

Business Unit: UWADM ReportlD: LEDGER_1

Report Title: UW_LED_P_BU_FY_PER Transfer to Report Books
Process Monitor
“Layout: UW_&8_BOLT_LED_P_BU_FY_PER Report Manager
Report Date Selection
*As Of Reporting Date: | Specify v 07/31/2017 |
Use As Of Reporting Date v

*Tree As Of Date:
¢! Override Tree As of Date if Specified in Layout

Qutput Options
o Scope and Delivery Templates
*Type: | Web - v | P Y P
*Format: | Microsoft Excel Files (*.xls) v
Run Report
OK Cancel Apply

nVision Report Request | Advanced Options | Query Prompts

Reporting Console

—
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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.

Reporting Console

% B PS/nVision Report Request
- / Help
nVision Report Request Advanced Options Query Prompts 4 ) )
o Reports with multiple pages may
have additional prompts that can
= My Reports Business Unit: UWADM ReportID:  LEDGER_1 be accessed by scrolling here
& My Process R \
B [ My Faverites Query Prompts Find First ‘4 10f1 "*' Last
B [ nvision Re
B 3 Joumal Query Name UW_NVS_LED_P_BU_FY_PER B
B [ | odger Find | View All | £ First ‘& 1-30f3 ‘& Last
ElE G Prompt Name Prompt Value
eng|
B, BUSINESS_UNIT UWADM
LE FISCAL_YEAR 2018
LE ACCOUNTING_PERIOD 1
LE
LE
Bic oK Ci | Appl
ance pply
Br ,
nVision Report Request | Advanced Options | Query Prompts
Br
® [ Year e —

® [ Accounts Payable =
[ Queries ~
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9. Once all fields are verified and updated, navigate back to the nVision Report Request tab and
select Run Report.

Reporting Console
@l EyrErmEr PS/nVision Report Request

Help

nVision Report Request Advanced Options Query Prompts
Name
23 My Reports Business Unit: ~ UWADM ReportlD: LEDGER_1

(=] My Process R

= UW_LED_P_BU_FY_PER Transfer to Report Books
B[O . Report Title: S —
My Favorites Process Monitor
B [ nvision Re “Layout: UW_88_BOLT_LED_P_BU_FY_PER | Report Manager
B [ Joumal
B
£ Ledger Report Date Selection
B [ Gend) ) -~ —
(I *As Of Reporting Date: | Specify v 07/31/2017 |&)
=B LE| *Tree As Of Date: Use As Of Reparting Date v
LE ¥ Override Tree As of Date if Specified in Layout
(== Output Options
B LE Type: | Web = | Scope and Delivery Templates
LE *Format: Microsoft Excel Files (*.xls) r

B r
B /
B [ Year Run Report |
¥ [ Account

oK Cancel Apply
[ Queries ~

nVision Report Request | Advanced Options | Query Prompts
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10. Select OK when the Process Schedule Request page appears.

Reporting Console

g Process Scheduler Request

e UserID 00891354
0
0 Server Name | SFSNT1
= Recurrence
= Time Zone
Process List
Select Description
Ld nVision Report
OK Cancel

Run Control ID

M Run Date [07/10/2018 &
v Run Time [5-37-46PM Reset to Current Date/Time
Q
Process Name Process Type *Type *Format
NVSRUN nVision Report Default v | |Default v

Run Report |

| oK

Cancel H Apply |

nVision Report Request | Advanced Options | Query Prompts

Reporting Console Overview
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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.

Reporting Console
% Preference ' | Quick Run Import Favorites Process Monitor Report Manager
LA N
Personalize | View All First ‘4 1-3of3 '*' Last
Name
B [ My Reports
My Process Requests
My Favorites

2. The Process Search / Run dialog box appears. Select PeopleSoft Query.

Process Search / Run

Reporting

Help
% Prefere| ... |ger
o ® Process Type!Naml/
O PeopleSoft Query

Name O Connected Query

® S MyRed O Query-Based BIP Reports
My Pro| O nVision Report Request

[ My Fay

Process Type [begins with ~

Process Name | Pegins with v aQ, Search

Return
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Shared Financial System

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.

. J Process Search / Run

Reportin

o Help ~

LT

e O Process Type/Name

® PeopleSoft Query

= O Connected Query

=5 MyRel (O Query-Based BIP Reports

—~

¥ 5 My Pre O nVision Report Request

53 My Fay

Process Type m Application Engine -
Process Name [beains with ~ | PSQUERY
Query Name beglnswlm COL L Search |
Process List Personalize | Find | View 100 | E‘\ Q First ‘4 1-50 of 301 ! Last
Process Type Process Name Query Name Description Run
Application Engine PSQUERY CS BOLT REPORTS Run
Application Engine PSQUERY CS_CF_ACCOUNT Account Values Run
Application Engine PSQUERY CS_CF_BUS_UNIT Business Unit Values Run
Application Engine PSQUERY CS_CF_DEPT Department Values Run
Application Engine PSQUERY CS DB_NVS_BOLTON BoltOn Layouts Run
Application Engine PSQUERY CS_DB_NVS_LAYOUTS nVision Layouts Run
N Ap) ion Engine SQUERY B T REQUEST nVision Report Requests Ru g

4. Select the Run link to the right of the query you want to run.

Process Search / Run

Reportin

. Help
& Prefer: -
o

O Process TypelName

~

® PeopleSoft Query

Name O Connected Query

® B WMyRe O query Based BIP Reports

0 ,-.
B My Pr L/ nVision Report Request
B0 My Fa
Process Type Application Engine v
Process Name PSQUERY
Query Name CoL_L Search
Process List Personalize | Find | View All | ﬂ?‘| E First ‘4 1of1 b Last
Process Type Process Name Query Name Descripfion Run
Application Engine PSQUERY COL_LEDGER Ledger Data Run
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If your query contains prompts, a window will appear to enter the prompt values. Enter the
appropriate values and select OK.

Process Search / Run

Reportin

. Help =~
% Prefer

O Process TypelName

® PeopleSoft Query
Name

H [ My Rel
B 3 My Pr

O Connected Query Help
© Query Based BIP Reports | COL_LEDGER

O nvision Report Request -
B [3 My Fai Year | 2018
Process Type @ OK Engine s
Process Name @ Gz

Query Name |Pegin: Search

Process List Personalize | Find | View All | L;|| = First ‘4 10of1 '} Last

Process Type Process Name Query Name

Description Run
Application Engine PSQUERY COL_LEDGER

Ledger Data Run

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.

Use Saved Parameters: | - |

x

Query Name: COL LEDGER
*Description: |Ledger Data

Update Parameters

Prompt Name Value
FISCAL_YEAR 2018 ]
Save Schedule Run Now Cancel

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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gueries. If you frequently schedule queries, you may want to create names for each query.
Enter a Save Parameters name and select OK.

Use Sayed Parameters: | 4
Save Parameters

Query Help
*Descri
. uw
Update Save Parameters:
OK Cancel

Promp

FIS

Save Schedule Run Now Cancel

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

Reporting Console

% T éﬂj New iE_PiQuick Ban Import Favorites Process Monitor

Report Manager

Last
. Message
(= My Reports
[ My Process

Request "COL_LEDGER" is successfully submitted. Process Instance: 9356402 (65,366)
G My Favorite:

0K

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

Reporting Console

@ Preference \\-\, | Quick Run Import Favorites Process Monitor
A

Personalize | View All First ‘4" 13 0of3 '* ' Last

Report Manager

Name

]

My Reports

My Process Requests

My Favorites ~

2. Review the status of the report in in the Run Status column of the Process List.

Process List Server List

View Process Request For

User ID 00891354 Q Type Vl ‘ Last V| 1 Refresh
Server Name @, Instance From Instance To

A
Run Stalus Distribution Status Save On Refresh

Process List

Personalize | Find | View All | = | s First @ 1of1 @ Last
Select Instance Seq. Process Type Process

Distribution
Name User Run Date/Time Run Status

Status
9356365 nVision Report NVSRUN 00891354 07/10/2018 5:37:46PM CDT Success Posted Details

Details

Go back to Report Console
ol Save || =] Notify

Process List | Server 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. Inthe Reporting Console click on the Plus icon to open the My Process Requests folder.

Reporting Console

@ Preference | Quick Run Import Favorites Process Monitor Report Manager
2N

Personalize | View All First ‘4 130f3 ‘! Last
Name
+ Wy Reports

* My Process Requests

+ My Favorites =

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.

Reporting Console
@5 Preference 7| Quick Run Import Favorites Process Monitor Report Manager
=N
Personalize | View All First ‘4 140f4 '*' Last
Name Status Run Date/Time
B [ My Reports
B My Process Requests
[ 9356365 LEDGER_1:UW_LED_P BU... = Success 07/10/2018 5:37:46PM CDT
My Favorites -
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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.

Reporting Console

% Preference ELJ Quick Run Import Favorites Process Monitor Report Manager
Personalize | View All First ‘4" 14ofd4 '} Last

Name Status Run Date/Time

& | My Reports

B |

My Process Reguests

Eﬂ 9356365 LEDGER_1:UW_LED P BU... = / Success 07/10/2018 5:37:46PM CDT

Vi
3 My Favorites e

Reporting Console
% Preference View Process Instance
- Help
Process
Name
] My Reports Instance 9356365 Type nVision Report
= My Process R Name NVSRUN Description nVision Report
9356365 LE Run Status Success Distribution Status Posted

(5 My Favorites { Run Update Process

Run Control ID Hold Request

Location Server Queue Request
Server SFSNT1 Cancel Request
Delete Request
Recurrence Restart Request
Date/Time Actions
Request Created On 07/10/2018 5:38:18PM CDT Parameters Transfer
Run Anytime After 07/10/2018 5:37:46PM CDT Message Log
Began Process At 07/10/2018 5:41:50PM CDT Batch Timings
Ended Process At 07/10/2018 5:41:56PM CDT View Log/Trace
Return

—
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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. Inthe Reporting Console click on the Plus icon to open the My Favorites folder.

Reporting Console

@ﬁ Preference
Name
+ Wy Reports

# My Process Requests

| Quick Run Import Favorites
o

Personalize | View All

+ My Favorites =

Process Monitor

First

Report Manager

1-30f3 ‘! Last

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.

Reporting Console

@3 Preference

Name

| Quick Run Import Favorites
P

Personalize | View All

[

My Reports
My Process Requests
B [ My Favorites

= L nVision Reports

B [ Journal »

B [ Ledger ~

= -
(& LEDGER_1: UW_LED_P_BU_FY_PER ~

@ LEDGER_2 : UWS_LED_P_BU_FY_FUMN... =
@ LEDGER_3 : UW_LED_P_BU_FY_DEPT =
LEDGER_4 : UW_LED_P_BU_FY_DEPT... =~
@ LEDGER_5: UW_LED_P_BU_ALL CFL. =
LEDGER_6 : Ledger info prompt ... ~
@ JRNL_1 : Journal Header Inform... =
JRNL_2 : Posted Jml Header In... ~

—~ Year End Close

Accounts Payable ~

& Queries ~

Process Monitor

First

Report Manager

' 1180f18 '} Last

Reporting Console Overview 37 of 44




UNIVERSITY OF University of Wisconsin System
WISCONSIN SYSTEM

Ul' SFS Business Process
a® , RPT 1.01 — Reporting Console

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.

Reporting Console

% Preference H,'?:-l\,: ‘ Quick Run Import Favorites Process Monitor Report Manager
rt ==

Personalize | View All First ‘4" 1-190f19 '}’ Last
Name Status Run Date/Time
| My Reports
[ My Process Requests

8 | My Favorites +

B [ nVision Reports
® [ Journal =

B [ Ledger »

B [ General =
= LEDGER_1: UW_LED_P_BU_FY_PER ~
|-"EIL':I‘E\‘C*EEGESS LEDGER_1:UW_LED P BU... = ./Sﬂé“ 07/10/2018 5:37:46PM CDT
B EDGER 2 UWS_LED_P_BU_FY FUN._ { &%
LEDGER_3 : UW_LED _P_BU_FY_DEPT ~
@ LEDGER_4 : UW_LED_P_BU_FY_DEPT... =
LEDGER_5: UW_LED P _BU_ALL CFI... ~
Reporting Console
g breforence View Process Instance
B[ e Help
£ At i Process
= [ Queri 0 My Reports Instance 9356365 Type nVision Report
0 My Process Name NVSRUN Description nVision Report
B0 My Favorites Run Status Success Distribution Status Posted
B[O nVision R  Run Update Process
E‘ LIl Run Control ID Hold Request
& [ Ledgeq Location Server Queue Request
S -
B Recurrence Restart Request
U | Date/Time Actions
y
i Request Created On 07/10/2018 5:38:18PM CDT Parameters Transfer
U Run Anytime After 07/10/2018 5:37:46PM CDT Message Log
U Began Process At 07/10/2018 5:41:50PM CDT Batch Timings
J Ended Process At 07/10/2018 5:41:56PM CDT View Log/Trace
. J Return
[ Yea
o O —————————————————————
[ queries ~
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Retrieving Reports

Peoplesoft provides two methods for reviewing reports — the Report Manager and the My Reports
folder.

Report Manager

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

Reporting Console /

@;ﬁ}é | Quick Run Import Favorites Process Monitor Report Manager

Name

Personalize | View All First ‘&' 13 0f3 '*' Last

My Reports
My Process Requests

My Favorites
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2. Inthe Report Manager click on the link associated with the report you ran to open the Report
Index page.

List Explorer Administration Archives
View Reports For
Foder V] instance © ]
ame Created On 5 2
Reports Personalize | Find | View All | (2| = First ‘4 1-110f11 '*' Last
- Completion Report Process
Report Report Description Folder Name Date/Time D Instance
UWSAnVision 071118
1 Ledger Data LEDGER DATA Repor 5 3PM 7163365 9356402
UWSA nVision  07/11/18
2 Ledger Data LEDGER DATA Repor e 7163364 9356401
UWSAnVision  07/11/18
3 Ledger Data LEDGER DATA Repor 421PM 7163350 9356396
) NVISION REPORT UWSAnVision 071118
4 nVision Report Requests REQUESTS Repor 352PM 7163358 9356395
5 Off Campus Projects OFF CAMPUS PROJECTs ~ UWSAnVision 07111718 7163345 9356380
Repor 11:35AM
ALL UNBILLED UWSAnVision  07/11/18
EXPERSES ALL UNBILLED EXPENSES o0 i 7163344 9356379
.. TOTAL REVENUE ON A UWSAnVision  07/11/18
T Total revenue on a project PROJECT Repor 11-32AM 7163343 9356378
2 UWGL_JOURNAL_LINE  UWGL_JOURNAL_LINE DIEROIED (A 7163342 9356377
= = — - Repor 11:20AM
9 UWGL_JOURNAL LINE  UWGL_JOURNAL LINE UWSA nVision | 07111118 7163341 9356376
Repor 11:11AM
10 UWGL_JOURNAL_LINE  UWGL_JOURNAL_LINE e =lon 071118 7163340 9356375
Repor 11:09AM
11 UW_LED_P_BU_FY_PER UW_LED_P_BU_FY_PER UWSAnVision \0710A13 7163330 9356365
Repor 5:41PM
Go back to Report Console
[5] save
List | Explorer | Administration | Archives
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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

UW_LED_P_BU FY PER
Distribution Details

Distribute To
Distribution ID Type

User

UW _LED P BU FY_PERxlsm

Report
ReportlD 7163330 Process Instance 9356365
Name NVSRUN Process Type nVision-Report
Run Status ~ Success

Distribution Node ~ SFPRDEV_RPTNOD Expiration Date ~ 10/08/2018
File List
Name File Size (bytes) Datetime Created

28,746 07/10/2018 5:41:56.993129PM CDT

*Distribution 1D
00891354

4. Your report will open using the correct reporting tool.

Sublotal by Subtotal by Sublotal by | Sublotal by ‘
Accig Period Fund Department Account
Fund Program Dept Acct Class PrilGrt = Period Total Amt Year

150 1. 010500 1821 1 9,746.76 2me

M 1 010800 1821 1 7,287.80 20me

UWaDM 150 1. 051000 1521 1 2,620.00 2018
UWaADM 301 1. 051000 1921 1 3,373.92 2me
UWADM 150 1 052000 1821 1 1,473.02 20me
UwabM - 301 1. 101000 1521 1 7,22220 2018
UWADM 301 1) 265000 1821 1 9,027.28 2018
UwaDM 161 1 284000 1821 1610998 1 4,376.44 20g
UWaADM 128 1. 285000 1521 1 1,391.18 2m8
UWADM 150 1 288000 1821 1 1,391.18 20me
UwabM - 301 1. 288000 1521 1 6,299 .98 2018
UWaADM 301 1 285000 1921 1 2,021.44 2me
UwWaDM 301 1 423000 1821 1 16,601.63 20me
UwabM - 301 1 441000 1521 1 19,584 36 2018
UWADM 150 1) 451000 1821 1 1,488.48 2018
UwWaDM 301 1 451000 1821 1 9,339.54 20me
UWwaDm 128 1 457000 1521 1 294416 208
UWADM 136 1) 457000 1921 1 1,190.79 2018
UwaDM 150 1 457000 1921 1 940.22 208
UWaADM - 301 1 457000 1921 1 2,937.20 2me
UwWaDM 301 1 281000 1821 1 5,664.72 20me
UWaDM 150 1. 010100 1521 1 8,68312 2018
UWaADM 301 1010100 1821 1 8,734.08 2me
UWADM 150 1102000 1821 1 2,976.96 20me
Uwabm - 301 1. 285000 1521 1 2,911.36 208
UWADM 150 1 441000 1821 1 2,976.96 2018
UwWaDM 133 1 988889 1921 1330001 1 2,798.96 20g
UWaDm - 301 1 28%000 1925 1 6.05 2m8
UWADM 150 1 051000 1825 1 3.08 20me
UWaDM 128 1 286000 1925 1 1082 2018
UWaDM 150 1 286000 1925 1 6.68 2me
UWADM 150 1 451000 1825 1 2598 20me
UWaDM 128 1 457000 1925 1 3748 2018
UWADM 136 1 457000 1825 1 9.37 2018
UwaDM 301 1 457000 1825 1 7.29 20g
UWaDM 150 1010100 1925 1 20.30 208
UWaADM 301 1) 010100 1825 1 271.78 2018
UwaDM 150 1/ 010500 1325 1 58.47 208
DM 301 1. 010500 1925 38.8 2me

1

Reporting Console Overview 41 of 44



UNIVERSITY OF
WISCONSIN SYSTEM

L

University of Wisconsin System
SFS Business Process
RPT 1.01 — Reporting Console

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, Bl 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.
Reporting Console
@;‘ Preference ‘ 1 \| Quick Run Import Favorites Process Monitor Report Manager
Personalize | View All First ‘¥ 130f3 ‘! Last
Name
# [71 My Reports
* My Process Requests
+ My Favorites =
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.

Reporting Console

@q Preference

Name

‘ 'S |Ouick Run Import Favorites
o

Status

My Reports
[ 7163330 UW_LED_P_BU_FY_PER

My Process Requests

Posted

My Favorites «

Personalize | View All

Process Monitor Report Manager

First
Run Date/Time

" 140f4 '} Last

07/10/2018 5:41:57PM CDT
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Your report will open using the correct reporting tool.

Reporting Console Overview
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Subtotal by Subtotal by Subtotal by | Sublotal by ‘
Acctg Period Fund Department Account
Unit Fund Program Dept Acct Class PriiGrt  Period Total Amt Year

UWaDM 150 1. 010500 1921 1 9,746.76 2me
UwWaDM 301 1 010800 1821 1 7,287.80 20me
UWaDM 150 1. 051000 1521 1 2,620.00 2018
UWADM 301 1) 051000 1821 1 3,373.92 2018
UwWaDM 150 1 052000 1921 1 1,473.02 20g
UWaDm - 301 1. 101000 1521 1 7,222 20 2m8
UwWaDM 301 1 285000 1821 1 9,027.28 20me
UwaDM 181 1 284000 1521 1610999 1 4,376.44 2018
UWaADM - 128 1 286000 1921 1 1,391.18 2me
UWADM 150 1 288000 1821 1 1,391.18 20me
UwabM - 301 1 288000 1521 1 6,299.98 2018
UWaADM 301 1 285000 1921 1 2,021.44 2me
UwWaDM 301 1 423000 1821 1 16,601.63 20me
Uwabm - 301 1 441000 1821 1 19,584 38 208
UWADM 150 1) 451000 1921 1 1,458.48 2018
UwaDM 301 1 451000 1921 1 9,339.54 208
UWaADM - 128 1 457000 1921 1 2,944.16 2me
UWADM 136 1 457000 1821 1 1,190.79 20me
UWaDM - 150 1. 457000 1521 1 94022 2018
UWaADM 301 1. 457000 1921 1 2,937.20 2me
UwWaDM 301 1 281000 1821 1 5,664.72 20me
UWaDM 150 1. 010100 1521 1 8,68312 2018
UWADM 301 1 010100 1821 1 8,734.08 2018
UwWaDM 150 1 102000 1821 1 2,976.96 20g
UWaDm - 301 1. 285000 1521 1 2,911.36 2m8
UWADM 150 1 441000 1821 1 2,976.96 20me
UWaDM 133 1) 989999 1921 1330001 1 2,798 96 2018
UWaADM 301 1 289000 1925 1 6.05 2me
UWADM 150 1 051000 1825 1 3.08 20me
UWaDM 128 1 288000 1925 1 1082 2018
UWaDM 150 1 286000 1925 1 6.68 2me
UWADM 150 1 451000 1825 1 2598 20me
UWwaDm 128 1. 457000 1925 1 37.48 208
UWADM 136 1 457000 1825 1 9.37 2018
UwaDM 301 1 457000 13925 1 7.29 208
UWaDM - 150 1010100 1925 1 20.30 2me
UwWaDM 301 1 010100 1825 1 271.78 20me
UWaDM 150 1. 010500 1925 1 5847 2018

301 1. 010500 1925 38.8 2me
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