How to run Reports in PeopleSoft 8.8

Navigate to this link: http://peoplebooks.ucr.edu
Select the database in the upper right-hand corner where the reports are to be run - PSDEV, FSQA, or

UCRTM2.

[ ESMARC | FSQA | PSDEY | UCRTM2 ]

Login to CAS.

Central Authentication Services

You have requested access to a site
that requires authentication.

Enter your MetlD and password below,
then click on the Login button to
continue.

For security reasons. quit your web browser when you are done accessing
services that require authentication!

Be wary of any program or web page that asks you for wour NetlD and password. UCR Wieb Pages that ask
wou for your Met1D and password will generally hawve URLs that begin with "http:Soww ocredus”. In addition,
wour browser should visually indicate that you are accessing 3 secure page.

Computing & Comtmunications



http://peoplebooks.ucr.edu/

Once logged in navigate through the left hand menu to UCRFS - Reports & Inquiry and then select
Budget or Financial. Finally, select the report to be run. In this example, the Financial Transaction Detail
Report was selected.
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Financial Transaction Detail

Run Control ID: ~ adhoc Report Manager Frocess Monitor

Run

‘Fiscal Year: | 2002 O Business Unit: UCR
‘Period: |17 & a7 - January

*Activity: A01375 QU Clientigerver SysiParmiSpr
*Function: |44 Q Organized Research

*Fund Code: 19900 O (3ENERAL FUNDS
*Account: BC10 U BC Faculty Appointments

Description Type

" Use Journal Line Description

¥ Use Account Description

) E i)

E.Save] [l Retum to Search.jl EThatity i FEepdd | 15

Enter the desired run-time variables (items with an asterisk are required) and then pres the RUN button

Process Scheduler Request

User ID: ETayt Fun Comtrol ID: adhoc
Server Name: Run Date: 09/30/2004 El
Recurrence: | j Run Time: |3:31 5P M Resetto Current DatelTime |

Process List

Select
¥ Financial Tranzaction Detail DETLFIM SQR Report Web E@Dﬂ
[9]:8 | Zancel |

Make sure the Server Name is set to the local server (in this case it is PSUNX), and then check the desired
process. Some reports use the same runtime variables as others so similar SQRs were grouped together in
the Process Scheduler. An example of this is the Schedule 5A-D Detail and Summary reports. Select OK
once all options are set.



You are returned to the report screen and near the top click the Process Monitor to view the status of the
run request.

Financial Transaction Detail

Run Comtrol ID:  adhoc Repor Manager Process Monitor Run

*Fiscal Year: | 2002 C,  Business Unit: UCR

‘Period: 17 2 07 - January
*Activity: |AD1375 S ClientServer SysPgrmiSprt
‘Function: qu Organized Research
“Funi Code: lmq GEMERAL FUNDS
‘Account: BC10 L BC, Faculty Appointments

Description Type

" Use Journal Line Description

* Use Account Description
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Process List SEvEr Lis
View Process Request For

User ID: LARRYW L Type: | ~lrast: | s |Days =] Refresh I

Server: |F'EUN}{ j Hame: | L Instance: | to |

Run ~| Distrilation - ¥ Save On Refresh

Status: I J Status I J
Process List Custamize | Find | Wiewe Al | i First 4] 10 o 4 (¥ Laat

Process X Digtribution 2

_— 2E0. |FTOCESSE IYype oo (USer | Hun status L |UElaNs
Select |Instance |Seq. |Process Type Hirme User Run Date/Time Run Status Status Details
& 4647 S2R Report DETLFIM  larmee 0953002004 3:31:35PM PDT  Queued FHIEA Details
E 4623 S0OR Report LCRATOS larmy 0992972004 217:08PM POT  Error Fosted Details
E 4622 S0R Report LICBALTR larmn 092972004 2:17:.08PM POT  Error Fosted Details
7 4621 SQR Report SCHDLSA larmae 097292004 11:46:08AM POT  Error Fosted Detailz

Click the Refresh button to update the status



User ID: |LARRYWY L Type: |
Server: IPSUN}{ j Name: |
Run Distribution -
Status: I J Status I J

Process List

j Last:

1 |Daﬁ,fs -

Q Instanc:e:| to |

MV Save On Refresh

E 4762 SQR Report DETLFIM larmewe 100472004 11:02:404M POT  Success Fosted Details
E 471 SGR Report DETLFIM larrpwe 10042004 10:22:41AM PDT  Error Fosted Cetails
= 4720 SGR Report DETLFIM larmpee 1000472004 10:05:334AM PDT  Error Fosted Cetails

Once the status of the job shows SUCCESS and POSTED you may view the detailed output of the report by

clicking Detalils.

Process Detail

Instance: ATE2 Type:
Harme: DETLFIN
Rum Status:  Success

SQR Report
Descriptione Financial Transaction Detail
Distribaution Status:  Posied

e [UpdateProcess

Fum Confrol 10 adhoc Mokl Redquest
Lacation: Senvar © Gueue Request
Server FS0ALN ' Cancel Request
" Delete Request
Recumence; € Restart Request
Actions |

Request Created One 100042004 11:08:41AM POT
Rum Amytime Afters 1000472004 17:08:404M POT
Began Process At 1000472004 17°08:5.24M POT
Ended Process At TV042004 11:00:064M POT

Parameters Transfer
Message Log
Baich Timings

View LowTrace

Click on View Log/Trace to access links to the runtime logs and PDF document created by the report.



View Logl/Trace
Report ID: 4003 Process Instance: 4762 hMessage Log
Name: DETLFIM Process Type: SOR Report
Run Status: Success

Financial Transaction Detail

Distribution Details

Distribution Node:  UCR_REPORT_MWODEExpiration Date: 1001172004

File Size -3 Datetime Created

Messadge Log 1,462 100472004 11:09:06.000000AM POT
Click here to view the Adobe PDF File 2,379 10004/2004 11:09:06.000000AM PDT
Trace File 19,370 100472004 11:09:06.000000AM PDT

Distribute To

Distribution ID Type *Distribution 1D

Lser ET

You will see a link that states, “Click here to view the Adobe PDF File.” That link will open the report
output
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Finally, the Financial Transaction Detail report is viewed via the PDF Internet Explorer plugin.
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Selecting the Report Manager link in the report’s runtime control page and then selecting the
Administration tab also allows access the report. Click the Description link to view the PDF.

Financial Transaction Detail

Fun Control ID:  adhoc Feport Manager Process Monitor

Fun

SFistalYasi: m €, Business Unit: UCR
‘Period: 17 O 07 - January
*Activity: |A01375 L ClientiServer SysiParmiSprt
‘Function: lr Q Drganized Research
*Fund Code: [19900 Q GEMNERAL FUNDS
*Account: |[BC10 S Be, Faculty Appointments

Description Type

" Use Journal Line Description

¥ Use Account Description
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Administration

Ehadd) 2

View Reports For

User ID: T Type: | jLast: I_“IIDaﬁ,rS vI Refresh |

Status: I *I Folﬂer:l j Instance: |

Report List

to: |

- 4004  47G3 Financial Transaction Detail 15”2;%33:1
r 4003 4762 Financial Transaction Detail 11DI33I§1DE«:1
[ 3473 AT Financial Transaction Detail 13@;522:,1
N 3972 4720 Financial Transaction Detail 13%?332;1

@Selecmll IE‘Iiileselect All

Delete |Clickthe delete huttan to delete the selected reportés)
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	Navigate to this link: http://peoplebooks.ucr.edu

