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The Report Manager stores reports run through Process Scheduler and lets you view,
print, or save online reports. As users have different levels of access to Report Manager
functionality based on their security, you may or may not be able to do everything
described in this manual.

Using Report Manager

The navigation to Report Manager is Reporting Tools > Report Manager. There are also
links on many processes to navigate directly to the Report Manager.

There are 4 tabs on the Report Manager. Reports can be viewed from the Explorer page,
the List page, or the Administration page. Most users can ignore the Archives page, as
they will not useit.

List Page

The Report Manager List page shows reports that have not been purged or have expired
that are available to you. By default, reports will stay in the Report Manager for 90 days,
unless deleted manually. The List page looks like the following:

J List Y Ewplorer ) Administration } Archives |

Folder: | =l mstance: | to: | ﬂl
Name:| Created 0n:| Eﬂ Last: |_1 IDavs 'I
Customize | Find | Wiew All | i First £l 1of 1 [ Last
i Completion Process
heport Report Lescription Folder Name .
Report Report Description Folder Name DateTime Report ID Instance
1 GLET003 BERERAL LEDEER General 10/04/05 11:034M 19251 2398230

SLIMMARY
List Page Options

In the “View Report For” section, the user can define specific criteria to reduce the
number of reports shown. Report Manager ignores blank fields as criteria. The
following options can be used to limit the reports seen

Folder Select a specific Folder to list only the Reports that are contained in
that Folder, if one is specified when the processiis run.

Instanceand to | Enter arange of Process Instances. Leave these fields blank to list all

I nstances.

Name Enter the Name or part of a Name to list only Reports that match the
Name entered.

Created On Use the Calendar, or enter a specific Dateto list only Reports that

are Created on that Date.




Last Useto display only those Reports that were Created in the last
number of Days, Hours, or Minutes. For example, to list only those
Reports that were Created within the last five days, enter 5 and
select Days.

Reftesh Click to update the Report list with Newly Run Reports and to use
any newly entered filtering criteria.

The details for reports include the following information.

Report Click the Name of a Report to display the Output File and any
associated Log or Message File on the Report Detail page. Click the
required Link to display the Report or Message Log in another
browser window.

Report Displays a detailed description of the Report.

Description

Folder Name Displays the Folder in which the Report is located.

Completion Displays the Date and Time at which the Report was Created.

Date/Time

Report ID Displays the Report ID that was automatically assigned when the
Report was run.

Process Instance | Displays the Process Instance Number that was automatically
assigned when the Report was run.

i Thisicon on the navigation bar at the top right hand side of the List
Page. Click the Download to download the List of the reportsto a
Microsoft Excel spreadsheet.

Report Manager — Explorer Page

The Explorer page is ahierarchical view of al reports the user is authorized to view,

based on the folder selected when the report was run. To view the report, click on the
hyperlink of the report to open it in anew window. NOTE —if no folder was selected
when the process was run, the report will likely not be available on the Explorer page.

T List ¥ Explorer ' Administration | Archives |
| | Mext | Last | Left |

General
[= 1IWSA nvision Reparts
=1 [GEMERAL LEDGER SUMMARY - 2005-10-04-11.10.19.000000]




Setting the Folder Typeto View Reportsin the Explorer Page

When a process is run to the Web (to the Report Manager), a Distribution hyperlink is
active. Click on that link.

Pracess Scheduler Request

User ID: JUIK Run Control ID: ALLIOBS

Server Name: IF'SUN>< 'I Run Date: |1DID4IEDDS [5]
Recurrence: I 'I Run Time: |11:24:29AM Resetto Current DatelTime |

Time Zone: I Q

Select Description Process Name Process Type ‘Type ‘Format Distribution
¥ General Ledger Summary GLE7003 SQR Report [wen =|[POF  =| Distribution

The Distribution Detail will be shown on the screen. Change the Folder Name to one of
the available folders to see the reports on the Explorer page.

Distribution Detail

Process Name: GLS7003

Diococe Tupoe Ciob o
Folder Name: ion Reports =L il EESVTETSNRE YT If additional
Nistribute Ta peop| e ShOU| d

‘Distribution ID . .
T [T -— S seethisreport in
Report Manager,
add their user ID
to the ‘ Distribute
Email Subject: Email With Log O Email Web Report TO’ Sect|0n here'
=
Message Text:
=l
=
Email Address List:
=
=

Ok | Cancel |

Administration Page

The Report Manager Administration page will allow the deletion of reportsin the
repository, in addition to viewing and adding users to view the report. Only the reports a
user has access to will be available for deletion.

To view the report, click on the Details link, then select thefile.



[ List Y Explorer | Administration Y Armhives |

User ID: |!JUK Type: | jLast: |_1|Days 'I Refresh |

Status: *| Folder: ¥ | Instance: fo:
| [ | [ | |

Report List Custornize | Find | view &1l | B8 First [ 12 or 2 [ Last

-

Select Report Prcs

D Instance Description Request DateTime Format Status  Details

r 19257 2398231 General Ledger Summary wggggg; f‘f;%%a‘ Posted  Details
O 19251 2398230 General Ledger Surnrmary | 02005 Arobal - po e Details
11:03:254M ¢ pdf)
v
Select All Ceselect All

%ICIickthe delete button to delete the selected reportis)

To delete areport, check the corresponding checkbox, then press the Delete button. The
reports will be purged from the system.

Modifying the Report Distribution List

To modify the list of users authorized to view areport it is necessary to modify the
distribution list associated with the report. 1f the user has authority to perform this
function the Report Detail page will allow the addition of additional users.

{ List Y Explorer " Administration Y Archives

User ID: LK, Type: | j Last: I_SlDaYS j
status: | | Folder:]| >lmstance: | 2337480 tor | 2397485
Report List Customize | Find | view &l | B8 First (44 or 4 [ Last
Select Report Pres Description Request DateTime Format Status  Details
=== D Istance ==

10/04520045 Acrobat !
'l 17885 2397482 General Ledger Summary 504 354N * el Fosted Details

The Report Detail page appears. If you don't have authorization to add users, the pageis
in display-only mode.



Report Detail

Report ID: 17885 Process Instance: 2397482 Message Log
Name: GLEY003 Process Type: SGR Report
Run Status:  Success

General Ledger Summary

Distribution Node:  SFE3GLD_RFT_MODExpiration Date: |D1 022006 [3]

File List

Name File Size (wytes) Datetime Created

Message Log 1,749 10/04/2005 9:05:10.000000AM POT
Qls7003 2397482 PDF 13173 10/04/2005 9:05:10.000000AM POT
Trace File 131 10/04/2005 9:05:10.000000AM POT

Distribute To
Distribution ID Type ‘Distribution ID

IUser vI Juk QL =

Click on the Add icon to add user or role IDs to the distribution list, then click on OK.
Make sure to save the changes to keep them.

Viewing Reportsdirectly from Process M onitor

Reports run through process monitor are also available directly from process monitor,
you do not need to go to the Report Manager to view them. To see the reports, click on
the Details hyperlink once the process is Success and Posted.

{ ProcessList | SemerList |

User ID: IJUK Q. Type: I ‘lLast: I 3 IDays 'l Refresh |
Server: I 'l Name: I Q Ins‘tnnce:l to |
Run I vl Distribution I vl ¥ Save On Refresh

Status: Status

“p

Process List Customize | Find | || | e First [ 1 or 1 (] Last

Process . Distribution .
1 VI f
Select Instance Seq. Process Type Name User Run Date Time Run Status Status Details
I 2397482 SQR Report GLS7003  JUK 10/0452005 9:04:28AM PDT Success Fosted Details

The Process Details appear, click on the View Log/Trace hyperlink.




Process Detail

Instance: 2387482 Type: SGR Report

Name: GLST003 Description: General Ledoer Surmmary
Run Status:  Success Distribution Status: Posted

Run Control ID: ALLIOBS " Hold Request
Location: Semer  Queue Request

© Cancel Request
" Delete Request
" Restart Request

Server: PEUMK

Recurrence:

Request Created On: 10/04/2005 9:04:38AM PDT Parameters Transfer
Run Anytime After:  10/04/2005 9:04:28AM PDT Message Log

Began Process At:  10/04/2005 9:04:59AM PDT Batch Timings

Ended Process At:  10/04/2005 9:05:10AM POT Wiew LogTrace

The View Log/Trace page appears, along with alink to the Report. This screen isthe
same that is seen when you look at the report in Report Manager. Click on the report
hyperlink, and the report will open in a new window.

View LoglTrace

ReportlD: 17885 Process Instance: 2397482 Message Log
Name: ELST003 Process Type: S0R Report
Run Status:  Success

General Ledger Sumrmary

Distribution Node: SF83GLD_RPT_MNODExpiration Date: ID'I 0252006

File List

Name File Size {bytes) Datetime Created

TR s 1,749 10/04/2008 9:05:10.00000040M POT
gls¥003 2397482 POF 13,173 10042005 9:05:10.000000AM POT
TTace Fie 13 10/04/2005 9:05:10.0000004M POT
Distribution ID Type ‘Distribution ID

User JUIK



Using “My Reports’ Pagelet

PeopleSoft has the option of including a pagelet on the main page that has links to your
reports that have been run. To add this pagelet, click on the * Personalize Content”
hyperlink, which is just above the main menu:

FPersonalize Content | Layvout

Search:

[+ hiy Favarites

[ Employee Self-Semvice
[ Manager Self-Service
[ Customers

)

The following options are available:

Personalize Content

Choose Pagelets:

Simply check the items that you want to appear on your homepage.

Rememiaerto click "Save" when dane.

Arrange Pagelets:

Goto  Personalize Layout

Welcome Message:

PeopleSoft Applications

ful 2

Cross-Financials

Media Sources

I~ Mty Reports

waln Weny

Products

Availabili

Praoduct Altatnates
Product Motes

Product Search

Current Product Sumimary
Product Specifications

OooooagaaQ

OOOooogogogoano

Operational Threshold Chart
Operational Threshold Alert
Manage Proposals

Manadge Contracts

Manage Depatments
Manage Practice

Manage Project Accounting

Manage Programs &
Projects

Eesource Self Semvice

Promotions

Custemers

ooooa

Customer Account Balances
Customer Ading

Customer Conversations
Customer Motes

Custamer Search

Customer Contracts

OoOooono

Most Recent Contracts
Top Five Contracts
Caontract Milestone Metric

Contract Product Group
Metric

Contract Status etric

Check the My Reports Hyperlink, and then press save at the bottom of the page. Then
click on the link “Personalize Layout” to arrange the pagelet.

By default, there are two columns, and the “My Reports” will appear under the Menu.
To move it, click on it to highlight it, then click on the arrows to move it to the right
column. You can change the view to three columns, it is a personal preference asto what

you like to see:



Personalize Layout

Basic Layout: lc o

2 columns 3 columns
Click arrows to move pagelets up and down arinto neighboring columns. Click "Delete Pagelet
to remowe the selected pagelet fram your portal home page. Remember to click "Save" when done.
Add Pagelets: Goto  Personalize Content

# = Required - fixed position pagelet
* = Reqguired - movesahle pagelet

Left Column: Right Column:

Menu --Mo Pagelets Selected--

Example of “My Reports’ with two columns, in the Right Column:

Personalize Content | Layout

Menu = £ I My Reports
Search: Report Folder
(€] BLCT5M- seneral

[ Wy Favorites

2005-09-19-07 13.5
[ Emploves Selt-Service

[ Manager Self-Service _ General

b EH RS 005-09-16-12.25.5
[- Pariners GLCTA01- General

[ Products 005-09-18-11.85.2
> Catalog Management

Y EIN2005 General

[> Custamer Contracts B A
[+ Order Management GLCTA01- General

> Pricing Configuration

2005-09-16-11 443
- Customer Retutns

[ Items

[ Cost Accounting Report Manager
[ Vendars

> Purchasing

[ Inventory

[ eProcurement

& Qandras Prarirarmant

Example of “My Reports’ with three columns, in the Right Column:
PeopleSoft.

Personalize Content | Layout

Sign out

Menu =2 My Reports
Search: Report Folder
| ) BLCTE01- General

[ My Favorites

005091907 13.5
[ Employee Self-Service

I Manager Self-Service GLCT501- General

[» Customers 2005-09-16-12 25.5
[ Parners GLCTS01- General

[> Products 2005-09-16-11.55.3
> Catalog Management

> Pramations FIr2004 General

[> Custamer Contracts 2005-09-18-11.51.2
[ Order Management GLCT501- General

[ Pricing Configuration

2006-09-18-11.44.3
[» Customer Returns

[ ltems

[» CostAccounting Repart Manager
[ Wendors

[ Purchasing

> Inwentory

Note — this pagelet only shows up on the HOME page, so press HOME to get back to this
screen.
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To view the report, click on the corresponding hyperlink, the following will appear.

Report ID: 18677 Process Instance: 2397399 Message Log
Name: GLCTS01- Process Type: Crystal
Run Status:  Success

Journal Entry Print

Distribution Node:  SF2E0EY_RPT_MODExpiration Date: |1 21812004

File List

Hame File Size (hytes} Datetime Created

il 1] 084 Y2005 ¥:13:58.0000005 COT
GLEYa01- 2397399.POF 42,168 0951 Y2005 ¥:13:58.00000046 COT
PEODIESOI Tace rie 465 09 92005 7:13:58.0000004M CODT
Distribution 1D Type ‘Distribution ID
User JUK

The report will have an extension after it (i.e. PDF or XLS, depending on the report run.
You will also see atrace file and a message log, which will state any issues the report had
when run.
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