PeopleSoft 9.0 Reports — Web Interface

Requirements: Before using the web-reporting interface, make sure you have installed one of the
supported browsers from the list in step one below. You will also need Adobe Acrobat Reader
(http://www.adobe.com/products/acrobat/readstep2.html).

1. Open your browser; in the address bar enter https://finreport.brandeis.edu

e Internet Explorer 6, 7 & 8, Firefox v3.6 and Safari 4 and 5 are supported browsers for web
report distribution. If you’re using any other browser and find you are having problems, you
should try again using one of the browsers listed above.

o  Enter your UNet username and password

NOTE: If you enter your password incorrectly 5 times, your account will be locked out; you will need to
call Lida Bensman (64564), Gail Wine (64652) or Richard Trudel (64532) to have it unlocked


http://www.adobe.com/products/acrobat/readstep2.html
https://finreport.brandeis.edu/
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Navigate to the Run Reports/Run Control ID page:

1. Inthe Menu (located on the left side of the page) select the following hyperlinks; Brandeis
Reports > Brandeis Reports > Web Distribution Reporting > Run Reports

If you’ve already created your MyReports Run Control ID, skip to Find an Existing ID (Page 3)

Create a run Control ID: Only to be done the first time you run reports

1. Click the tab labeled Add a New Value

2. Inthe Run Control ID box enter the following: MyReports

3. Click the Add button (skip to page 4 to continue)

Create A Run Control ID:

PeopleSoft.

Search:

®

=~ Brandeis Repors
= Brandeis Reports
= Web Distribution

Reparing
— Run Reports

[» Application Diagnostics

[ PeopleTools

— Change My Password

— My Personalizations

— My System Profile

BR Rpt Dist

/ Eind an Existing Value " Add a New Value

Run Control ID: | lyReports|
Add

Find an Existing Value | Add a New Value

Add to Favorite:
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Find an Existing Run Control ID:

1.

2.

Click the tab labeled Find an Existing Value
In the Run Control ID Begins With box enter the following: my
Click the Search button

In the resulting Search Results table click My Reports

Find An Existing Run Control ID:

PeopleSoft.

= Brandeis Reports

= Brandeis Reports
= Weh Distribution

Reporting [ Find an Existing Value Y Add a New Value |

— Run Reports

[» Application Diagnostics

[ PeopleTools

— Chanae My Passward [Icase Sensitive

— My Personalizations

— My Systern Profile

BR Rpt Dist

Enter any information you have and click Search. Leave fields hlank for a list of all values.

Add to

Search by: Run Control ID begins with .my

Search | Advanced Search

Search Results

[ 1or1 3]
Run Control ID Language Code
MyReports English
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This example will run all reports available for all department IDs available. The selected fiscal year is
2005, and the budget period will be October 2004 (period 4).

NOTE: Fiscal years run July — June
Example: Fiscal year 2011: July 01, 2010 — June 30, 2011

Select Report Criteria: Each of the steps are illustrated in the image below

1. Select your fiscal year; you may click the spyglass icon to see available years

2. Select your Accounting Period; you may click the spyglass icon to see available periods

3. Select the Dept Ids; click the Select All button (you may also run reports individually)

4. Save your selection; click the Save Selection button

5. Proceed to the process scheduler request; Click Run

Select Report Criteria:

Search:

=~ Brandeis Reporis
= Brandeis Repors
= Web Distribution
Reporing
— Run Reporis
[> Application Diagnostics
[ PeopleTools
— Change My Password
— My Personalizations
— My System Profile

PeopleSoft.

®

Look Up Fiscal Year

Search by: Fiscal Year=

Look Up | Cancel | Advanced Le

Search Results
[4] 142 ofaz |

iscal Year

‘
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2002

2000

PeopleSoft.

Search: B
J(© i
Look Up Accounting

Search I;y; Accounting Periog
Look Up | Cancel I.i.dvance

Search Results

=7 Brandeis Reporis
= Brandeis Reports
= Web Distribution
Reporting
— Run Reports
[> Application Diagnostics
[ PeopleTools
— Change My Password
— My Personalizations
— My Systemn Profile

[4] 112 o

[Accounting Period Abbreviation
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AUG
SEP
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NOV

==
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Search:

= Brandeis Repors
= Brandeis Reports
= Web Distribution
Reporting
— Run Reporis

[ PeopleTools

— Change My Password
— My Personalizations
— My System Profile

[> Application Diagnostics

PeopleSoft.

&

Add to Favorites

New Window | Customize

{ BrRptDistRun
Run Control IOt MyRepyrs
“Fiscal Year: 2005|

Report Manager Process Monitor Run I

*Accounting Period: 40\ End Date will be: 31-0CT-04
Department Selection First [*] 12 o2 [ :
Department  Description Select
16100 Biochemistry
16200 Biology
Select Al | Degelect All| Save Selection |
B Save | £\ Return to Search | = Motify | B Add | & Update/Displa
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Configure Process Scheduler Request/Run report:
1. Set the server name to PSUNX
2. Select the reports you want (see below for report names/descriptions)

3. Click the OK button (you will be returned to the select report criteria page)

Report names/descriptions:

Budg/Actuals Summ - Fund 11 — Non-grants summary report
Budg/Actuals Detail - Fund 11 — Non-grants transaction (detail) report
Open Commitments - Fund 11 — Non-grants open commitment report
LDS - Fund 11 — Non-grants labor distribution report

Budg/Actuals Summ - Fund 12 — Projects summary report
Budg/Actuals Detail - Fund 12 — Projects transaction (detail) report
Open Commitments - Fund 12 — Projects open commitment report
LDS - Fund 12 — Projects labor distribution report

Budg/Actuals Summ - Grants — Grants summary report
Budg/Actuals Detail - Grants — Grants transaction (detail) report
Open Commitments - Grants — Grants open commitment report
LDS - Grants — Grants labor distribution report

Configure Process Scheduler Request:

PeopleSoft. —
Search:
@ Process Scheduler Request
=7 Brandeis Reports
+ Brandeis Reports User ID: MSMELL1 Run Control ID: MyReparts
=7 Yeh Distribution
Repartin
| F.'ln ,;.F, = | Server Name ‘ PEUNK | Run Date: 04/23/2004 Ed)
[> Reporting Tools Recurrence: —n Run Time: 11:08:17AM Resetto Current Date/Time |
[ PeopleTools 3
Change My Password Time Zone: QJ
My Personalizations Process List
My Systern Profile Select Description Process Name Process Type Type *Format
LOS - Fund 11 BRLOSA S0R Report Web vl FOF v Eﬂ
LDS - Grants BRLDSC SOR Repart weh  [v][roF  [v] E
Open Commitments - Fund 11 BROPEMCA SQR Report Weh  |w| | PDF vI Eﬂ
Open Cormmitments - Fund 12 BROPENCE SOR Report [wen [v][PoF  [v] EW
Open Commitments - Grants BROPEMCC SOR Report IWeb !vl [PDF vl Eﬁ
Budg/ctuals Summ - Fund 11 BRSUMMA 50R Repart [wen [v|[POF  [v] EH
Budgractuals Summ - Fund 12 BRSUMMB SOR Report |Web |ZI | POF v| EH
Budg/Actuals Surnm - Grants BRSUMMC SQR Report web |v|[POF  [v| EH
Budgiactuals Detail - Fund 11 BRTRANSA, SOR Report wen  [v][roF  [v] EH
BudglActuals Detail - Grants BRTRANSC SGR Report Veb [ FOF |v| Eﬂ
Ok | Cancel
&l NS T
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After clicking the OK button you are returned to the page where you selected your report criteria. Your
reports have been submitted to the process scheduler, the system will run your reports in the order in which
they were received, only 3 reports can run at any one time and there may be other people ahead of you.
You can use the Process Monitor to see what state your reports are in.

PeopleSoft.

Home Add
Search: Mev
~ Brandeis Reports | BrRpLDStRun
= Brandeis Repors
= \eb Dl_strlhutlon Run Control 1D KyReports Report I%anacer Process Monitor Run
Reporing
— Run Reports Process Instance:56068 56069 ,56070,56071 56072 56073,56074 56075 56076 56077 56078 560749

1. Click the Process Monitor Link

The image below shows all of the reports submitted within the last one day (you can
change amount of days in your view by changing the number in the Last: field and
clicking refresh).

Your reports may take some time to complete; this all depends on how many people are

using the system and how large the reports are. To update the Run Status of your reports
click the refresh button.

Process Monitor:

PeopleSoft.

Add to Favorites

Mew Window | Customize Page

= Brandeis Reports ; i Brocesslist |
= Brandeis Reports lView Process Request For
= Weh Distribution e
Reporting User[D: [JASTRAIN | @, Type: Last: 1| [Days [w] Refresh |
— Run Repors T = = ) — g =

I Application Diagnostics Server: Name: | | Instance: to

— Chanage My Password Status: Status

— My Personalizations Process List Customize | Find |

— My System Prafile = e Distributi

Select Instance Seq. Process Type £rocess ser Run DateTime Run Status oo OULON g
Name Status

56079 SR Report BRTRAMNSC MSTRAIN 11/30/2004 10:17:37AM PST  Queued A Details
56078 S0OR Report BRTRAMNSE MSTRAIN 11/30/2004 10:17:37AM PST  Queued MNIA Details
56077 SR Report BRTRAMNSA MSTRAIN 11/30/2004 10:17:37AM PST  Queued A Details
56076 S0OR Report BREUMMC  MSTRAIN 11/30/2004 10:17:37AM PST  Queued MNIA Details
56075 SR Report BREUMME MSTRAIN 11/30/2004 10:17:37AM PST  Queued A Details
56074 S0OR Report BREUMMA  MSTRAIN 11/30/2004 10:17:37AM PST  Queued MNIA Details
56073 SR Report BROPEMCC MSTRAIN 11/30/2004 10:17:37AM PST  Processing  MN/A Details
56072 S0OR Report BROPEMCE MSTRAIN 11/30/2004 10:17:37AM PST  Processing  MN/A Details
56071 SR Report BROPEMCA MSTRAIN 11/30/2004 10:17:37AM PST  Processing  MN/A Details
56070 S0OR Report BRLDSC MSTRAIM 11/30/2004 10:17:37AM PST  Success Fosted Details
56069 SR Report BRLDSB MSTRAIM 11/30/2004 10:17:37AM PST ~ Success Fosted Details
56068 S0OR Report BRLDSA MSTRAIN 11/30/2004 10:17:37AM P UCCess Fosted Details
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Viewing your reports:
1. Locate a report with a Run Status reading Success
2. Click the Details link next to that report (in this example I’m using LDS — Fund 11)

The process detail screen contains information about the run process

3. Click the View Log/Trace link

Process Detail:

PeopleSoft.

Process Detail

=» Brandeis Reports

= Brandeis Reports
= Web Distribution

Reporting Instance: 56068 Type: SUR Report
— Run Reports _—
Hame: Description: £
T Aolicasin Ocamiuc i BRELDSA o LDE - Fund 11
[> PeopleTools Run Status;  Success Distribution Status: Posted

— Change My Password
— My Personalizations
— My System Profile

Run Control ID: MyReports Hold Request
Location: Server Queue Request
Server: PSUMX Cancel Request

O Delete Request
e Restart Request
Request Created On: 11/30/2004 10:19:18AM PST Parameters Transfer
Run Anytime After: 113002004 1017 37AM PST IMessage Log

Began Process At 11/30/2004 10:19:374M PST
Ended Process At:  11/30/2004 10:19:5040 PS5

View LogTrace

OK Cancel
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The View Log/Trace page contains 4 links:

Message.log — Information about the completed process
Bridsa_56068.PDF — Your report in PDF format
Trace File — Information about the completed process
Bridsa_MyReports.csv — Your Report in CSV format

IMPORTANT: If there is no PDF file in View Log/Trace, there is no activity in the Dept ID for the period
you selected. In cases such as this, you’ll find that the CSV file is empty as well.

View Log/Trace Page:

PeopleSoft.

Bt IiE ]
®

= Brandeis Reports

View Log/Trace
= Brandeis Reports epo

= Web Distribution ReportiD: 15619 Process Instance: 56068 Message Log
Reporting
— Run Reports Name: BRLDSA Process Type: SQR Report
[> Application Diagnostics Run Status: Success
> PeopleToals

— Chanage My F_'as_sword LDS - Fund 11
— My Personalizations R -
— My Systemn Profile . - -

Distribution Node: NTNODE Expiration Date:  |02/28/2005 |

Hame File Size (bytes) Datetime Created

Bocade Log 1885 11/30/2004 10:19:50. 000000AM PST
bridsa 56068.FDF 47 705 113042004 10:19:50.000000AM PST
= = 411 11/30/2004 10:19:50.000000AM PST
bridsa KvReparts csv 24 717 11/30/2004 10:19:50.000000AM PST

iasirnsta To

Distribution ID Type *Distribution 1D
User MSTRAIN

6. Once open, you can save the report to your hard disk by clicking the Save icon

To save this pdf report to your hard disk, click the save icon

&) https:Hﬁnreport.hrandeis.ndﬁ?psrepurls.‘FRPTMﬂ1011brldsa_4265.PDF - Microsoft Internet Explorer L._JLI:IJE
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7. To view your CSV report, click on its link (in the example it would be Brldsa_MyReports.csv)

8. Once open, you can save the report to your hard disk by Choosing File and Save As

'—Q https:/ffinreport. brandeis.edu/psreports/FRPT04/1101/bridsa_MyReports.csv - Microsoft Internet Explorer E]@
File  Edit Yew Insert Format Tools Data  Acrobat GoTo  Favorites  Help ;;'
Mew » 1 —~ P 3
A N P | | s
open... o (0 | ) Search \J‘ Favorites @Mad\a w{“ m] i = N @ \i
| Save bs... — T -
= is.edufpsreports/FRPTE41 101 fbrldsa_MyReports.csyv | B |Lnks >
eptid
5erd il 2 ) [ ) [ [ ) [ [ [ ) [ [ o [
Impart and Expart... unt  Account DIEmplid  |Current Mc Current Mo Current McYTD Amount
/ I
| Properties

Once the files are saved to your disk you can view them at will, and manipulate the CSV file in Excel.

Retrieving Reports Later:

If you haven’t the time to wait for your reports to finish, or if you

Peop]esoft " walk away and your session times out (30 minutes) you can always

go back and retrieve your reports using the process monitor.

1. Inthe Menu (located on the left side of the page)
select the following hyperlinks; People Tools >
Process Scheduler > Process Monitor

[* Brandeis Reports

[» Reporting Tools 2. Return to Viewing your reports (Page 7) for

= PeopleTools further instruction (page 6 has more information

= Process Scheduler the process monitor for your reference)
= Process Monitor
Chande by Passwaord
My Personalizations
bty Systerm Profile

e If you know of somebody that needs access to the web-reporting interface, ask his/her department
head to visit http://www.brandeis.edu/controller/forms/webaccess.html and complete the request

form on-line.

e If you want to receive a monthly email notifying you that an accounting period has closed, send a
blank email to join-psreportnotification@lists.brandeis.edu or visit
http://www.brandeis.edu/controller/forms/reportnotify.html.
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