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Running Reports Overview

You can run reports to extract information from NIS. A number of reports are available in each of
the different modules (Accounts Payable, Fixed Assets, etc.). This lesson provides examples of
how reports are generally run in NIS.

When you run an NIS report, it may:

o Display a series of data windows for you to complete before running the report including
Data Selection, Data Sequencing, and/or Processing Options, or

e Run automatically without requiring data selection (report criteria). In these cases, these
instructions do not apply.

Running Reports Lesson

Procedure

This lesson shows how to:

~ Select a Report Version

~ Enter Data Selections

~ Enter Data Sequencing Information

~ Submit a Report for Processing (Printer Selection Window)

Step Action

1. This lesson provides an example of how reports are generally run in NIS. Though
we will use a report within the Address Book for this lesson, the principles apply
for reports throughout NIS.
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ORACLE PEEF, LITTLE B0 LDVB10]

Sign Out
EnterpriseOne Menu @ =10
Open Applications
You have no running applications The EnterpriseOne Menu contains several links to the applications

Open New Window These links will always be atthe left of your screens, no matter what application you are using.

You can also hide the menu when you need more space for your work,

Welcome!

[> NIS State of Nebraska

[ Roles

[ Actions

[> Preferences

Done €D Internet 100% v

Step Action

2.
Click the NIS State of Nebraska link.
[MIS State of Nebraska|
3.
Click the Address Book link.
4.
Click the State Accounting - Central AB Maint link.
State Accounting - Central AB
aint
5.
Click the Address Book Reports link.
[sddress Book Repaorts|
Reports can be identified by the blue dot next to the title.
Click the Reports by Address link.
Reports by Address|
8. Most reports will begin at the Version Prompting window. However some

reports require you to choose a report version.
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ORACLE PEEP, LITTLE BO Im
Work With Batch Versions - Available Versions @
Select  Find Clese Row Ferm Took
..r X H B
Batch Application W One Line Per Address
Read Only Report (YIN) ,—
Records 1-8 Customize Grid O]
B version Version Title g:n: User Security Description
[J NE014021 test TROBERT 05/24/2002 0 NO SECURITY
[J NE9990001 One Line Per Address UATRJONESS 11/14/2005 0 NO SECURITY
[] NIs0001 Special Report - DELETE ME JJOMES 04/09/2002 0 MO SECURITY
[ MIS0001A Sample NISMWILHEL 06/10/2002 0 NO SECURITY
[] MIS0001B Sample TN999COR 06/13/2002 0 NO SECURITY
[ XJDE0O0D1 One Line Per Address PSFT 11/08/2002 1 MEDIUM SECURITY
[0 XJDEDOC1 Screen Shot- 1 Address per Line PSFT 03/14/2000 1 MEDIUM SECURITY
[] ZJDEDOO1 One Line Per Address PSFT 06/05/1998 0 MO SECURITY
< | ¥
Done (3 & mternet H 100% v
Step Action
9. If the report you are running has multiple versions you will need to select the
appropriate version for you . In this lesson we are going to use the NE9990001
version.
Click the NE9990001 option.
10.
Click the Select (Ctrl+Alt+S) button.
11. You will be taken to the Version Prompting window. Most reports will begin at
the Version Prompting window (after choosing the report from the menu).
On this window you are given the option to select Data Selection or Data
Sequencing.
12. Data Selection - Displays the Data Selection window, where you specify the
search criteria for the report.
13. Data Sequencing - Displays the Data Sequencing window where you will specify

the sort order for the report data.
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Step Action
14. You can select one, neither, or both depending on whether you want to adjust the

search criteria, adjust the order in which the data is displayed, or accept the system
defaults.

For most reports you will only select Data Selection. In this lesson we will be
selecting both.

ORACLE R —
Version P.rumpting @
[ Data Selection [Data Sequencing ‘
Done €D Internet #100% T
Step Action
15.
Click the Data Selection option.
16.
Click the Data Sequencing option.
17.
Click the Submit (Ctrl + Shift + U) button.
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Step Action

18. Data selections control which fields or search criteria the report uses for its data.
The Data Selection window may already contain default specifications, or you
may need to enter your own specifications.

You can also remove a data selection. To do this choose the row in the grid by
clicking on the check box next to the row and then click Delete to remove the
selected row.

Any changes you make here will not change the default settings for this report
version.
In this lesson we are going to change and add some specifications.

CORACLE PEEP_LITTLE BO [JDVB10]

Sign Out
Data Selection
OK Cancel Delete Up  Down

v X 0 B =

Operator Left Operand Comparison Right Operand
[] where |Address Number (FO101)(ANB8)[BC] v | |is equalto ~| [ Nun v
o | il | ~|
o | i v | |

Add Row

Advanced

Done € mternet H100%

Step Action

19.
Click the Left Operand list.
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PEEP, LTTLE BO [JDVa10]

ORACLE Sian Out
Data Selection
OK Cancel Delete Up  Down
v X 0
(Operator | Left Operand (Comparison Right Operand
| Where Address Number (FO101) (ANS) [BC] @ is equal to || Null -
Address Mumber (FO101) (ANS) [BC]
| Businsss Unt (FO101) (MCL) EECI | | L)
Date - Beginning Effective (FO101) (EFTB) [BC]
And v - v
El Description - C {FO101) (DC) [BC] | I |
Name - Alpha (F0101) (ALPH) [BC]
Add Row Search Type (FO101) (AT1) [BC]
Advanced
Done € Internet 100% v

Step Action

20.
Click the Search Type (F0101) (AT1) [BC] list item.
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PEEP, LITTLE BO [JDVB10]

Sign Out

Data Selection

OK Cance] Delete Up  Down

v X 0T H @

[0 where

ENET

Operator | Left Operand Comparison Right Operand

|

8| |

0 [mew

Add Row

Advanced

FL00% v

€ Internet

Done

Step

Action

21.

Click the Right Operand list.
I v
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ORACLE PEEP. LITLE BO [JDVB10]
Sian Out
Data Selection e
OK Cancel Delle Up  Down
v X m
[ [operatorfieftoperana  |Comparison  |RightOperand |
| Where Search Type (FO101) (AT1) [BC] v | |is equalto v v
0 [mno ]| “l[ o S
ENET . Eiic
Business Unit (FO101) (MCU) [BC]
Add Row Description - Compressed (F0101) (DC) [BC]
Add Row Name - Alpha (F0101) (ALPH) [BC]
Advanced Search Type (FO101) (AT1)[(BC]
Done € Internet 100% v
Step Action
22.
Click the Literal list item.
[Literal |
23. After clicking Literal the Select Literal Value window appears. Literal is the

most frequently used Right Operand.

The Select Literal VValue window consists of three tabs, the first of which is
Single Value - to enter the only one value.

Single Value, the default, is the most widely used and most widely available.
Some reports do not offer ranges or lists.
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ORACLE PEEP, LITTLE BO Im
Select Literal Value
Literal Value: ||7Q
Dar € Internet L 100% v
Step Action
24.
Click the Range of Values tab.
Range of Values
25. The second tab is Range of Values - to enter a beginning value and an ending
value.
26.
Click the List of Values tab.
List of Values
217. List of Values - to enter many values.
28.
Click the Single Value tab.
29.

Click the Visual Assist (F2) button.

=
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Seace
ut
Select User Define Code @
Sekct Fpd  Cpse Tools
e
Product Code o ADDRESS BOOK
User Defined Codes ’37— Search Type
Records 1-10 Customize Grid m
Description Description 2

@ A APPLICANT HR USE OMLY

O Ac AGENCY INTERMAL AGENCY BILLING EN

OB BUYER STATE PURCHASING USE ONLY

(@@ CUSTOMERS ACCOUNTS RECEIVABLE

(@)[cX HHSS LAB CUSTOMERS HHSS LAB USE ONLY

D AGENCY DEPOSIT LOCATIONS

OE EMPLOYEES HR USE ONLY

OF FACILITY BILL TO FOR IBTS & SHIP TOLOC

O FD FUNDS SYSTEM USE ONLY

© M FIRE MARSHAL EQUIPMENT FIRE MARSHAL USE ONLY
Done € Internet L 100% v

Step Action

30.
Click the F option.

31
Click the Select (Ctrl+Alt+S) button.
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ORACLE PEEP. LITTLE BO [JDVB10]
Sian Out
Select Literal Value
0K cancel
v X

Single Value | Range of Values | List of Values

Literal Value: B Q

€ Internet L 100% v

Step Action

32.
Click the OK (Ctrl+Alt+O) button.

33.
Click the Left Operand list.
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ORACLE

PEEP LITTLE BO [JOVB10]
Data Selection

Sign Out
OK Cance Delete Up  Down

v X 0T H @

Operator Left Operand Comparison Right Operand
Il

Where | Search Type (FO101) (AT1) BC] | [is equalto ¥ [F -
a Address Number (FO101) (ANE) [BC]

| |
Address Mumber (FO101) (ANS) [BC]
o Business Unit (FO101) (MCU) [BC]
Date - Beginning Effective (FO101) (EFTB) [BC]
Description - Compressed (F0101) (DC) [BC]
Name - Alpha (F0101) (ALPH) [BC]
Advanced Search Type (F0101) (AT1) [BC]

v|

Add Row

Done

€ Internet

F100% v

Step Action
34.

Click the Name - Alpha (F0101) (ALPH) [BC] list item.
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PEEP, LTTLE BO [JDVa10]

ORACLE Sion 0t
Data Selection

OK Cancel Dekle Up  Down

v X 0

Operator |Left Operand Comparison Right Operand

[1 Where [Search Type (FO101) (AT1)[BC] | [is equalto v [ -

0 Name - Alpha (FO101) (ALPH) [BC] v | v ~|

O [mei]] v | v | -

Add Row

Advanced
Done € Internet 100% v

Step Action
35.

Click the Comparison list.

I v
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ORACLE’

PEEP, LITTLE BO [JDVB10]
Data Selection
OK Cancel Delle Up  Down

v X 0T H @

| ‘Where Search Type (FO101) (AT1) [BC] | |is equalto
[1 [And || Name- Alpha (FO101) (ALPH) [BC] v/ \ .,.|
g m | v‘ is not equal to ‘ "l
is less than
Add Row is less than or equal to
is greater than
Advanced

is greater than or equal to

Done

€ Internet

F 0% v

Step Action

36.

Click the is not equal to list item.
[is not equal to |

Page 14




Q Training Guide
At e Running Reports

PEEP, LITTLE BO [JDVB10]

ORACLE Sign Out
Data Selection

OK Cance Delete Up  Down

v X m

Operator | Left Operand Comparison Right Operand

[0 Where |Search Type (FO101) (AT1) [BC] v | |is equalto || ~

(13 9] [vame - A 100 e | ErTrET— |

O [ il o v

Add Row

Advanced
Done € Internet 100% v

Step Action
37.

Click the Right Operand list.
I v
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Data Selection
OK Cancel Delle Up  Down
v X 0
Operator |Left Operand Comparison Right Operand
O

‘Where Search Type (FO101) (AT1) [BC] is equal to

[1 [And || Name- Alpha (FO101) (ALPH) [BC]

v\ |is not equal to v\
O [mev] vl | o) T
Null
Add Row Literal
Advanced

Business Unit (FO101) (MCU} [BC]
Description - Compressed (FO101) (DC) [BC]
Name - Alpha (FO101) (ALPH) [BC]

Search Type (FO101) (AT1) [BC]

Done

€ Internet

HL00% v

Step Action

38.

Click the Null list item.
[Mull
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PEEP, LTTLE BO [JDVa10]

ORACLE Sign Out
Data Selection

OK Cance] Delete Up  Down

v X m

Operator | Left Operand Comparison Right Operand

[0 Where |Search Type (FO101) (AT1) [BC] v | |is equalto || ~

1 [ona ) tama- v o1 e oo v T —

O [ il Al v

Add Row

Advanced
Done € Internet 100% v

Step Action
39.

Click the Left Operand list.
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ORACLE
Data Selection

OK  Cance Delete Up  Down

v X 0T H @

Operator Left Operand Comparison Right Operand
1 where |Search Type (FO101) (AT1)[BC] v||is equalto ~| [F ~
O [ Name - A1pha (F0101) (ALPH) [BC) +|[is not equal to e [ruu |
u Ml 4| v
Address Number (FO101) (ANE) [BC]
Add Row Business Unit (FO101) (MCU) [BC]
Date - Beginning Effective (FO101) (EFTB) [BC]
Description - Compressed (F0101) (DC) [BC]
_Advanced Mame - Alpha (F0101) (ALPH) [BC]
Search Type (FO101) (AT1) [BC]

Done

€ Internet 100% v

Step Action
40.

Click the Business Unit (F0101) (MCU) [BC] list item.
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ORACLE" PEEP LITTLE BO [JOVB10]
A Sign Out
Data Selection
OK Cancel Dekle Up  Down
v X 0
Operator |Left Operand Comparison Right Operand

[ Where [Search Type (FO101) (AT1)[BC] | [is equalto ~| [ v

[1 [And || Name- Alpha (FO101) (ALPH) [BC] +|[is not equal to e [ruu |

O Business Unit (F0101) (MCU) [BC] 2l g

Add Row

Advanced
Done € Irternet 100% v

Step Action

41.
Click the Comparison list.

I v
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ORACLE
Data Selection

OK  Cance] Delete Up  Down

v X 0T H @

(Operator | Left Operand (Comparison Right Operand
[1 Where |Search Type (FO101)(AT1)[BC] v [is equalto | [ v
F [ Name - A1pha (F0101) (ALPH) [BC) +|[is not equal to e [ruu |
¥ [ Business unit (Fo101) (Mcw) BT) ~| [ v
is equal to
Add Row is not equal to
is less than
is less than or equal to
_Advanced is greater than
is greater than or equal to

Done

€ Internet

F100% v

Step Action

42.

Click the is not equal to list item.

[is not equal to |
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ORACLE PEEP. LITLE BO [JDVB10]
Sign Out
Data Selection
OK Cancel Delle  Up  Down
v X 0
Operator|Left Operand Comparison Right Operand

[1 wners |Search Type (FO101) (AT1) BC] | [is equalto ~| [ v

a | Mame - alpha (Fo101) (ALPH) [BC] v [is not equal to ! [ Nui v
F | Business unit (Fo101) (cw) [BC] v \ |

Add Row

Advanced

Done € Internet 100% v
Step Action

43.

Click the Right Operand list.
I v
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ORACLE

Data Selection
OK Cancel Delle Up  Down

v X 0T H @

Operator | Left Operand Comparison Right Operand
[1  Where |SearchType (FO101) (AT1)[BC] | [is equalto 9 [+ v
F [ Name - A1pha (F0101) (ALPH) [BC) +|[is not equal to e [ruu |
¥ [ Business unit (Fo101) (Mcw) BT) | [is notequal to v
Add Row
Advanced

Business Unit (FO101) (MCU} [BC]
Description - Compressed (F0101) (DC) [BC]
Name - Alpha (F0101) (ALPH) [BC]

Search Type (FO0101) (AT1) [BC]

Done

€ Irternet 100% v

Step Action

44,

Click the Literal list item.
[Literal
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ORACLE" PEEP, LITTLE BO. [JDV810]
Sign Out

Select Literal Value

0K Cance]

" 4

Single Value | Range of Values | List of Values

Literal Value: Q
Done € Internet L 100% v

Step Action

45.

Click the Visual Assist (F2) button.

[&]
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ORACLE" PEEP, LITTLE BO 1iﬁvam1
Sign Out
Business Unit Master Search @
Scect Fpd  Cose  Form  Tooks
v & X &
‘ Language ’— ‘

HNo records found.

Done € Irternet 100% v

Step Action

46. Click in the Business Unit field.
47, Enter the desired information into the Business Unit field. Enter "9000".
48.
Click the Find (Ctrl+Alt+1) button.
49,
Click the Select (Ctrl+Alt+S) button.
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Select Literal Value
Literal Value: WQ
Dar € Internet 100% v
Step Action
50.
Click the OK (Ctrl+Alt+O) button.
51. You can move the rows up or down which tells the system which data to search
for first.
In this lesson we are going to move up the Business Unit row.
52. Click the check box for the Business Unit.
53.
Click the Up (Ctrl+Alt+UpArrow) button.
54. The Business Unit row is now second.
55.
Click the OK (Ctrl+Alt+O) button.
56. If the Data Sequencing box was not checked on the Version Prompting window,

ether the Processing Options or Printer Selection window would appear. (The
window that appears will depend on which report is being run.)

Since we selected the Data Sequencing box at the Version Prompting window
for this lesson the Data Sequencing window appears.
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57.
Click the Show Available Columns. link.
[Show Available Columns. |
58. Click the Alpha Name option.
59. Click the Business Unit option.
60. Click the Search Type option.
61.
|CE“|Ck the Add (Ctrl+Alt+A) button.
62. You can change the order of the rows in the Sequenced Column.
63. Click the Search Type option.
64.
Click the Up (Ctrl+Alt+UpArrow) button.
65.
Click the OK (Ctrl+Alt+O) button.
66. There are four tabs of information available to you.
The first tab (Printer Selection) pertains to where the report will be output.
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. PEEP, LITTLE BO. [JDVE10]
ORACLE = A
Sign Out
Printer Selection ]
OK  Cancel Form Tools
X B B
Frinter Name |asPUONEWORLD_A
Printer Location |HERE
Printer Model |CasEr
MNumber of Copies 1 Range: 1-9999
Do € Internet 100% v

Step Action

67.
Click the Print Property tab.
Print Property

68. The second tab (Print Properties) allows you to set the orientation of your report
(portrait or landscape).

69.
Click the Document Setup tab.

70. The third tab (Document Setup) allows you to choose your print output options.
To generate the report in a comma-delimited format that is readable by Microsoft
Excel, select the CSV (Comma Delimited) check box on the Document Setup
tab. After the report finishes running you can view the report in Microsoft Excel.
Not all reports are available in CSV format.

71.
Click the Advanced tab.

72. The fourth tab (Advanced) is the Printer Definition Language and should be left

defaulted to PCL.
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Step Action

73.
Click the Printer Selection tab.

Printer Selection|

74.
Click the OK (Ctrl+Alt+0O) button.

75. You have successfully completed the Running Reports lesson.
End of Procedure.
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