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[bookmark: _GoBack]Working with Submitted Reports Lesson



	Step
	Action

	1. [bookmark: T5_F10]
	Access reports through:

• Carousel: Recent Reports
    o Note:  Additional information regarding the carousel is available in the Carousel lesson. 

• View Job Status can be accessed from the Navigator, the carousel, the Recent Reports drop down or from application Form and Row Exits.

This lesson provides information about the features available through either the Carousel or View Job Status.

	1. [bookmark: T5_F16]
	Decision: Open Submitted Report using one of the following methods.
1. Recent Reports: Open PDF
Go to step 3
1. View Job Status: Open PDF
Go to step 11
1. View Job Status: Open CSV
Go to step 17

	1. [bookmark: T5_F4]
	Recent Reports can be accessed through the carousel or through the Recent Reports menu located at the top of the screen.

For this exercise, access Recent Reports using the carousel.

Click the Recent Reports tab.


	1. [bookmark: T5_F31]
	Because the carousel can be visible while another application is open, the status of and access to submitted report(s) is readily available.

Accessing reports through the carousel provides information specific to a single report and access to open the report with The Recent Reports provides the ability to select.  To launch the Submitted Job Search window select the View Job Status Icon.  To open a recent report, select the report icon.

Note:  Hover over the report icons to view report, version, status, submitted date, and last modified.

Note:  The icons that represent the reports display visual cues to help you identify the status of the reports.  The status of the report is conveyed by the color of the upper right corner of the icon.  The status values are listed below. 

Green  = Done (D)
Red     = Error (E)
Blue    = Submitted (S), Waiting (W), or Processing (P)
Yellow = Held (H)


	1. [bookmark: T5_F20]
	Click the Icon for the report to be viewed.


	1. [bookmark: T5_F22]
	A "Prompt to Open or Save report" appears.

Click the Open button.


	1. [bookmark: T5_F27]
	The report is opened in Adobe Reader.

Click the Close button.


	1. [bookmark: T5_F29]
	Click the Close button.


	1. [bookmark: T5_F39]
	Decision: Please make a selection from the options listed below.
1. Complete
Go to step 10
1. View Another Submitted Report
Go to step 2

	1. [bookmark: T5_F3]
	You have successfully completed the Working with Submitted Reports lesson.
End of Procedure. Remaining steps apply to other paths.

	1. [bookmark: T5_F62]
	View Job Status can be accessed through the Navigator menu, the Recent Reports menu, the Carousel: Recent Reports or from an application Form or Row exit.

For this exercise, access View Job Status using the Navigator menu.

Click the Navigator menu.


	1. [bookmark: T5_F64]
	Click the STATE OF NEBRASKA link.


	1. [bookmark: T5_F66]
	Click the View Job Status link.


	1. [bookmark: T5_F68]
	Note:  The Report can be selected by clicking the Job hyperlink or the View Output button.

Click the View Output button.


	1. [bookmark: T5_F70]
	A "Prompt to Open or Save report" appears.

Click the Open button.


	1. [bookmark: T5_F75]
	The report is opened in Adobe Reader.

Click the Close button.

Go to step 9

	1. [bookmark: T5_F92]
	View Job Status can be accessed through the Navigator menu, the Recent Reports menu, the Carousel: Recent Reports or from an application Form or Row exit.

For this exercise, access View Job Status using the Carousel: Recent Reports tab.

Click the Recent Reports tab.


	1. [bookmark: T5_F96]
	Click the View Job Status button.


	1. [bookmark: T5_F100]
	Click the Checkbox to the left of the report to be viewed. 


	1. [bookmark: T5_F102]
	Click the Row menu.


	1. [bookmark: T5_F104]
	Click the View CSV menu.


	1. [bookmark: T5_F112]
	A "Prompt to Open or Save report" appears.

Click the Open button.


	1. [bookmark: T5_F108]
	The report is opened in Excel.

Click the Close button.


	1. [bookmark: T5_F110]
	Click the Close button.

Go to step 9
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