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Running and Viewing Reports in CSV

Running and Viewing Reports in CSV Overview

Some reports in the Payroll & Financial Center can be run in CSV (comma delimited) format.
You can run reports in CSV format when you have a large amount of data to sort, or when
existing search windows do not have sufficient sorting capability.

Running and Viewing Reports in CSV Lesson
Procedure

In this lesson you will learn how to run a report in CSV and how to view it in Excel.

Step Action

1. Before we can view a report in CSV we will need to run a report. the report we are
going to run is the Reports by Address report.

ORACI—E- JD EDWARDS ENTERPRISEONE

EnterpriseOne Menu BEO
Open Applications

You have na running applications The Enterprise0One Menu contains several links to the applications.

Open New Window These links will always be at the 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.
Fast Path

Welcome!

@

[ Favorites

> Content Development Tools
> EnterpriseOne Menus

[ Wobile Sales Menus

[» Power User Tasks

[ State of Nebraska

I Roles

+ Actions

I Preferences

Done /" Trusted sites 3 v Rioow -

Step Action

2. Click the State of Nebraska link.
State of Nebraskal

3. Click the Address Book link.
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Step Action

4, Click the State Accounting - Central AB Maint link.
[State Accounting - Central AB Mainf

5. Click the Address Book Reports link.
[sddress Book Reports|

6. Click the Reports by Address link.
[Repors by Address]

ORACLE HUNT, ETHAN [JFY300]
JD EDWARDS ENTERPRISEONE © Sign Out
Work With Batch Versions - Available Versions @
Select Find Add  Copy Delete Close Row Form Tooks
v @ + B 0 X B I3
Batch Application R014021 One Line Per Address
Read Only Report (YN}
Records 1-5 Customize Grid =]
@ Last c
Version Version Title User Modified Security  Description P
[ WE9990001 One Line Per Address UATRJIONESS 111472005 0 NO SECURITY
[1 NIS0001 Special Report - DELETE ME JJONES 04/09/2002 0 NO SECURITY
[] XJDE0OO1 One Line Per Address JDE 11/06/2002 0 NO SECURITY
[ XJDEDOC1 Screen Shot- 1 Address per Line JDE 03/14/2000 0 NO SECURITY
[] ZJDEODO1 One Line Per Address JDE 06/09/2006 0 NO SECURITY
1] 3|
Done [ + Trusted sites Gh v H00w v

Step Action

7. Click the NE9990001 option.

=]

8. Click the Select button.
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ORACLE, JD EDWARDS ENTERPRISEONE

Version Prompting
Cance| Submi Form Tools

8 &

Prompt For

[ Data Selection

Training Guide
Running and Viewing Reports in CSV

© Sign Out

@

[JData Sequencing

Done

[ + Trusted sites da v H0w -

Step

Action

Click the Data Selection option.

=

10.

Click the Submit button.
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ORACLE, JD EDWARDS ENTERPRISEONE

Data Selection
OK Cancel Delets  Up Down

v X 0 B ®

Operator Left Operand Comparison Right Operand

[0 Where [Address Number (FO101)(AN8)[BC] | [is equalto v [Nul v

5] | v “| v
Add Row
Advanced

< Trusted sites

Done

-

FL00% -

Step Action

11. Click the Left Operand list.

JD EDWARDS ENTERPRISEONE

Data Selection
OK Cancel Delete Up  Down
v X 1
Operator Left Operand Comparison Right Operand
[0 Where |Address Number (FO101) (ANS)[BC] v| [is equalto v [Nul v
Address Number (F0101) (AN8) [BC]
(] Business Unit (FO101) (MCU) [BC] | VH ""
Date - Beginning Effective (FO101) (EFTB) [BC]
Add Row Description - Compressed (F0101) (DC) [BC]
— Name - Alpha (F0101) (ALPH) (BCI
Advanced Search Type (F0101) (AT1) [BC)
Dane o Trusted sites Sy H0 v
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Step

Action

12.

Click

the Search Type (F0101) (AT1) [BC] list item.

ORACI—E’ JD EDWARDS ENTERPRISEONE

Data Selection

Operator
[0  Where

o
Add Row

Advanced

OK Cance| Delete  Up  Down

v X 0 = ®H

HUNT, ETHAN [JPY200]
© Sign Out

Comparison Right Operand

Left Operand
T E—— - o 5
| vl

vl

0% v

[ + Trusted sites 45 -

Step

Action

13.

Cli

ck the Right Operand list.
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ORACLE, JD EDWARDS ENTERPRISEONE

idmirllﬂrl'!@' VEOES

Data Selection
OK Cancel Delets  Up Down

v X 0 B ®

Operator Left Operand Comparison

Done

Right Operand

[] Where |[SearchType (FO101) (AT1) [BC] | [is equalto ~| hd
Blank

0 [ ]| | “llzes
Null

A6 Row Literal

Add Row Business Unit (FO101) (MCU) [BEC]

_Advanced

Name - Alpha (FO101} (ALPH) [BC]
Search Type (FO101) (AT1) [BC]

Description - Compressed (F0101) (DC) [BC]

< Trusted sites

G v Rlow -

Step Action

14. Click the Literal list item.

[Literal

ACI—E, JD EDWARDS ENTERPRISEONE

Select Literal Value
OK  Cancel

"4

Single Value Range of Values  Listof Values

Literal Value:

Dane

HUNT, ETHAN [JP
© Sign Out

[ + Trusted sites

4 v ®iow -
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Step Action

15. Enter the desired information into the Literal VValue: field. Enter "F".

16. Click the OK button.

17. Click the Left Operand list on the second line.

ORACLE, JD EDWARDS ENTERPRISEONE HUNT, ETHAN [JFY300]

© Sign Out
Data Selection
0K Cancel Delete Up  Down
v X 1
Operator Left Operand Comparison Right Operand
[0 Where |[SearchType (FO101) (AT1) [BC] | [is equalto v [F v
m) o | ]
Address Number (FO1071) (ANS) [BC]
Add Row Business Unit (FO101) (MCU) [BC)
e Date - Beginning Effective (FO101) (EFTB) [BC]
. Description - Compressed (F0101) (DC) [BC]
Advanced Mame - Alpha (FO104) (ALPH) [BCI
Search Type (FO101) (AT1) [BT)
Dane [@  Trusted sites Sy H0 v

Step Action

18. Click the Business Unit (F0101) (MCU) [BC] list item.
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ORACLE, JD EDWARDS ENTERPRISEONE e

© Sign Out

Data Selection
0K Cance| Delete Up  Down
v X i
Operator Left Operand Comparison Right Operand
[] Where |[SearchType (FO101) (AT1) [BC] | [is equalto v [F v
@l Bu Unit (F0107) (MCU) [BCI v v
Add Row
Advanced
Done + Trusted sites $h v H00% -

Step Action

19. Click the Comparison list on the second line.
| v

ORACLE, JD EDWARDS ENTERPRISEONE

Data Selection
OK Cancel Delets  Up Down

v X 0 B ®

Operator Left Operand Comparison Right Operand

[] Where |[SearchType (FO101) (AT1) [BC] | [is equalto v [F v

] | Business unit Fo101) MCU) [BC) | v | v
is equal o

At Row is notequal ta

I is less than
is less than or equal te

_Advanced is greater than
is greater than or equal to

Dane o Trusted sites G v H0n v
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Step Action
20. Click the is not equal to list item.
lis not equal to |

HUNT, ETHAN [JFY300]

.
ORACLE" 1o EDWARDS ENTERPRISEONE Gt
Data Selection
OK Cance| Delste Up  Down
v X 1
Operator Left Operand Comparison Right Operand
[] Where |[SearchType (FO101) (AT1) [BC] | [is equalto > [F v
il |ElusmessUnn[FU‘\U‘\)[MCU)[EIC] V| 1s not equal to ~ ‘ V‘
Add Row
Advanced
Dane [@  Trusted sites G v H0n v

Step Action
21. Click the Right Operand list on the second line.

I v|
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ORACLE, JD EDWARDS ENTERPRISEONE

Data Selection
OK Cancel Delets  Up Down

v X 0 B ®

Operator Left Operand Comparison Right Operand

[ where |[Search Type (FO101) (AT1) BT] v [is equalto | [+ hs

il |E|u5mess unit (FO107) (MCU) [BC] V| | is not equal to V‘ ~
Blank
Zero

Add Row

dd Row o

Literal

_Advanced Business Unit (FO101) (MCU) [BC]
Description - Compressed (F0101) (DC) [BC]
Name - Alpha (FO101) (ALPH) [BC]
Search Type (F0101) (AT1) [BC]

Done < Trusted sites $h v H00% -

Step Action

22. Click the Literal list item.
[Literal

HUNT, ETHAN [JP
© Sign Out

ACI—E, JD EDWARDS ENTERPRISEONE

Select Literal Value
OK  Cancel
"4
Single Value Range of Values  Listof Values
Literal Value: Q
Dane [ + Trusted sites Sy v Hiow -
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Step

Actio

n

23.

Enter the desired information into the Literal VValue: field. Enter “9000".

24.

Click

the OK button.

25.

Click the Left Operand list on the third line.

ORACLE, JD EDWARDS ENTERPRISEONE

HUNT, ETHAN [JFY300]

© Sign Out

Data Selection
OK Cance| Delste Up  Down
v X 0
Operator Lett Operand Comparison Right Operand
[0 Where |[SearchType (FO101) (AT1) [BC] | [is equalto > [ v
O [ Business unit (F101) MCU) BT | [is notequalto | [~9000" v
u) 3 o]l o
Address NUMDer (FO101) (ANS) [BC]
Add Row Business Unit (FO101) (MCU) [BC]
. Date - Beginning Effective (F0101) (EFTB) [BCI
. Description - Compressed (FO101) (DC) [BC]
Advanced Name - Alpha (F0101) (ALPH) [BC]
Search Type (FO101) (AT1) [BC]
Dane [@  Trusted sites Sy H0 v

26.

Click the Name - Alpha (F0101) (ALPH) [BC] list item.
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ORACLE, JD EDWARDS ENTERPRISEONE

Adminiatrati VEOES

HUNT, ETHAN [JFY300]

© Sign Out

Data Selection

OK Cancel Dekete  Up  Down

v X 1

Operator Left Operand Comparison Right Operand

[ where |[Search Type (FO101) (AT1) [BT] v [is equalto | [+ ~|

@l |E|u5mess unit (FO107) (MCU) [BC] V| | is not equal to V‘ "QUUU' V‘

m | 5| o

Add Row

Advanced
Done < Trusted sites $h v H00% -

Step Action

27. Click the Comparison list on the third line.

| v

ORACLE, JD EDWARDS ENTERPRISEONE

Data Selection
OK Cancel Delets  Up Down

v X 0 B ®

Operator Left Operand Comparison Right Operand

[] Where |[SearchType (FO101) (AT1) [BC] | [is equalto v [F v
] | Business unit Fo101) MCU) [BC) v |[1s notequaito v [~ 9000 v
9

O  [And v [Name - Alpha (F0101) (ALPH) (BC] v [ v/ [

A "
-Add Row is less than

is less than or equal to
Advanced Is greater than

is greater than or equal to

Done.

o Trusted sites

A~

00 v
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Step Action

28. Click the is not equal to list item.
lis not equal to |

HUNT, ETHAN [JFY300]

ORACI—E, JD EDWARDS ENTERPRISEONE © Sign Out

Data Selection
0K Cance| Delete Up  Down
v X i
Operator Left Operand Comparison Right Operand
[] Where |[SearchType (FO101) (AT1) [BC] | [is equalto v [F v
il |E|usmess unit (FO107) (MCU) [BC] V| | is not equal to V‘ ‘ " 9000 V‘
3] [Name - atpha (Fo101) (aLPH) BC] Bl rotequai o v [ v
Add Row
Advanced
Dane [  Trusted sites S v H0n v

Step Action
29. Click the Right Operand list on the third line.

I v|
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ORACLE, JD EDWARDS ENTERPRISEONE

Adeinistrati

ViCEs

Data Selection

0K Cancel Delete Up Down
v X 1
Operator Left Operand Comparison Right Operand
[] Where |[SearchType (FO101) (AT1) [BC] | [is equalto v [F v
il |E|u5mess unit (FO107) (MCU) [BC] V| | is not equal to V‘ "QUUU' V‘
3] [Name - alpha (FO101) (ALPH) [BC] | [is natequal to ~| 3
Blank
Zero
A "
Add Row Nl
Literal
Advanced Business Unit (FO101) (MCU} BT
Description - Compressed (F0101) (DC) [BC]
MName - Alpha (F0101} (ALPH) [BC]
Search Type (FO101) (AT1) [BC]
Done < Trusted sites $h v H00% -

Step

Action

30.

Click the Null list item.

[Mull

ACI—E, JD EDWARDS ENTERPRISEONE

HUNT, ETHAN [P

© Sign Out

Data Selection
0K Cance| Delete  Up  Down
v X 0
Operator Left Operand Comparison Right Operand
[1 Where |[Search Type (FO101) (AT1) [BC] | [is equalts e v
@l | Business unit Fo101) MCU) (BE) v |[is notequalto v [ 900" v|
O [Name - Alpha (FO101) (ALPH) [BC] v | [is notequalto | [ 3
Add Row
Advanced
Dane  Trusted sites 4y v Hiow -
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Step Action
31. Click the OK button.
32. Now that we have entered our data selection we will tell the system to run the report

in CSV.

OR ACLE' HUNT, ETHAN [JPY300]
JD EDWARDS ENTERPRISEONE Osi
Sign Out
Printer Selection @
OK  Cancel Form Tooks
X 0O &
Printer Selection  Print Property =~ Document Setup | Advanced
Frinter Name |aePLIONEWORLD
Printer Location |N\S
Printer Model |LASER
Number of Copies 1 Range: 1-9999
Done [ + Trusted sites dh v H0w v

Step Action

33. Click the Document Setup tab.

34. |CE“TK the CSV(Comma Delimited) option.

35. Click the OK button.

36. Next we will need to navigate to View Job Status so we can see the status of this

report.
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RACLE HUNT, ETHAN [JFY300]
JD EDWARDS ENTERPRISEONE )
ign Out
Work With Batch Versions - Available Versions @
Select Find Add  Copy Delete Close Row Form Tooks
v @ + B 0 X B =
Batch Application R014021 One Line Per Address
Read Only Report (Y/N)

Records 1-5 Customize Grid =]

@ Last c
Version Version Title User Modified Security  Description P
NE2930001 One Line Per Address UATRIONESS 111472005 0 NO SECURITY

[1 NiS0001 Special Report - DELETE ME JJONES 04/09/2002 0 NO SECURITY

[] XJDE0DO1 One Line Per Address JDE 11/06/2002 0 NO SECURITY

[] XJDEDOC1 Screen Shot- 1 Address per Line JDE 0314/2000 0 NO SECURITY

[] ZJDEODO1 One Line Per Address JDE 06/09/2006 0 NO SECURITY

) 3|
Done [ + Trusted sites dh v Ho0w v

Step Action

37. Click the Close button.

RACLE .
JD EDWARDS ENTERPRISEONE

EnterpriseOne Menu BEO Welcome!

Open Applications ~

You have na running applications The EnterpriseCOne 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.
Fast Path

(]

[ Favorites
> Content Development Tools
> EnterpriseOne Menus
[ Wobile Sales Menus
[» Power User Tasks
+ State of Nebraska
— View Job Status
~ Address Book
— Address Book Inquiry
— Address Book Request/Change
® CSI Customer Address Book Records
@ Supplier Total by Account
« State Accounting - Central AB Maint
[ Address Book Maintenance
< Address Book Reporis
® Employee Address Book - C8V
® Vendor Address Book- CSY.
® AB to Banking Exception
® Bankrupt Vendor Report
® Check for Duplicates
® Copy Cateqory Codes from AB to Cust Mstr
® Full Address with Codes
® Full Address with Codes (Wha's Who)

erson (Who's Who)
@ Standard Address Labels

I» Authorized Agents

I Accounting

I Accounts Payable

[ Accounts Receivable

I- Budget

I Grants & Projects

I> Fixed Assets/Capital Asset Mgt

[ Hurman Resources

&> Payroll

I» Purchasing - Agencies -

Done < Trusted sites dh v H0w -
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Step Action

38. Click the View Job Status link.
39. The most recent job (report) you ran will be listed first. The Description tells us the

current status of the report.

The Description will be either WAITING, PROCESSING, or DONE. Ifitis
WAITING or PROCESSING you will need to refresh the screen using the Find
button (DO NOT use the Refresh button on your browser).

ORACI—E. JD EDWARDS ENTERPRISEONE

View Job Status - Submitted Job Search
Select Find Delete Chose Row Took

v & 01 X B &

Host *
UseriD NISBSVIK
Job Queue B

Records 1-1

@ Submit Date Job Time Job

Type  Queue submitted Submitted

E|Bsv RBATCH
<

03/17/2010 08:55:38

Process ID Status

470004 D

Description

DONE

e Grid a

Customiz

HUNT, ETHAN [JPY200)
© Sign Out
]

\

Type  User

-.| UBE NISBSVIK

Job Detai

RO14021_NE9990001_7

>

[ + Trusted sites

- Hioowm o~

Step

Action

40.

Click the BV option.

41.

Click the Row button.

42.

Click the View CSV menu.

[ View CSV
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de.ne.gov: 692fjde/serviet/icom. jde dwar d: ube?USERID=75067089101078220B0&SERVER=NISD - Windows Internet Explorer

[ S A ‘& https:ifide.ne.gov 6521 jde/servletfcom jdedwards jas ube7USERID=75067 05310 1075220803 SERVER: Vl & 42| X |b EBing | R~

File Edit Wiew Favortes Took Help

x @ Covert - [ select

— »
|0https:mda‘rva‘gnv:éng]deisarv\atimm.|dadwards.]a".‘ | io- B [ @ v Pagew Safetyr Took + (@+

i Favortes | ol @ Suagesied Stes + [ Free Hotmall &) ek Sice Galery ~

File Download J

Do you want to open or save this file?

Ela,j Name: RO14021_NES990001_19863_PDF.csv
Type: Micrasoft OFfics Excel Comma Separated Yalues Fil...

Fiom: jde.ne.gov

[ open ][ Sae | [ Cancel |

arm your computer. If pau do nat st the saurce, do nat apen o1

@ “while files from the Internet can be useful, some files can potentially
save this file, What's the risk?

&, Done </ Trusted sies - ®100% -

71 start 5 N - T traiing £xa

Step

Action

43.

Click the Open button.
[ Open ]

44,

The report opens in Excel. Some of the cells may overlap, but the cells can be
expanded to display all information.
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;’6,;‘\ = & RO14021 NE9990001 19868 PDF[1l.csv - Microsoft Excel - =
a >
Home | Insert Pagelayout  Formulas Data Review  View Developer  Acrobat @ - =
=0 % = == = ] ) Selnset+ | X -
Calibri R ETR TR E o =i | General - *j, ﬁj | ﬁ
B ErY f— l = > 3 Delete v || (@~
Paste B I oU- ST - - o 1 ||%3 | Conditional Format Cel | .. Sort & Find &
- 7| = | I | B [$ - % v |8 ) Formatting = as Table ~ Styles = | (o] Format ~ || &2~ Filter= Select~
Clipboard & Font ] Alignment = Humber ] Styles Cells Editing
AL - £ | RO14021
A B c D E F G H 1 J K L M N o
1 [Ro14021 _|
2
3 STATE OF NEBRASKA
4 One Line Per Address
5
6 |Address NAlpha Name Area Code Phone Number Mailing Name Address Line 1
7 City
8 557729 ABSTRACTERS BOARD OF EXAMINERS ABSTRACTERS BOARD OF EXAMINERS 1200 N ST STE404 LINCOLN
9 557730 ACCOUNTABILITY & DISCLOSURE COMM ACCOUNTABILITY & DISCLOSURE COMM  STATE CAPITOL LINCOLN
10 5695760 ADD ADD ADD ADD

1u 557731 AERONAUTICS DEPT OF
12 557734 AERONAUTICS DEPT OF -
13 557732 AERONAUTICS DEPT OF -
14 557735 AERONAUTICS DEPT OF - NAVAIDS OFC

15 557733 AERONAUTICS DEPT OF - SCRIBNER AIRFIELD
16 557786 AGR DEPT - AG DEVELOPMENT/PROMOTION
17 557783 AGR DEPT - AGRICULTURE LABORATORIES

18 557787 AGR DEPT - AGRICULTURE STATISTICS

19 557791 AGR DEPT - BEGINNING FARMER PROG

20 557782 AGR DEPT - BUREAU OF ANIMAL INDUSTRY
21 557781 AGR DEPT - BUREAU OF DAIRIES & FOODS

22 557784 AGR DEPT - BUREAU OF PLANT INDUSTRY

23 557790 AGR DEPT - FARM MEDIATION

24 557780 AGR DEPT - NEBRASKA

25 557788 AGR DEPT - POTATO DEVELOPMENT

DEPT OF AERONAUTICS
DEPT OF AERONAUTICS
DEPT OF AERONAUTICS
DEPT OF AERONAUTICS
DEPT OF AERONAUTICS
NE DEPT OF AGRICULTURE
NE DEPT OF AGRICULTURE
NE DEPT OF AGRICULTURE
NE DEPT OF AGRICULTURE
NE DEPT OF AGRICULTURE
NE DEPT OF AGRICULTURE
NE DEPT OF AGRICULTURE
NE DEPT OF AGRICULTURE
NE DEPT OF AGRICULTURE

FAIRMONT AIRFIELD
HARVARD AIRFIELD

3431 AVIATION RD STE 150 LINCOLN
FAIRMONT STATE AIRFIELD FAIRMONT
HARVARD STATE AIRFIELD HARVARD
NAVAIDS OFC KEARNEY
SCRIBNER STATE AIRFIELD HOOPER

AG DEVELOPMENT/PROMOTIO LINCOLN
AGRICULTURE LABORATORIES  LINCOLN
AGRICULTURE STATISTICS LINCOLN
BEGINNING FARMER PROG LINCOLN
BUREAU OF ANIMAL INDUSTRY LINCOLN
BUREAU OF DAIRIES & FOODS  LINCOLN
BUREAU OF PLANT INDUSTRY  LINCOLN
FARM MEDIATION LINCOLN
301 CENTENNIAL MALL S 4TH FLLINCOLN

NE DEPT OF AGRICULTURE POTATO DEVELOPMENT ALLIANCE
26| SE7790 ARDMERT  nANITEY INRIISTRIES ME NERT AE AGRICLITLES RALLTEY INALSTRIES Lncarn
4 4 » M| RO14021 _NE9390001 19868 PDF(1) <¥J 0| m
Reaay | 3 E][EE] = 9

I~ I~ = g g >

45,

L | J—

Click the box in the left hand corner of the spreadsheet.

46.

Double-click the line separating columns A and B.

47.

The cells expand to the proper width to display all of the information.

48.

To close the spreadsheet click the Close button..
x

49.

Click the No button.

[ 1w |

If you wish you can save the spreadsheet. We are not going to save it at this time.

50.

End of Procedure.

You have successfully completed the Running and Viewing Reports in CSV lesson.
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