B Running the MREPORT

Overview

MREPORT will be the repository for any identified long running reports.
Currently the MREPORT includes two reports: the Allotment Status (R5509146A)

and PSL (R5509700). You can identify these reports by their number located in
“Job Details”.

NIS Policies

The tasks in this documentation provide end users with the tools to enter data
and collect data in NIS. It is the responsibility of the agencies to comply with
State Statutes, Federal Rules and Regulations, and State policies. For further
information concerning State Statutes and policies, please refer to both internal
agency resources and the Department of Administrative Services website:
http://www.das.state.ne.us/.

Steps

Start this instruction from the NIS Sign on Screen (www.nis.ne.gov)
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Welcome to the
Nebraska Information System

This is a government computer system. Unauthorized access is
prohibited. Anyone using this system is subject to monitoring.
Unauthorized access o1 attempts to use, alter, destroy or
damage data, programs or equipment could result in criminal
prosecution.

Sign onto NIS

As you begin the process of signing on to NIS you will be asked for
vour USERID and PASSWORD. If you do not know your userid or
pagsword, if you encounter any problems or have amy questions
about the sign on process or the NIS System you will need to contact
the HELP Desk at (402) 471-4636 or 1-800-952-2468. To sign on to
NIS click the above button.
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Nebraskans working together for Nebraska

Coming Soon... System Upgrade Collaborate*Integrate* Achieve
NIS will upgrade to Peoplesoft EnterpriseOne §.10 on The Nebraska Information System was designed to integrate our
business processes and svstems. to improve the quality and ™
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1. Click on Sign on to NIS.
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Running the MREPORT
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Enter mreport in the User ID field. Tab to the Password field.

Enter mreport in the Password field.

Click Sign In.

Click View Job Status. The Work with Servers window appears.

Click Find.

Choose NISPRD by clicking in the box to the left of the row, click Select.
Look in the Job Details field to locate the report.

e PSL =R5509700

e Allotment Status = R5509146A

Choose the report to view by placing a checkmark to the left of the row.

10. Click Row, View PDF. The report will open in Adobe Acrobat.
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11. Once the report opens in PDF, perform a “find” for your agency. Remember
to use the “Agency XXX or Agency Number XXX". This combination
ensures that you move directly to your information.

& Perform a search by clicking the “binoculars” icon at the top of the screen.

12. Once you click find the screen will jump to the agency you requested.
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13. To save this report, click File, Save.
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ﬁ You can also click the “disk” icon in the top left hand corner of the screen to
save.
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14. Choose where to save the report, enter a name in the Object name field, and
click Save.

15. To print this report, first determine what pages will need to be printed. (ex.
195-195). Click File, Print.
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16. In the Print Range section, choose Pages from, and enter the correct page
numbers to print. Click OK.

17. When finished viewing, saving, and/or printing the report, close Adobe
Acrobat.

18. On the Submitted Job Search window, click Close. You will return to the
Work with Servers window.

19. Click Close to return to the menu.

J.D. Edwards OneWorld Xe Rev. 06/04/04



