Nebraska Information System (NIS) Running Reports

B Running Reports

Overview

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 work
instruction provides examples of how reports are generally run in NIS. Please
refer to the Reports section of the work instructions for each module to review
step-by-step instructions for running specific reports.

When you run an NIS report, it may:

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

¢ Run automatically without requiring data selection (report criteria). In
these cases, this instruction does not apply.

This work instruction shows how to:

Select a Report Version

Enter Data Selections

Enter Data Sequencing Information

Enter Processing Options

Submit a Report for Processing (Printer Selection window)

Navigation

Steps

ﬁ This navigation is used to illustrate the example in this work instruction. The
navigation for specific reports can be found in the Training Manuals.

Click Roles, Address Book.

(Citrix users — right click on the menu, choose View by Role, choose Address
Book.)

Address Book > State Accounting Central Maint > Address Book Reports >
Reports by Address

Select a Report Version

Most reports will begin at the Version Prompting window. However some reports
require you to choose a report version. Follow the steps below if the report you
are running requires you to choose a report version.

Start this instruction from the Work with Batch Versions — Available Versions
window.
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o

Work With Batch Yersions - Available Yersions ] ]
Select Find  Add  Copy Delete Close Row Form  Tools

v & + B @0 X B b3
Batch Application ‘HUMUN COne Line Per Address

Read Only Report (Y/N)

Records 1-10

Version Version Title Web User Last Security | Description
only Modified

[ auDITol Wersion for Production Audit NISBDRAHO1 06/18/2002 0 Mo Security 4
[] IBmMo01 One line per address RBRIGHT 05/30/2002 0 Mo Security 1
[ MEO14021 test TROBERT 05/24/2002 0 Mo Security

[] ME&s50001 Jessica's Wersion - DELETE ME JJOMES 05/02/2002 0 Mo Security

[] WE3330001 One Line Per Address UATRJOMESS 11142005 0 Mo Security

] misoo01 Special Repart- DELETE ME JJOMES 04/09/2002 0 Mo Security

[ Misooo1A Sample MISMWILHEL 06/10/2002 0 Mo Security

[ Nisoooie Sample TMZIACOR 06/13/2002 0 Mo Security

[ OMWORIG Qrovw arig OMATEST 02/01/z002 0 Mo Security

[] SAMPLE Sample TREID 117292001 0 Mo Security

< i I 153

Choose the row with the appropriate version

In this example, version NE9990001 is used.

SR

If the list of versions is long, you can use the QBE line to limit your search, or
you can view the next set of versions by clicking the Next arrow.

2. Click Select to display the Version Prompting window.

Enter Data Selections

Most reports will begin at the Version Prompting window (after choosing the
report from the menu). Continue this instruction from the Version Prompting
window.

PeopleSoft.

Version Prompting ]
Cancel Submt Eorm  Todls
X & &

Prompt For

[[]Data Selection [JData Sequencing ‘

1. Select the following check boxes:

e Data Selection — Displays the Data Selection window, where you
specify the search criteria for the report.

o Data Sequencing — Displays the Data Sequencing window, where you
specify the sort order for the report data.

& You can select one or neither, depending on whether you want to adjust
the search criteria, adjust the order in which the data is displayed, or
accept the system defaults.
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Data selections control which fields or search criteria the report uses for its data.
The Data Selection window may already contain default specifications. To
remove a data selection, choose the row in the grid, and then click Delete to
remove the selected row. Any changes you make here will not change the
default settings for this report version.

Operator column

Comparison column

L

PeopleSoft.

Data Selection

QK Cance| Delete Diovwen
v X

Operator |Left Operand [Comparison Right Operand
] where |Address Number (FO101) (ANS) [BC) |7_||is equalta E] Zera ; [+
O[] w_ Bl Bl \ B
O [andf]| N\, [l [ [l [ \ ]
Add Row \
AaeR Right Operand column

Left Operand column

& if "[PO]" appears in the Right Operand field for Data Selection, information
for that report criteria will be entered on the Processing Options window.

2. Inthe first row, click the Left Operand down arrow.

PeopleSoft.

Data Selection
OK Cancel Delte Up  Down |

v X 0 H H

Operator |Left Operand

¥ Where Address Murnber (FO101) (ANE) [BC]
—

[Comparison Right Operand
5 equal fo |E Zaro |E

O[] T . ][ ]
Date - Beginning Effective (F0101) (EFTB) [BC)
O EE] Deseription - Compressed (FO101) (DC) [BC] ‘ le | lee

Mame- Alpha (FO101) (ALPH) [BC]
_Add Row Search Type (FO1013 (AT1) [BC]

Advanced

w

Click Search Type [F0101] [BC].

& In this example, the Left Operands are the fields in the NIS grid and the Right
Operands are the valid values. In all cases, the Operators — And, Or — and
the Comparisons — is greater than, is less than, is equal to, is not equal to, is
greater than or equal to, and is less than or equal to — define the search
logic.

4. In the first row, click the Right Operand down arrow.

e

Data Selection
O Concel Delete Up  Down |

v X i H M

operator [Left Operand Comparison Right Operand

[]  where |Search Type (FOT01) (AT1) [BC] [s] [is equatto [v] v
Blank

o M‘ Il] Zero
Hull

o [ [+ g
Business Unit (F0101) (MEU) [BC]

_Add Row Description - Compressed (FO101) (DC) [BC]
Narme - Alpha (FOT01) (ALPH) [BC]

Advanced Search Type (FO101) (AT1) [BC]
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5. Click Literal. The Select Literal Value window appears.
ﬁ Literal is the most frequently used Right Operand.

ﬁ The Select Literal Value window consists of three tabs:
e Single Value —to enter only one value
e Range of Values — to enter a beginning value and an ending value

e List of Values — to enter many values

ﬁ Single Value, the default, is the most widely used and most widely available.
Some reports do not offer ranges or lists. In this exercise, we use Single
Value.

6. Click the Visual Assist. The Select User Define Code window appears.

PeopleSoft. N

Select Literal Value
OK  Cancel ‘

s

Literal Value: | Q

7. Choose the row for which the Code field value is F (for Facility).

PeopleSoft.

Select User Define Code @
Select Fnd  Close Form  Tnols
v @ X |3
Product Code o1 Adddress Book
User Defined Codes ST Search Type

Records 1-10

Description Description 2

L) Applicant HR USE OMLY

O AG Agency INTERNAL AGENCY BILLING ENTI
OB Buyer STATE PURCHASING USE OMLY
) custamers ACCOUNTS RECEIVABLE

O oL HHEE Lab Customers HHES LAB USE ORMLY

O D Agency Deposit Locations

BEE Employees HR UBE ONLY

@ F Facility BILLTO FOR IBTS & SHIF TO LOC
O D Funds SYSTEM USE OMNLY

O FM Fire Marshal Equipment FIRE MARSHAL USE ONLY

8. Click Select to return to the Select Literal Value window.
9. Click OK to return to the Data Selection window.

10. In the second row of Data Selection window, use the pull down menus to set
Name — Alpha [F0101] [BC] as the Left Operand, is not equal to as the
Comparison, and Null as the Right Operand.
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N e

Data Selection
O Cancel Delte Up  Down |

v X 0 B H

Operator |Left Operand comparisan Right Operand
[1 where | Search Type (FO101) (AT1) [BC] - is equal to . "F" -
| [ Mame - Alpha (FD101) (ALPH) [BC) [s] [is not equa to [se] [ raun [v]
a | [l [ [ [ ]
Add Row

Advanced

11. In the third row of Data Selection window, use the pull down menus to set
Business Unit [F0101] [BC] as the Left Operand and is not equal to as the
Comparison.

People S0l

Data Selection
OK  Cancel Delete Up  Down |

v X 0 B H

Operator [Left Operand [Comparison Right Operand
[1  hers | Search Type (FOT0T) (AT1) [BC [] [is equatto [se] [ [v]
00 [And[v] [Mame- lpha F0101) (ALPH) BC] [se] [is notequal to [se] [ Maun []
0 [Busingss Unit (F0101) MCU) BC) [+] [is notequal ta [l [ [v]
Add Rowe

Advanced

11. In the third row of Data Selection window, use the pull down menus to set
Literal as the Right Operand.

o e

Select Literal Value
oK Cancel |

v X

Literal Value Q

12. At the Select Literal Value window, click the Visual Assist.

13. At the Business Unit Master Search window, type 9000 in the Business Unit
field at the QBE line.

14. Click Find.
Pl
Business Unit Master Search D

v & X =
‘ Language ] |

Records 1-1

Select Fpd  Close  Form  Tools |

Business Description ipti Description Description
Unit

@ 9000 PURCHAGING BUREAU - PO 00001 M3
£ m | B

15. Verify that one row is displayed, and PURCHASING BUREAU - PO appears
in the description field.

16. Click Select.
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PeopleSoft.

Select Literal Value
OK  Cance|

L4

Literal Walue: | a000) Q

17. Click OK.

PeopleSolt.

Data Selection
OK  Cancel Delste  Up  Down |

v X i 1M

[0 Where |Sear:h Type (FO101) (AT1) [BC) u | is equal to u | "F" u
"] m | Name - Algha (F0101) (ALPH} [BC] || [is notequal to [se] [ roun [ae]
0 [Business Unit (F0101) McL) (BCI [is notequalto [se] [* a0 [v]
O [ Bl Bl o

Add Row

Advanced

18. At the Data Selection window, choose the third row — the one that has
Business Unit as the Left Operand.

19. Click the Up arrow.

20. Verify that the row with Business Unit as the Left Operand is now the
second row.

& Moving the Business Unit row up tells the system to search for data first by
Search Type, then by Business Unit, and lastly by Name-Alpha.

ool Solt.

Data Selection
oK  Cancel Delte Up  Down |

v X M F M

[1  where | Search Type (FO101) (AT1) [BC] - is equal to . "F" -
| Business Unit (Fo1 013 MCL) [BC] [s] |is not equal to [se] | o000 [v]
O | Name - Algha (F0101) (ALPH} [BC] [+] [is not equal to [se] [roun [+]
o | wll [l vl

Add Row

Advanced

21. Click OK to display the Data Sequencing window.

ﬁ If the Data Sequencing box was not checked on the Version Prompting
window, either the Processing Options or Printer Selection window will
appear. (The window that appears will depend on which reports is being
run.)
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TS,

Data Sequencing
OK  Up  Down Cancel
b

Sequenced Columns

[ [coumn Sort Order [Page Break |Data ltem [Table

[ Description - Compressed  [4] DG FO101

Show Available Calurmns

Enter Data Sequencing Information

Sequence your data to control how the data is sorted on the printed report.
LN Do not change your data sequencing unless it is necessary.

& Changes you make here will not change the default settings for this report
version.

Continue this instruction from the Data Sequencing window. The first view of this
window will show only the Sequenced Columns list.

1. To view other columns available, click Show Available Columns at bottom.

TS

Data Sequencing
OK  Add Delete Up Down Cancel
v ¥ 1 X
Available Columns Sequenced Columns

[ [column Data ftem [Table Wl [Column [Sort Order |Page Break |Data Item [Table

[] Address Number ANS FO101| | [J Description - Compressed =] Dc FO101

[] Alpha Narme ALPH FO101
[] Business Unit Mcu FO101
[] Search Type AT1 FO101
[] startEffective Date EFTE FO101

2. Atthe Available Columns grid, choose Alpha Name, Business Unit and
Search Type.

3. Click Add.

ool Solt.

Data Sequencing
oK fdd Delte Up  Down Cancel |

v + 01 H OB X

Available Columns Sequenced Columns
[] Address Mumber ANS FO101| [ ] Description - Compressed =] oc FO101
[] Start Effective Date EFTE Foimm [] Alpha Mame [+] ALPH Fo101
[ Business Unit =] MoU FO101
[] Search Type [=] AT1 FO101

4. Verify that Alpha Name, Business Unit and Search Type move to the
Sequenced Columns grid. In this example, the report will be sequenced first
by Description, then Alpha Name, then Business Unit, and lastly, Search

Type.

ﬁ Choose a row in Sequenced Columns and click the Up or Down arrow on the
toolbar to change the order in which the columns will be sequenced.

LN Do not assume that the columns listed under Sequenced columns will appear
as columns on the printed report.
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ﬁ Click the arrow in the Sort Order column to sequence the column in
descending order instead of ascending order. (Down arrow will sequence in
descending order, up arrow will sequence in ascending order.)

5. Click OK. The Processing Options window appears.

& If the report being run does not require processing options, the Printer
Selection window will appear.

Enter Processing Options

Some reports require Processing Options. Use processing options to further
narrow the report information.

Ay The tab names and fields on the Processing Options window are different for
each report, based on the report's function. Any changes you make to
processing options will change the default settings for this report version the

next time anyone runs it. Make sure you check the processing options each
time you run a report.

Continue this instruction from the Processing Options window.

TS

Processing Optiens
OK  Cancel

S % |

1. Dates

Pay Period Ending Date
OR
Beginning Date Range (From) |01/01/2005

Ending Date Range (Thru) 1203112005

1. Change the values in each field, as needed.

2. If there are multiple tabs, click the subsequent tab(s) to enter information.
3. Click OK. The Printer Selection window appears.

Submit Report for Processing
Start this instruction from the Printer Selection window.

o

Printer Selection @
OK  Cancel Form  Tools

B X B & ‘

Printer Selection Pf‘mmmpmﬁ. _Dm:umard-éiem;;: | Advanced

Printer Mame |QGPLICNEWORLD_A

Printer Lacatian |HERE

3

-

Printer Madel

|Laser
Mumber of Copias i1 Range: 1-9999

b

/
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ﬁ There are four tabs of information available to you. The first tab (Printer
Selection) pertains to where the report will be output.

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

PeopleSoft EnterpriseOne

Feoieso.
Printer Selection D
OK  Cancel Form  Tools
B X 2 |
| Printer Selection | Print Property .EJDI?UI'HBHLSEN[] Advanced
Orientation Copies
Mumber of Copies Range: 1-9559 ‘
O Portrait Paper
@ Landscape FRRTRe [LETES
Paper Source ]17 "1'7 maximurm
The third tab (Document Setup) allows you to choose your print output
options:
— v —=—]
POl Soft.
Printer Selection [
OK  Cancel Form  Tools
=] | |
Printer Selection | |Print Progerty | Document Setup |/ Advanced.

Output Options

¥ POF(Portable Docurment Format)

[CIPrinter Definition Language File

[ csviComma Delimited)
[CIPrint Immediate

[ osanterface Mame

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. See Working with Submitted Reports.

Not all reports are available in CSV format.

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

left defaulted to PCL:

Printer Selection
OK  Cance| Form Tools

[E]

PeopleSoft.

omE

Printer Selection | Print Property | Document Setup | Advanced

Printer Definition Language

PoetSeript

Line Printer
®@pcL

Custom

Click OK to submit the report to the print queue, and to display the Work with
Batch Versions — Available Versions window. Your report should print on the
designated printer.
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&

Your report is sent to the server “queue” where it will be processed in the
order it was received. The time it takes for your report to process will depend
on a couple of things: the length of the report you are trying to run, the
amount of other reports in the queue, etc.
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