B Running Reports in CSV

Overview

Some reports in NIS can be run in CSV (comma delimited) format. Run NIS
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.

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/.

Navigation

Depends on the report being run. Please refer to work instructions for the report
for specific navigation.

Steps

Start this instruction from the Printer Selection window.

o,

Printer Selection
OK  Cancel Form  Tools

Dm&E
B X B &

Document Setup | Advanced
gq Printer Name |QGPLIOMEWORLD_A
Printer Location |HERE
— F‘ Printer Modal [CAZER
- r Mumber of Copies | Range:1-9839
ay P

Printer Selection |(BHnl Propey

1. Choose the Document Setup tab.

PeopleSoft.

Printer Selection

Ol csvicamma Delimited)

[ IPrinter Dafindon Language File [ oga intertace Mamea

LI Print Immediate

2. Click CSV (Comma Delimited) box to run the reportin CSV.
3. Click OK to submit the report for processing.
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4. View the report via View Job Status or Submit Job from the main menu. For
step-by-step instructions, please refer to the Working with Submitted Reports
work instructions.

& These following instructions will illustrate the steps to view a report via
Submit Job.

5. Click Submit Job from the main menu. The Work With Batch Versions —
Available Versions window appears.

e,

Submit Job - Work With Batch Versions - Available Versions i)
Select Find  Add Copy Delele Close Fow Form lodks ‘

v @ + I3 0 X B B &k
Batch Application li

Read Only Report (Y/N) [

No records fetched.

Version Version Title Description

< il [

6. Click Form, Submitted Jobs. The Submitted Job Search window appears.

Pl

Submit Job - Submitted Job Search om
Selst Fnd Deste Close Row Iools |

v & 1 X B B

Host [NISDEV
User D MISLMILLER
Job Queue E ]

Records 1-9

Description Job Details Environment

[ |

[0 987333 D Dane 5 UBE MNISLMILLE ROD4602_MNES93001_380 MISDEY 3807 JDWE1D ni
[0 @B7333 D Dane & UBE MISLMILLE R0O4G02_MNE993001_853 NISDEY 6531 JDWE10 nii
[ @B7333 D Done a UBE MNISLMILLE RO010F_<JDEDOO1_B54 MISDEY 6546 JDVETD ni
[0 @B7333 D Done i UBE MISLMILLE RO4802_MNE999001_B55 MISDEY B552 JDvE10 ni
[0 ©87333 D Dane i) UBE MNISLMILLE ROD4602_MNES93001_B55 MISDEY 6558 .JDVE10 ni
[0 987333 D Dane 5 UBE MNISLMILLE RO4602_MNES93001_656 MISDEY 6566 DYB10 [l
[0 @B7333 D Dane & UBE MISLMILLE R0O010F_XJDENO01_B60 NISDEY 6608 DWE10 i}
[ @B7333 D Done a UBE MNISLMILLE RO4602_NE993001_B73 MISDEY 6735 DvE10 NI
[0 @B7333 D Done i UBE MISLMILLE RO4802_MNE999001_729 MISDEY 7292 JDve10 ni
Al m ] =

7. Choose the row that references the report you wish to view once the
Description is "Done". The type of report that was run is identified in the Job
Details field.

& Click Find to refresh window until Description is "Done".
8. Click Row, View CSV.
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File Download

Some filez can harm pour computer. [ the file information below

X

loaks suspicious, or pau da nat fully trust the source, da nat open or
zave thig file.

File name: com.jdedwards jas. ube
File type:  UBE File

From:

10201515

“Wiould you like to open the file or zave it bo your computer?

Open | Save I

Cancel

Mare Info

W Always azk before opening this type of file

9. Select Save on the File Download popup.

10. On the Save As popup window.

e Select the desired folder in which to save the file

e Enter the new file name with a ".txt" extension.

|
savens 21
Save in: I@Desktnp j ~ @1 % EB-

r@‘ My Documnents
=2k Computer

B
com. jdedwards. jas
BJ End-User_Materials

My Documents:

File: name: | jdedwards. jas| j Save I
Save as type: I_ube Document j Cancel |

11. Click Save.
12. Open Excel.
13. Click File.
14. Select Open.
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15. Select the desired folder from the Look In dropdown window.

16. Select the desired file from the list that appears.

& Click Files of Type, Text Files to shorten search list.

E3 Microsoft Excel - PERSONAL
J Fle Edit Yew Insert Format Tools Data Window Help

DEES SRY $2@EHI| o« @z 2 m ~w |8
Al j -

1 2 I I@ My Documents j - |@ ¥ ER - Tooks « | . ‘ il | i | g ‘ =
| 2 | [ FAMIC Corversion
13| 1M
| 4 [C] Inwenkory
| 5 | (] Labor Flles
B (2 My Pictures
| 7| (2] Parking Reports
| 8 | (] printqueue
19 | (] Security
|10 B
|11 ] WINDOWS
112 csgtest
ﬁ cswtest2
ﬂ eswtestd
|15 Grant Project AT script changes
| 16| Projects Mai List
|17 SPRO JDE PO
% Flensme:  [esvtests] = [E open ,I
|20 Files of bype: | Text Files -
El I d _ coa |
|2

23

17. Click Open, Text Import Wizard — Step 1 of 3 should appear.

EdMicrosoft Excel - PERSONAL

J@ File Edit ¥iew Insert Format Tools Data Window Help

IDZHAERY I BRBE S| o (&= 2w <o |B T
A~ e
P - 1ot Wizard - Step 1 of 3 2x[ K [ L M [ N [ o | o

The Text Wizard has determined that your data is Delimited.
IF this is correct, choose Mext, or choose the data type that best describes vour data,

riginal data type
Choose the file bype that best describes your data:
¥ Delimited: - Charackers such as commas or tabs separate each field.
8 leedmdth - Fields are aligned in columns with spaces between each field.

Stark import at row: 1 3‘ File griging | Windows (ANST) -

Preview of file Yinisflen1shomeg\dsummer|csvbestd. txt,

[LREELZ4E0 ﬂ
Blhooorsee STATE OF NEBRASHA, ,..,,... 06/11/03, 9:03:40

[2 NT30001

4l ,uurnns Fixed Assets Extract Report,,,,,..,, Page -,1

[5 Btate Version v|
: 2

Cancel < Back | Mext > I Finish |

e e e S

[E=Y
(o]

. Select Delimited radio button.
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19. Click Next >, the Text Import Window — Step 2 of 3 appears.

FAMicrosoft Excel - PERSONAL =8|
| Fle Edit Wew Insert Format Tools Data Window Help =18 %]
DEER SGRY 4 2RABC o (@ z 7 -w-|BIUls Bls %le/o-a-A 7
Al o =|
P < 1ot Wizard - Step 2 of 3 elx kK [ L T M [ N [ o [ o
1 | I
2 This screen lets you set the delimiters your data contains, You can see
BB how your text is affected in the preview below,
[ N
5 i I~ Treat consecutive defimiters & one
5 | | I semicalon v Comma
| 7 | [ Space [ Other: I_ Text qualfier: B ]'
R
9 )
W laba previes
1]
12 5512480 ﬂ
MEN BTATE OF NEERASK]
| 14| 150001
15 Fized hssets Ext
W tate Version v|
i < | o
1]
% Cancel | < Back | Mext > I Einish |
Hl
2
23
20. Click in the Comma box to select it
21. Deselect any other checked boxes in the Delimiters box.
22. Click Next >, the Text Import Wizard — Step 3 of 3 appears.
EAMicrosoft Excel - PERSONAL = _18] x|
J Flle Edit ¥iew Insert Format Tools Data ‘Window Help
DEHa @Ry |i2BEEC| o |z 7w “uw B IO =
Al | =
A | B TextImpnrtWizardetep:iofa _"Iil K | L ‘ W | N | o} ‘ T

; : This screen lets you select each column and set olumn data Format
= the Data Format, & General
I ‘General converts numeric va_lues ko numbers, date  Text
i walues to dates, and all remaining values to text.  Dater MOV v
% Do not impart column {skip)
? Advanced...
B
10|
1] 1
i nezlben nerbener ﬂ
13| ETATE OF NEBRASE]
i

15 Fized hssets Ext
16| =]
17| | &
i
% Cancel | < Back Nezxt = | i Finish
21|
2|

23

23. User may change data format for columns or delete unwanted columns. In
most cases, no changes will need to be made on this screen.

24. Click Finish, the next window should show the report data placed in columns
on a new worksheet.
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& The example below illustrates the Fixed Assets Extract Report.

EdMicrosoft Excel - csvtest3
J File Edit Yiew Insett Format Tools Data Window Help

DEHa @Ry |i2BEEC| o |z 7w
Al | =[ RE512450
A [ B | ¢ [ o[ E [ F [l e I H [ 0 [ 0T ¥ T L I wm [ W [ 0]
1 |Ra5124a0]
| 2 | STATE OF NEBRAZKA
| 3 |MIS0001
| 4 | Fixed Assets Extract Report
| 5 |State Version
| 6 | Az of 6/10/2003
| 7 |Agency Number 65 DEPT OF ADM SERVICES
| B |Agency Division 4 AGENCY DEFINED DIVISION
| 9 Tag Numb Seri: Responsib Location L Location L Location L Date Acgu Total Cost Acquisitior Tax Entity | Fair Marke SPN Numt Category (Category (A
10 |13F01003L DIAGNOS’ 65040000 1711974 1D

300133018 ACADEMI B5048885 3223 N. 42 OMAHA O00CE 7171987 825000 C

1 il
| 12 132200134008 POWER - BE04B886 3223 M. 42 OMAHA OO00CE 7171930 30816 C
| 13 | 132200135008 MAINTEN BE04B58E 3223 M. 42 OMAHA OO00CE 7171931 18797 U
| 14 137700135008 ADMINIST 5048888 3223 M. 42 OMAHA 0000 7171957 ERA188 C
| 15 137200137008 MULTI-PUI B5048386 3223 M. 42 OMAHA O000F 7171966 G54388 C
| 16 | 132200138005 PRIMARY B5040000 3223 M. 42 OMAHA 000CE 7171967 720406 C
| 17 | 132200139008 MORTH RE BE04B886 | 223 N. 46 OMAHA O00CE 7171969 606731 C
| 18 | 132200140008 BOY'S DO BE04BEEE 3223 M. 42 OMAHA 0000 7M/1978 308176 C
| 19 132200141008 BOY'S DO BE04G88E 3223 M. 42 OMAHA OO00CE 7M/1932 BE2G0C
| 20 | 1372003991 3 BEDRO( £5048585 1711974 19100V
| 21 1322010001 RECREAT B5048806 1711975 200U
| 22 132ZM001L SITE OF M 65045006 17111998 400U
| 23 | 1322010021 SCHOOL ¢ Ba048586 1111867 134001
24 | 132201229008 OLD GYM B6046586 524 TENTENEBRASKA CITY O 7/11801 17866 U

& Data in columns may overrun into adjacent columns because of the
default column width. To improve readability and to determine if data
has been properly placed in columns it may be necessary to change the
column width.

25. Select the columns containing data by clicking and dragging on the alpha
column headings (here AA to BJ). The columns should be highlighted.

26. Click on Format, Column and Autofit Selection.

EdMicrosoft Excel - csvtest3

J@ Fle Edit Yiew Insert |Format Tools Data Window Help
DS Ha| &R E e, ax @§|n.m.%z 7| i
Al - Row 3

Eu
1 ¥ A
2
=R Unhide
L Standard Width. .,
5|
| 6 |
7
|8 |
| 9 |Explanatio Beginning Ending Ca Insurance 'Replacern: Last Years Insurance Insurance Palicy Rer Amount-In: Location(E Current lte Original ltgn Gity
|10 | 1141574 15000 52 52
|11 412000 26368 29754
|12 4/1/2000 4189 4198
|13 4172000 2204 2460
|14 4412000 22686 24414
|15 ) 4172000 13836 13936
| 16| 4172000 25661 37730
17| 412000 26388 28353
| 18 | 412000 18645 19665
|19 4/1/2000 15912 16824
|20 1141984 30000 1 1
|21 1144580 38500 135 135
22 14006 Q000 a0 hanl

ﬁ The resulting column width will be adjusted to match the widest data field in
each column. The conversion process may create some empty columns which
can be deleted and rows of header data which may be deleted or reformatted to
improve the appearance of the spreadsheet or allow various Data functions to be
performed.
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27. Review and Save your file after making adjustments.

EdMicrosoft Excel - csvtest3 =
J Flle Edit VYiew Insert Format Tools Data Window Help =18
DEEE ERY tRRER G -~ [4= 2 m -w-|B1U :
Al | =| RE512480
A | B [ 3 | ] | E

1 |RE512450 |
2
| 3 |MIS0001
EN
| 5 |State Version
| 6 |
| 7 |Agency Mumber 65 DEPT OF ADM SERVICES
| B |Agency Division 4 AGENCY DEFINED DIVISION
| 9 |Tag humber Serial Number Description Responsible Business Unit  Location Linel
| 10 | 13F01003L DIAGHOSTIC AND RESOURCE CENTER 65048688
| 11 132200133018 ACADEMIC BUILDING 65048688 3223 M. 45TH
| 12 132200134008 POWER HOUSE 65048688 3223 M. 45TH
| 13 132200135008 MAINTENANCE BUILDING 65048688 3223 M. 45TH
| 14 137200136008 ADMINISTRATION BLDG 5048888 3223 M. 45TH
| 15 137200137008 MULT-PURPOSE BLDG 5048888 3223 M. 45TH
| 16 | 132200138005 PRIMARY BUILDING 65046688 3223 M. 45TH
| 17 | 132200139005 NORTH RESIDENCE 65046688 223 M. 45TH
| 18 | 132200140008 BOY'S DORMITORY 65048688 3223 M. 45TH

19 132200141008 BOY'S DORMITORY 65048688 3223 M. 45TH

28. Close the Excel spreadsheet.
29. Click Close.
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