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[bookmark: _Toc417912862]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. 
[bookmark: _Toc417912863]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. [bookmark: T5_F98]
	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.





	Step
	Action

	1. [bookmark: T5_F188]
	Click the Navigator menu.






	Step
	Action

	1. [bookmark: T5_F4]
	Click the State of Nebraska link.


	1. [bookmark: T5_F6]
	Click the Address Book link.


	1. [bookmark: T5_F8]
	Click the Address Book Maintenance link.


	1. [bookmark: T5_F10]
	Click the Address Book Reports link.


	1. [bookmark: T5_F12]
	Click the Reports by Address link.






	Step
	Action

	1. [bookmark: T5_F14]
	Click the NE9990001 option.


	1. [bookmark: T5_F16]
	Click the Select button.






	Step
	Action

	1. [bookmark: T5_F18]
	Click the Data Selection option.


	1. [bookmark: T5_F20]
	Click the Submit button.






	Step
	Action

	1. [bookmark: T5_F22]
	Click the Left Operand list.






	Step
	Action

	1. [bookmark: T5_F24]
	Click the Search Type (F0101) (AT1) [BC] list item.






	Step
	Action

	1. [bookmark: T5_F26]
	Click the Right Operand list.






	Step
	Action

	1. [bookmark: T5_F28]
	Click the Literal list item.






	Step
	Action

	1. [bookmark: T5_F30]
	Enter the desired information into the Literal Value: field. Enter "F".

	1. [bookmark: T5_F32]
	Click the OK button.


	1. [bookmark: T5_F34]
	Click the Left Operand list on the second line.






	Step
	Action

	1. [bookmark: T5_F36]
	Click the Business Unit (F0101) (MCU) [BC] list item.






	Step
	Action

	1. [bookmark: T5_F38]
	Click the Comparison list on the second line.






	Step
	Action

	1. [bookmark: T5_F40]
	Click the is not equal to list item.






	Step
	Action

	1. [bookmark: T5_F42]
	Click the Right Operand list on the second line.






	Step
	Action

	1. [bookmark: T5_F44]
	Click the Literal list item.






	Step
	Action

	1. [bookmark: T5_F46]
	Enter the desired information into the Literal Value: field. Enter "9000".

	1. [bookmark: T5_F48]
	Click the OK button.


	1. [bookmark: T5_F50]
	Click the Left Operand list on the third line.






	Step
	Action

	1. [bookmark: T5_F52]
	Click the Name - Alpha (F0101) (ALPH) [BC] list item.






	Step
	Action

	1. [bookmark: T5_F54]
	Click the Comparison list on the third line.






	Step
	Action

	1. [bookmark: T5_F56]
	Click the is not equal to list item.






	Step
	Action

	1. [bookmark: T5_F58]
	Click the Right Operand list on the third line.






	Step
	Action

	1. [bookmark: T5_F60]
	Click the Null list item.






	Step
	Action

	1. [bookmark: T5_F62]
	Click the OK button.


	1. [bookmark: T5_F100]
	Now that we have entered our data selection we will tell the system to run the report in CSV.





	Step
	Action

	1. [bookmark: T5_F64]
	Click the Document Setup tab.


	1. [bookmark: T5_F66]
	Click the CSV(Comma Delimited) option.


	1. [bookmark: T5_F68]
	Click the OK button.


	1. [bookmark: T5_F102]
	Next we will need to navigate to View Job Status so we can see the status of this report.





	Step
	Action

	1. [bookmark: T5_F70]
	Click the Close button.






	Step
	Action

	1. [bookmark: T5_F193]
	Click the Navigator menu.






	Step
	Action

	1. [bookmark: T5_F195]
	Click the STATE OF NEBRASKA menu.


	1. [bookmark: T5_F72]
	Click the View Job Status link.


	1. [bookmark: T5_F104]
	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.  If it is WAITING or PROCESSING you will need to refresh the screen using the Find button (DO NOT use the Refresh button on your browser).





	Step
	Action

	1. [bookmark: T5_F76]
	Click the BV option.


	1. [bookmark: T5_F78]
	Click the Row button.


	1. [bookmark: T5_F80]
	Click the View CSV menu.






	Step
	Action

	1. [bookmark: T5_F82]
	Click the Open button.


	1. [bookmark: T5_F164]
	The report opens in Excel.  Some of the cells may overlap, but the cells can be expanded to display all information.





	Step
	Action

	1. [bookmark: T5_F88]
	Click the box in the left hand corner of the spreadsheet.


	1. [bookmark: T5_F90]
	Double-click the line separating columns A and B.


	1. [bookmark: T5_F170]
	The cells expand to the proper width to display all of the information.

	1. [bookmark: T5_F176]
	To close the spreadsheet click the Close button..


	1. [bookmark: T5_F178]
	If you wish you can save the spreadsheet.  We are not going to save it at this time.

Click the Don't Save button.


	1. [bookmark: T5_F3]
	You have successfully completed the Running and Viewing Reports in CSV lesson.
End of Procedure.




	Page 20



	Page 21



image2.png
ORACLE' 1D Edwards EnterpriseOne Roles v Personaiization +

Home

Navigator +

Open A

ORACLE

JD EDWARDS ENTERPRISEONE

Heb

PEEP, LITEBD. [PY910]

Sian Out





image3.png
Navigator v




image4.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalizaton v Hep  PEEP,LITTLEBO [PYS10]  SonOut

ORACLE’
JD EDWARDS ENTERPRISEONE





image5.png
STATE OF NEBRASKA




image6.png
‘Address Book




image7.png
‘Address Book Maintenance  »




image8.png
Address Book Reports ~ »




image9.png
‘@ Reports by Address.




image10.png
PEEP, LITEED. [PY910]

Roles +  Personalization v Help

Sian Out

ORACLE' ID Edwards EnterpriseOne

Work With Batch Versions - Available Versions
v @ X B row 5 rom I oo

Batch Application Ro14021
Read Only Report (Y/)

Last

Version Tite

Modified seauity
11/14/2005 0

‘One Line Per Address

‘One Line Per Address
‘Screen Shot - 1 Address per Line

‘One Line Per Address

11/06/2002 1
03/14/2000 1
06/09/2006 0





image11.png




image12.png




image13.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalizaton v Hep  PEEP,LITTLEBO [PYS10]  SgnOut

Navigator +

STATE OF NEB





image14.png




image15.png




image16.png
ORACLE" ID Edwards EnterpriseOne Roles v Personslaton v Hep  PEEP,LITLESO [PYS10]  SonOut

‘Address Number (FO101) (ANS) [BC]





image17.png
 Address Number (FO101) (ANS) [BC]





image18.png
ORACLE' ID Edwards EnterpriseOne

Roles +

Personalzation +

Heb

PEEP, LITEED. [PY910]

‘Adress Number (F0101) (ANG) [oC]
Business Unit (FO101) (MCU) [BC]

Date -Beginning Effectve (FO101) (EFTE) [BC]
Descrption - Compressed (FO101) (DC) (BC
Name - Alpha (FO101) (ALPH) [BC]

Search Type (FO101) (ATD) (]

Sian Out





image19.png
 Search Type (FO101) (AT1) [BC]




image20.png
ORACLE" ID Edwards EnterpriseOne Roes v Personalizaton v Hep  PEEP,LITTLEBO [PYS10]  SgnOut





image21.png




image22.png
ORACLE" ID Edwards EnterpriseOne Roles v Personslaton v Hep  PEEP,LITLESO [PYS10]  SonOut

Search Type (FO101) (ATD) [BC] Blank
zero

Nl

Literal

usiness Unit (FO101) (MCU) (BC]
Descrption - Compressed (FO101) (DC) (BC]
Name - Alpha (FO101) (ALPH) [BC]

Search Type (FO101) (AT1) ]





image23.png




image24.png
ORACLE' ID Edwards EnterpriseOne

List of Val

Roles +

Personalzation +

Heb

PEEP, LITIEED. [PY910]

Sian Out





image25.png




image26.png




image27.png
ORACLE' ID Edwards EnterpriseOne

Roles +

Personalzation +

Heb

PEEP, LITEBD. [PY910]

[Search Type (FO101) (AT1) (]

Address Number (FO101) (ANS) [BC]
usiness Unit (FO101) (MCU) [EC]

Date -Beginning Effectve (FO101) (EFTE) [BC]
Descrption - Compressed (FO101) (DC) (BC]
Name - Alpha (FO101) (ALPH) [BC]

Search Type (FO101) (AT1) ]

Sian Out





image28.png
Business Unit (F0101) (MCU) [BC]




image29.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalizaton v Hep  PEEP,LITTLEBO [PYS10]  SonOut

[Search Type (FO101) (AT1) (]





image30.png




image31.png
ORACLE" ID Edwards EnterpriseOne Roles v Personslaton v Hep  PEEP,LITLESO [PYS10]  SonOut

[Search Type (FO101) (AT1) (]

Business Unit (F0101) (MCU) (B





image32.png
is not equal to




image33.png
ORACLE" ID Edwards EnterpriseOne Roles v Personslaton v Hep  PEEP,LITLESO [PYS10]  SonOut

[Search Type (FO101) (AT1) (]

Business Unit (F0101) (MCU) (B





image34.png




image35.png
ORACLE" ID Edwards EnterpriseOne Roles v Personslaton v Hep  PEEP,LITLESO [PYS10]  SonOut

[Search Type (FO101) (AT1) (]

[Business Unit (F0101) (MCU) (B

Literal
usiness Unit (FO101) (MCU) (BC]
Descrption - Compressed (FO101) (DC) (BC]
Name - Alpha (FO101) (ALPH) [BC]

Search Type (FO101) (AT1) ]





image36.png
 Literal




image37.png
ORACLE' ID Edwards EnterpriseOne

List of Val

Roles +

Personalzation +

Heb

PEEP, LITIEED. [PY910]

Sian Out





image38.png




image39.png




image40.png
ORACLE' ID Edwards EnterpriseOne

Roles +

Personalzation +

Heb

PEEP, LITEBD. [PY910]

[Search Type (FO101) (AT1) (]

Business Unit (FO101) (MCU) (BC)

Address Number (FO101) (ANS) [BC]
Business Unit (FO101) (MCU) [BC]

Date -Beginning Effectve (FO101) (EFTE) [BC]
Descrption - Compressed (FO101) (DC) (BC]
Name - Alpha (FO101) (ALPH) [BC]

Search Type (FO101) (AT1) ]

Sian Out





image41.png
| Name - Alpha (F0101) (ALPH) [BC]




image42.png
ORACLE' ID Edwards EnterpriseOne

Roles +

Personalzation +

Heb

PEEP, LITEED. [PY910]

[Search Type (FO101) (ATD) BC]

[Business Unit (FO101) (MCU) (BC]

Sian Out





image43.png




image44.png
ORACLE" ID Edwards EnterpriseOne Roles v Personslaton v Hep  PEEP,LITLESO [PYS10]  SonOut

[Search Type (FO101) (AT1) (]

[Business Unit (F0101) (MCU) (B
[Name - Alpha (FO101) (ALPH) [BC]





image45.png
is not equal to




image46.png
ORACLE" ID Edwards EnterpriseOne Roles v Personslaton v Hep  PEEP,LITLESO [PYS10]  SonOut

[Search Type (FO101) (AT1) (]

Business Unit (F0101) (MCU) (B
[Name - Aipha (FO101) (ALPH) [BC]





image47.png




image48.png
ORACLE" ID Edwards EnterpriseOne Roles v Personslaton v Hep  PEEP,LITLESO [PYS10]  SonOut

[Search Type (FO101) (AT1) (]

[Business Unit (F0101) (MCU) (B
[Name - Alpha (FO101) (ALPH) [BC]

Literal
usiness Unit (FO101) (MCU) (BC]
Descrption - Compressed (FO101) (DC) (BC]
Name - Alpha (FO101) (ALPH) [BC]

Search Type (FO101) (AT1) ]





image49.png
| Null




image50.png
ORACLE" ID Edwards EnterpriseOne Roes v Personalizaton v Hep  PEEP,LITTLEBO [PYS10]  SgnOut

[Search Type (FO101) (ATD) ]

Business Unit (F0101) (MCU) (B
[Name - Aipha (FO101) (ALPH) [BC]





image51.png




image52.png
ORACLE" ID Edwards EnterpriseOne Roles v Personslaton v Hep  PEEP,LITLESO [PYS10]  SonOut





image53.png




image54.png




image55.png




image56.png
Roles +

Personalzation +

PEEP, LITEED. [PY910]

Sian Out

ORACLE' ID Edwards EnterpriseOne

Work With Batch Versions - Available Versions
v @ X B row 5 rom I oo

Batch Application Ro14021
Read Only Report (Y/)

Last

Version Tite

Modified seaity

11/14/2005 0

‘One Line Per Address

‘One Line Per Address
Screen Shot - 1 Address per Line

‘One Line Per Address

11/06/2002 1
03/14/2000 1
06/09/2006 0





image57.png




image58.png
Navigator v




image59.png
STATE OF NEBRASKA




image60.png
1w View Job Status




image61.png
ORACLE' ID Edwards EnterpriseOne

Submitted Job Search
v @0 X 3 eom B ron & o0

User D UATTRAINGS

Roles +

Personalzation +

Heb

UATTRAIN [IDVS10]  Sign Out

Query:[AlRecords (V] @ @

Job ¥

DateJob _
Stbmitted ¥

Time Job
Submitted

&  RS71152 NIS0001_14720_POF

03/06/2015 11:05:32

#100% v





image62.png




image63.png




image64.png
View CSV




image65.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalization v Hep  UATIRAINGS [DVS10]  SgnOut

Submitted Job Search Query[ATRecords (V] @ ()
v @0 X & eom B ron 1008
User D UATRAINSS
Records 1-1
] vew - - o | steus o [paeab Tme Job DatelLast
Output | Print | Job 30#% | Stats? | pewas User 9| submitted ¥ Submitted | Actvity ¥
B & Rs71152Nso001 14720 POF 19720 oo UATTRAINSS 0310672015 11:05:32 o3/06/20:
>

Do you want to open o save R571152_NIS0001_14720_PDF.csv (625 bytes) from pfcdv.ne.gov? Open save ||| cancel | x

®100% ~





image66.png
Open




image67.png
ORACLE' ID Edwards EnterpriseOne Roes v Personalizaton v Hep  PEEP,LITTLEBO [PYS10]  SonOut

View Job Status - Submitted Job Search Query:[ATRecords (V] @ (D)
v @0 X & eom B ron 1 1008

User D UATTRAIN4S
Records 1-1 &
X9~ 14021_NE9990001_10422_PDF. licrosoft Ex C=Rfol
Wome | met  magclyout  fomuss  Oa  Revew View c@-s=
% cabni T General - [ Conditional Formatting +  S=lnsert+ X v ﬂ ﬁ
G- B Z U- Aa $ v % o [EFomatasTable~ FDetete - | 3]~ ]
paste Sorta Fina&
I | H- 2-A- 5% 5 censtyes - {ElFomat - | 2+ Fiter select -
Clpboara_ Font | Aignment 5| number o syies cets aiting
AL > < | RO14021 v
5 < o 3 v 5 " l 3 3 s
[R014021 E
2
3 STATE OF NEBRASKA
4 (One Line Per Address
s
6  Address NAlpha Name Area Code Phone Number Mailing Name Address Lir
7
8 250000 ABSTRACTERS BD OF EXAMINERS ABSTRACTERS BOARD OF EXAMINERS PO BOX 54
5 557729 ABSTRACTERS BD OF EXAMINERS ABSTRACTERS BOARD OF EXAMINERS 1200 NSTS
10 250001 ACCOUNTABILITY & DISCLOSURE COMM /ACCOUNTABILITY & DISCLOSURE COMM PO BOX 95(
11 557730 ACCOUNTABILITY & DISCLOSURE COMM /ACCOUNTABILITY & DISCLOSURE COMM  STATE CAP|
12| 250002 AERONAUTICS DEPT OF DEPARTMENT OF AERONAUTICS P0 BOX 821
13| 557731 AERONAUTICS DEPT OF DEPARTMENT OF AERONAUTICS 3431 AVIAT
14| 1952354 AERONAUTICS DEPT OF - BRUNUNG AIRBASE DEPARTMENT OF AERONAUTICS PART OF OI
15| 557734 AERONAUTICS DEPT OF - FAIRMONT AIRFIELD DEPARTMENT OF AERONAUTICS FAIRMONT _
[+« 71 R014021 NES990001 10422 PDF . 4 i<l m f B 1|
ey | EEERAc=——C





image68.png




image69.png




image70.png




image71.png




image1.png




