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Running SQR User Executed Reports
User executed reports are those reports that can be run by the user at any time.
You may receive them as part of your monthly reporting package, but you have the

ability to run some of these reports whenever you require that data

The Transaction Detail Report is a user executed SQR report and is used as an
example for this job aid.

Step 1. Log on to the e*mpac Finance Application with your FIN Username and Password,
and navigate to the (Campus) Financial Reports page.

—%— Report Center = Finance

The Boston Financial Reports page opens — The “Boston” identifier for this page
name is based on user security.
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Home MutiChannel ¢ Addto Fa Sicin out

hews Window | Help | Customnize Page | B 4

Boston Financial Reports
Define Scope Query Viewer Batch Reports (RDT) Report Manager Process Monitor

Department Package Reports
Overhead Summary Report UMGLTOS0 niision
Eevenue & Expense wl Anpropriation Bud ort UMGLT045 nyision
Revenue & Expense Detail Transaction Report UMGLTO62 SQD
Eevenue & Expense w/ Organization Budoets Report UMGLT045 nvision
Open Encumbrance Repart UMGLTO079 SaR @
Fund Balance Reports
Fund Balance Detail Report UMGLT037 niision @ §
Fund Balance with Met Assets Report UMGLT036 nyision @
Project/Grant Reports

FrojectiGrant Activity Report UMGMT 047 SaR

| <

Individual Reports
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Step 2. Click the Revenue & Expense Detail Transaction Report link to access the run

control for this report.

The UMGL7062-Transaction Detail (Find an Existing Value) page opens.
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Mew Window | Heln | B

UMGLT062-Transaction Detail

Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value

Search by: Run Control ID begins with

[Jcase Sensitive

Search | advanced Search

Find an Existing Value |Add a Mew Walue

:B Note: If this is the first time you are running this report, click | At a NewValue | enter o

name for the Run Control ID, and click g Use underscores () in place of
spaces as the system does not recognize spaces for the run control name.

Step 3.
Enter the Run Control ID and click m.

The UMGL7062-Transaction Detail page opens.
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MewWindow | Help | Customize Page | /5

UMGL 7062-Transaction Detail

Run Control I~ Trans_Detail Eeport Manager Process honitor Rin

‘Business Unit |UMBOS  CL s aqger: "|

‘Beginning Period: | ‘Beginning Year: |

1. Tree Name:! Q
‘Ending Period: | ‘Ending Year: | 2 LT | A

3. Chart Field: | Q
Reports Printing

(& Non-Grant Format O Grant Format
[IRrevenue CIrayron [CIMon Payron CBuaget [ rransfers

Selection Criteria

) 4] 4 o1 4 [
Chartfield MNodefvalue  From Yalue/ Tree Mame ToValue f Tree Node
[ a vy FE
B save j [Ek b ] Updatemisplayj
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Step

Step
Step

Step

Tip: The run control page allows you to select the parameters needed to run your report.
Some run control pages require more information than others.

Note: The Business Unit defaults based on your user security.

4, Enter the following fields:
e Ledger
e Beginning Period
e Ending Period
e Beginning Year
e Ending Year
e Tree Name
e ChartField (1 and 2)

Tips:
e |t is recommended that the RPT_DEPARTMENT tree be entered in the Tree
Name field. (This is the same tree used in the monthly batch reports.

e The ChartField fields are optional and can include any ChartField. Valid values
are Class, DeptID, Fund Code, Program Code, and Project ID.

5. Select any appropriate check boxes in the Reports Printing group box.

6. To limit the selection of ChartFields in the report, enter the ChartField field.

7. Enter one of the following options in the Node/Value field:

e V (ChartField value)
¢ N (Node in the tree structure)
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Step 8.  To limit the selection of ChartFields in the report, enter the ChartField field.

M University of
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Mews Window | Help | Customize Page | B

[ UMGL7062-Transaction Detail |

Run ControlID:  Trans_Detail Report Manager Process Wanitor Rin

|’Business Unit |UMBOS | QL speqger: |Actuals v |
‘Beginning Period: |_1 , ‘Beginning Year: E_EDD?i Q
‘Ending Period: il%' ‘Ending Year: :_E_DDTI E AL = 7;Q
3. Chart Field: | |a
| (& Non-Grant Format O Grant Format |
Revenue Payroll Non Payroll Budget Transfers
Find |View 1 First [1] 4 af 1 O] Last
Chartfield Modefdalue  From Walue f Tree Mame ToValue i Tree Mode
' D | EHE
B save | [S\Returnto Search | +[E] Previous i List ‘ +E| Mext in List‘ E‘q.Add‘ HUpdste : ‘

Q Tip:
¢ To define one specific department, select V in the Node/Value field and enter the same

department number in the From Value / Tree Name and To Value / Tree Name fields.

¢ To define a range of department ID values, enter the start value of the range in the From
Value / Tree Name and the end value of the range in the To Value / Tree Name.

e To define a group of departments, it may be easier to enter N in the Node/Value field

and enter the tree name in the From Value / Tree Name and To Value / Tree Name
fields.
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Step 9. Tg add another ChartField value, click 1.

Step  10.
P Click M.

The Process Scheduler Request page opens.

7S University of
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Mew Window | Help | Customize Page | J&,

Process Scheduler Request

User ID: UM10060299 Run ControlID: Trans_Detail
Server Name: Run Date: 120172006
Recurrence: Run Time:  [11:08:56AM Rssstto Current DateiTime_ |
Time Zone: [ Ja
Select Description Process Name Process Type Tvpe ‘Format Distribution
UMGLTOBZ Transaction Detail UMGLTOBZ SGR Report Distribution
oK Cancel

Step 11. Verify that the following fields default (depending on user prefereces):

e For the Process Type SQR, the Server Name should be PSUNX
e For the Process Type Crystal, the Server Name should be PSNT
e The Type should be Web

e The Format should be PDF

Ste 12.
P Click L

The UMGL7062-Transaction Detail page reopens.
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Step 13. To monitor the status of the report, click the Process Monitor link and click

Refresh - . .
—l periodically until the Run Status displays “Success”.

B m University of
vines Massachusells
Reporting Home MutiChannel Add to Far Sign out
(=3

Mew Window | Help | Customize Page | 5

{ Process List || ServerList |

User ID: |UM10060299 (2 Type: | Last: 1| |Days » | Refresh

Server: * | Hame: QL Instance: to

Eun | Distribution v Save On Refresh

Status: Status Cum Flag
Process List Customize | Eind | | 8 First [+ 1af1 [ Last
Select Instance Seq. Process Type EBlocess User Run Date/Time Run Status LiStibution Details

Name Status
207487 SQR Report UMGLTO62 LUIM10060299 12/06/2006 6:35.45PM EST  Success Posted Details

Bl save | [=] Motify

FProcess List| Server List

h Note: The Process Monitor and Report Manager links also appear on the Report Center
page that was used to access the Report Request (see example after Step 1). If you want
to view reports that have been run in the past, you do not have to open the Report Request

to view those reports. You can open them directly the Process Monitor and/or Report
Manager via the Report Center.
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Step 14. To view the report, click the Report Manager link.
The List page opens.

m University of
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Mew Window | Help | Custormize Page | (5

{ uist  |[_Exlorer [ Administration | Archives ||

Fol(ler: Instance: l:l to:l:l [ReNBE
i in First H 10of1 I Last
Report Report Description Folder Hame EFQIM mﬁ
1UMel 0By pMOLTORZ TRANSACTION General o 20853 19921

Go back to UMGLT062-Transaction Detail

B save

List | Explarer | Administration | Archives
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Step  15.

Click F iy

The Administration page opens.

m University of
vines Massachusells
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(=3
Mew Window | Help | Customize Page |
[ st} Explorer Jf Aaministration | Archives |

User ID: wee | viase [[1]Hours  w| Refiesh |
Status: v| Fol(ler:| V|Instance: | : |
Report List i

Report Prcs
SEIECh 1D Instance

Request Date Time Format Status Details

310112006 Acrobat
11:00:364M gpag  osted

20653 1992, UMGL7062 Transaction Detail

(]

Select All Deselect All

%Icnckthe delete button to delete the selected report(s)

B save

List | Explarer | Administration | Archives
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P‘ Note: The report will not show on the Administration tab until it has been “Posted”. If you

. . . Refresh -
do not see the desired report in the Report Manager, click —l until it appears.
Otherwise, go to the Process Monitor to check the status of the report in progress.

Step  16.

Click the Description link to open the report in PDF format, or click the Details link to

view the report in either PDF or XLS format. In this example, the Details link is used

The Report Detail page opens.

m University of
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Report Detail

Repaort ID: 21594

Name: UMGL7062
Run Status: Success

UMGLT062 Transaction Detail

Distribution Node: RPTDIST

Message Log
umgl7062 20757.POF
Trace File

umgl 7062 20757 xls

Distribution

Distribution Details

1D Type *Distribution 1D

User 10060299

Home

Mew Window | Heln | Custornize Page | [ 4

Process Instance: 20757 Messane Log

Process Type: SGR Report

Expiration Date:

File Size es Datetime Created

2,079 12/06/2006 7:00:37.000000PM EST
1,584 120652006 7:00:37.000000PM EST
3,399 12/06/2006 7:00:37.000000PM EST
1,244 120652006 7:00:37.000000PM EST

£
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Step 17.

The UMGL7062-Transaction Detail Report opens.

Adobe Acrobat Professional - [F58-135-umgl7062rptcbt. pdf]

Click the link for either format. For this example, the PDF format is selected.

File Edit Wiew Document Comments Tools Advanced ‘Window Help - 8 x
P = - fv @ ﬁ = - E - w7 Send for Review -~ || j - ion + -
1= = [|__ it | Create PDF 5| Comment & Markup ™ g7 Secure Sign
oTh I 5 ] £ i)
elect h - 4 T Help =
) 1> 8 [ P | pe P
»
Toiversity of Massachesstta Pag M
Datall Transacticos Ba]
Business Unit: UMBOZ2 Bu1
From Pericd 1 Fiscal Year 2007 to Period 12 Fiscal Tear 2007 Bu1
opd
Department: BO01100000 Record Hot Found
Managsr: Record Hot Found
FUND_CODE: 21005 Private Gifts-Budgst Levsl 2
Towo:
Journal po# / Trane Card H WVouohsr IDS
Rocount Project/Grant Prog Class Journal ID Dats #ource Vendor / Deseription I Re: Batoh ID
Won-Payroll -
727200 Other Reimb
SEQ000000000421 BOO 00000007TZ 08/24/2006 CHL
SEQ000000000428 BOO el Duludel ] 08/24/2006 CHL
SEQ000000000426 BOO el Duludel ] 08/24/2006 CHL
SEQ000000000427 BOO C0a000 08/24/2006 CHL
) SEQ000000000430 BOO 0000000780 08/24/2006 CHL
3 SEQ000000000417 BOO 000000076 08/24/2006 CHL
SEQ000000000414 BOO 0000000764 08/24/2006 CHL
SEQ000000000415 BOO 0000000TEE 08/24/2006 CHL
SEQ000000000415 BOO 76T 08/24/2006 CHL
SEQ000000000418 BOO 08/24/2006 CHL
SEQ000000000415 BOO 08/24/2006 CHL
SEQ000000000422 BOO 08/24/2006 CHL
SEQ000000000420 BOO 08/24/2006 CHL
SEQ000000000424 BOO 08/24/2006 CHL
SEQ000000000423 BOO 08/24/2006 CHL
SEQ000000000425 BOO 08/24/2006 CHL
hocount T27200 Total
Total Won Payroll
2rand Total Payroll and Hon-Payroll Expenses
v
Al 20,40 % 15,17 in < ¥
1 4 v = = —— 1 o
I i4 *4| 1of3 |b Pl | © |d| = L

End of Procedure
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