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Distributing Reports to Multiple Users

This job aid describes the procedures for distributing reports to multiple users,
including:
e Distributing nVision Reports to Multiple Users
e Distributing SQR Reports to Multiple Users

Distributing nVision Reports to Multiple Users

Step 1. Log into the Finance Reporting database with your Finance Username and
Password.

,@_ Navigate to the following path:

Report Center = Finance / Grants

The Financial Reports page opens.

Mew Window | Help | Custormize Page | 15

President’s Office Financial Reports

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

Departmental Reporting Package

Bevenue & Expense wi Appronriation Budaets Renort UMGLT045 nvision @
Bevenue & Expense wi Organizalion Budgets Report UMGLTD45 niision @
kon-Sponsared ProjectiGrant Activity Repor UMGLTD4T nvision

Bewvenue & Expense Detail Transaction Repart UMGLT0B2 SARrR @
Open Encumbrance Repart UMGLTOTa SQR @

Balance Sheet Reports

Balance Sheet Repor UMGLT046 nision
Balance Sheet Transaction Detail Report LUMBLT0S3 B8R

Fund Balance Reports

Fund Balance Activity Report UMGLTD36 niision @
Fund Balance Detail Report UMGLTO37 nvision 0

Other Revenue & Expense Repoits

Rewvenue & Expanse Summany wl Apnpropriation Buddgets Repart 704550UM niision

Rewvenue & Expense Sumrmany w/ Org Budgets Report - Projects Only  70455UM nyision

Hev_enue & Expense Summary wl Annran Budgets Renort- o 704550 Hvieian

Projects

Revenue & Expense Summary w/ Organization Budgets Report T0455UM niision

Bewvenue & Expense Sumrmany w/ Anprop Budgets Report - Projects 704650 G

Only

Bevenue & Expense Summary w/ Org Budgets Report - No Projects  70435UM n¥ision

Revenue & Expense wi Approp Budgets Report- Projects Onl UMGLTD45 niision (2}
Revenue & Expense wi Approp Budgets Report- Mo Projects UMGLTD45 n¥ision @
BEevenue & Expense wi Org Budgets Report - Projects On UMGLTD45 nyision @
Rewvenue & Expense wi Org Budgets Report - Mo Projects UMGLTD45 nwision Q
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Step 2. Click the appropriate nVision report link.

The nVision Report Request page opens in a new window.

New Window | Help | Customize Page | 5,

nVision Report Request

Business Unit: UMGEN Reportllx  RE_AFFG

‘Revenue & Exp-Approp-All

Report Title:
Layout: |REV_AND_EXP_APPROF_ALL_LMCE
*As Of Reporting Date: | Speciy v 123172006
“Tree As Of Date: ‘ Use As Of Reporting Date V|

@ My Scopes ) campus Scopes Define Scope

Report Scope Q
~ Quiput Options

Type: | Wieb v Stope and Delivery Templates

‘Format: ‘ Microsoft Excel Files (*xls) v‘
Run Report
B Save | L\Returnto Search | [Z] Natify ‘ [E et

n¥ision Report Reguest | Advanced Options

Step 3. Enter the applicable date and scope name.

Step 4. Click un Repart |

The Process Scheduler Request page opens.

Home

Mew indow | Help | Customize Page | B

Process Scheduler Request

User ID: CCGRAHAM Run Control ID:

Server Name: Run Date: 0472472007
Recurrence: Run Time: 9:31:28AM Resetto Current DatelTime

Time Zone: Q

Process List

Select |Description Process Name Process Type T at
120nvision Repart MYSRUN n¥ision Report Default | |Default

OK Cancel
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Step 5. Select Web in the Type field.

The Distribution link displays.

Mew Window | Help | Custornize Page | B,

Process Scheduler Request

User ID: CCGRAHAM Run Control T
Server Name: Run Date: 0501 4/2007 [
Recurrence: Run Time: 4:07:04PM

Time Zone:

Q
Process List
Description Process Name Process Type F e

120nvision Report MYSRUN n¥ision Report

Ok Cancel

Step 6. Click the Distribution link.

The Distribution Detail page opens.

PRARTIRE

=

Mew Window | Help | Customize Page | 15

Distribution Detail
Process Name: NVSRUN

Process Type: nYision-Report

Foler Nome:

Distribute To

ID Type *Distribution I F’i
[user  v[[ccoranam o =

Email Subject: Email With Log [ Email Web Report [

Message Text:

Email Address List:

Ok Cancel I




P

UMASS.

° ° /—\
University of Massachusetts . _<-mpac

Entorprise Management and Porformance

Through Administradive Compuating
Ambherst * Boston * Dartmouth * Lowell * President’s Office * Worcester

Step 7.

Step 8.

Ok Cancel

Click in the Distribute To group box to add more users (as shown in the
example below).

Mew Window | Hel | Customize Page | 5,

Distribution Detail
Process Name: NvSRUN

Process Type: niision-Report

Folder Name:

Distribute To

ID Type “Distribution ID I
[user  v|[ccRAHAN QFHE
User | [AHBAXTER Q [#H =
User EE Q[+ =
User ~ | [A9RLONG Q=
Email Subject: Email With Log [ Email Web Report []
Message Text:

Email Address List:

Click L.

The Process Scheduler Request page reopens.

St 9.
ep L |

The report runs and is available in the Report Manager for all users.

End of Procedure
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Distributing SQR Reports to Multiple Users

Step 1. Log into the Finance Reporting database with your Finance Username and
Password.

Navigate to the following path:

Report Center = Finance / Grants

The Financial Reports page opens.

Mew Window | Help | Custormize Page | 15

President’s Office Financial Reports

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

Departmental Reporting Package

Bevenue & Expense wi Appronriation Budaets Renort UMGLT045 nvision @
Bevenue & Expense wi Organizalion Budgets Report UMGLTD45 niision @
kon-Sponsared ProjectiGrant Activity Repor UMGLTD4T nvision

Bewvenue & Expense Detail Transaction Repart UMGLT0B2 SARrR @
Open Encumbrance Repart UMGLTOTa SQR @

Balance Sheet Reports

Balance Sheet Repor UMGLT046 nision
Balance Sheet Transaction Detail Report LUMBLT0S3 B8R

Fund Balance Reports

Fund Balance Activity Report UMGLTD36 niision 0
Fund Balance Detail Report UMGLTO37 nvision @

Other Revenue & Expense Repoits

Rewvenue & Expanse Summany wl Apnpropriation Buddgets Repart 704550UM niision

Rewvenue & Expense Sumrmany w/ Org Budgets Report - Projects Only  70455UM nyision

Hev_enue & Expense Summary wl Annran Budgets Renort- o 704550 Hvieian

Projects

Revenue & Expense Summary w/ Organization Budgets Report T0455UM niision

Bewvenue & Expense Sumrmany w/ Anprop Budgets Report - Projects 704650 G

Only

Bevenue & Expense Summary w/ Org Budgets Report - No Projects  70435UM n¥ision

Revenue & Expense wi Approp Budgets Report- Projects Onl UMGLTD45 niision (2}
Revenue & Expense wi Approp Budgets Report- Mo Projects UMGLTD45 n¥ision Q
BEevenue & Expense wi Org Budgets Report - Projects On UMGLTD45 nyision @
Rewvenue & Expense wi Org Budgets Report - Mo Projects UMGLTD45 nwision @




. ° )
WP University of Massachusetts ._empac__

Through Administradive Compuating
Ambherst * Boston * Dartmouth * Lowell * President’s Office * Worcester

UMASS.

Step 2. Click the link for the appropriate SQR report.

The Find an Existing Value page opens in a new window.

Mew iindow | Help | ,

UMGL7079-Open Encumbrance Rpt
Enter any information you have and click Search. Leave flelds blank for a list of all values

Find an Existing Value

Search by: Run Control ID begins with

[Clcase Sensitive

Search | advanced Search

Search Results

First E 2 E Last

[Run Control ID |Language Code

Enaglish
English

Find an Existing Yalue \ Add a New Yalue

Step 3. Click on the link for the appropriate Run Control ID or add a new value to create a
new Run Control ID.

The Report page opens.

New Window | Help | Customize Page | 5,

UMGL7079-Open Encumbrance Rpt

Run Control ID:  crburke ReportManager Process Monitar

Run ‘

‘Business Unit UMCEN QL

*Fram Period 1 Thru Period| 9 *1.Dept Tree RFT_DEPARTMENT (@
“Fiscal Year | 2007 2. Chart Field ’WQ
3.ChartField| @
First E 1of 1 E Last

Chartfield Modefdalue  From Yalue ! Tree Mame ToValue [ Tree Mode

DEPTID Q [ca16500000 @, [c816500000 q FH[E

B save | L Rsturnto Search | [=] Natify [E A
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Step 4.
Click M.

The Process Scheduler Request page opens.

Mew Window | Help | Customize Page | B,

Process Scheduler Request

User ID: CCGRAHAM Run Control ID: crhurke

Server Name: Run Date: 0412412007

Recurrence: Run Time: 11:12:30AM Resetto Current DatefTime
Time Zone: Q

Process List

Description Process Name Process Type Mk “Format -
UMGLTO78 Open Encumbrance Rpt  UMGLTOTS 50R Report [PoF €] pistribution

0K Cancel I

Step 5. Click the Distribution link.

The Distribution Detail page opens.

Mew indow | Help | Customize Page | 5,

Distribution Detail
Process Name: UMGL7079

Process Type:  SQR Report

Foldar Name:

“Distribution ID e
CCBRAHAM QFHE

Email Subject: Email With Log [ Email Web Report []

Message Text:

Email Address List:

OK Cancel
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Step 6.

Step

Click in the Distribute To group box to add more users (as shown in the
example below).

Mew indow | Help | Customize Page | 5,

Distribution Detail

Process Name: UMGL7079

Process Type:  SQR Report

Folder Name:

Distribute To

[User v |[CCORAHAY Q [# =

User ~ | [araTHING a FHE
User | [ACHOWLAN Q[+ =
User | [AcmcLaUT Q[ E
Email Subject: Email With Log [ Email Web Report []

Message Text:

Email Address List:

Ok Cancel

Note: These extra User IDs will remain attached to the Run Control ID until the rows are
deleted. If this distribution is being run one time only, create a new Run Control ID or go
back and delete the rows.

7.

Click L.

The Process Scheduler Request page reopens.

Mew Window | Help | Customize Page | 5,

Process Scheduler Request
User ID: CCGRAHAM Run Control ID: crhurke
Server Name: Run Date: 04/24/2007 1]

Recurrence: Run Time: 11:12:30AM Resetto Current Date/Time
Time Zone: Q

UMGLT079 Open Encurnbrance Rt UMGLTOTY S0R Report Distribution

oK Cancel
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Step 8.
Click L.

The report runs and is available in the Report Manager for all users.

End Procedure




