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Purpose

Use this procedure to run and view a report.

Trigger

Perform this procedure when running any report.

Prerequisites

User must have security to the report being run and the data the report requests.

Menu Path

Use the following menu path(s) to begin this task:
· Paths will vary depending on the report requested.
Helpful Hints

None

Procedure seq steps \r0 \h 
1.
Navigate to the desired report in iSIS.
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For purposes of this exercise, we will be looking at the Print Class Schedule report found at Curriculum Management [image: image2.jpg]


 Schedule of Classes [image: image3.jpg]


 Print Class Schedule.
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2. SEQ substeps \h \r0 
At a minimum, complete the following required fields to find the appropriate record:

	Field Name
	R/O/C
	Description

	Run Control ID
	R
	Name given to a series of settings used to run reports.  Many Run Control IDs can be saved for the same report, each with a different set of settings.
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If the selected Run Control ID does not exist, click [image: image6.png]


 and enter the name to create it.

Example:
SchedPrint


3. SEQ substeps \h \r0 
Click [image: image7.png]Search



 .
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Click  [image: image9.png]Add



, if adding a new Run Control ID value.

4. SEQ substeps \h \r0 
At this point, the desired report settings (Run Control ID) will open up.  Make any changes, if necessary.

5. SEQ substeps \h \r0 
Click [image: image10.png]


 to open the Process Scheduler for processing of report.
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Clicking [image: image12.png]


 will also save the settings for the Run Control ID.

Print Class Schedule
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6. SEQ substeps \h \r0 
As required, complete/review the following fields:

	Field Name
	R/O/C
	Description

	Server Name
	R
	K-State only uses PSUNX server.

Example:
PSUNX

	Recurrence
	O
	Allows for scheduling of the requested report.

[image: image14.bmp]
This is not recommended for use at this time.

Example:
(left blank)

	Run Date
	R
	Date to run the report.

[image: image15.bmp]
This defaults to the current date.

Example:
01/29/2007

	Run Time
	R
	Time to run the report.
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This defaults to the current time.

Example:
2:41:57PM


7. SEQ substeps \h \r0 
Click [image: image17.png]


by the appropriate report version to select that report for processing.

[image: image18.bmp]
For the example, the Schedule of Classes (KSU) is chosen.  Multiple report versions may be selected here.
8. SEQ substeps \h \r0 
As required, complete/review the following fields:

	Field Name
	R/O/C
	Description

	Type
	R
	Method for distribution of the report.

[image: image19.bmp]
For now use only Web type.  Other types may have unexpected results.
Example:
Web

	Format
	R
	Format for the distribution of the report.
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We recommend using PDF format.  For this report, the Excel format will look exactly like the PDF format, which is more intended for viewing than for electronic manipulation.
Example:
PDF


9. SEQ substeps \h \r0 
Click [image: image21.png]
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10. SEQ substeps \h \r0 
Notice the Process Instance number assigned to the report request.  This indicates that the request has been successfully submitted.
11. SEQ substeps \h \r0 
To proceed with viewing the results of the report, click [image: image23.png]Report Managet
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Report Distribution Mgr
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12. SEQ substeps \h \r0 
Click [image: image25.png]


 .

Report Distribution Mgr
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13. SEQ substeps \h \r0 
Perform one of the following:

	If
	Then

	Status of the Request is Posted
	Proceed with Step 14
.

	Otherwise
	Click Refresh until status changes to Posted.


14. SEQ substeps \h \r0 
Click [image: image27.png]Schedule of Classes (KSU)



 .
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The system will now open another window and launch a PDF document (or whatever format was selected).
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If there a PDF document does not open, there was no output from the report request.  This usually means that the settings in the Run Control ID produced no results.  In some cases, as in some Class Schedule error reports, the absence of a report indicates that there is no data in the report.

15.
You have completed this task.

Result

You have a new window open with the desired report in the format that was selected.

Comments

None.
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