Printing CBM Reports in PeopleSoft Version 9.0
To access the CBM Reports list, click Report under the Budget folder on the Main Menu.

[image: image1.png]Main Menu

[ Budget
Setup
Use
nauire
Report

Change My Password
Create a new password

2

Reporting Tools %

Run, create, and manage queries and ivision reports
= Report Manager

My Personalizations

Personalize options such as locale, tab details, save
warnings, etc.

eopleTools
Enhance, deplay, and extend PeopleSoft and non-
PeopleSoft applications

Process Scheduler





The list of CBM reports will be displayed.  Click on any report in the list.
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An alternate way to access CBM reports is through the Menu Bar on the left.  Click to open Budget; then click to open Report.  Click on the report name link to access a report in the list. 
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After you choose a report, the Run Control ID Search page will be displayed.  In order to print in PeopleSoft, at least one Run Control ID needs to be set up to hold the processing and print parameters. 

Notice there are two tabs:  Find an Existing Value and Add a New Value. 
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If you have an existing Run Control ID, click on Search in the Find an Existing Value tab.  If you have multiple Run Control IDs, a list of your Run Control IDs will be displayed.  Click a Run Control ID from the list and the Report page will be displayed.  

Note that if you have only one Run Control ID, the Report page (where you input Model, Account, and other report parameters) will be displayed when you click the Search button.
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If you do not have an existing Run Control ID, click on the tab Add a New Value.  Enter a name for your Run Control ID that is no longer than 13 characters with no spaces.  Click the Add button and the Report page will be displayed.
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Each CBM report has a page where you input Model, Account, Department, or Fund, and other specific report parameters.

Input the Model and other Parameters for the selected report.  Click the Run button.
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The Process Scheduler Request page will be displayed.  This is where you will choose the specific report you want to run and set up the output parameters.

Click the link to the report version you wish to run; i.e. Hospital Account Detail.
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The Job Detail page will be displayed.  For Process Type SQR Report and Crystal, make sure that Web is selected for Type and PDF is selected for Format.

Note:  If you plan to Export the report to Excel, change the Crystal Format to RPT.

Click the OK button.
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The Process Scheduler Request page will again be displayed.

From the Process List, check off the report you want to print.  Click the OK button.
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The Report page will again be displayed.  Note that it now shows the Process Instance number for your print job under the Run button.

Click on Process Monitor.
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The Process List page will be displayed.  It shows the reports you have processed with the most recent report listed at the top.

Click the dropdown box to the left of the Refresh button and choose Days.

Make sure that the Type dropdown is blank.

Click the Refresh button to update the Run Status column in the grid.
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Each print job that you have submitted will show on an individual line that begins with its Process Instance number.

Click the Refresh button until the print job in the grid shows Run Status of Success; this means that your print job has completed processing.

When your report shows Run Status of Success, click the link under the report’s Process Name; i.e. SUBMR01A.

The Process Detail page will be displayed.

For all reports except Report 05, click the third link that is displayed; i.e. SUBMC01A.

(Since Report 05 is the only CBM report that does not produce a Crystal report, it will only show two links.  Click the second link that is displayed to access this report.)
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Clicking on the link will open up the next Process Detail page.  To view and print your report, click View Log/Trace.
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The View Log/Trace page will be displayed.  In the Name column in the File List, click on the Report Name which starts with SUBM.
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Finally!!!  Your report will open in a separate window as an Adobe Acrobat Reader file or a Crystal report, depending on which Format you selected on the Job Detail page. 

Click on File – Print to print the report.
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Budget Model Id: 2011 Campus Budget Module Report ﬁ%/{cmss

Hospital Account Detail Report

33130800 - JCAHO Continued Readiness

Model Year
201012011

33130800 - JCAHO Continued Readiness

Budgeted Expenses
Personnel Services Regular
Holiday Pay 45.600

Sub-Total 45,600
Overtime 22,000

Sub-Total 22,000
Sub-Total 67,600

Other Than Personnel Services

Contractual Services 35.000

Consulting
Contractual Services 30,000
Spec Contractual Serv.

Other Expense 20,000
Books, Subcrip, Memberships

Other Expense 5,000
Outside Training Registr Fees

Sub-Total 90,000

Total Exne 157,600
Unknown Zore





Print_Manual_V90.doc

Page 2 of 8

