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Chapter 6 :  Printing Reports 
 
Steps for creating and printing reports 

1. Navigate to the location of the report’s Find an Existing Value page using the menu or 
the favorites that you have set. 

2. Add a new Run Control ID if you are running this type of report for the first time 
OR 
From the Search link, select the Run Control ID for this report if you previously have run 
this type of report. 

3. Type in the criteria for your report. For a budget report, this might be the Budget Period 
(fiscal year), Accounting Period (fiscal month) and the SpeedType. 

4. Click on the Run button. Select PSNT as the Server and mark the reports that you want. 
5. Click on the Report Manager link and then the Administration folder tab. 
6. On the Administration page, click on the link for the report’s Description. 
7. Use the standard Windows print options. 

 
Printing Departmental Budget Reports 
 
NOTE: If the SpeedType begins with a 5 or 7, use the Project to Date Reports menu option to 
print the budget report. 
 
Part A: Processing the Request 
 
What you do What happens 
1. From the menu, select 

Process Financial Information. 
 
Then, select UA Department Inquiries. 

The following page is displayed. 

 
2. In the Report list, select 

Departmental Budget Reports 
OR 
If the SpeedType begins with a 5 or 7, 
select Project to Date Reports. 

In class, the Departmental Budget Reports – 
Find an Existing Value page is displayed. 
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What you do What happens 
3. If this is the first time that you are 

printing a Budget Report, click on the 
Add a New Value folder tab to add a Run 
Control ID as outlined in the steps in the 
previous chapter. 
 
If you have an existing Run Control ID, 
click on  to select it.  

The Departmental Budget Reports page is 
displayed. 
 
NOTE: If you only have one Run Control ID 
for that report, the criteria page for the report 
will be displayed immediately. You will not 
need to choose a Run Control ID from the list. 

 

 
 

 4. Type the criteria for the report. 
 
You must indicate the Budget Period 
(fiscal year) and the Accounting Period 
(fiscal month).  
 
In this example, type: 
Budget Period: 2005 
Accounting Period: 2 
 
Then, type the additional criteria to 
specify the reports you need.  
 
Click on  to save the criteria to 
the Run Control. 
 

 
 

 

Ver. 2006.12.07 pstrain@uakron.edu 6-2 
These materials may not be reproduced in whole or in part without the express written permission of The University of Akron. 



Budget Reports and Inquiry for New Users  The University of Akron 

Entering Criteria for a Budget Report 
 
The criteria that you enter on this page determine which budgets (SpeedKeys), month and year 
will print. Here are some suggestions to assist you in entering criteria. 

◘ Enter the Budget Period (Fiscal Year) and Accounting Period (Fiscal Month). 
These are required fields. Then determine what additional criteria you need. 

◘ To print the reports for a single budget, enter the SpeedKey. If you enter a SpeedKey, 
only three fields should have criteria: Budget Period, Accounting Period and 
SpeedKey. 

 
◘ To print the reports for an entire department, enter the first five characters of the 

Department ChartField followed by a percent sign %. For example, A0660% would 
print all the budgets for the Mechanical Engineering department on the Akron 
campus. 
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◘ To print the reports for all the budgets with a certain Fund Type, enter the first digit 
of the Fund Type followed by a percent sign %. For example, 1% would print all of 
your budgets with unrestricted Fund Types, 2% would print budgets with an auxiliary 
Fund Type, 3% would print budgets with restricted Fund Types. 

 
 
 
 
 
 
 

NOTE: After you enter the criteria, click on  to save the criteria to the Run Control. 
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Using Lookup  
 
If you do not know the valid values for a field, use the Lookup button  for that field. In this 
lesson, you decide to enter the criteria to print all the budgets for your Department, but you do 
not know the first five characters for your Department. 
 
What you do What happens 
5. Click on the Lookup button  for the 

Department field. 
The Look Up page is displayed with the first 300 
rows of the Department list. 
 
In PeopleSoft search results generally are limited to 
300 rows. Some of the search results restrict the 
results to a lower number. 

 

 
 
6. You probably will search by the 

Description or Manager Name 
fields. To do so, you select an 
operator at the down arrow and type 
the search text in the edit box. 
a. In class, click on the down arrow 

for the Description field and 
select contains. 

b. In the edit box, type Engl. 

The Look Up page is displayed with your search 
criteria. 
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What you do What happens 
7. Click on  . The items that match your criteria are displayed in 

the Search Results at the bottom of the page. 

 
 
Review the Department IDs for English in this list. 
Remember that the first character of the Department 
ChartField defines whether the department is on the 
Akron or Wayne campus. The following four 
characters are the home department.  
The first five characters for the English Department 
on the Akron campus are A0330 . 

8. Click on any link to select that row. 
 
In class, click on  . 

The Departmental Budget Reports page is displayed. 
If you selected a link, that value is entered. 
 
To request all the English Department budget 
reports, you would enter A0330% in the Department 
field on the Departmental Budget Reports page. 
 

 
NOTE: To lookup a list of the SpeedKeys to which you have security, click on the Lookup tool 

next to the SpeedKey field . Lookup generally has a limit of 300 
values to display. 
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More on Entering Criteria 
 
What you do What happens 
9. In class, enter the SpeedKey, 200704.  
10. If your criteria will result in the printing 

of the report for more than one budget 
(SpeedKey), review the following. 

 

 

a. To sort the printed reports in the 
order of the SpeedKeys, type a Y in 
the Sort by SpeedKey field. 

b. If you have requested the 
Departmental Budget Summary 
Report and would like each 
SpeedKey’s report to begin on a new 
page, type a Y in the New Page for 
Each SpeedKey field. 

 

The word Saved is displayed briefly in the upper 
right corner of the page. 11. Click on the Save button  to 

save the criteria. 
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Using the Process Scheduler 
 
What you do What happens 

12. Click on the Run button .  
 

The Process Scheduler Request page is 
displayed. 

 

 
 
13. Server Name should be PSNT. 
14. The following fields will default to: 

Run Date: Current Date (System Date) 
Run Time: Current Time (System Time) 

 

 

15. For the reports that you wish to run, click 
to place a check mark in checkboxes for 
the Select field. 

16. Note the following fields will default to: 
Type: Web 
Format: PDF 
 
NOTE: To send the report to a file that 
can be opened in Excel, change the 
Format to CSV (comma separated value). 
At this time, only the PDF and CSV 
formats are valid as choices. 

 

The word Processing will flash in the upper 
right corner of the page.  
 
The Departmental Budget Reports criteria page 
is displayed. 

17. Click on the  button. 
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Part B: Using the Report Manager 
 
What you do What happens 
1. Note the Process Instance number(s) at 

the top, right of the page. These numbers 
are needed to print the requested 
report(s). 
 
There will be one, unique Process 
Instance Number for each report. 

2. Click on the  link at the 
top of the page.  

The Process Instance numbers and the Report 
Manager link are available at the top, right of 
the page. 
 
 
 

 
 
 
 
 
After selecting the Report Manager link, the 
Report Manager pages are displayed. The List 
page will be on top. 
 

 
3. Click on the folder tab for the 

Administration page of the Report 
Manager. 

 
 
 

Report Manager link 

In this example, 
2 reports were 
requested, so 
there are 2 
process instance 
numbers. 

Ver. 2006.12.07 pstrain@uakron.edu 6-9 
These materials may not be reproduced in whole or in part without the express written permission of The University of Akron. 



Budget Reports and Inquiry for New Users  The University of Akron 

What you do What happens 
4. Use the PrcsInstance column to locate 

the Process Instance number for the 
report to be printed. 

The Administration page is displayed. The list 
of reports available for your operator ID is 
listed. 

 

5. The report is not complete and available 
for printing until the Status column reads 
Posted. 
 
Click on the  button to update 
the display and to see the change in the 
status. The display does not refresh 
automatically. You may need to click on 
the Refresh button several times until the 
Status changes and the column reads 
Posted. 
  

In Report Manager, there are several status 
levels: 

Scheduled The process was just added to the report 
request. 

Processing Process Scheduler has initiated the 
program and is running the process at 
that time. 

Generated The report has finished processing and 
all files are available for transferring. 

Posting The report is in the process of being 
transferred to the Report Repository. 

Posted The report has finished posting and is 
ready to be viewed.  

6. Once the report status is Posted, use the 
Description column to locate the report 
and click the report name to open the 
report.   

The Administration Page: 

 

 
 
 
 
 
 
 

The Delete button is not operable. 
Reports are deleted automatically 
on the eighth day. See the NOTE at 
the end of this lesson. 

The report name will become a 
hyperlink once the status is Posted.  
Use this hyperlink to view the report. 
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What you do What happens 
7. Note that the report opened in a second 

window, separate from the original 
window for PeopleSoft. 
 
On the Windows’ task bar at the bottom 
of the screen, there is a button for the 
Report Manager and a button for the 
display of the report. 
 

 
 

After selecting the report name link, the budget 
report is displayed in the browser as a PDF file, 
as shown on the following page. This window is 
a new window, separate from the window in 
which the Report Detail page is displayed. 
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What you do What happens 
 

 
 

Adobe Acrobat 
Reader’s toolbar 

Printer tool 
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Part C: Print the Report 
 
What you do What happens 

1. Click on the Printer tool  in Adobe 
Acrobat’s toolbar. 

The Print dialog box is displayed. 

2. Change any printing options as needed. 
Click on OK. 

The report is directed to the printer. 

3. Close the Adobe Acrobat window by 
clicking on its X. 

The Administration page is displayed. 

 
4. To return to the Departmental Budget 

Reports criteria page, click on the link 

 
OR 
Make any selection from the menu to 
begin another task 
OR 
Click on the  link in the 
Navigation Header at the top right corner 
of the page to exit from PeopleSoft. 

If you clicked on the link 

, the 
Departmental Budget Report criteria page is 
displayed. 

 
 
NOTE: 
A report that you have run will be saved and available to you for seven days from the time that 
you ran the report. On the eighth day, the report is deleted from the system automatically. 
 
To view and print a saved report, navigate directly to the report manager.  
Enter the path: Reporting Tools, Report Manager. Click on the Administration folder tab. 
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Budget Report Examples 
 

 

Departmental Budget Summary 
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Departmental Budget Detail 
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NOTES: 
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