MARYLAND S

@ e

JUDICIARY o

Last Revised Date: 12/15/2014

General Information

SXIGEARS

General Enterprise And Resource Support

Quick Reference Tip Sheet

Task

Process Information

Running a Bl Publisher Report

In the past GEARS Reports have been available in two formats, Bl Publisher and
Crystal (an older technology). With the Tools Upgrade applied to GEARS the
weekend of December 12th, Oracle is no longer supporting the old Crystal
format. Going forward, please select the Bl Publisher format on your Process
Scheduler Request page (the page displayed after the Run Control page). Soon
the Crystal format will be removed from the Process Lists, and only the BI
Publisher format will be available.

This tip sheet describes the steps for running and viewing the output of a Bl
Publisher report.

GEARS Navigation

Navigate to the report you want to run and add a new run control.

1.0 Process

This document is intended to provide a quick reference to running Bl Publisher Reports within GEARS.

STEP ACTION

DETAILS

Run
" button.

Control Group Register

Language: English

Group Register report will be run.

B save | [T notify |

NOTE. In thiS example a control Run Control ID: test Report Manager Process Manitar
. ’

-

Business Unit: MDJUD| @, Print Options
[C] Print Voucher Line
Group: TIB4FYI51Q [ Print Distribution Line

Er Add

1 Fill in all the run control information ORACLE

for your report, and then CIICk the Fa\rovrrtes H Ma\nvMenu > Account& Payable > Rep_orts > Voushers > Control Group Register

Update/Display
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2.

The Process Scheduler Request page
displays.

Select the Bl Publisher version of the
report.

NOTE: Check to be sure the Server
Name is set to PSUNX.

ORACLE

Favorites Main Menu > Accounts Payable > Repoarts > Voughers > Control Group Register

Process Scheduler Request

User 1D Run Control ID testt
I Server Name PSUNX - I Run Date [1215/2014 B
;
Recurrence v Run Time [3:27:02PN | Resetto Current Date/Time |

Time Zone Q

Select Description Process Ham: Process Type Type *Format Distribution
7]  Control Group Register APX1011 Bl Publisher Web ~ PDF  ~ Distibution
Control Group Register APY1011- Crystal Web v PDF  ~ Distribution

Click the !-LJ button.

Make note of the Process Instance
number, and then click the
Process Monitor link.

ORACLE'

Favcgrces MainvMenu > Accountgﬂavable > Rep'ons > Voushers » Control Group Register

Control Group Register

Run Control ID: testt

Report Manager

I Process Monitor I

I Process Instance 415833 I

Language: English -

Business Unit: MDJUD 3 Print Options
rint Voucher Line
Group: T184FY1S |Q Print Distribution Line

|B save | |[=] notify | |Ex Add | | Updatemispiay |

The page displays.

Click the |-M-| button, and
continue clicking the Refresh button
until the Run Status = Success and
Distribution Status = Posted.

ORACLE’

Favovm:es Mavaenu > Peop\gTools > Process §cheduler > Process Monitor

View Process Request For

UseriD| Q. Type ~ Last - [ 1 Days - I Refrash I
Server - Name | l& Instance to
Run Status - Distribution Status - Save On Refresh

Personalize | Find | View &

Select Instance Seq. Process Type % User Run Date/Time Run Status 2 tion | petaitg
[ 415836 Bl Publisher APX1011  VESTADAVIS 12/15/2014 3:24:31PM EST I Success Posted I Details
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o backto Control Group Register

6. Click the

Report Request Parameters page.

link (or other link for your report) to return to the

Click the Report Manager jip,

7. Your Report Run Control page displays.

ORACLE’

Fa\rovrrces Maln'Menu b2 AccountEPayab\e i Repvorts > Voushers » Control Group Register

Control Group Register

Report Manager Process Monitor | Run |

Click the link for the report (and
Process Instance Number) you wish to
view.

The report will open as a PDF file in a
separate window.

Run Control ID: test]
Language: T
|ReportRequestParameters
Business Unit: MDJuD/Q,
Print Voucher Line
Group: T164-FY15 | Q Print Distribution Line
(Bhaseve| oo somen] [utioite] [Bvoada] [ tpsacisney
8. | Click the it llLEIEET tab.
9. The View Reports page displays.
ORACLE

Favorites : Main Menu > Accounts Payable > Reports » Vouchers » Control Group Register > Report Manager
- : - - - -

(SR ="TC @ Administration Archives

View Reports For
UserID)| | Type v Last - 1 Days  ~ | Refresh |
Status ~ Foider - Instance | to|

First K 13073 8 Last

Report Prcs ok Request =
‘ Seleci D Inata Description DateTime Format Status  Details !
— 12/15i2014 | Acrobat
L APATONT - APATDT.pdl Letalls
[ 388044 415837 APX1011 - APX1011.pdf I TI4PM | (* pdf) Posted |Details ‘

12152014 | Acrobat
32458PM  |(* pdf)
12152014 | Acrobat

| 3 .D 3 x Details
] 388038 415833 APX1011 - APX1011.pdf 31128PM (- pdf) Posted |Details

‘E! 388042 415836 |APX1011- APX1011.pdf Posted |Details

)

|- DelEte | glick the delete bution ta delete the selected report(s)

Select All Deselect All

Gao back to Control Group Register
[Bsiseve

List | Explorer | Administration | Archives

@ Important

This document is intended to provide a quick reference to completing standard transactions within GEARS. Please refer the

appropriate User Procedures and/or online references for any corresponding policies regarding this process.
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