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Run a Report – Running a report and viewing report output Reference Guide 

Business Process Navigation 

1. Run a report and view report output. 1. Use various module navigation to run 
report then use Report Manager hyperlink 
from any report run control page. 

   

Steps to Run a Report: 

1. Navigate to any report request page for a module.  The example here is a GL (General Ledger) report:  Main Menu > General 
Ledger > General Reports > Journal Entry Detail. 

 

2. The first time you run reports you need to create a new run control id (see step 3 below).  If you have previously run reports, 
then from the Find an Existing Value tab that you are on, you can complete or partially complete the blank box to the right of 
‘begins with’ and click Search.  The will bring up a list of run control ids to choose from or if you type the full name it will bring 
you to the run control page.  From the Search Results area select the specific run control id to access the run control page. 

 

3. If this is your first time running a report, then you need to create a run control id that can be used for multiple reports.  Click on 
Add a New Value tab, and then enter a Run Control Id such as REPORTS.  Then click Add to access the run control page. 
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4. All run control pages will be different.  The purpose of the run control page is to provide parameters to the report job if required.  
Some reports require more parameters than others.  Think of the parameters as criteria to narrow the results.  In this journal 
entry detail report example we are using, we do not want a report that includes all journals in the system.  We want to use the 
run control parameters page to narrow down what transactions will be included in the report.  Examples of common parameters 
used on many reports are a Date Range, a Chartfield value such as Dept, Fund, etc. 

 

5. Use as many parameters as necessary to narrow the results that will be included in the report. 

6. After you complete the parameters, you can click Save and then click Run.  Or you can just click Run, as the Run button will 
also save the changes you made to the page for future use.  Clicking the Run button will retrieve the Process Scheduler 
Request page. 

 

7. On many Process Scheduler Request pages, the actual report process will already be selected as shown above and all you 
need to do is click OK.  The Server Name can be left blank and the process will run.  Except if the process type is a Crystal, 
then the Server Name must be selected as PSNT.  You may also want to change the output type/format.  This is optional as it 
usually defaults to the desired type/format. 

8. However, some Process Scheduler Request pages will have multiple choices for processes to run and you will need to select 
which process to run as shown in the example below.  When multiple choices exist, the system does not choose a default for 
you.  You must select the appropriate checkbox. 
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9. Once you select the appropriate process or leave the default select and click OK, the process is queued to run.  After clicking 
OK you will return to the Run Control Parameter page you were on previously.  However, in the top right will display the 
process instance assigned to this request to run your report.  

  

10. You would click on Process Monitor hyperlink next to see when the process completes and was successful.  Details for this 
will be shown in a separate training quick reference guide called Process Monitor. 

11. Once the process is successful, return to the run control page and click on the Report Manager hyperlink. 

 

12. From the default Report Manager List page you are on, click on the Administration tab. 



 

SPPS PeopleSoft 9.1 Training Page 4 
 

Run a Report – Running a report and viewing report output Reference Guide 

 

13. Then find the desired report by the name or the process instance from the previous run control parameters page, and select 
the Details hyperlink to access the report output. 

 

14. Select the desired report output under the File List section of the page.  The one circled above is the PDF output file, but if you 
select a different output format there will be a different extension on the end of the report.  The file name is made up of the 
Process Name_Process Instance_format extension.  Click on the file name hyperlink to view the report and print or save. 

 

15. At the bottom of the Report Manager Administration page or the Process Monitor page, there will usually be a hyperlink to 
take you back to the Run Control parameters page you started on.  The text in the hyperlink will change based on the 
report/page name you are executing but below is an example of the link. 
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