PeopleSoft Student Administration 8.9

Department/Major Address Report

How to Run and Access the Report

OBJECTIVE: This document will detail how to run
the Department/Major report. It will also explain
how to access and save a copy of the report.

CONTENTS:

LESSON 1: RUN AND SAVE THE DEPARTMENT/MAJOR ADDRESS REPORT

LESSON 2: EMAIL THE DEPARTMENT/MAJOR ADDRESSREPORT .....cuvuviiieiiieieeen,

NEED ADDITIONAL INFORMATION?

For further questions on this process please go to the CMS webpage at
http://www.sonoma.edu/cms/contact.shtml to locate the
STUDENT RECORDS FUNCTIONAL LEAD
under Student Administration.
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Lesson 1. Run and Save the Department/Major
Address Report

Navigation: SON Customizations>SON Campus Solutions>Student Records>Reports>
Dept Major/Address List

Introduction: The table below will outline how to run the report as well as how to save the
report for customization and future use.

Step Action Screenshot
1 Navigate to SON
i i D Majors/Add Li
gUStomIZSat IIO ?S>Sc>)ls\lt d t En?eprtany?gfocfnatmn;ﬁjﬁav;satnd click Search. Leave fields hlank for a list of all values
ampus Solutions>Studen
Find an Existing Value | Add a hew Value

Records>Reports>Dept :

Major/AddreSS List Search by: Run Control ID begins with

[case Sensitive

Search | Advanced Search

Find an Existing value | Add a New Value

2 Click on the Add a New Value,
enter a new Run Control ID, Dept MajorsiAddress List
and click Add.

Find an Existing Yalue Add a New Value

< Run Control ID: || >

NOTE: If you have previously

run this report click on Find an < Add

Existing Value and click

Search to locate a previous run Find an Existing Yalue | Add a New value
control.

Continued on the next page...
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3 Enter Term and Acad Org. for
which you want to run the
report. The Institution will
default to SOCMP.

NOTE: The Term and Acad
Org can be looked up from their
respective tables by clicking on

the magnifying glass. Q

Run Department Major List

Run Control ID: 1 Fepori hianager Process Monitor Fun

*Institution; SOCMP QY

Sonora State University

2073 Spring 2007
cad Org: 65 CIENGCE & TEGHNOLOGY
Bsave | Enctity | BT

4 Click on Save.

Nu:ltify |

5 Click on Run. This will take

you to the Process Scheduler. Run
6 In the Server Name drop down

Select PSUNX_ Process Scheduler Request
User ID: CARISHUC Run Control ID: 1
Server Name: ~Ngun Date:  07/07/2008
Recurrence: ’ n Time: 3.38:46FM Resetto Current Date/Time
Time Zone: BEUMK A
Process List

Description Process Hame Process Type ‘Type *Format Distribution
Departiment Majaraddress List SMASRODE SR Report Distribution
QK Cancel
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7
If Then
You would Go to step 8.
like to view
the report
online...
You would Go to Lesson
like to have 2.
the report
emailed to
you.
8 In the Type drop down select ‘Type
Web. ek
Email
File

Continued on the next page...
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9 In the Format drop down select
CSvV.

10 Click the Ok button.
@ Cancel |

11 Click on the Report Manager

“nk- Run Department Major List
Run Control ID: 1 Report Manager Pocess Monitor Run i
Process Instance 427942
“Institution: SOCMP QL Sanomma State University
Term 2073 /Q Spring 2007
Acad Org: 65 Q. SCIENCE & TEGHNOLOGY

Fzave | [Elnatity [Exted | #ipdateisplay

12 C“Ck on the Departm ent Administration | Archiues
Ma]or/Address List link. US“: ; Twe: [50RRepon @ltast | 1|Das ] _Refrsh |

Status: ‘ V| Fnlder:l V‘Insmm:e: ‘ to: |

Custormize | Fine | E First (U 30r3 [ Last
e [Format |Status  |Details

Comma
070772008 P .
Te01pew  delimited Posted  Details

{*.C5%)

94467 427944( Department WajonAddress List

Se\ectAH DDESEIEEIAH
Delete | Click the delete button to delete the selected reportis)

Go hackto Dept MajorsiAddress List

Esave

Administration | Archives

Continued on the next page...
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13 Click the Ok button to either _
Open the flle In EXCG' or Save It Opening smasr008_427944.csv.
tO a. SpeCIfIC destlnatlon. ‘fou have chosen to open

@ smasr008_427944.csv

which is a: Microsaft Excel Worksheet
from: https:/fcmsdev?-reports.calstate.edu

What should Firefox do with this file?

Microsoft Office Excel (default) w

() Save File

[] Do this automatically For files like this From now on,

< Ok } Cancel
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Lesson 2: Email the Department/Major Address
Report

Dept Major/Address List

Navigation: SON Customizations>SON Campus Solutions>Student Records>Reports>

Introduction: The lesson below will detail how to have the results of a department/major
address report emailed to the requester rather than having monitor the report manager or

process monitor.

NOTE: In order for this process to work lesson one must be followed through step 6.

Step Action

Screenshot

1 Select Email as the type
and CSV as the format.

‘Type *Format
Emal v [csv v
File

Printer
Weh

2 Click on Distribution.

Process Type *Te *Format Digtribution

S0R Report

Email w

e » (Distribution

File
Frinter
Wileh
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3 Check Email with LOg box. Distribution Detail

Process Name: SMASRO0S

Process Type:  SOR Report

Folder Name:

Distribute To

Email Subject: Email Web Report

Message Text:

Email Address List:

OK Cancel
4 Enter an Email Subject
ail Subject: Email With Log Email Web Report
Dept Major Repor / |
Message Text:
Email Address List:
Ok | Cancel |
5 Enter an email address to
send it to in the Email Email Subject: Email With Log ¥} Email Web Report
Address List box and click | |DenthsaiorReport |
Ok. Message Text:

Email Address List:
ngu@E@sonoma.edu

m Cancel |

Continued on the next page...
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6 Click OK.

7 Wait for the email to be
received in your inbox.
The .csv file will be
attached.

Server Name: PSUNK ~| Runpate:  [07/28/2008 £
Recurrence: Run Time: 362 26PM Resetto Current Date/Time
Time Zone: Q

Process List

Description Process Hame Process Type ‘Type ‘Format istributi

Departrment Majoraddress List SMASRO03 SR Report

. ance

B Dept Major Report - Message (Plain Text)

! Fle Edit View Insert Format Took  Actions  Help

ibRepty | iReptytoal | S Forwsrd | | 3| ¥ Sy X e v o @l

From:  HSONTRS@calstate,edu Senk:  Mon 7/28/2008 3:56 PM
To: 0a@s0noma.sdu
Co

Subject: Depk Major Report

Attachments: smasrﬂﬂﬁjﬂﬂ?@.nut (381 B); a5t 005 _447079.csv (492 KEB)

Message from Process Scheduler running on system cssluz?7, using database HSONTRS:
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