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SIS Job Aid #1025

Reporting Tools: Generating a Report by Adding a
New Run Control ID for Your Bl Publisher Report

Bl Publisher reports, using Query Report Scheduler, require the use of a Run Control, which is
a slightly different process than using PS Query. The Run Control configuration is an essential
step in generating a report, as a run control can be used time and again—with minor changes, if
necessary—to generate a Bl Publisher report. The following steps demonstrate how to set up a
Run Control for the purpose of producing a Bl Publisher report

Privacy Disclosure

Disclosure of information from student records is governed by the Federal Family Educational
Rights and Privacy Act (FERPA) and in part by the State of California Education Code. UCB
maintains a campus policy governing disclosure of information from student records. This policy
provides reasonable interpretations of those laws and protects the student's right of privacy as
guaranteed by the State of California’s constitution. For more information, the entire policy can
be found at: FERPA (Privacy Disclosure)

You must not release any private student information to any person or organization without the
student’s written consent, and must only handle all UCB information for authorized work-related
purposes, according to the Minimum Security Standards for Electronic Information (MSSEI).

Private student information is considered Level 1 and includes, but is not limited to, academic
records, information in personnel files, student conduct issues, SID, certain personal contact
information, as well as other sensitive information encountered while on the job. Level 2
information, which if exposed to unauthorized persons, causes extreme impact. It includes but is
not limited to Social Security Numbers, Credit Card Numbers and medical information.
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1. In Campus Solutions, navigate to Reporting Tools > Bl Publisher > Query Report
Scheduler.

L1 Recruiting . |

& I O3 B Publisher I 8  setup ,
=) SA Integration Pack | &2 Composite Query =l  BIP Report Search

B sl En;ancemen-ﬁ 3 Connected Query E  Content Library

C1  Self Service 3 Pivot Grid [=] Data Source

C3 setUpHRMS 8 psinvision Query Report Scheduler

03 setupSACR 8 Query

(2 stock =] Report Manager [El  Report Definition

3  student Admissions =] Reporting Consale (2] Translations

The first time you run a Bl Publisher report using Query Report Scheduler, you will use
the Add a New Value page to create a new run control. Once a Run Control has been
saved, it will be available for use time and time again and can be run as is or reconfigured.
Run controls are specific to the user.

2. In the Query Report Scheduler window, click the Add a New Value tab.

Query Report Scheduler

Find an Existing Value Add a New ‘u‘alu

Run Control ID: |
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3. Click in the Run Control ID text box, and type a new run control, such as we have done in
the example to the right.

Then click Add

Query Report Scheduler

Find an Existing Value Add a New Value

Run Control IDJUCCS_R) X

NOTE: Run Control names should not contain spaces, and when emulating the desired
report name should not contain special characters.
4. In the Query Report

Scheduler window, click in the Report Name text box, and then click the Lookup list
magnifying glass.

Query Report Scheduler
Run Control ID: UCCS_R  Report Manager Process Monitor Run
Language: English

Report Definition

Data Source Type: |uLer‘ lll

Template ID: Q

Template As Of Date: ] Channel:
Go fo BIP Report Search [%

Sl Save || Notify & Add J

NOTE: In the Report Name text box, you could also type the first few characters of the
report name, and then select the report from the pop-up list that appears.
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5. From the Search Results, select the required report.

Look Up Report Definition
*Search by [Report Kame ~] begins with
Lookup Cancel | agvanced Search

Search Results Show Detail

Report Definition Personalize | Find | View Al | 2| E& First ‘4

Data Source

Repaort Name Description Type Data Source 1D Data Sourcawner
ADSDD Studielink Fosting Report Query SAD_SL_POST_NLD Public
AVTD2 Graduates To Alumni Query AVTOZ Public

EA7E3 guation Processor Report Jery EAT53 B Bl

Observe that the Search Results page to the right is displaying the first 30 of 93 records,
so you may have to click the Show More Rows button to view the part of the Search
Results list showing the desired report.

Favaorites ™ Main Menu ~ » Reporting Tools ~ > Bl Publisher = > Guery Report Scheduler
Lock Up Report Definition
*Search by: |ReportName begins with
Lookup Cancel  Advanced Search
Search Results  show Delai
Report Definition Personalize | Find | view Al | &Y | B& First 61-90 of 93 Last
Data 5 £ Data 5
Report Name Deacription T',?pe o Data Source ID E‘:.\rne r:\urcc
SFS18E Trial Batance Com. by Query SF318E__ TRIAL_BAL_ACCT_ORG Public
Account — - -
rial Balance Corp. by _ _
SFa18P Trial Baiance Corp. b Query SF3187__TRIAL_BAL_ACCT_ORG Public
Account
SFa19E Trial Balance by Corp. ltem  Guery SFB19E___TRIAL_B EM Public
SF819P Trial B SFB19P___TRIAL_B: Pulblic
SFa20E Trial SFB20E___TRIAL_B Public
SF&20P SFE20P__TRIAL_BAL_ORG Fulilic
SFa23 SF328 Pullic
SFa29 5 Pubilic
SFa53 Public
SRE00OCA ass Aftendance Report Query Public
Enreliment Venmicatic
SRs0z =nroliment Verreation Query Publ
~EeQOr
SRE05 Graduation Report Resulls  Query Fulbilic
S5F_1098_PRT Batch 1098-T Print Query Public
T OVERAGE Tes! Coverage Report Query Pubilic
TESTMAINTRPT Tes! Maintznance Report Query TESTMAINTREPORT Public
7TO/30 Course Sched - n P
UGCS_R_D01 Course Schex Guery ICCS_R_SC_T030_CLS_SCHED_COMP  Public
Compliance
UCCS R 002 GA Assign Hours Repor Query ICCS5_R_SC_GA_ASSIGN_HOURS Public
= . 0/30 Class Sched - - i — =
UCCS_R_1034 '..U npliance r GQuery UCCS_R_1084_CLASS_SCHED_COMF  Public
B B K

To the right we see that we are viewing 61-90 of 93 reports.
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6. In the Search Results parameters window, type the term in the Term field, or click the
Lookup icon, and select the term from the Lookup list.

Favorites ™ Main Menu ~ Reporting Tools > Bl Publisher ¥ > Query Report Schedule

Berkeley

o Enroliment Verification
SR802 et k
SR305 Graduation Report Results Help
SSF_1098_PRT Batch 1098-T Print UCCS R 1084 CLASS SCHED COMP
TESTCOVERAGE  Test Coverage Report
TESTMAINTRPT Test Maintenance Report Institution uCBD1 |Q
C Maraor
UCCS_R_001 gﬁﬂ.ﬁige ched Career: Q
UCCS_R_002 GA Assign Hours Repori
AL roup: W
70/30 Class Sched & ik
UCCS_R_1084 Compliance Q
e 70/30 Class Sched
UC_R_1084.0! Compliance Q
UC_R_1086_01 General Assignment Hours | Cluster
C OK Cancel
UC_SR_0001 70030 Ik. lass Sched
Compliance
UC_SR_0002 General Assignment Hours
e Workflow-Averages by -
WFAQDD1 S B i i

NOTE: In this instance, Term and Institution are the only required fields.

7. Click the OK button.

Help
UCCS_R_1084_CLASS_SCHED_COMP

Institution: |UCBO1 |Q
Q)

Acad Group:
Acad Org:
Subject;

Cluster
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8. If necessary, change the parameters by clicking the Update Parameters link. (When done,
click the OK button to return to Query Report Scheduler).

Query Report Scheduler

Run Control 1D:

UCCS_R_10&efESNanager Process Monitor Run
Language: English
Report Definition
Data Source Type: |.r;LE_r_,-
Report Name: UCCS_R_1084
Template ID: UCCS_R_1084_1

Template As Of Date: ) Channel:

Update Parameters

Prompt Name Prompt Value
NSTITUTION ucen
ACAD_CAREER
STRM 2158
...... Y

9. Click the Run button

Favorites ™ Main Menu ~ Reporting Tools ¥ » Bl Publisher ¥ > Query Report Scheduler

Berkeley

Query Report Scheduler

Run Control ID: UCCS_R_10RefiESManager Process Monitor Run

Language: English

Report Definition

Data Source Type: [Qwery

Report Name: UCCS_R_1084 /30 Class Sched Compliance

Template ID: UCCS_R_1084_1 QA

7030 Class Sched

Compliance
Template As Of Date: 1] Channel:

Update Parameters

Query Parameters

Prompt Name

| Prompt Value

INSTITUTION

uceo

ACAD_CAREER

STRM

X}
@®

ACAD_GROUP

ACAD_ORG

SUBJECT

UC_CLUSTER
Go to BIP Report Search

il Save | |[] Notify

+ Add
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10.After accepting the default configurations for Type and Format, or changing them, click
the OK button.

Favorites * Main Menu *

Berkeley

Process Scheduler Request

User Il 1058424

Server Name

Process List
Select Descriphion

i) Bl Publisher Query Report

I Ok I Cancel

Recurrence E ~ Run Time 3.3

Time Zone

» Reporting Tools ¥ >  BIPublisher ¥ >

1 Scheduler

Run Control ID UCCS_R_1084_TEST

Run Date 10/

Q

Process Name Process Type “Type “Format

PSXPORYRPT Bl Publisher

Reset to Current Date/Time

Distribution

|=:|F . Dielr
A

11. Within the Query Report Scheduler window, click Save.

Favorites ¥ Main Menu ¥

Berkeley

Run Control ID:
Language:
Report Definition

Data Source Type:
Report Name:

Template ID:
Template As Of Date:
Update Parameters

Query Parameters
Prompt Name

Reporting Tools ¥ >

Query Report Scheduler

UCCS_R_10ReFESanager

English

Query

UCCS_R_1034

UCCS_R_1084_1

]

Prompt Value

70/30 Class Sched Compliance

Bl Publisher ¥ > Query Report Scheduler

Process Monitor Run

Q o
% 70/30 Class Sched
Compliance
Channel:

INSTITUTION

uceom
ACAD_CAREER
STRM 2158

ACAD_GROUP

ACAD_CRG

SUBJECT

UC_CLUSTER

Go io BIP Report Search

nlSave ||[=] Notify

+ Add P
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12.Click the Process Monitor link.

Favorites = Main Menu ~

Berkeley

> Reporting Tools ¥ > Bl Publisher ¥ > Query Report Scheduler

Query Report Scheduler

Run Control ID:

uccs_R_108

Run

Language: English o to Process MO e21807
Report Definition

Data Source Type: |G.e-, v

Report Name: UCCS_R_1084 Q70130 Class Sehed Compliance

Template ID:

L 7030 Class Sched

Compliance
Template As Of Date: l e Channel:

Update Parameters

Query Parameters

Prompt Name | Prompt Value

INSTITUTION UCBD1
ACAD_CAREE|
STRM 2158

13.Run Status should equal Success, Distribution Status should equal Posted, and Details
should equal Details. If not, click Refresh before continuing.

Fawordes ¥ MainMens ™ > RepoingTools * >  BiPubisher ™ >  Quesy Report Scheduler > Pro

Berkeley

Process List || Senver List

View Process Request For

User D 1056442 x Q. Type ) [Cast ~ 1 [Days
server] = hame @ mstance ®

Run status| ~ Distribution Status | 4 save On Refrosh

Process List

Parsonalize | Find | View Al | O] [

14.Click the Main Menu link.

Farvaries ™ Main .h' > ReporingTosls ~ > Bl Publisher ~

Berkeley

> Query Report Seheduder > P

i

Process List | Server List

View Process Request For

User D 1053444 D, Type ] [Last =
Sarver %] Name L st

Run Status > Distribution Status

1 G Retresh

o

nce o
¥| ¥ save On Refresn

Process List
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15.Navigate to: Reporting Tools > Report Manager.

Favorites ¥ Main Menu » Reporting Tools ¥ > Bl Publisher ¥ > QU

Academic Advisement

cation Diagnostics

»
Process List »
View Process| s Community 4
’: Compensation 3
User ID 10 Last
| Contributor Relations 3
server r Instance
| CEU 54 Baseline »
~ b
Run Sta [U""_. Curriculum Management ¥ ]
| Data Models k
hoc :
oEmEs U Enterprise Components »
Select Instance Ente -D,ig‘e eaming » User Run Da
= 21807 Financial Aid b ANEDAAA  ADMES

. 3 Bl Publigher
Global Payrodl & Absen
= Co site Cuery
Manager Self Service mposie Query
- ) 0  connected Query
Go back to Quer| Organizational Develop !
{ T - .| 3 Pivot Grid
Slgave || Payroll for North Ameri
s apn
| By s = P&Mmvision
Payroll Interface
Process List | Ser

Pension
FeopleTools Report Manager

Records and Enrolimen) — ST

IR Rttt A I I I O G

Becruiing

I —  Reporting Tools I b

16.Click the Administration tab.

Favorites ~ Main Menu ~ Reporting Tools ™ >  Report Manager

Berkeley

List | Ex

Foider | NS /|  'nstance to Refresh
Name Created On 5 [t ™~ 1 [Gays
Reports Personalize | Find | View All | E7 | & First ‘&' 10of1 &/ Last
Report Report Description Folder Name: s [EE=d =
1 Report

17.Click the PDF of the report, shown in the Report List. (It should be the top report
displayed.)

MainMenu ¥ > Reporting Tools ¥ > Report Manager

Berkeley

List | Explorer | Administration | Archives

View Reports For

User D 1058444 Tvoe T =[] I |

Status [ [¥] Folder| [¥] Instance o

Report List Personalize | Find | View All | 20| B First ' 1oft &) Last

Report Prcs o Request = =
Select Rt Pres o Desciiptior - omat  Status  Details
] 15884 21807 e Posted  Details
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18.0nce you select the PDF, that PDF file will appear in a new browser tab or window.

a -V I T ——— O w] G ||+ Mmm]...|n (turrens | 0 R bt ]

B{:l-l{d{:), ' Iu: ...:L informat

T0/30 Class Scheduling Compliance Report Mame: UCCS_R_1084

Run Date-Time: 10152015 03:34:54 PM
Fage 1 of 10

Frompta. Institution: UCS01 Acad Career: Term: 2150 Acad Group: Acad Org: Subject: Cluater:

Prirme Thme
ART Totals | ] 8 12% 0 0 [ 0%
ASTROM | ASTROM i 2 Sl 0 i risy
ASTRON Totals i ] ? 50% 0 0 [ 0%
BMOIE N | BHOEMG 22 a1 71% T g 3%
BIOENG Totals 22 | a1 1% 7 21| 1%
LHEM | HEM v ] =1 % & 30 20
CHEM Tolalks B an [ 2%
CHME R | CHMEM G 3 by i

Using the Acrobat command bar, you can save or print your report.

19. When done, close the report’s browser tab to exit the report.

) = [B e o= b dev-05.c berkeey.edus s pereserts ocsazv) O ]| || ¢ |4 inbosien) o] o= (i liweadun)| & RepartMa... | & besine..
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20.1n the Navigation Bar that runs across the top of the window, click the Home button to
return to Campus Solutions’ home page, or click Sign out to exit Campus Solutions.

£ Query Report Viewer - Tntemnet Explorer ] .-Jﬂ.lﬁl

KD ) = [@ htos: b o 075 berksey edu t415p O =] 5 | 49 I ResiDepis | & Gl uesdi| @ verve... x [

Favortes = Mam Menu ¥ » Reporting Tools = Bl Publisher ¥ > Query Report Viewer

#& Home | Sign out

Berkeley O]

Maotification

e =

Enroliment

ek = ENRL_VER
verthicabon Report

Graduaticn Repart CEOnNe AECE DoT Gel T
Results SRB0S_DEGR_RPT_RELT
Batch 1048-T Print

Tasl Coverage
Report

R MIS(ANCE  TESTMAINTREPORT [FOF ] N

MO0 Course Sclhed P o e A i wp e _
ekt UCCS_R_SC_T030_CLS_SCHED_GOMP [PDF %] N
Compliance

TESTCOVERAGEREPORT POF [%] N

GA Assign Hours .
Report e T

UCCS_R_002

3_R_SC_GA_ASSIGN_HOURS
T3 Class Sched

UCCS R 1084 . UCCS_R_1084_CLASS_SCHED_COMF  [PDF N
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