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1. LEARNING OBJECTIVES 


a. TERMINAL LEARNING OBJECTIVE:


(1) Given access to INFOPAC and the reference, retrieve INFOPAC reports to extract all relevant reports. (3451-FMGT-1009)


(2) Given access to ReportNet and the references, retrieve ReportNet reports to extract all relevant reports.

(3451-FMGT-1010)


b. ENABLING LEARNING OBJECTIVES:


(1) With the aid of reference, identify the key terms related to retrieving INFOPAC reports to extract all relevant reports. (3451-FMGT-1009a)


(2) With the aid of reference, identify the concepts related to retrieving INFOPAC reports to extract all relevant reports. (3451-FMGT-1009b)


(3) Given access to INFOPAC and the reference, navigate through INFOPAC to extract all relevant reports. (3451-FMGT-1009c)


(4) Given access to INFOPAC and the reference, select applicable reports in accordance to extract all relevant reports. (3451-FMGT-1009d)


(5) Given access to INFOPAC and the reference, present reports in the desired delivery method, to extract all relevant reports. (3451-FMGT-1009e)


(6) With the aid of reference, identify the key terms related to retrieving ReportNet reports to extract all relevant reports. (3451-FMGT-1010a)


(7) With the aid of reference, identify the key concepts related to retrieving ReportNet reports to extract all relevant reports. (3451-FMGT-1010b)


(8) Given access to ReportNet and the reference, navigate through ReportNet to extract all relevant reports. (3451-FMGT-1010c)



(9) Given access to ReportNet and the reference, select applicable reports to extract all relevant reports. (3451-FMGT-1010d)



(10) Given access to ReportNet and the reference, present reports in the desired delivery method to extract all relevant reports. (3451-FMGT-1010e)

1.  REPORTNET OVERVIEW:

SABRS is nothing more than a large database that contains financial data.  In order to retrieve information from SABRS, a web based software program called ReportNet was designed. ReportNet allows financial managers to produce reports that are used to analyse, reconcile, balance, and report budget execution.  

    a. ReportNet is a report generating program for producing an onscreen or printed document/report using SABRS data.  It allows you to pull together information, and allows you to slice and dice and mix and match data to meet your specific needs.  With ReportNet, even nonexperts can create informative and readable reports on short notice.  REPORTNET replaced the SMARTSWEB and client/server based version of SMARTS to allow users the flexibility of storing, printing and retrieving information via the internet. REPORTNET also allows users to access or create specialized reports that are not available in the SABRS InfoPac (Information Packaged) program. 

    b.  REPORTNET allows Marines simplified access to financial, accounting, and budgeting information in a cost effective and timely manner.

2.  ACCESSING REPORTNET:
Before you can retrieve information or build a report, you need to access the web based program that enables us to use REPORTNET.  With internet access, you can access REPORTNET through a world-wide network anywhere in the world such as Okinawa Japan, Kuwait, or Iraq.  This allows deployed units, and those aboard a ship, access to financial information without connection to a land based computer. REPORTNET access is obtained via the following web address: https://sabrs.stl.disa.mil/smartscrn/rpLogon2.html
The Logon steps are as follow:


(1) Input your user ID. 


(2) Input your password.


(3) Left click the LOG ON button. (See Figure 1)

(4) If you encounter a problem logging in to the system, you can send e-mail to systemsahssecurity@dfas.mil .  These e-mails are collected in a mailbox and then disseminated for correction to different personnel in the systems section. Once the system problem is corrected and the e-mails answered, the e-mails are archived for future reconciliation.
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(FIGURE 1)

3. REPORTNET Categories:  





ReportNet is split into four functional categories.  Two categories are for viewing reports and two categories are for creating reports. We will cover all four of the categories below to give you an overview of how each one is used. You as the financial user will only need to utilize the two categories under the View Reports section. (See Figure 2)
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(FIGURE 2)
a. Public Folders – Public Folders under the View Report section, contain information on summarized and active data, general ledgers, expenditure and collection transactions, and interdepartmental billing transactions. (See Figure 3)
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(FIGURE 3)

*In figure 3 you will select the REPORT option*

In Public Folders you will find:


(1) Active Report - The Active Report contain various views of summarized active, active completed, and active retired data.


(2) Fund_Ctrl_Spend Report - The Fund Control Spend Report contains various views of summarized data from Work Center ID and Budget Execution Activity and Budget Execution Sub-activity. 


(3) General Ledger Report - The General Ledger Report contain various views of summarized general ledger data.

(4) DNR Report - The DNR Report contain various views of detail Expenditure and collection transactions.


(5) IDB Report - The IDB Report contain various views of detail Interdepartmental Billing transactions.


b. My Folder – The My Folder Tab under the view report section, allows you to store and access your favorite reports on summarized and active data, expenditure and collection transactions, general ledgers, interdepartmental billing transactions, Work Center ID, Budget Execution Activity, and Budget Execution Subactivity data, gross pay files or any other report available in REPORTNET.
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(FIGURE 4)



c. Query Studio – The Query Studio under the Create Report section, allows authorized users access to SABRS Data for exploration. Using a web browser, users can navigate suites of published queries, or create their own queries saving and modifying them as required to sort financial information as needed.

d. Report Studio - The Report Studio under the Create Report section, allows authorized users access to create their own more advance business reports as needed. 
4. LEVELS OF SECURITY: 






Customers outside of DFAS have fine grain security. This restricts the viewing of their financial data to their appropriate command.  For example, customers assigned to MARFORCOM (M67026) may only view information specific to their UIC/RUC M67026. However, DFAS employees have full access to all REPORTNET information because they have the functional responsibility for reporting DOD finance and accounting data.
5. Creating User Reports: 




 

Reports are created to allow the user to review financial information as needed.

 a. In order to build reports there are some key points that you must take in to consideration, these are:


- Report format


- Report content

- Organization (sort, group and filter functions)

- Printing and saving reports requirements 

6. Query Studio:  

Cognos Query Studio lets novice and experienced users directly access corporate data resources for real-time data exploration. Using only a Web browser, users can navigate suites of published queries, saving and modifying them as required to meet their information needs.
    a. Queries can be created by an expression filter. These include only the information that you want based on values from more than one column. An expression is a logical statement that involves columns, operators, functions, constants, values, and other components that evaluates to a single value. Example of a filter is “FY Full" = ”2006".
    b. We can also sort column data to make it easier to find information in the report and to make the report easier to understand. Ascending Order A-Z, 0-9. Descending Order Z-A, 9-0.

    c. Another way of modifying your Query is Grouping. User can group data in one or more columns in a list query so that related information appears together. Users group data that have the same value. Data is grouped from the first column of the report to the column you select. You might want to change the column order before you group.
    d. In addition to grouping you can add summary information to a column that contains numeric data. User can include the count, average, total, minimum, and maximum values for a column. The summary information appears below the last row.
    e. A further modification of a query would be formats. You select the format that you want from a list of predetermined formats. For example, you can add currency markers, commas, or decimal points, or change how dates and times appear.
    f. At last you can Prompt a user to type a value or select a value from a list to specify the information you want. Create a prompt so you can specify the information you want before the query retrieves the data. Prompts act as filters and retrieve only the rows of information that you specify, rather than retrieving the entire data set. Use prompts to filter different information each time you run a report. This behavior differs from filters, which retrieve the same information each time you run the report.
7. Log on to ReportNet. With the key points considered, your next step is to sign into REPORTNET with your user ID & password.(See Figure 5)
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(FIGURE 5)

a. Login with your USERID and PASSWORD.Once you login, you will come to a welcome screen.(See Figure 6)
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(FIGURE 6)

b. After clicking on Welcome, you will have four options to choose from: Public Folders, My Folders, Query Studio, and Report Studio.(See Figure 7)
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(FIGURE 7)

c. Click on Public Folders so that you can start your report search in the Reports Option as shown on Figure 8 to view and save your report.    
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(FIGURE 8)
  d. You want to search for all documents that are currently on the report. Click on the Active File to bring up all available active file reports as shown in Figure 9.

[image: image9.png]WDCLJN433123 Unclassified

Cognos Connection - Reports - Microsoft Internet Explorer provided by NMCI

wcafcontertzatiaderts ¥ | B | 42X | [Looscorc BB

&+ [ repsisors st g injcognos.conb_ctr

Fle Edt View Favortes Took Help

% 40| @ cognes Connection-Reprts ] B B @ e - Godk -
STRUCTOR1 © Quervsudo @ Reportsudo
[l cognos Connection Home Preferences LogOn Loq Off About Help

wdcone [ PublicFolders | MyFdders | # svaRtswovE
eublic Folders > Reports RS X Q)

1-15 Next

[T Themes [Hodified s [ Actions =
- |0 o isumeroiom - TeveorsariocaTION To save RepoRTS August 5, 2010 3:02:21 PM B e =
3|0 o3 acmeenerescats Sy 1, 2010 8:07:39 AM B bore.., M

[ C3 aesreports July 1, 2010 8:08:02 AM B vore..

[ £ BRACILVREPORTS June 15, 2009 8:39:25 AM B e

[ C3 conmmeenct ReporTs May 6, 2008 7:01:23 AM B vore..

[ CJ DIRECT Crre RepoRTS November 16, 2009 2:40:13PM B e

[ C3 DMRs21FLEREPORTS August 12, 2008 1:38:20 PM B vore..

[ C3 DMRFLEREPORTS June 24, 2010 8:41:07 AM B e

[ £ ERROR TRANS REPORTS October 17, 2008 8:45:24 AM B vore..

[ £ Ecareports September 18, 2006 12:37:32PM B e

[ £ FUND CTRL SPEND FILE REPORTS January 27, 2010 10:03:30 AM B vore..

[] [ GENERALLEDGER FILE REPORTS September 18, 2007 1:08:43PM B e

[] £ HIST TRANS FLLE REPORTS August 4, 2010 7:41:13 AM B vore..

[ C3 merLERePORTS June 21, 20058:26:24 AM B e

[ £ LAB0R REPORTS October 20, 2008 9:43:17 AM B vore..

pore @ et -











(FIGURE 9)

  e. This option has information on Expected Credit, ULO, NULO, UTO Reports, etc. For this example you are looking for Unliquidated Orders which are document numbers that have been commited and obligated, but have not been liquidated in SABRS; or the final payment has not been made for the Goods & Services. Click on PE Reports as shown in Figure 10.
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(FIGURE 10)

f. Once you click on PE reports the next screen will show a list of available reports in the PE option. We are looking for the ULO (Unliquidated Order) Report in this example, so click on ULO. (See Figure 11)
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(FIGURE 11)
g. Now you want to narrow your search so that only the FY, Work Center ID, the BEA, the Basic Symbol, and the Subhead are shown. To do this, choose the AF-PE-ULO-WCI-BEA_M150 Report as shown in  Figure 12.
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(FIGURE 12)
h. Once you select your report all that is left for you to do is to type in the information that you plan to research: FY, WCI, BEA, BASIC SYM, and SUBHEAD(See Figure 13).
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(FIGURE 13)

i. Once you click FINISH another screen comes up to show you that your requested report is running. (See Figure 14)
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(FIGURE 14)
j. When the report has finished running, your report will appear.  This file can be used to start your research or you can save this report in your HardDrive or Desktop by clicking on one of the save file option boxes in the top right corner of the report (See Figure 15).
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(FIGURE 15)

k. A windows screen will appear; you can then save your report to a  specific location. (See Figure 16).
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(FIGURE 16)
l.  To save the report click on “SAVE”. A “SAVE AS” box will appear to show you where you can save your report.
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(FIGURE 17)

m. At this point you can name and save your report on your desktop in a PDF or Excel format. For this example we are going to click the Cancel button in the window to cancel the operation. Next we have to click the X on the upper Right-hand side of the report. You will see a in Figure 18 that we have to click on Return to get back to the report screen.
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(FIGURE 18)

n. Report screen in figure 19 show us our list of reports. We need to get back to the main menu, click on Welcome.
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(FIGURE 19)

8. Next you will learn how to use the My Folder tab to save your favorite reports.  

9. Scenerio:  You’re a Fiscal Clerk for BEA 26 and you need to view and save your ULO report. You must save the report to your you personal folder tab (MY FOLDERS).  This will allow you to recall the current information without repeating the process of searching for the same report in the future.   

10. Your personal folder works like an email inbox and is unique to your user id. Before you can save any reports in you personal folder you need to create a folder to hold the reports in case you have different reports or different dates you want to separate the reports by.  

  a. To begin click on My Folders. (See Figure 20)
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(Figure 20)

   b. Click on the New Folder icon at the top of page. (see Figure 21)
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(Figure 21)

   c. On the next screen create a name for the new folder you want to create. For this example the name of the folder will be “PRAC APP 1”. (See Figure 22)
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(Figure 22)
   d. Once you click finish the new folder will populate in your My Folders box. You can now save your reports to this specific folder. (See Figure 23)

11. Now you can begin to save your reports.
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(Figure 23)
a. To begin saving your reports in the new folder click on Public Folders. (See Figure 24)
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(FIGURE 24)

b. After clicking on Public Folders you need to repeat all the previous steps from Figures 6 through Figure 12 to get to the ULO REPORT that has the information that you plan to research: FY, WCI, BEA, BASIC SYM, and SUBHEAD. (see Figure 25)
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(FIGURE 25)

c. Now that your back to the ULO report you want to view, the report can be saved to your personal folder to view at any time in  a few different ways. Two ways to save the report to your personal folder is in the REPORT VIEW option or a via a SHORTCUT option. To save the above report to your personal folder as Report View, click the icon that looks like a window on to the right of the report name as shown in Figure 26.

[image: image26.png]WDCLJN433123

Unclassified

Cognos Connection - ULO Reports - Microsoft Internet Explorer provided by NMCI

& htpsifjsabrs st dsa.milernjcgrbinjcognos.cgib_acti

shfcontentes2ffolderss v

X [uve search

File

Edt

View Favories Tooks Help

% 40 [ @ cognes connecton - w0 Repors

[

B v B @ [ eae - Took -

STRUCTORY
[l cognos Connection

welcome

Public Folders.

yFoders | # SaRTS HoWE

© ouervsude @ Rsportsude
Home Preferences LoaOn Log Off About Help

Publc Folders > Reports > ACTIVE FILE REPORTS > PE Renorts > ULO Reports.

Oo0o0o0D00oO0ooooooo

E]3
=

E]3
E]3
@

E]3
E]3
=

E]3
E]3
E]3
E]3
E]3

4F.2E ULO RECORD BY FE-FIP RET

AF2E ULOSUM WL BEABESA M1
AFPE ULOSUM WergEA MIS)
AFPE ULOSUM Wt M1S)

AF2E U0 WergEABESA MIS)
AF2E U0 wergEs WISy

AFPE ULO WeT BEAMMULTY) M1SD
AF2E U0 Wit M1

AFPE ULO et M1sD DETAL

AF-PE ULO CI M150 OPTIONAL WCL-SEHD

THodiied &
Noverber 25, 2009 5156118 A
Septenber 5, 2007 3:34:34PM
3y 19, 20105342 A
Vay 21, 2010 10:52:25 A4
September 5, 2007 341147
Vay 13, 2009 1:08:20 M
June 20, 2007 2005107
June 23, 2008 105832 A
February 8, 2010 4:27: 18P
October 2, 2008 35207
AugustS, 2010 8:10:10 AV
August 3, 2010 8:17:55 A4

August 22, 2008 12:32:41PM

Tactions
(Sl g -]: =0
[SREN g1 -1 Eo
& D 8BS B roe..
[l g ]: =] 0w
&0 b @B e
& D 8 Bf B vore..
(Sl g -]: =0
[SREN g1 -1 Eo
& D 8BS B roe..
& D 8 Bf B vore..
& D 8BS B roe..
& D 8 Bf B vore..
& D @SB B roe..

@ et -





(FIGURE 22)


d. In the window that appears type in a file name and its description (if needed). Select the “My Folder” button and then click on “select another location”.(See Figure 23)
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(FIGURE 23)
   e. Select the PRAC AP 1 folder and click okay(See Figure 24).
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(FIGURE 24)
  f. The location to save the report has been selected, click finish. (see Figure 25)
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(FIGURE 25)

g. The ULO report view is now saved to your PRAC AP1 folder. To save the same report as a Shortcut click on the(more..) option as show in Figure 26.
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(FIGURE 26)

h. Next you have to select Create a Shortcut as shown in Figure 27.
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(FIGURE 27)
   i. After you select the Create a Shortcut Option it will take you back to the screen where you have to name and save the report to a specified location. Follow the same steps given on FIGURE 23 through FIGURE 25.
12. Finally after you have created your own personal folder and saved your reports to the folder, you now can go and view the folder to retrieve all of your newly created reports.


a. To access the PRAC AP 1 folder you created click on the My Folder tab as shown in Figure 28 to begin. 
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(FIGURE 28)

b. Next, click on your new folder PRAC AP 1 as displayed in Figure 29.
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(FIGURE 29)


c. You are now in the PRAC AP 1 folder and can verify that your reports are saved correctly as shown in Figure 30. 
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(FIGURE 30)

13. You now know how to navigate through REPORTNET to find, create, and save your reports. You also know how to create a personal box to save your reports in for quick retrieval. Let get started on retrieving some more reports. 

14. Introduction to INFOPAC. INFOPAC was designed to facilitate electronic viewing of reports, as well as provide an instrument for producing the reports on paper. INFOPAC provides the user an opportunity to review and determine exactly what printed output, if any, is needed. By providing the opportunity to select exactly what report is required on paper, production costs decrease as unwanted reports are eliminated from print. INFOPAC also provides methods of manipulation that allows the user to organize the reports based on their requirements. The list of reports available to the user depends on the access profiles attached to the users ACID. INFOPAC can be accessed through the mainframe computer. Reports are loaded to INFOPAC after each cycle and can be requested by the customer between cycles.
15. INFOPAC Online Viewing Commands and PF Keys. The following describes the function keys and commands available to the user:

	KEY
	COMMAND
	FUNCTION

	PF1
	Help
	PROVIDES INFORMATION ON USING INFOPAC-RDS.  PRESS [ENTER] TO VIEW ADDITIONAL SCREENS, OR PRESS [PF3] TO EXIT.

	PF2
	PRint
	DISPLAYS THE PRINTING MENU FOR PRINTING ALL OR SPECIFIED PAGES OF A REPORT.

	PF3
	END
	RETURNS YOU TO THE PREVIOUS VIEWING MENU



	PF4
	MEnu
	RETURNS YOU TO THE VIEWING MENU.



	F
	Find 
	SEARCHES FORWARD FOR UP TO 28 CHARACTERS OF TEXT.  IF YOU WANT TYPE F ‘XYZ’ ON THE COMMAND LINE THE PROGRAM SEARCHES FOR THE 
CHARACTER XYZ.  IF YOU WANT TO SEARCH FOR MORE THAN ONE WORD ENCLOSE THE TEXT IN SINGLE QUOTES: F_’BASIC SYM: 1106’ (FOR THE PURPOSE OF DEMONSTRATION AN UNDERSCORE MEANS LEAVE A SPACE).



	PF5
	RFind

(Re-find)
	REPEATS THE FIND COMMAND AND SEARCHES FORWARD FOR TEXT PREVIOUSLY SPECIFIED WITH A FIND COMMAND.



	L
	LOcate
	GOES DIRECTLY TO A REPORT SECTION.  (REPORT MUST HAVE HIERARCHY CODES DEFINED.)



	P, L, or S
	Scroll Field
	YOU MAY CHANGE THE VERTICAL SCROLL UNIT IN THE SCROLL FIELD FROM SCREEN (DEFAULT) TO PAGE OR LINE BY PLACING THE CURSOR IN THE FIELD AND TYPING P,L OR S.



	PF7 
	Up

(numbers)
	SCROLLS UP IN UNIT SPECIFIED IN THE SCROLL FIELD (PAGE, LINE, AND SCREEN) BY THE NUMBERS SPECIFIED ON THE COMMAND LINE.  IF THE COMMAND LINE ENTRY IS OMITTED, SCROLLS UP ONE SCROLL UNIT.  EXAMPLE; IF THE SCROLL FIELD IS SET TO PAGE [PF7] SCROLLS UP A PAGE; IF THE COMMAND LINE HAS A 3 [PF7] SCROLLS UP THREE PAGES.



	PF8
	Down

(numbers)
	WORKS THE SAME AS UP [PF7] BUT SCROLLS DOWN INSTEAD.



	PF10
	Left

(numbers)
	SCROLLS THE PAGE HORIZONTALLY TO THE LEFT BY THE NUMBER OF COLUMNS PLACED ON THE COMMAND LINE.  IF THE COMMAND LINE IS OMITTED, SCROLLS ONE HALF SCREEN WIDT.



	PF11
	Right

(numbers)
	SCROLLS THE PAGE HORIZONTALLY TO THE RIGHT BY ONE-HALF SCREEN OR BY NUMBER SPECIFIED ON THE COMMAND LINE.



	M
	Max
	USED WITH THE APPROPRIATE PF KEYS OR THE UP, DOWN, RIGHT, LEFT COMMANDS MOVES THE MAXIMUM POSSIBLE IN THE DIRECTION SPECIFIED.  EXAMPLE U M AND [PF7] TAKES YOU TO THE TOP OF THE REPORT.  M AND [PF8] OR D M TAKES YOU TO THE BOTTOM OF THE REPORT.

  

	TOP

BOT
	TOP

BOTTOM
	TAKES YOU TO THE TOP OF THE REPORT

TAKES YOU TO THE END OF THE REPORT

	SC
	SCale
	DISPLAYS A ROW AND COLUMN GRID ON THE REPORT SO YOU CAN IDENTIFY ROW AND COLUMN NUMBERS FOR FREEZE OR VIEW.  CANCEL SCALE BY TYPING SC OFF ON THE COMMAND LINE.



	VI
	VIew
	SPECIFIES COLUMNS TO “CUT AND PASTE” TO ALTER THE DISPLAY OF A REPORT.  TO VIEW COLUMNS 1-10, 50-75, 20-35, ENTER: VI_1-10 50-75  20-35 .  THIS MOVES COLUMNS 50-75 AND DISPLAYS THEM AFTER COLUMNS 1-10 AND BEFORE 20-35.  DISPLAY CURRENT VIEW SETTINGS WITH V AND [ENTER].  CANCEL WITH VI OFF ON THE COMMAND LINE.  IF YOU PRINT WITH THE VIEW ON, THE REPORT PRINTS AS FORMATTED BY THE VIEW.    

	FR
	FReeze

R (xx-yy)

C (xx-yy)
	LETS YOU SPECIFY ROWS OR COLUMNS TO REMAIN DISPLAYED WHILE SCROLLING.  IT ALLOWS YOU TO KEEP COLUMN HEADERS AND ROW LABELS ON THE SCREEN WHILE YOU MOVE AROUND ON A PAGE.  EXAMPLES FR_ R3 FREEZES THE THIRD LINE ON THE SCREEN; FR C1-20 FREEZES COLUMNS 1 THROUGH 20.  YOU CAN SPECIFY BOTH ROW AND COLUMN RANGES IN THE SAME COMMAND, FOR EXAMPLE FR R3-6 C1-30.  DISPLAY CURRENT FREEZE SETTING WITH FR AND [ENTER].  CANCEL FREEZE WITH FREEZE OFF.

	PF12  
	Quit
	EXITS COMPLETELY FROM INFOPAC-RDS.



a. INFOPAC Command and PF Key Template.
	PF1
	PF2
	PF3
	PF4
	PF5
	PF7
	PF8
	PF10
	PF11
	PF12

	Help
	PRint
	END
	MEnu
	RFind
	Up
	Down
	LEft
	RIght
	Quit


Find 
Find text: use single quotes if needed, example: F ’BASIC SYM: 1106’.

Locate 
Goes directly to a report section. Report must have

hierarchy codes defined.

TOP 

Takes you to the top of the report.

BOTtom 
Takes you to the bottom of the report.

SCale 
To display or hide the row/column grid.

FReeze 
Freeze row labels (Rxx-yy) / columns (Cxx-yy) while moving around a page.

View 
To rearrange the columns in a report.

16. INFOPAC Logon Procedures. The following steps are required to logon, retrieve reports, manipulate the selected reports, produce the reports on paper, and logoff (quit):
	STEP
	(a)ACTION

	1
	THE FIRST SCREEN IS THE MARINE CORPS DATA NETWORK SCREEN. CHOOSE THE DOMAIN WHERE YOUR REPORTS ARE LOCATED.


	2
	THE SECOND SCREEN IS THE CICS/VS SIGNON SCREEN. TO ACCESS CICS, ENTER YOUR USER ID, PRESS <TAB>, ENTER YOUR PASSWORD AND PRESS <ENTER>.


	3
	THE FOURTH SCREEN IS THE MQG APPLICATIONS MENU. AT THIS SCREEN SELECT THE NUMERIC OPTION IDENTIFIED FOR INFOPAC RDS.


	4
	THE ***INFOPAC-RDS*** VIEWING MENU WILL APPEAR. IF THE REPORT ID, VERSION, AND SECTION ARE KNOWN, THE
INFORMATION WILL BE INSERTED IN THE APPROPRIATE FIELDS. ELSE <TAB> DOWN TO DISPLAY LIST OF REPORTS AND TYPE A Y. REPEAT THE AFOREMENTIONED PROCESS AT THE DISPLAY LIST OF VERSIONS, AND DISPLAY SECTION INDEX FIELDS. PRESS <ENTER>.


	5
	A LIST OF *** ARCHIVED REPORTS *** WILL APPEAR. AT THIS SCREEN ARROW DOWN TO THE SELECTED REPORT NAME, TYPE ANY ALPHA CHARACTER AND PRESS <ENTER>.


	6
	THE *** ARCHIVED REPORT VERSIONS *** SCREEN WILL NOW APPEAR. IF THE REPORT THAT YOU REQUIRE HAS NOT BEEN RECENTLY REQUESTED, THE STATUS WILL REFLECT “MUST BE RECALLED” BECAUSE THE REPORT HAS BEEN ARCHIVED. IF THE REPORT GENERATION IS CURRENT OR IF THE REPORT HAS BEEN RECENTLY REQUESTED THE STATUS WILL REFLECT “AVAILABLE”. DETERMINE THE REPORT DATE THAT IS DESIRED, ARROW DOWN TO THE SELECTED REPORT, TYPE AN X, AND PRESS <ENTER>. IF
THE STATUS OF THE REPORT WAS “MUST BE RECALLED” A MESSAGE WILL APPEAR IN THE TOP RIGHT OF THE SCREEN. THE MESSAGE “RECALL REQUEST ISSUED. TRY LATER.” WILL APPEAR INDICATING THAT THE PROGRAM IS IN THE PROCESS OF UNARCHIVING AND RETRIEVING THE REPORT. UPON RECEIPT OF THAT MESSAGE YOU WILL HAVE TO WAIT UNTIL THE RETRIEVAL PROCESS IS ACCOMPLISHED.


	7
	ONCE THE REPORT IS AVAILABLE, ARROW DOWN TO THE AVAILABLE REPORT, TYPE ANY ALPHA CHARACTER AND PRESS <ENTER>.


	8
	THE *** REPORT SECTION INDEX *** WILL NOW APPEAR. THE REPORT SECTION IDENTIFICATION WILL BE SORTED AND DISPLAYED BY CATALOG NUMBER AND THE ESTABLISHED HIERARCHICAL CODE (I.E. MAC). ARROW DOWN TO THE SECTION OF THE REPORT YOU DESIRE, TYPE AN X, AND PRESS <ENTER>.


	9
	PERFORM THE REQUIRED MANIPULATION OPTIONS BY UTILIZING THE PF KEYS OR BY TYPING THE ASSOCIATED COMMANDS ON THE COMMAND LINE.


	10
	WHEN PRINTING THE REPORT, TYPE Q OR PRESS THE PF2 KEY. NEXT THE *** PRINTING MENU *** SCREEN WILL APPEAR. YOU MUST INDICATE THE PAGE NUMBERS YOU DESIRE, OR LEAVE THE PAGE RANGE “000001 TO PAGE: 999999” WHICH WILL PRINT THE ENTIRE REPORT FOR THE SECTIONS INDICATED ABOVE. CHANGE THE “B” IN THE PRINTER FIELD TO O (ONLINE), TYPE IN THE PRINTER ID NUMBER WHERE YOU WOULD LIKE THE PRINT TO BE

ROUTED, AND PRESS <ENTER>.


	11
	LOGOFF INFOPAC BY TYPING Q OR BY PRESSING THE PF12 KEY.


	12
	TYPE EXIT AT THE CICS MENU SELECTION SCREEN.



17. Viewing menu:  From the viewing menu (as displayed in Fig 1-



a. You have these three options:


(1) You may go directly to the most recent version of the report by typing the Report ID and pressing [Enter] if all display options are NO.


(2) You may type the report number and version if you already know them and press [Enter] to bring up that version if the display options are NO.


(3) If you do not know the report number and version, change all of the display options to YES and press [Enter] to continue to the INFOPAC archived Reports Menu.   
COMMAND ===>                                              TIME: 181811     

                      *** ViewDirect ***                               

                         VIEWING MENU                                  

RECIPIENT ID: TKAT                                 VERSION:  6.4   

                                                   TAPE VOLSER: LX0450 

                   ACCESS OPTIONS:    R   (R/T)    R=REPORT            

                                                   T=TOPIC             

              REPORT/TOPIC/QUEUE ID:    __________                             

                            VERSION:    ________ ______                        

                            SECTION:    ___________________         

     DISPLAY LIST OF REPORTS/TOPICS:    YES (YES/NO)                           

           DISPLAY LIST OF VERSIONS:    YES (YES/NO)                           

              DISPLAY SECTION INDEX:    NO  (YES/NO)                           

Fig 1-1

18. Reports Menu:  Select the report you want to view by typing X (as displayed in Fig 1-2) or any other letter in the field to the left of the report name.  Then press [Enter]
COMMAND ===>                                              TIME: 183233    

*** REPORTS ***

OPTION REPORT ID  REPORT NAME                                                 

------ ---------  ----------------------------------------------
  X   DFRB010  S71RDA04 – DNR UNMATCHED REPORT             

  _   DFRB010A S71RDA04 - DNR UNMATCHED TRANSACTIONS ADDED SINCE LAST CYCLE                            

  _   DFRB013  S71RDA04 - DNR UNMATCHED TRANSACTIONS DROP SINCE LAST CYCLE                                 

Fig 1-2
19. Reports Versions Menu:  This menu lists the available versions of the report you selected on the earlier menu.  The version number represents the date and time of generation in YYMMDD HHMMSS format.  At the top is the latest version.  Select the version by typing X or any other letter to the left of the date (as displayed in Fig 1-3) and press [Enter].
0727I-BEGINNING OF VERSIONS           

COMMAND ===>                                              TIME: 184003 

*** REPORT VERSIONS ***

REPORT: DFRB010    S71RDA04 – DNR UNMATCHED REPORT         

        OPTION    DATE       TIME    DEVICE   STATUS                       

        ------   --------   ------   ------   ----------------             

          X      20100513   061551    DISK    AVAILABLE                    

          _      20100512   061828    DISK    AVAILABLE                    

          _      20100511   061659    DISK    AVAILABLE                    

          _      20100509   061507    DISK    AVAILABLE                    

          _      20100501   070327    DISK    AVAILABLE                    

          _      20100430   060050    DISK    AVAILABLE                    

Fig 1-3
20. Reports Section Index:  This index lists the available report sections (as displayed in Fig 1-4).  Select the section by typing X or any other letter next to the section you want and press [Enter].
COMMAND ===>                                              TIME: 184632 

*** REPORT SECTION INDEX ***

REPORT ID: DFRB010    S71RDA04 - DNR UNMATCHED REPORT

  VERSION: 20061213 061551                                                 

OPTION SECTION                        PAGES    DESCRIPTION                 

------ ------------------------------ -------- -----------------------
   _   1106.27A0 00681 20052005              1                             

   _   1106.27A0 00681 20092009              1                             

   _   1106.27A0 00681 20092009              1                             

   _   1106.27A0 00681 20102010              1                             

   _   1106.27A0 00681 20102010              1                             

   X   1106.27A0 20133 20072007              1                             

   _   1106.27A0 20133 20092009              1                             

   _   1106.27A0 20133 20102010              1                             

   _   1106.27A0 20133 20102010              1                             

   _   1106.27A0 20229 20102010              1                  

Fig 1-4
REFERENCES:

REPORTNET Training Package

SABRS Batch Report Manual

NOTES
_______________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________






Click here after you put your password in.





Click here





Click here for Public Folders





Click here for Reports





Click here





Click on PE reports.





Click on ULO Reports.





Click on this Report.





Click Finish after entering information.





Click this box to save as an Excel file.





Select one of the options above to Save a Copy of your report in a specific format.





Click this box to save as a PDF file.





Click save.





Select the location where you want to save the file





Type new file name and then click save.





Click here





Click Welcome





Click on My Folders





Click on New Folder icon





Click Finish 





Type in the name for the New Folder 





A new folder has been created in the My Folders tab.





Click on Public Folders





Click the window icon to save report as Report View





Click Select another location





Click My Folders





Type any description that helps you remember what the report displays





Type the new name of report here.  Call it BEA_26_ULO





Click OK





Select PRAC AP 1 





Verify that the correct location has been selected.





Click Finish





Click on “more”.





Click on create a Shortcut.





Click the My Folder tab.





Click on PRAC AP 1





Here you can see your report view file. 





Here you can see your shortcut file. report
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