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Job Aid: Run Reports: Basic Tasks

Purpose

The purpose of the Run Reports: Basic Tasks job aid is to guide you through the step-by-step
process of using the basic tasks to work with reports in the Talent Management System.

In this Job Aid, you will learn how to:

Access and Search for Reports
Run a Report

Schedule a Report

Save a Report

Task A. Access and Search for Reports

Talent Profile: Accessing

Note: Verify that the Admin tab is selected. @ VALU D i

1.

Talent Profile: Adding

1. Use the Search and Browse By
features to filter the reports list.

2. Click the Submit button. The results
list appears on the right side of the
screen.

3. Use the Sort By drop-down menu to
sort the reports listed by Title or by

Select the Reports button.
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4. Click the View icon to view the report
details, i.e., description, comments,
and domain.

User Management System Admin

Note: You may also hover over the e e et ot | e et

The Approval Process Data report describes approval process
information; such as user ID; contact informat...more template as it is constructed in the administratic...more

more link to view the report 2
description.

Approval Process Data Legacy Approval Rele Coverage By Domain
The Approval Process Data report describes approval process The Approval Role Coverape report describes the users; or type
template as it is constructed in the administratic...more D of users; assigned to an approval role.

|<

5. Click the Expand icon to expand the
list of available reports in the report

group.

Report Details [ %]

Approval Process Data Legacy

Description:

The Approval Process Data report describes approval process Category: System

template as it is constructed in the administration environment (not Admin

as a run time approval processes) Domain:  PUBLIC
(Default
Public
Access
Domain)

Published: Yes
Comments:

Task B. Run a Report

Note: Verify that the Admin tab is selected.
1. Select the Reports button.
2. Use the Search and Browse By —— s

Search

features to filter the reports list. EoceaGrerns ] |

1 Reports

sort By

Locate the report you want to run. In i —
this example, let’s run the Scheduled Tr— oo oo S e ohering o i e
Offering Data report. o
3. Click the Schedule Offering Data o
report title link. B
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8.

9.

Select the Scheduled Offering Data Report
link.

Modify the Report Title if necessary.
Complete the Report Header and Report
Footer fields if necessary.

Select a Report Destination from the drop-
down menu.

Select a Report Format from the drop-down
menu.

Click the Mask User IDs and/or Mask
Instructor IDs checkbox(es) as appropriate.

10.Click the Filter icon to search for and select

the scheduled offering to run this report.

11.Click Add. The Scheduled Offering Data

Report screen appears.

12.Click Submit Filter. The Run Scheduled

Offering Data Report screen appears.

13.Click the Schedule Job button to schedule

the report to run immediately, once at a
future date, or on a recurring basis.
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& schedule Oifering Data

Learning

Schedule Offering Data{C5V)

Scheduled Offering Data Report

The Scheduled Offering Data report returns detailed information
about each schedule offering including the ite...more

Run Scheduled Offering Data Report

Report Title:
Report Header:
Report Footer:

Report Destination:

Report Format:

Scheduled Offering D«

HTML |+

Scheduled Offering:
(1000,001)

Mask User IDs
Mask Instructor IDs

Fage Break Between Records

=

|Exac,1 vl |

ier View Filter

View Scheduled Offerings

This screen

scheduled Offerings:

BloWE ¥OU 1o view and edi the fems you have sele
Wil BUBOA YOUr BelSClEd M 10 The Previcus search. The file

Senect A% ¢

Dasttect A1

[SeHEnuTEa DIferAE 1O TitTe
553450

Release the Pressure Webinar

TEEmECREALTE BIOCE

AM America/Mew York)

q Memnue
NFED 1322012 (Rev 1 - 7/6/20M0 05:27 1
i

TEMEAR RN F Paestase 8%

Mask User IDs

Mask Instructor IDs

Page Break Between Records

Scheduled Offering:
(1000,001)

Status:

[1 Selected] W 7

@ active O Not active O Both

Schedule Job | Save Report ﬁ
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14. Select the radio button for Run this job
immediately, if allowable.
15.Click Finish.

Task C. Schedule a Report

1. Complete Steps 1-12 listed above under
Run a Report.

2. Click the Schedule this job to be
executed on radio button to schedule
the report to run on a specific date and
time.

Note: Click the View Available Time
Slots link to see a list of times you are
allowed to run the report or click the
Schedule this job to recur as follows
radio button to schedule the report to run
at a specified recurring basis.

3. Click Finish.

O TaskD. Savea Report

Talent Profile: Accessing

1. Complete Steps 1-12 listed above under Run

a Report.
2. Click Save Report.
3. Complete the Saved Report ID field.

4. Enter a description of the saved report in the

Description field if desired.

5. Click Submit. The saved report displays
on the Saved Reports tab.

6. To run a saved report, click the
Run icon in the Actions column.
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& Run this job immediately, if allowable. I
(O Schedule this job to be executed on: View Available Time Slots
hhemm AM/PY
Time Zone: AmericaNew York (Eastern Standard Time) v
M
® Daity
O Weekiy Day:
O Monthty Date:
Time Zone: |Amenca;‘NewYork (Eastern Standard Time) |

[
[/ Backeround Jobs > View Allowable |

\@, https:fva-stage plateau, comjplateau) admin)|

5:2 Run this job immediately_ if allowable.
(O Schedule this job to be executed on| View Available Time Slots

o Timeframe 0:

Dato: [ ] ° Monday
b » Timeframe 1:
hh:mm AMPM) » Timeframe 2:
) o Wednesday
Time Tone: |AmencaiNewYurk (Eastern Standard Time) o Timeframe 3:
() Schedule this job to recur as follows: © Thursday
+ Timeframe 4
@ oay o Friday
O Weekty Day: » Timeframe 5
o Saturday
Date:
© Montiy aie » Timeframe &:
fine of bey: 12:00 AW 0 Sunday
A o Timeframe 7:
Time Zone: ‘ America/New York (Eastern Standard Time) | ¥ n
one
Save Report Browese Heip
Run Repart » Sawe Report

Save Report

= Reguired Fislds

* Saved Report ID: Q, [resTon
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