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Using the Report Manager to Print the General Ledger Report for

the Bursar’s Office

The following outlines the process for Printing the Admissions General
Ledger Report for the Bursar’s Office. This is a new procedure that will go
into effect when E-Commerce goes live on October 14, 2003. After
printing the report, it must be delivered to the Bursar’s Office daily.

This Job Aid is an addendum to the “Accessing and Printing Reports”
section of the Admissions Back Office Training Guide.

Home =>»PeopleTools =&»Report Manager =»Inquire =»Report List

Locate the GL report within Report Manager.

Verify that the Request Date/Time column displays either last night's date or early
this morning.

Verify the Status column indicates that the report 'Posted’

Click View.

On the next page (Report Log/Viewer), select the PDF output that was generated.

i Report/Log Yiewer - Microsoft Internet Explorer provided by Roadrunner

_Elx

File Edit Wiew Favaorites Tools  Help

dmpack - = - () 2] A | Qoesrch GaFevorites mvedn A | B S B - 2] B D
Address |§'| http:ffbach.umassmed edu; 7001 jservlets{psreports{bdltst80/ 38152 index. himl ~| @an
(A Report/Log Viewer
UMASS
Instance: 47430 Type: SQR Report
Name: ZADRO242 Run Cntl ID: TML_ZADRO242
Status: Success Submitted By: FABATCHI
Server: PSUNIC Recurrence:
ZADRO242
Message Log 1282 bytes 2003-09-24 10:02:47
Trace File 27 bytes 2003-09-24 10:02:47
zadr0242 47430.PDF 3467 bytes 2003-09-24 10:02:47

C:\DOCUME~1\NEAL~1.SKO\LOCALS~I\TEMP\ISISJobAidE-CommerceGLReportforBursar.doc 1




Boston * Dartmouth * Lowell

m University of Massachusetts

UMASS.

5. View the report. It may be necessary to click [l or [*! to page through the document.

A http://bach.umassmed.edu:7001/servlets/psreports/bdltst80/38193,/zadr0242_47436.PDF - Microsoft Internet Explorer provided =2 x
%]
Fle Edt View Favortes Took Hep
Back + = - (D 1) 4} | @Search (lFavortes eds (4| B G ] - ] & D
adaress [&] httpiifbach d.edu:7001, _47436.PDF =] pe
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University of Massachusetts Lowell il
Report ID: =zadr0242 EURSAR REPORT FOR GL ENTRY g
Institution: UMLOW Page No. 1
Run Date 09/25/2003
Run Time 10:02:41
Batch Date: 24-SEP-2003
Batch ID: 20030524002408
Fleet Merchant ID: 270 198 742 883
C: ID: 1 d
Eequest ID Amount Payment Method Ref Nbx Trancx Ref Nbr I gacti Type
06434394270002461885692 10.00 MagterCard ISUMLOWGRADAPFFEE 6649028553 ics_bill
0643524180002461889676 lal0o visa ISUMLOWGRADAPPFEE 6652019396 ics bill
06435286300024561883676 15.00 MasterCard OSUMLOWGRADAPPFEE 6652464630 ice bill
Sub Total (In State): 20.00
Sub Total (Out of State): 15.00
Total: 35.00
Afrotes (vl of toft [FIM] 19514170 [ E]|| < L_

Click @ at the top of the page to print the report
7. Verify that the Fit to Page checkbox is checked.

8. Click OK.

* [ Printer
Mare: FLAGFPOT4IS TS Praperties
Status: Ready ™ Reverse pages
Type: HP LaserJet 8000 Series PS ™ Prirt as image
‘where:  7thFloor Room 767 I Fit to page
Comment: ™ Frittt to file

r— Print Rang Copi

oAl R annotatizns Number of copies: m
€ Curent page

€ Pages frare: [1 to:[3 ﬂl ﬂ ¥ Collatz

) Selected pages/araphic

i PostScript Optia:
Print Method: IF’ﬂstScript Level 2 j

IV Use Frinter Halitone Screens ¥ Download Asian Fonts

Fiint: [Evenand OddPages =] oK. | Cancel |

9. click Xl in the upper right hand corner of the screen to close the report.

10. Deliver this report to the Bursar’s office that day per the campus process.
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