Short Cut to Viewing Reports from Process Monitor:

1) When the Run Status reads Success and the Distribution Status reads Posted, click on

the Detalils link to the right of Posted.
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2) In the Process Detail screen, click on the View Log/Trace link at the bottom.

Process Detail

Instance: 1293592 Type: SGR Report
Name: UGLE1074 Description: Department Verification Report
Run Status:  Success Distribution Status: Posted

Hold Request
Cueue Request

Run Control ID: 1 07 4_GRAMTS_IDC

Location: Server
Server: EINTE Cancel Request

) Delete Request
Recurrence: Restart Request
Redquest Created Om: 11/23/2005 2:5210PM CST Parameters Transfar
Run Anytime After:  11/23/2005 2:52:08PM CST Message Log
Began Process At:  11/28/2005 5:19:22PM CST Batch Timings

Ended Process At:  11/28/2005 5:19:32PM C3T Wiew Lo/ Trace
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3) From the Report/Log Viewer, click on the link to the .PDF file to open your report.
(Normally this is the last link in the list. If there is not a .PDF link, the report was not initiated

correctly and will have to be re-initiated.)

View Logf/Trace

ReportlD: 425309 Process
Name: UGLS1074 Process
Run Status: Success

Departrnent Werification Repaort

Distribution Node:

Name

Message Log
UGLE1074 Section
UGLE1074 Section
UGLE1074 Section

1 transactions.csv
2 transactions.cev

3 Actual ALF transactions.cey 12,355

Instance: 1293592

SGOR Report

Mes=zage Log
Type:

Expiration Date:

File Size {bytes) Datetime Created

1,555 112852005 5:19:32.000000PM C5T
1,324 11282005 5:19:32.000000PW C5T
1,979 11282005 5:19:32.000000PW C5T

11232005 5:19:32.000000PW C5T

UGLS1074 Section

3 Actual RE fransactions.csv 6,430

112372005 5:13:32.000000PM C5T

UGELS1074 Section

3 Budget Jrnl transactions.csy 119

unls1074 1293592 PDF
Trace File

Distribution ID Type
User

Distribute To

1102802005 5:19:32.000000PM CET
26,169 11/28i2005 5:19:32.000000PM CST
584 1112802005 5:19:32.000000PM CST
‘Distribution 1D
CAYLORKM

4) The report will open in .PDF format. Now you can view the report and print, by clicking on
the printer icon in the tool bar, or click on File, then Print.

<l Adobe Reader - [ugls1074_1293592[1].pdf] =&
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