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Create Reports

Allows users to create, view, print or export reports to a file. 

To display reports available in Desktop, open reports and click on the ‘+’ beside the various sections.  There may be multiple selections in each section.  Highlight the report to be created and a selection screen will display. Some reports require no input for creation.  Most reports will have parameters that will define the report. If there are required parameters, the fields will be provided.  Enter information into the fields and press View Report. If there are no fields displayed, press View Report.
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Reports are defaulted as formatted reports and displayed in the same screen, but they can be changed to CSV files (information follows on CSV reports). 
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Output Options

There are various way to handle the report once it is generated.
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 – displays a printer dialog box and allows the user to select the printer.
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– prints immediately to the user’s default printer.
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– Allows you select the folder to store to, name the file, and select how the report should be saved.  Select the folder to save to, name the file, and select file type of how you would like the report saved. Types of save – Adobe PDF opens with Adobe , Rich Text Format (RTF) opens in MS Word, Plain Text,  Portable Networks Graphic Image good with Web pages, TIFF image (TIF), PCL Printer file, Encapsulated Post Script (EPS),  Adobe Postscript (PS), HTML which loads well into MS Excel.
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– pops up a dialog box allowing the user to email the report.  The email has a subject line and message box to explain the report and can be sent as PDF, Rich Text, HTML, Plain Text, etc. 
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Additional controls consist of: Return to First Page Arrow, Back One Page Arrow, Next Page Arrow, and Last Page Arrow.  Home, End, Page Up and Page Down on your keyboard are also functional.  

The zoom function is set from 25% to 300% of image.  Other selections: Fit Window loads the largest image for one page per frame. Fit Width expands the image where the width fills frame and the length is scrollable. 

Go to Page box allows you to move to a specific page.  Enter the page number in the field and press the icon immediately to the right to move to that page.  

CRTL L changes the layout of the display.  The default is one page per frame.  The second instance moves all of the pages to one frame and allows the user to scroll through the entire document.  Third instance loads pages two per page.  Fourth instance returns to default one page per frame.

Saving as CSV

Another way to deliver a report is to use the Output Type dropdown in the lower left.  Select all the criteria and change the Output Type to CSV (Comma Separated Value) from the dropdown.
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As the report is being generated, you will be asked for additional information.

To save to file, mark Save to File and press the Select File button.  A pop-up will ask where you want to save the file and a name for the file.  Press Select when you have entered the information.   If you have Microsoft Excel installed on your Remote Terminal or PC, you can mark the Launch in Excel check box.  The file will then be opened in Excel for editing.  Press Save to complete the report.
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When the report is created you will receive notification.
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Emailing a CSV File
Change the Output Type to CSV at the bottom- left of the Report Generation screen.  Next select E-Mail as Attachment.
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Enter the required information and press Send.
Large Reports

If a report is too large to display within the client you will be given the option to Return Report or Email Report.

Return Report Option

This allows the report to be created and then formatted to display in other programs such as Adobe Reader.   HTML will be displayed in your browser.  If you select HTML you can copy the report from the browser using the Select All and copy to an Excel spreadsheet.  This will require some formatting once the report is loaded in Excel.  

[image: image31.png](>}

HE B
Eile Edit View Tools Window Update Help

ngSA Inc.

3] (%] [

Welcome David King




[image: image14.png]Reprt Generation | SoldformatonDeta By Locaton |
+ Batch Adjustments and Payments

+ Customer Reports Sold Information Detail By Location
- Inventory
Catalog tems and Codes
Catalog Price Book i
Catalog Hers Not Availate to POS
- Master Inventory
I Transit Report
Cost of Goods Sold by ltem Beporilives
On Hand j Full Catalog
On Hand - Matix by Location
On Hand Report

1172672007 =& - 123172008

SortType [ sort By Location

Sold Information Detail By Salespersan
Under Threshold - Matrix by Location
Under Threshold - Matrix by Vendor
Loaner Report
Repair Report
Sales Commission Report
Sales Retums Report
Serial Tracking Report
Sold Exception Report
Sold Exceptions With Matching Inventory
Sold Statistics Report
Transfer Report
Transfers By Date Range

+ Purchase Orders

+ Point of Sale

+ Remote Reports

Archived Reports

| @@\ |

ENE S0

Output Type | Formatted Report

Report was submitted for processi

You may continue to other tasks.





The second option is to email the report to yourself or someone.
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You have the option of changing the addressee, subject, file type and the message content.  When you have made the necessary changes press OK and the report will be emailed.  
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Sales Detail By Location 2007-11-26 to 2009-12-31 December 31, 2009 3:24 P.M. Page 10f83

Location: Bahlman Jewelers

Item Invoice
Code m Sewaey Sela e Number
101101 [6i0sBatery-<DELETEDITEM> | |Davidking 2008-10-15 | 8101515191001
100-103 | BPERL | Blackberry Peari 000000000000001 David King 2008-10-14 | 8101417291101
100-103 | BPERL | Blackberry Peari 000000000000001 David King 2008-10-15 | 8101515191001
101-101 | LGCLA | LG Car Charger _ David King 2008-12-18 | 8121811445501
101-101 | LGCLA | LG Car Charger _ David King 2009-03-13 | 9031313044201
100-101| MC139 [Mmotorola C139 234567891234567 David King 2009-12-22
100-101 Motorola RAZR 359420001555009 David King 2008-05-16 | 8051622174201
100-101 Motorola RAZR 012345678912345 David King 2008-06-25 | 8062516420801
100-101 Motorola RAZR 1111222222222 David King 2008-06-06 | 8060611245201
100-101 Motorola RAZR 123456769012345 David King 2008-06-20 | 8063011101401
100-101 Motorola RAZR 123456789123456 David King 2008-10-28 | 8102811172101
100-101 Motorola RAZR 123456789 123456 David King 2008-10-28 | 8102815423001
100-101 Motorola RAZR 222222233333333 David King 2008-06-06 | 8060611245201
100-101 Motorola RAZR 333333344444444 David King 2008-06-06 | 8060611245201
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100-101 | Mv235 | Motorola V235 'AOD0000EBGDCEF Michael Raillard 20090514 | 9051416450701
100-101 | Mv235 | Motorola V235 'AODODOOEBGES0A Michael Raillard 2009-05-14 | 9051417410001
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100-102 | N6360 [ Nokia 6360 0BCAE6A2 Michael Raillard 2009-05-13 | 9051315062301
101-101| RZBAT | Razr Battery _ David King 2008-08-13 | 8081317271001
101-101| RZBAT | Razr Battery _ David King 2008-09-24 | 8092418302501 45.00
101-101| RZBAT | Razr Battery _ David King 2008-06-30 | 8063011101401 250 45.00
101-101| RZBAT | Razr Battery _ David King 2008-07-28 | 8072818194401 45.00
101-101 | RZBAT | Razr Battery _ David King 2008-10-28 | 8102811172101 45.00
101-101| RZBAT | Razr Battery _ David King 2008-10-28 | 8102815423001 45.00

Retail

Item Cost Sold Price

15.99

15.99
135.00
199.00
199.00
199.00
199.00
199.00
199.00
199.00
199.00
199.00
199.00
199.00
199.00

B

B}

3

H
»
H

135.00
135.00
135.00
135.00
149.00

45.00

2.50

Total Sold 2,579.69





You may email it as HTML.  Then save the file as HTML somewhere on your PC.  Then highlight the file and right click and find Open With  select Excel to load the file into the spreadsheet.
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Remote Reports 

These are reports that are run on the iSeries server rather than application server. These reports are handled on a one-by-one basis.  If you have a report that you run from the green screen and would like to see it moved here, please contact PSA.  These reports are handled differently in regards to display and access.

The section at the top of the display shows a drop down for previously run reports under the User ID that is signed on to the current session.  If you have authority and need to see reports run by alternate User IDs, then put a check in the Include All Users box.  Select the report from the drop down and press View.  Refresh will update the reports available in the drop down box.  Remote reports have a date and time stamp following the name of the report.  If there are multiple instances of a report, use the date and time stamp to locate the correct report.
To run a remote report, select the report and enter the appropriate parameters. Press the Submit button to create the report.  These are usually larger reports and may take some time to run.  You can press Refresh periodically to see if the report has completed.  It will not automatically display on the screen.  You must select the report from the drop down with the correct date and time stamp and press the View button.
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In the event that a report is too large to display, the email program will automatically be displayed.  The report can be sent to the default email shown or it can be changed to another address.  You may send the report to multiple addresses; use a comma to separate the email addresses.  Press Ok to commit the report to email. 

[image: image19.png]% 172.16.145.130 - Remote Desktop.

+ Batch Adjustments and Payments
~ Customer Reports
Activations Report Select Provision Type [ GATE PHONE - TDNA & GSH
Comments Report GSM SWITCH CUSTOMER
Customer Listing By ftem PAGER
Customer Listing By Hem  Install Dats Ran| PORTED IN GATE PHONE
Customer Listing By Provision Type PORTED IN GSM PHONE
Customer Payments Online PORTED IN TDMA PHONE
Customer Payments - Originating Place Sel ‘TDMA CELLULAR CUSTOMERS
Daily Usage Summary Report TEST GSM PROVISIONING
Deactivations Report

Plan Counts Report -
e Users Report Report Type Provsion ype wihbotal
+ Inventory
+ Point of Sale Erng

E Di

Send To

Subject [CustomerListing By Provision

SoaReporths [maobopor <]

Message [Customer Listing By Provision Type

=]

Output Type | Formatted Report





The system will notify you with the following message to let you know the report is being generated.
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As the message text says, you may go with other tasks; the report has been transferred to the iSeries for processing and emailing.  Once the report is generated  and sent via email;  you will see the following confirmation:
[image: image21.png]#3172.16.145.130 - Remote Desktop.

File Edit View Tools Window Update Help

= <o i 5% |
Reports | NREportGaerationl] Customer Listing By Provision Type |

+ Batch Adjustments and Payments

- Gustomor opors [B]&]B[o] [« v ] zom [z =] Gotopage |

Comments Report
Customer Counts For Data ftem
Customer Listing By ftem
Customer Listing By Hem  Install Dats Ran|
Customer Listing By Provision Type
Customer Payments Online
Customer Payments - Originating Place Sel
Customers With Last Date To Bl tems.
Daily Usage Summary Report
Deactivations Report
Plan Counts Report
Web Users Report

+ Inventory

+ Point of Salo

+ Remote Reports

NN \??\

AN

’5 Customer Listing By Provision Type
A EMail was sent successfully.

]

Report Size Exceeds Displayable





Press OK to clear message.  Check your email periodically for the report.  The report will be a PDF attachment.  You may view or print the report from there.
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st Rate Plan

016-0160088 | 254-352-0000

[TEXAS COMMUNICATIONS

0000000000001

311-00000-0000000031 | V1 - Employes Plan

0010168302 | 254-352-0007

FLOYD JUNIOR RICHARDSON

0000000000001

311-00000-0000009802 | NL - No Limits Plan

016:0165251 | 254-352-0010

MID-TEX CELLULAR TEST #

0000000000001

311-00000-0000000010 | V1 - Employes Plan

016:0160785 | 254-352-0018

LANCE HICKS

0000000000001

311-00000-0000000031 || X0 - No Limits

016-0160785 | 254-252.0021

LANCE HICKS

0000000000001

311-00000-0000000023 || X0 - No Limits

0010167912 | 254-352.0028

JOSHHICKS

0000000000001

311-00000-0000000052 | F1 - Family 2-for-1 Basic

Pian Promo

0010167912 | 254-352-0037

JOSH HICKS

0000000000001

311-00000-0000000055 | CB - Celebrate USA Plan

0010167912 | 254-352.0038
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0000000000001

311-00000-0000000082 | FB - Family 2-for-1 Basic

Pian
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0000000000001
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0000000000001
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JOSHHICKS

0000000000001

311-00000-0000000086_| CB - Celebrate USA Plan

016:0160013 | 254-352:0052
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0000000000001

311-00000-00000004%9 | FB - Family 2-for-1 Basic
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0010167912 | 254-3520053

JOSHHICKS

0000000000001

311-00000-0000000045 | F1 - Family 2-for-1 Basic

Pian Promo

0010167912 | 254-352:0055

JOSHHICKS

0000000000001

311-00000-0000000084 | F2 - Family 2-for-1 Plus Plan

Promo

001-0001369 | 254-352-0057

Fred Finstone

'000000000000001

311-00000-0000000087 || T1 - Texas Anyime 1

0010001389 | 254-352-0063

Lance Goforin

0000000000001

311-00000-00000000% | PE - PC Extra Plan,

0011435088 | 254-352-0069

'SALVADOR MORANTES

0000000000001

311-00000-0000008508 | NL - No Limis Plan

0010160168 | 254-352-0093

ROSALBA MACIAS

0000000000001

311-00000-0000011874 | FP - Family 2-f0r-1 Plus.

Pian

0010167912 | 254-3520107

JOSHHICKS

'000000000000001

311-00000-0000000045 | CB - Celebrate USA Plan

0011877636 | 254-3520110

TSU

'000000000000001

311-00000-0000003100 | P1 - Personal Choice 1 Plan

0011676670 | 254-2520111

TSU

'000000000000001

311-00000-0000003101 | P1 - Personal Choice 1 Plan

0011605018 | 254-3520112

TSU

'000000000000001

311-00000-0000003102_| P1 - Personal Choice 1 Plan

016:0167757 | 254-3520124

CLEMENTE PEREZ

'000000000000001

311-00000-0000012051 | NL - No Limis Plan

016-1381447 | 254-3520140

MANGRAM AIR CONDITIONING INC

'000000000000001

311-00000-0000003643 | P4 - Personal Choice 4 Plan

016-1381447 | 254-3520141

MANGRAM AIR CONDITIONING INC

'000000000000001

311-00000-0000003644 | P4 - Personal Choice 4 Plan
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Test Bill Creation

PSA has created a function in the Report Module to run a test bill for accounts in our system.  This only creates a text bill for verifying charges, it does not create anything to send to OSG.  The format is the text- only statement seen in the Customer Care, Report, and Bill Image. The program that creates this image is the same as the programs in the billing run.  The numbers should be accurate for checking new plans or other changes.

To run this report, open Remote Reports.  You will see an option titled: Run Test Bill for Selected Account.  Select this option; it will open a screen asking for company, cycle and account number.  You will need to know the account number due to the way this interacts with the back end system. There is no search function on this option.  
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Select the cycle and enter the account number, then click Submit.  It takes a couple of minutes to run; larger accounts may take considerably longer as the number of calls to be rated is potentially much higher.  Then you can go to your Customer Search.  Find the account you ran the bill for, and double click on it to open. Go to the Reports tab, and select Bill Image Inquiry. Then click View Report.  This pops up a box asking for bill date / run / sequence. It will default to the most recent entry.  You will look for one for the current bill date, run = Test Bill and then a sequence number (normally you’ll want the latest one).  You can run this for an account any number of times, so the sequence just increments each time.
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Click Ok after selecting the bill run to view and that will display the bill.  
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Archived Reports

These are reports selectable by a company that will be saved for future reference.  Reports are generated from various sources such as manual report requests to the batch that are printed with the billing runs.  These reports are saved each evening and compressed for storage.  When you request an archived report, the report is located, uncompressed and displayed in the viewing area.  Some reports are too large to display in the panel so you will receive a request to email the report.  Some reports will take more time to retrieve than others due to the size of report.
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To locate the various reports, use the selection criteria displayed.

Archived Date Range – this will locate all reports that were archived between, and including, the dates selected.  

Report Name – this is the program report name.  Examples would be CB1028 which is the G/L Edit report from the billing run.  This will select for display all reports with this Report Name.

Report Title – allows you to select only reports with the specific title.

You may use multiple criteria to find the report you need.  Example:  set the date range for a specific time period and then add the Report Name.  
Retrieval by Date Range
This displays each included day in the tree.  Press the + sign to open the day. 
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Click the report you want to view.
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Pressing Retrieve Report will display the report in the report viewer.  If the report is too large to print as a single report you will need to view the report in sections. The length of the report is displayed in the Number of Pages field. Only 200 pages can be viewed at one time. In the Retrieve sub-box, enter in the page numbers you want to view. If the report is 484 pages long, and you enter 1 To 200 in the Retrieve box and press Retrieve Report, the first 200 pages of the report will display. You can then go back and enter in pages 210-400; and then 401-484. 

The same principles apply to Mail Report, except that the report is emailed rather than shown on the desktop. Large reports may need to be emailed in increments also, depending on the server size. 
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