I I SChargeback student betall Report

Sign-on to your Reporting & Inquiry responsibility
Open “Reports’ from your Navigator screen.
The Submit a New Request screen opens. Select the “ Single Request” option and click the “OK” button.
The Submit Request screen will open. Click on the LOV field located to the right of the “Name” field.
a. The Report screen comes into view. Click on “ITS Chargeback Student Detail Report”.
b. Click onthe “OK” button.
c. The Parameters screen will appear, fill in the following fields:
“Teem Code” YYYY#
“Dept start”  #HHH#H
“Deptend”  #H#HH#
5. Click the “OK” button.
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6. Inthe“Submit Request” screen click on the “Options’ buttonto print the report or e-mail it to someone.
a. Tosend an e-mail notification select the employee fromthe list of values in the “Name’ field
within the “Notify the following People:” section on the “Upon Completion” screen.
b. Repeat for as many employees that you want to e- mail.
c. To print select a printer from the list of values in the “Printer” field and the number of copies
within the “Print the Output To:” section on the “Upon Completion” screen.
d. Repeat for as many printers as you need.
e. Click onthe“OK” button. The Submit Requests screen reappears.
7. Click on the “Submit” button.
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8. The “Requests’ screenautomatically opens with your request id highlighted in blue.

9. The“Financia Statement Generator” is a second request generated by the first. Thisis the request that
will create your report.

10. When the phase and status are “ Completed” and “Normal” for the two jobs you can view the report
online by clicking the “View Output” button. Y our report will display on the screen for you to view.

11. Submit a new request from the “Requests’ screen by clicking on the “ Submit a New Request” button.

Refresh Data Find Reguests Submit a Mew Reqguest. .
588600 |ITS Chargeback Student Completed Normal 20011, 67000, 67099 =
5288589 |ITS Chargeback Employ Completed Normal 092001, 67000, 67099, 00000, 00000
588503 |Journal Import Completed Normal 59008, 1. M, ,, N, N 5
5288107 |Beprint output of reque Completed Normal 587188, pracct)1_app, 1, PORTRAII?'
588063 |BiWeekly People not in {None)
588059 |Fill Employee Hierarchy {None)
588054 |Program - Maintain Bud 1, ALL
5868052 |Program - Create Journa 1,2, 4.0
586050 |Chart of Accounts - Seq ENTITY, 1
586033 |RIT Biographic Change {None) =
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12. You can copy a previous request by clicking on the “Copy” button in the “ Submit Request” screen.
13. When you copy a previous request you can change the parameters (period, segment override, etc.) by
clicking in the “Parameters’ field.
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