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Reporting Tools
—Searching for a Run Control ID
and Generating a Report

Bl Publisher reports, using Query Report Scheduler, require the use of a Run Control, which
is a slightly different process than using PS Query. The Run Control is an essential step, as it
can be used time and again—with minor changes, if necessary—to generate a Bl Publisher
report. The following steps demonstrate how to search for and utilize an existing Run Control
for the purpose of producing a Bl Publisher report.

Privacy Disclosure

Disclosure of information from student records is governed by the Federal Family Educational Rights and Privacy Act
(FERPA) and in part by the State of California Education Code. UCB maintains a campus policy governing disclosure of
information from student records. This policy provides reasonable interpretations of those laws and protects the student’s
right of privacy as guaranteed by the State of California’s constitution. For more information, the entire policy can be found
at: http://registrar.berkeley.edu/ferpa.html

You must not release any private student information to any person or organization without the student’s written consent,
and must only handle all UCB information for authorized work-related purposes, according to the Minimum Security
Standards for Electronic Information (MSSEI).

Private student information is considered Level 1 and includes, but is not limited to, academic records, information in
personnel files, student conduct issues, SID, certain personal contact information, as well as other sensitive information
encountered while on the job. Level 2 information, which if exposed to unauthorized persons, causes extreme impact. It
includes but is not limited to Social Security Numbers, Credit Card Numbers and medical information.

1. After you have Favorites ™ Main Menuk'
Ioggeq in to.Campus B erl{e ley s
Solutions, click the
Main Menu link at
Menu c v

the tOp, left of the My Favorites
WindOW. CAL Components

Self Service

Manager Self Service

Recruiting

Your menu view may be different from the example here,
based on your security access and functions.
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2. Scroll downwards, if

Favorites

Main Menu

Y

n ry, an I
ecessary, and select PSRN o Comous Communty
Reporting Tools. 1 Student Recruiting
[d  Student Admissions
Menu_ : 3 Records and Enrollment
My Favorites £ )
CAL Compone Curriculum Management
Self Service B3 Financial Aid
Manager Self § J  Student Financials
Recruiting [ Academic Advisement
Workforce AdM £ contributor Relations
Benefits
) J  SAIntegration Pack

Compensation
Stock O setupHRMS
Time and Labo| .3 SetUp SACR
Payroll for Nott{ ™3 Enterprise Components
Global Payroll § Worklist
Payroll Interfac - ) ) )
Workforce Dev Application Diagnostics
Crganizational — = 2.
Enterprise Lea§ 9 Reporting Tools

3. Click the BI
Publisher link.

Student Financials

y

Academic Advisement

Composite Query

Enterprise Components
Worklist

Application Diagnostics

mmpiIt F ee e

Contributor Relations Query 3

SA Integration Pack Connected Query .
PSinbicion

Set Up HRMS I

St Up SACR Bl Publisher %’;
Pivot Grid

Reporting Consale

Report Manager

Tree Manager

Reporting Tools

flooooooDD D

4 Click Query Report 3 student Financials >
Scheduler. [ Academic Advisement Composite Query 4
3  contributor Relations H - Query '
nec ery R
3 SA Integration Pack [ Connected Query
nVicion »
03 setUp HRMS B PsinVisio -
Setu 4
03 setupSACR - - "
=] i Data Source
LJ  Enterprise Components| Pivot Grid o
Warkli E  Reporting Console E  Report Definition
O workiist g =
nas Content Library
3 Application Diagnostics B Report Manager v
|j Translations 4.
3 Tree Manager
; Ij Query Report Viewer
[ Reporting Tools 3
Ij Query Report Scheduler
1 PecH eTools » |
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The first time you run a Bl Publisher report using Query Report Scheduler, you will use the Add a New
Value page to create a new run control. Once a Run Control has been saved, however, it will be available
for use time and time again and can be run as is or reconfigured. Run controls are specific to the user.

5. Once you have
selected Query
Report Scheduler,
you will arrive at the
Query Report
Scheduler window
and the Find an
Existing Value tab.

6. Click in the “begins with”
Run Control ID text box,
and type all or part of an
existing run control, such
as we have done in the
example to the right.

Searching for an Existing Run Control ID

Favorites ¥ Main Menu ~ > Reporting Tools ¥ > Bl Publisher * > Query Report Scheduler

Berkeley

Query Report Scheduler

Enter any information you have and click Search. Leave fields blank for a list of all values.

5' I Find an Existing Value ldd a New Value

Search Criteria

Search by: [Run Control ID : begins with

[Jcase Sensitive
Limit the number of results to {up to 300): 300

Search | Advanced Search

Favorites > Main Menu ~ » Reporting Tools ¥ > Bl Publisher ¥ > Query Report Scheduler

Menu ~ | Search

Berkeley

Query Report Scheduler

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a New Value

Search Criteria

Search by: IRu" Contral ID . begi"swithlJCCS R 001 x I

[Jcase sensitive

6.

Search | Advanced Search
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7. Click the Search button. Favoites ¥ MainMenu ¥ 5 Reporting Tools ¥ > Bl Publisher ¥
Then the Query Report
Scheduler’s run control
parameters window

appears for the associated Query Report Scheduler
report. (See Step 8) Enter any information you have and click Search. Leave fields blank for a list of a

Berkeley

Find an Existing Value Add a New Value

Search Criteria

Search by: |Ru" Control 1D . begins with| UCCS_R_001

O case Sensitive

7 . Advanced Search

Favorites ™ Main Menu ¥ » Reporting Tools ¥ > Bl Publisher ¥ > Query Report Scheduler

Berkeley

Query Report Scheduler

Enter any information you have and click Search. Leave fields blank for a list of all values.

|f yoU type Part Of a Find an Exisfing Value Add a New Value
H S h Criteri

run control, a list earch triteria

will appear from Search by [Run Confrol D[] begins with[UCCS_R_

WhICh you can O case sensitive

. Limit the number of results to {up to 300): |300
select the desired

Search | Advanced Search
run control ID.

Search Results

View Al First ‘4 12062 P Last
Run Control ID Language Code Report Mame Data Source Type Description Data Source ID
7, :English UCCS_R_1084 Query 70430 Class Sched Compliance UCCS_R_1084_CLASS_SCHED_COMP

English ADE00 Query Studielink Posting Report SAD_SL_POST_NLD
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8. Observe that the Query Favorites ¥ | MainMenu ¥ > Reporiing Tools ¥ > Bl Publisher ¥ > Query Report Scheduler
Report Scheduler
window is reconfigured to
display the query’s Query Report Scheduler &
parameters. From this Run Control ID: BCCS_R_DDReport Manager Process Monitor Run
window, you can choose Lanouage Frater
the Update Parameters depert befintion
link before continuing.

Berkeley

Data Source Type: Query
Report Name: UCCS_R_001 & 70120 Course Sched Compliance
Template ID: UCCS_R_001_1 Q.
Template As Of Date: El
8 . Update Parameters
Query Parameters
( Prompt Name | Prompt Value
STRM 2158

Channel:

INSTITUTION ucemMm
< ACAD_CAREER UGRD

ACAD_GROUP

ACAD_ORG

UC_CLUSTER

\ SUBJECT

Go to BIP Report Search

|F]Save ||[@h Return to Search [=] Notify =4 Add

Change the parameters, if Favortes ¥ | ManMenu ¥ > Reporing Toos ¥ > Bi Pubisher v
necessary, and then click
the OK button to return

> Query Report Scheduler

Berkeley

to the Query Report Query Report Scheduler
Scheduler window. Run Control ID: UCCS_R_10ReEanager Process Manitor Run
Language: English

Report Definition

Data Source Type: Query
Report Name: UCCS_R_1084 & 7om0
Help
Template ID: UCCS_R_1084_1 UCCS_R_1084_CLASS_SCHED_COMP
Template As OF Date: [E
Institution:  |UCBD1 |
Update Parameters
Career. Q
Query Parameters
Prompt Name | Prompt Value Term 2168 |G
INSTITUTION UCBD1 Acad Group: Q
ACAD_CAREER Acad Org: Q
STRM 2158 Subject Q
ACAD_GROUP -
ACAD_ORG 8 )
SUBJECT
UC_CLUSTER

Searching for an Existing Run Control ID 1/29/16
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9. Backin the Query Report Favotes ¥ | Main Mo ~
Scheduler window, note
that the Report Name

> Reporting Teols ¥ > Bl Publisher ¥ > Query Report Scheduler

_Menu = | Search

Berkeley

field is already populated. Query Report Scheduler &
That is because that Run Control ID: BCCS_R_00Report Manager Process Monitor Run
report has been Lanouage Fralsn
. Report Definition
previously saved to the beta Source Type: e
run Contro' ID you Report Name: IUCCS,FLDN Q I‘IO-’E\D Course Sched Compliance
inputted in Step 6. romaters D" UGS R 007 1 a
Template As Of Date: El Channel:
In the Report Name Update Parameters
Query Parameters
teXt bOX7 you COUld Prompt Name | Prompt Value
also search for a STRM 2158
dlfferent report by INSTITUTION UCBO1
C||Ck|ng the LOOkUp ACAD_CAREER UGRD
. . ACAD_GRCUP
list '|con ( Q\), or oo
typing the first few U clusTeR
characters of the SUBJECT
report name, and
Go to BIP Report Search
then select a _
different report |F]Save ||[@h Return to Search [=] Notify =4 Add

from the list that

appears. Report Names and their scope can be found

on the Berkeley reports homepage, called
The Reporting Page (at
http/sisproject.berkeley.edu/reporting/list).

Searching for an Existing Run Control ID 1/29/16

page 6 of 11



http://sisproject.berkeley.edu/reporting/list

Student Information S

/ Project

10. C||Ck the Run bUttOﬂ. Favorites ¥ MainMenu ~ > Reporting Tools ¥ > Bl Publisher ¥ > Query Report Scheduler

Berkeley

Query Report Scheduler Iy 10.
Run Control ID: BCCS_R_D0Report Manager Process Monitor Run
Language: English
Report Definition
Data Source Type: Query
Report Name: UCCS_R_001 & 70120 Course Sched Compliance
Template ID: UCCS_R_001_1 Q.
Template As Of Date: El Channel:
Update Parameters
Query Parameters
Prompt Name | Prompt Value
STRM 2158
INSTITUTION UCBO1
ACAD_CAREER UGRD
ACAD_GROUP
ACAD_ORG
UC_CLUSTER
SUBJECT
Go to BIP Report Search
|F]Save ||[@h Return to Search [=] Notify [Ek Add
1. Afte r acce ptl ng th e Favorites Main Menu ~ > Reporting Tools ¥ > Bl Publisher * > Query Report Scheduler
default Berkeley o
configurations for
Type and Format’ or Process Scheduler Request
Changlng them, C||Ck UserID 1058444 Run Control ID BCCS_R_001
the OK button Server Name | Run Date [10/23/2015 e
Recurrence | Run Time [11-26:49AM Reset fo Current Date/Time
Time Zone &}
Process List
Select Description Process Name Process Type *Type *Format Distribution
) Bl Publisher Query Report PSXPQRYRPT Bl Publisher Web |PDF . Distribution
11.
=

Searching for an Existing Run Control ID 1/29/16
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12. Within the Query
Report Scheduler
window, click Save, if
you have made any
changes to the
parameters you wish to
keep (to be associated
with the run control ID).

13. Click the Process
Monitor link.

Searching for an Existing Run Control ID

Favorites ¥ Main

Menu ¥ Reporting

Tools ¥ > Bl Publisher ¥ Query Report Scheduler

Berkeley

Run Control ID:
Language:

Report Definition
Data Source Type:

Report Name:

Template ID:

Update Parameters

Query Parameters
Prompt Name

Template As Of Date:

Query Report Scheduler

UCCS_R_10MestrElianager

English

Process Monitor Run

[Query
UCCS_R_1034

UCCS_R_1084_1

e

70130 Class Sched Compliance

Q& 7070 Ciass Sched
Compliance
Channel:

Prompt Value

INSTITUTION

UCcBeD1

ACAD_CAREER

STRM

2158

ACAD_GROUP

ACAD_ORG

SUBJECT

UC_CLUSTER

12. ' 7| Notify

Go to BIP Report Search

+ Add 21 Up

Favorites *

Berkeley

Run Control ID:
Language:
Report Definition

Data Source Type:
Report Name:

Template 1D:
Template As Of Date:
Update Parameters

Query Parameters
Prompt Name

Main Menu ~

Query Report Scheduler

BCCS_R_0D0Report Manager

English

Query

UCCS_R_001 a

UCCS_R_001_1

I

» Reporting Tools ¥ >

Bl Publisher ¥ > Query Report Scheduler

_Menu = | Search

13.

Process Monitor Run

Process Instance:2600

70/30 Course Sched Compliance

Q

Channel:

Prompt Value
STRM 2158
INSTITUTION UCB01
ACAD_CAREER UGRD
ACAD_GROUP
ACAD_CRG
UC_CLUSTER
SUBJECT

Go to BIP Report Search

|5 Save

&M Return to Search

[=] Notify

Eh Add

1/29/16
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14‘ Run Status Sh0u|d Favorites ™ Main Menu ~ > Reporting Tools > Bl Publisher ¥ > Query Report Scheduler > Process Monitor
Berkeley Advanced Searh
equal Success, CTKelCY
. . .
DIStrIbUtlon Process List Server List 14
.
Status Should View Process Request For
User ID 1058444 Q Type [Lest 1] [Days
equal Posted, and ool T8 vame o nstence w
Detai IS Sh ou | d Run Status ¥ Distribution Status [¥] ™ save On Refresh
eq ual Details. If Process List Personalize | Find [View All | 21| B Fist (4 12012 (& Last
i Select Instance Seq. Process Type Process Name  User Run DateTime Run Status 2:::‘:““” Details
n Ot, Cl IC k RefreSh O 2600 Bl Publisher PSXPQRYRPT 1058444 10/23/2015 11:26:49AM PDT Success Posted Details
. . O 2509 Bl Publisher PSXPQRYRPT 1058444 10/23/2015 11:06-02AM PDT Suokhss Polled iis
before continuing.
Go back to Query Report Scheduler
[Flsave ||[=] Notify
Process List | Server List

15. From the Favorites Main Menu ~ S Reporting Tools > Bl Publisher ¥ >

Navigation Bar,

Query Repc

Composite Cluery 15.

. . -y T - =
click the Reporting B(.,rl\elC}T
. O Quen 4
Tools link. !
J  Connected Query 4
Process List || Server List 83 psmvision »
View Process Request For &3 Bl Publisher '
SEaaid Q 3  Pivot Grid L4
User 1D 105 T
|j Reporting Console
Senrerl ¥ g
Ij Report Manager
Run Statusl . OrsurmouroTStates | = = save
16. Select Report Favorites Main Menu ~ bl Reporting Tools » Bl Publisher ¥ > Query Rep
Manager.
Y 7L » [0 Composite Quer
Berkeley ot
3 Query
1 Connected Query 4
Process List Server List L3 psimvision »
View Process Request For L3 BI Publisher '
eaaid a 3  Pivot Grid 4
User ID|105 T
5 Reporting Console 16.
Senrerl . N
|5 Report Manager
Run Statusl [~] e
— E—
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17. C||Ck the Favorites = Main Menu > Reporting Tools ¥ > Report Manager

Administration Berkeley

tab. N
List Explorer Administration Archives
View Reports For
Instance to Refresh
Name Created On [#] ILast . 1 IDa',-'s .
Reports Persanalize | Find | View All | 21| = First ‘4) 1-20f2 '} Last
Report Report Description Folder Name SEQI"T'IE;;" ﬁ;pOd \E?t;ﬁ::
, UCCS_R_001- UCCS_R_001- . 10023015
UCCS_R_001.pdf UCCS_R_001.PDF Genera 11:33AM 343 2600
UCCS_R_001- UCCS_R_001- 10023015
UCCS_R_004.pdf UCCS_R_004.PDF Ceperdl 11:06AM &5 258y

18. Click the PDF of Favorites Main Menu ~ > Reporting Tools ¥ > Report Manager
the report, shown
in the Report List.

Berkeley

(It should be the
List Explorer Administration Archives
to p repo rt
. View Reports For
displayed.) .
User ID (1058444 Type [ || =< 1
Status | Folder | Instance to
Report List 8 Personalize | Find | View Al | 2 | & First ‘& 1-20f2 &/ Last
Select :Eeport :_Ir:t;n = Deszcription g:tqnal.l"??r:\e Format Status Details
= . o AR4 s 0/2372015  Acrobat .
O 843 2600 UCCS R 001- .qua-quR 001.pd 132311AM  (.pdf) Posted Details
- E:aport Desaiption|23/2015  Acrobat i
O 846 2509 UCCS_R_001 uccd____n]_%: 0AM (ouy Posted  Detais
19. Once you select the T I— e | -
PDF, that PDF file will
appear in a new et oo 10.
bPP b Berkeley &>
rowser ta or 70/30 Class Scheduling Compliance Report Name: UCCS_R_DO1
. Run Date-Time: 10220135 11:33:04 AM
WlndoW‘ Page 1019
PNMPB! Institution: 2158 Career: UCED Term: UGRD Acad Gm«p: Acad clg! suhjael: Cluster:
Mon-Primary
U Sl ng t h e A Crobat Cluster Subjeat Prime Time Al %, Prime Time
d b ART ART 1 -] 12% ¢ '] 0%
Comman ar’ you ART Totals 1 ] 12% C‘ '] 0%
Can saVe Or print ASTRON | ASTROH 1 2 50% /] 1] 0%
ASTRON Totals 1 2 50% ¢ 1] 0%
your repo rt.
BIOEN BIOENG n 1% 69% L] 1w 3%
BIOENG Totas 1" 16 69% 1] | 17 35%
CHEM CHEM 1] 28 21%
CHEM Totals [ 28 21% ﬂ
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20. When done, close the
report’s broswer tab to
exit the report.

Click Home to
return to Campus
Solutions’home
page, or Sign out to
exit Campus
Solutions.

21,

To completely
exit Campus
Solutions, exit
your browser,
as well, at the
end of a
browser work
session. Do
not leave your
open browser
unattended.

Support:

€ yetps]]
e

= [ nten I Y P —

4| ) Report Manager | 72 besemettrn 01, bk H

& Query Report

wer - Internet Explorer

Favo v Main Menu ~

Berkeley

Keport
Enroliment
SRa02 Verification Report
Graduation Report
S3EE Results
SSF_1085_PRT  Batch 1098-T Print

TESTCOVERAGE 105! Coverage
Report

TESTMAINTRET Test Maintenance

Report

7030 Course Sched
UCCs R_001 Compliance

- K
UCCS_R_002 GA Assign Hours

Report

70/30 Class Sched
UCCS_R_1034 Compliance

Reporting Tools ¥ >

20.

SR802___ENRL_VER
SR805___DEGR_RPT_RSLT
SSF_1098_PRT
TESTCOVERAGEREPORT
TESTMAINTREPORT
UCCS_R_SC_7030_CLS_SCHED_COMP
UCCS_R_SC_GA_ASSIGN_HOURS

UCCS_R_1084_CLASS SCHED_COMP

Bl Publisher > >

Query Report Viewer me | Sign out |
Add To « !
Notification
' — Keporn
View sl
PDF . N Report
View
POF ¥ N Report
View
PDF Y Report
Por = N view
Report
View
PDF . N Report
FOF N view
Report
FOF N View
Report
Wigw:
= L

For questions or assistance, please contact Campus Shared Services IT.:

e Call 510-664-9000 (press option 1, then option 2 to reach SIS support)

e Email: itcsshelp@berkeley.edu

e  Submit a ticket: https://shared-services-help.berkeley.edu/new_ticket/it

Searching for an Existing Run Control ID
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