Member Care & Shared Services Boy Scouts of America

Instructions to include nVision report information in the email
subject line and the Excel file name of the email attachment

To email a “Scope Report” to a recipient, perform the following steps.
Navigate to the Define Report Request menu to start the process.

Main Menu>Reporting Tools>PS/nVision>Define Report Request:

ORACLE

Favorites Main Menu
-~ ~

Personalize SiolEL
I | &

Accounts Payable
Allocations

Asset Management
Banking

BSA

Enterprise Components
eProcurement

vy vvvvvvvwvywyw )

General Ledger
PeopleTools
Reporting Tools

Set Up Financials/Supply CF PS/nVision

Query [7] Define Report Book

XML Publisher <] Define Report Reque

Report Manager | | Define Scope

Tree Manager
Vendors

Worklist

My Dictionary

My Personalizations
My System Profile
Tax Center

Do myegugrgrgragrgegrgnyrgryng
Djngrgr;

The following screen will appear.

—— —
Favg’ites MainvMenu > Reporting Tools > PS/nVision >| Define Report Request ]

Report Request

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

Limit the number of results to (up to 300): |300

Business Unit: | begins with [Lp-f-i Q III
Report ID: begins with ~~ ||
Description: begins with ~~ ||

[[] case Sensitive

Clear Basic Search B Save Search Criteria

Find an Existing Value | Add a New Value

1. Enter the Council Business Unit (e.g. LXXX).
2. Click the search button.
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The following example will include the necessary steps to email individual scope reports to a recipient
based on project codes entered in a Tree Node.

Refer to page 6 for instructions to email a Non-Scope report

Search Results

lVlew All First 1-50 of 50 Last
Business Unit Report ID Description

L066 ACNA AUD Statement. of Activities-Audit

L066 ACNA MAN St of Act & Chng in Net Assets
L066 BUDANAL Budget Analysis-Summary

L066 . BUDANAL2 Budget Analysis Summary Fund 2

L066 1 BUDANAL3 Budget Analysis Summary Fund 3
|M BUD/}NSC M:_et Analysis Sunlmarv Scope I
L066 CAMPANL1 NCAPCampAnalysisReportScope
L066 CSOP-UR1 Comp St of Operation UR Fund 1

1. Select the nVision report to send via email.

The nVision Report Request tab screen will appear.

Favcg'ites MainvMenu > Reporting Tools > PS/nVision > Define Report Request (ol

nVision Report Request Advanced Options Query Prompts

Business Unit: L = Report ID: BUDANSC Copy to Another Business Unit / Clone
Delete This Report Regquest
[Budget Analysis Summary Scope Transfer to Report Books

Report Title:
Process Monitor

Report Manager

~Layout: [LC BUDGET ANALYSIS-SUMMARY

Share This Report Reguest
“As Of Reporting Date: | Specify ~| 12/31/2014  [33 ‘
*Tree As Of Date: | Use As Of Reporting Date v]
[“] Override Tree As of Date if Specified in Layout

~ Output Options
cope and Delivery TemplatesS h

“Type: | 2 || Email ~] EI
*Format: l Microsoft Excel Files (*.xIs) vl
. Run Report
B save &L Returnto Search | [=] Notify [B».Add. [SF. uUpdatepispiay)|

nVision Report Request | Advanced Options | Query Prompts

1. Enterthe report date.
2. Select “Email” in the Type field.
3. Click the Scope and Delivery Templates link.
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nVision Email Output

Business Unit: Lo ReportID: BUDANSC

Report Scope: 1
2MRDETAIL  Q_  Enter your report scope.

Scope Definition

File Template: 2
l%RTT%-%SFV%-%SFD%-%ASD%.XLS

Enter a file name for your instances. Use variables to create
unique report file names.

Examples: expense.xls, %RID%.htm, %FY4% %RTT%.xls

Directory Name Template:

Enter a directory name for your instances. Use variables to
create unique directory names. If the directory doesn't exist
PS/nVision will create it.

Examples: Q:\Reports\%SFV%- %RID%.htm, C:\%FY4%

%RTT%\

Email Template: | 3

Enter a list of email addresses or use variables to specify

|kent.spanier@scouting.org who receives report instances.
Examples: username@xxx.com, %
DES.DEPTID.EMAILID.EMAILID%

Cancel

1. Select the individual report scope.
2. Enter %RTT%-%SFV%-%SFD%-%ASD%.XLS in the file template field.
a. RTT—Report Title
b. SFV —Scope Field Value (Project Code)
c. SFD —Scope Field Definition (Project Code Description)
d. ASD - As of Reporting Date
3. Enter the email address of the recipient(s). Multiple email addresses should be separated by a
comma (john.doe@scouting.org, jane.doe@yahoo.com).
4. Click the OK button.
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The following screen will appear.

nVision Report Request Advanced Options Query Prompts

Business Unit: L Report ID: BUDANSC Copy to Another Business Unit / Clone
Delete This Report Reguest
Budget Analysis Summary Sco
Report Title: I g Y ry pe Transfer to Report Books

Process Monitor
Report Manager

Sape—_—— [LC BUDGET ANALYSIS-SUMMARY

Share This Report Request

~ Report Date Selection
*As Of Reporting Date: | Specify Vl W@
“Trae As OF Date: [ Use As Of Reporting Date v
Override Tree As of Date if Specified in Layout

~ Output Options

Scope_and Delivery Templates

*Type: I Email VI
*Format: | Microsoft Excel Files (*.xls) |
T —
G [2]
| = save | ||}.Q~ Returnto Search | [=] Notify |ErAddy | LuUpdate/Display

nViseport Request | Advanced Options | Query Prompts

1. Click the Save button.
2. Click the Run Report button.

Process Scheduler Request

User ID: KSPANIER Run Control ID:
Server Name: Run Date: 09/08/2014 [E
Recurr: : v Run Time: |12:19:43PM | Reset to Current Date/Time |

Time Zone: xQ

Select Description Process Name Process Type *Type ZFormat
nVision Report NVSRUN nVision Report [Default | [Defaurt ]|

g OK jLCancel |

1. Click the OK button.
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The individual scope reports will be emailed to the intended recipient(s).

Boy Scouts of America

The examples listed below show the report name, project code, project code description and report as

of date in the email subject line and are included in the excel file name.

Search Inbox (B
LD | From Subject Received Size  Categories ¥
| ) donotreply@BSA... Output from Budget Analysis Summary Scope-080-MR District Dinner-2014-12-31 (#2051992) Mon 9/... 40KB
| 1) donotreply@BSA... Output from Budget Analysis Summary Scope-084-MR Fall Camporee-2014-12-31 (#2051992) Mon 9/... 40KB
| 1) donotreply@BSA... Output from Budget Analysis Summary Scope-081-MR Klondike-2014-12-31 (#2051992) Mon 9/... 40KB
| ) donotreply@BSA... Output from Budget Analysis Summary Scope-002-MR District-2014-12-31 (#2051992) Mon 9/... 40KB
The attached nVision report name
| Al 9 O e oS0 utput from Budget Analysis Summary Scope-080-MR Dist
' Message
P n = ‘ﬁ" g
@5 Ignore . > aJ ‘ 3 E‘Q.Meeting (23 Access Data Coll... i To Manager (
! x i 32 Team E-mail & Done - .
& hnk = Delete, | SReply R;")I'y Forward &, More ~ 4 Reply & Delete 7 Create New 5| | Move
Delete Respond Quick Steps . p
i From: donotreply @BSAfiscals.scouting.org
. To: Kent Spanier
Cc
Subject: Output from Budget Analysis Summary Scope-080-MR District Dinner-2014-12-31 (#2051992)

-] Message ’ @_:]Budget Analysis Summary Scope-080-MR District Dinner-2014-12-31.xlsx (23 KB)

Message from Process Scheduler running on system W219677DBSS2017, using database P91FBSA:
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To email a Non-Scope Report to a recipient, perform the following steps.

Navigate to the Define Report Request menu to start the process.

Main Menu>Reporting Tools>PS/nVision>Define Report Request:

e

MainvMenu
Search Menu:

I | &

Accounts Payable

Favorites
N

Personalize |

»

Allocations

Asset Management
Banking

BSA

Enterprise Components
eProcurement

General Ledger

v v v v v v v v w

PeopleTools

i

Reporting Tools
i i PS/nVision
Set Up Financials/Supply Cr g
Tree Manager 3 Query [7] Define Report Book
(C3 XML Publisher <[ Define Report Reque

Vendors
D Report Manager I—nl Define Scope

Worklist

Rgngngnyningngngnynyrgngngn,

@
2
<
o
a
=]
3
2

D My Personalizations
[] ™y system Profile
[[] Tax Center

The following screen will appear.

Favg'riteS' MainvMenu > Reportigg Tools > PS/nl/ision >| Define Report Request I

Report Request

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

I Find an Existing Value Add a New Value

Limit the number of results to (up to 300): |300

Business Unit: | begins with v ||LE=# Q [II
Report ID: begins with ||
Description: begins with ||

[[] case Sensitive

; Clear Basic Search B Save Search Criteria

Find an Existing Value | Add a New Value

1. Enter the Council Business Unit (e.g. LXXX).
2. Click the search button.
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The following screen will appear.

| Search ” Clear leasic Search [ Save Search Criteriz

Search Results

MewAll First [§] 1-s00f50 [§] Lasq

Business Unit Report ID Description

[F=""% ACNA_AUD Statement. of Activities-Audit
LS ACNA MAN St of Act & Chng in Net Assets
Loaam, BUDANAL Budget Analysis-Summary

L. BUDANAL2 Budget Analysis Summary Fund 2
L= BUDANAL3 Budget Analysis Summary Fund 3

L. 1 ) BUDANSC Budget Analysis Summary Scope

L. . CAMPANL1 NCAPCampAnalysisReportScope
|L=:r- CSOP-UR1 Comp St of Operation UR Fund 1

L. CSOP-UR2 Comparative St of Opns Fund 2

1. Select the nVision report to send via email.

The following screen will appear.

nVision Report Request Advanced Options Query Prompts

Business Unit: L066 ReportID: CSOP-UR1 Copy to Another Business Unit / Clone
Delete This Report Request
Comp St of Operation UR Fund 1
Report Title: l P pe! Transfer to Report Books

Process Monitor

Report Manager

“Layout: [LCV COMP STATEMENT OF UR BUD OPI

Share This Report Request
~ Report Date Selection

*As Of Reporting Date: ISpecify VI |08/31/2014 |5 | 1 [

“Tree As Of Date: [ Use As Of Reporting Date V|
Override Tree As of Date if Specified in Layout

~ Output Options
I Scope and Delivery Templates

*Type:| 2 |Email v
*Format: Microsoft Excel Files (*.xls) vI
" Run Report |
& save &L RetuntoSearch  [=] Notify [E+ Add | Update/Display,

nVision Report Request | Advanced Options | Query Prompts

1. Enterthe report date.
2. Select “Email” in the Type field.
3. Click the Scope and Delivery Templates link.
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nVision Email Output

Business Unit: L ReportID:  CSOP-UR1

Report Scope:
[ /& Enteryourreport scope. Scops Definition

File Template: E

|%RTT%-%ASD%.XLS

Enter a file name for your instances. Use variables to create
unique report file names.

Examples: expense.xls, %RID%.htm, %FY4% %RTT%.xls

Directory Name Template:

Enter a directory name for your instances. Use variables to
create unique directory names. If the directory doesn't exist
PS/nVision will create it.

Examples: Q:\Reports\%SFV%- %RID%.htm, C:\%FY4%

%RTT%\

Ak ifgmapiate: Enter a list of email addresses or use variables to specify

[kent.spanier@scouting.org who receives report instances.
Examples: username@xxx.com, %

DES.DEPTID.EMAILID.EMAILID%

Cancel

1. Enter %RTT%-%ASD%.XLS in the file template field.
a. RTT—Report Title
b. ASD — As of Reporting Date
2. Enter the email address of the recipient(s). Multiple email addresses should be separated by a
comma (john.doe@scouting.org, jane.doe@yahoo.com).

3. Click the OK button.
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The following screen will appear.

nVision Report Request Advanced Options Query Prompts

Business Unit: L066 ReportID: CSOP-UR1 Copy to Another Business Unit / Clone
Delete This Report Request
Report Title: IComp St of Operation UR Fund 1 Transfer to Report Books
Process Monitor
*Layout: ILCV COMP STATEMENT OF UR BUD OPI Report Manager

Share This Report Request

~ Report Date Selection

*As Of Reporting Date: | Specify v| 08/31/2014 |[3)
*“Tree As Of Date: | Use As Of Reporting Date v
Override Tree As of Date if Specified in Layout

¥ Output Options

Scope and Delivery Templates

*Type: | Email VI
*Format: | Microsoft Excel Files (*.xls) v|

S 2]

& save | &\ RetuntoSearch  [=] Notify \ByAdd: | £JuUpdate/isplay|

nVisiport Request | Advanced Options | Query Prompts

1. Click the Save button.
2. Click the Run Report button.

Process Scheduler Request

User ID: KSPANIER Run Control ID:
Server Name: Run Date: 09/08/2014 Eﬂ
Recurrence: | | Run Time: |12:19:43PM | Reset to Current Date/Time |

Time Zone: xQ

Select Description Process Name Process Type *Type *Format
nVision Report NVSRUN nVision Report [Default | [Defaurt ~|

€k (=Cancel~]

1. Click the OK button.
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The report will be emailed to the intended recipient(s).

The examples listed below show the report name and the report as of date in the email subject line and

are included in the excel file name.

3

’Search Inbox (Ctrl+E)
V4D | From Subject Received |Size |Categories ¥ 4
4 Date: Today
| .|  donotreply@BSA... Output from Comp St of Operation UR Fund 1-2014-08-31 (#2052688) ] Mon 9/... 47K8

—

—:«Jlﬂ 50 & 1:'

Message

Output from Comp St of Operation UR Fund 1-2014-08-31 (#2052688) -

- Message @_.f]Comp St of Operation UR Fund 1-2014-08-31.xIsx (29 KB)
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. N =

@ Ignore x ( i ( i) ( a mMeeting 45 Access Data Coll... i To Manager 53
3 Team E-mail « Done -

v | I ly F ? v M
& Junk v Delete | Reply RZ'I)IY orward & More (& Reply & Delete Z Create New < ove
Delete Respond Quick Steps

From: donotreply @BSAfiscals.scouting.org

To: Kent Spanier

Ca

Subject: Output from Comp St of Operation UR Fund 1-2014-08-31 (#2052688)

Message from Process Scheduler running on system W219677DBSS2017, using database P91FBSA:
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