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Vista Plus 5.5 Web View

Logging On

We recommend using the Web browser Internet Explorer (IE) to access Vista Plus 5.5. In your Web browser, go
to the Web View URL.: http://reports.alaska.edu

vinkhem.alaska edu -

Sgnin

Type your Vista Plus User Name and Password (both are case-sensitive), then click Sign In.

@ smrd
T T Y]

vinkhemalaska edu -

After logging in, you will see the Welcome screen, Browse view, or My Vista view, depending on your option
settings. This is the Welcome screen. Select the Group that you wish to connect to. Then click Save. Note that
the View Reports after change box is checked by default. This will take you to Browse view. Un-checking this
box will take you to My Vista view (see page 7 for more information on the My Vista view).

)]
o

Eleped 2T, SCAlE FAE Gl i ALCTD ANCE S yabrmgs
HRL_MANAGER SV, MR Statewide group 1 HR_Empty =
HR_PATROLL_REST _SW, HR Statewide group : Human_Resouroe
HR_PAYRIOLL _TIME_5'W, HR Stabewice ghoup | Humn_Flesouros: =

o
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Changing Groups

Once you are logged in and you would like to change your group, you can do so by clicking Options on the top
menu bar. Click Change Group. Select the group and click Save.

& MyVista & Browss & Find [ & Aboul & Help & SignCut |

Vista Plus”

Il-ﬂ_Ql.ER‘rEij I-R&umw;w Human_Resources
ﬁwnmuﬂarm

[ sm ]

Changing Your Password

To change your password, click Options on the top menu bar. Click Change Password. Type your current
password, then your new password twice. Click Save.

@ My Vista & Browse & Find pliog & Aboul @ Help @ SignOut

" Vista Plus”

108 Password: [inun s

New Password: |-n---n .
Confirm Mew Password: |"nnl o

s )

Logaing Off

_ @ SignOut 4 When you want to log out of Vista Plus, click Sign Out on the top menu bar.
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Selecting a View or Function

The top menu bar displays at the top of all Web View windows, except for the Welcome screen and report
viewer. Use the menu to select the function or view you want.

# My Vista @ Browse & Find & Options & About @ Help & SignOut &

Using Browse View

Browse view displays the folders, bundles, and reports contained in your Home folder.

2 Vista Plus® - Open Text Corporation - Microsoft Internet Explorer,

File Edit View Favorites Tools  Help %.

@Back - \_) @ @ (b /':_-)Saarch *Favontes @ [4/:2' “?\f Y‘% b |-’J_-;| "D‘@" ﬂ
Address |@ http:/reports-test. alaska.edu/ExplorerContainer . jsp T v Go

(2]
@ MyWista ® Browse & Find @ Options @ About & Help 4 BignOut &5

% Browse

Jd Human_Resources : Human_Resources

Name 4+ Description Reports

i Human_Resources v

i [ 2002 Adjustments HR Adjustment files for 2002 10

i [ 2002 W-2 Adjustment Reparts 2002 W-2 Adjustment Reports 2

i [ 2003 Adjustments HR Adjustment files for 2003 114

i [C3 2004 Adjus iles far 2004 106

i [ 2005 Adjustments iles for 2005 106

i[O3 2008 Adjustments HR Adjustment files for 2006 106

i [ 2007 adjustments HR Adjustment files for 2007 95

i [3 2008 Adjustments HR Adjustment files for 2006 5

i [C7 calendar vesrEnd 3

i [ Fisca <13

i[O3 Fiseal Year Conuersion Fiscal Year Co 5

i[O3 Manuals Vista Plus Manuals ]

i [ Miscellanesus Miscellaneous repores 1

i[O Month End Wonth end reparts 9

i [C3 Payrcll Runs Payrall run reports 48

i [ Personne | Personnel reports &0

i [ Personnel_Reports Personnel Reporting 1

i [ Precessing Reports HR Pracessing Reports 23

i [[] Quarter Close Quarter close reparts 3

i [C3 wendor Reporting Vendor reparts 19

&2 | Discussions * | 1) [ b |l || | {2 Discussians not available on http:/jreports-test. alaska.edul L7)]
&] Done & Internet

In the 5.5 version of Vista Plus, click on the folder to see the reports stored within that folder. Click on the sub-
heading to sort based on that sub-heading.
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The following section notes how to display or open folders, reports, bundles, and generations:
@8 Payroll Runs To open a listed folder, click its icon or name. This displays the folders contents.

To return to a parent folder or bundle, click on this icon located at the top of the folder list.

| Payrall Runs v/ To return to a recently visited folder, select it from the list box at the top of the folder list.
This list resets whenever you return to a previous folder; then you can select a new folder.

() pheadsp To open the most recent generation of a report, click the report icon or name.

(26 Generations i)  To list a report’s generations, click inside the parentheses following the report name.

1 hr_Istd_trm.lis To open a report generation from a generations list, click its icon or name.

Displaying Information 1

To display information about any folder, report, bundle, or bundle instance, click the Information icon I next to
the name.

My Vista @ Biowse- @ Fod & Options & About | & Hip & Sign Ot Vista Plus”
slild Mils o
Personnel : Personnel reports
Hame therigtion Regort I
N Qe -
(D) 2006_05_PROD_W2 (3 Ganeratioas ) 2008_05_PROD_W3 phrdw s i |
() 1000_00_PROD_W2 (& Generations 1) I006_00_PROD_W2 phe2wIslis
i I_]i-nmllutmauhb-ndﬁu-uullhhn-m- |
[1 Ganseations L))
SEBI00H 1016 AM : Feendetas_Dedns (2 Generations D Foundytken_Cwedn_Tarmingtien |
ACNE006 10615 AM (D) hc_opt_owt_simesn (2 Generations () 2007 bhe_opt_oul_serors Oct § AM
Dbty ) brprrwbi {13 Gensratioan (3} 007_EOY_PROD_W3 |
(D) bpurdwtl (3 Conerations D) I007_EDY_PROD_W32
D) hepurwane (17 Genarations 0] M0T_EOY_PROD_W2 |
i ) be-pxrwdn? (3 Caneraticas ) 1007_EOY_PROD_WI
-; b_lstd_tem |20 Gemesations ) 008 MOZ he_lwtd_trm Jam 14 AM
i ) b_nbplmas_upd (I} Ceserations [J) 008 MO2 he_nbplmas_upd Jas 19 PH I
;--_;.—.; 26 Gensraticns |3 2008 MOZ hr_step Jan 14 AM
) be_step_job_sxists (I3 Generations (3] 008 HOZ he_step_job_sxists las 16 AM
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Using My Vista View

The right side of My Vista displays your report and folder favorites. Click on a report to open its most recent
generation. Click on a folder to switch to Browse view, with that folder as your Home folder.

Fd & Opbons @ About @ Help # 5

@ Browse @

Welcorive, Disid, Jenndler = Fawvorites

“Mame Description Lt Modified
Today's date is:

Monday, July 21, 2008 12:10:12 [l % | O3 Prvrell Rums
AM # [ pheigen

Fayrell run raparts 02/21/2001 03141 AW

7008 KO3 phrigeo Jam 17 AM 01/13/ 3008 69:01 AN
This is your perscnal Vista Plus®
page, wisible only to you. The
message in this ares is created by
8 Vista Plus Administrator. The
area on the right lists folders and
reports you select as your
favontes, gring you easy access
to them. Ses the anline belo for
haow to add folders and repodts to
your favorites kst

If you have any questions about
usang Vista Plus®, plaase refer to
the anling help,

The left side of My Vista is unique to your installation. Ask your Administrator if you have questions.

Adding Reports or Folders to Favorites 1

In Browse view, click the Information icon * for the folder or report. Select Edit Favorite Status.

& MyVista @ Browse & Find & Options & About & Help @ SignOut

% Browse
Folder Details ]
@ .| Human_Resources : Human_Resources
Property Value Name Description Reports B
Folder Mamne: 2002 Adjustrments Hurnan_Resources
[Drescription: HR Adjustrnent Fles far H - -
2002 i [ 2002 Adjustments HR adjustment files for 2002 10
Parant Falder: Hurnan_Resources i (0] 2002 W-2 Adjustment Reparts 2002 W-2 Adjustrent Reparts 2
Subfalders: 0 i |1 2003 Adjustments HR adjustment files for 2003 114
Eenet W i |02 2004 Adjustments HR adjustment files for 2004 106
Create Time: 09202002 02:31 PM
) i (3 2005 Adjustments HR adjustrment files for 2005 106
Update Tirne: 0920/2002 03:31 PM
Parmission: DeleteModify i |3 2006 Adjustments HE &djustment files for 2006 106
i [ 2007 Adjustments HE &djustment files for 2007 95
Folder Actions i (0] zo02 Adjustments HR Adjustment files for 20032 &
Add Mew Folder i [ Calendar Year End Calendar year end reports 3
Add Mew Report ) ) )
Edit Folder i |[3 Fiscal Year Close Fizcal year close reports 36
Link. Falder i |[[3 Fiscal Year Conversion Fizcal Year Conversion 5
Unlink Folder i ] Manuals Wizta Plus Manualz =
w i [ Miscellaneous Mizcellaneous reports 1
Edit Favorite Status
i |3 Month End Month end reports ]
i [ Mew WP Testfor Link Test falder for testing linking fuctionality o
i |3 Payroll Runs Payrall run reparts 45
i | [ Personnel Persannel reparts &0
i |[[] Personnel Reports Personnel Reporting 1
i E] Proceszing Reports HE Proceszing Reports 23
i |3 Quarter Close Cuarter close reports 3
i [0 Wendor Reporting Wendor reports 19
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To add a report or a folder to the My Vista favorites list, check List on My Vista. Click OK.

# MyVists @ Browse # Fnd & Optons @ About & Help # SignQOut

Vista Plus”

.| Human_Resources : Human_Resources

ldame D ngtica Raprts
N T e———

i [ 2002 Adustments MR Adjustmant files for 2002 10
D 2002 W-2 Adjustmant Regens 2002 'W-2 Adjustmant Repsns 2
i (22003 Adgustments MR Adjustmant filea for 2003 114
i [ 2004 Adjustments HA Adjusement files far 2004 tos
i D 2008 Adjustments MR Adjustmant flas for 2003 106
[ 2006 Adjuscments HA Adjusemant filas far 2006 106
i [ 2007 Adustmaents MR Adjuntmant filas for 2007 L
i [ 2008 Aduscments MR Adjuscment files for 2008 &
i () Calandar Vaar Bnd Calandar yaar and reperia :
i D Fusesl Yaar Closa Fascal yuar close repamns 35
i | ) Fiacal Yaar Convarsicn Figcal Yaar Convargion 3
3 Mazusls Wists Flas Manusls a8
Lataird il e L i [ Miscallsnsaus Sigcallaneaus reperts 1
—— — 3 Meearh End Merth 442 rag s L
i (2 Payrell Runa Payroll run reports 48
i D Darnannal Parsonnal repars &0

Removing Reports or Folders From Favorites X

To remove a report or a folder from the My Vista list, click the Remove bt button in My Vista view.

@ Iy Vist # Browse @ Find @ Options & About @ Help & SignOut &

% My Vista

Melcome, Armstrong, Linda \;f: Sanie o

Mame Description Last Modified

Today's date is: ¥ [B address 2002 ROZ address Jan 12 &AM 01/12/2008 0902 AM
Wednesday, July 30, 2008 6;15:45 L

A

This is your personal Yista Plusi®
page, visible only to vou, The
message in this area is created by a
Wista Plus Administrator, The area on
the right lists folders and reports you
select as your favarites, giving you
easy access to them, See the online
help for haw to add folders and
reports to your favorites list,

If vou have any questions about using
Vista Plus®, please refer to the online
help,

Finding Report Generations

To find a report generation, select the Name tab. Web View offers two more ways of finding a report generation;
however, the others are more advanced and require the set up of indexes. To start any of these methods, click
Find in the top menu bar.

& LIy Vista @ Browse & Find & Options & About & Help @& SignOut é
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Searching by Report Name

After selecting the Name tab, type all or part of the name of the report (you may use the "*" and "?" wildcard
characters to broaden your search). To search only one folder, click Browse and then select the folder. To search
only generations captured on certain dates, click Which Generations? and select the date range. Click Find.

Craated Time

# My Vists @& Browss # Options & About & Help & SignOut g S z
" Vista Plus®
Enter search criteris below: 1
e Results
.-' N ey | Lecate FRpart by anlanng saarch critmiin in tha lok poss, (U wildenrts® enbroadan ggurehy 000000000000
By (el e, Heport Hame File Plame Folder Name
]
Report Name:
et Do hnn:
Case Sermtve
Look in Folder:
Browdge >
tre
Which Cenérasong? > >
Results:
& My Vista # Options & About @ Help @ SignOwt

% Find Generations by...

Enter search criteria below:

@

Name Content Global Index

Repart Mame:
|*2gec-* |

Repoart Description:

D Case Sensitive

Look in Folder:

Browse ==

‘which Generations? <<

O allDates

@ Generations Created:
O between:

10J21/2007 and
07212008

during the previous
@l | months

Ol Jan

& Browse @

Go Results

Report:'*2geo™® between: 10/21/2007 and07/21,/2008

Matching generations: 12

Name Description File Name Folder Name Created Time

D phr2geo 2008 RO2 phrzgeo Jan 12 AM phtzgeolis  Payroll Runs 01/12/2008 09:01 AM
B phr2gen 2002 RO1 phrZgen Dec 29 AM phrzgealizs  Payroll Runs 12/2%/2007 07:45 AM
D phrZgeo 2007 R26 phr2zgeo Dec 13 AM phrZzgecldis  Payroll Runs 12/15/2007 08:54 AM
D phr2geo 2007 R25 phrzgeo Dec 1 AM phtzgeo.lis  Payroll Runs 12/01/2007 0%:52 AM
D phrzgeo 2007 R24 phrzgeo Mow 17 AM phrZzgeoldis  Payroll Runs 11/17 /2007 10:0F Abi
D phr2geo 2007 R23 phrzgeo Nov 3 AM phrzgeoldis  Payroll Runs 11/03/2007 07 :14 AM
D phr2geo 2008 RO2 phr2geo Jan 12 AM phtZzgeoldis  ¥Yendor Reporting  01,/12/2008 09:01 AM
D phrzgeo 2002 RO1 phrZgeo Dec 29 AM phrZgenlis  Wendor Reporting 12/29/2007 07:45 AM
D phr2geo 2007 R26 phr2geo Dec 15 AM phrZzgeo.lis  ¥endor Reporting 12/15/2007 08:54 AM
B phr2geo 2007 R25 phr2geo Dec 1 AM phtZzgeoldis  ¥Yendor Reporting 12/01/2007 D8:52 AM
D phrZgeo 2007 R24 phr2geo Nov 17 AM phrzgec.lis  ¥endor Reporting 11717 /2007 10:07 AM
D phr2geo 2007 R23 phrzgeo Nov 3 AM phtZzgeo.lis  ¥endor Reporting 11/03/2007 07:14 AM
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Viewing Reports

To see other parts of the current report page, use the vertical and horizontal scroll bars or change the zoom
setting. To move to other pages in the report, use the buttons and field at the bottom-right of the report viewer

window:
M Displays the first page of the report.
1 Displays the previous page.
Moves to a particular page; type the page number in the field and press Enter.
4 Displays the following page.
H Displays the last page of the report.

To change between Normal view and Layout view, click the appropriate tab at the lower left of the report viewer.

l Mormal ;l Ty Lawouk J I

Layout view takes longer to display but sometimes gives a more accurate representation of the original report. It
is recommended that you use layout view when creating columns; you must be in layout view to define an index
or a hyperlink. Note: If a page of the report is blank when Layout view is selected, the page may not load

properly. If so, select the "Close Report"” button and select "Normal™ view.

&

Done

Page 10 of 21 Revised 10/24/08



Changing the Display Size

® Increases the magnification of the display by 20%.

2 Decreases the magnification of the display be 20%.

Sets magnification to the percentage you select.

Sets the width of the report page to equal the width of the report viewer window. If you change
the size of the window, click this button twice (to turn the option off, then back on) to change the
report magnification to match the window size.

When the Fit to Screen option is on, the zoom buttons and field will not function. Click the Fit to Screen button
again to turn this option off.

Creating a Header

| E Select at least part of the line of text on the report that you want to be at the bottom of the header
area. Click Create Header.

ik

o To lock or unlock a header, move the mouse pointer into the header, then click the Header Lock
icon. The dot in the center of the icon is green when the header is unlocked.

To remove the header, click Create Header again.

X http:ffreporis-test, alaska.edu - (php2otf.lis) 2008 RO2 overtime_fix Jan 12 AM [#64933] - Microsoft Internet Explorer = ||
Ele Edt Yiew Favorites Jooks  Help e

ELBSA WA me  pho v NGB DD Y ¥ @ Viss

Fun Date: 12-JAN-2008 02:51:AM Univerzity of Alasks Fage 13 of 14
PROD hrertime Fix php2otf

Lbr_Yr Lbr Pay Lbr TKL Lbr_ Seq Lbr_Posn Lbr_S5uf Lbr_Earn Lbr Shfc Lbr_Fund Lbr Orgn Lbr_Acct
Lbe Frgm Lbr_Actv Lbr_Per Tbr Hra "Earn ¥Yr “Earn Hrs Earn Upd HArs

Earn_Rate Earn_3p_Rate Earn kmc ID Hame

L J 8
2008 2 Ta06 o 580526 oo 300 1 105010 76103 1651

6LE3GA 1o 7 2008 7
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Printing Reports: Local Printing

A report cannot be printed directly from Web View; instead, the report must be down-loaded as a PDF file before
printing. To local print:

ﬁ Click the Print button. Select All to download the whole report, or select Pages and enter the pages to

download.
Print Rermnote Print l:
@ REPORT : NHEFINZ University of Alaska- Prep
Finance Interface Report
g UMMARTY
Page range:
Ok COAS CODE: B FISCAL YR: 2008 CATEGORY: HR Payreoll 2008 BW 16 1 RULE CLASS: HGRE 1
Orsges:| |
FUND  ORGN  ACCT PROG  ACTYV  LOCN pAY DOC  POS DOC TRANSACTION DATE
Options:
Include Page Breaks 101010 89015 1870 1166GA FOG01852 11-JUN-2008
Include Blank Lines 101010 89015 1970  O165GA PROG TOTAL
Headers on first page 101010 89015 1870 ACCT TOTAL
[ provide Link. 101010 89015 ORGN TOTATL
[@lvele fes 101010 FUND TOTATL
RULE TOTATL

As Acrobat Comments ~

You may select whether to have the browser create a link to the file rather than open it immediately in another
window. For .pdf files, choose whether to include online notes in what format to include them. Click OK.

If you requested a link, you can now click the link to open the file or right-click the link and select Print Target
to print it.

If you did not request a link, the file will open in a separate browser window (depends on your browser and
operating system settings). You can then print the report.

<] hitp://reports-test.alaska.edu/DownloadHeport. di?fold_seq-14trpt_seq-140tdgen se... E‘E‘El
Fle Edt GoTo Favortes Help :,'

AL e =Y & e0FEw] | fuw-

Unknown Zone
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Printing a Section of a Report

Eﬁ ;

To print just a few pages of a report, open the report from which you want to print. Click the Print icon

The following menu will appear on the left-hand side of your screen:

,-"r Print “-\.I,-"r Rerate Print %

@ P
L
Page range:
O al
(%) pages: |42
Opicns: 1
Include Page Breaks
Include Blank Lines c
Headers on first page I
[ Provide Link I
[l include notes: E
| &= Acrobat Comments w | E
1

[ o] 4 ] [ Cancel ]

Select "All" to print the entire report. To print certain pages from the report, select "Pages" and enter the pages
you wish to print. If you select "Pages," separate individual pages with commas and page ranges with a dash.
For example, 1,4-7,11,15-20. Do not include spaces. Click OK.

Another window will open with pages of the report that you selected.

B http://reports.alaska.edu/DownloadReport. di?fold_seq=213frpt_seq=-1577tgen_seq-... |ZHE|E|
File Edt GoTo Favorites Help ﬁf‘ < ."
I=N=1=]y=i3 [l (R ) & | © @ [me] | Ao~

I
™ Univeestey of Alasks I TACE 34-ADS-3

Finance Intasiace Mapest Ry TIE

cccccccc

Linknown Zone
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In the upper left-hand corner, click on the Print icon =, to print without saving. Your standard pop up box
for printing will appear. Select your preferred printer and printing properties before clicking "ok."

Print b_q

Fririter

M ame: | sstanmershr-pr v |

Status:  Feady Cormments and Forms:

Type: HF Lazer)et 5000 PS | Document and Markups w
Frint B ange Preview: Compozite

= al

() Curent view

| 5 11 A
T = = wra Frad

Subzet:

[]Reverse pages
Fage Handling .

Copies: 1 £ gs | T

Page Scaling: | Shrink, to Printable Area w

Auto-Fatate and Center

[ ] Choose Paper Source by PDF page size

L] Frint to file Units Inches Zoom: 7B
[] Prirt color as black

14 1]
[F'rinting Tips] I Advanced I Ok, ] [ Cancel
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Saving a Report [-'ﬂ

To save a report to your desktop or a directory, click the [_.ﬂ save icon. A pop-up box will appear. In the
"Save in" box, select where you would like to save the file. Under "File name" at the bottom of the pop-up
window, change the name of the file from "Download Report™” to a more appropriate name. Leave the "Save as
type" as “Adobe PDF Files (*.pdf).”

Save a Copy... @EI
Save in: :‘, My Documents | 3 4 s -
: =) AdobeStockPhotos _:_7 ee-forex-trading-ebook

= alMLagger RIT Budget Ermail 20070810
My Recent ICZamMy albums T-|HRIT Budget Email 20070824
D ocurnents M by Music " HRIT Grants Email 20070810
. _;ﬂMz Pictures -;";HRJT Granks Email 20070524
liEd My Shapes "THRIT HR Director Email 200705
-

Desktop ;:E My Wideos
I3 Mew Folder
IE5h Saved Files From computer
([ SelfImprovernent
I Updaters
I wersion Cue
ompSciGRETest

-|HRIT HR Director Email 2007082;
= |HRIT Payroll Email 20070510
RJT Payroll Email 20070824
RIT Payroll Term Lv Email 200
RIT Payroll Term Ly Email ZEIEIE
= |HRIT Personnel Email 20070510

O |HRIT Personnel Email 20070824 |

tdy Documents

vl‘g —|FIVE hsar ddo iHRJT Recruitment Email 200?08.?

- T FOUR_hsar lang reference T |HRIT Recruitment Email 200708
kdy Computer |
< #|

-;‘] File name: Jovenloadh epol ~
My Metwork | Save as type: | &dobe POF Files [ pdf) -

Once the file is saved, you will be able to print the file as any other PDF file.

Downloading Reports ED

Downloading saves a report in a format that can be used in other applications. Click the

Download Report IEDbutton to download a report.

Type the file name to give the report into the "File:" field. Select the file type.

/ Douwnload * .: -~
©)]
File:
pdrzday, TET Deduction Cverride Report a=z of 0171272008
Save As Type:
DEDN ADD/REPL ET
C= oML ) _ TKL ID NAME CODE IND 0%
Pg:;a”ge’ T110 3 - 201 R
214 A
O Pages: 530 A
215 A
Options: 3 201 R
[Jinclude Page Breaks 235 R
[Cinclude Blank Lines g g g g
Headers on first page 236 B
[Cerovide Link T125 3 0=0 E
Include notes: 040 R
3 220 R
3 220 R
3 183 A
: 163 g

NOTE: Be sure to define columns (see the "Creating Columns™* section below) before downloading to the .csv,
dif, or .slk format.
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Select All to download the whole report or select Pages and enter the pages to download. Select whether to
include page breaks (for .txt files only) and blank lines.

You may select whether to have the browser create a link to the file rather than open it immediately in another
window. For .pdf files, choose whether to include online notes in what format to include them. Click OK.

If you requested a link, you can now click the link to open the file or right-click the link and select Save Target
As to save it.

If you did not request a link, the file will open in a separate browser window (depends on your browser and
operating system settings).

Downloading a File in ASCII Format (for Electronic Submission)

Files that will be transmitted electronically must be downloaded in ASCII format. Open the report you want to

download in ASCII format. Click the download report icon ™ located in the top left corner.

The following menu will appear on the left-hand side of your screen:

4 Download &
File:
phpzper. TET
Save Az Type:
ASCII Text (TXT) -

FPage ranges:
Al
O FPages:

Opkions:
[l1include Page Breaks
|:| Include Blank Lines
Headers on Firsk page
[ provide Link

Include notes:

[ Ok ] [ Cancel ]

In the "File" box, change the extension of the file name from .TXT to .lis (ex. from php2per. TXT to php2per.lis).
Leave the "Save As Type" as ASCII Text (TXT). Select either "All" or select "Pages” and key in those pages that
you wish to download. Click OK.

NOTE: Selecting either "Include Page Breaks" or "Include Blank Lines" does not work when saving as a .TXT
file; choosing these options will not affect how the report is downloaded.
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A http:ffreports.alaska.edu/DownloadReport. d?fold_seq=160&rpt_seq=176Ggen_seq-n...

File Edit \ew Favorites Tools Help % i ".,'

A
FPP113E13545100 F a ooc=
FPP113E57464315 F a ooc
PP113E57441577 F i oaoc
PP113E53944599 F i oaoc
PP113E5745654 ] F a ooc
PP113E56150257 F a ooc
PP113ES746073 4 F i oaoc
PP113ES7472015 F i oaoc
PP113E53496586] F a ooc
PP113E52955442 F F ooc
PP113EG2103824 F i oaoc
PP113E43249577 F i oaoc
PP113EB0Z645444 F a ooc
PP113E57435339 F a ooc
EP113 57494557 P
PP113ES747265 F i oaoc
PP113E3696249] F a ooc
FP113E57470740) F a ooc
PP113E475602 62 F i oaoc
PP113ES57424170 F i oaoc
FPP113E50592430 F a ooc
FPP113E57390713 F a ooc
PP113E04940355 F i oaoc
PP113E5745841580 F i oaoc
PP113E53506095 F a ooc
FPP113E1176694] F a ooc
PP113E53496055 F i oaoc
PP113ES7446397 F i oaoc
FPP113E32054670 F a 00C
45 ¥
ﬂ:l Done 0 Internet

Another pop-up window will open with the report in it. From the "File™ menu, select "Save as." The following
window will open.

Save Web Page
Save i | @' Dezktop [ ¢) &+ % ,
: SME Documents
" 2; :_J My Computer
My Recent ”:_-J [y Network Places
D ocument: [CHINE 0 Oflind
Shows recently opened files and Folders. |
oo

|CTIFYE-08-Errar-Reports
D I=php2pox

[CIPRODFLD
~ IC5)RO09-PROD-PERS-TRS
U (hEchool
[T Shuff

My Documents

[ istaPlus
My Camputer
-__ File narne: b4 | [ Save ]
My Metwork | Save a3 type: |Web Page. complete [*.htm;* k) - | [ Cancel ]
Encoding: |Western European {Windows) b |
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Under "Save in," select the directory where you want to save the file. You can leave the "File name" the same or
change it to something more appropriate. Be sure to change the "Save as type™ to “Text File (*.txt).” The default
is html and is not appropriate for ASCII files.

‘-, 1_|| File narne: php2per_r1G b

—
by Metwork, | 3ave as type: Text File [ tst] " Cancel

Encoding: Western European (Windows) “

Once you make your changes, click "Save."

Confidentiality Notice:

UA employee/student data is private and must only be used for the legitimate business of the University of
Alaska. Individuals who have access to confidential data are responsible for maintaining the security and
confidentiality of such data as a condition of their employment. Sensitive data submitted electronically must first
be secured through encryption, password protection, or other suitable means.

Creating Columns

To create columns, make sure the text to use (generally the report column headings) is displayed. Switch to
Layout view and set zoom to 100%. Click and drag your mouse to outline the text from which to base the
columns; the top line of this area will be used.

E#LT

EEPORT : NHPFINZ University of Alaska- Prep EUN DATE 19-.

Finance Interface Report RUN TIME 0O1:
S UMMARY
COAS CODE: B FISCAL YR: 2008 CATEGORY: HR Payrell 2008 BW 16 1 RULE CLASS: HGRE Payroll - Gross Benefit
UND ORGN ACCT FROG ACTV LOCH PAY DOC FOS DoOC TRANSACTICON DATE AMOUNT
101010 89015 1870 0166GA FOBEO01652 11-JuN-2008 443.15 Dr
101010 89015 1870 0le66GA PROG TCOTATL 443.15 Dr
101010 8%015 1870 ACCT TOTATL 443.15 Dr
101010 B%015 O RGN TOTAL 443,15 Dr
101010 F UOUND T OT AL 443.15 Dr

R ITLE T OTATL 443.15 Dr

il

Click the Create Columns E button. To make these columns the report’s default format, check the
Set as Default.... box. Click Set.

HIMT: %au may create columns and store them by making the appropriate seleckions,
[]5et as Defaulk for the repork

[ Sat ][ Dralete ][ Cancel ]
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Results:

(s ) 8 ) c Jl o JC e L ¢ JNoeJlmJleJl 2 L« JI

REFORT : NHEFINZ

S UMMARY

University of Alaska- Prep
Finance Interface Report

RUN
RUN

DPAGE
DATE 19-T
TIME 01:5

To modify columns:

COAS CODE: B FISCAL YR: Z008 CATEGORY: HR Payreoll Z008 BW 16 1 RULE CLASS: HGRE Payroll - Gross Benefit E

TND QRGN ACCT PROG ACTV LOCH BAY DOC  POE DOC TRANSACTION DATE AMOUNT

101010 %015 1870 0166GA FOB01852 11-JUN-2008 443.15 Dr

101010 89015 1970 0166GA PR O TOTATL 443.15 Dr

101010 %015 1870 ACCT TOTATL 443.15 Dr

101010 39015 O RGN TOTAL 443,15 Dr

101010 FUNTD TOTATL 443.15 Dr
RULE TOTATL 443.15 Dr

Switch to Layout view and set zoom to 100%. Hold down the Shift key and select the heading of the column you

wish to modify. You can modify the width of the column, delete the column, or split one column into two.

Repeat for each column you wish to modify.

e —
wWidth: = [ Mumeric

[15et as Default Far the report
[ fol4 ] [ Cancel ]

Mame: &

To remove all columns, click the Create Columns button and click Delete.

HIMT: Y¥ou may create columns and store them by making the appropriate selections,
[]set as Default For the report

[ Set ][ Crelete ][ Cancel ]

Searching Reports

The interaction of search entries and options can be very flexible. Please see the online help for complete

information by selecting Help from the top menu bar.

%

Simple Search

Click the Search Iﬁ button. To search a certain part, or region, of the report, view the report in Layout view.

Select the area of the report in which you want to search.
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Select whether to search the entire report (Text), or just an Index or Region (the selected area). For an index
search, select the "Index" radio button. If it’s a numeric index, the search will be for a numeric value match.
Type the text or number to include in your search. For text, you can use the "*" and "?" wildcard characters to
broaden your search. For an index or region search, select an option to use from the "Operator" drop-down menu.
To set search options, click Options.

Options
Forward Search — Searches forward from the current page. If cleared, searches backward from the current page.
Case Sensitive — Finds only text in the same case (upper and/or lower) as the search characters.

Whole Words — Skips matches that include the search text as part of a larger word. (In an index search, the text
must match the entire index).

Extract Sub-report — Creates a sub-report containing the search values. Select By Pages to have the sub-report
include each page that contains a match or By Lines to have it include only lines containing matches. If using By
Lines, select whether to include the report header in the sub-report.

Show Match List — Displays search matches in a separate window, from which you can select the match to
display.

Click Search to start the search.

Viewing Search Matches

4
i If Show Match List is not selected, the first page with matches is displayed, with the matches
highlighted. Use the Search Previous or Search Next button to continue searching the report.
g
» If Show Match List is selected, you see a list of the first several matches found. Click a match to

display that report page, or click More to display more matches.

If Extract Sub-report is selected, the sub-report opens.

Advanced Search

An advanced search can look for multiple text and/or numeric values, values within a range, and more. For
complete instructions, please refer to the online help by selecting Help from the top menu bar.

- Liy Vista @ Browse Find Optints Sbout Help SignOut S5 ;

3
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Online Help

The online help can be accessed by clicking Help on the top menu bar.

E

Contents l Index I Search

@ General Information
W Finding and Opening Repatts
[Z] Using Browse Yiew
|E] Using My Vista View
@ Qpening Faolders and Repors
@ Favorites
@ Finding Report Generations
@ Bundling
@ Transvue Files
@ Working in Reports
@ Mananing Reports, Folders, and Bundles
@ vista Plus Concepts

INEIEY
oo | ] ]

Using Browse View

To start Browse view, click Browse in the top menu bar.

When you first enter Browse view, it displays the folders, bundles, and reports contained in your Home folder, a
page at a time (you can set the page size), To open the report generation you want, you may need to open
subfolders andfor bundles to display the report, and you may want to list the generations of the report before
opening one. Use the methods below to navigate through Browse view and to open report generations.

0 Admin's Mew Rpts To open a listed folder, click its icon ar name. This displays the first page of the folder's
contents: other folders, bundles, and/or reports.,

Next Click Next to see the next page of contents,
Prev Click Prewy to see the previous page of contents,
1234

Click a page number to go directly to that page of contents,
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