
How to run reports in PeopleSoft: 
 
Use this handout for Reports when you see the RUN button at the top of the page (will be 
for reports requiring a (Run Control ID). 

 

 
 
 

• Click on RUN at the top of the page once the information is in the fields 
• After you click on RUN, this screen appears. 
• Be sure that the server name is PSNT. 
• The report is selected with the Green Check box and the Format is PDF. 
• Click OK at the bottom 
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• After you click OK, PeopleSoft brings you back to Budget Transaction Detail 
page.  PeopleSoft has given you a Process Instance number and in order to see the 
status of your report, you must click on the Hyperlink for Process Monitor. 
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• Once you hit Process Monitor, this screen will appear 
• Continue to hit the Refresh button until the Run Status reads SUCCESS 
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• Once you see “Success” as the Run Status, Click on the Details hyperlink in order 
to view your report. 
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• Clicking on “Details” will bring you to this page. 
• Click on the View Log/Trace hyperlink 
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• View Log/Trace brings you to this screen and the hyperlink for the PDF file.  
• Click on the first hyperlink with the .PDF extension 
• Once you click on this link, the file will open up in Adobe Reader.  If you do not 

have Adobe, see the Survival Guide tips on the CND website for directions on 
how to down load Adobe. 
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