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Reports:  Getting Information from SWIFT
January 27, 2012
Information may be retrieved directly from SWIFT using three methods:  reports, queries, and inquiries.  Data displayed by them is up-to-the-minute or “real-time” information.  This guide introduces you to the terms, conventions, typical navigation and general steps to how SWIFT finds and displays report information.  
Definitions
Inquiry: An online data lookup, delivered with the original PeopleSoft software, a.k.a.,”canned” lookups. Geared to data in a specific SWIFT module, they feature several fields used to specify the needed data. SWIFT presents the results as rows and columns of data.  Rows can contain hyperlinks that allow drill downs into more detailed record information. The data may also be exported to Excel.  
Parameter: Data limits for reports. Parameters allow you to tell SWIFT exactly what data you want to display:  the dates, the agency, the department, the fund, account, etc. This controls the amount of resulting data displayed.  
Query: A customized data lookup created by SWIFT team members specifically for State use. These are accessed through the Query Viewer under the Reporting Tools menu and are named “M_XX…” where the XX is the module abbreviation, AR, KK, SC, CM, etc.  The resulting data may be viewed online or downloaded to Excel. The data presented online is not drillable.
Report: A compiled group of data gathered from SWIFT tables and presented in a format ready to be printed to paper. The data presented is not drillable. Each SWIFT module contains a menu or submenus of available reports. Data may be saved and/or printed to several different file formats.  Delivered with the original software, a.k.a., “canned” reports.
Run Control ID: A code used to save report parameters used repeatedly.  A new Run Control ID is required for every different report you run. However, once set up, you can use it over and over again when you run that report. It prevents re-entering the same information over and over again. 
SWIFT Report Conventions
•	SWIFT report submenus display under menus containing the word “Reports” or “Analysis.”  Examples:
	[image: Screen Capture of the Accounts Receivable menu with the Receivables Analysis submenu boxed with a red line. ]
[image: Screen capture of the Purchase Orders menu with its Reports submenu boxed in a red line. ]
· Asset Management (AM) reports are labeled “Financial Reports.”
· Commitment Control (KK) report menu is titled, “Budget Reports.”
· General Ledger (GL) displays two Reports submenus:  General Reports and Federal Reports. It also shows reports under submenus for significant GL events:  Average Daily Balance, Ledgers, Summary Ledgers, Close Ledgers, etc.
· Grant Management (GM) reports are labeled “Interactive Reports.”
· Most Report submenus appear under the primary module’s menu, i.e., Asset Management, Accounts Receivable, etc.
 	[image: Screen capture of the Commitment Control menu with its Budget Reports option boxed in a red line. ]
 
· However, Purchasing, because it’s so big, displays its Report submenu within its primary activity menus:  Purchase Orders, Receipts, Requisitions, et[image: Screen capture of the Purchase Orders menu with the Purchasing module boxed in the breadcrumbs line and the Reports submenu boxed in red. ]
 
How to Run a Report in SWIFT
Here are the steps for running a SWIFT report:
1. Navigate to the report of your choice.  For this example, the navigation is AP, Reports, Vendor, and Payment History by Vendor.  The report’s first page displays (see below).
2. If you haven’t run the report before, you’ll have to create a Run Control ID. To do this, click the Add a New Value tab. 
	[image: Payment History by Vendor Add page]
3. Enter a Run Control ID.  It can be anything that makes sense to you or is something you’ll remember easily.  If you run many reports and preserving your report parameters for each is important to you, you might create a list of the reports you run and the Run Control IDs used with each.  If you use the same Run Control ID for every report, it will bring in the parameters from the previous report you ran. 
	If you have a scheduled report that you created with one Run Control ID, and you use the same Run 	Control ID on a different report and use different parameters, the changed parameters are saved with the 	second report.  So, when the scheduled report runs later, it will use the changed parameters instead of 	the original ones you intended. 
4. Click the Add button. The report’s parameter page displays. This is where you tell SWIFT what you want in the report. 
	[image: Payment History by Vendor parameters page]
5. Once you’ve entered data in the parameter fields, click the Run button. The Run button kicks off the process for gathering records from SWIFT’s data storage tables. 
6. After clicking the Run button, the Process Scheduler Request page displays. The page allows you to say how you want the data presented, specifically through the Type and Format fields. 
	[image: Process Scheduler page]
	Some functionality under the Type drop-down field may not be available.  For best results, choose the 	File option and then select the file format you want under the Format drop-downfield. For this example, 	we selected .PDF.
7. Click OK.  SWIFT returns to the report’s parameter page.  Next, you need to monitor the process so that you can see and print your report when SWIFT has finished gathering and organizing the data. 
8. Click the Report Manager hyperlink. 
	[image: Report Manager hyperlink]
9. The Report Manager List page displays in a new window. Click the Administration tab. 
	[image: Report Manager List pagejpg]
10. The Administration tab displays. End users generally focus on two areas of this page:  the Report List section and the Refresh button.  The Report List section shows the name of the report and whether it’s ready to print yet (the Status column should read “Posted” if it’s ready). The Refresh button updates the Status column’s display.  Clicking it once every 30 seconds is sufficient.
	[image: Report Mgr Admin tab]
11. Click the Refresh button.  Notice that the report now displays with a status of “Posted.”  This means that the report is ready to be printed.
	[image: Report Mgr Status Posted]
12. Under the Details column, click the Details hyperlink. The Report Detail page displays.
 [image: Report Detail page]
	Under the File List section, look for a report name.  In this example, the report’s name contains SWIFT’s 	computer name for the report (APY2000), its instance number (1757682), and the report file extension 	format chosen on the Process Scheduler page.  In this case, it’s a PDF file.
13. Click the report’s hyperlink, APY2000- 1757682.PDF in this example.  The report displays in a new window.
	 [image: Payment History by Vendor Report]
14. To print the report, you may use the printer icon on the PDF bar that appears when you roll your mouse pointer over the bottom of the report. Instead, you may also select File – Print from the Internet Explorer pull-down menu. 
	[image: image of print function]
15. When finished with the report, close its window by clicking the X on the tab at the top of the report window.
	[image: image showing where to close out] 
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