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Process Monitor Basics (Reports)

There are three methods to look up procurement and financial information in SWIFT.

o Inquiries: Search for data associated with fields on a page (e.g., search for a particular voucher
on the voucher page).

e Queries: Perform a customized search for data within a module (e.g., search for DBA names in
the Supplier module).

e Reports: Review processing details on individual transactions or batch processes (e.g., review
the budget checking status of vouchers).

This Quick Reference Guide shows how to view reports using the Process Monitor.

View Reports using the Process Monitor

e Step 1: Open the Process Monitor.
e Step 2: Enter search criteria in the Process Monitor.
e Step 3: View the search results to determine the status of submitted processes.

Step 1: Open the Process Monitor.

1. Navigate to the Process Monitor.

Navigation Option Navigation Path

NavBar Navigator, SWIFT, PeopleTools, Process Scheduler, Process Monitor.

2. The Process Monitor page will display. Make sure the Process List tab is selected.

¢ My Homepage Process Monitor a1Q H (O]
New Window Personalize Page ]
Process List Server List
View Process Request For
UseriD (01189684 x Q| o0 ™ Last ™ 1 Hours  [v] Refresh
Server V| Name Q | Instance From Instance To
Run v Distribution Status vl Save On Refresh
Status
Process List
H Q 1-10f 1]v] View
Select Instance Seq. Process Type User Run Date/Time Run Status Distribution Statu
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Step 2: Enter Search Criteria in the Process Monitor.

1. Inthe User ID field, make sure your Employee ID number is entered.

2. Use the following optional fields to narrow your search for submitted work.

e Leave the first Type field blank.
o Inthe next field three fields, input the following information:

— Select either “Last” or “Date Range.”

— If “Last” was selected, type a number; if “Date Range” was selected, input a starting
date.

— If “Last” was selected, select a time period; if “Date Range” was selected, input an

ending date.

e Leave all other fields blank.

3. Press the Refresh button to search.

Process List Server List

View Process Request For

User ID QA Type v Last v 1 Days  [v] | | Refresh
Server v] Name Q | Instance From Instance To
Run ] Distribution Status ~ Save On Refresh

Status

Step 3: View the search results to determine the status of submitted
processes.

1. Look for the search results under the Process List section.

2. Submitted processes that completed successfully will say “Success” under the Run Status

column.
Process List Server List
View Process Request For
User ID Q Type ™ Last v 7 Days 2] Refresh
Server ~ Name Q Instance From Instance To
Run Status 3| Distribution Status V] Save On Refresh
Process List
=
1-10f 1]V View All
Q ~
Select Instance Seq. Process Type Process Name User Run Date/Time Run Status Distribution Status  Details
25854492 Application Engine FS_STREAMLN 01189684 01/18/2019 12:41:59PM CST Posted Details
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3. Submitted processes not yet completed will have a message other than “Success” under the Run
Status column (e.g., “Queued”). To research why the process has not been completed, select the

Details link.
Process List
==
e Q 1500f383 (v P M View 100
Select  Instance Seq. Process Type Process Name User Run Date/Time Run Status Distribution Status Details
25854491 Application Engine  M_KK001 o 01180818 01/21/2019 12:30°00PM CST  Queued NIA

4. The Process Details screen will display showing details about the processing. Select the Message
Log link to view any messages that explain the processing details.

Process Detail

Run Control ID

ALLOTMENTS-TOGO-CC

X
Help
Process
Instance 25854491 Type Application Engine
Name M_KK0OO01 Description  Alloiments w/in Approp Report
Run Status  Queued Distribution Status N/A
Run

Update Process
Hold Request

Queue Request

Location Server
Cancel Request
Server PSNVS2 Delete Request
Recurrence M_M-F at 12:30 PM Re-send Content Restart Request
Date/Time Actions
Request Created On  01/18/2019 12:31:24PM CST Parameters Transfer

Message Log View Locks

Run Anytime After 01/21/2019 12:30:00PM CST Batch Timings

View Log/Trace
Began Process At

Ended Process At

5. The Message Log screen will display showing any messages that explain the processing details.
Press the Return button. To view further details, press the Explain button.

6. To return to the Process Details screen, press the Return button.

Message Log X
Help
Process
Instance: 25854491 Type: Application Engine
Name: M_KK001 Description:  Allotments wiin Approp Report
5
i’ Q 11 0f 1[¥] View All
Severity Log Time Message Text Explain
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