CPAIS QuickGuide:  Running Standardized Reports


This QuickGuide covers the steps you will undergo to run a CPAIS “standardized” report.  Standardized reports are intended for official reporting purposes (such as the FRPP).  Consequently, these reports have a fixed-format that cannot be altered.  This is in contrast to the Discoverer reports (QuickGuide available), a more informal reporting tool that functions like an “ad hoc query.”  

Access the CPAIS Reports Form

	Logon to the CPAIS application.

When the main menu appears, select either the Real Property Management (RPM) or Real Property Accounting (RPA) topic from the navigation frame on the left.
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	In the content frame to the right, click the Reports tab ([image: image2.png]" Reports



).  CPAIS will display a list of all standardized reports for that topic. 

Select the desired report by clicking on its name.  The Reports form (below) will appear.  

Note:  Click the Show button ([image: image3.png]P Show



)to view a description and/or a PDF snapshot of the report.
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Running a Report

	Access the Reports form, as described above.  When the Reports form appears, notice that CPAIS re-lists all reports on the left side of the form.  This is the same list of reports that appeared on the main menu and you must reselect the desired report again.  
When you reselect the desired report CPAIS will retrieve all the parameters for that report and display them on the right side of the form.  This may take a minute. 
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	If desired, you may control which records are used to generate the report by entering parameters.

Notes:

· The percent symbol (%) is a wild card parameter.  Use it to find closest matches.  (For example, entering 01% in the Bill No field causes the report to use only those records with bill numbers beginning  with 01.)   

· You may set as many or as few parameters as you wish, depending on how focused you want the report output to be.

	Currently, the Report To and Report Format fields are limited to the values “Screen” and “PDF”, respectively.  In the future, CPAIS will allow alternate output selections.

	Click the Execute Report button ([image: image8.png]Execute Report.



).  

CPAIS will display the File Download popup box.  Your only choice is to save the report “to disk”.  Click the OK button and then in the next popup window specify where you want to save the report (in Adobe PDF format) on your computer.  
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	When complete, a confirmation box will appear.  Click the Open button to open the saved PDF report file.  
Note:  You must have Adobe Acrobat Reader installed on your computer in order to view standardized reports.

You can download Adobe Reader by clicking on  the icon below, or go to http://www.adobe.com/products/acrobat/readstep2.html. 





Sample Report (Real Property Accounting (RPA) Subledger Summary, RPA100L)
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