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BOB Report 

 
Navigation:  UHS HRMS Budget >Reports >BOB Report 
 

  
Run Control ID  Enter Run Control ID in field.* 
Search Click on  
*Note:  Click on Add a New Value link or tab to create a Control ID if one does not exist. 

 
 

 
 
As of Date Enter a date (mm/dd/yyyy) or click on  and select appropriate date. 
Business Unit Enter business unit or click on  to get a list of valid values. 
Report Choice Select one option by clicking on radio button 
 HINT:  Report Choice – The BOB Report can be run by Division, 

College, and Department.  Therefore, if the report needs to be processed 
for an entire College, inserting a row for each department is no longer 
necesssary.  Report Choice can now be chosen (i.e. College) and a field 
value entered such as H0411 Natural Sciences and Mathematics.  Click 
on  to insert row to add information.  Click on  to delete row. 
 

Enter Control ID 

Inserts a page 
break between 
cost centers 

Enter 
Date 
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Sort Option Click on  and select option for drop down menu.  Options include: 

 
 

Fund Code Enter fund code 
Department Enter department 
Program Code Enter program code 
Project ID Enter project identification number 

 Plus sign adds a row. 
 Minu sign deletes a row 

Run Click  to start the process 
 
 

 

Server Name* Enter PSUNX in field or click on arrow and select from drop down menu. 
Type Enter Web or click on arrow and select from drop down menu. 
Format Enter PDF or click on arrow and select from drop down menu. 
OK Click OK button 
*Note:  A Server Name must be selected when printing reports.  The Process Type determines which server 
to use.  There are two types, (1) Crystal Report, and (2) SQR Report.  For SQR reports use PSUNX and 
Crystal reports use PSNT.  Use the drop down arrow to select the appropriate type and format. 
 

Format 
is PDF 

Type is 
Web 

Server Name is 
PSUNX 

Process Type 
determines 
Server Name 
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Process Instance number This number identifies BOB report. 
Process Monitor Click on Process Monitor link. 
 
 
 

 
User ID Your user id should be in this field.  User id should match PS login id. 

Server Enter PSUNX in field or click on arrow and select from drop down menu. 

Refresh Click on Refresh button to refresh/update screen.  Click this button until Run 
Status shows Success. 

Details Click on Details link to view the report after Success appears in the Run Status 
column. 

 

Details link 
Run Status 
should be 
Success 

Process Instance number 

Refresh 
button 

Process Instance number 
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View Log/Trace Click on link to get the Leave Accrual report. 
 
 
 

  
ubud022 1074856.PDF This is the filename.  Click on this link to view/print the BOB report.  File can 

only be saved in PDF format 
 
Note:  Notice that the Process Instance number is part of filename. 

 

Filename link 

View 
Log/Trace link 
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Adobe Acrobat Reader The Adobe Acrobat page will appear as shown.  The BOB report will appear 

immediately afterward. 
 
Note:  Adobe Acrobat Reader must be on computer. 

 

 
BOB Report As shown above the BOB Report appears. 

 
Note:  User can view, print and/or save this report.  Report can only be saved 
in PDF format. 

 
 


