
Chartfield Reports:  Printable 

This is a printable list of all open departments numbers, names and their managers. 

Navigation:  Setup Financials Supply Chain/Common Definitions/Design 
Chartfields/Reports/Departments 

 
 

1. Click on the Chartfield you are interested in.   
       Example:  Departments 

 

Notice the Navigation 
Breadcrumbs.   
 
Depending on your level of 
security you may see more or 
fewer options on this page. 

 

2. Search for or create a new run contro
 

 
 
 
 
 
 
 
 
 

To run a list of the available Account 
Codes and their description choose 
“Account.” 
 

l. 
It doesn’t really matter which run control 
you use for this report because the only 
variable is a date field. 
 



3. Enter the date; the current date will give you a current list.  Then click the ‘Run’ Button. 
 

 

                               

 
4. Set the Process Scheduler with the criteria below and then press the ‘OK’ button. 

 
 

 
 
 
 
 
5.  Click the ‘Process Monitor’ link. 

 

 
 
 

Server Name:  PSNT 
Type:  Web 
Format:  PDF 
Check the “Select” box. 

 
 
 
 
 
 
 



6.  Click on the ‘Refresh’ button.  This may take several minutes.   
 

This is a list of all the reports you have recently run.  
 The most recent are at the top 

 

7.  Once the report has been posted successfully, click on the “Details” link. 

8. Click the “View Log/Trace” link. 

 

 

 

 

 

 

 

 
uccess. 

The ‘Distribution Status’ will 
change from N/A to Posted 
when your report is ready 
to view.  And the ‘Run 
Status’ will change from 
Queued or Processing to
S
 

 

 

If the ‘View 
Log/Trace’ link is not 
highlighted, go back 
to the prior page and 
wait a few seconds, 
then try again.   



9. Click on the link that begins with ‘FIN.’    
 

 
 

10. This is a Crystal Report.  You may save it or print a hard copy 
  

 
 

Go to File/Save As to save 
it as an html file. 
 
Go to File/Print to print a 
hard copy.
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