Step

1. In the Home page, click on Menu ->
Reports -> Schedule Report. A new
window will appear.

2. Select the Report that you wish to
generate from the list.

Note: Depending on your Jaggaer roles,

you will have access to different types
of reports.

Screenshot
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D Containers Owned By Inactive Users
D Moved Sub-locations Report
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D Self-Service Storeroom Activity Report

Undone Receipt Actions Report
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D Chemical Usage Repart By Location D Chemical Usage Report By User

Container Inventory Report with Flex Fields D Container Transfer Report

nactive Location References @ Inventory Recongiliation Statistics

Open Requests Items for Associated Delivery Location D Purchase Request History by Source Report
@ Request Item History Report D Scanned Containers Not In System

D Spend Director Activity Report D Storeroom Activity Report



3. Set up Run Criteria

Job Name: Name of the report
Output Type: CSV (default)
Emails: Input the recipient email
(can be multiple emails)

Select time scheduling (see
table below)

Choose the desired Report
Criteria: depends on the type of
report selected

Click Submit to run/schedule
the report.

E ‘| Reports | Schedule Report

Container Inventory Report with Flex Fields

Back To Report Selection € Submit Day of Week #

ﬂ Run Criteria i

I Job Name
utput Type CSV

Emails

Send email even if report is empty
Save report after email sent

Now

Start Time  05:20PM v

Day of Week ] Sunday [] Monday [ ] Tuesday [ | Wednesday [ Thursday [ Friday [ Saturday

Day of Month (] Run Every Minutes Stop Time  12:00AM ¥

Day of Quarter

Now Run immediately
Later Run on specified date and time
Day of Week | Run at a specified time every day of week (e.g. 8am every Monday)
Day of Month | Run monthly at a specified date and time (e.g. last day each month)
Day of Quarter | Run quarterly at a specified time
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4. View Reports
(a) View Completed Reports | ﬁ |E‘£‘ Search Memss

* Goto Menu ->Reports -> View a Containers and Materials | # Schedule Report
Completed Reports

Ll View Completed Reports (a)
¢ Clik % todourload s
. . = View Scheduled Reports
selected report in .csv file. E
. Reports B Report Retenti
e Click m to delete the report. 7 | por eren

(b) View/Modify Scheduled Reports
e Goto Menu -> Reports -> View

‘ | Reports | View Completed Reports

Scheduled Reports Delete Selected fi] Filter By = My Reports o
. a

e Click i to delete the report @ || setected Reports 0/29

scheduling. A ctic ] e — N
° Click 0 to view details Of the |EE| Chemical Usage Report By User Success

scheduling
e Click o to stop the job. — _

n |i|\ Reports | View Scheduled Reports
° C||Ck .to resume the ob Current Time 3 April 2024 5:29:12 PM
’ 6 | —— oane o oscrmsoue s
° C||Ck ' tO run the Job nOW ‘ﬁ?iii‘ Clearance Monitor Report $8/59/ radiation Monitoring Report QOss, Giulia 8/11/2023 9:33 AM Scheduled
: ‘ @ o . u ’ ‘C\earance Monitor Report 58,59/ radiation Monitoring Report Tuong, Trung 1/08/2023 12:27 PM  Stopped

Jaggaer How-to Guide — Generate Reports in Jaggaer — 11/04/24



