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About This PeopleBook Preface

PeopleBooks provide you with the information that you need to implement and use PeopleSoft applications.
This preface discusses:

» PeopleSoft application prerequisites.

* PeopleSoft application fundamentals.

* Documentation updates and printed documentation.
» Additional resources.

* Typographical conventions and visual cues.

+ Comments and suggestions.

» Common elements in PeopleBooks.

Note. PeopleBooks document only page elements, such as fields and check boxes, that require additional
explanation. If a page element is not documented with the process or task in which it is used, then either
it requires no additional explanation or it is documented with common elements for the section, chapter,
PeopleBook, or product line. Elements that are common to all PeopleSoft applications are defined in this
preface.

PeopleSoft Application Prerequisites

To benefit fully from the information that is covered in these books, you should have a basic understanding
of how to use PeopleSoft applications.

You might also want to complete at least one PeopleSoft introductory training course, if applicable.

You should be familiar with navigating the system and adding, updating, and deleting information by using
PeopleSoft menus, and pages, forms, or windows. You should also be comfortable using the World Wide Web
and the Microsoft Windows or Windows NT graphical user interface.

These books do not review navigation and other basics. They present the information that you need to use the
system and implement your PeopleSoft applications most effectively.

PeopleSoft Application Fundamentals

Each application PeopleBook provides implementation and processing information for your PeopleSoft
applications.

Note. Application fundamentals PeopleBooks are not applicable to the PeopleTools product.
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For some applications, additional, essential information describing the setup and design of your system appears
in a companion volume of documentation called the application fundamentals PeopleBook. Most PeopleSoft
product lines have a version of the application fundamentals PeopleBook. The preface of each PeopleBook
identifies the application fundamentals PeopleBooks that are associated with that PeopleBook.

The application fundamentals PeopleBook consists of important topics that apply to many or all PeopleSoft
applications across one or more product lines. Whether you are implementing a single application, some
combination of applications within the product line, or the entire product line, you should be familiar with
the contents of the appropriate application fundamentals PeopleBooks. They provide the starting points
for fundamental implementation tasks.

Documentation Updates and Printed Documentation

XX

This section discusses how to:

* Obtain documentation updates.

* Order printed documentation.

Obtaining Documentation Updates

You can find updates and additional documentation for this release, as well as previous releases, on the
PeopleSoft Customer Connection website. Through the Documentation section of PeopleSoft Customer
Connection, you can download files to add to your PeopleBook Library. You’ll find a variety of useful and
timely materials, including updates to the full PeopleSoft documentation that is delivered on your PeopleBooks
CD-ROM.

Important! Before you upgrade, you must check PeopleSoft Customer Connection for updates to the upgrade
instructions. PeopleSoft continually posts updates as the upgrade process is refined.

See Also

PeopleSoft Customer Connection, https://www.peoplesoft.com/corp/en/login.jsp

Ordering Printed Documentation

You can order printed, bound volumes of the complete PeopleSoft documentation that is delivered on your
PeopleBooks CD-ROM. PeopleSoft makes printed documentation available for each major release shortly

after the software is shipped. Customers and partners can order printed PeopleSoft documentation by using
any of these methods:

* Web
* Telephone

* Email

Web

From the Documentation section of the PeopleSoft Customer Connection website, access the PeopleBooks
Press website under the Ordering PeopleBooks topic. The PeopleBooks Press website is a joint venture
between PeopleSoft and MMA Partners, the book print vendor. Use a credit card, money order, cashier’s
check, or purchase order to place your order.
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Telephone

Contact MMA Partners at 877 588 2525.

Email

Send email to MMA Partners at peoplebookspress@mmapartner.com.
See Also

PeopleSoft Customer Connection, https://www.peoplesoft.com/corp/en/login.jsp

Additional Resources

The following resources are located on the PeopleSoft Customer Connection website:

Resource Navigation
Application maintenance information Updates + Fixes
Business process diagrams Support, Documentation, Business Process Maps
Interactive Services Repository Interactive Services Repository
Hardware and software requirements Implement, Optimize + Upgrade, Implementation Guide,

Implementation Documentation & Software, Hardware and
Software Requirements

Installation guides Implement, Optimize + Upgrade, Implementation Guide,
Implementation Documentation & Software, Installation
Guides and Notes

Integration information Implement, Optimize + Upgrade, Implementation Guide,

Implementation Documentation and Software, Pre-built
Integrations for PeopleSoft Enterprise and PeopleSoft
EnterpriseOne Applications

Minimum technical requirements (MTRs) (EnterpriseOne | Implement, Optimize + Upgrade, Implementation Guide,

only) Supported Platforms

PeopleBook documentation updates Support, Documentation, Documentation Updates
PeopleSoft support policy Support, Support Policy

Prerelease notes Support, Documentation, Documentation Updates,

Category, Prerelease Notes

Product release roadmap Support, Roadmaps + Schedules

Release notes Support, Documentation, Documentation Updates,
Category, Release Notes
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Resource Navigation

Release value proposition Support, Documentation, Documentation Updates,
Category, Release Value Proposition

Statement of direction Support, Documentation, Documentation Updates,
Category, Statement of Direction

Troubleshooting information Support, Troubleshooting
Upgrade documentation Support, Documentation, Upgrade Documentation and
Scripts

Typographical Conventions and Visual Cues

This section discusses:

* Typographical conventions.
* Visual cues.
» Country, region, and industry identifiers.

* Currency codes.

Typographical Conventions

This table contains the typographical conventions that are used in PeopleBooks:

Typographical Convention or Visual Cue Description

Bold Indicates PeopleCode function names, business function
names, event names, system function names, method
names, language constructs, and PeopleCode reserved
words that must be included literally in the function call.

Italics Indicates field values, emphasis, and PeopleSoft or other
book-length publication titles. In PeopleCode syntax,
italic items are placeholders for arguments that your
program must supply.

We also use italics when we refer to words as words or
letters as letters, as in the following: Enter the letter O.

KEY+KEY Indicates a key combination action. For example, a plus
sign (+) between keys means that you must hold down
the first key while you press the second key. For ALT+W,
hold down the ALT key while you press the W key.

Monospace font Indicates a PeopleCode program or other code example.
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Typographical Convention or Visual Cue Description

[TRL

(quotation marks) Indicate chapter titles in cross-references and words that
are used differently from their intended meanings.

.. . (ellipses) Indicate that the preceding item or series can be repeated
any number of times in PeopleCode syntax.

{ } (curly braces) Indicate a choice between two options in PeopleCode
syntax. Options are separated by a pipe (| ).

[ ] (square brackets) Indicate optional items in PeopleCode syntax.

& (ampersand) When placed before a parameter in PeopleCode syntax,
an ampersand indicates that the parameter is an already
instantiated object.

Ampersands also precede all PeopleCode variables.

Visual Cues

PeopleBooks contain the following visual cues.

Notes

Notes indicate information that you should pay particular attention to as you work with the PeopleSoft system.

Note. Example of a note.

If the note is preceded by Important!, the note is crucial and includes information that concerns what you must
do for the system to function properly.

Important! Example of an important note.

Warnings

Warnings indicate crucial configuration considerations. Pay close attention to warning messages.

Warning! Example of a warning.

Cross-References

PeopleBooks provide cross-references either under the heading “See Also” or on a separate line preceded by
the word See. Cross-references lead to other documentation that is pertinent to the immediately preceding
documentation.
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Country, Region, and Industry Identifiers

Information that applies only to a specific country, region, or industry is preceded by a standard identifier in
parentheses. This identifier typically appears at the beginning of a section heading, but it may also appear
at the beginning of a note or other text.

Example of a country-specific heading: “(FRA) Hiring an Employee”

Example of a region-specific heading: “(Latin America) Setting Up Depreciation”

Country Identifiers

Countries are identified with the International Organization for Standardization (ISO) country code.

Region Identifiers

Regions are identified by the region name. The following region identifiers may appear in PeopleBooks:
* Asia Pacific

* Europe

* Latin America

¢ North America

Industry Identifiers

Industries are identified by the industry name or by an abbreviation for that industry. The following industry
identifiers may appear in PeopleBooks:

* USF (U.S. Federal)
* E&G (Education and Government)

Currency Codes

Monetary amounts are identified by the ISO currency code.

Comments and Suggestions

Your comments are important to us. We encourage you to tell us what you like, or what you would like to
see changed about PeopleBooks and other PeopleSoft reference and training materials. Please send your
suggestions to:

PeopleSoft Product Documentation Manager PeopleSoft, Inc. 4460 Hacienda Drive Pleasanton, CA 94588
Or send email comments to doc@peoplesoft.com.

While we cannot guarantee to answer every email message, we will pay careful attention to your comments
and suggestions.
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Common Elements Used in PeopleBooks

Address Book Number

As If Currency Code

Batch Number

Batch Date

Batch Status

Branch/Plant

Business Unit

Category Code

Company

PeopleSoft Proprietary and Confidential

Enter a unique number that identifies the master record for the entity. An
address book number can be the identifier for a customer, supplier, company,
employee, applicant, participant, tenant, location, and so on. Depending on the
application, the field on the form might refer to the address book number as
the customer number, supplier number, or company number, employee or
applicant id, participant number, and so on.

Enter the three-character code to specify the currency that you want to use

to view transaction amounts. This code allows you to view the transaction
amounts as if they were entered in the specified currency rather than the
foreign or domestic currency that was used when the transaction was originally
entered.

Displays a number that identifies a group of transactions to be processed by
the system. On entry forms, you can assign the batch number or the system
can assign it through the Next Numbers program (P0002).

Enter the date in which a batch is created. If you leave this field blank, the
system supplies the system date as the batch date.

Displays a code from user-defined code (UDC) table 98/IC that indicates the
posting status of a batch. Values are:

Blank: Batch is unposted and pending approval.

A: The batch is approved for posting, has no errors and is in balance, but it
has not yet been posted.

D: The batch posted successfully.
E: The batch is in error. You must correct the batch before it can post.

P: The system is in the process of posting the batch. The batch is unavailable
until the posting process is complete. If errors occur during the post, the
batch status changes to E.

U: The batch is temporarily unavailable because someone is working with
it, or the batch appears to be in use because a power failure occurred while
the batch was open.

Enter a code that identifies a separate entity as a warehouse location, job,
project, work center, branch, or plant in which distribution and manufacturing
activities occur. In some systems, this is called a business unit.

Enter the alphanumeric code that identifies a separate entity within a
business for which you want to track costs. In some systems, this is called a
branch/plant.

Enter the code that represents a specific category code. Category codes are
user-defined codes that you customize to handle the tracking and reporting
requirements of your organization.

Enter a code that identifies a specific organization, fund, or other reporting
entity. The company code must already exist in the FO010 table and must
identify a reporting entity that has a complete balance sheet.
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Currency Code

Document Company

Document Number

Document Type

Effective Date

Fiscal Period and Fiscal
Year

G/L Date (general ledger
date)

Enter the three-character code that represents the currency of the transaction.
PeopleSoft EnterpriseOne provides currency codes that are recognized by
the International Organization for Standardization (ISO). The system stores
currency codes in the FO013 table.

Enter the company number associated with the document. This number, used
in conjunction with the document number, document type, and general ledger
date, uniquely identifies an original document.

If you assign next numbers by company and fiscal year, the system uses the
document company to retrieve the correct next number for that company.

If two or more original documents have the same document number and
document type, you can use the document company to display the document
that you want.

Displays a number that identifies the original document, which can be a
voucher, invoice, journal entry, or time sheet, and so on. On entry forms, you
can assign the original document number or the system can assign it through
the Next Numbers program.

Enter the two-character UDC, from UDC table 00/DT, that identifies the origin
and purpose of the transaction, such as a voucher, invoice, journal entry,

or time sheet. PeopleSoft EnterpriseOne reserves these prefixes for the
document types indicated:

P: Accounts payable documents.
R: Accounts receivable documents.
T: Time and pay documents.

I: Inventory documents.

O: Purchase order documents.

S: Sales order documents.

Enter the date on which an address, item, transaction, or record becomes
active. The meaning of this field differs, depending on the program. For
example, the effective date can represent any of these dates:

» The date on which a change of address becomes effective.

* The date on which a lease becomes effective.

» The date on which a price becomes effective.

» The date on which the currency exchange rate becomes effective.

» The date on which a tax rate becomes effective.

Enter a number that identifies the general ledger period and year. For many
programs, you can leave these fields blank to use the current fiscal period and
year defined in the Company Names & Number program (P0010).

Enter the date that identifies the financial period to which a transaction will be
posted. The system compares the date that you enter on the transaction to the
fiscal date pattern assigned to the company to retrieve the appropriate fiscal
period number and year, as well as to perform date validations.
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Tools: Report Design Aid Preface

This preface discusses Development Tools: Report Design Aid companion documentation.

Development Tools: Report Design Aid Companion
Documentation

Additional, essential information describing the setup and design of the PeopleSoft EnterpriseOne Tools
resides in companion documentation. The companion documentation consists of important topics that apply
to Development Tools: Report Design Aid as well as other PeopleSoft EnterpriseOne Tools. You should be
familiar with the contents of these companion PeopleBooks:

* Object Management Workbench

* Development Tools: Batch Versions

* Development Tools: Event Rules and System Functions
* Development Tools: Tables and Business Views

» Development Tools: APIs and Business Functions

» Development Tools: Data Structure Design

* Development Tools: Data Dictionary

* Development Guidelines for Application Design
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See Also

PeopleSoft EnterpriseOne Tools 8.95 PeopleBook: Object Management Workbench, “Understanding Object
Management Workbench”

PeopleSoft EnterpriseOne Tools 8.95 PeopleBook: Development Tools: Batch Versions, “Getting Started with
PeopleSoft EnterpriseOne Tools Development Tools: Batch Versions”

PeopleSoft EnterpriseOne Tools 8.95 PeopleBook: Development Tools: Event Rules and System Functions,
“Getting Started with PeopleSoft EnterpriseOne Tools Development Tools: Event Rules and Systems
Functions”

PeopleSoft EnterpriseOne Tools 8.95 PeopleBook: Development Tools: Tables and Business Views, “Getting
Started with PeopleSoft EnterpriseOne Tools Development Tools: Tables and Business Views”

PeopleSoft EnterpriseOne Tools 8.95 PeopleBook: Development Tools: APIs and Business Functions, “Getting
Started with PeopleSoft EnterpriseOne Tools Development Tools: APIs and Business Functions”

PeopleSoft EnterpriseOne Tools 8.95 PeopleBook: Development Tools: Data Structure Design, “Getting
Started with PeopleSoft EnterpriseOne Tools Development Tools: Data Structure Design”

PeopleSoft EnterpriseOne Tools 8.95 PeopleBook: Development Tools: Data Dictionary, “Getting Started
with PeopleSoft EnterpriseOne Tools Development Tools: Data Dictionary”

PeopleSoft EnterpriseOne Tools 8.95 PeopleBook: Development Guidelines for Application Design, “Getting
Started with PeopleSoft EnterpriseOne Tools Development Guidelines for Application Design”
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CHAPTER 1

Getting Started with PeopleSoft EnterpriseOne
Tools Development Tools: Report Design Aid

This chapter discusses:

* Development Tools: Report Design Aid overview

» Development Tools: Report Design Aid implementation

Development Tools: Report Design Aid Overview

Development Tools: Report Design Aid is used to present business data stored in the PeopleSoft EnterpriseOne
database. PeopleSoft EnterpriseOne data is stored in databases using relational tables. The data is typically
presented using batch applications that access the data through business views.

Development Tools: Report Design Aid Implementation

This section provides an overview of the steps that are required to implement Development Tools: Report

Design Aid.

Development Tools: Report Design Aid Implementation Steps

In the planning phase of your implementation, take advantage of all PeopleSoft sources of information,
including the installation guides and troubleshooting information. A complete list of these resources appears in
the preface in About These PeopleBooks with information about where to find the most current version of each.

This table lists the steps for the Development Tools: Report Design Aid implementation.

Step

Reference

Workbench (OMW) using Security Workbench.

1. Setup permission to access and use Object Management

PeopleSoft EnterpriseOne Tools 8.95 PeopleBook: Security
Administration, “Using Security Workbench,” Managing
Application Security

2. Addyourselfto the system in a developer role so
that you have permissions to create PeopleSoft
EnterpriseOne objects.

PeopleSoft EnterpriseOne Tools 8.95 PeopleBook: Object
Management Workbench, “Configuring User Roles and
Allowed Actions,” Setting Up User Roles

3. Setup permissions to create OMW projects.

PeopleSoft EnterpriseOne Tools 8.95 PeopleBook: Object
Management Workbench, “Configuring User Roles and
Allowed Actions,” Setting Up Allowed User Actions
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Step Reference
4. Setup activity rules to allow you to promote projects PeopleSoft EnterpriseOne Tools 8.95 PeopleBook: Object
in OMW. Management Workbench, “Configuring Activity Rules”

5. Set up save locations to enable you to save PeopleSoft PeopleSoft EnterpriseOne Tools 8.95 PeopleBook: Object
EnterpriseOne objects that are not ready to be checked | Management Workbench, “Configuring Object Save
in. Locations”

6. Setup default locations and printers. PeopleSoft EnterpriseOne Tools 8.95 PeopleBook:
Development Tools: Report Printing Administration
Technologies, “Working with Report Printing
Administration”
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Understanding PeopleSoft EnterpriseOne
Report Writing

This chapter discusses:
* Report writing.

* Report Design Aid.
* Report processing.

* Report components.

Report Writing

PeopleSoft EnterpriseOne provides fully integrated applications for managing information across the
enterprise. This information includes employee data, accounts receivable and payable information, financial
data, and product information. PeopleSoft EnterpriseOne enables you to view and evaluate this information to
make critical decisions to improve the business operation and profitability. You can also distribute this data to
others with whom you do business, such as shareholders, employees, and business consultants.

PeopleSoft EnterpriseOne provides reports across the Financial Management, Human Capital Management,
Logistics, and Manufacturing systems to meet many business needs. These reports can be easily processed to
be viewed online, in Portable Document Format (PDF), and exported to a spreadsheet program. However, to
help you meet all of the business needs, custom reports can be created using the PeopleSoft EnterpriseOne
report design tool. Using this tool, you can extract and present information that is vital to the business.

Reports that are used primarily to manipulate data are referred to as batch processes. Reporting and batch
processing can be combined in a single report.

The PeopleSoft EnterpriseOne reporting solution includes a report design tool to create reports and batch
processes, a batch engine for processing, and an output management system to output information.

Report Design Aid

You can use Report Design Aid to create a variety of simple and complex reports. The interface is simple
enough to use without programming expertise, yet powerful enough to create the most complex reports. You
can also use Report Design Aid to create batch processes and reports.
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Report Design Aid includes a director to guide you through the process of creating report templates. This

Chapter 2

Report Director presents multiple reporting options from which to choose. You can create custom Directors to

aid in the creation of report templates. These Directors are configured to use report components to meet a
specific reporting requirement.

After using the director to create the initial report, you can enhance the report by:

* Inserting additional report sections
* Modifying properties

* Adding logic

* Further organizing the data

* Calculating totals

The design work space in Report Design Aid can be configured to compliment individual work preferences.
You can:

* Modify the report view options.
* Select which toolbars and windows to display.
e Arrange windows.

You can use Report Design Aid with terminal server. Just like in a traditional client server configuration, a
report template that is checked out using terminal server cannot be accessed by other users.

Report Processing

You cannot process a report without a batch version. The batch version is submitted for processing and can
be processed either locally or on the server. Typically, servers are faster, so processing on a server is more
efficient. Once submitted, a batch version runs without user interaction. You do not interact with the report
again until processing is complete.

Once you have submitted a batch version for processing, you have no control over the flow of the logic
attached. You must make changes to the flow of logic in Report Design Aid and resubmit the batch version.

Report Components

This section discusses:

¢ Introduction to reports
* Report objects

* Report templates

» Batch versions

* Report sections
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Introduction to Reports

A report exists as a set of specifications that are read by the PeopleSoft EnterpriseOne batch engine for
processing. You can create variations of a single report template using batch versions. The first step in creating
a report is to create a report object within PeopleSoft EnterpriseOne. This report is actually a template from
which multiple versions can be created.

Each report is comprised of sections. These sections are the building blocks of all reports. Within the template,
you can add, hide, remove, and rearrange sections as needed.

Report Objects

PeopleSoft EnterpriseOne is object-based. Each report template is considered a batch application with an
object type of Universal Batch Engine (UBE). When you add a report object, the system creates a header record
in the F9860 table. This header record contains information about the report, such as its name and description.

Report Templates

Report templates are the master specifications created in Report Design Aid. These specifications describe the
report to the batch engine and define how the data is selected, sorted, displayed, and formatted.

Note. When you create batch versions from the Report Director, the system uses the current report level
values. If you change the report level values prior to saving the report template and exiting Report Design Aid,
the new values transfer to the version. However, if you save the report template and exit Report Design Aid,
then reenter Report Design Aid and change the report level values, the modified report level values do not
affect any existing versions. New batch versions that you create do reflect the modified report level values.
Batch versions that you copy reflect the template specifications at the time the original version was created.

Batch Versions

Batch versions read the master specifications from the report template. However, batch versions typically
differ slightly from the report template. You can define different data selection, data sequencing, and
processing options for each batch version. There are also several report specifications that can be overwritten
at the version level, including data selection, data sequencing, event rules, and section layout. Batch versions
enable you to preserve template integrity while providing custom processing to meet a specific business
need. Instead of creating a separate template for multiple variations of a report, you can create one report
template with multiple batch versions.

See PeopleSoft EnterpriseOne Tools 8.95 PeopleBook: Development Tools: Batch Versions

Report Sections

Report sections are the basic components of a report. Most reports include more than one section. You can use
some sections for special purposes, such as performing calculations and totaling. Section types include:

» Report header sections
» Report footer sections

A report header section appears once at the beginning of the report. A report footer section appears once at
the end of the report on its own page. You typically populate these sections using constants and variables.
You can only define one of each of these sections per report.

» Page header sections

» Page footer sections
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A page header section appears at the beginning of each page of the report. A page footer section appears at
the bottom of each page of the report. You typically populate these sections using constants and variables.
You can only define one of each of these sections per report.

* Detail sections

Detail sections present the information that the report was designed to convey. The three types of detail
sections are:

- Columnar
- Group
- Tabular

From the Report Director in Report Design Aid, there is a fourth option for creating Application Reports. This
option actually uses one of the three types of detail sections already mentioned, columnar, group or tabular.
The section layout of a detail section is typically populated using fields from a business view. Business views
are used to access data from one or more database tables. Business views present a subset of data relevant to
the immediate business requirement. Selecting fields from a business view provides a link between the data in
the database and the report that you are creating.

In addition to the business view fields you select, you can define and add data fields to the detail report section,
such as data dictionary fields, constants, and variables.

* Level break header sections

You can define level break fields for use in level break header sections. Level break header sections are
used to further organize data.

* Level break footer sections

You define level break fields for use in level break footer sections. Level break footer sections are used
to calculate and display totals.

A level break occurs during the processing of a report when the value of a data sequencing field, which is also
defined as a level break field, changes. A set of records all with the same value for this defined field is in the
same level. For example, in a report that is sequenced by telephone numbers, where the area code is defined as
a level break field, all of the records having the same area code are in the same level. When the value of the
area code field changes, a level break occurs. Level breaks are used to group large amounts of data into more
manageable units. Level break headers provide a descriptive heading prior to the associated data. Level break
footers are used to include aggregates with descriptive labels in the report.

Detail Sections

Detail sections present the data required by the business need. This data is fetched from the PeopleSoft
EnterpriseOne database using a business view.

Within detail sections, you can:

» Attach a business view.
* Sequence data using business view fields.

* Define level breaks using fields from data sequencing.

Filter data based on designated criteria.

Present totals.

Attach event rules (logic statements that you create and attach to report objects).
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You can include multiple detail sections in a report template. The guideline for the size of a report template is
not the number of sections but rather the physical size. A report design should not exceed a physical page
size of 45 inches in length and width. The Report Design interface includes rulers to help you keep the
report template within these parameters. Report templates that exceed this 45 inch parameter guideline may
encounter problems at runtime.

Characteristics of Columnar Sections

The columnar section format consists of column headings with rows of data under the headings. Each row is
considered a record. Due to the format of the columnar section, the column headings cannot be disconnected
from their associated variables. If either the column heading or column variable is deleted, the other is

also deleted.

This is an example of a columnar section:

Address Number Alpha Name Region Code Search Type
1001 ABC Office Suppliers DEN C
1556 XYZ Manufacturing NYC C
1785 Abbot, Dominique TOR E
3452 Paper Suppliers, Inc. CHI V

A columnar section
You can include multiple columnar sections in a report.

You can include level break headers and level break footers in columnar section reports. The level break
header displays above the column headings in columnar section reports. The level break footer displays totals
and other aggregates.

When to Use Columnar Sections

Use columnar sections when you want to display rows of data with column headings. This format is beneficial
when reviewing a large number of records with specific fields of interest. For example, you want to review the
salary of all the employees in the company.

Columnar sections can be joined to other columnar sections or group sections. Each section can have a
different business view attached. The sections are then joined on common fields.

You can define columnar sections as conditional, that is, the section is called from event rules only when
stated criteria is met.

Characteristics of Group Sections

Group sections enable you to arrange fields in a free-form layout; they are not restricted to a standard column
and row format. The group section type is the most flexible because you can place fields anywhere in the
section. Business view fields within group sections are composed of constants and variables. Initially, the
constant and variable are linked; however, you can disconnect the constant from the variable to meet the
reporting needs. Because of the free-form layout, group sections are almost always used for level break
footers and grand total sections.

This is an example of a group section:
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1001 ABC Office Suppliers
DEN

1556 XYZ Manufacturing
NYC

1785 Abbot, Dominique
TOR

3452 Paper Suppliers, Inc.
CHI

A group section

You can include multiple group sections in a report. You must insert level break header and footer sections in
group section reports to print organizational headers and totals.

When to Use Group Sections
Use group sections when a free-form layout is required to meet the reporting needs.

Group sections can be joined to other group sections or columnar sections. Each section can have a different
business views attached. The sections are then joined on common fields.

You can define group sections as conditional, that is, the section is called from event rules only when stated
criteria is met.

Characteristics of Tabular Sections

Tabular sections appear in the same column-and-row format as columnar sections. Three major differences
between columnar and tabular sections are that tabular sections offer:

* Spreadsheet functionality.
* Drill-down functionality.
* Row description columns.

These features make tabular sections suitable for presenting numerical data that needs to be summarized
with subtotals and grand totals. Typically, financial reports use tabular sections but tabular sections are not
exclusive to financial reporting.

This is an example of a tabular section:

Account Description Net June Posting
Revenue 376,697
Cost of Good 272,091
Gross Profit 104,606
General Expenses 63,911
Net Income 168,517

A tabular section
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Within tabular sections, you can:

» Automatically calculate and display totals using level break fields.
* Automatically calculate and display grand totals.

* Define data selection at the column level.

* Define data selection at the row level.

* Define calculations at the cell level.

* Define the drill-down feature.

The drill-down feature enables you to research values in the report by creating a link between the report
output file and the associated PeopleSoft EnterpriseOne application.

You can include multiple tabular sections in a report. Tabular sections processes data based on the fields
you have defined as level break fields.

Tabular sections do not use level break headers or footers. You cannot join tabular sections to other sections.

Tabular sections automatically include a Row Description column. This column displays descriptions for rows,
based on data sequencing and level break fields. It is typically the first column in the tabular section.

Totaling is dynamic in a tabular section. If a column does not require totaling, you can override the totaling
function. Because the totaling logic is built into a tabular section, you do not have to use the level break footer
sections for totals. Therefor you can change the totaling without redesigning the report.

Advantages of Using Tabular Sections

These are the advantages of using tabular sections:

* Totaling is automatic.

* Audit trails can be created using the drill-down feature.

+ Totaling levels can be changed easily by changing which fields are designated as level breaks.

* Multiple descriptions can be displayed in the Row Description column.

When to Use Tabular Sections
Use this criteria to help you determine when tabular sections will meet the reporting needs. You need to:

» Perform row level processing, such as calculations.

» Work with individual cell properties.

* Include totaling that is flexible enough to change easily.
» Define data selection at the column, row, or cell level.

* Calculate grand totals.

» Review detail at the application level using the drill-down functionality.

Characteristics of Report Header Sections

A report can contain only one report header, which prints once at the beginning of the report. The report header
can include the report title, the date when the report was processed, and a list of the names of the people who
receive the report. Typically, report headers include data fields such as, constants, alpha, numeric, and date
variables. You cannot attach business views to report headers.

This is an example of a report header on a report:
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XYZ Manufacturing
Fourth Quarter Financial Report
For the Period Ending 12/31/05

For Internal Use Only

A report header

Characteristics of Page Header Sections

A report can contain only one page header, which prints once at the beginning of each page of the report.
Page headers include a company name, page number, and date. Page headers are typically generated by
the system. However, you can manually create the page header and include data fields such as, constants,
runtime fields, alpha, numeric, and date variables.

This is an example of a page header on a report:

R55905 XYZ Manufacturing 9/24/2006 09:15:03
Quarterly Sales Page:1

A page header

Characteristics of Page Footer Sections

A report can contain only one page footer, which prints once at the end of each page of the report. Page footers
might present an explanation of the contents of the report. Typically, page footers include data fields such
as, 