
9-1 

CHAPTER 9 
REPORTS 

 
 
The types of reports available are Standard, Ad hoc and Freeform.  Standard reports are canned 
reports with pre-established formats and criteria.  Ad hoc reports are reports with pre-established 
formats but the user can include specific criteria for the reports.  Most reports may be accessed 
by cost center for the past 12 months or 10 fiscal years.  Reports (except Ad hoc) also may be 
generated for U.S. Summary totals or for all States.  In some reports, a title must be entered.  A 
pop up message will be launched if it is required. 
 
9.1 REPORT OPTIONS 
 

Several options are available for access to reports.  FIGURE 9.1 shows all options.  Users 
may access available PRE-PUBLISHED REPORTS or generate a report via RUN A 
REPORT, LIST USER ACCESSIBLE REPORTS and ADHOC REPORTS. 

 
FIGURE 9.1 

 
 
 
9.2 PUBLISHED REPORTS 
 

Published reports are standard reports that are generated and available daily, monthly, 
quarterly and yearly (FY).  Daily reports are available for the past 30 days. They are 
processed nightly for daily transactions.  The user may select the appropriate cycle period 
as shown in FIGURE 9.2. 
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FIGURE 9.2 

 
 
 

9.2.1 Reports Cycle 
 
 Select a report cycle period from FIGURE 9.2.  The Report Date screen is 

launched.  In FIGURE 9.2A, Published monthly reports may be selected by Report 
Date.  For Monthly Reports, the user has the option of 12 previous months. 

  
FIGURE 9.2A 
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9.2.2 PUBLISHED REPORTS AVAILABLE 
 

Once the user selects a cycle period, a list of reports by ID and description will be 
displayed as shown in the FIGURE 9.2B for Monthly Reports.  Certain reports, 
such as W97A, are available by cost center and nationwide.  When applicable, a 
selection screen will appear.   Select by clicking the appropriate Report ID.  The 
report is then displayed in Adobe Acrobat.  

    
             

        FIGURE 9.2B 

 
 
 

9.3 LIST ALL FMIS REPORTS 
 

To view a list of all reports, select LIST OF FMIS REPORTS (FIGURE 9.3) from the 
REPORTS OPTIONS menu. Note: Reports cannot be submitted for execution from this 
screen.  
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           FIGURE 9.3 

 
 
9.4 LIST USER ACCESSIBLE REPORTS 
 

Reports available to a user is based on the user’s profile.  Users can view a list of their 
accessible reports by selecting LIST USER ACCESSIBLE REPORTS.  Users may also 
submit a report from this screen (FIGURE 9.4) by highlighting the Report ID and clicking 
Run Report.  The appropriate format will be displayed as shown in FIGURES 9.5A-9.5E. 

 
FIGURE 9.4 
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9.5 RUN A REPORT 
 

Reports may be selected from LIST OF STANDARD REPORTS AVAILABLE TO THIS 
USER or RUN A REPORT from the REPORTS OPTION menu.  From this screen 
(FIGURE 9.5), enter a Report ID, i.e., FMISW97A or W97A.  Click RUN REPORT.  The 
options available to run reports are by Cost Center, Program Code/Recode, Date, and 
Project Number (FIGURES 9.5A-9.5E).  To exit screen, click CANCEL. 

 
FIGURE 9.5 

 
 

9.5.1 Reports Run By Cost Center 
 

If a report is generated by cost center, the screen in FIGURE 9.5A is displayed.  
Select Business Month (current or month-end date) and Cost Center, if appropriate. 
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           FIGURE 9.5A 

 
 

9.5.2 Reports Run By Date 
 

If a report requires date only, the screen in FIGURE 9.5B is displayed.  Select 
appropriate date in BUSINESS MONTH. 

 
           FIGURE 9.5B 
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9.5.3 Reports Run By Program Code/Recode/Fund Source 
 

When a report requires funding categories, enter Program Code, Recode or Fund 
Source, as appropriate.  (Refer to report T51A – Program Codes – Recode Table 
for listing of Program Code, Recodes and Fund Source.)  

 
• A combination of Program Codes, Recodes and Fund Source may be entered.  

However, codes should not be entered as combinations.  For examples, Recode 
321 (STP) and Program Code Q240 (STP Flexible) should not be used together, 
Program Code Q130 (Bridge-Skill Training) and Fund Source Q100 (Bridge) 
should not be combined, etc. 

 
• If Program Code is selected, enter all program codes for fund totals, i.e., fund 

source and subsidiaries (for example, Q100, Q130, etc.).   
 

• To add codes, click ADD.  
 

• To delete, highlight the code; then click DELETE.   
 

• Select a date (required). 
 

• Enter a title (required). 
 

FIGURE 9.5C shows Fund Source (33B0 and Q220, STP- Enhancement) rather 
than Program Code. 

           FIGURE 9.5C 
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9.5.4 Reports Run By Project Number 
 

Reports generated by project number will use the screens in FIGURE 9.5D or 9.5E 
that follow.  Select Cost Center and Business Month or Transaction Dates.  For 
Report W96A (FHWA-37), the project # is optional.  This report also can be run by 
Transaction numbers identified from the Transaction Log.  

 
FIGURE 9.5D 

 
 
 

 Another format screen by project numbers is shown in FIGURE 9.5E for 
FMISM85A.  Select As of Date and Project No.  Click Nationwide Report to 
generate all projects for all States. 
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FIGURE 9.5E 

 
 
 
9.6 AD HOC REPORTS 
 

Ad hoc reports have pre-established formats but users may select specific criteria to 
generate a report as shown in FIGURE 9.6.  Pre-established formats mean that the data 
output will be as indicated by the established column headings.  There are selected reports 
(usually the report number begins with a T, i.e., T01A) for generating ad hoc reports.   

 
• To access, click REPORT ID to view the list of reports available to user.  Click the  

appropriate report.  
 
• Enter up to 20 characters for a CRITERIA FILE name.  [Once a Criteria File is 

created, it is available to the user for any adhoc report until it is deleted from the list.  
The user may delete by clicking DELETE FILE.]    

 
• Select an AS OF DATE (current, month end or fiscal year end).   

 
• Enter a TITLE in the text field that is descriptive of the criteria selected.  

 
• Select specific criteria from the PROJECT SUMMARY fields and/or PROJECT 

DETAIL fields (scroll down to view the selections).  
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FIGURE 9.6 
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• For each selection, a pop up screen as shown in FIGURE 9.6A is launched for the user to 

either enter or select the appropriate values.  For appropriate screens, select INCLUDE 
or EXCLUDE (default is INCLUDE). Use “%” as a wildcard (for example, for all 
project numbers ending in 001, use %001). 

 
FIGURE 9.6A 

 
 

• SUBMIT to generate the report. Once the report is submitted, the criteria file is 
automatically saved.  Before submitting the report, carefully review the selected 
criteria and values displayed to the right in the SELECTION CRITERIA SUMMARY.   

 
• To view the status of a report submitted, click REPORT STATUS (to be discussed in the 

following section). 
 

• Click SAVE to save the criteria file if it is to be submitted at a later time. 
 

• To copy an existing CRITERIA FILE, click LIST to display all criteria files for the user.   
Select a file name from the list and click OK.  Then click COPY FILE.  Make the 
appropriate changes; then enter a CRITERIA FILE name for the new file.  The original 
file is then also retained.  

 
• To create a new file, click CLEAR FORM.   

 
 
9.7 REPORT STATUS 
 

From the REPORT STATUS screen (FIGURE 9.7), the status of reports submitted for 
execution can be viewed.  The status of a report submitted is indicated as WAITING, 
SUBMITTED, RUNNING and COMPLETED.  The screen does not automatically update. 
The user must click REFRESH SCREEN to update the status. A report can be viewed only 
when the status indicates COMPLETED. Highlight the report with a click; then click 
VIEW.  To delete the report from the status screen, click DELETE. 
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FIGURE 9.7 

 
 
 
9.8 VIEW REPORTS 
 

Reports are generated in Adobe Acrobat (pdf) format.  When view report is initiated, the 
report is launched as shown in FIGURE 9.8. 
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FIGURE 9.8 

 
           

 
9.9 BUSINESS OBJECTS REPORTS ( TO BE DEVELOPED) 
 

 
(RESERVED) 


