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You can Re-Assign Work in NSIPS. 

	Navigate:

	
	Go    ► NSIPS Security Administration - Setup


A Clerk or Supervisor’s future work may be re-assigned for a defined period. 

To Re-assign Future Work:

	Follow these steps

	1
	Choose the Worklist Management panel.

	2
	Enter Operator ID.  

	3
	Make the Re-assign Work to: drop-down selection at the upper right screen and press <Tab>. 

	4
	Check Auditor Out of Office.

	5
	Enter the date range (From: and To:).

	6
	Click the Save icon.

	6a
	You can inform the other operator of the reason for re-assignment of work items by choosing Explain at this point.

	6b
	After Explaining, choose Yes to complete the re-assignment.  All future transactions that occur in the defined date range will be routed to the designated operator. 



In the event of planned or emergency leave, separation, or SIQ by Clerks or Supervisors, you may need to re-assign pending work.

To Re-assign Pending Work in a Worklist
	Follow these steps:

	1
	Choose the Worklist Management panel.

	2
	Enter the Operator ID for the Pending Work.  

	3
	View Pending Work in the lower left area of the screen.

	4
	Make the Re-assign Work to: drop-down selection at the upper-right screen. 

	5
	Check the work items to be re-assigned in the lower-left screen.

	
	Clicking:   
	Green checkmark selects all items

Red X deselects all items

Box on the right of the work item, selects that item

	6
	Click the double-arrow to re-assign (or move) the work items.

	7
	Click the Save icon.

	8a
	You can inform the other operator of the reason for re-assignment of work items by choosing Explain at this point.

	8b
	After Explaining, choose Yes to complete the re-assignment.  

	8c
	The work items will now be listed as DELEGATED WORK in the lower-right screen.



Use the Report Status Monitor/Print panel to view and print Standard and System Reports and transaction documents (see Forms/SubDocs in this Alphabetical Listings of this Quick Reference Guide).


To View or Print Standard/System Reports and transaction documents

	Navigate:

	
	Go  ► Report Status Monitor/Print


THEN

	
	Use  ► Report Status Monitor/Print  ► Report Status Monitor


	Report Status Monitor/Print Panel

	When you first look at the Report Status Monitor panel, you will see the report processing status in the lower part of the panel.  These reports were previously scheduled using the Process Scheduler Request.

	In this example, reports generated previously are queued (scheduled) to be run at a specific date and time.  When that date and time are reached, the reports will run, and the View and Print push buttons will be available for use (see steps 4a and 4b).

	Use the Report Status Monitor and Output Options.

	1


	Report Type

Choose report type from the View Reports drop-down list.

	
	Operator
	Only those reports run by the operator.  (Used for Standard Reports.)

	
	Shared
	All reports run by the operator and any other user with the same "Shared" privilege class and UIC.  (Used for Standard Reports.)

	
	System
	All system reports run by the operator and any other operator with the same UIC access.  (Used for System Reports.)
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	2
	Report Status

Report processing status (Queued, Initiated, Success, or Error) is displayed in the Status column in the lower-right part of the panel.  You can View or Print your report(s) once the status is Success.

	2a
	Refresh the panel by clicking the Refresh push button on the panel left.  Click this button intermittently until the final report status (Success or Error) is displayed.

If Error, see the Reports Troubleshooting Section in the NSIPS Help System.

	3
	Printer Selection

Before printing your report(s), be sure to choose the printer from the Printer Selection drop-down list.

	4a
	View

To View your report(s), click its View push button.

· For Structured Query Reports (SQRs), output will be displayed through the PeopleSoft-delivered tool SQR Viewer.
· For Crystal Reports, the output will be displayed through the delivered tool Crystal Reports for PeopleSoft's preview mode.      

	4b
	Print

To Print your report

· For SQRs, click their Print push button.  They will be printed on the Printer Selection choice.

· For Crystal Reports, use the print option in the menu (therefore, the Print push button does not activate).  If the Print Submenu selection in the Crystal Reports panel is grayed, go into Print Setup and deselect the "No Default Printer" check box.

	4c
	Save

To Save a Standard or System Report

1. Click File on the SQR Viewer Menu Bar.

2. Click Save As.

3. Rename the file.

4. Save the file in the folder of your choice.

5. Exit SQR Viewer to return to the Report Status Monitor/Print panel.

	4d
	E-mail

To E-mail your report

1. Attach the file to your e-mail message.

2. Another user (who also has SQR Viewer) should be able to print the report.

NOTE:  All NSIPS workstations have the SQR viewer installed.
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