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Control-D WebAccess

Control-D WebAccess can be accessed at: https://reports.asu.edu.

Id and Password: ASURITE User id and password. See page 3 for more information
regarding this id and password.

Requesting access: To request access to Control-D, please visit forms.asu.edu and
complete the online request form.

Log-in using your ASURITE user ID and password

Select the third bullet: Administrative Access Requests (Advantage, DARSweb)
Select number two: Request for Advantage Financial System Access

Select OTHER

Type control-d for desired level of access

OhownhRE

Support:  OPS Data Center
480-965-4554
Email: tops@asu.edu

Advantage Helpline
480-965-2334
Email: Advantagehelp@asu.edu

Reference Materials: Pages 3 thru 9 of this booklet demonstrates simple searches in
Control-D that will help users retrieve, view and print Advantage Month-end Packets.

In addition to the instructions contained in this booklet, the login page of the Control-D
webpage has a “Need Help/Ask Production Support” link available. The Control-D Web
Access Help Pages provide step-by-step instructions on items such as Control-D

Requirements, Logging-in, Report filters, viewing and printing reports and much more.
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Control-D WebAccess

To access Control-D WebAccess visit https://reports.asu.edu.

The Control-D login screen will appear.

% 'Y
o User Name: || |
-
Password: | - __|"J/ &‘.
Host: |Repository_ctd4ds-CTD-PROD v [* = =
Filter: - - 3 g ___:_:'_ ':;? = - 4
y-
= £
31
Change Language ‘""’
S eE—
=k ~bmesoftware
CONTROL-D/WebAccess Server
“erzion 3.7.00.200

e Enter your ASURITE User ID and password.
e C(Click on Login.

The following view will appear. Select the Filter tab on the WebAccess toolbar to open
the Filter Report List screen.

T

Cancel
Filter
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Control-D WebAccess

The report parameters tab of the filter window is displayed by default.

Example:
T CONTROUTWebAccEs; Server - Fiter

8% vt

g edu/wa bme cbd-we avn =Filteri mdow ] - S JAE5NGTEEN4NG1 111 08V H TR IR0G &7

Filter Report List

Select the crtena for filkemmg the repor list Daleta

Fier name: Mo predafned filler =

Includhe fillared rapons from:  Current folder anty ~ | [# Apply to-all falders

Repaort Paramaters | DaefTires || ReponType | Indes I

Regothiane. | Fiapor Stahs:

¥ Active
Job Marne;
Femark:

Category

e Marne:

index Valus:

Cordmining hewt:

“Yarsion -

Genarahon:

Specific reports can be listed utilizing the filter window. The report list produced is
based on the filter criteria entered.

Report Parameters Tab

The following items can be used in defining the filtering criteria.

1. Report Name - matches reports with this recipient name.

2. Job Name - matches reports created by the specified job

3. Remark - matches reports having specified remarks.

4. Category - matches reports with this category name. Category is an informative
field that specifies the decollation that produced this report.

5. Index Name — matches reports with index names. This index name can be entered
here or from the Index Tab.

6. Index Value - matches reports with this index value. The index value refers directly
to one of the values of the name specified in Index Name. Reports opened from the
filtered list contain only the pages with matching indexes. The index value can be
entered here or from the Index tab.

September 10, 2009 Control-D WebAccess page 4



Control-D WebAccess |

8. Version- Select "Last Version" to list only the most recent version of each report
(Example: Only the current Month End Advantage reports).

* Active - non migrated reports.
* History — long term archived reports.
* Migrated — reports that have been moved to an alternative location from the active

report folder.

Note: Recipient is no longer available. In the main report list window, there is a folder
for each valid recipient. You will only see folders which you are authorized to view.
Open the recipient's folder to view available reports, then initiate the filter.

Date & Time Tab
The Date & Time tab is used to filter reports that match specified date and time

characteristics, such as decollation date or age of report.

cpens = Fittersyindoes B0l =4 7865097 BOSE L

Filter Report List

Select the cntena for filedng the report list | Dolet J

Filer rame. Mo predefined filer -

Inciuds fitered reports frol Curent folder only - < Apphyto all folders l

.. Fepon Typs Imcles
Select dates: I
o e

Dhata from: To:

J Report Farameters

Feriod: -

Current dadm is: 090472009
Cwrant date fommat is: mimfddiywyy

Select irme:

Teme from: Tox

W@ Internet | Pratected Bcde: On g = W|IAFS% -

Date & Time Tab
Specify a date range using the MM/DD/YYYY format displayed in the Date & Time tab.

NOTE - The date range can also be represented as a calculation with respect to
“today’s date” using the keyword #today or #today-n. The '-n' represents the number
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Control-D WebAccess

of preceding days from the date entered in “today’s date”. Date Type should be set to
Run.

Period
If Period is specified, the Date From and To fields are automatically filled in with the
selected period.

The following definitions are available to choose from.

e Last Day - reports that became available today

« Last 5 Days - reports that became available within the last 5 days

e« Last 10 Days - reports that became available within the last 10 days

e« Last 20 Days - reports that became available within the last 20 days

« Last 6 Months — reports that became available within the last 180 days

Report Type Tab

The Report Type tab filters reports based on specified report t

Filter Report List

Select the crtena for filkering the report list: |,‘__ Delete )
Filter name: | Mo predefined fiter |+ -

l\._ Save )
Include filtered reparts from: | Cument folder only v Apply ta &l folders

Feport Parameters || DatedTime | Report Type | Index

Text reports
AFP reports %
Herow reports
PDF reportz

Other reports

L Apply )
- Default )
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Control-D WebAccess

Index Tab

The Index tab filters reports held in repositories that support global indexes. Global
indexes are used to search multiple reports for specific values in report text.

Filter Report List

Select the criteria for filkering the report list: Delete \ )
Filter name: | Last used fiter :
Save )

Include filtered reports from: | All folders hd Apply to all folders

Feport Parameters DatetTime | Report Type | Index

| Apply )

L Default )

To display a list of available indexes use the drop-down arrow in the Available Indexes
box.

Example:
Filter Report List

Select the criteria for filkening the report list: Delete )
Filter name: | Last used filter + :
Save i

Include fitered reports from: | All folders ~ | [] Apply to all folders

Feport Parameters DatekTime | FReport Type | Index

W
”~

ORG
AGENCYORGAACCOUNT
ASUID
CHECKID
CHECKNO
CHECKMNUMBER
COMMODITYATEM

LASTREFERENCEND
LASTREFTRAMSHD
MAME
ORGMANAGER
POMUMEER
POSITION
REFERENCE TRANSID
REFPOIDT
REFPOID2 _
REFTRANS
SIGGESTEDVENDOR \ Apply )
TRANSACTIONID :
TRANSACTIONIDT ( Default )

— TRANSALTIONID2
YEMDERDODE
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Control-D WebAccess

Viewing a Report with Contro/-D WebAccess

1. Position the cursor over the report name and click to view the report. The report will
open in a separate window.

Example:

prreore @ (- M- LK D

% [ JFIAAT

Paze

petaiLREpoRTs 14 4 FlitE g

i
] Agplat waad ilarted
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Control-D WebAccess

Retrieving Advantage Month-End Packets by Org Manager
The following steps demonstrate a simplified search for retrieving an Org Manager’s

most current Advantage month-end packets sorted by Report Name (i.e. RSSSA,
RBDUG, A400A, A611E, etc.). All Advantage accounts assigned to this Org Manager will
be provided within each report.

Report Parameters Tab

Reports Status: Leave Active checked.
Utilize the Index Tab to auto-populate the Index Name and Index Value.

Index Name: Most commonly used Index Names are:
0 AGENCY
0 AGENCYORG
0 ORGMANAGER
0 ORGMANAGER\AGENCYORG

Index Value: The index value relates to the information specified in Index Name. For
example, if ORGMANAGER is selected as the Index Name, the Index Value would be the
Manager’'s Advantage id (i.e. KBB1).

Filter Report List

Select the criteria for filtkering the repart list: Delete ]
Filter name: | Mo predefined filter | » -
Save i

Inciude filtered reports from: | Cumrent folder onby et Apply to all folders

Report Parameters | DatekTime | Report Type

Report Hame: FReport Status:

Active
Job Mame:

Fiemark:

Categany:

Index Mame: | ORGMAMAGER

Index alue: KBEB1

Containing test: |

Wersion: w

Generation:

I Apply )
£ Default )
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Control-D WebAccess

Index Tab
e Click on the Index tab.
e Click on the drop-down arrow ﬂ under Available Indexes to display a list of

available indexes.
e Click on the ORGMANAGER option.

p!'_'f CONTROL-DMWebAccess Server - Filter - Windows Internet Explorer

£ | https:fjreports, asu,edufbmc-ctd-wa-cgi, exer0=FiterWindowl =367 1296009 1009101 157 Y21 7862609 %

Filter Report List (P)

Select the criteria for filkering the report list: l\._ Delete )

l\._ Save )

Filter name: | Last used filter

Include filkered reports from: | All folders ha Apply to all falders

Report Parameters DratedTime Report Type Index

ORGMANAGER ~ KEET =

ASUID ~

CHECKID

CHECKND

CHECKNLIMBER:

COMMODITYATEM

FUND

LASTREFEREMCEND

LASTREFTRANSND

MNAME

DRGMANAGER

PONLIMBER

POSITION

REFERENCETRAMSID

REFPOIDT

REFPOIDZ

REFTRANS

SUGGESTEDVENDOR

TRAMSACTIONID _

TRANSACTIONID

TRAMSACTIONIDZ o Apply )

WENDERDODE

VENDOR | Default )
—|WENDORCODE

WENDORCODET
—WENDORCODEZ _
Dor ENDORINYOICE & Internet #100% -

e A second index box will appear.
e Enter the ORG Manager id (i.e. KBB1) in ALL CAPS
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Control-D WebAccess

Date & Time Tab
e Click on the Date & Time tab.

e Click on the arrow down lJ on the Period option.
Last 20 days or a date range.
e Select Apply.

**Last Day is defined as reports that became available today.

Filter Report List

Select the criteria for filkering the repart list: Delats )
Filter name: | Mo predefined fiter  »
Save '

Inchude filkered reports from: | Cument folder anly w | Apply to all falders

Feport Parameters DatekTime | Feport Type Index

Select dates:

Date lype: Decollated |

D ate from: | | Ta: |

Periad:

Current date is: 0971042009
Current date format iz: mm/dd fypypy

Select time:

Time from: | To |

| Apply )

! Default )

All the current Advantage Month-end reports for this Org Manager will be displayed.

(= CONTROL-D/WebAccess Server - Report List - Windows Internet Explorer NEE

@\-‘/ + [ hktps:ireports. asu.edufbme-ctd-wa-cgi.exe?0=ReportListindowi| =866 10092121 7064 344584 =F lderscreenparts¥: 2Bt DENEIEN [le]-

File Edt View Favortes Tools Help @5

w & [ECONTROL-DﬂWehAccess Sarver - Report List liw -8B o~ [k Page - G Todls - o

hme e | Thies 2 { ¢ ?) AskProduction Support

Report List b b

Folders NS

S B B 7N N T
B pessa COMP-ME 10/02/2008 1085 =] =] Decolated  ROLLUP MONTHLY  PHA
B rounG COMP-ME 10/02/2008 1280 & =] = Decolasted  ROLLUP MONTHLY — PHA
0 puone COMP-ME 10/02/2008 1749 =) =] =] Decolated  ROLLUP MONTHLY  PHA
3B reer) COMP-ME 10/02/2008 192 =) =] = Decolasted  ROLLUP MONTHLY — PHA
B Fassa COMP-ME 10/02/2008 4307 =) =] =] Decolated  ROLLUP MONTHLY  PHA
B rsuis COMP-ME 10/02/2008 3283 & =) = Decolasted  ROLLUP MONTHLY — PHA
0 o COMP-ME 10/02/2008 3018 =) =] =] Decolated  ROLLUP MONTHLY  PHA
B eeer) COMP-ME 10/02/2008 2990 =) =] = Decollsted  ROLLUP MONTHLY — PHA
lﬁ'% A AN CrkdRhAE AN 2N0E TARR l’gi R (B Narnllatad NFETAN BAMIKITHI Y PH
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Control-D WebAccess

Viewing a Month-end Report

To view an individual Advantage month-end report, position cursor over the report
name and click to open the report. The report will open in a separate window.

= CONTROL-D/WebAccess Server - Report List - Windows Internet Explorer

6::/ | ] hetps:ireports. asu.adufbme-ctelwa-coi.exeD=ReportListwindowss1 =866 10097121 786434456 Folderscrasnpart st 2EbdtE v & [*]x] [ [[2]-
File Edt View Favortes Tools Help &
o [@CONTROL—D/WEM::ESS Server - Repart List I } - B - hPage - () Took -

T Fitter
Report List

Folders

Cancel

Fitter (2 Ask Production Support

[KE

=]

COMP-ME 10/02/2008 1065 & @ = Decallated ROLLUP MONTHLY PHY
COMP-ME 1040272008 1280 @ @ = Decollated ROLLUF MONTHLY PH
=B Ruone COMP-ME 10/02/2008 1749 =1 =] = Decollated  ROLLUP MONTHLY PHY
@ ERFPRJ COMP-ME 1040272008 192 ﬁ @ = Decollated ROLLUF MONTHLY PH
ﬁ FS554 COMP-ME 10/02/2008 4807 @ @ = Decaollated ROLLUP MONTHLY PHY
@ ESULE COMP-ME 1040272008 3283 ﬁ @ = Decollated ROLLUF MONTHLY PH
B o
B reery
= s anna

v

£
#=] applet WaCornector started

=) & Internst
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Control-D WebAccess

Printing a Single Report

Open the report to be printed.

On the Control-D WebAccess Toolbar:
e Select the dropdown arrow next to the REPORT
e Select PRINT
e Click on PRINT submenu

Print all or part of report as needed.

Example:

| hittpa fepaiti.aim ede  COMTROL DVWeblecess Seiwer - Repadl View  NicressD lieisel [aploier

- '
i -
——— .
LI L Bees S - L]
L & - L] .
e e .
S '
e e "
S — "
Bor ko - B - "
A ¥ . willud - L]
B - _ - L]
L L r - *
S "
— . n
. Pou
- - "
- L= - = ¥
e . el *
g v
sne u N "
P
-
[ r-
- aak - i
i r L . .
L t el e
o
'
- - - -
- L
] Akt WisTermacr dwted 5 W rowrar
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Control-D WebAccess

Printing Multiple Reports

Control-D has an option that allows a user to select multiple reports to be turned into a
“unified PDF report” that can be modified and/or printed.

To create a “unified PDF file:”
1. Highlight the reports you wish to print by clicking next to the report name. To
select multiple reports for print, hold down the “ctrl” key while selecting reports.

Note: Do not click on the report link as it will open the report in the detail view.
Below the A611E and the TC0110 reports have been selected.

2. Click on the PDF icon. This will create a PDF that can be modified and/or
printed.

{= CONTROL-D/WebAccess Server - Report List - Windows Internet Explorer

@;; + | ] htps:fireports. asu edujbme-cta-vancgi exe70—ReportListWindawel =956 1009212 1 785434458 —Falderscreenparts HEt<te: 2 & ][] | |l2]-

File Edit Yiew Favortes Tools Help @

o I@comTRoL—waEhAccess Serwer - Report List Iil - 8 i - [ page - ETools +

bmc Cb Filter

Report List

Folders 4 START

= Castat B e

=B psssa COMP-ME 10/02/2008 1085 =] = Decollsted  ROLLUP

s JE COMP-ME 10/02/2008 1280 5 =] = Decollasted  ROLLUP
=B puone COMP-ME 10/02/2008 1743 = = = Decollsted  ROLLUP MONTHLY PH
=B peer COMP-ME 10/02/2008 132 =1 =] = Decollsted  ROLLUP MONTHLY PH:
B pssos COMP-ME 10/02/2008 4807 = = = Decollsted  ROLLUP MONTHLY PH:
=B rsue COMP-ME 10/02/2008 3283 = =] = Decollsted  ROLLUP MONTHLY PH:
B mone COMP-ME 10/02/2008 8018 & = = Decollasted  ROLLUP MONTHLY PH:
=SB reery COMP-ME 10/02/2008 2930 =1 =) = Decollsted  ROLLUP MONTHLY PH:
= JE Y COMP-ME 10/02/2008 21455 =1 =] =1 Decollsted  DETAIL MONTHLY PH:
s JES PTIS COMP-ME 10/02/2008 14185 =1 =] = Decollated  DETAIL MONTHLY PH
=SB aene COMP-ME 10/02/2008 20882 = = =] Decollsted  TRANS DETAL  MONTHLY PH
B senr @ COMP-ME 10/02/2008 15432 = =] = Decollsted  TRANSDETAIL  MONTHLY PH
B 620 COMP-ME 10/02/2008 9851 & =2 = Decollasted  DETAIL MONTHLY PH:
= ISl T COMP-ME 10/02/2008 6150 & = = Decolasted  DETAIL MONTHLY PH:

)
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Control-D WebAccess

Additional Information

Restoring a Report from History

Restoring reports from history is no longer necessary. If, for any reason, you don't see
a report, please call Production Support and x5-4554 for assistance.

Saving Searches

To save a search:
o In the Filter window, click Save once all the search criteria has been entered.

o The Save Predefined Filter window is displayed.
Select the criteria for filtering the report list: Delete )

Filter name: | Mo predefined fiter v z

Save '

Includz filtered reparts from: | Cument folder onty “ Apply to all folders

Report Parameters || DatedTime | Feport Tppe || Index

Report Marne: Repoart Status
Ative

Job Mame:

Remark:

Category

Index Name: | ORGMANAGER

Index Wale:  |KBB1|

Containing text:

‘Wersior v

Gieneration:

Apply ) = —
- f.‘ CONTROL-D/WebAccess Server, - Save Predefined ... Q‘E|@

| Default ) ] https: ffreports asu, edujbme-cto-warcg exe70=hasea=Fiter_manage | &4

Save Predefined Filter

o Type a search/filter name.

o0 To set this search as the default, select
Default.

o Click Save.

o0 The saved search is selected in the Filter Name box.

Select the eriteria for fikering the report list: Delete '

Filter name: | KBB1 Curent Morth-End Reports

.‘ﬂ.l_h Save )

Include filtered reports From Currertt folder onby v Apply ta all folders

Filter name: KBB1 Current Month-end reports|

[ Defaut { Save

http & Internet F 100% -

Report Parameters | DatekTime || Report Tepe | Index

Fepart Status:
Active

Fepart Mame:

Job Mame:
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Control-D WebAccess

To delete a search:
o In the Filter window, select a filter name.
o Click Delete.
0 A confirmation message is displayed.
o Click Yes.

Additional Information

Report Parameters

Report Name: Leave blank to return all reports for an Org Manager or provide a
report name to search for a particular report (i.e. AG11E).

A search may be done for more than one report by filtering with a wildcard character.

Filtering With Wildcard Characters

The asterisk (*) wildcard character can be used in the Report Parameters tab to
implement searches using pattern matching. The asterisk wildcard can represent a
single character or a group of characters that match filter criteria. Wildcards can be
used anywhere within filter criteria fields, anywhere in the field (i.e. *611%*).

Installing a Plug-in for Control-D WebAccess Printing

It is necessary to install a plug-in to print from WebAccess Control-D. Administrator
rights are required to perform the following set of instructions.

1. Ensure the internet browser is accepting "pop ups" for WebAccess Control-D.
* From the tools option on your internet browser:
> Choose Bop-up Blocker

> Pop-up Blocker Settings
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Control-D WebAccess

Example:

A CONTROL-D/WebAccess Server - Report List - Microsoft Internet Explorer
Fle Edt View Favorte JRE= M Help

#:Ihttns Ifrapl:tts asu, m ;
chglc-. Windows Update

?}ﬁl Windows Messenger

Sun Java Console
nupurt List -

P <TADRT

2. Where prompted to place the address of the website to allow:

* Enter https://reports.asu.edu

>Click on the Add button.

Example:

Pop-up Blocker Settings

Exceptions

Pop-ups are currertly blocked. You can allow pop-ups from specific
‘Wb tite: by additng the zite ta the list below.

Allowed sites:
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3. When the address has been added it will show up in the Allowed sites sections.

Example:

Pop-up Blocker, Settings [EJ

E xceptionz

Fop-upz are currently blocked. 'ou can allow pop-ups from specific
WWeb sites by adding the zite to the ligt below,

Address of Web site to allow:

Allowed sites:
reports. azu.edu

Remowve Al

Motificationz and Filter Lewvel
Play a zound when a pop-up iz blocked,
Show [nformation Bar when a pop-up is blocked.

Filter Lewvel: .
Medium: Black mast automatic papups v
Pop-up Blocker FAQ >
e p—
4. Choose a report to print. The message below will appear.
>Click 'OK’
Example:

Microsolt Internet Explorer

1 BMCWASIEVIE ! Weltome To Control-D. Befors you can perform this function, Control O WebJicosss has to rstall s plugein, 0F you e runsing
- Wincdoes PSP, i iy Ribad b chose il windows a0 rightl chol on the yeliow ndormalion bae in the Condrol-D WebAotess Progress Winidow,

o ]

5. On the bottom right portion of the window another "pop-up” will be displayed.
* Find the instructions "Click here to Install.."

> Place the cursor on the verbage and click

September 10, 2009 Control-D WebAccess page 18



Control-D WebAccess

Example:

2 https:/ireports.asu.edu - CONTROL-D/WebAccess Server - Print ... E]@|E|
following Activel control: ‘local-operation.cab’ from BMC Software X

", Click here
—

o install. ,

Printing Eeport: SAMPLE REPORT 1

8 @ Internet

**The printer box will be displayed when the installation is completed.

Examﬁle: ]

Printer

Plame: =2 \it-inkernalecbhpSsims: - Propertiss
Status: Idle - T
Twvpe: HF Laserlet 8000 Series PS5 _"'CI
where: ech [ ek oo e
Comment TOPSIOPS ] Marsanl Slen
Page range Coples

@ all Number of copies: i] =
) Currgnt page ) gelection —I— |
ﬁ Pages:

Enter page numbers andfor page ranges
separated by commas. For example, 1,3,5-12

q [+] Collate
P
Zoom

Print what:  Document G
: Pages per sheek: 1 B
Prink: All pages in range 5 A —
Scale ko paper sige: | No Scaling ~
Lo Ji coo ]

For more information on Reports Status, the Report Parameters, Date &
Time, and Index tabs please visit the Control-D help pages.
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