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General Information

>

Product Name: Document Direct for the Intranet (ViewDirect)

The new Web address of this application IS
https://jhmcis.jhmi.edu/myreports/login.cfm

This web site is continually being updated with new features, additional HELP
information, and any new FAQ.

Problems: Report to JHMCIS/ETSO Helpdesk (5-Help), and have your issue
escalated to Ned Fields (efields@jhmi.edu).

One of the benefits in using viewdirect is the capability of viewing the report
100% left to right. The printscreens of the reports only show about 85% left to
right.

This document is not intended to be complete documentation on ViewDirect, but
just to be used as an aid within ViewDirect.


https://jhmcis.jhmi.edu/myreports/login.cfm
mailto:efields@jhmi.edu

Accessing the ViewDirect website

The ViewDirect web site can be accessed via the Hopkins Intranet. To visit the site, you
must use the Internet Explorer or Netscape web browser.

1. Click the Internet Explorer or Netscape icon.
2. Type the following URL in the Address / Location field:
https://jhmcis.jhmi.edu/myreports/login.cfm

3. Press the Enter key.
e The ViewDirect start page will display:

2} JHHS Online Report Viewing System - MyReports Login Page - Microsoft Internet Explorer |Z||E|E|
File Edit ‘“iew Faworibes Tools  Help ;'f'
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Change Password / First Time Login
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Help
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Logging inViewDirect Web

If you do not have a userid and password for ViewDirect web, or if your password has
expired, please see the Help/Contact section of this document. To login the ViewDirect
web site, please complete the following steps:

1. Type your User Name in the User Name field, and press the Tab key.
2. Type your Password in the Password field and left-click once on the Login
button.
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Llser Mame: | |

Fassward: | |

e The Confidentiality screen will display.
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WIOLATE, COMNFIDENTIAL INFORMATION POLICIES.
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M,
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Left-click on the Proceed button to continue.
e The MyReports screen will display.
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MyReports Options

The options for the MyReports display are located on the left side of the screen. The
following instructions will explain how to use each of these options.

Home
The Home display is used to add Favorite Reports for quick and easy access. You
can use the MyReports Settings (Favorites and Address) option to add reports to

this window.
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1. Left-click once on the favorite report of your choice.
e The following screen will display.
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any andfor Functional Unit

There are multiple Companies and/or Functional Units available for this report
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Launch Report H Cancel Launch
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2. Choose the Company and Function Unit by selecting the down-arrow to the
right of the field.

3. Left-click on the Launch Report button.
e The following screen will display.
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e After selecting your report, please use the viewing options section of
this document to learn how to use the report viewing options at the top
of this report.

View MyReports

The View MyReports option displays a list of Report type categories that are
available to you. After choosing a category, you can select a report.

To display your Report List:

1. Left-click on the View MyReports option.

e The report type category(s) view will display. The report type
category(s) that will display on your view is dependent on your request
and access level.

2. Left-click on a Report Type category to display a list of available reports.
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The available reports from the selected category will display. Your
category and report list may differ depending on your access level.

<3 View Reports - Microsoft Internet Explorer,
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3. When the report list displays, you can left-click on the Report you wish to

view. In this example, we selected 1E59803A - STATEMENT/DIRECT
INCOME & EXPENSE (REVISED).

e The following screen will display.
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Launch Report H Cancel Launch
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4.
5.

Choose a Company and Functional Unit.
Left-click on the Launch Report button
The following screen will display.
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After selecting your report, please use the viewing options section of
this document to learn how to use the report viewing options at the top

of this report.

Add / Delete MyReports Request

The Add / Delete MyReports Request option gives you the option to request
access to view specific reports on-line. Or you can remove reports from your list.

To Add / Delete a Report:

1. Left-click once on the Add / Delete MyReports Request option.
e The follow screen will display.

2 Request Changes For, Access To Reports - Microsoft Internet Explorer

File Edit ‘“iew Favorites Tools  Help "?;'r
A, o . . - 5 T

@Back = e = lj @ _I\J P ! Search S Favorites @Medla e} L3~ &=

Address !@ https:fihmeis, jhmiedufmyreportsfrequest frequest, cm?command=cancel V‘ GO Links *

Request Changes For Access To Reports F

Home = Reguest Changes For Access To Reports

Cancel v

¥hat kind of reguest are you making?

(%) Add a new reportto MyRepans list
O Rermove a report frorm MyRepaorts list
Report ID: Select Marme:

Do you require Hard copy to be delivered, in addition to G A
B Online View? [J - Check box if required.

>

é 0 Inkermet

2. To Add a report, Left-click the Radio/Option button to the right of
Add a new report to MyReports list

To Remove a report, Left-click the Radio/Option button to the right

of Remove a report from MyReports list.
3. Left-click on Select.

e The following dialog box will display.

11



<23 Selact - Microsoft Internet Explorer 2

Select a Report 1D

Categony: | FINANCIAL v|
Sub
e | Monthly General Ledger (GL/E) + |

Report: | |E 102014 - GL DEPARTMENTAL EXPENSE *REPORTF |

4. Choose the Category, Sub Category, and the Report. (In this example,
the GL DEPARTMENTAL EXPENSE ** REPORT FOR EACH
JHHS ENTITY will be used)

5. Left-click the Select button.
e The following screen will display.

<23 Request Changes For Access To Reports - Microsoft Internet Explorer, [Z|[E|rg|
File Edit View Favorites Tools Help ‘?’

U

x a e
@Back - _/. \ﬂ \g l\J P ) search \E\'.I/Favorites @Media {‘E bl ]
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Request Changes For Access To Reports r

Home = Request Changes For Access To Reparts

What kind of request are you making?

Add a new report to MyReparts list
Remaove a repart fram MyReports list

GL DEPARTMENTAL EXPENSE ** REPORT FOR
EACH JHHS ENTITY

Euhctional sl i i
Unit Select

Report 1D: IE 10201A Select Marme:

=] Compary: Select

Cost Center: I:I

Do you require Hard copy to he delivered, in addition to

| Online Yiew? [ - Check hox if required.
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6. Left-click the Select button to the right of Company and select a
Company. (For this example, 0101 — JOHNS HOPKINS HOSPITAL
was selected)

7. Left-click the Select button to the right of Functional Unit and select a
Functional Unit. (For this example, 81 — JOHNS HOPKINS
HOSPITAL was selected)

8. Left-click the Submit Request button.

e The following screen will display.
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o Report requests are electronically emailed to the central
Finance for review and approval. Once the request is approved,
the request is forwarded to JHMCIS for set up. If the request is
disapproved, you will be notified by email.

2l Status of Request for Access to Reports - Microsoft Internet Explorer

File Edit  Wiew Favorites  Tools  Help ?{l
@ Back - \_) |ﬂ @ _-jj ’~ ) Search \lf/:/ Favorites w Media @ [\': - ._;%
Address |@j https:)fhmcis, jhri.edufmyreparts)cammon) skatus . cFm?sz Target=1 v‘ a Go Links **

Status of Request for Access to Reports ¥

Home = Status

The regquested action has been performed successfully. However, since it requires synchronization with
the mainframe server, it may take up to 24 hours for the changes to be reflected on your screen

€

@Done é 0 Inkernet

e The request has been sent successfully, but it may take up to 24
hours to reflect the changes on your screen.

MyReports Settings (Favorites and Addresses)

The MyReports Settings (Favorites and Addresses) option is used to request
changes to Personal Information and Preferences.

2 Request Changes to Personal Information and Preferences - Microsoft Internet Explorer

Fle Edit ‘iew Favorites Tools Help a
« - ) | | A O e o)) 21 i
O Back > lﬂ IELI () | Search \Zr\‘( Favorites @' Media €, = | .
address |4 htps:jfjhmeis. jhmi.edumyreports/personalfpersonal. cim?command=set&param=repor tas alue=IVIEW ~| s Lnks >
~

Request Changes to Personal Information and Preferences

Home = Request Changes to Personal Information and Preferences

Personal Information

il Recipient D GLEE

Reciient | GREGORY LEE | Title[PROGRAMMER.
Email | glee(@jhmi.edu | Company | JHMCIS
Address3  HALSTED 124 | Addressd 601 M. Wolf street

Favorite Reports

[ Repart 1| | Select

[] Report 2 | | Select

[l Reparta| | Select

[] Report 4 | | select
< | > 13
&) Dore 2 @ Internet
S




To Update Personal Information:

1. Verify personal information, if incorrect, left-click in the appropriate
field(s) and make the necessary changes. Your email address is a
mandatory entry that must be entered.

2. After updates are completed, left-click the Submit Changes button.

e The following screen will display. You cannot request changes
in your report access until the database is updated.

-2 Status of Request for Change to Personal Info andfor, Favorite Reports - Microsoft Internet Explorer |Z”E”X|

File Edit Wiew Favorites Tools  Help '?r”
@ Back - ) \ﬂ ﬂ 7 D) search \Jn"/ Favarites @ Media e\l Q. B |

L7 = | o) P T e B 4
Address !@ https: ffihmcis, jhmi. edu/myreports/comman/status .cfm?szTarget=2 Vl Go Links **

~

Status of Request for Change to Personal Info and/or Favorite Reports

Home = Status

The requested action has been performed successfully. However, since it requires synchronization with
the mainframe server, it may take up to 24 hours for the changes to be reflected on your screen
Changes to Favorite Reports are performed immediately. You may view them from the Home page.

@ é O Internet

e The request has been sent successfully, but it may take up to 24
hours to reflect the changes on your screen.

To Update Favorite Reports:

Reports that are selected as Favorites by the user will display on the user’s
MyReports / Home page.

1. Left-click in the Square Box next to Report #

2. Left-click the Select option to the right of the field order you wish to
update.
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i 1 Request Changes to Personal Information and Preferences - Microsoft Internet Explorer

File Edt View Favorites Tools Help
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Request Changes to Personal Information and Preferences

Home = Reguest Changes to Personal Information and Preferences

Personal Information

miy RecipientlD GLEE

Recipient | 2e GoRy LEE | Title| PROGRAMMER. |
Email |gles@jhmi.edu | Company | JHMCIS |
Address3 |HALSTED 124 | Addressd 501 M. Wolf straet |

Favorite Reports

[ Repart1 | Il Select

[ Repart 2| Il Select

[ Repert3 | Il Selact

[ Repert 4 | Il Selact

Submit Changes

~

@ Done é 0 Internet

e The following dialog box will display.

2 Select - Microsoft Internet Explorer

Select a Report ID

Category. | FINANCIAL v|
Suh Category hMonthly General Ledger (GL/E) V|
Repart: IE 598034 - |[ERIB03A - STATEMENT/DIRECT INCORME V|

3. Choose the Category, Sub Category, and the Report.
4. Left-click the Select button.
e The following screen will display.
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File Edit ‘iew Favorites Tools Help th
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Home = Reguest Changes to Personal Information and Preferences
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Recipient|D  GLEE
Recipient Name | GREGORY LEE | Tille PROGRAMMER |

Email |glee@jhmiedu | Company | JHMCIS |
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Favorite Reports
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)
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5. After updates are complete, Left-click the Submit Changes button.

e The following screen will display.

Fil=  Edit Wiew Favorites Tools  Help oy

5 s S N ; :
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Status of Request for Change to Personal Info and/or Favorite Reports

Home = Status

The requested action has been performed successfully. However, since it requires synchranization with
the mainframe server, it may take up to 24 hours for the changes to be reflected on your screen
Changes to Faverite Reports are performed immediately. You may view them from the Home page.
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6. The request has been sent successfully, but it may take up to 24 hours

to reflect the changes on your screen.

o If the request is successful, the link to the report will display on

your Home page for easy access.



FAQ (Frequently Asked Questions):

The FAQ option is a list of the most Frequently Asked Questions and Answers.
You may find the answers to question you may have. If the FAQ’s does not
answer your question, contact Ned Fields (efields@jhmi.edu). He will review

your question and respond.

Logout

The Logout option is last, but in no way the least. This will prevent anyone from
accessing your reports and personal information. Logging out should be
preformed each time the workstations / PC is left unattended in a public area, or

when your task has been compl

Viewing Options

eted.

The following topics explain how to use the Options on the viewing window. The
Viewing Options will display in the top area of the document window. These options will
help users utilize reports with convenience and ease. All options are explained in detail
in the order displayed on the viewer window.

a https:ifjhmcis. jhmi.edu/ddri
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Previous Page

The Previous Page option gives users the ability to move backward one page each
time the button is clicked. To use the Previous Page option, do the following:

1. Left-click on the Previous Page button:
Frevious Page

Next Page

The Next Page option gives users the ability to move forward one page each time
the button is clicked. To use the Next Page option, do the following:

1. Left-click on the Next Page button:

Mext Page |

Print (The default paper size is landscape)

The Print option gives users the ability to print a complete section or a single
page of the chosen report. To print a section, do the following steps:

1. Left-click the Print button:

Print |

e The Print dialog window will display:
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Print
Server: JHHS Wiew Direct
Repart: H“REF#RECIF
Yersion: 2002060516551 4
Section: GLEE GREGORY LEE
Frinter: HF Laserdet 4
Copies: I n
Pages Al

 Current Section

& Current Page

" From: I 1

To:

—

Ok

cancel

Setup...

Faont...

2. Left-click the OK button to send the report to the printer:

(8] 4

Or. You can alter the following options before left-clicking the OK

button:

Copies (Click number of copies)
Pages (Click start and end page)
Setup (Click printer, paper size, network)

Font (Click font type)

Print - Current Page (The default paper size is portrait. It is recommended that

this option not be used, since you will only print 60 % of the report — left to right.

However, if you chose to use this option, you must change the printer’s Page
Setup to Landscape. If you need assistance to change the Page Setup, turn to the

Appendix on page 27).

The Print Current Page option gives users the ability to print the page currently
being displayed on the desktop. To Print the Current Page does the following:

1. Left-click the Print Current Page button to print the page
presently displayed on your screen:
Print Current Page
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Download

The Download option gives users the ability to move files from another computer
to the one you're currently working on. You have a choice of three formats in
which to download the reports. To download reports, do the following steps:

1. Left-click the Download button to retrieve and save a
Report, Section, or Page:

Download |

e The Download dialog box will appear.

22 Download - Microsoft Internet Explorer

THHS View DirectIE 592034 (20050114232500 7

0101 EEEZEEEEERE

Pages (Oan
() Current Section Create

(%) Carrent Page
E Cancel

{:}me:é'l ’I‘.:.'I

Help
L Compress itnto ZIF archive format

Download

A s Comma Delimited (CSv) v |

Expu:urtIh'Iethu:ud'

File Extensiu:un:é

@ Cone é ‘ Inkernet

2. You have the option to change the following before left-clicking the
Create button:
e Pages
e Compress into ZIP archive format

e Download format
o Comma Delimited (CSV) — finance documents
o TEXT — other documents
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e Export Method
o Select the report name for the list.
o File Extension

o CSV- finance documents (can be viewed in MS Excel)

o TEXT - other documents (can be viewed in MS word)

3. Left-click the Create button to display the Save As dialog box:

Create |

e The File Download dialog box displays.

File Download X

\:’r) ‘fou are downloading the Ffile:
-
60a78ddSFacheFO0F3F0, C5Y From jhmcis . jhmi.edu

whould pou like to open the file or zave it to vour computer?

Open Save ][ Cancel ] [ Mare [nfa

Alwanz azk before opening thiz type of file

4. Left-click the Save button.
e The Save As dialog box displays.

Save in: |§ﬂ)ho|d V| +* | ¥ % -

EE‘I-&?EECIEFDFQ&FS‘I-FQH.CS\-‘

&

ty Recent
Documents

Wl

Desktop

&

ky Documents

File name: | B0a78dd5F 3cbof 0030 C5Y 3 [ sas |

[ Cancel ]

by Metwork Save as type: | Microzoft Excel Comma Separated Values

5. Left-click the down arrow in the Save in field, and choose the location

you wish to save your file.
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¢ Note the location where you save your file.
6. Left-click the Save button.
e Download is complete.
e If the Download complete window appears left-lick the OK
button.

Search

The Search option is used the find one or more words in a report.

1. Left-click the Search button to open the Search dialog box:
=earch

e The Search dialog box will display.

/] Find - Microsoft Internet E xplorer
Find What | Find |
[T A5 1s(Case Sensitive) Direction Cancel |
™ Current Section Only C Up & Down Hel
P |
|f§'] Daone I_ I_ E |ﬂ Internet Y

2. Inthe Find What field, type the word(s) that you wish to locate.
3. Click the search options in the dialog box that fits your search criteria.
e As Is(Case Sensitive) It is recommended that this criteria not

be used.
e Current Section Only
e Direction

4. Left-click the Find button to start the search:
Find |

e If the search is successful, the targeted word(s) will be
highlighted.

Search Again

The Search Again option is used to find the next instance of the word(s)
previously typed in the Search option field.

1. Left-click the Search Again button to locate the next occurrence of
the original search word(s):
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=earch Again

e |f the Search Again option is successful, the next occurrence
will be highlighted.

GoTo

The Go To option is used to go to and display another page within a section of the
report.

1. Left-click the Go To button to quickly display a specific page of the
report:
Go To... |
e The Go To dialog box will display.

; Go To - Microsoft Internet Ex... [lj[=] [E3

Page: I of 1

GoTo | Cancel | Helpl

%| D.|_|_|T§|ﬂ Intermnet 7

2. Inthe Page field, type the number of the page your wish to display.
3. Left-click the Go To button.
o If the requested page number exists, the page will display.
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Help / Contact Information

When your password expires, note Change Password / First Time Login on the screen.
You can change your own password - minimum 6 characters, one of which must be
numeric. If you have any problems, such as a revoked password (The System will block
out signon attempts after 3 unsuccessful attempts to log in), contact the HELP Desk (5-
HELP) and they should be able to assist you. The following screen displays rules and
hints:

4} Rules for Changing your Password - Microsoft Internet Explorer provided by Johns Hopl =|® %

File Edit “iew Favorites Tools Help |

= = 9 a Q G @ 3| I | B &

Back Forward Stop  Refresh  Home Search Favoribes  Media  History Print Mail Related
Address I@https:,l’,l’]hmcis‘jhmi.edu,l’myreports,ipassworddoc.htm j @Go |L|nks &)
-

A_ Johns Hopking Health System

Rules for Changing your Password:

Wote: This systemuses the MainframeJEM userid and passarord. If wou are a enstomer of the EPE, General Ledzer, or Payroll system, this password change will
be affective for sach of thse systams/applications.

If you are a first time customer to the online report viewing system, and the Mainframe/TEM, pouwill need to change ywour password. The password provided +ia
the Jeourity Team is just a temporary password, and it is required to be changed.

Passwornd requiremenis are:

1) 5ix (8) to eight (3) characters in length.

2)  Must begin with an alphabetic character.

31 Must contain at least one (1) mmeric

41 Vou car't re-use old passerozds

51 Passwords ave required to change every ninety (90) days. This &5 a mandated requivement.

]
[&] pone [ 2 @ memet
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Rules for Changing your Password - Microsoft Internet Explorer provided by Johns Hopkins = |ﬁ'|5|

Fle Edt Wiew Favorites Tools Help ﬁ

@« = @ = @ @ & | B
Back Forward Stop  Refresh  Home Search Favorites  Media  History Print MMail Related
Address I&j https: ) fibncis  jhi, edufmyreports passworddoc, htm j @Go ‘ Links **

ote: This systemuses the Mainframe/TBM wserid and password. If you ase & customer of the EPR, General Ledger, ox Payroll system, this password change will
be effective for each of these systemsfapplications.

If yon ave a first time mustomer to the online report viewing system, and the Mainframe/TEM, youwill need to change your passaord. The passaord provided via
the Semurity Team is fust a temporary passaord, and it is required to be changed.

Password requirements ave:

1) Six (8) 4o sight (8) characters in length.

) Must begin with an alphabetic chararter.

31 Must contain at least one (1) mmeric.

4) Yo car't re-use oM passwords.

51 Passwords are required to change every ninety (200 days. This is a mandated requirement.

&1 Password s not case sensitive.

Example of a valid password: Hellol, HELLG], hellol - all are interpreted the same, and are valid.

Continue to C Password {or) First Tiree Logon

Back to previous ecreen

@ 2002 by Johns Hopkins Health Systern. A1 rights reserved.

Click on: Continue to Change Password (or) First Time Logon

assword Maintenance for DocumentDirect for the Internet - Microsoft Internet Explorer provided

1= x|
File Edit Wew Favorites Tools Help ﬁ

¢'-*-@ﬁ‘@@@®‘§‘%v¢

Back Farward Stop Refresh  Home Search Favorites  Media Histary Print Mail Related

@ooe RS

=

Address Iﬂj hikps: ffjhmeis. jhmi. edujddrinkfsbin/ddicaipw.exe j a0 | Links ¥

DocumentDirect for the Internet
Password Maintenance

Document Server I lm
Fecipient ID: I
Ol password. I
Hew password I
Confire newr password: I

%I Clear Help |

-

H

B B T

Enter information, and click [OK]
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JHHS Online Repork ¥ ing System - MyReports Login Page - Microsoft Internet Explorer provided by Johns = | ﬁllﬂ

File Edit Wew Favorites Tools Help |
@ 0 QD B 4| @ @ @ @ | S | B &
Back Farward Stop Refresh Home Search Favarites  Media  Hiskory Print Mail Related
Address ttps:{ fihmeis. jhmi.edufmyrepartsflogin. cfm j @G0 |Links >
=
Change Password / First Time Login
Email the MyReports Administrator
Reguest 3 mainframe WserlD/Password
EaQ
Help
User Mame:
Passward:
© 2002 by Johns Hopkins Health System. All rights resenved.
& [ |5 [ mterret

If you do not have a mainframe User ID, click on Request a mainframe UserlD/Password
and the following form appears:

non.doc - Microsoft Internet Explorer provided by Johns Hopki =18 x|

File Edit Wiew Insert Format Tools Table GoTo  Favorites  Help |

= »,@ﬁ@@@@‘ﬁ%vé@@

Back T Forward Skop Refresh  Home Search |Faworites  Media History Tools il Prink Edit Discuss
AddressIEhttps;,l’,ijhmc\s‘jhmi.edu,l’myrapurts,ifi\es,l’signun‘duc d @Go |Links &

Johns Hopkins Health System

Mainframe Signon Request

EMAILTO: JHMCIS Security JhrncissecurityiEjhind edu
: Edwrard Fields efieldsi@jhmi edu
o Ke Phillips kphillagijhrad. edu

FROM:
DATE: Oetober 20, 2002
SUBJECT: Mainframe Signon Recuest — D3 & View Direct

- New Employee Request Setup
N Employee Name:

Employee 554 -
Employee Dept #:

Company Number:
Organization Name:

Functional Unit #:

@ [ [ |3 [ unknown zare

Save it on your PC, bring it up in WORD, fill it out, and attach to an email and forward to
jhmcissecurity@jhmi.edu.
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Appendix

Changing Print Properties

Portrat/Lanscape:

1. Right-click on the report and Left-click on the Print option from the list.
= The following dialog window should display.

General | Options

Select Printer

o &

Add Printer  [gEREETLETAETEES

Status:  Ready [ Print ta file
Location:
Camment: Find Printer...

Page Range
=) &l Mumber of copies:

- electior

() Pages: 1 Collate
Enter either a zingle page number or a single

page range. For example, 512

I Frint H Cancel l Ay

2. Left-click the Preferences option.



L

& Printing Preferences

Layout | Paper/Quality

Origntation

#) Portrait
() Landscape

Page Order

(%) Front to Back
) Back to Front

Pages Per Sheet:

I oK ] [ Cancel ]

Under the Orientation group, chose Landscape.
Left-click on the OK button to complete the process.
= Remember to reverse the process after printing is completed.
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Changing Display Properties

Increase/Decrease Desktop Pixel size:

1. Left-click the Start option in the lower left corner of your screen.
2. Left-click on Control Panel.
3. Double-click on Display.

= The following screen will display.

Display Properties

| Themes | Desktop | Screen Saver | &ppearance | Settings

Dizplay:

Sereen rezolution

J_ More

11562 by 864 pixels

Less .

Plug and Play M onitar on ATl Technologies Inc. RAGE 128 PRO Ulra GL
AGF

Calor quality
Highest 32 bit) |

[ Troubleshoat. . ] [ Advanced ]

[

oK J [ Cancel ] Apply

Left-click the Settings tab.

ok~

and increase the size to 1152 by 864 pixels.
Left-click on the Apply button.

= The screen will flash.
Left-click the OK button to complete the process.

In the Screen Resolution section, Left-click the right side of the Slide Bar
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