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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
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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. 

 The ViewDirect start page will display: 

 

 

 
 

 

 

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. 

 

https://jhmcis.jhmi.edu/myreports/login.cfm
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 The Confidentiality screen will display. 

 

 

 
 

3. Left-click on the Proceed button to continue. 

 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. 

 The following screen will display. 

 

 
 

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. 

 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. 

 

 

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. 

 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. When the report list displays, you can left-click on the Report you wish to 

view.  In this example, we selected  IE59803A - STATEMENT/DIRECT 

INCOME & EXPENSE (REVISED). 

 The following screen will display. 
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4. Choose a Company and Functional Unit. 

5. 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. 

 The follow screen will display. 

 

 
 

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. 

 The following dialog box will display. 
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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. 

 The following screen will display. 

 

 
 

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. 

 The following screen will display. 
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 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. 

 

 
 

 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. 
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 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. 

 The following screen will display.  You cannot request changes 

in your report access until the database is updated. 

 

 
 

 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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 The following dialog box will display. 

 

 
 

3. Choose the Category, Sub Category, and the Report. 

4. Left-click the Select button. 

 The following screen will display. 

 

 



 16 

 
 

5. After updates are complete, Left-click the Submit Changes button. 

 The following screen will display. 

 

 
 

6. The request has been sent successfully, but it may take up to 24 hours 

to reflect the changes on your screen. 

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

your Home page for easy access. 
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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 completed. 

 

 

 

Viewing Options 
 

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. 
 

 

mailto:efields@jhmi.edu
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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: 

 
 

 

 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: 

 
 

 

 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: 

        
 The Print dialog window will display: 
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2. Left-click the OK button to send the report to the printer: 

 
 

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: 
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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: 

        
 

 The Download dialog box will appear. 

 

 
 

2.  You have the option to change the following before left-clicking the     

     Create button: 

 Pages 

 Compress into ZIP archive format 

 Download format 

o Comma Delimited (CSV) – finance documents 

o TEXT – other documents 
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 Export Method 

o Select the report name for the list. 

 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: 

         
 The File Download dialog box displays. 

 

 
 

4. Left-click the Save button. 

 The Save As dialog box displays. 

 

 
 

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. 

 Download is complete. 

 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: 

        
 The Search dialog box will display. 

 

 
 

2. In the 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. 

 As Is(Case Sensitive) It is recommended that this criteria not 

be used. 

 Current Section Only 

 Direction 

 

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

         
 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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 If the Search Again option is successful, the next occurrence 

will be highlighted. 

 

 

 

 

 

 Go To 
 

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: 

       
 The Go To dialog box will display. 

 

 
 

2.   In the Page field, type the number of the page your wish to display. 

3.   Left-click the Go To button. 

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

 

 
 

Enter information, and click [OK] 
 

https://jhmcis.jhmi.edu/ddrint/sbin/ddicgipw.exe


 26 

 
 

If you do not have a mainframe User ID, click on Request a mainframe UserID/Password 

and the following form appears: 

 

 
 

Save it on your PC, bring it up in WORD, fill it out, and attach to an email and forward to 

jhmcissecurity@jhmi.edu. 

mailto: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. 

 

 
 

2. Left-click the Preferences option. 
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3. Under the Orientation group, chose Landscape. 

4. 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. 

 

 
 

4. Left-click the Settings tab. 

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

and increase the size to 1152 by 864 pixels. 

6. Left-click on the Apply button. 

 The screen will flash. 

7. Left-click the OK button to complete the process. 

 


