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Lesson 1: Navigate to My Reports Console 
Lesson 2: Report Data Options 
Lesson 3: Export Options  
Lesson 4: Output Options 
Lesson 5: Reporting using “On Behalf of” 
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Lesson 1 
Navigate to My Reports Console 

Using the 
Application 
Launcher on the 
left side of the 
screen, scroll 
down to Service 
Request 
Management, 
then Request 
Entry.   
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Lesson 1 
Navigate to My Reports Console 

To access the reports console, select the Print button 
located under the “My Requests” section. 
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Lesson 2 
Report Data Options 

Where it says “Select data for” choose My Requests if you 
would like to run a report on your personal services requests, 
or All Requests if you’d like to run a report on your 
department’s service requests.  
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Lesson 2 
Report Data Options 

Users may report on a variety of request data using the 
‘Show’ drop-down box. There are currently six options 
available, which are defined on the next page. 
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Lesson 2 
Report Data Options 

All Requests with all status values except ‘Closed’ and ‘In Cart’ 

Open and draft 
requests  

Requests with all status values except ‘Completed’, ‘Closed’, 
and ‘In Cart’ 

Request needing 
attention  

Requests with ‘Needs Attention’ flag that are not ‘In Cart’ 

Recently closed 
requests 

Requests closed within the last (7) days that are not ‘In Cart’ 

Requests closed 
since last login  

Requests closed since current user last accessed Request 
Entry that are not ‘In Cart’ 

Closed requests  Requests with status of Completed, Rejected, Cancelled, or 
Closed 
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Lesson 3 
Report Options 

There are (4) reports currently available, and only those 
applicable to the specified ‘Select data for’ option are 
visible in the report table. Select the report you would like 
to use, then press the Run button.  
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Select data for Report Name Description 
My Requests My Service 

Request Listing 
Report all service requests for the 
specified 'Requested For', basic format 
suitable for exporting 

My Requests My Service 
Request Report 

Report all service requests for the 
specified 'Requested For', formatted for 
web or .pdf 

All Requests My Department's 
Service Request 
Listing 

Report all service requests for the 
specified 'Requested For' department, 
basic format suitable for exporting 

All Requests My Department's 
Service Request 
Report 

Report all service requests for the 
specified 'Requested For' department, 
formatted for web or .pdf 

Lesson 3 
Report Options 
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Lesson 4 
Output Options 

Once in the Report Viewer, users may print or export the 
data shown using the control buttons on the upper left.  
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Lesson 4 
Output Options 

Print 

Users can first specify 
the pages to be 
printed. 
 
Next, choose the 
name of the printer 
where the output will 
be directed to.  
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Lesson 4 
Output Options 

Export 

Users can specify the 
export format they 
would like. Currently 
the options available 
are PDF and Excel. 
Best results are 
achieved when using 
the output option that 
corresponds with the 
appropriate report.   
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Lesson 5 
Reporting using ‘On Behalf Of’ 

To run a report on behalf of another employee with your 
department, click the Settings (gear) icon located at the 
top of the SRF Application Console Home page, then 
select On Behalf Of… 
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Lesson 5 
Reporting using ‘On Behalf Of’ 

To find a specific user, enter the user’s name in the 
Search field and click the Search icon. Select the user 
from the search results and click Select. 
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Lesson 5 
Reporting using ‘On Behalf Of’ 

Once you return to the Service Request Reports 
Console, notice how the system now displays the other 
person’s name in the top right. Any reports you run will 
now display data for this specific person until you set 
yourself back to being the user.   
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Lesson 5 
Reporting using ‘On Behalf Of’ 

To set the system back to 
yourself, click the Settings 
(gear) icon located at the 
top of the SRF Application 
Console Home page, then 
select Back to Myself. 
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