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Navigation 
 

 

  

1. Click Worklist in the menu. 

  

2. Click Navigator icon or menu item. 
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Navigation (continued) 
 

 

  

3. Click Financial Reports icon. 

 

  

4. Click Process Monitor icon. 

 

  

5. Click Process Monitor icon. 
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The Process Monitor displays the Process List, or the history of reports that you have run in PeopleSoft. By default, the list displays only those 
reports that you have run in the last day, but it may be adjusted to show reports run as long as 99 days ago. The list displays each report’s Run 
Status, which indicates whether it has completed successfully, is still in process, or produced an error. Reports that were started erroneously or 
that “hang up” (continue to process without completing or producing an error) may be canceled and deleted from the Process Monitor. The 
Refresh button is used to update the report information on the page. 
 
Process Monitor 
 

  By default, the Process List displays the reports you have run in the 
last day. The most recent report is at the top of the list. Note the 
Run Status of each report. 
 

Run Status Description 

Queued Report is in line to be processed 

Initiated Report has started  

Processing Report is in process 

Posting Report is being finalized 

Success Report is complete and has 
been emailed 

Error Report failed  
    

To change the range of reports displayed, complete the following 
steps: 
 

1. Make changes to the Last field. 
• In the box, enter the desired number. 
• Using the drop-down arrow, select either Days, Hours or 
Minutes. 

2. Click   . 
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PeopleSoft will prevent you from running multiple instances of the some reports at the same time. Thus, if one instance of a report is stalls in 
processing, a second instance of that report cannot be started until the first one has ended. Use the Process Monitor to cancel a stalled report. 
 
Cancel an Entry 
 

  

1. Click the Details link for the report you wish to cancel.  

 

  

2. Click Cancel Request radio button. 

3. Click   .  The Report Status will be listed as 
Canceled, another report of the same type may be started. 
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Delete an Entry 
 

 

  

1. Click the Details link for the report you wish to 
delete. 

 

  

2. Click Delete Request radio button. 

3. Click   .   

4. Click  to see the report removed from 
the Process List 
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Assistance 
 
Questions regarding how to utilize the PeopleSoft Process Monitor panels should be directed to PeopleSoft Support at ext. 8-1121. 
 
The office is usually staffed from 8:00 AM to 4:00 PM.  In the event no one is available to assist, you may leave your question on the office Audix 
voice mail system, and we will return your call. 
 


