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Creating a Report of Electronic Distributions

view-only mode. No updates can be made to this form. Primary
and secondary recipients will no longer automatically receive
month-end reports as of this date.

f As of July 17, 2021, the Electronic Distribution Form is available in

1. Click on the Report button found at
the bottom left-hand corner of the
form. The Electronic Distribution:
Report form will appear.

2. Select the name of the desired primary © Electronic Distribution: Report i |
recipient by either entering their name B Ty REETEL mn

(last name first), or by performing a B Report for Primary Recipient Only
search through the List of Values (LOV)

i . L. . Secondary Recipient
button in the Primary Recipient field. <
eport Group

Ninclude End-Dated Records

o | e

To Run a Report for the Primary Recipient Only:

© Electronic Distribution: Report -/ 2
3. Check the Report for Primary ' ipi
Recipient Only box. The

fields related to the
Secondary Recipient will
become inactive.

Secondary Recipient

Report Group
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To Run a Report for a Specific Secondary Recipient:

4. Leave the Report for Primary O Electroni ibution: Repo
Recipient Only box Primary Recipint
unchecked. W Report for Primary Recipient Only

Enter the name of the Secondary Recipient ™ [Baylor, Anitra

search for the individual by -

clicking on the List of Values
(LOV) button in the

Secondary Recipient field.

To Run a Report for All Secondary Recipients:

5. Torun areport listing for all © Electroni ibution:

Secondary Recipients related Primary Recipient \m_ﬂ

to the Primary Recipient,
leave the Report for Primary

Recipient Only and the Secondary Recipient
Secondary Recipient fields Report Group 4]

blank. Hlinclude End-Dated Rec

6. After entering your criteria, ‘ m

click the Submit button.

BReport for Primary Recipient Only

7. A notification will ]
appear explaining that © Note
the report has been
sent to your personal
worklist and will display
the request id number.

‘ ou should receive a workflow notification with the report
achment aft me time. If you do not receive a workflow
notification, please report the problem with request id

93941919.

Click the OK button to @
close the notification.
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8. To access the report, go
to your Personal

. . l m UAB FN Document Entry/Approval
workIISt n Orade. N Navigator v B2 Favorites ¥ Diagnostics Home Logout Preferences Help
‘Worklist

9. Locate the workflow T lsimele searshy]
notification by the date je‘k::‘t;:*NM beassion aClosc] provius [125_v]Neat25 @
the report was Se.Dm\m... Type I St Ibue ‘f,;";“s
submitted. Click on the 0 WFUAB Message Report Sent by UAB Notification Mailer 12-3ul-2021 Open
link to open.

10. The notification will include
the Request ID number,
Primary Recipient, and
Report Name for which the
report was run. Click on the S T
View Report link to open ReporsSent oy UAB Notifaton aler o e o e
the result. To. Head, Laneitia

Sent  13-Jul-2021 10:41:23
1D 222288357
Request # 93941919: Secondary Distributions Report
Primary Recipient: Stark, Victor S
Secondary Recipient: Baylor, Anitra
Primary Only: N

Important Note!! The report Incude Enc.Dated Records N
can only be viewed once.

Once the View Report link has
been accessed, any other et ki

aupe accessed by clicking on the link below. ¥

WPty reasons this report will be viewable only once. i.e. once you have viewed the report, you will no longer be able to click on the URL. To retain
on File>Save and save to a local directory. Otherwise, to view it again, you will have to regenerate the request

OK | | Reassign | | Request Information

attempts to open the link will i l———
receive an Authentication
Error message. In order to
access the report multiple
times, it is necessary to save
the report to your computer
before closing it.

11. After the file downloads,
click on it to open it in
Excel.

GLAKEUM SITAR ASBCF 3119306 050 53113505 SR 00 L5l

Once the document opens,
the report can be edited
and saved as desired.

sgnsary iermasans g3 |
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