
 

SPPS PeopleSoft 9.1 Training Page 1 
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Business Process Navigation 

1. Understand and use Process Monitor to monitor reports 
and processes you request to run. 

1. Use the Process Monitor hyperlink 
from the run control page or navigate 
to Main Menu > PeopleTools > Process 
Scheduler > Process Monitor 

Steps for Using Process Monitor 

1. What is Process Monitor – The Process Monitor is a list page that allows you to see what reports or other processes you have 
requested to be executed by the database.  When you are just entering data on a page the process monitor is not involved.  
But when you request a report to be executed (also considered a process) or you need to run a process such as a budget 
check or a journal edit, then the process monitor is involved and can show you the status of your process. 

2. From any page used to request a process to be run, you typically can find a hyperlink to access the Process Monitor as 
shown below.  Also on the same page is the last process instance assigned when you last requested this process to be run.  
This will help you find the process in the Process Monitor if you have run the same process multiple times. 

 

3. Click on the Process Monitor hyperlink to view the Process List page. 

 

4. The top section of the page entitled Actions allows you to change the search criteria that controls the display list in the 
Process List section of the page.  Your User Id will default in the User ID box.  If you only want to see a particular process 
Name, you can enter the technical process name in that field.  The Journal Entry Detail report in our example here has the 
technical name of FIN2001.  Or you can narrow down by Type to the Process Type such as SQR Report or Application Engine, 
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etc.  You can also narrow the results by changing the number of days that display or change from days to hours.  Or if you are 
looking for any processes that have ended with a status of error, then you can select the Run Status of Error or any other run 
status desired. 

5. Once you display the desired list there are things to look for.  If your process is still running then there will be a display of one 
of 3 statuses in the Run Status column.  The status list below is in the order the statuses occur. 

Status Description 

Queued You have completed the request but the process 
is waiting to be started by the database. 

Initiated The database has recognized your request to 
run the process but it has not yet begun 
processing. 

Processing The database is executing your process request. 

 

6. If your process status is any of the Queued, Initiated or Processing, then you need to click the Refresh button periodically 
(every 30 seconds to a minute) to refresh the page and see if the status has changed. 

7. Once the job completes there are additional potential statuses for your process.  You hope it will be a status of Success but 
there is the potential for an error to occur or other statuses. 

Status Description 

Success Database successfully completed the process 
request.  However, success status does not 
mean all the transactions processed were fully 
processed.  You still can have errors in the data 
even with a status of Success. 

No Success Typically on an application engine type process, 
this status mean the process could not complete 
due to some error condition. 

Error The database could not complete the process 
due to a data error. 

Warning The database was able to complete the process 
but there are some warning level errors but no 
fatal errors that prevented the process from 
completing. 

 

8. If you get any final status other than Success you will need to go further to determine the problem.  You may however need 
additional resources to help you resolve. 

9. Click on the Details hyperlink in the right most column beside your process that has a status other than Success. 

 

10. The Actions section at the bottom right of this page has hyperlinks to more detail.  The important links are Message Log and 
View Log/Trace. 

11. Click on the Message Log hyperlink to view the Message Log.  This may tell you what the issue is. Each process provides 
different messages to the message log and some are more helpful than others. 
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12. In this journal edit process in the example above, the process ended in a warning status to show you that not all journals were 
successfully processed.  The job could complete but some journals have errors.  In this example you should be able to go 
online to the journal entry pages and find the error journals and research the individual error messages to correct and re-edit. 

13. Other times the message log with give you a more technical message and you will have to contact someone in the Finance 
Department to help with the resolution.  An example of a more technical message is shown below. 

  

14. You can also select the View Log/Trace hyperlink from the Process Detail page and it will have a link to a file.  
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15. You would click on File Name in the File List section of the page to view some details. 

 

16. Anything in this file would normally require a technical resource to resolve so you would need to contact the Finance 
Department.   When contacting the Finance Department make sure to include the Process Instance number so they can start 
the research into your issue more quickly. 

17. Additionally, if the process you ran was a report and it was successful, then an alternative way to retrieve the report output is 
from the View Log/Trace hyperlink, the report output would show up in the File List section as an additional line that you could 
select to view the report output.  This is an alternative to using the Report Manager hyperlink discussed in a separate 
document. 

 

 


