Revised access to Student Desktop Reports (SDR)

Please note that these instructions are meant for clients who already have SDR access.
If you do not yet have SDR access and would like to acquire one, please fill up the form at
https://cuit.columbia.edu/student-desktop-reporting

Once approved and provisioned, you will automatically receive these instructions.

Remote users - Please note that you have to be logged on to Columbia VPN to access SDR

To keep our SDR application and data safe and secure, CUIT has introduced two additional required levels of access to SDR. You
will now need to access SDR by means of a “Terminal Server” and authenticate through our multi factor authentication tool,
DUO. Your earlier desktop icons doesn’t work anymore. The following steps will assist you to access SDR.

(Please note that you will need to login to terminal server ebisrptprdts03 through Remote Desktop Connection )

1. Prerequisite: you must use an ADCU account. If you have never used an ADCU account, please change your
UNI password in order to synchronize the ADCU password with your uni password. Please go to Manage My
Uni at this link: https://cuit.columbia.edu/cuit/manage-my-uni

2. Login using ADCU\yourUNI to the Terminal Server to run Student Desktop reports
(Please note that if you are working remotely, you have to be on Columbia VPN first, before trying to login to Terminal
server.)
First, open a remote desktop connection
If you are a Mac user please locate Microsoft Remote Desktop in Finder.
Windows users : Please click on Start menu, and type Re You will see an option Remote Desktop Connection” (or right
click on START, Click on Run and enter mstsc)

Best match

L Remote Desktop Connection Programs and Features
Y pesktop app

Power Options

Apps >
Ewvent Viewer

Systemn

Device Manager

7 Run Metwork Connections
Disk Management
Computer Management
Command Prompt

Command Prompt (Admin)

Task Manager
Control Panel
File Explorer
Search

Run

Shut down or sign out

Desktop
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a.

b.

B> ebisrptprdts03 - Remote Desktop Connection

4 Run

=7 Typethe name of a program, folder, document, or Internet

=" resource, and Windows will open it for you.

Open: | w

QK Cancel Browsze...

In the remote desktop connect dialog box, click on ‘Show Options’.
i.  Under Logon Setting, enter the computer name: ebisrptprdts03.adcu.columbia.edu or simply

ebisrptprdts03
ii.  Enteryour user name - “ADCU\your UNI”

iii. Enter your UNI password (The one which you use to access My.Columbia.edu)
iv. Leave the “Allow me to save Credentials” checkbox blank.

v. Click Connect.

& Remote Desktop Connection - X

| (R:emote 2E§kt0p ¥ou may be prompted with a message similar to the one below,
13¢)
— il please click the check box for "Don't ask me again for connections
to this computer®, and click the Yes button,

Genersl  Display Local Resources  Evperience  Advanced

Logon settings
Gl Fterthe rame of the remte compute.
[

Computer: | ebisrptprofsl13 adou. columbia edu v
Username: |adeutYourUNI

You wil be asked for credentials when you connect
[ Allow me to save credentials

Connection settings

Save the curent connection seftings to an RDP file oropen
1 saved connection.

Save Save As. Open...

(4) Hide Qptons Help

& Remote Desktop Comnection X Windows Security *

Enter your credentials

ﬂ Do you trust this remote connection?

These credentials will be used to connect to
ebisrptprdts03.adcu.columbia.edu.

This remote connection could ham your ocal o remote camputer. Make sure that you st the remate

computer before you connect

adculy

Tipe Remote Desktop Connection
y
v Remete computer,  ebismiprats3 adcu columbia e

r I:I Remember me
V4 Dot a5 me aginforconnecions o s computer More choices

= Show Detals Cancel OK Cancel

You will be prompted by DUO Multifactor Authentication (MFA) to continue logging in.
* If you have not signed up for DUO MFA, visit:
https://cuit.columbia.edu/cuit/manage-my-uni/multifactor-authentication-mfa-columbia

Page 2


https://cuit.columbia.edu/cuit/manage-my-uni/multifactor-authentication-mfa-columbia

Accessing SIS Desktop Reports once successful login to the Terminal Server

Using the SIS Desktop Reports (SDR) icon on desktop to Run SDR Reports.
® Select ‘SDR - SIS Desktop Reports icon’,

® The six (6) SDR Report Groups are displayed: Accounts, Admissions, Financial Aid, Housing, Miscellaneous and Records.
‘Double click’ on the report group of your choice.

& ebisrptprats03 - Remote Desktop Connection

| 5 | 515 Desktop Reports - 0 X
Home  Share  View v o
A+ » Network » C-GP2 » gip2 » SIS Desktop Reports » v & | SearchSISDesktop Reports
AN Name Datemodfied  Type Sie
* Accounts L 01811:56...  Filefolder
Admissions 5 File folder
Financial Aid 4 File folder
Housing i File folder
Miscellaneous 5/19/2017408PM  File folder
Records 3/15/201812:18 M File folder
f Student Data_Extractor 1171472018338 PM  File folder
TEMP 1 :03PM  File folder
SDR_QuickTipsVe 10115/20032:23 M Adobe Acrobiat D... 183 KB
1
v
Oitems E

e Within each report group, the report applications are listed. ‘Accounting’ has been selected (you must double click the
item with Type ‘Application’).
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n Accounts

_[0]X]

mv | |~ etwork = c-gp2 = grp2 - SIS Desktop Reports = Accounts

v I Search Accounts

Organize ¥ Open  New folder g - ﬂﬂ @
2 Faverites Name | Date modfied | Type | Size |
M Desktop g Application
" Downloads & | accounting aliTh Configuration settings 1KB
‘E-j Recent Places -
@ accounts_main 206/2017 110240 Application 2,034 KB
5 Ubratss | accounts_main 2Bi2017 11:02 &1 Canfiguration settings 1KB
] [ balances 282017 11:03 41 Application 13428
Documents
J1 Music 4 balances 2Bi2017 11:03 A Canfiguration settings 1KB
& Fictures o colections 2062017 110540 Application 1,158 KB
’ Yidzas & | rallections 206/2017 11:05 80 Confiquration settings 1K
-, schools_and_depts 206/2017 114040 Application 1,304 KB
u!J Computer
i | schools_and_depts G207 114080 Configuration settings 1KE
"! Network @sfs_ho\ds 282017 1144 A1 Application 1,087 KB
i sfs_holds 2Bi2017 11:44 A1 Configuration settings 1KB
i‘ third_party_biling 282017 1144 A1 Application 1,322 K8

accounting Date modfied: 2/8i2017 11:00 A Date created: 1f20j2017 4:36 PM
—  Application Size: 1,60 MB

You are now in the ‘Accounting’ application report module.

% ebisrptprdts03 - Remote Desktop Connection

Accounting

File Objects Window Help

Reparts Exit

Hiﬂ*

To run a report you can choose any of the following three options.

Option A.

Choose ‘File’.
Select ‘Open Report’.

Option B.

Select ‘Reports’ icon.

A I
3 Accounting
m Objects Window Help

Open Repart,.,  ChHHR
QUery GOvernar,..

Alt+F4

Exit
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Either option A or B, displays the following report list. Select the desired report and click ‘OK’ to run it.
7 -

Option C.

Choose the Objects tab.

Select the desired report from the report list shown.

File | Objects ‘Window Help

Accounting

File Objects Window Help

% ebisrptprdts03 - Remote Desktop Connection

”ﬁn«

Reports Exit

Fle Ctieets Window Help

“ill'

Py Gt

acck-lsch

acck_ffel
” g acck-9995
acck-rfst_no_paired_transactions
cashier_voids_detail
cashier_woids_summmary
cesp_reconciliation_headcounts
charge_code_mapping
date_range_9_code_summary
fin_aid_payments_for_date_range
gross_charges_date_range_detail
gross_charges_for_date_range
pavment_code_detail
payment_code_summary
pf_fa_pawv_date_range_detail
pf_fin_aid_payments_fordaterange
summer_reconciliation_headcounts
summer_roll_forward
tuition_reconciliakion_headoount

Jeapton 4
st dhec oo, pel, peing, se\J

5305 vt g pecedtd 0l

15 anbersatns laing 32

afindandstpenc bensactcns i
ahie vids fer aspecied v perl.

e s o a pied m?
13
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At this point you will be prompted for the report’s ‘retrieval arguments’.
e Provide report’s argument value (varies by report): 2016
® Select ‘OK".

4 Accounting

Fie_Objects Window Help

a [k

s £

I T B S =
o Foa e Wn o

[Specify Retrieval Arguments

rgument

Postion  Name, Type Value

1 [T e g [entef

Cancel Cancel Al

® The report is then generated.

{8 Accounting

Fle Display Rows Window Heb

« b oM og B
Prior Nt lant Print Cloze

1 Report - acct_ffel

Columbia University
m 2016 Financial Aid Recipients
School: AC

—Diret Loans-— -] ST ——— Perking-—— - TR LI TR Work Study-— Cost of Grd Sum Fall Spr
PID__ Hame Award _Disb  Award _Dish Award Disb  Award Dish  Award Dish Award _Disb  Aftend EFC  Weed Fig Stat Stat Stat

The report can be saved by:

e Select ‘File’ tab.

® Select ‘Save Rows As...".
Note: the report is saved to the Terminal Share NOT your local desktop. You may move it to your shared drive (H: or G:) or save it
in Lionmail using the google drive feature to access the report from your local desktop.

&5 ckismptpretst2.cuit.columbi.edu - Remote Desktop Cannection

i Accounting

[ Fie Dipley Rows widow Help
Cise a4

Sareoshs..
i, | Mg I

Print Preview Rulers

Frit Freien ocm..
Prter Seup,

Bt At

Columbia University
m 2016 Financial Aid Reciplents

Schoal: AC

—Direct L Y e Pk Pell EOG. Viork Study-—— Cost of Grd Sum Fal Spr
D Hame Award Dish Award Disb Award Disb Award Dish Award Dish Award Dish Attend EFC  Heed Fig Star Stat Stat

® Provide a filename for the report.
e Choose file type
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ehisrptprdts03 - Remote Desktop Connection
& cbisrptp p
éﬁ Accounting

File Display Rows Window Help

BT saveAs =
Save in: Documents v| e T E-

* MName

Quick access

Desktop

Date modified Type

m
Libraries

Thl‘;“PC

¢ :
File name: |SDR Accourt report 123 e | I Save I
Cancel

Save as type: Excel12{* xdax) with headers ~

The report can be found in the ‘Documents’ folder of the Terminal Server or your H: or G: drive(Whichever location you chose).

B Documents
-/ - thars - ot -

Orgarize v Sharewith v New folder

+ 3 [[seweh Doameres 2]
E-e

ir Favorit i

B7'r Favortes Documents library Arvange byt Flder
B Desktop Indudes: 2 locations
4 Dovrloads Name = Date modfied Typs Sizs |
G Recent Places

BT s account report 2/21/2017 4:55PM Microsoft Excel 97-.. 1,863K8

=1 braries

B videos
8 Computer
i stwork

o ditem
~F

Happy Reporting!
As always, all suggestions, feedbacks, comments or even compliments are welcome at sds_reporting@columbia.edu
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