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Introduction 
In addition to the paper, microfiche and online routing options, many AKSAS reports may be routed to 
mainframe datasets. The contents of these reports can be viewed in AKSAS using the RV – View Reports 
menu option. In most cases, the View Reports subsystem can be used to transmit reports as email 
attachments. The reports can also be copied to a local personal computer (PC) or to a network drive 
using file transfer protocol (FTP) client software. The purpose of this guide is to describe how to use 
these tools to view online reports and to retrieve AKSAS reports that have been routed to mainframe 
datasets. The guide will also describe how to use an MS Word template, provided by the Department of 
Administration, Division of Finance, to format the AKSAS report output for printing. 

View Reports in AKSAS 
From the AKSAS main menu, the RV – View Reports subsystem is used to view the contents of reports 
routed to a particular RD code or, in the case of dataset reports, to an ACF2 user ID. Reports that have 
been routed to an “online” destination (O-JN or O-AN) or to a dataset will be available in the RV system 
for five days. In most cases, you can also view hard copy reports from the most recent AKSAS run. 

The online media code, O, is a useful option for reports that you need to view on a periodic basis but do 
not need to print. For example, you may have a daily management report that is used to track the 
available balance for one or more appropriations. There’s no reason to print such a report when you can 
simply view it each morning using RV. It’s also possible to route online reports to print if you later decide 
that you need to retain a hard copy.  
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Follow these steps to access your report output in AKSAS: 

1. From the AKSAS Main Menu, type RV in the SELECTION field and press <ENTER>. 

 
Available online and hard copy reports for your RD code display. The current selection criteria 
appear at the top of the screen. The criteria defaults to the RD code that you used to log in to 
AKSAS, all media codes (*), and all destination codes (*). You can change the selection criteria by 
entering new values in the DISTRB RD, MEDIA, AND DEST fields provided at the bottom of the 
screen and pressing <ENTER>. If there is more than one page of reports to display, you can scroll 
through the list using the PF3-PGDN, PF2-PGUP, PF5-BOT, and PF4-TOP keys. 
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2. From the RV: View Reports Online screen, type the selection number in the ENTER SELECTION 
NUMBER field and press <ENTER>. 
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On the report screen, press <ENTER> to scroll downward through the report, or use the 
assigned PF keys to scroll through the output. Note that the PF key assignments are different on 
the report screen from the previous screen containing the list of reports. Because the standard 
report output is wider that what can be displayed on the screen, scroll right (PF 11) and left 
(PF10) to see the entire report. You can also position the cursor anywhere on the screen and 
press <PF6-CSR>. The location in the report where the cursor was positioned will be moved to 
the upper left hand corner of the screen. 
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Route Online Reports to Hard Copy 
To route an online report to hard-copy output, on the RV: View Reports Online screen, type the 
selection number in the ENTER SELECTION NUMBER field and press <PF10-PRT>. A window displays 
where you can enter a new media and destination code. Press <ENTER> to save your changes. 

For example, entering H-JN will route the report to hard-copy output in Juneau. Printing the report is an 
overnight process. Once you’ve updated the routing information, the report will be picked up during the 
next nightly AKSAS batch schedule and the output will be included with your other hard-copy AKSAS 
reports. 
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View Reports Routed to Datasets 
AKSAS reports that have been routed to datasets are listed on the RV: View AKSAS Report Dataset 
screen. To view the reports, follow these steps: 

1. From the RV: View Reports Online screen, press <PF6-DWNLD>. 

 
2. The RV: View AKSAS Report Dataset screen defaults to your current CICS user ID (the seven-

character ID that you use when you log in to the mainframe). To view reports for another ID, 
type the new value in the Enter a New UserID for Display field and press <ENTER>. 
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The RV: View AKSAS Report Dataset screen displays a list of AKSAS reports routed to H-DS for 
the selected user ID. 

 
Each entry includes information about the AKSAS report request and the dataset name (DSN) 
that it was routed to. A dataset is simply a file on the mainframe. A dataset name is composed 
of one or more nodes, up to eight characters each, separated by periods. The first two nodes of 
an AKSAS report dataset are always AFSN.ADS. The third node is the user ID that the report was 
routed to (AACCCAS in the example below). The remaining nodes of the dataset name contain 
information about the report request like the report request number and report ID. However, 
this information is encoded in order to fit into the space allowed. In the left hand column next to 
each listed report is a one-character command (CMD) field. There are three valid commands 
that may be entered, V – View Report, M – Send Report as an Email Attachment, and C – 
Convert to Comma Separated Value (CSV) file. The C option is only valid for AKSAS management 
reports, report ID B60001. 

NOTE:  You can place a “?” in the CMD field and press <Enter> to display a list of valid 
commands. 

 
3. Enter V in the command field and press <ENTER> to display the contents of the dataset on the 

screen.  
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4. Press <ENTER> on the VIEW AKSAS REPORT DATASETS screen to scroll forward through the 
report. The PF11-RIGHT and PF10-LEFT keys can also be used to scroll back and forth. 

 

Send Dataset Reports as Email Attachments 
Before you can send a report as an email attachment, you must first provide your email address 
to the RV system.  
 

1. To enter your email address, from the RV: View AKSAS Report Dataset screen, press <PF5-
PROF>. The AKSAS User Report Profile window displays. Type the information in the fields 
provided and press <ENTER>.  You will be prompted to press <ENTER> a second time to confirm 
the action. Once you have entered this information, it will be saved with your RD code. You 
won’t need to enter the information again unless your name, phone number, email address, 
and/or your RD code changes. 
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2. To send a report as an email attachment, type M in the CMD (command) field and press 
<ENTER>. A message displays with the attachment name and the destination email address 
confirming that the report was sent. 

 
If the selected entry is for an AKSAS management report, you will first be prompted to select the 
format of the attached file, T (text) or C (CSV). 

 
The best format to choose depends on what you intend to do with the reports. CSV is the best 
choice if you want to import the file to a spreadsheet. If you want to print the report, text is a 
better choice. 
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3. Within a few minutes, an email with the attached file should appear in your email Inbox. To save 
the attached file, right-click on the attachment and select Save As. Then save the file in an 
appropriate folder on a local or network drive. 

 

 

Download Dataset Reports using FTP 
File transfer protocol (FTP) is a standard for transferring files to or from a remote computer. In addition 
to sending AKSAS dataset reports as email attachments, you can also transfer them directly to a 
windows folder using FTP. To do this you must have FTP client software installed in your PC. There are 
many FTP client applications available for Windows PCs, including many that are free of charge. The 
current State of Alaska standard, however, is BlueZone FTP. The instructions and the FTP configuration 
file provided by the Division of Finance both use the BlueZone application. If your department has 
chosen to use another FTP client application, you’ll need to work with your IT support staff to configure 
that software. You may still find the information provided below useful. 

In order to access your dataset reports using BlueZone FTP or similar software, you will first need to 
create an FTP session configuration for the state’s mainframe computer. To assist in this, the Division of 
Finance has provided a configuration file for BlueZone FTP. This file can be downloaded from 
http://doa.alaska.gov/dof/manuals/apm/17_AKSAS_Reports.zft. Save this file in an appropriate folder. 
You can change the file name, if desired, but the file extension should be left as .zft in order for it to 
work properly with the BlueZone software. 
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After you have saved a copy of the .zft file, follow these steps to download your AKSAS dataset reports: 

1. Double-click on the .zft file that you saved. If the BlueZone FTP client is installed on your PC, it 
should start automatically. If it does not, you will need to contact your IT support staff for 
assistance. A screen similar to the picture below should display. 

 
2. When the BlueZone client first starts it will automatically try to connect to the remote server, in 

this case, the state’s mainframe computer. You will be prompted to enter a username and 
password. Enter the same ACF2 user ID and password that you use when logging in to the 
mainframe to reach AKSAS. 
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3. The first time you use the provided configuration file, you will want to make some minor 
customizations. Select Session..Configure from the menu. 
 

 
4. On the Session Configuration, Connections tab, select AKSAS Reports and press Edit . 
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5. On the Edit Connection, Connection tab, tab to the Initial Host Directory field and replace the 
string username with your mainframe login ID. Keep the single quotes and the final period 
intact. For example, the new Initial Host Directory entry might be ‘afsn.ads.aapcadp.’ 
 

6. Tab to the Username field and enter your mainframe login ID. Refer to the example on the 
second screen print below (aapcadp). 
 
Do not enter a password on the screen. You will be prompted to enter your password each time 
you connect to the mainframe. 
 

7. You may want to set the value of the Initial PC Directory field. You can type in the value or click 
Browse to select a drive and folder. 
 

8. Click on the OK button twice. 
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9. Select File..Save from the menu. 
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10. Finally, close the BlueZone FTP application and once again double-click on the .zft file to open 
the updated configuration file. 
 

11. Enter your mainframe password when prompted. 

You should now see a screen similar to the following: 

 

The local PC folder and its contents are displayed in the left-hand pane. You can use the 
navigation controls at the top to select other drives and/or folders.   
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In the right-hand pane, you will see a list of the dataset names from the remote server that 
begins with the nodes that you specified as the Initial Host Directory.  In this example, the Initial 
Host Directory field contains ‘AFSN.ADS.AACCCAS.’ 

 

These dataset names correspond to the DSNs listed in RV – View Reports. 

 

12. To download a report dataset from the mainframe to the folder in the left hand pane, click on 
the dataset name to select it and then press Receive Files. 
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The file will be transferred to the local folder displayed in the left pane with the same name that 
had been displayed in the right-hand pane. The file can be used as-is or you may choose to 
rename it to something more descriptive. To rename the file, right-click on the file name and 
select Rename from the menu. 

 

 

Print AKSAS Dataset Reports 
Once the AKSAS report has been saved to a local folder either by sending it as an email attachment or by 
using an FTP client, you may want to print the report on a local printer. The report file is in text format 
and can be printed “as-is”. In most cases, however, the default formatting for the printed copy will not 
be optimal. To assist you in creating a more readable copy of the report, the Division of Finance provides 
a Word template. This template contains macros to import the text file containing the report output and 
automatically formats it for readability. The resulting Word document can be printed or saved on disk 
for later reference. A copy of the Word template can be downloaded from 
http://doa.alaska.gov/dof/manuals/apm/17_AKSAS_Download_Report.dotm. Save the template in 
either your default template folder or some other appropriate location on a local or network drive. 
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To use the template to format a downloaded AKSAS report, follow these steps: 

1. Create a new Word document based on the template. If the template was saved in the default 
template folder for Word, select Selecting File..New..My Templates and click on the template 
from the displayed list. If the template does not appear in this list, you can open the folder 
where you saved the file and double-click on the file name. 
 

 
2. Word will create a blank document based on the template and open it for you. The macros in 

the template are set to run automatically when a new document is created. You should see a 
prompt asking you if you’d like to load a new report.  Click on Yes. 
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If you don’t see this prompt, you may need to enable the macros to run. If you see a yellow 
prompt at the top of the document (shown below), click on Enable Content. If you don’t receive 
a prompt to load the report or the yellow security warning, you need to contact your IT support 
staff for help modifying your default settings. 
 

 
 

3. The Select Input Files screen should display. Navigate to the folder where you saved the 
downloaded report file. Select the file from the list and press Select. 
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The file you select will be imported into Word and automatically reformatted for easy viewing 
and/or printing. 
 

 
4. You can now print the file and/or save it as a Word document. 
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