
CBS WEB REPORTS SERVER QUEUE 

 
In prior CBS versions, when running reports in the Citrix environment a report 
background generator would open. When the report was finished generating, a new 
window with the report would show up where a user could then review and/or print it 
out. 
 
With the upgrade to a web environment, reports now run differently.  All reports will be 
sent to a report server queue which is specific to each user.  The reports will be listed 
by Job ID, date, and time they were run and should stay in the queue for 7 days.  Every 
Sunday night any job older than 7 days will be purged from the Reports Server Queue. 
 

Opening the CBS Web Reports Server Queue 
 
The CBS Web Reports Server Queue may be opened multiple ways.  To do it from the 
CBS Web Portal screen, do the following: 
 
Step Action 

1 From the CBS Web Portal screen: 
 

 Click Reports Server on the navigation links 

1 
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Step Action 

2 A new window will open which will be your CBS Web Reports Server Queue 
 

 
To open it from the Core Financial System (CFS) or Data Warehouse: 
 
Step Action 

1 From the CBS Navigator screen: 
 

 
 

 Click View on the Menu Toolbar 
 Click on Reports Server Queue Status Page 
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Step Action 

2 A new window will open which will be your CBS Web Reports Server Queue 
 

 
 

Navigation of the CBS Web Reports Server Queue 
 
Upon opening, the CBS Web Reports Server Queue defaults to the past report jobs that 
have been run by the user.  The user has the ability to view Past Jobs (completed), 
Current Jobs (running, not completed), or scheduled jobs.  To change the view the user 
can click on the drop down field under View. 
 
The Past Jobs view will list the most recently run report at the top of the page.  It will 
display 10 past jobs per page.  The Job Name will be the report’s name that was run 
and the user will click on the Job Name to view the report. 
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If you have more than 10 reports in your queue, you will have the option of clicking on 
Next to view the older reports or you can click on Previous to go back to the most 
current.  There is also a drop-down menu that allows you to select a page number (1-
10, 11-20, etc) to view more pages of the reports run. 
 

 

 
 
 

Canceling a Report 
 
There are various reasons a report would need to be canceled. 
 

 Report taking too long to run 
 Report run in error and has not finished running 

 
To cancel a report, an email request must be sent to NOAA Client Services Help Desk 
(clientservices@noaa.gov).  They will contact appropriate staff to cancel that report.  
You should include in the email: 
 

 User ID (ops$...) 
 Date/Time Queued 
 Job ID 
 Job Name  
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