
Print CASA Reports 
 
 
 
Academic Departments are responsible for providing complete and accurate scheduling 
information for all sections of their courses. Most of the required information is recorded 
on the Meetings page of the Schedule of Classes component in PeopleSoft: 
 

• Facility (building and room number) 
• Instructor(s) 
• Instructor Contact Hours 
• Meeting Pattern (days and times) 

 
CASA Reports are used to verify that this information is complete and to identify 
problems. There are 3 reports available: 
 

• CASA Detail-All Sections - reports all the key data elements for all course 
sections for your review.   

 
• CASA Missing Data Detail - reports missing data in your course schedule 

including sections missing a meeting pattern, start and end time, facility or 
instructor.  

 
• CASA Missing Data Summary - reports a count of the errors.  

 
 
In addition to using the missing data reports to check for completeness you will need to 
print the Detail All Sections report to check for the assignment of instructors and other 
details. 
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Navigation: 

SBU > SBU OIR Process > Reports > SU Casa Reports by Subject 
 

 
If you already have a Run Control 
ID click Search and then choose 
the Run Control ID from the list 
(as shown in this example). 
 
If you do not have a Run Control 
ID click the Add a New Value link 
and enter the new Run Control ID 
(we suggest that you call it 
“psreports”). 
 
 
 

 
 
 

 
Enter the Term. 
 
Academic 
Institution should 
be USBNY. 
 
Enter the Subject 
Area. 
 
Click the Run 
button. 
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This opens the Process Scheduler Request page: 
 
 
Simply select the 
CASA reports 
that you want to 
generate. 
 
The Format field 
should be PDF. 
 
Click OK. 
 

 
This will bring you back to the SU CASA Reports by Subject page: 
 

 
 

 

 
Click the Report 
Manager link on 
this page. 
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This will bring you to the Report List page displaying all of the reports that you have 
generated in the last day.  

 

Keep clicking the Refresh button to refresh the page status.  
 
When the reports are ready you will see “Posted” in the Status column and there will be a 
Details link.  

 

Click the Details link. 

 
 
 
 
This will bring you to 
the Report Detail  
page. 
 
Click the pdf file. 
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Adobe Acrobat will open in a new browser window displaying the report.  
 

 
 
 
 
 
 
 

 
Click the Print button in the Adobe Acrobat window to print the report. 
 
Click the Close button (X) in the upper right corner of this window to return to the Report 
Detail page. Click OK to return to the Report Manager. Then click the Go back to SU 
CASA Reports by Subject link to return to that page. 
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