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General Information 
 

 

ü Product Name:  Document Direct for the Intranet (ViewDirect) 

 

ü The new Web address of this application is 

https://jhmcis.jhmi.edu/myreports/login.cfm 

 

ü This web site is continually being updated with new features, additional HELP 

information, and any new FAQ. 

 

ü Problems: Report to JHMCIS/ETSO Helpdesk (5-Help), and have your issue 

escalated to Ned Fields (efields@jhmi.edu). 

 

ü One of the benefits in using viewdirect is the capability of viewing the report 

100% left to right. The printscreens of the reports only show about 85% left to 

right.  

 

ü This document is not intended to be complete documentation on ViewDirect, but 

just to be used as an aid within ViewDirect. 

 
 

https://jhmcis.jhmi.edu/myreports/login.cfm
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Accessing the ViewDirect website 
 

The ViewDirect web site can be accessed via the Hopkins Intranet.  To visit the site, you 

must use the Internet Explorer  or Netscape web browser. 

 

1. Click the Internet Explorer or Netscape icon. 

2. Type the following URL in the Address / Location field: 

https://jhmcis.jhmi.edu/myreports/login.cfm 

3. Press the Enter key. 

 The ViewDirect start page will display: 

 

 

 
 

 

 

Logging inViewDirect Web 
 

If you do not have a userid and password for ViewDirect web, or if your password has 

expired, please see the Help/Contact section of this document. To login the ViewDirect 

web site, please complete the following steps: 

 

1. Type your User Name in the User Name field, and press the Tab key. 

2. Type your Password in the Password field and left-click once on the Login 

button. 

 

https://jhmcis.jhmi.edu/myreports/login.cfm
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 The Confidentiality screen will display. 

 

 

 
 

3. Left-click on the Proceed button to continue. 

 The MyReports screen will display. 
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MyReports Options 
 

The options for the MyReports display are located on the left side of the screen.  The 

following instructions will explain how to use each of these options. 

 

 

Home 
 

The Home display is used to add Favorite Reports for quick and easy access.  You 

can use the MyReports Settings (Favorites and Address) option to add reports to 

this window. 
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1. Left-click once on the favorite report of your choice. 

 The following screen will display. 

 

 
 

2. Choose the Company and Function Unit by selecting the down-arrow to the 

right of the field. 

3. Left-click on the Launch Report button. 

 The following screen will display. 
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 After selecting your report, please use the viewing options section of 

this document to learn how to use the report viewing options at the top 

of this report. 

 

 

View MyReports 
 

The View MyReports option displays a list of Report type categories that are 

available to you.  After choosing a category, you can select a report. 

 

To display your Report List: 

 

1. Left-click on the View MyReports option. 

 The report type category(s) view will display.  The report type 

category(s) that will display on your view is dependent on your request 

and access level. 

2. Left-click on a Report Type category to display a list of available reports. 
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 The available reports from the selected category will display.  Your 

category and report list may differ depending on your access level. 

 

 
 

3. When the report list displays, you can left-click on the Report you wish to 

view.  In this example, we selected  IE59803A - STATEMENT/DIRECT 

INCOME & EXPENSE (REVISED). 

 The following screen will display. 
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4. Choose a Company and Functional Unit. 

5. Left-click on the Launch Report button 

 The following screen will display. 

 

 
 


