
View a report in Document Direct 
 

Path :  First you must have Document Direct installed on your computer.  It is a system 
            supported by GTA helpdesk 
 
Open Document Direct 
 

 
 
Click on Document Explorer (second icon from top left) 
 

 



You will have to put in a User ID and Password 
 

 
 
 
Then click on SSSINFO: via TCP/IP 

 



Then click on Report 
 

 
 
 
Then click on the Microphone 

 



 
 
You need to load in the name of the report (or the first part of the name) and click the 
Locate button 
 

 
 
 
This will bring up the report in the left column and the versions of the report in the  
right column. 
 

 
 
If there are multiple versions, the top one should be the latest report run. 
NOTE: It takes an hour or two for the reports to load from Peoplesoft to Document 
Direct  


