Running / Viewing / Printing Reports
Classified Temporary Hours Paid

Temporary classified appointments are limited to 999 paid hours
within one year. This report is intended to assist with tracking the
temporary appointment date and paid hours. Paid hours will include

both on-cycle and off-cycle payrolls.
1. Access HRIS Report

Time and Leave > Reports > Time Reports >
Classified Temp Hours Paid

2. Select Run Control ID

e Enter an existing Run Control ID or click on the "Search"
button to produce a list of Run Control ID's ... search
results will appear. Select a Run Control ID from the list.

<Enter>

Classified Temp Hours Paid
Enter any infarmation you have and click Search. Leave fields klank for a list of all values.

/ Find an Existing Value " Add a New Value

Search by: Run Control ID begins with [211D

Search

Advanced Search

If a RUN CONTROL ID DOES NOT EXIST, repeat Step 1. Select "Add a New Value." A
"Run Control ID" edit box will appear. Enter a three-digit Run Control ID. Select the "Add"
button. Note: This procedure will only need to be done ONE TIME.

The RUN CONTROL ID is used to define the parameters for running the report. Once the
Run Control ID is created, it may be reused over and over for any HRIS report.

HRIS Training Tip: When creating a RUN CONTROL ID, keep the Run Control ID short
and use only alphabetical letters or numbers. Some characters (Examples: &, %, *, etc.)
take on a special meaning that is not intended and cause problems. If you have a Run
Control ID that includes a special character, please discontinue using it.
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The Report Request Parameters page will appear.

3. Complete the Report Request Parameters

Through Pay End date: Beginning with the employee’s last

assignment start date, this report will calculate hours paid.

Any pay period end date may be selected that has been

confirmed\completed. MMDDYY format.
Department or Department Group ID: Use one -- not both.

Department: Used to print information for a single
department (i.e., 36700XXXXX).

OR

Department Group ID: The Department Group ID is used
by major administrative unit personnel (i.e., Dean’s Office).
Used to print information for all the departments within the
college

Sort by Subunit (Optional): Click indicator "on" to sort report
by subunits within department. This option is only available
to those departments who have created subunits.

KSU Subunit ID (Optional): Enter Subunit ID.

™ Sort By Subunit?

K5U Subunit ID (Optional): | Q, Department | Q

Temparary classified appointments are limited to 289 paid hours within ocne year. This reportis intended to
assistwith tracking the temparary appointment date and paid hours. Paid hours will include hoth on-cycle
and off-cycle payrolls.

Through Pay End Date:|11.-'15.-'2EIEIB Eﬂ Department: IEE?EIDEEEHEI Q)

Business Administration Dean
OR

Group 10:
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4. Save and Run the Report

e Select " Save " to retain selected report parameters.

e Select “ Run " to run the report and to access the
Process Scheduler Request page.

/ Runctl Wtec039 Ksu '

Run Control ID: ~ ALID Report lManager Process Manitar

Temporary classified appointments are limited to 999 paid hours within one year. This reportis intended to

assist with tracking the temporary appeintment date and paid hours. Paid hours will include hoth on-cycle
and off-cycle payrolls.

Through Pay End Date:|11.-'15.-'EDEIB Eﬂ Department: IEE?DDEEMD o'}

Business Administration Dean
™ sort By Subunit? OR

K5U Subunit ID {Optional): I Q Department I Q

Group 1D:

L Return to Esﬂrchl [=] Motify | E‘q.;;ddl
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5. Set Up Process Scheduler Request Page

The Web option exists for running, viewing or printing the report:

Process Scheduler Request

UserID: ALMAMD Run Control ID: &11D

Server Name: IPSUN}" :" Run Date: I1 117/2008 1
Recurrence: I 'I Run Time: 3:26:08PIK Resetto Current DateTime |
Time Zone: I a,

Select Description Process Name Process Type *Type *Format Distribution

¥ Classified Temp Hours Paid WTECD20 SOR Report || | FOF v[ Distribution

Cancel

All other fields may be left blank or filled with default data (i.e., Recurrence, Time Zone, Run
Date, and Run Time). After completing the options, select “OK" to run the report.
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6. View or Print the Report

After selecting "OK" ... HRIS will return to the Report Request
Parameters page.

e Report Manager (Page 8) will produce a list of reports
that have been set up using the web type on the Process
Scheduler Request Page and sent to the process
scheduler/report list.

/" Runctl Wtec039 Ksu

Run Control ID:  AMD - | Process wonitor __RUM

Process Instance: 4396320

Temporary classified appeintments are limited to 299 paid hours within one year. This report is intended to
assist with tracking the temporary appointment date and paid hours. Paid hours will include both on-cycle
and off-cycle payrolls.

Through Pay End Date:|11.-'15.n'2EIEIE= EJ Department: |3I3?IZIIZI25EI1EI &

Business Administration Dean

™ Sort By Subunit? OR

KSU Subunit 1D {Opticnal): I ] Department I Q

Group 1T

Bl save | | /L Return to Search | | [Z] Notify S Add |
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Report Manager - Set Up Report List

e Status Edit Box = Posted or Blank

e Select "Refresh” to View Report List

e If status = Posted ... Select "Details" to Access
Report
[ List ¥ Explorer | Administration Y Archives N N

User ID; I—LI.I—I.ID Type: | j Last: |_1 Day v\ Refresh |
Status: IF'-:usten:I 'I Fl:rlcler:l j Instance: | o

Customize | Find | View Al | B First 3] 12012 [¥] Last

Select F‘Eem ::r;rﬁnce Description Reguest DateTime Format Stat Details
M7I2 AL

m 408063 439632 Classified Temp Hours Paid | | 172008 'I_fl;g’;_at Posted Details
T2 ACT

il 408061 439630 Classified Temp Hours Paid 1112452.?18 -|';C|;|j:lr;'at Fosted Details

Note: Reports will remain on the "Report List" for 30 days.
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Report Manager -Access Report

e A Message Log, Trace File, and File Name(s) will appear.

e To view the report, select the file name
wtec039 439632.PDF

Report Detail

ReportID: 408063 rocess Instance: 439632 lMessage Log
Hame:; WTECD39 Process Type: SOR Report

Run Status: Success

Classified Temp Hours Paid

Distribution Node: K31 Expiration Date; |12.-'1?.-'EDDE= E?J
Name File Size (bytes) Datetime Created
SOR WTEC039 439863% log 1,601 11H712008 3:36:24 000000PM CST
wiecd39 ~‘39|332.P|Z:|Fi‘I 1533 11H712008 3:36:24.000000PM CST
wiecl39 439632 csy 257 11H712008 3:36:24 000000PM CST
wiec039 439832 aut T32 11H712008 3:36:24.000000PM CST
| Distribute To

Distribution |0 Type *Distribution 1D

IUser 'I

[=]

After selecting the PDF file, the report will appear.

Print Report

e To print the report, select the = icon.
= Or, select File > Print.

If an error occurs, please contact the HELP DESK at 532-6282. Be prepared to provide them with
any details (i.e., error message(s), steps followed, etc.).

If you have questions regarding the information displayed in the report -- please call your
HR liaison at 532-6277 or Alma Deutsch at 532-1448.




