Comparison of Unclassified Increases

Running / Viewing / Printing Reports
Comparison of Unclassified Increases

This report is used to compare unclassified increases to budget line and fund.

The appropriate time to print this report is after changes have been made for the
new fiscal year.
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Select Run Control ID

[] 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>

Comparison of Unclass Inc.
Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

J Find an Existing Value ' Add a New Value

Fun Control ID:| hegins with kald

Search | | Clear | Basic Search [ Save Search Criteria

Find an Existing Walue | Add a3 Mew Walue

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

+» Fiscal Year: Enter Fiscal Year (YYYY)

< Department ID or Dept Group:
= Department ID: Used to print information for a single

department. This identification number will print service
code information for all budgeted positions\employees within
the department. Example: 367000XXXX
Or
Dept Group: This identification number will allow major
administrative units to print the report for all the departments
within the college or the unit.

[ Comparison of Unclass Inc.

Run Control ID:  kak Heporhanader Process Monitor P
Fiscal Year |20m3 QJ
DeptiD ISEI-'IZIDdIZIm 0 &l Education Dean of
Dept Group I G
ﬁ Sawe QReturn to Search [l dd
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4. Save and Run the Report

[ Select " Save " to retain selected report parameters.

[] Select ™ Run " to run the report and to access the
Process Scheduler Request page.

Hewssnsisn Resornce [nformnadion Ze ~
._ Kansas State University
»

=]

{ Comparison of Unclass Inc. |

Run Control ID:  kak Fepod Mananed Process Monitar Run |
Fiscal Year |2nm3 Q
DeptiD |35?DD4DD1 0 Q| Education Dean of
Dept Group | ﬂ
ﬁ Save | IClReturn to Search | [ dd |
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5. Set Up Process Scheduler Request Page

The following options exist for running, viewing or printing the report:

Web Option E-Mail Option

To view/print report via the Web: To view/print report via Electronic
Mail:

Server Name: PSUNX Server Name: PSUNX

Type: Web . Tye E-Mail

Format: PDF . Format PDF

Runs report to the process scheduler. Runs report to e-mail.

Process Scheduler Request

User ID: kIUGLE Run Control IDG kak

Server Name: I PSUNK :I' Run Date: |D5I1 112005 B
Recurrence: I 'I Run Time: |2:51 HAPM Resetto Current DaterTime |
Time Zone: I =Y

Process List
Select Description Process Type
v Comparisan of Unclass Increase WBIUD3Z28 SOR Report

Process Name ‘Type ‘Format

[Email  ~| |POF

= B

Process List

Select Description Process Name Process Type ‘Type ‘Format
M Comparison of Unclass Increase WHUD329 SGR Report [wen x| |POF 7]
014 I Cancel I

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.

O Report Manager (Page 7) 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.
Or

O Process Monitor (Page 9) will provide the status of the
report (i.e., initiated, error, success, etc.). This option is
used when the email type has been selected on the
Process Scheduler Request Page.

{ Comparisen of Unclass Inc. Y

Run Control ID:  kak @ Process Monitor L

Frocess Instance: 49861

Fiscal Year IEDDE G
DeptiD |3ETDD4DD1 1] ﬂ Education Dean of
Dept Groupl =
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Report Manager - Set Up Report List

[0 Status Edit Box = Posted or Blank
[0 Select "Refresh” to View Report List

[0 If status = Posted ... Select "View" to Access Report/Log
Viewer

{ Esplorer Y List Y Administration Y Archives

User ID: KEUGLE Type: ¥ | Last: |_1|Davs "I
Status: < Posted ~ Folder:l j Instance: | to: |

Customize | Find | Wiew All |tt First (4] 1-4 ot 4 [F] Last

Report Description M Format Status Details View
D Instance Date Time

Select Report Prcs

r 45568 40859 I‘;mg:z“” ol relee g?g?gﬁf Acrobat (ol Posted Detail
45545 40874 Budget Unclassified Salary 081142004

= Ine 297 45PM Acrobat (* pdf) FPosted Details Wiew
. 05111/2005 Cormima .

= 45467 49756  BO Balancing Report 1044 7FM delimited (.cov) Posted Details Wiew

r 45391 49677  Budget by CatFundiDept ?mﬁgﬂfn Acrobat (fpdfi  Posted Details View

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

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

O To view the report, select the file name
wbud329 xxxxx.PDF

Report Detail
Report ID: 45568 Process Instance: 49359
Name: WEBLD3IZ9 Process Type: SQR Report

Fun Status: Success

Comparison of Unclass Increase

File List

Name File Size {hytes) Datetime Created

Message Log 1,629 05/11/2005 2:52:15.000000FM COT
|E.-_vhud329 49859.PDF] 6,042 05/11/2005 2:52:15.000000FM COT
Trace File B51 05/11/2005 2:52:15.000000FM COT

O After selecting the PDF file, the report will appear.

O To print the report, select the = icon.

Or, select File > Print.
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Process Monitor - View Report Status

Use Process Monitor to view the Process List and Run Status. A report set up

using Type = Email ; Format = PDF can not be accessed using Report
Manager.

[ Comparison of Unclass Inc.

Run Control ID:  kak SOTTLETT Run

FiscalYearIEDDE G
DeutIDIBETDMEIDm ﬂ Education Dean of

[ Process List ' ServerList

User ID: [KKUGLE | Q| Type: | “liast [ 1 [Days =]
Server: I | Name: | Q| Instance: | to |
|

Run Status:

j ¥ Save OnRefresh

Custarnize | Find | Wiew All | i First (] 122 [F] Last

Instance Seq. Process Type :[;I’]'::“ User  RunDateTime Run Status  Details
40861 SOR Repart WBUD329 KIKIUGLE 05M11/2005 2:51:59PM CDT Details
43859 SR Repart WBUD329 KKUGLE 05(11/2005 2:51:26PM CDT ~ Success Details
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Process Monitor - View Report Status

O When Process Monitor Run Status indicates
"Success" open e-mail to view/print report.

INBOX € W7 Page 1 of 2

[Selact - IMark as: | M4 |1 P M

Delete

v [¥] # [¥l Date ™ From [¥] Subject [Thread]

N 33 02:53:16 PM Gsoﬂ@ksu.edu 0 Output from WBUD329 {#49861]]

+ Open the PDF file to view or print the report.

Subject: Output from WBUDIZ2 (#49861)
Part(s): ()2 wbud329 49851 PDF application/octet-stream 5.08 KB ]

Meszage from Process Scheduler running on systen raptor, using database HRIZ:

If an error occurs, please contact the HELP DESK at 532-7722. 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.
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