Running / Viewing / Printing Reports

Degree Information Sheets

This report provides a summary page for each classified and unclassified employee
(excluding students) within a selected department/unit. The summary pages provide
degree information and highest education level as it appears in HRIS.

To maintain accurate information in HRIS, print and distribute these information sheets
to the employees within your department/unit at least once a year.
The Degree Information Sheet includes the following instructions:

Add a Degree: If the employee needs to add a degree, they may add the degree by
following HRIS Employee Self Service Instructions: http://www.ksu.edu/hr/selfserv.htm

Highest Education Level: If the employee needs to change Highest Education Level,
they may circle the correct Highest Education Level on the Degree Sheet and submit it
to Payroll and Employee Data, Division of Human Resources, 103 Edwards Hall.
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Degree Information Sheets

Select Run Control ID
3% Enter an existing Run Control ID

or

Degree Information Sheets
Enter any infarmation you have and click Search. Leave fields hlank for a list of all values.

J Find an Existing Value Y Add a New Value
Pl

Search by: Run Control ID begins witl’[{iil{;_‘)
Advanced Search

Find an Existing Walue | Add 3 Mew Value

3% 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>

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.




The Report Request Parameters page will appear.

3. Complete Report Request Parameters for desired
output.

[/ Runctl Wper637 Ksu

Run Control ID:  kak Fepord Mananed  Process Monitor Run

Sheet Return Date: |1IZII1 arzo04 By
Department: 3670080050 Q)
Department Group ID: I ﬂ
Sub-Unit ID {Optional): | Q)

[T Sort By Subunit {Optional)

ﬁ Sa\.rejl l::,lHeturn to Searchj




Degree Information Sheets

Continued ... Complete Report Request Parameters for
desired output.

Sheet Return Date:

Department:

Department Group ID:

Sub-Unit ID (Optional):

The due date that will appear at the bottom of
the Degree Sheet. "Please update by < date >.

The Department ID used to print information for
a single department. Do not use Department
Group ID as a parameter if Department is
used.

The Department Group ID is used by major
administrative unit personnel to print
information for all the departments within the
established Group ID. Do not use Department
as a parameter if Department Group ID is
used.

Used to print information for only the
employee's within one subunit within the
department.

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.




4.

Degree Information Sheet
Save and Run the Report

Aty

3k Select "Save" to retain selected report parameters.

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

[/ Runctl Wper637 Ksu '\

Run Control ID:  kak Feport Managel Process Monitor
—

Sheet Return Date: |1 oM 92004 By
Department: 3670080050 Q)
Department Group ID: I ﬂ
Sub-Unit ID {Optional): | Q

™ Sort By Subunit {Optional)

 Return to Searchjl




Degree Information Sheets

5. Set Up Process Scheduler Request Page - Select OK.

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 . Twe: E-Mail
Format: PDF . Format PDF
Runs report to the process scheduler. Runs report to e-mail.

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.

Process Scheduler Request

User ID: ALMAMD Fun Conmtrol ID: K3k

Server Name: I FELINA :" Run Date: I1 0/22r2004 (]
Recurrence: I 'I Run Time: |3:4D:29PM Fesetto Current DateiTime \
Time Zone: I ﬂ

Process List
Select Description

Process Name Process Type ype ‘Format

W Degree Information Sheet WPERG3T SQR Report [Email =] |POF =]
Type ‘Format
[wer = [POF =] E
m Cancell




Degree Information Sheets

6. View or Print the Report

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

Y,

%  Select. .. Report Manager to produce a list of reports that
have been sent to the process scheduler/report list.

J." Runctl WperG3T Ksu ‘.I_

Run Control ID:  AWMD (Rennrt Manauer]?rncess Monitor Fun

Sheet Return Date: M B4
Department: Im ﬂ
Department Group 1D: I— ﬂ
Sub-Unit D (Optional:: | Q)

™ Sort By Subunit (Optional)




Report Manager - Set Up Report List
Select the Administration Tab:

[ Explorer Y List lnﬂministration Archives
—

UseriD:  [KKUGLE Type: |SQR Report Tliast: [ 1[Days
Status: | 'I Folﬂer:l j Instance: |

Customize | Eind | Wiew All |":l First (4] 1084 [M] Last

% Status: Blank or Posted
¥ Refresh: Select to View Report List

% Status: When status is "Posted" ... Select "View" to
Access Report Detail

[ Explorer ¥ List | Administration Y Archives

Useri:  [KKUGLE Type: [5GR Report Tliast:  [1[pays  |q Hefresh

Status: I "I Folder:l j Instance: I to:

First [0 1081 [P Last

Select Report Pres Report Description M Format Status Details View
ID Instance DateTime

) 1210872004 Acroba )
- 7092 TTED Degree Information Sheet 119-40PM - Posted Detalls

Select the Refresh button and clhick several times o - s
) ) Chck View to view
until the status is Posted .
report detail




Report Manager - Access Report via Report/Log Viewer

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

* To view the report, select the file name
wper637_xxxxxxx.PDF.

Report Detail
Report ID: o9z Process Instance: 7760
Name: YWREREIT Process Type: SQOR Report

Run Status: Success

Degree Information Sheet

File List

Name File Size {bytes) Datetime Created

Message Log 1,614 12i08/2004 4:19:58.000000FM CST
wpetB37 7TE0.PDF 92,427 12i08/2004 4:19:52.000000FM CST
Trace FIE 2413 12i08/2004 4:19:58.000000FM CST

sk After selecting the PFD file, the report will appear.




Report Manager - Print Report

[A&|E = -

sk To print the report, select the = icon.

Or, select File > Print.
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EEU POET SECONDARY DESREE EHEET

The ESU Poat Secandary Degree Sheet im a summary of your degree information and highest educaticn level currently in the
Human Rescurce Information System (HRIS]. Flease review the information listed below for acocuracy.

If additicmal degrees need to be added, you may add them cn-line by accessing HRIS S=lf ZervicesEmployeesTasks=Bducaticn
Instructicns: http:/fwww.ksu.edufhr/sslfsary, html

If Highest Bducation Level nesds to be updated, circle the correct Higheat Education Lewel and submit this form to
Payroll and Emploves Data, Division of Human Rescurces, 103 Edwards Hall.

If thera are no changes, you do NOT naeed to return the updata shaet.

Dept ID: 3570080050 Dept Wama: Clinical Sciences Enployes 1o: WOOOOOO000D
subunite Hama: T name, Fname
CUREENT_INFORMATION IS LISTED EELOW.

DEGREE YEAR EARNED MAJOR SCHOOL
EB 1376 Animal & Poultry Science HMC STATE
DM jE-L1:) VET MED Auburn University

Dagres Codss and Desoriptions:

AR Al ate of A BEL Bacheler of Science - Law MDL Master of Divinity

RRE A ate of A ESH Bachelor of Science - Mursing HE Enginzering

FABR kY ate of BEW Bacheler of Sccial Work HED Educaticn

ADH A ate of ET Bachelor of Theology MEE El=ctrical Enginrg
AE L ate of CER Certificate MFR Fine Arts

AE kY ate of DEA Doctor of Business Admin HLA Landscape Architect
AT Al ate of (= o] Doctor of Chiropractic MLE Library science

BER Eachelor of Arts ein] Docotor of Dentiscry MM Musio

BAR Each - of i DED Doctor of Education HME Mechanical Enginrg
BER - of =) Doctor of Music WER Fublic or Personns
BD r of DMA  Doctor of Musical Arcs HFH Fhiloceophy

me == e Frbmr F Pk memeb b o M S wo s Bam amd P BT annd e

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

details (i.e., error message(s), steps followed, etc.).

Be prepared to provide them with any

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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