Department Time Totals

Running / Viewing / Printing Reports

Department Time Totals

This report provides a view of the “OK to Pay” status for each employee within a
selected department. Always print this report the day final pay calculation runs for
the pay period to be sure all employees — including new employees\rehires — are
“OK to Pay.” This report may also be printed at any time during the recording process.

1. Access HRIS Report

Menu Group: Time and Leave
Menu Application: Reports
Menu Item: Time Reports

Component: Department Time Totals




2.

Department Time Totals

Select Run Control ID

W% 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>

Print Department Time Totals
Enter any infarmation you hawe and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Y Add a Mew Value

Search by: Run Control ID begins wit@
Search | Advanced Search

Find an Existing Value | Add a Mew Yalue

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.

2.

Complete the Report Request Parameters.

+ Department ID: Used to print information for a single department.
This identification number will print the Department Time Total report
for all employees within the department. Example: 367000XXXX

+ Pay Period End Date: MMDDYY format
s Pay Group (Optional): See Pay Group Table for valid values.

« 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.

{ Run Control
Run Control ID:  kak EeportWlanager Process Monitor ST
Department ID: IBETDDDSDSD ﬂ Division of Human Resources

Pay Period End Date: IDEH qrxo04 ﬂ
Pay Group {Optional): I G

Sort by Subunit (Optional) [~

KSU Subunit 1D {Optional): I ﬂ

B save B add | (2] Update/Display |
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3. Save and Run the Report

abs

%  Select " Save " to retain selected report parameters.

abs

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

{ Run Comtrol
Run Comtrol ID: gk Report Manager Process Monitor Run
o ——
Department ID: IEE?DDDSDSD ﬂ Divigzion of Hurman Resources

Pay Period End Date: IEIEH arzo04 Q)
Pay Group (Optional): I Q)

Sort by Subunit {Optional)

KSU Subunit 1D (Optional): I ﬂ
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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  Type: E-Mail
Format: PDF . Format PDF
Runs report to the process scheduler. '. Runs report to e-mail.

Process Scheduler Request

User ID: ALMAMD Run Comtrol ID: kak

Server Name: I j' Run Date: I1DID§IEDD4 B
Recurrence: I 'I Run Time: |3:EIE:42F'M Resetto Current DateiTime |
Time Zone: I ﬂ

Select Description Process Name Process Type ‘Format
W Department Time Totals by Pay WTEC028 SQR Report [wen =] |PDF =]

‘Type ‘Format
|Email =] |FDF

=l B

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.

3% 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
%  Process Monitor (page 10) 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.
{ Fun Control

Run ControlID:  kak Report Manager™rocess Monitor )L

Process Instance: 597

Department ID: IEET':”:”:'E':'E':I ﬂ Division of Human Resources

Pay Period End Date: IEIEI‘I 92004 ﬂ
Pay Group {Optional): I QJ

Sort by Subunit (Optional)

KSU Subunit ID (Optional): I ﬂ

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

{ Explorer Y List [Aﬂministrationk Archives |
.

User ID: IALMAMD Type: I_'ILast: IEIDays vI Refresh I
Status: I 'I Folﬂer:l j Instance: | to: |

Customize | Find | View Al | B8 First (4] 1s00r 57 D Last

Report Prcs _— Request _
Select ID Instance Report Description Date/Time Format Status Details View
i 1000582004 Acrobat . '
- 521 597 Department Time Totals by Pay 2101 3P & pdf Posted Details Yie

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

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

[ Ewplorer ¥ List ) Administration Y Archives |

User ID:

=l Last: Iﬁ Days
j Instance: I to:

Customize | Find | view Al |8 First (4 150 057 D Last
Report Description Request =R

Status Details View

1] DateTime -
. 1010512004 ficrohat :
- a1 Department Time Totals by Pay 210-19PM (= Posted Det
Status ... Posted Select "Refresh™ to view After report appears

reports that have been on the list, select "View"
processed. Note: May

need to select "Refresh”

more than once to view

report on the list.

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

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

% To view the report, select the file name
Wtec028_597.PDF.

Report Detail

Report ID: a1 Process Instance: 537
Name: WTECOZS Process Type: SOR Repoaort
Run Status: Success

Department Time Totals by Pay
File List
MName File Size (bytes) Datetime Created

Messane Loo 1,594 10/05/2004 3:10:29.000000FPM COT
(ﬁEEDEB S9T.POF 41849 10/05/2004 3:10:29.000000FPM COT
Trace File 132 10/05/2004 3:10:29.000000PM COT

% After selecting the PDF file, the report will appear.
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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 Manger.

{ Run Control %

Run Control ID:  kak R Managsi(Eiocess Monig) RV

Department 10:; IEETDDDEDED ﬂ Divigion of Human Resources

Pay Period End Date: IIZITH 712004 Q)
Pay Group {Optional): I Q

Sort by Subunit {Optionaly

KSU Subunit ID {Optional): I ﬂ

[ ProcessList | ServerList |

User ID: W Q Type: | =] Last: m IDEI'{.I'S -] )
Server: | j Name: | ﬂ Instance: I— to —
Run Status: I [ ¥ Save On Refresh
Customize | Find | Wiew All | First (4] 1190t 19 [M] Last
Instance Seq. Process Type rﬁ User Run Date/Time Run Status  Details
6a2 S0R Report W‘I'_ECEIEE ALMAMD 10/0752004 2:01:57PM CDT Dietails
Ba0 S0R Report WTECOOZ ALMAMD 100072004 1:44:39PM COT  Success Details

10




Department Time Totals

Process Monitor - View Report Status

\
0

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

% Output from WTECD28 (#3930055] - Inbox - Hetscape Folder

File Edt “iew Go Message Communicator Help

By @ e ¥

Getbzg Mewhizg  FReply  Reply &l  Forward File =R

M ame | ] E| Subject

El--%I ima.__.edu =1 Re: zpecial ImageMow zezsion

'Eaj Inbox 3 =1 ‘webReference Update HTHL, Wed
zent [=1 [babble] Horizontal Centering w
g Trazh [=1 JawvaScript.com News: HTHML in
g Ace.liy =1 JavaScript.com HTML Mewsletier, W
g aud =1 we're having a showerlll
(g calendar
~E3 CNS
-3 DE.ED

Aty
W

\
0

Open the PDF file to view or print the report.

Name: wtec028 320055 out
WtEu:UEB 290055 out Type: OTTT File {applicatonz-unknown-content-type-out_auto_file)
Encoding: basetd

Name: wtec028 320055 FDF
[wiec028 390055PDF|  Type: Acrobat (application/pdf)
Encoding: bazebd

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.
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