Estimated Revenue Expense - College

Running / Viewing / Printing Reports

Estimated Revenue Expense- College

This report provides information about estimated revenue and expense by college.
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2.
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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>

Hivsmndsn Betrotnce [nformmatlion S £ p g ——
Kansas State University

=[13

Est Eevenue Expense - College
Enter any information you have and click Search. Leave fields hlank for a list of all values.

[ Find an Existing Value Y{_Add a New Value |

flll_-h‘\
Run Control ICx: l hedins with ;N@‘)

Search | | Clear | Basic Search [ Save Search Criteria

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.

College for a Department: 36700XXXXX

Off-campus 'base' courses only: Check box

Husnan Resownrce Information Susten G

Kansas State University

=113

[ Runctl Wperssgéh

Run Contrel ID:  |ak Fenort Managef Process Monitor Run
Co“euefﬂranel}an“]e|n: i3ETDDEDD1D g Arts & Sciences CD”EQE
Off-campus 'hase' courses anly r
E Save| f_:_g_Return to Search | B dd |
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3. 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.

Hesrdsn Retownce lnforirnadion Teri N 0000000

Kansas State University

{ RunctiWpersssh |

Fun Control ID: kak Feport Managef Process Monitor Run

College for a Department: |35TDDEDD1 0 ﬂ Arts & Sciences College

Off-campus 'hase' courses anly r

CLReturn to Search | = LETY
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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.
Hasrmasn Resovnrce linformmation Suile N1

" Kansas State University

= »

Process Scheduler Request

User I0x: kkUGLE Fun Control ID: kalk

Server Name: | FEUNA j' Run Date: IU5IU 2120058 [

Recurrence: | j" Run Time: |33':'332'3F'“I1 Resetto Current Date/Time |

Time Zone: | ﬂ

Process List

Select Description Process Name Process Type "Type ‘Format

v RevenuelExpense For1 College WPERSEEHE S0F Repart Ermail ;l |F'DF - Eﬂ

Process List
Select Description Process Type
W  RevenueiExpense For 1 College VWFERSEEB S0R Report

Process Name ‘Format

[ 0k || 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.

0  Report Manager 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.

Hisniisn Berovnce [nforinalion et s

Kansas State University

Er

Functl Wperssgh
f \

Fun Control ID:  kak @ @

Frocess Instance: 47147

College for a Department: |35TDD2DD1D ﬂ Arts & Sciences College

Off-campus ‘hase' courses only ]
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Report Manager - Set Up Report List

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

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

Viewer
Hstnsinn Berownce [nforsnalion £ b g ~

Kansas State University

B

{ Explorer ¥ List { Administration Y Archives

User ID:

Status:

Custormize | Find |View A1 | B8 First (5] 1.2.0r3 [ Last

Select RBeport Pycs Report Description M Format Details View
(1] Ingtance DateTime I —
| 0a/022004 Acrobat :
- 42994 41147  Rewvenue/Expense For 1 College 2-04-46EM = pdf) Posted Detalls
| 08022004 Acrobat . i
= 42986 41131 Revenue Expense Repart 2-£0:08EM Posted Details §iew
4 : 0a/022004 ’ :
= 42970 47114 55 Rptfor a paricular colleg 233 45PM Posted Details ¥iew
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

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

[ To view the report, select the file name
wperss8b_47147.PDF

Report Detail
ReportiD: 42994 Process Instance: 47147
Name: YWPERSSEE Process Type: S0R Report

Fun Status; Success

RevenuelExpense Far 1 College

File List

Hame File Size (hytes) Datetime Created

hescage Lo 1,644 08022005 3:05:03.000000FM COT
um.n';erssah 47147 PDE 2 1,335 08022005 3:05:03.000000FM COT
Trace File 2,806 08022005 3:05:03.000000FM COT
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Report Manager - Print Report

l To print the report, select the = icon.

Or, select File > Print.

j https:/ f'www._as_ksu edu: 7002/ servlets/psreports/HRIS /36585/wperss8b_421319.PDF - Microsoft Internet Explorer
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If an error occurs, please contact the IT 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.




