Estimated Revenue Expense Report

| Viewing / Printing Reports

Estimated Revenue Expense Report

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

Hivsnds Berownce [snformnsadion S i -
Kansas State University
=

Estimated Revenue Expense Rpt
Enter arny information you hawe and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Y Add a Mew Value |

.
Run Control ID: | begins with ﬂ@{)

Search | | Clear | Basic Search [ Save Search Criteria

Find an Existing “alue | Add 3 Mew Value

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.

% Off-campus 'base' courses only: Check box

Hesnsan Resowrce Informalion L4~ . |
. Kansas State University

=

| Runctl Wperss8 |

Run Control ID:  kak Feport Managef Process Monitor Run

Off-campus '‘hase' courses anly r

E Sa\.re:l (;:',_Return to Search}

Ebadd)
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3. Save and Run the Report

il Select " Save " to retain selected report parameters.

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

Hesnss Rerownce [nformalion Less~ N
. Kansas State University
b

[ Runctl Wperss8 |

Run Control ID:  kak Feport Managef Process Monitor Fun |

Oft-campus ‘hase' courses anly r

g_lieﬁ.lrn tao Seic_l'_u_] E"'ﬂu:lil_.l
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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.

; ” > =
Hasrsian Revownce Informadion Sysdemn N
Kansas State University

[=([3

Process Scheduler Request

User ID: KKUGLE Run Control ID: kak
Server Name: S LI Run Date: iDSIDEIEDDS B
Recurrence: I 'l Run Time: |2:49:1 aPm Resgetto Current Date/Time

Time Zone: I ﬂ

Process List

Select Description Process Name Process Type

= Revenue Expense Report WPERSSE SGR Report

Type ‘Format

weh  »|[POoF ] EH

Process List

Select Description Process Name Process Type ‘Type ‘Format
¥  Revenue Expense Report WRERSSE SGR Repart ~| [FOF -
| oK || 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.




Estimated Revenue Expense Report

6. View or Print the Report

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

Or

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.

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.

Hivsnndsn Retrownce [informmalion S £ agn
Kansas State University

(=113

[ Runctl Wpersss

Run Comtrol 1ID:

kak eport Manager) Process Monitor
\"""'-—._—-"""{

Process Instance: 47131

Off-campus 'base' courses anly r
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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

Hwh&h Emm Lt onssstios :

E
e
Kansas State uni'l.fl!l'iit]'

=13

i

[ Explorer ¥ List  { Administration Y Archives |

User ID: |k.k.UGLE Type:

Status:

Report List Customize | Find | Vi

Select Eﬁmiﬁﬂ Report Description %‘;ﬁ—iﬂm Format Details View
42986 47131  Revenue Expense Report SEQEEDEE.EE ALTOREL S bocted  Details @
42970 #7114 55 Rptfora paddicular colleg gﬁzjgzﬁgﬁf Posted Details fview
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
wperss8_47131.PDF

[
Report Detail
Report ID: 429386 Process Instance: 47131
Name: YWPERSSE Process Type: S0R Report

Fun Status: Success

Revenue Expense Report

File List

HName File Size {bytes) Datetime Created

Messane Log 1,629 05/02/2005 2:50:25.000000PM COT
Derss8 47131.FPDF 120,935 05/02/2005 2:50:25.000000PM CDT

Trace File 2,775 05/02/2005 2:50:25.000000PM COT
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Report Manager - Print Report

&

l To print the report, select the

Or, select File > Print.

002/zervlets/psreports/HR15 /36586

icon.

rozoft Internet Explo
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grstures % Comments % Thumbn: z% Bookmarks

Rufl Data 03,29
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Bav - Exp
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Process Monitor - View Report Status

Use Process Monitor to view the Process List and Run Status.

KHansas State University

=l»

[/ Runctl Wperssg

Run ControlD:  kak ST TN Run

Off-campus ‘base' courses anly r

Kansas State University
b

[ Process List Y ServerList |

User ID: IkKUGLE ﬂType: j Last: |_1 |Daﬁ;s j Refresh

I
Server: | j Name: | Q/ Instance: |— to
Run Status: | = ¥ Save OnRefresh
Customize | Find | Wiew Al |;1 First [4] 1.2 et 2 [*] Last
Instance Seq. Process Type E:Iﬁ% User Bun Date Time Bun Status  Details
4713 S0R Report FERSSE KEUJGLE 050272005 2:49:18PM CDT Details
47114 S0R Report WPERSSTE KKUGLE 08/0272005 218:21PM CDT  Success Details

10
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Process Monitor - View Report Status

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

% Output from WPERSSE [#421321] - Inbox - Hetscape Folder

File Edt “ew GEo Message Communicator Help

BN L oW B g T 3

Getbzg Mewhizg  HReply  Reply &l Fonward File Mext Print B
M ame | . J4]¥ E| Subject
El--%I ima.._.edu = Re: Microsoft Excel K-AWC 1107 -4 81z
"ﬂ [Hbo =1 [Fwd: Image Mow server Maintenance]
zent =1 waorkers Compenzation - Emplayer's Report of Accider
g Trash 3 &2 Output from WEUD324 [#421089)
g Acc. ity &2 Output from WEUD324 [#421 097
w2 audi =1 Re: more budget reports
(3 rcalendar = HR Mewsleter
~(Z3 CHS E¥ e
-3 DELED HAES Clutput from WPERSSE [#421321]
= Fich

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

Name: wperss8 421321 ot
Type: OUT File {apphcationz-unknown-con
Encoding: haszetd
Download Status: Mot downloaded with message

W'pEI’SSS 421321, out

Name: wperssé_ 421321 . PDF
Type: Acrobat (application/pdf)
Encoding: basedd
Download Status: Mot downloaded with message

wpersss 421321 PDF

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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