Excel File of Budget Line
Running / Viewing / Printing Reports

Excel File of Budget Line

This report produces budget line/position data in file format and may be ordered at any
time. Importing the report to Microsoft Excel allows data to be manipulated.
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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>

Excel File of Budget Line
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

J Find an Existing Value ' Add a New Value

Fun Control ID:| hegins with j |kak

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.




Excel File of Budget Line

The Report Request Parameters page will appear.

2. Complete the Report Request Parameters.
++ Fiscal Year: Enter Fiscal Year

+ Sub Agency: Options are None, ESARP, Main Camp(us) and Vet Med.

+ College/Budget Unit: Enter appropriate values.

+ DeptIiD: Example: 367000XXXX

+» Dept Group: Enter appropriate values.

+ Budget Line: Budget Line options are:

Benefit, HRIS, Joint, OOE, Pooled, Shrink Up, Shrinkage, Student

+ Type of Line: Options are:

B fBenefit Position

[E [0OE Position

| [Joint Position
|E_|F'|:u:|led Position

5 [Student Position

i [HRIS Position

% [ghrinkage Up Line
Elahrinkaue Dowh Line

+ Class Indicator: Options are Classified and Unclassified.

Fiscal\"em'IEDDE Q
Sub IMain Carmp vI

Agency:

College / Budget I Q)
Unit
DeptiD ISETEIEMEIEH n ﬂ Education Dean of
Dept Group I Q)
Budget Line: I

Type of Line [ Q|  HRIS Pasition

| " Classified & Unclassified
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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.

{ Excel Bud Line

Run Control Il kak Feport Manager Process Monitor

Fiscal Year IEEIIZIE Q)
| ' Classified & Unclassified
sub Irlnain zamp vI
Agency:
College / Budget I Q)
Unit
DeptiD ISETDD#DM 1] ﬂ Education Dean of
Dept Group I Q)
Budget Line: I
Type of Linelﬁ Q| HRIS Pasition
) Return to Search [ add
) Edd.
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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: kkUGLE Fun Control ID: kak

Server Name: I FSUNA :I' Run Date: I':lﬁf1 212004 [
Recurrence: I "'l Run Time: |1 1:26:58AM Resetta Current DaterTime I
Time Zone: I ﬂ

Process List
Select Description

Process Name Process Type

I Excel File of Budget Line WBUD3Z4 S0F Repart

‘Type ‘Format

Email x| |[POF =]

T

Process List
Select Description

Process Mame

Process Type
7 Excel File of Budget Line WBLID324 SGR Report

‘Format

=l |pOF

‘Tupe
[inieh

Ok | Cancell

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 (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 13) 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.

[ Excel BudLine

Fun Control ID: - kak

Report Managery Process Manitar

Process Instance:5004 4

Fiscal‘r’em'IEDDE Q)
Sub IMain Camp vI

Agency:

College / Budget I QJ
Unit
[I'eptl[I'IEETDEI#DEI“ID ﬂ Education Dean of
Dept Group I Q
EBuiget Line: I

Type of Linelﬁ G HRIS Position

| " Classified & Unclassified
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Report Manager - Set Up Report List

[] Status Edit Box = Posted or Blank

[0 Select "Refresh” to View Report List

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

[ Ewplorer Y  List

' Administration Y Archives

i [1[0os ]

j Instance: | to: |

User IDx: |KKUGLE Type:
Status: (I Fosted o I] Foltler:l

Report List

SGR Repart

Select Report Prcs

First (4] 1.8cr s [M] Last

. Request 0
ID Instance Report Description Date Time Format Status Details View
] 45736 50044

Excel File of Budget Ling 01 2/2005

1137 02AM Acrobat (7 pdf Posted Detans

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
wbud324 421096.csv

Report Detail
Reportil: 45736 Process Instance: 50044
Name; WRLD3I24 Process Type: SOR Report

Run Status: Success

Excel File of Budget Line

File List

Mame File Size (wtes) Datetime Created

Meszsage Log 1,629 0561 22005 11:32:12.000000AM COT
whud324 50044 PDF 1,368 05M 22005 11:32:12.000000AM COT
@ bud324 50044.cev | 11,554 0561 22005 11:32:12.0000004M COT
Trace File 817 05M 22005 11:32:12.000000AM COT

'} hitps: A Fwww_as_ksu edu: 7002/ zerviets/psreports

Save Weh Page K |
S ave it I =5 My Documents j gl @ @ [
1 Adabe caldataoutput. txt E SOK.onlire i Media History
by D ata Sources dhrhorne. tat YiewSour pe1034.cev
[ My Pictures =] FEBCAL.TXT whud335
| 1PDF Compare problems with JSP. bt whudg3dl =, C/ U, Full/Part Time
I 1'word Compare pzEdevpeoLirce. bt 00000000, 0000015917, :
=] banefits. bt psaccessiorm. bt oooooaoo, 00a0o77?103 .
oooooooo, aooooos0l1ls, .
4| | 7,L,U,F,F,R,0000.600

aooooooa, 00000072 a7 !

[
File name:  |whud324_421094_cav Save | c,F,F,R,0001.000,0001

z,L,C,F,F,R,0001.000
Cancel 3,L,U,F,F,R,0001.000

3,L,U,F,F,R,0000.000
5084, 4,C,P,F,R,0000.
. . : : i,C,F,F,R,0001.000,0
WO0O0O0s091, W, YOOOOOO1895, 00, "EBeckley, Rebecea LY, WOOOE091, 4,C,F,F, R,0001.00

WOO06093, W, KOOOO123395, 00, "Nelson, Donnita J", WOOO&093, 4, C,F,F,R,0001.000
MNNNAN3d W wmhnnnni2=2ad4 NN FRryrames Frbd=t+4 FFP TMNONANS94 & F F OF R OOOil omomn o

Save as type:

Encoding: IWestern European Mwfindoms] j

Open Excel and open the text file. Follow the Text Import Wizard:
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Text Import Wizard - Step 1 of 3 Ed |

The Text \Wizard has determined that wour data is Delimited.
IF this is correct, choose Mext, or choose the data bvpe that best describes wour daka.

riginal dakta kype
Choose the file bype that best describes your daka:
&% Delimited - Characters such as commas or tabs separate each Field.
™ Fixed width - Fields are aligned in columns with spaces between each field,

Skart impork at row: I 1 5‘ File origin: Sindowes [ANST

Preview of file Ci\Tempiwbud3z4 421094 csw, bxt,

nudget Line, Type,Ewplid, Podf, Name, Position,Ef£ Status,EfU,Fullf:fi
gooogks? ,E, o0, ", LA, . ., B, 0000.000,000015217 00000000000

gooosss,E, .00, ", A, ., ., B, 0000.000,000077103, 000000000, 00
goooe7o,E, .00, ", A, ., ., , ,0000.000,000002018,000000000,00
Qoo&08? . J,W0000012335,00, "Gehrt , Jenni fer I" , WOOOSOST , A T F F, B

A | I
Cancel = Barh | Mext = I Einish |

Lig Tl ool L | e |

Click Comma as Delimiter:

Text Import Wizard - Step 2 of 3 E |

This screen leks vou set the delimiters wour data contains. You can see
b wour bext is affected in the preview below,

slmiters : [ Treat consecutive delimiters as one
v Tab [ Semicalan v
[ Space [ Other: I Text gualifier; r

~Data preview

udget Line [Type Emplid Fodf flame osition [Eff S1ﬂ
ooao&a7? oo
aooogss oo
aoooe&70 oo
ooo&0ae7? ooooalz33s po Fehrt , Jenni fer I fTOO00S0S7 —

A i
Cancel = Back | Mext = I Einish |
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Click Finish

Text Import Wizard - Step 3 of 3 Ed |

This screen leks waou select each calumn and set
the Daka Format,

‘General' converts numeric walues ko numbers, date

walues to dates, and all remaining values ko bexk

gdvanced. .. |

alurmn data Format

&+ Gemeral
i Text
" Date; MOV i

™ Do not import column {skip)

~Daka preview

1Fafik 3
oo
oo
oo
oo

flans=

Position

Gehrt , Jemni fer I FDDDEDST

ff 59

Cancel

< Back | MExh = |

@ File Edit iew Insert Format Tools Daka  Window  Help
hedxn &RV & 2R- W = - 24 & 45 0 B0
Arial 10 - B I U EE=EE $ %, 40N EE - AL
A1 - # Budget Line

A B e
1 |Budaet LirlType Emplid  Rcd# Marme Fosition  |Eff Status |CAJ Fulli’Part T|  12-5ep RegiTemp
(2 |E00005%7 (B 1] A, F
_3 |EN00055E E 1] A, R
4 |E0000670 E 1] A,
_& |wWoo0s0s7 WWooooa1 2 0 Gehrt, JenrWO0O0B0S7 A L F F R
(B 50000264 S 1] A, L P R
7 hWannnen &g WMNNNANA N Sirmrae | oaAONNRATE 2 r F F =]
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Report Manager - Print Report

l To print the report, select the = icon.

Or, select File > Print.

a hittps:/fwww_asz kzu edu:7002/servletsfpsreports/HRI5/36368/whud324_421094 PDF - Microsoft Internet Explorer

Fle Edit %iew Favortes Tools Help |
E Lo, D ﬁﬁ‘@ E- @‘@~ =5 & . =5 2
Back e Stop Refresh Home Seach  Favorites Media History il Frint Edit Discuss  Messenger
Address I@ httpa: w33 ksu edu: 7002/ servlets/pareports/HRIS /36368 Awbud324_421034. PDF j ﬁﬁo | Links **
EEEER Y E R R e s s = s A
e - B-sE-7-2-B&)| 0 5]
»

_= Faport ID:  WELOO324 BXCEL nggFlegﬁnE:UE LINE Page Mo. 1

= Bun Dakta 03723 /2

-] Bun Tina 11:4

E

=

g B3l Lima CoUnb ... ..vtv i i e e ELY

)

o B Fumd Counk... ..., . 3T

E Byl Line Benf Count................ 62

o ”

g Sroup Eats Indicator Brror Coumk. ...

=

=1

£

E

&

=1

=

s

& =
Oy ] 10t1 (b M 187x1067In | O = B 4] ¥

[&] Done ’_l_glc Internet i
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Process Monitor - View Report Status

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

[ Excel Bud Line

Run ControlID:  kak Heport Manager m Run
A=
Fiscal Year W Q|
| ' Classified @ Unclassified
Sub IMain Camp 'I
Agency:
College | Budget | Q)

‘ Process List ' ServerList |

User ID: IkKUGLE Q Type: | | Last: |_1 Days «
Server: | j Name: | ﬂlnstance:l to I
|

Run Status:

j ¥ sawve On Refresh

B First [ 11zo 12 [ Last
Instance Seq. Process Type Eﬁ User Bun Date Time Bun Status  Details
50044 SR Report WEHBLID3IZ24  KKUGLE 081 22005 11:25:58AM CDT Details
A0024 S0R Report WHBLUIDG30F KEUGLE 08M 220058 10:43:32AM CDT  Success Details
A0020 SR Report WHBUDEI0E KKEUGLE 08M1 22005 9:40:31AM CDT Success Details

12
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Process Monitor - View Report Status

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

INBOY O F Page 1 of 2

[Select | |Markas:  +] 4 » M

Delete

72 [¥] # [¥] Date ¥l From [¥] Subject [Thread

M= 43 11:38:21 AM ﬁisofn@ksu.edu Ul Output from WBUD324 {£50053) ]
i = A7 11-Nif-14 AR ITuwnarld fram Wahracte T nvrar vanr accates Tadaw’e naw car

[] Open the CSV file to view or print the report in Excel.

Subject: Output from WEUD324 (#50053)

Part(s): ()2 wbud324 50053 cov  application/octet-stream 15.44 KB
i 3 whud324 50053 POF applicationfoctet-stream 1.83 KB

Message from Process Scheduler rumning on system raptor, using database HREIS:

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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