Running / Viewing / Printing Reports

Excel Online Position List Report

(formerly named Excel Online Entry Position Listing Report)

This report is used while updating budget data in HRIS.
unclassified, pooled, student, and OOE lines and reflects on-line changes. All classified

information on this report is displayed as it currently appears in the University budget.

Note: This report is only to be used while data is being entered in the on-line entry
Once the on-line entry area is closed to users, the Position Listing report

area.

(WBUDG630) should be used to view changes made for the new fiscal year.
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Excel Online Position List Report

Create or Select Run Control ID

To Create a new run control ID:

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.

To select an existing Run Control ID:

Excel OnLine Entry Pos Listing
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 Valug

Search by: Run Control ID begins with kal

Search | Advanced Search

Find an Existing Walue | Add a3 Mew Walue

[0 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 Online Position List Report

The Report Request Parameters page will appear.

Fiscal Year: |2c|m3 Q)

™ Primt Employees with Bonus Only
¥ Print Classified Salaries

Depanmem:IEETEIMEIEIW ﬂ Education Dean of

College / Budget Unit: I Q)
Department Group 1D: I ﬂ

[ESARF

All Benefit
Main Camp Classified HREIS

et Med Temparary Jaint

Bl save (1 Return to Search - Linclassifd Q0E
Fooled
Shrink Up
Shrinkage
Student

3. Complete Report Request Parameters for desired

output.

Fiscal Year: New Fiscal Year

Department Enter either the Department ID, Budget
or Unit ID, or Department Group ID for
College/Budget Unit desired output. Note: The Budget Unit
or and Department Group ID do not
Department Group ID: always include the same departments.




Excel Online Position List Report

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

Sub Agency:

Class Indc:

BL Type:

(Budget Line Type)

Main Camp

All Benefit
Classified HRI15
Temporary Jaint
LInclassifd Q0E
Poaoled
Shrink Lp
Shrinkage
Student

Used to select/print budget lines for a specified sub-
agency.

ESARP
Main Camp
Vet Med

Used to select/print budget lines for a specified class
of employees.

All
Classified
Temporary
Unclassified

Used to select/print specified budget line type(s).

Benefit
HRIS
Joint

OOE
Pooled
Shrink Up
Shrinkage
Student




Excel Online Position List Report

4. 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.

[ ExcelFile Preliminary Positin '\

Fun Comtrol D kak Fepaor Manager Process Monitar Run )

Fiscal Year: |zuna Q|

¥ Print Employees with Bonus Only
¥ Print Classified Salaries

Department: ISETDMDM a ﬂ Education Dean of
College | Budget Unit: I Q

Department Group ID: I ﬂ
Sub Agen-:y:lhﬂain Camp 'I Class Imlc:lUncIasaiﬂj 'I BL T};pe:IHRIS vI

(_1 Return to Search ErAdd




Excel Online Position List Report

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

Server Name: PSUNX
Type: Web
Format: CSvV

Process Scheduler Request

User IDx KELGLE Run Control 1D kak

Server Name: [IPSUN}{ j' Run Date: IUSHQI?UU5 (e
Recurrence: I "I Run Time: IS:SE:QSAM Resetto Current DatedTime I

Time Zone: I ﬂ
‘Type ‘Format

Select Description Process Name Process Type
¥ Excel OnLine Entry Pos Listing WBUDEI0D SQR Report ( [wen =] [cev j]

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.




Excel Online Position List Report

6. View or Print the Report

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

0 Select...Report Manager

[ Excel File Preliminary Positin

Fun Control ID;  kak l Feport Manager I Frocess Manitar

FProcess Instance: 49990

Fiscal Year: |2|Jm3 Ql

¥ Print Employees with Bonus Only
¥ Print Classified Salaries

Department: ISETDEMEIM n ﬂ Education Dean of
College / Budget Unit: I Q)

Department Group ID: I ﬂ
Sub Agency:lhﬂain Carnp "I Class Iml-::lUncIaasifd "I BL T]ﬂ}e:IHRIB vI




[1 Status:

[0 Refresh:

Report Manager - Set Up Report List

Leave edit box "blank" or select "Posted."

Select to View Report List

O View: When status is "Posted” ... Select "View" to
Access Report/Log Viewer
[ Esplorer ¥ List | Administration Y Archives |
User ID: kELUGLE Type: | ¥ | Last: |_1|Daﬁ;5 vI
Status: (__ Fosted j FoI{Ier:I j Instance: | to: |
Report List Custamize | Find | Wiew All | i First (4] 150t 6 [M] Last
Select Report Pres Report Description M Format Status Details View
1] Instance Date Time = T
Excel OnLine Entry Pos 081220045 comma .
= 45887 49990 | oing 8:57:26AM delimited ¢~ cavy oot Detalslew
Dept Report of Budget 0a1152005 . )
= 45574 49367 e 208 41 PM Acrobat F.pdf Fosted Details Wiew




Report Manager - Access Report via Report/Log Viewer

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

[ To view the report, select the file name ...
Wbud630d xxxxxxx.csv.

Report Detail

ReportiD: 45637 Process Instance: 43990
Name: YWRLUDEIOD Process Type: S0R Report

Fun Status;  Error

Excel OnLine Entry Pos Listing

File List

HName File Size {ytes) Datetime Created

Message Log 1,656 05/12/2005 8:57:49.0000004M COT
fwbudf30d 4898005y ) 543 05/12/20058 8:57:49.0000004M COT
Trace File 2,404 05/12/2005 8:57:49.0000004M COT

» Right-Click on .CSV file.

» Select "Save Target As" [Internet Explorer]

Open

Open in Mew Window
( Save Target s ]

Ennt T arget

(Bt

Capy

Copy Shortcut
Easte

Add to Favorites...

Properties

The system will prompt for a folder . . . where to save the report.
Note the File Name or change the File Name incase you need it later.




Save As HE

Save_in;l ﬁ My Docurnents j EI

B CulureDay Display files [2] Fescued document, b
1 filelib

1M y eBooks

1M y Pictures

E;J 0ld Excel Documents

Save

Save as ype: ITEHtDu:u:ument j Cancel |

]

Z

» Select "Save"

The following message will appear.

»  When the page indicates that the download
select "Open."

Download complete M= E3

X —

¥

(= Download Complete

Saved:
whuds30d_437894. cav from v, ag. ks edy

(TLITIT]]
Dowrloaded: T7EKB in1 sec
Download bo: C:hy Docum.. swbude30d_ 437894, cay
Transfer rate: 7. 7B KB/Sec

™ Cloze thiz dialog box when dowinload completes

I Open I Open Eolder | Cloze I

——

» Report will appear in Microsoft Excel.

10

is complete,




