Running / Viewing / Printing Reports
Leave Accruals by Employee

This report provides a history of leave earned, used, and lost for a selected
benefit eligible employee. The report may be printed for a selected range of
dates and may be printed at any time. However, to include the most recent pay
period, print this report after the final pay calculation has run for the pay period.

1. Access HRIS Report

Menu Group: Time and Leave

Menu Application: Reports
Menu Iltem: Time Reports
Component: Leave Accruals by Employee
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Leave Accruals by Employee

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>

Leave Accruals by Employee
Enter any information you have and click Search. Leave fields hlank far a list of all values.

[ Find an Existing Value Y Add a Rew Value
Y

Search by: Run Control ID begins wit%u
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.

3. Complete the Report Request Parameters

< From Date: MMDDYYYY format. The begin date for the
report.

+ Through Date: MMDDYYYY format. The end date for the report.

s EmplID: The Employee’s ID.

[ Runctl Wtec032 Ksu

Run Control II::  kak Eeport Manager Process Monitor Run

EmpliD: IWDDDDDS4531 ﬂ
From Date: IDEHQIEDM (2] Through Date: ID?H?IEDM (2]
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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.

[ Runctl Wtec032 Ksu |

Fun Comtrol ID: gk Feport Manager Process Monitor Run

EmpliD: IWDDDDI354531 Q)
From Date: IIZIEH 2004 B Through Date: IDTHTIQDM x|

! Return to Search:I
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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 Control ID: kak

Server Name: I PSUNX :Iv Run Date: |1 01972004 Edl
Recurrence: I :I' Run Time: IQ:D?:BEAM Resetio Current Date/Time ]
Time Zone: I =Y

Process List

Select Description Process Name Process Type ype ‘Format
W Leawe Accruals by Employes WTEC032 SOR Report web | [PDF =] EY

‘Type ‘Format

Email =] [POF =] Ed

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.

= 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.

[ Runctl Wtec032 Ksu |

Fun Comtrol ID:  kak Repornt Managerf Process Monitor

Process Instance 740

EmpliD: IWDDDDDS4531 g Bloodgood,Jane A

From Date: IDEH 92004 @ Through Date: IEITI'ITIEEIEIel @

=] Savej ! Return to Search]
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Report Manager - Set Up Report List

Select the Administration Tab:

{ Explorer " List Inﬂminis’tration Archives |

UseriD:  [ALMAMD ype: [N | Last: |_1|Davs =] Refresh |
Status: I 'l Folder:l j Instance: | to: |

Customize | Find | Wiew All | ?'l Firat [4] 1.1z of 12 [F] Last

Select Report Prcs Report Description MJ@ Format Status Details View
D Instance DateTime
r 706 790 Leave Accruals by Employee | 0942004 ACIOBAL oo ded Detalls Wiew

9:09:22AM .ty

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

¥ |f status = Posted ... Select "View" to Access Report/Log
Viewer
[ Ewplorer V' List | Administration % Archives |

User ID: j Last: |_1| Days 'l
Status: j Instance: I to:

Customize | Find | View All | ':‘.l First "1 412 o 12 [F] Last

Select Report Report Description Fﬂ@ Format Status Details View
D lhstance DateTime E— = T T
1001912004 Acrob; , @
- T06 Leave Accruals by Employvee G083 TAM . Fosted Detaﬂs’
DOrivmt Cramlmmm Tivam 4|‘||'4|’]|"1ﬂﬂ.: JLE AN EEN
Status ... Posted Select "Refresh™ to view After report appears
reports that have been on the list, select
processed. Note: May "View"

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
wtec031_791.PDF

Report Detail
Report ID: a7 Process Instance: 731
Name: WTECD32 Process Type: SR Report

Run Status: Success

Leawve Accruals by Employvee
File List
Name File Size (hytes) Datetime Created

Messane Log 1,598 10/18/2004 9:16:07.0000004M CDT
ec032 791.PD 1,044 10/ 92004 9:16:07.0000004M COT
Trace Fie 2,456 10/ 92004 9:16:07.0000004M COT

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

Y
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Report Manager - Print Report

s  To print the report, select the = icon.

Or, select File > Print.
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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
Manager.

/ Runctl Wtec032 Ksu

Run Control ID:  kak Feport Managet Run

EmpliD: IWDDDDDDESSB ﬂ Barnhart, Cynthia b

[/ Process List { ServerList |

User ID: [ALMAMD Q) Type: | Tliast:  [1o
Server: I "I Name: | ﬂlnmance:l to
!

Run Status: j ¥ Save On Refresh

Customize | Find | i

Process User Fun Date/Time Run Status  Details
Name — E— -

7oz 50R Report YWTECD3Z ALMAMD 1051972004 9:29:21AM COT Details
a1 S5C0R Report YWTECO3Z ALMAMD 101972004 9:15:47AM COT Success Cetails

Instance Seq. Process Type
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Process Monitor - View Report Status

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

El Subject

Qutput from W TECDO31 [H387E15)

Thiz "week at Mewdrchitectmag, com: Bottan
W AEdwards\HR S “hrhdlmatHEIS_3_Reporl
Fer3d

Fe: Per3d

Output from WTECD32 [#387846)

TG

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

Name: witec032 387846 out
wtec032 287846, out Type: OTT File {application/z-unknown-content-type-out_auto_file)
Encoding: basef4

Name: wtec022_ 387846 PDE
[wiec032 387846 PDF|  Type: Acrobat (application/pdf)
Encoding: basetd

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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