Running / Viewing / Printing Reports

Leave Statistics by Employee

This report provides a summary of time and leave recorded for an employee by
pay period. This report may be printed at any time and for any number of pay
periods. Leave patterns may be easily detected by reviewing the summary page
at the end of the report.

1. Access HRIS Report

Menu Group: Time and Leave

Menu Application: Reports

Menu ltem: Time Reports

Component:

Search:

Search:

Search:

[* My Favorites

[* Employee Self Service

[ Manager Self Service

[> Recruiting

[> Warkforce Administration
[> Benefits

[» Compensation

[» Stack

[> Time and Labor

[* Morth American Payroll
[* Global Payrall

[» Payrall Interface

[ Workforce Development
[ Organizational Development
[ Enterprise Leaming

[» Warkfarce Monitaring

[ Pensian

[> Parners

[» Catalog Management

[» ArchTving

[* ResearchiExtension Planninc
[» K50 Annual Budoet

[ Set Up HRMS

[> Enterprise Components
[> worklist

[> Application Diagnostics
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[* My Favorites

[* Employee Self Service

[ Manager Self Service

[» Recruiting

[> Waorkforee Administration
[> Benefits

[» Compensation

[» Stack

[> Time and Labor

[» Morth American Payroll

[* Global Payrall

[» Payrall Intetface

[ Workforce Development
[ Organizational Developmi
[* Enterprise Leaming

[ Warkfarce Maonitaring

[ Pension

[> Parners

[» Catalog Management
|52 Time and Leave

[* Maintain Shared Leave
[> Maintain Time and Leave
[ Processes

[» Review

[* Archiving

[» ResearchiExtension Plan
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[* Mty Favorites
[ Employes Self Service
[ Manager Self Service
[ Recruiting
[> Workiorce Administration
[* Benefits
[* Compensation
[» Stack
[> Time and Labor
[* Morth American Payroll
[* Glahal Payrall
[ Pavrall Interface
[= Wworkiorce Development
[ Organizational Developme
[+ Enterprise Leaming
[> Warkfarce Monitaring
[ Pension
[> Partners
[+ Catalog Management
= Time and Leave
[> Maintain Shared Leave
[> Maintain Time and Leave
[* Processes
& Reports
[> Time Documents
Titne Reports
[> Rewiewr
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[> Time and Lahor

[ Marth American Payrall

[ Global Payroll

[ Payrall Interface

[ Workfarce Development

[> Organizational Development

[> Enterprise Learning

[ Workforce Monitaring

[> Pension

[> Partners

[ Catalog Management

~ Time and Leave

[> Maintain Shared Leave
[» Maintain Time and Leave
[* Processes

% Repors
[ Time Documents

& Time Repors
Accrd Liab for Annl Sick Leay
Accrued Leave Liahility Totals
Annl Sick Leawe Accrual by EE
Departrment Time Totals
Dept Time Totals wi Funding
Leave Accrual Report
Leave Accruals by Departrment
Leaw [=I:]
Leave Statistics by Emplayee
Over I TaYs Stk Ceave n kY
Fayroll Summary by Department
Fayroll Summaty by Employes
Shift Differential Report
Separated Employees
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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>

Leave Statistics by Employee
Enter arny infarmation you hawve and click Search. Leave fields blank for a list of all walues.

[ Find an Existing Value Y Add a Mew Value

o,
Search by: Run Control ID beging withh|kak

Search | Advanced Search

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.

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 Wtec031
Run Control ID:  kak Hepor Managet Process Monitor Fun
From Date: [o61 82004 ThroughDate:  |07/17/2004 il

EmpliD: [wooo0002358 Q) garmhar cynthia M



Leave Statistics by Employee
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 Wtec031 %

Run Comtrol ID:  kak Fenor Managel Process Monitor
S ——

From Date: IDEH 92004 [ Through Date: IDTHTIEDM ]

EmpliD: [wo000002358 Q) garmhart Cynthia M

QReturn to Search: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 : Type: E-Mail
Format: PDF . Format: PDF
Runs report to the process scheduler. . Runs report to e-mail.

Process Scheduler Request

User ID: ALKAMD Fun Control ID: kalk

Server Name: I PSUNX :I' Run Date: I1 0i1952004
Recurrence: I 'I Run Time: |2:25:1 GPM Resetto Current DaterTime |
Time Zone: I ﬂ

Process List
Select Description Process Name Process Type pe ‘Format
W Leave Statistics by Employee WTECD3 SQR Report [wen =] |POF =] EG

‘Format
|[Email =] |PDF

=]

ml 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 (Page7) 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.

f Runctl Wtec031

Run Control ID:  kak @m

\che-glnstance:azg
From Date: IUEMQMUE"1 Ed Through Date: IDTHTIZDM

EmpliD: [w0000002358 Q) Bamnart Cynthia M
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Report Manager - Set Up Report List

Select the Administration Tab:

B N inmninistrationl'( Archives |

UserID:  [ALMAND Type: [N ~| Last: | 1]Days x| Refresh ]
Status: IF'DSTEd "l Folder:l =] mstance: | to: |

Custarmize | Eind | Wiewe All | u First [4] 4.17 of 47 [¥] Last

Select Report Prcs Report Description Request ue:“,t Format Status Details View
(1] Instance Date/Time
- 100192004 Acrobat . )
- 743 a24 Leave Statistics by Employee 3355 IR = pdf Posted Details Wiew

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

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

[ Explorer Y List )} Administration |  Archives |

vserio: [ tyve: (] ot [ 1[0ws  E]C Reresn )
to: '

Status: (| Posted - Folder:l =] mstance: |

Customize | Find | Wiews All |r’:l First 4] 447 of 17 [B] Last

Select Report Fxcs Report Description E“@ Format Status Details \View
D Ipstance DateTime
] . 10952004 Acrobyg )
= 743 329 Leave Statistics by Employee 2365 3E M (=7 Fosted Details
- 741 b7 Print Employee Time 1001 EIJ'QDD4. Acyobat Frated  Matailsd iew
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.

k¥ To view the report, select the file name
Wtec031_829.PDF.

Report Detail
ReportIlD: 743 Process Instance: 929
Name: YWTECO3 Process Type: SQR Report

Run Status: Success

Leave Statistics by Employee

File List

Name File Size (bytes) Datetime Created

Mezcage Log 1,589 1001 9/2004 2:27:00.000000PM COT

WTECD3! .cov 2,912 10019/2004 2:27:00.000000P8 COT
ec03! 829.PDF 3,504 10/19/2004 2:27:00.000000PM COT

Trace Fiie 2,519 101 9/2004 2:27:00.000000PM COT

* After selecting the PDF file, the report will appear.
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Report Manager - Print Report

\
0

w~

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 Wtec031

Run Control ID:  kak Report Manager @ --

Process Instance:8249

From Date: [oer1aizons [ ThroughDate;  |07/172004 [

EmpliD: [wooo0002388° Q) Barmhan cynthia M

[ Process List Y SemerList |

User ID: [ELMAMD Q] Type: | Tlast:  [10 [Days vI
Server: I 'l Name: | QInstance: | to |
|

Fun Status:

j ¥ Save On Refresh

Customize | Find | Wiew All |":t First (4] 1.27 ce 27 [B] Last

Process

Instance Seq. Process Type Name User Run Date/Time Bun Status  Details
229 S0R Report WTECD31 ALMAMD 101972004 2:2516FM COT Details
827 SOR Report KTECOOZ ALMAMD 101872004 2:13:03FM COT Errar Details
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Process Monitor - View Report Status

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

@ Output from WTECO31 [#387615] - Inbox - Metzcape Folder

File Edit ‘“iew Go Meszage Communicator Help

By w @ F ¢ ¥

Get!‘éet m;slsag:a‘s [EtrI+F]rpl‘u Reply &l Fanward File M et
Mame I |E] Subiect
El--%I ima._..edu =1 Re: Mew Overtime Compenzation Sgree
"ﬂ Inbox 1 [=1  Re: print thiz page only on leavechart
zent [=1  Re: print thiz page only on leavechart
g Trazh =1 WebReference Update HTHL, W
~g Acc. ity =1 Inztal
g audi =1 Re: TiL report
3 calendar &8 Output from WTECD3T [#38
W Open the PDF file to view or print the report.
Name: witec031 287615 out
wtec03] 3ETE15 out . T}ipe: OTT File (applicationfz-unknown-content-type-out_autefile)
ncohing: basetd
Download Status: Mot downloaded with message

Name: WITEC031 csv
Type: Microsoft Excel Comma Separated Values File
"W'I'ECU3 1 csv {application/z-unknown-content-type-Excel C5V)
Encoding: basetd
Download Status: Mot downloaded with message

Name: wtec0321 387615 FDF

Type: Acrobat (application'pd)
WtECUS] 387615, PDF Encoding: basetd

Download Status: Mot downleaded with message

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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