Blank Time Document

Running / Viewing / Printing Reports

Blank Time Document

This report produces a blank time document and may be printed at any time. This
report is normally printed for employees who did not receive a time document when
department time documents were printed (i.e., new hires, rehires, transfers, etc.).

1. Access HRIS Report

Menu Group: Time and Leave

Menu Application: Reports
Menu Item: Time Documents

Component: Print Blank Time Doc's
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2.
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Select Run Control ID

S 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>

Print Blank Time Doc¢'s
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value { Add a New Valug

N
Search by: Run Control ID begins witr{km_k‘)

Search | Advanced Search

Find an Existing alue | Add a 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. The Report Request Parameters panel will NOT appear
for this report. .. proceed to step 3.

{ Run Control

Run Control ID:  kak HeportManager Process ru1|:|nit|:|r

2} Return to Search [ErAdd
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3. 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.

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 R 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 PELINA :I' Run Date: |1 0ia7r2004 Edl
Recurrence: I :I' Run Time: |2334399F'r"'| Resetta Current DatelTime |
Time Zone: I ﬂ

Process List
Select Description Process Name Process Type “The "Format
W PrintBlank Time Documents KTEC003 SOR Repart Email x| [POF =] EY

‘Format

vpe
[wen =] [rOF =]

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 6) 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 9) 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.

{ Fun Comtrol

Run Control ID:  kak Prucesahﬂnnitnr

Process Instance:633

=] Save:l 21 Return to Search:l [ 2 dd
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Report Manager - Set Up Report List

Select the Administration Tab:

»

{ Explorer Y List Administration | Archives |

User ID: IALMAMD Type: I_ 'I Last: IEIDays vI Refresh I

Status: IF'DSted 'I Folﬂer:l j Instance: | to: |

Customize | Find | View 100 | 38 First (4] 15008 111 D Last
Report Prcs s Request .
Select ID Instance Report Description DateTime Format Status Details View
i ' 10/07i2004 Acrobat : '
- G003 B33 Frint Blank Tirme Documents 526 IEEM = Fosted Details Vie

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

¥ If status = Posted ... Select "View" to Access Report Detail

[ Esplorer ¥ List  f Administration Y Archives

UseriD:  [ALmAND Type: [N ~| Last: |30 [Days vI
Status: Iﬂer:l j Instance: I to

Custamize | Find | %

Report Prgs . Request .
Select ID indtance Report Description Date/Time Status Details View

: : 10/07/2004 :
I 603 Print Blank Time Documents .20 Posted Details @
- G02 Department Tirme Totals by Pay l?.{gf.ﬁg?: ic;ﬂat Fosted Details Afiew

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

% A Message Log, Trace File, and File Name(s) will appear.

% To view the report, select the file name
ktec008_683.PDF.

Report Detail
Report 1D: G033 Process Instance; 532
Name: KTECONS Process Type: S0R Report

Fun Status: Success

Frint Blank Time Documents

File List

Name File Size {bytes) Datetime Created

Message Loo 1 1,599 10/07/2004 2:36:33.000000PM COT
ec008 G83.POE 2,569 10/07/2004 2:36:33.000000PM CGOT

Trace File 0 10/07/2004 2:36:33.000000PM COT

%  After selecting the PFD file, the report will appear.
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Report Manager - Print Report

. : =
e To print the report, select the icon.
Or, select File > Print.
[ QRAS | & - ° |
nlae BB oy ne » DOME S 66 BOE |
g
Kansas State University Department | 3670003040 Emplid WOD00030226 |mu#| 0 | Pg
Time and Leave Pay End Dt | 06/23/2001 Name (L,F M} | Cole Bradley 1
Document Position Nbr | W0040239 FLSA | N | FTE | 0.10 | Waork Schedul | STUI
Earn Code Sun Mon | Tue Wed | Thu Fri Sat Sun Mon | Tue Wed | Thu Fri Sat Totals
610 | 611 | 612 | 613 | 64 | 615 | 616 | 617 | 618 | 619 | 620 | 621 | 622 | 623
SP1 200 400| 400| 400 400 200 200| 400| 400| 400 34.00
CTLA Hours 200 | 400| 400| 400 | 400 200 200| 400| 400| 400 34.00
FLSA Hours 200 | 400 | 400| 400 | 400 200 200| 400| 400| 400 34.00

All times listed on this report reflect actual time charged, including leave time, and is true and correct to the best of my knowledge.

Employee's Signature / Date

Agency Authorization / Date
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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 Manger.

{ Fun Control

Fun Comtrol 1D kak rocess Monitor

Run

[ Process List \{_ Serer List

User ID: IALMAMD G Type: j Last: m |Days j . Hefresh

|
Server: | j Name: | ﬂlnstance:l to |
Run Status: | [ ¥ Save On Refresh
Customize | Find | Wie First (4] 1.21 of 21 [P] Last
Instance Seq. Process Type m% User Eun Date/Time Eun Status Details
684 SOR Report HDDE ALMAMD 1070772004 2:46:37PM COT Details
683 SOR Report KTECOO8  ALMAMD 10/0752004 2:34:09PM CDT  SuUccess Details

It et T T T o Y (N L Y A1 REARIF A RAATIAAE D LA ST ST =T R [ Y
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Process Monitor - View Report Status

Aty

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

\
0

File Edit Yew Go Meszsage Communicator Help

T Y @l WS e ¥ 3 o9 @
Getkzg MewMsg  Reply Feplp Al Fonward File M et Print Delete Stom
ElEs | Inbox =
= —— —
= [ect | | Sender _-""\

Output from % TECOOZ [H#E233] »  tgoftiaikzu. edu
[=1 HE& ¥ Lppemr=CrRIE [DF5S]

&1 Conference Meeting Minutes Berrath, Bachel [DPS]
[Z1 HRIS Time & Leave Training t arlene F.unze Dolan

- - =

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

Name: wtecO02 6589 cut

wtecl02 6889 out Type: OUT File {application/z-unknown-content-type-out_autoe_file)
Encoding: basefd

Name: wtecO02_ 6889 PDF
WtchUE 6889.FPDF Type: Portable Document Format (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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