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Summer School Report - College

This report provides information about summer school.
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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>
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Summer School Rpt - College
Enter any information you hawe and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Y Add a New Value |

=
Run Control ID: | begins with ;U\ka_v

Search | Clear | Basic Search [ Save Search Criteria

Find an Existing Value | 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.

2. Complete the Report Request Parameters.

¢ College for a Department: 36700XXXXX

H@mﬁfh Em&u‘l{{-f f?MHM Efn _—
Kansas State University

3
{  Runctl "
Run Control ID:  kak Feport Managed  Process Monitor Fun
College for a Department: |35T':”:'2'3':'1'j 4 Arts & Sciences College
E Save| |ClRetunto Search_] Eedd |
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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.

Harmndan Resownce Iinformetion o ~

Kansas State University

=3
f Runctl |
Run Control ID:  kak Feport Managel Process Monitor Run _|)
College for a Department: |357':”:'2':”:'1 0 Ql Arts & Stiences College
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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 Run Control ID: kak

Server Name: I FEUNA :" Run Date: |U5f':'2f20'3'5 (]
Recurrence: I "I Run Time: |2:1 3:21PM Resetto Current DaterTime |
Time Zone: I ﬂ

Process List
Select Description Process Name Process Type ype ‘Format
W 55 Rptfora particular colleg WPERSSTE SQR Report [wen x| |PDF =]

Process List
Select Description

Process Name Process Type ‘Type ‘Format

¥ 55 Rptfora particular colleg WPERSSYE SGR Repart | v[ Ed

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.

O 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.

Hiwssnasn Berovnce [nforsmmalion . — |
Kansas State University
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f Runctl |

Run Comtrol 1D kagk @

Frocess Instance: 47114

College for a Department: |357':“:'2':“:'1':I [ Arts & Sciences College

E Sawe| |ClReturn to Search | Eadd |
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Report Manager - Set Up Report List

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

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

Huvsnarn Rerownce Informalion Lesr~ N
Kansas State University
[ ]

[ Ewplorer Y List " Administration Y Archives |

User ID: ||<KLJ-::LE Type:
roses 3

B

3 Folder: j Instance: |

First (4] 1061 [F] Last

Select Report Report Description M‘@ Status Details View
D nstance Date Time
: 08022005 :
1T 42870 47114 S5 Eptfor a padicular colleg 537 45E M ¢ Fosted Detan
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

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

[ To view the report, select the file name
wperss7b_47114.PDF

Report Detail

Reportil: 424970 Process Instance: 47114
Name: YWPERSSYHE Process Type: S0R Report

Fun Status: Success

55 Rptfar a paricular calleg

File List
E File Size {bytes) Datetime Created
' 1,644 05/0272005 2:24:00.000000PM COT
perssyh 47114 PDF 52164 05/02f2005 2:24:00.000000PM COT
Trace File 2,389 05/02/2005 2:24:00.000000PM COT
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Report Manager - Print Report

l To print the report, select the = icon.

Or, select File > Print.
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If an error occurs, please contact the IT 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.




