Employee Time Documents

Running / Viewing / Printing Reports

Print Employee Time Documents

This report produces time documents for nonexempt employees within a selected

department, pay period, and pay group (optional), subunit (Optional).

It may be printed

after time documents become available for the pay period, but not after the final pay
calculation has run for the pay period. Normally, this report may be printed the Friday
prior to the beginning of the pay period or anytime before the final pay calculation runs
for the pay period. To print this report utilizing the pay group option, refer to the Pay
Group Table for a list of pay groups and descriptions.

1. Access HRIS Report

Menu Group:

Menu Application:

Menu ltem:

Component:

Time and Leave
Reports
Time Documents

Employee Time Document
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Select Run Control ID

Aty

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 Employee Time Doc's
Enter any information wou have and click Search. Leave fields hlank for a list of all values.

j Find an Existing Value ‘{_Add a New Value

o

Search by: Run Control ID begins wit?@d)

Search | Advanced Search

Find an Existing Value | 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. Complete the Report Request Parameters.

*

L)

» Department ID: Example: 36700XXXXX

L)

*

L)

» Pay Period End Date: MMDDYYYY format

>

L)

» Employee ID: Example: WO000000000

D)

L)

0’0

Empl Rcd #: Employment record number Example: 1

{ Run Comtrol
Fun Control ID:  kak Report Manager Process Monitar Fun
Dept ID: ISETDDDEDED ﬂ

Pay Period End Date: IEIEH 92004 ﬂ
Employee ID: IWDDDDDEDSSE = kugle Kathrine Ann
Empl Redé: I e

=] Savejl  Return to Search]

Edd |
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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.

{ Run Comtrol '

Fun Comtrol ID;  kalk

Eeport Manager Process Monitor

Dept ID: ISETDDDEDED Q|
Pay Period End Date: IIZIEH Q2004 |G

Employee ID: IWDDDDDEDSSE ﬂ
Empl Rcd: I 0

(21 Return to Search
o

kunle kKathrine Ann
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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 :I' Run Date: |1 0182004 B
Recurrence: I "l Run Time: |3:34:1 I Resetto Current DatefTime
Time Zone: I ﬂ

Process List
Select Description Process Name Process Typg "Type *Format
¥ PrintEmployee Time Dacuments KTECDO3 5QR Repd fweb x| [PDF =]

vpe "Form
@n =l |ror =

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.

(oK p | cCancel |
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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.

s Process Monitor (pPage 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.

{ Fun Control

Run Comtrol 1D kak Fepornt Manage™ Process hMonitor

Process Instance 776

Dept ID: |35TEIEIEI5EI5EI ﬂ
Pay Period End Date: IEIEH 9rz2004 ﬂ

Employee ID: IWEIEIEIEIEIEEIESE ﬂ Crockett, Candance R
Empl Redi: I 0 QY
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Report Manager - Set Up Report List

Select the Administration Tab:

{ Explorer Y List fnﬂministration Archives

UseriD:  [KKUGLE Type: |SCR Report Tlrast [ 1[pays x| Refresh |
Status: I "’I Folder:l j Instance: | to: |

Customize | Eind | Wiew All Im First (1 13 0f 2 [P] Last
Request Format Status

Report Prcs

Select ID Instance Report Description DateTime Details
Frint Employee Time 106182004 Acrobat . .
= B892 TTE pocuments 3:39:20PM (* pafy Posting  Details

¥ 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 Y Archives |

UseriD:  [KKUGLE Type: |SQR Report Tliast [ 1[Days
Status: LiE Folﬂer:l j Instance: I ]

First (4] 1081 [ Last

Report . Request .
Select ID hstance Report Description DateTime Format Status Details View
Frint Emplovee Time 10M8/2004 .
= 592 Documents 3:39:29P M Posted Detalls @
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
ktec003_2080.PDF.

Report Detail
Report ID: 1790 Process Instance: 2020
Name: KTECO03 Process Type: SQR Report

Run Status: Success

Print Employee Time Documents

File List

Name File Size (bytes) Datetime Created

Mes 1,614 11852004 8:53:25.000000AM CET
gc003 2080.PDF 3,625 11182004 3:53:25.000000AM CST

Trace File 95 11852004 8:53:25. 000000AM C5T

3%  After selecting the PDF file, the report will appear.
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Report Manager - Print Report

#%  To print the report, select the = icon.

Or, select File > Print.

3

“ela g pobmE|9 < i€ B [ehs. - e DO@EED DR
B-858-7-£-F& [ 5|
Kansas State University Department Emplid WOOOD0481 559 |ume| [ Py,
Time and Leave Pay End Dt Name (L.F M) | Kugle.Kathrine Ann 1
Document Position Nbr N |1mc 1.00 IWnrkSrhedlln ISMFI
Sub-Unit 1D}
Earn Coie Sun Mo Tue Wed Thu Fri Sat Smn Mun Tue W Thu Fri Sat Totals

L0 | B0 | 102 | IWLE | LIS | 10718 | D006 | D07 | LGS | LIS | L0 | T0ART ) 10022 | DE23

HCF 800 | | | 5.00
HDC 800 | | | 5.00
REG 800 | BO0 | RO0 | B0 | |00 | om0 | sa0 | 800 4,00
SCK | | B0 | 5.00

Signatures % Comments % Thumbnails %Eookmnrk
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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.

{ FRun Comtrol

Run Control ID:  kak ﬂennnhﬂanauer@ Run_|

Dept ID: |35?|:||:||:|5|:|5|:| ﬂ
Pay Period End Date: |1 112052004 ﬂ

Employee ID: IWDDDDD4B159 ﬂ kugle,kathrine Ann
Empl Redi: I 0 Ql

[ Process List | SemerList |

User ID: IkKUGLE Q Type: | | Last: |_1 IDays 'I @
| I to .
|

Server: | j Name: <4 Instance:
Run Status: [ ¥ Save On Refresh
Custormize | Find | Wiew All | 5 First (4] 1-z ot 2 [M] Last
Instance Seq. Process Type rﬁ User Run Date Time Run Status  Details
2080 SOR Report HDDS KEUGLE 111 8/2004 8:52:37AM CST Details
2071 SOR Report WTECO34 KKUGLE 11/18/2004 8:37:44AM CET SUCress Details

10




Employee Time Documents

Process Monitor - View Report Status

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

% Output from KTECDOO3 [#390017] - Inbox - Hetscape Folder

File Edit “iew Go Message Communicator Help

YN @ W S e 7

\
0

Getbzg Mewbdzg  Feply  Replpall  Foreard File M et
L 4]y | E] Subject

ima.._..edu EI Re: Imagetow training

----- i nhu:r.3 EI Re: HRIS repart instructions
zent EI Re: special ImageMow zezsion

. Trazh EI WiehR eference Update HTHL, YWed
Ao by ‘ui_| [babble] Horizontal Centering «
audit EI JavaScript.com Mews: HTML i
calendar =) JavaScript.com HTML Hewslel
CHS i Qutput from £ TECOOE [#330017]

Aty
W

\
0

Open the PDF file to view or print the report.

Name: ktecO03 290017 out
k.tec[][B 290017, out Type: OUT File {applicationz-unknown-content-type-out_auto_file)
Encoding: baseéd

Name: ktec003 390017 PDF
ktec[]CIB 350017 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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