Running / Viewing / Printing Reports
Leave Accruals by Department

This report provides a history of leave earned, used, and lost for ALL benefit
eligible employees within a selected department. This report may be distributed
to employees. 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.

Menu Group:
Menu Application:
Menu ltem:

Component:

Search:

Search:

I @

[> My Favarites

[> Employee Self Serice

[* Wiarkfarce Administration

[» Benefits

[> Compensation

[> Marth American Payrall

[ Warkforce Development

[ Organizational Developmen

[» Enterprise Learning

[ Warkforce Maonitoring
e and Leave

[ ResearchiExtension Plannil
[> KU Annual Budget

[> Reparting Toals

[> PeopleTanls
Chandge My Passward
hty Personalizations
My Systern Profile
My Dictionary

| q

[> by Favarites

[> Employee Self Service

[> Workforce Administration
[* Benefits

[ Compensation

[» Morth American Payrall

[> Winrkforce Development
[> Organizational Developme
[* Enterprise Learning

[> Warkforce Monitaring

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

[» kS Annual Budget

[» et Up HRMS

[> viorklist

[> Application Diagnostics
[» Tree Manager

[ Reporting Toals

[ PeapleTanls

Change iy Password

Access HRIS Report

Time and Leave
Reports
Time Reports

_

Search:

| @

[> My Favorites

[» Employee Self Service

[» workforce Administration
[> Beneiits

[» Compensation

[> Morth American Payrall

[> Warkfarce Development
[ Organizational Development
[> Enterprise Leaming

[» Warkfarce Manitoring

=7 Time and Leave
[> Maintain Shared Leave
[> Maintain Time and Leave
[> Processes

Leave Accruals by Department

Search:

@

[> My Favorites
[» Employee Self Service
[> warkforce Administration
[> Benefits
[» Compensation
[> Marth American Payrall
[ Warkfarce Development
[» Organizational Development
[ Enterprise Learning
[» Warkfarce Manitoring
=7 Time and Leave
[> Maintain Shared Leave
[* Maintain Time and Leave
> Processes
S Reparts

[> Time Documents

[» Archiving

[ ResearchiExtension Planning
[» KEU Annual Budget

[ Set Up HRMS

[> winrklist

[ Application Diagnostics

[* Tree Manager

[» Reporting Toals

¥ PranleTanls

[> Set Up HRMS < Eeportz o &, Reports 2 [ime Reports

[> warklist [ Review [ Time Documents Accrd Liah for Annl Sick Leay
[ Application Diagnostics B Archiving Time Reports Annl Sick Leaye Accrual by EE
[ Tree Manager b ReseatchiEdension Elanr | | P REmEm=—"" Department Time Totals

Dept Time Tatals wi Funding
Leave Accrygl Beoort

cruals by Depa
Leave Accruals by Employee
Leave Statistics by Employee
Over 30 Days Sick Leave in FY
Payroll Surnmary by Deparment
Payrall Summary by Employee
Shift Differential Repart




Leave Accruals by Employee

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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Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value {_ Add a Mew Valug

P .

Search by: Run Control ID begins witquakj ]
Search | Advanced Search

Find an Existing Walue | Add a Mew Walue

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

s Department ID: Used to print information for a single department.
This identification number will print the Leave Accrual report for
active benefit eligible employees within the department. Example:
367000XXXX

(The department description will appear after ID has been
entered.)

s Pay Group (Optional): See Pay Group Table for valid values.

s Sort by Subunit (Optional): Click indicator "on" to sort report
by subunits within department. This option is only available to
those departments who have created subunits.

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

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

Department ID: IBETDDDSDSD Q) Divizion of Human Resaurces
Pay Group (Optional): I g

Sort By Subunit {Optional)

From Date: I-] 201772004 @ Through Date: |E|3.|'31 2004 @
KSU Subunit ID {Optional): || =Y
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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 Wtec035 Ksu

Run Control ID:  kak Report Manadger Process bManitar Run

Department 1D: ISETDDDSDED Q) Division of Human Resources
Pay Group {Optional): I g

Sort By Subunit {Optional)

FromDate:  [12(01/2004 [ Through Date: [03/31/2004 3
KSU Subunit ID {Optional): I ﬂ

‘ ﬁ Save > QReturn to Search) A dd




Leave Accruals by Department

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: KKIUIGLE Run Control ID: 13k

Server Name: I PSUNA 'l Run Date: |1 082004 )
Recurrence: I 'I Run Time: |4:22:32PM Resetto Current DatefTime
Time Zone: I ﬂ

Process List
Select Description

Process Name

Process Type ‘Format

¥ Leave Accruals by Department WTECO3A SGR Report [wen =] [PDF =]
ype 'Format
[Email =] [PoF =]
{ ok ‘ Cancell

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 Wtec035 Ksu |
T

Process Instance 777

Run Comtrol ID:  kak

Department ID: ISETDDDEDSD QY Divizion of Human Resaurces
Pay Group {Optional): I g

Sort By Subunit (Optional)

From Date: I-] 012004 @ Through Date: ||:|3.|'31.|'2|:||:|4 @
KSU Subunit ID {Optional): | =Y
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Report Manager - Set Up Report List
Select the Administration Tab:

AR .ﬂ.dministrationl Archives |
S

UseriD:  [KKUGLE Type: [ERGEEE |_1|Davs =] Refresh ]
Status: | =] Folder:| =] mstance: | to: |

Customize | Eind | Wiew All | ﬁ Firgt (4] 4.4 of 4 [¥] Last

Select Report Prcs

. Request .
iD Instance Report Description DateTime Format Status Details View
Leave Accruals by 10/ 22004 Acrobat ) )
- E93  TIT B 424 40P e ndfh FPosted Details  Wiew

¥ Status Edit Box = Posted or Blank

¥ Select "Refresh” to View Report List

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

[ Esplorer y  List ) Administration Y Archives

useri:  [iKUGLE Type: |5QR Report =] Last: [ 1|pays

Status: j Instance: |

Custamize | Find | Wiew All | Tl

Report Prck . Request
Select ID Insfance Report Description DateTime Status
10/M8r2004 Acrobat
= B33 7T Leave Accruals by Department 424-40P .pdn Fosted
Print Employee Time 1001185004 Acrohat
= P L Documents 338 2APM *.pdf I
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
wtec035_777.PDF

Report Detail
Report ID: A3 Process Instance: 777
Name: WTECO3S Process Type: SOR Report

Run Status: Success
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File List

Name File Size a5 Datetime Created

Messane Lo 1,599 10/ 82004 4:24:59.000000PM CDT
wiecd3s TTT.PDED 30,448 10M 82004 4:24:59.000000PM COT
Trace File 2,528 10/ 82004 4:24:59.000000PM COT

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

3% To print the report, select the = icon.

Or, select File > Print.

B3 (as20RE]| < Mesek |-e0O0E]D =8|
B0 -£-B &0 EE D

rhumhnlilzg Bookmark
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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.

=

Home = Compensate Emplovees = Maintain Time and Leave = Repaort = Leave Accruals by Departmennt

J( Runcil WiecO35 Ksu ‘.I_

Run Control ID:  kak Report Manager |Process Monitor

Process Instance: 387965

Department ID: |3ETEIEIEISDEEI Q) Division of Human Resources
Pay Group {Optional): I aQ

[ Process List ' Server List |

User ID: [ALMAMD Q| Type: Tliast  [10 [pays =K

|
Server: I 'I Name: | @/ Instance: I to
|

Run Status: [ | ¥ Save On Refresh
Custornize | Find | Wiew All | =8 First 1-1E of 16
Instance Seq. Process Type rﬁ User Run Date/Time Run Status  Details
a4 SOR Report FTECODZ ALMAMD 1001952004 3:54:43AM COT Errar Details
783 S0OR Report KTECOOZ ALMAMD 10192004 8:54:428M COT Errar Details
782 SOR Report \WTEC035 ALMAMD 10/ 9/2004 8:52:05AM COT Details
a1 SOR Report KTECO03 ALMAMD 10M9/2004 8:46:10AM CODT 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.

El Subject

default

Time Sheetz due today

[Fwd: [Fwd: Christmas project]]
[Fwd: [Fwd: Christmas project]]
[Fwd: [Fwd: Christmas project]]
Output from WTECDO35 [#387340)
Output from WTECD35 [#387946)

[T (7 (7 (7 (7 [0 [

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

Name: wtec035_ 387971 out
Tvpe: OUT Fie {applcationz-unknown-content-type-out_auto_file)
Encoding: basetd
Download Status: Mot downloaded with message

[glwtec035 387971 out

Name: wtec035_3875971FDF
Tvpe: Acrobat (application'pdf)
Encoding: baseéd
Dovmload Status: Mot downloaded with message

[Fwtec035 387971.PDF

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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