Running / Viewing / Printing Reports
Payroll Summary by Employee

This report provides a summary of hours worked, overtime paid, leave hours,
total hours paid, gross pay, etc. for an employee for a selected pay period. This
report is an excellent tool for viewing recorded time and leave and may be
printed at any time and for any pay period. Refer to the attachment for the

earnings codes included in each column of data.
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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>

Payroll Summary By Employee
Enter any information you have and click Search. Leave fields blank for a list of all values.

[ Find an Existing Value Y Add a Mew Valug

P —

Search by: FumColﬂrollﬂbeginswitrqﬁak )

Search | Advanced Search

Find an Existing Walue | Add 3 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

o EmplID (Employee ID): Employee ID for
employee.

o Pay Period End Date: MMDDYYYY format.

o Last Pay Period End Date: MMDDYYYY format.

[ Runctl Wtec034aksu '

Fun Control ID: kak FEeportManager Process Monitar Run

EmpliD: IWDDDDDEDSSS Ql Adams-Wright, Gayla &
Pay Period End Date: IDTIDBIEDM ﬂ
Last Pay End Date: |nm 712004 ]
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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 Wtec034aksu

Run Comtrol ID:  kak Report Manager Process Monitor Run |

EmpliD: |Wnuuuuans35 Q) Adams-Wiright Gayla A
Pay Period End Date: |umaxznn4 Ql
Last Pay End Date: |nm 712004 ]

l:lRIetum to Search
SE—
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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: ALWAMD Fun Conmtrol ID: kak

Server Name: I FEUNA :I' Run Date: I1 0192004 B3]
Recurrence: I "I Run Time: |3:48:32F'ru1 Resetto Current DatefTime ]
Time Zone: I ﬂ

Process List

Select Description Process Name Process Type Ype ‘Format

¥ Payoll Summary by Employee WTECT34A 5QR Report wen =] [POF ]
e *Form

[Email =] [poF =]
{ oK I) 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.




Payroll Summary by Employee

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.

aby,
w

[ Runctl Wtec034aksu

Fun Control ID:  kak Report Manager XProcess Manitar

Frocess Instance:833

EmpliD: |wuuunnaus35 Q| Adams-niright, Gayla &
Pay Period End Date: IEITIIZI w2004 |G
Last Pay End Date: |nm 712004
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Report Manager - Set Up Report List
Select the Administration Tab:

[ Explorer Y List | Administration | Archives |
 S—

UseriD:  [aLMANMD Type: MMM ~|Last: [ 1[Days x| Refresh ]

Status: Im Folder:l j Instance: | to: |
Custornize | Find | Miew All | ] First (4] 120 of z0 [F] Last
Select Eﬁemﬁ:ﬁnce Report Description Eﬂa{;ﬁ—iﬂw Format  Status Details View
- 47 833 Payroll Summary by Employee lnﬂgﬁggf ic:t;tiat Fosted Details View

% 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:  [ALMAMD Type: [N~ | Last: [ 1|pars ¢
Status: | j Instance: I to:

Customize | Find | %iew All |m First (1! 1-20 of 20 [¥] Last

e Request
ce Report Description DateTime

Format Details View

10/1 /2004 Acrohat .
- 747 Fayroll Summary by Employes 151 4RPM ¢ ol Posted Details
i 745 i FPayroll Summary by Cept lﬂl_{;l E’EE_E:‘ Posted Detaily Yiew
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/Log
Viewer

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

% To view the report, select the file name
wtec034a_388306.PDF

Report Detail
ReportID: 747 Process Instance: £33
Name: WTECOI4A Process Type: SOR Report

Fun Status: Success

Fayroll Summary by Employee

File List

Name File Size {bytes) Datetime Created
' 1,614 101972004 3:51:53.000000PM COT
1,743 101972004 3:51:53.000000PM COT
403 101952004 3:51:53.000000PM COT

%  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.
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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 Wtec034aksu |

Run Comtrol ID:  kak

EmpliD;

|wuununans35 Ql

Pay Period End Date: |EITIEI 2004 QY

{ ProcessList || ServerList |

Adams-Wiright, Gayla A

User ID: I}&LMAMD Q Type:

j Last: m IDaﬁ,rs vI

Q Instance: I to

|
Server; I 'I Name: |
|

Run Status:

=l ¥ Save On Refresh

Customize | Find | View All |Et First (4] 1-21 of 21 [B] Last

Process

Instance Seq. Process Type

User

Fun Date/Time Run Status  Details

Name
a33 S0R Report
a3z SR Report

10

WTECO34A ALMAMD 1071972004 3:43:32PM CDT Details

WTECO34A ALMAMD 101972004 3:48:32PM COT Error

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 WTECO34A [#388309] - Inbox - Hetzcape Folder

File Edit “iew Go Meszage Communicator Help

DT G S

GetMzg Mewbhdzg  Reply  Replpall  Forward File Mext |
Mame | . J4]s E| Subject
El--%I ima.._..edu =1 [Fwd: [Fwd: Christrnas project]]
) "ﬂ Inbox 1 =1 [Fwd: [Fwd: Christrnas project]]
zent = Re: vacancies
g Trazh =1 FRe: [Fwd: [Fwd: Chrigtras project]]
g Ao iy =1 HA Mewsletter
S T L =1 FAe: [Fwd: [Fwed: [Fred: Christras project]]]
-3 calendar & Output from WRAYD S [#358263)
o =1 webReference Update HTML, Fri b
-3 DE.ED gl Oukput from W TECOZ4A [#3 19]

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

Name: wtec034a 388209 out
Wtecli]34a 388309 out Type: OUT File {application’z-unknown-content-type-out_auto_file)
Encoding: basefd

Name: wtec034a 3EE209 PDF
[Jwtec034a 388309 PDF|  Type: Acrobat (application/pdf)
Encoding: baseéd

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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