Running / Viewing / Printing Reports
Time Entry Errors

This report provides a list of time and leave errors, if applicable. The report is a
hard copy of the time and leave errors that may be viewed on-line using the Error
Message pages and is designed to display errors throughout the recording
process. It may be printed at any time during the recording process and as many
times as needed. Example: If an “OK” to process check box is turned on during
the recording process ... the report should be printed the next day. Note: |If
there are no department errors ... the report will indicate “No Employees in
Error.” If there are errors, the errors need to be corrected so that the employee
receives a timely paycheck.

1. Access HRIS Report

Menu Group: Time and Leave

Menu Application: Reports
Menu Iltem: Time Reports
Component: Time Entry Errors

Search:

[> My Favarites
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[* manager Self Service

[ Recruiting
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[> Time and Labor
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[ Glabal Payrall

[ Payrall Interface

[ warkforce Development
[* Organizational Development
[ Enterprise Leaming

[» Wiorkfarce Monitaring

[> Pension

[* Partners

[ Catalog Management
ﬁ ime and Leave_>
[ Archmng

[» RezearchiExtension Planning
[» KEU Annual Budget

[> Set Up HRMS

[* Enterprize Components
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[+ Glabal Payrall

[> Payrall Interface

[» Warkforce Development
[* Organizational Developmen’
[ Enterprise Learning

[+ yWarkforce Maonitoring

[* Pension

[> Partners

[ Catalog Management
[%Time and Leave

[> Maintain Shared Leave
[> Maintain Time and Leave

[ Processes
ey sy
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[> Global Payrall
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Time Entry Errors

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>

Time Entry errors
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 Value

e —

Search by: Run Control ID hegins wit@_)

Search | Advanced Search

Find an Existing Yalue | Add a Mew Yalue

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.




Time Entry Errors

The Report Request Parameters page will appear.
3. Complete the Report Request Parameters

# Pay Period End Date (MM/DD/YY format)

# Department ID Low Range: Required field ... Example:
36700XXXXX

# Department ID High Range: Required field ... Example:
36700XXXXX

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

# 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.

/ Runctl Wtec029 Ks

Fun Control ID:  kak Report Manaoger Process Monitor Fun

Pay Period End Date: IDTH 72004 |G

Department ID Low Range: |3ETDDDEDED ﬂ Division of Human Resources
Department ID High Range: IBETDDDSDSD ﬂ Division of Human Resources
Pay Group: I ﬂ

Sort By Subunit

KSU Sub-Unit ID: || Q




Time Entry Errors
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.

/" RunctiWtec029 Ks

Run Control ID:  kalk Feport Manager Frocess Wonitor Run

Pay Period End Date: IEI?H Tr2004 ﬂ

Department ID Low Range: |3ETEIEIEIEEISEI 4 Division of Humman Resources
Department ID High Range: ISE?DDDEDSD ﬂ Division of Human Resources
Pay Group: I Q)

Sort By Ssubunit [

KSU Sub-Unit ID: [ Q)

@;\:&) (2} Retum to Searchjl E




Time Entry Errors

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: ALMAMD Run Control ID: kak

Server Name: I PSLURNX :I' Run Date: I1 0ia7s2004 [
Recurrence: I 'I Run Time: |3:1 B:55PM Resetto Current DatefTime |
Time Zone: I ﬂ

Select Description Process Name Process Type ypE R

¥ Tirme Entry Errars WWTECD29 S0R Repaort

‘Format

=l [roF

‘Type
[wen

=
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.




Time Entry Errors

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.

% 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 Wtec029 Ks

Run Control ID: kak
e "

Frocess Instance:B87

Pay Period End Date: M Q
Department ID Low Range: Im Q| Division of Human Resources
Department ID High Range: Im Q) Division of Human Resources
Pay Group: I_ =Y
Sort By Subunit [
KSU Sub.-Unit ID: Y
B savel [CLRetumnto Search Bk add )




Time Entry Errors

Report Manager - Set Up Report List

Select the Administration Tab:

‘Aﬂministration l Archives
—

User ID: |ALMAMD Type: I_"ILast:
Status: IPnsted 'I Folder:l

R i

[s0foars = _Refresh |

j Instance: | to: |

First (4] 1-50 o 193 I Last

Select DEROMPICS  po) ot Description Request Format  Status Details View
D Instance Date/Time
) 1050772004 Acrobat : i
- 07 BET Tirme Entry Errors W g Posted Details  Wiew

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

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

g ek L

" Administration % Archives |

UserID:  [aLmAMD Type: [N ~| Last:  [30[Days @I
Status: (| Posted -} Folder:l j Instance: I to: A

First [4] 150 of 112 I3 Last

Select Report Pres Report Description Rﬂ@ Format Status Details View
D Insgance Date/Time
' 1000712004 Acrphat '
- BOT 68 Time Entry Errors 2301 48P M £11n) Posted Details @
- 04 62F  PrintBlank Time Docurnents | 010712004 ACORE  pocted Details Miew

Status ... Posted

Select "Refresh" to view
reports that have been
processed. Note: May
need to select "Refresh"
more than once to view
report on the list.

After report appears
on the list, select
Ilviewll

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
wtec029_687.PDF

Report Detail
Reportll: 507 Process Instance: g7
Name: WTECOZ Process Type: SOR Report

Fun Status: Success

Tirme Entry Errors

File List

File Size (bytes) Datetime Created

: 1,590 10/07/2004 3:21:06.000000PM COT
w028 627 PDF 1,395 10607/2004 3:21:06.000000PM COT
Trate T 2,693 10607/2004 3:21:06.000000PM 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.

By & =

# & BOb|E

[l 4o« lek= |-eDO@E

0 e

B

Pecplefort

Report ID: WIRCO2S TINE ENTRY ERRCRE REPORT Pags Wo. 1
Ixfartnent : Rufi Data 11/26/2002
Sub- Tt Pun Tima 15:40:E1
Pay End Date: 23-NOV-2002

PRygroup :

HANE ENPLID ENPL_RCD LE SET-NER  M33-WER REC-MD MEESACE

M0 EMPLOYEES IN ERRCR

i' Signatures ‘ﬁ’ Comments ﬁ' Thumbnails ‘ﬁﬂookmnrk
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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.

[/ RunctlWtec029 Ks

Run Comtrol ID:  kak

Feport Manager { Frocess Monitor

Process Instance:G88

Pay Period End Date:

|cm1 72004 Q)

|35muuﬁuau Ql
[z670005050 &

Department ID Low Range:

Denartment ID Hiah Ranae:

[/ ProcessList Y Server List |

Division of Human Resources

Mivisinn nf Himan Resnnrees

User ID: I!&LMAMD Q Type:

j Last: m IDavs 'I

Q Instance: | to |

|
Server: | w7 | Name: |
|

= ¥ Save On Refresh

Customize |

Run DateTime

Run Status Details

Run Status:
Process
Instance Seq. Process Type N—ame User
maa SR Repart
BaT SR Repart

10

YWITECDZY  ALMAMD 1000772004 3:25:34FM COT Details

YWITECDZY  ALMAMD 1000772004 3:18:95FM COT

SuCCess Details
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Process Monitor - View Report Status

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

% Output from WTECDZ29 [#389748] - Inbox - Hetscape Folder

File Edit “iew Go Message Communicator Help

BN @R e 7

Getbzg Mewblsg  Feply  Replpall  Forward File Mext
4]y | E] Subject
. ima.._..edu EI Re: ImageMow training
- s 5 [Fuud: Mid Campus Diive & sidewal
zent =1 webReference pdate HTRL, Tue
Trazh = Re ImageM aw Wiew problems
' A, iy = Re IrmageM aw training
audit 38 Output from W TECO29 [H389748)
calendar
CHS
CE..ED

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

Name: wiecl29 385748 out
WtecEIEQ 389748, out Type: OUT File (applicationfz-unknown-content-type-out_auto_file)
Encoding: basefd

Name: wiec029 38%748 PDF
[wiec029 389748 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 Resource Center Representative at 532-6277.
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