Running, Viewing, Printing Reports
Using Microsoft Excel

Steps 1 -4: Proceed through report process.

Step 5: Set Up Process Scheduler Request Page

Server Name = PSUNX
Type = WEB
Format = csv

Process Scheduler Request
User ID: ALMAMD Fun Comtrol ID: AnD

] Run Date: |1 2Marz2n04 @
Resetto Curfent Date/Time |

Server Name: (

Recurrence: I W run Time: |332431 BAM

Time Zone: I ﬂ

Select Description Process Name Process Type ‘Type '

¥ Payroll Payments Acc. Report WPAYEOSH SQOR Repart [wen  zlfcev =l
Ok | Cancel |

All other fields may be left blank or filled with default data (i.e., Recurrence, Time Zone,
Run Date, and Run Time).

| 2 After completing the options, select “OK" to run the report.




Report Request Parameters page will appear.

6. View or Print the Report

After selecting "OK" ... HRIS will return to the Report Request
Parameters page.

» Select Report Manager

/ Runctl Wpay605nksu

Run Control ID: AMD Beport Manager
Pay Period: |1 1rz20/2004 Q)
Fiscal Year: [2005 1@ ™ Sort By Subunit? I" pataFile? ' Print Report?

> Select “View” from Report List

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

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

[ Esplorer Y List | Administration Y Archives |

User ID: IALMAMD Type: | j Last: |_1|Da@.rs
Status: I 'l Foltler:l j Instance: |

Report List Customize | Find | Wiew All | g First (1 1303 [P] Last
Select Report Prcs Report Description M‘@ Format Status Detalls View
1] Instance Date Time

Payrall Payments Acc. 1211852004 comma . )
™ 8406 9310 pooort 2:20° 4 4AM dalimited trogwy | ooted DE e




Report Manager - Report/Log Viewer

A Message Log, Trace File, and .CSV File will appear.

» Left Click on .CSV file.

Repoft Deatail
Reporti: 2406 Process Instance: 9310
Name: WWEAYEDAM Process Type: SGR Report

Run Statu%: Success

» Select "Save"

File Download

Do you want to open or save this file?

@ Mame: wpayE0Sn_9310.xls
Type: Microsoft Excel Worksheet, 3.13 KB
From: v, as ksu,edu

Open Save

[V &lways ask before opening this type of file

Hame File Size (hytes) Datetime Created

Message Log 1,641 12/15/2004 8:20:56.000000AM CET
whayE0sn 9310.cov 19,119 12015/2004 2:20:56.000000AM CST
Trace File BES 12015/2004 2:20:56.000000AM CST

harm your computer. [F you do not tust the zource, do not open or

@ While files from the Internet can be useful, zome files can potentially
zave this file. What's the rigk?




Importing .CSV file to Microsoft Excel

» Save file as a Microsoft Excel file.

bavens 21x
Save jh IL':} My Documerts j *) ? e [
@wpavsDSn_SSW.xls
@wpaySDSn_QSlD.xls
tdy Computer
= L4 m B
‘)- 3 Filz name: j Save
Save as type: IMicrosoftExceI Workshest j Cancel 1
o

»  May need to open Microsoft Excel to
Import Wizard Steps

Text Import Wizard - Step 1 of 3

The Text Wizard has determined that vour data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes yvour daka,

2|

complete Text

riginal data type
Choose the File kype that best describes wour data:
- Characters such as commas or kabs separate each Field,

- Fields are aligned in columns with spaces between each figld.

idth

File: origin: 437 1 OEM United States

=

Preview of file ¥:\My Documentsiwpaye0Sn_9310.xls,

Skark impork at row:

LEANSAZ STATE UNIVERSITY - HREIS ETSTEM
Feport ID: WPATEO0Ln

Pacge MNo. 1, 1
SR Date 1Z/71E5/2004
,Payroll Payments by Account (1) Report,Pun Time, 05:Z20: 56

=

=

-

"y |U'| |.c- |La |N ||—-

Cancel

12

= Back: I Mext = I Einish |




Importing .CSV file to Microsoft Excel
» Complete Text Import Wizard Steps

Text Import Wizard - Step 3 of 3 d |

This screen leks wou select each column and set olumn data Format
the Data Format. % Gereral

‘zeneral’ converks numeric values to numbers, date " Text
walues bo dates, and all remaining walues to kext, " Date: MDY =

Advanced... |

" Do not impart column (skip)

—Data preview

TNIVERSITY HEIS BEYSTEM

Conergl  Genorgl Lencrlohnorglienoronor il

1
NzslEf2004
akig Pccnunt (1) [Peport Pun [Time ||

Zancel | < Back Mexh =




