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Search:

[+ My Favorites
[ Self Senice

[ Financial Aid
(> Set Up HRMS

(- PeopleTools

PeopleSoft.
| wera _______ 2|

(> Manager Self Service

> Warkforce Administration { Find an Existing Value "\ Add a New Value |
[ Time and Labor

= Payroll for Morth America
< Payroll Processing USA Search by: Run Control ID begins with
= URI Payroll Reports
— Time Reported Status
— URI Pay Distribution
> Organizational Development Search | Agvanced Search
[ Records and Enroliment

(- Reporting Tools

— Wy Personalizations
- Wy System Profile

Home Add to Favorites Sign out

New Wingow | Heln | 1B,

®

URI Pay Distribution
Enter any information you have and click Search. Leave fields blank for a list of all values

I Case Sensitive

Find an Existing Value \ Add a New Value

&

i start| | &] uRt Pay Distribution ... «{e) A P usaem

[T T[S [ mteme

Step

Action

1.

All URI HR reports require a Run Control ID - this is an identifier created by the
user, it is the first thing you must enter when running a report. If you have a Run
Control ID, enter it here, if you do not have a Run Control ID click the Add a New
Value tab and create one.

TIP: If you have created a Run Control ID but cannot remember it leave the box
blank and click the Search button. This will display a list of all the Run Control IDs
you have created.
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PeopleSOft ¢ Ho Add to Favories Sign out
Search: New Window | Help | /B,
I Wy Favoriies URI Pay Distribution
[- Self Service
[ Manager Self Senvice / Find an Existing Value { Add a New Value \
[ Workforce Administration
1> Time and Labor )
> Payroll for North America Run Control ‘D'I
= Payroll Processing USA
= URI Payroll Reports add
— Time Reported Status
— URI Pay Distribution
(> Organizational Development Find an Existing Value \ Add a New Valug
I Records and Enroliment
[ Financial Aid
[> Set Up HRMS
I Reporting Tools
I PeopleTools
- My Personalizations
- My System Profile
| ] cone [T 5 @ memet
1 start| [ &) UR1 Pay Distribution -.. «le)A [ wsem

Step | Action

2. To create a Run Control ID enter the text you want for your Run Control ID it can
be all letters or a combination of letters and numbers and click Add.

TIP: You should choose a Run Control ID that you can remember. If you forget your
Run Control you can always create a new one by following this process.
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PeopleSOft i Home Add to Favories Sign out
Search: New Window | Help | 2]
1 My Favorites URI Pay Distributien

[ Self Senvice
[ Manager Self Senice { Find an Bxisting Value | Add a New Value |
I Workforce Administration
[ Time and Labor —
= Payroll for North America Run Control ID: |1ra|n|ngtesﬂ
= Payrall Processing USA
= URI Payroll Reports

- Time Reported Status
I Organizational Development | Find an Existing Value | Add a New Value
[ Records and Enroliment
- Financial Aid
[ Set Up HRMS
[ Reporting Toaols
[> PeapleTools
- My Personalizations
- My System Profile

Add

|€]oone T3 temet

@ start|[ ] URT Pay Distribution -

W 1s3pm

Step | Action

3. Enter the Run Control ID you want to create and click Add.
Add
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/3 URI Pay Distribution - Microsoft Internet Explorer =

File Edit View Favorites Tools Help ‘.;.I?
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PeopleSoft.

Home Add Io Favorites Sign out
\
Search: New Window | Help | Customize Page | o5,
1 My Favorites U Runctl Hbe002
I> Self Service
> Manager Seif Service Run Control ID: ~ trainingtest ReportManager Process Monitor __ R

[ Workforce Administration
[ Time and Labor

-~ Payroll for North America

< Payroll Processing USA n_r.c,awganl—

= URI Payroll Reports

— Time Reported Status EmpliD: Q

[> Organizational Development Fund Code: Q

[ Records and Enrollment

1> Financial Aid Department from: Q Department to: Q

[> SetUp HRMS
> Reporting Tools Program Code:
> PeopleTools
L .

My Personalizations Project/Grant:

- My System Profile
Account:

Pay Period End Date: B] Pay Period End Date to: @
B save ErAdd UpdateDisplay

[T (8 [ mremet

Estmﬂ &] URI Pay Distribution -... wlsyr [l ussem

Step Action

4. URI HR reports allow users to obtain specific information based on the criteria they
search on.

For example on this report, the Pay Distribution Report, a user may enter as much or
as little information as they desire.

Enter the information you'd like to search by and then click Run in the upper left hand
section of the screen.

All reports run in a similar fashion, some may have fewer input/search options but the

conceit and layout are the same.
Run

Last changed on: 9/10/2008 9:31 AM Page 5




Business Process Document o
URI-e-Campus-HR Documentation: How to Run an HR Productivity Kit
Report

2} URI Pay Distribution - Microsoft Internet Explorer -|8]x]

| Fle Edt View Favories Toos Hep | v
A Ty S L m
J@gad( Q- u"] @ \_lj|jLJSEavd'\ 5.7 Favories &}‘ 8' &= -
| Address IEhﬂps:/fherc.m\s.un.edu:TUE/psp/csdevleMFLOVEEIPSF[HR,/'CNRLPAVROLL‘UiRUNC'I'LiHBEUUZ‘GBL?PORTALPARAMJTCNAV=LLRUNCTL7HBEUUZ&EOPP.SCNode=HRMS&EOPF.SCPDrta\:EMFLOYEE&EOPF.SE M= E Hunks H @ -
PeopleSoft.

Add o Favorites

Search: New Window | Help | Customize Page | 5,
1 1y Favorites Process Scheduler Request
[ Self Senvice

> Manager Self Semvice User ID: hrirain1 Run Control ID: trainingtest

[» Waorkforce Administration

> Time and Labor Server Name: >SUNX RunDate:  |09/1912007 [
I~ Payroll for North America - Resetlo C t Date/M
Payroll Processing USA Recurrence: =l rntme: [izaen _Rasetlo Cunent DateMime |
= URI Payroll Reports . Q
— Time Reported Status Time Zone:
- URI P2y Distibution

> Organizational Development Select Description Process Name  Process Type “Type *Format Distribution
[ Records and Enraliment ¥ URIPayDistribution U_HBE0D2 SOR Report m lm Distribution
> Financial Aid

[ Set Up HRMS

> Reporting Toals

- PeopleTools

- My Personalizations
- My System Profile

OK Cancel

&l DT T 15 [ mtemet
cﬂstart| ] URI Pay Distribution -... «{en [P 1s5eM

Step Action

5. We have two different kinds of report formats:

1) PDF - Reports that combine data into an Adobe PDF form which you can save to
your desktop. This report format is best for printing. To run a PDF report you must
choose PDF as the Format

2) CSV - Reports that combine data into a Microsoft Excel readable format. The .CSV
file can be downloaded and organized/sorted by the user in MS Excel. To run a .CSV
report you must choose CSV as the format
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PeopleSoft.
e &

Search: New Window | Help | Customize Page | &,

> My Favorites U Runctl Hbe002

> Self Senvice

I Manager Self Senice Run Control ID:  frainingtest Report Manager Process Monitor
I Workforce Administration

1 Time and Labor Process Instance:544422
= Payroll for North America

= Payroll Processing USA Fiscal Year: | 2007
= URI Payroll Reports
- Time Reported Status EmpiD: Q

- URIPay ution
[» Organizational Development Fund Code: Q
I Records and Enrollment

I Financial Aid Department from; |4010 Q Department to: |4010 <8

I Set Up HRMS

[ Reporting Tools Program Code:
[> PeopleTools
L .

My Personalizations Project/Grant:

- My System Profile
Account;

Pay Period End Date: il Pay Period End Date to: B
Bl save ErAdd Update/Display

Hol Add to Favorites Sign out

@Pmcesh\stance:mﬂ N T

wslnrtl &) URI Pay Distribution -... wls) A [P vssem

Step Action

6. After clicking Ok on the previous screen you now want to click the Process Monitor
link
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Menu B
. New Window | Help | Customize Page | 1,
1> by Favorites / Process List |
[> Self Service

[- Manager Self Senvice

[ Workforce Administration user 10: [rtraint Q, Type: +| Last: |_1 Days =] Refresh

[ Time and Labar

[~ Payroll for North America Server: | Name: | @, Instance: | to |
= Payroll Processing USA Run l—;l Distribution l—L[ [¥ Save On Refresh

= URI Payroll Reports Status: Status

— Time Reported Status - = . 1 -
Process List Customnize i ot [0 1 014 [ Las
—~ URI Fay Distribution - Customize | Find | First 1 1081 () Last
[> Organizational Development Select Instance Seq. Process Type :")CEES User  RunDateTime Run Status W Details
1> Records and Enrallment ame Status
[ Financial Aid ] 544422 S0OR Report U_HBEOOZ hrirain1 08/19/2007 1:54:17PM EDT Queued NIA Details

[ SetUp HRMS

> Reporting Tools

[- PeopleTools

- My Personalizations
- My System Profile

Go back to URI Pay Distribution

B save

| €] Process Instance: 544422 [ E

:t‘starl| & URT Pay Distribution -... «l A [P wussem

Step | Action

7. You will now be at your Process List and will see your report below with a status of
Queued under the Run Status.

Click the Refresh button to obtain the latest status of your report. Note some reports
may take several minutes to compile the data.

TIP: If you do not see your report listed check your settings at the top of the page, you
may be only displaying results for the last day, or a specific server. You can select the
blank setting (shown here) and it will display reports run on both servers (PSUNX,
PSNT).
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I)eopleSOftc Ho Add to Favorites Siqn out
search: New Window | Help | Customize Page | /&)
b Wy Favorites [ ProcessList
[> Self Senvice
[ Manager Self Service
[> Warkforce Administration User ID: [hrtraind Type: | Last 1 [Days = _Refresn
b Time and Labor ' & Type: ) I_ v -
> Payroll for North America Server: ~| Name: | Q Insiance:| to |
= Payroll Processing USA Run lﬁ Distribution lﬁ ¥ Save On Refresh
= URI Payroll Reports Status: Status
- Time Reported Status i
Process List “ustomiz
— URI Pay Distribution . Customize | Find| ——
> Organizational Development | Select Instance Seq. Process Type :"’“;“ User  RunDatelTime Run Status g'l:;"b“m” Details
> Records and Enrollment Hame Slatus
[> Financial Aid T 544422 SQR Report U_HBEO0Z hrtrain1  09/19/2007 1:5417PMEDT  Success Posted Details
> SetUp HRMS
[ Reporting Tools
[ PeopleTools
- by Personalizations
|- by System Profile
Go back to URI Pay Distribution
& save
Process Instance: 544422 [T [ g mtemet
) start| | &} Rt Pay Distribution -... «l@) [ vserm

Step | Action

8. When your Run Status has updated to "Success" and the Distribution Status reads
"Posted" click on the "Details" link
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PeopleSoft.
[Hers B

Search:
@

> My Favorites
[> Self Senvice
[ Manager Self Serice
> Workforce Administration
[> Time and Labor
> Payroll for Morth America
= Payroll Processing USA
= URI Payrall Reports
- Time Reported Status
> Organizational Development
> Records and Enroliment
> Financial Aid
> SetUp HRMS
[ Reporting Tools
[ PeopleTools
- My Personalizations
|- My System Profile

Process Detail

30R Report
URI Pay Distribution

Instance: 544422 Type:
Name: U_HBED0Z Description:
Run Status:  Success Distribution Status: Posted

Run Control ID:trainingtest

Location:
Server:

Recurrence:

Request Created On:
Run Anytime After:
Began Process At:
Ended Process At:

Server

PSUNX

0919/2007 1:55:10PM EDT
0919/2007 154 17PM EDT
0919/2007 1.5531PM EDT
0919/2007 1.55.59PM EDT

0K Cancel

* Hold Request
 Queue Request
 Cancel Request
 Delete Request
 Restart Request

Parameters  Transfer
Message Log
Batch Timings

View Loa/Trace

Add to Favorites Sign out

New Window | Help | Customize Page | !

@ Process Instance: 544422

) start] [ & URT Pay Distribution -

[T 1T 38 mnteme

« A [ vsepm

Step

Action

9. Click the View Log/Trace link.

iew L og/Trace|
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PeopleSOft8 _Home Add to Favorites Sign out
Search: New Window | Helo | Customize Page |
b Wy Favortes View Log/Trace
[» Self Service
[> Manager Self Senice " .
T s———— ReportID: 494568 Process Instance: 544422 Message Log
[ Time and Labor Name: U_HBE002 Process Type: SQR Report
= Payroll for North America .
= Payroll Processing USA Run Stafus: - Success
« URI Payroll Reporis -
- Time Reported Status URI Pay Distibuion
- URIPay Distribution
I Organizafonal Development Distribution Node: URI_REPORTS  Expiration Date: ~ |101212007
> Records and Enroliment
> Financial Aid File List
g gztpl;ﬁ\ﬁ; ?;‘3 Name File Size (bytes)  Datefime Created
[ PeapleTools Message Log 1491 09/19/2007 1:55:59.000000PM EDT
- by Personalizations U hbe002 544422 PDF 17482 0919/2007 1:55:59.000000PM EDT
- i Sislem Prefle Trace File 0 0911972007 15559 D00000PH EDT
Distribute To
Distribution ID Type *Distribution ID
User hrirain1
Return
Process Instance: 544422 [T T [ 3 g mtermet
#)start] [ 5] UR1 Pay Distribation . «l Y e

Step | Action

10. | Click on the link (.PDF or .CSV) to open/download your report.

You can right click and "Save As" to your desktop (recommended for .CSV files) or
open in your browser.

11. End of Procedure.
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