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HR/Pay (HRSA) Reports Training

Page
Process Monitor
Cancel Request, Check Status, List of Request 3
Notes
Run Control, Most Common Error Request 3
Leave Accruals Reports — Accruals by Emplid or Dept 4

Listing of all leave balances by either Department or Employee ID. Report for the last payroll period paid or for multiple
payroll period ranges. May sort by supervisor.

Timesheet Print (Report) 5
May be used by Department for collecting time and leave and/or verification. The time sheet displays current funding,
leave balances, position etc...information. A separate page is printed for each non-exempt employee.

Vacant Position Report 6
Vacant positions by department. This report lists, Position #, Job Code/Title, Pay Group, Employee Type, Regular/Temporary,
Standard Hours, Pool ID, Account Code/Percentages, Prior Incumbent and Termination Date.

Funding Summary Report (Active Position) 7
All active positions in a department. This report lists Regular/Temporary, Position #, Pool 1D, Incumbent Name, Position Title,
Compensation Rate, Employee Type, Funding Level, Account Code/Distribution, Total FTE, Standard Hours.

Early way to detect inactive funding.

Verification Report 8
May be run by department or individual employee. This report list demographic, personal, job, position and funding data.

A separate page is printed for each employee.

Time Entry Report 9
Each department should run after each hours entry for verification (by department).
Employee Year to Date Balances Report 10
This report provides (KU) payroll data (earnings, taxes, deductions) by calendar year for an employee.
Projects/Grants Closing 11
By dates specified will provide listing of employees and account codes that are ending using the Projects chart field.
Visa Holders Date Expire 12

Listing of departmental employees with visa’s expiring by date entered.
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KU Advice Print 13
Print advices (employee’s with EFT=Electronic Funds Transfer only)
Check and Advice view and print is available for employees on the Kyou Portal.
This option is provided for departmental timekeepers to print for employees who can not access the portal.

Compensation Summary Dept 14
Annual report for current employees listing past calendar year direct and indirect compensation.
Available for employees on the Kyou Portal.
This option is provided for departmental timekeepers to print for employees who can not access the portal.

Student Hourly Job Extract 15
Extracts all student hourlies by department(s) or areas of responsibility includes position, pool, supervisor, rate etc.
Service Dates Report 16

List of regular employees, ID, HR Position Dept ID & Name, ARSP, emply class, state & KU initial and adjusted service dates,
& supervisor name.

Temporary Employee Hours (Temp EEs worked over 750 hrs) 17
Report for departmental timekeepers to monitor temporary (non-student) employees hours reported in a calendar year.
Timekeepers specify the department(s) and/or Employee ID and the hours => they wish to monitor. It is suggested a department
monitor beginning at the 750 hours mark but any number may be entered.

Position Report Filled/VVacant 18
Listing of all positions by HR position department(s) as of date entered. Select data by several options or all.
This report lists Position #, Job Code/Title, Current Employee Name, Latest Past Employee Name or “No Incumbent”,
Termination Date or Active, Pay Group, Employee Type, Regular/Temporary, Employee Classification, Position Department
Number, Pool ID (if applicable). May run to the printer or to a extract for use with excel.

Directory Reports — please see the Directory Training Manual (separate document)

Payroll Gross and Fringe Report — please see the DEMIS Report Manual (separate document)

* It is required that each department run the gross and fringe report and verify data to be sure that all employees were paid correctly for
compensation, position and funding. This report is available after the payroll period has been calculated reminder notices are sent by email
to the HRIS-L list serve.
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Go, PeopleTools, Process Monitor

Process Monitor

e =B« process Monitor displays a listing of your current reports
b LT =] =lals| with the other information relative to their processing.
 Qualify Process List
Operator 1D Servern Process Clasz Bun Status: ° 1 - 1
i o ol — th‘godgge(cf[lé ;sz(?; If the status has changed - click on Sparky
Process Operator Searver Process Clazs Inztance| Run DateTime Statuz
RTECO0SD | PEURKHEA S0R fiopot S02[10/29/95 658 20PM | s * To stop a process (status - “processing”) at this point or to
KTECOO0Z2D  |PBURKHEZ] SGR Report 901)10/29/99 8554531F'M Success . .
STECO0R |PBORKIIES S0 Besen | S28{10/aaras T30 aeM Sueas clean up your list - Action, Cancel, Delete
JTECOOE PEURKHES SOL Report 168|10/28/99 1 2:42: 36PM| Success
KTECOOZD  |PBURKHES S0R Report 160(10/28/99 12:33:04PM| Success . . . . .
* To clean your list out, highlight by clicking on your mouse
(status - “delete” or “success” or “error) and select -Action,
Delete
W 4
Notes

* If you get this error message

PeopleSoft

assign a new run control id.

6 | D ata being added conflicts with existing data. [18.2)]

E=plain I

» Each Run Control ID is unique to each operator and can be mixed alpha and numeric-no special characters

* Run Control ID’s are case sensitive.

« If you have difficulty printing, contact the Help Desk 4-0200.
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Leave Accruals Reports by Emplid or Dept — PPE Range
|<! ] Go, Time and Leave, Report, Accruals by Emplid-PPE Range or Accruals by Dept —PPE Range, Add

ety ettt (first time) or Update Display.  Run Control I1D: Assign value to be used (report name)
OK: Click on with your mouse or use the enter key

Accruals by Employee by Date Range

Add -- Accruals by Emplid - PPE Range 5[

un Lontno z I:IK
Run Control ID: | . EmplID: Enter the Employee’s Id (LXXXXXX)

Cancel
/ _l From/To Pay Period End Date: You may only run this on payroll

Erpeyes ks b Dot Rorge | — periods confirmed. Enter the end dates of the payroll periods desired. This
P —— report can not be run for dates earlier than 1/1/03. To run for one payroll
Run Control ID:  accr_empld._range Languoge:  [Ergion <] period enter the same end date in the From and To fields

Accruals by Department by Date Range

rReport Request Pal

EmpliD: I ﬂ
From Pay Period End Date: I ﬂ MM /DD AYYY
To Pay Period End Date: I

From Department, To Department: Put in your true department(s)
(not cost centers) - for many the “to” and “from” are the same.

Order by Supervisor: Check on if you want this included — default is

‘bept Balances by Date Range | - alpha. If report (printer) — page break by Supervisor then alpha.
A Lamauece  [EEEGERER =] ErOM/To Pay Period End Date: You may only run this on payroll
oot et vt periods confirmed. Enter the end dates of the payroll periods desired.
From Department: = This report can not be run for dates earlier than 1/1/03. To run for one

Te Department: ' 2l payroll period enter the same end date in the From and To fields.

™ Order by Supervisor

From Pay Poriod End Date: [ 4] MM/DDAYYY Run a Report/Run an Extract File: Check Run a Report to send to
To Pay Period End Date: | 2| mmpDrooee the printer or check Run an Extract File to import into excel.

" Run a Report

© Runan ExtractFile  Enter path and filename: [o:\iper202 dat Enter path and filename: If you have selected Run an Extract File

indicate the path and file name to be able to import to excel.

This example is showing the data going to the c drive, you should select a secured drive - if you save to the c drive - please move the data to a
secured drive and delete from the c drive. It is unknown what drives you will have available. Do not keep HR/Pay data unsecured.

=] = w2 LEE] =2 == =A== &SleE=m] | =] s e | ==

| = Select the first stoplight “Run”
- [ e O Eaian—————— Run Location: Select “Client”
T | server  —| e I — oK . . T . PP . .
e —— e —— Output Destination: “Printer” or “File” (if running as extract file)
Date: [17701,2008 i | | E= =1 . -
ree [i2755 00 P[] - | | OK: Click on with your mouse or use the enter key
Feset ta current DatesTime | MNew Updats Delete
| b * Check status on process monitor if desired. 4
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w Timesheet Print (Reports)
Go, Time and Leave ,Report, Non Exempt Timesheet Print or Exempt Tlmesheet Print, Add (first time) or Update/Display

Update/Display - Non Exempt Timesheet Print

v — TP s PP ===_|| Run Control ID: Assign value to be used (report name)
— e || OK: Click on with your mouse or use the enter key

Non Exempt and Exempt Timesheet Print
Business Unit: defaults - UKANS

Pay Period End Date: Enter the current for which you are
printing the timesheets or select from the drop down box
(MM/DD/YYYY).

From Department / To Department: Put in your true
department(s) (not cost centers) - for many departments the

e “to” and “from” are the same. If you have multiple
§||ﬁt|§;-|x| e S L P =T T= = S S R ey PN e G e 9y . v .
o i diecon | departments - only enter “to” and “from” for sequential
o o o: onauano . rem— | | numbers.

:::..:“ Uit o [Oeans | . . o

o Proriod End Dot [ _+] smson e *Non exempts will print out one page for each position to

remoereer L which an active non exempt empl is assigned

to Depmtmens. [ =] pt employee is assigned.

» Exempts will print multiple active persons on a page.
&3
[HESA [FKu Run JtecOOE [Update Display

Ellﬁklﬁknlxl JSElE] =] =) IEIlIEIl S| =] =] s s |

@:\ Select the first stoplight “Run”

[oremeno rounsies | punceneene e | Run Location: Select “Client”
T = R e
s = e —— 1 | Output Destination: “Printer
Date:  [A1-00-93 —1 [Ore= =1
Time: [06 -S& 00 Ak4 Mame: - -
- OK: Click on with your mouse or use the enter key

» Check status on process monitor if desired.
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Add - Yacant Position Report

Vacant Position Report
Go, Develop Workforce, Manage Positions, Report, Vacant Position Report, Add (first time) or Update/Display

Run Control 1D: ||

M anage Positions - Report - Yacant Position Report

Fil= Edit “iew Go Fawortes Use Setup  Inguire FProcess Report Help

al@|8x| amEE e =)= GE| @|e2] Helale ] S

Fararmeters I

PEURKHE#
maddy2

Operator ID:
Run Control 1D:

rReport Request Par.

As of Date:
Fiscal Year:

—

From Department:

—

Pay Group:

| =l

1 *| WMDY

Leawe blank to print all

I =

To Department:

Job Code:

Pool ID:

Account Code:

I Leawve blank to print all

Leawe blank to print all

Leawe blank to print all

[ [HRSA [Pararnsters

[Add

Run Control ID: Assign value to be used (report name)
OK: Click on with your mouse or use the enter key

As of Date: Generally today’s date - your choice
(MM/DD/YYY)

Fiscal Year: Use current fiscal year (2008) — 4 digit field

From Department / To Department: Put in your true
department(s) (not cost centers) - for many departments the
“to” and “from” are the same. If you have multiple
departments - only enter “to” and “from” for sequential
numbers.

—~| (Other Fields may be filled out as well.)

SIS ETEE e EEED ==l IEIlIEIl S| =] =] s s |

=

Select the first stoplight “Run”

Process Scheduler Request Ed
Operator ID: - PEURKHEA Run Contral ID: maddyz2 |
— Run Location — Output Destination
* Client " Server  File o F'nnter € Window
Server | LI File/Printer: |Ipt‘|
— Run Date/Time: r Run Recurence Cancel |
Date:  [11,/02/99 | [Orce ~]
Time: [06:47:00 AM | | Mame:
Feset to cument DatesTime I Hew I Update I Delete I

| Description

W acant Pozition B epart

|Mame
JPEFR128

|Process Type Descr
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Run Location: Select “Client”

Output Destination: “Printer”

OK: Click on with your mouse or use the enter key

» Check status on process monitor if desired.
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Funding Summary Report (Active Position)

Go, Define Business Rules, Define Budget/Encumbrnce(U.S.), Report, Funding Summary Report, Add (first time) or

U:date/Dis: Iax
Add —- Funding Summary Report I
Cancel I

Run Control 1D: ||

Define Budget/Encumbrmce[U_5_] - Report - Funding Summan: v Report

Fil= Edit “iew Lo Favorites Setup Process  |hguire Beport Help

Run Control ID: Assign value to be used (report name)
OK: Click on with your mouse or use the enter key

SetID: defaults - UKANS

Department: Enter HR Position department number
Fiscal Year: Use current fiscal year (2010). 4 digit field

a| & 2| =+ == == SlE] &e=r] ]| \ll
Fun Parame ters |

Operator ID- PELIRKHE:

Run Control ID- pibs

rRBeport Request Parameter
[UKANS]
Fiscal vear: [

As Of Date: [11/0171999

"Funding Summary By

I =

Department:

~ Appointment Level ¥ Position Level ¥ Earnings " Deductions T Tax

—

‘ |'F|epoll Option ‘

Pozition Humber:

[ [AFRSA [Fun Parame ters [Opdate/Display Z

As Of Date: Generally current date - your decision
(MM/DD/YYYY).

Position Level: - Only option available

Earnings, Deductions, Taxes: - Select the option you want

Position Number: May be left blank for whole department
report or enter individual position number

2l & & x| alaElE]| @ @] alaE) e E s m] 2]

=

Process Scheduler Request I
Operator 1D FEURKHES Fun Control ID: pjb |
— Fiun Location — Dutput Destination
= Client = Server  File = Printet {7 window
Server: | vl File/Frinter: |Ipt1
— Fun Dates/Time: r Fun Recurence Cancel I
Date:  [11/02/99 | [Once ~1
Time: [06:33:00 AM [ | Mame:
Feset bo current D ate/Time I T e I Update I Delete I
| D escription | Marme | Pracess Type Descr
Funding Summary B eport ELID011
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Select the first stoplight “Run”

Run Location: Select “Client”

Output Destination: “Printer”

OK: Click on with your mouse or use the enter key

» Check status on process monitor if desired.
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Verification Report
Go, Administer Workforce, Administer Workforce(U.S), Report,Verification Report, Add (first time) or Update/Display

[—=1|

Run Control ID: Assign value to be used (report name)

OK: Click on with your mouse or use the enter key

As of Date: Generally today’s date - your choice

Administer Workforce [U.5_] - Report - Yerification Report

Fil= Edit “iew Lo Favorites Dse Setup Process  |[hguire Beport Help

(MM/DD/YYYY).

a| & 2| =+ == == SlE] &e=r] ]| lll

Fiscal Year: Use current fiscal year (2010) 4 digit field

Operator 1D:
Run Control 1D:

PELIRKHE#
rnaddy

Heport Hequest Parameter

| Department ID: Put in your “true” department(s) (not cost

As of Date: |

—
-l

Fizcal Year:

Department ID:

Employee ID:

+| mMmMiDDAY

I GI Leawe blank to print all

centers)

Employee ID: Enter the Employee’s Id (1XXXXXX) or
leave blank if you want your total department to print

| [ARSE

[Parame ters

[&ad

A

=0 4 [ 4Eh) <

=

Process Scheduler Reqguest

NEl |SE] IE=i]

== =S| | ] s essRs | =

Select the first stoplight “Run”

Operator 1D: FPEBURKHE Fun Control ID: maddyl
— Fiun Location — Output Destination
= Client T Server = File = Printed 7 wiindows
Servern: I ;I Fil=/Frinter: Ilpt'l
— Fun Dates/Time:  FBun Recurrence
Date:  [11r0z/99 R | [Oree =1
Time: Im |:| Mare:
Feset to current D ates/Time I [SE= I Update I Delete I

| D ezcription
S erification Feport

| Mame

| Process Type Descr

E ||
Run Location: Select “Client”

Output Destination: “Printer”

_careel | | OK: Click on with your mouse or use the enter key

» Check status on process monitor if desired.
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Time Entry Report

Go, Time and Leave,Report, Time Entry Report, Add (first time) or Update/Display
Run Control ID: Assign value to be used (report name)

Bun Control 1D: ||

Ime and Leave - Heport - Lime Entry Heport
Fil= Edit Yiew Go Fawvortes Uze Beport Help

=]

ale|@ x| EaEEa| e == Gl=] @lel=] Fe]ald ] M|

Jrec014 Run Param I

FPEUREHEZ
TIMEEHTRY

Operator 1D:

Run Control 1D: Language:

IEninsh 'I

rBeport R Parameter

[ORARS ™ o]

Poy Poriod Fnd Date: [ s
=
=

Business Unit:

MM /DDA

From Department:

To Department:

&

[ [HRSA [JtecOl 4 Run Param

|Updale/Disp|é 4

OK: Click on with your mouse or use the enter key

Cancel |

Business Unit: Defaults UKANS

Pay Period End Date: Enter the payroll period end date or
select from the drop down box (MM/DD/YYYY).

From Department / To Department: Put in your true
department(s) (not cost centers) - for many departments the
“to” and “from” are the same. If you have multiple
departments - only enter “to” and “from” for sequential
numbers.

=0 4 [ 4Eh) <

=

Process Scheduler Reqguest

cEEE] =] =]

pibtimesntn |

Operator 1D: FPEBURKHE Fun Control 1D
— Fiun Location — Output Destination
= Client = Server = File = Printed 7 window
Servern: I ;I Fil=/Frinter: Ilpt'l
— Fun Dates/Time:  FBun Recurrence
Date:  [0B/2372000 I | [Eree |
Time: Im Mare:
Feset to current D ates/Time I [SE= I Update I Delete I

| Mame | Process Type Descr

JTECO14

| D ezcription

Feport Time and Leawve Entered

[=1|C=1|

EH ||

Cancel I

HR/EO www.hreo.ku.edu 785/864-4946

-S| E=| | s~ | = |

Select the first stoplight “Run”

Run Location: Select “Client”

Output Destination: “Printer”

OK: Click on with your mouse or use the enter key
» Check status on process monitor if desired.
This report may be run to a file and imported

into excel. Do not save on any unprotected
drives such as your c drive.

HRSA Reports Training (11/09)
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Go, Compensate Employees, Maintain Payroll Data US, Report, Employee Year to Date Balances, Add (first time) or

Uidate/Disila¥

Add -- Employee Year to Date Balances Ed

Run Control ID: Assign value to be used (report name)
Carcel_| OK: Click on with your mouse or use the enter key

Run Control 1D: I

Maintain Payroll Data U.5. - Report - Employee Year to Date Balances

File Edit “iew Go Favoites Uss Inquie Repott Help Emplovee ID: Enter an EmpIOyee ID

alg|x| aaE| slel == 9 &cl=] *le|ald | M|

Kpeiv31s | Calendar Year: Enter Calendar Year (2010) 4 digit field
Operator 1D: FELUREHEZ
Run Control ID: pamyrbal

rReport Request Parameters

Employee ID: I
Calendar Year: I

w kM aintain People Data - Us | w M anage Human Flesnurce,,,l P Mews from Kim - Mess | w D efine Budget/E ncumbrne

Bad student D in HRSA (1" | ww JasCapture ”” M aintain Payroll Data__. Microsnft “whord

2l & & x| alaElE]| @ @] alaE) e E s m] 2]

@:\ Select the first stoplight “Run”

Process Scheduler Reqguest I . o« . .
Cpater 1 PRLUREHEA R Gt 10 parmrto | Run Location: Select “Client
— Fun Location — Output Destination
o EigaE 0 Server © File 5 Printer € window i i - D1 ”
Server: | ~1 File/Frinter:  [iptl OUtDUt DeStInatlon Prlnter
[un DatesTime: [Aun Aecurence _crea | | OK: Click on with your mouse or use the enter key
Date:  [oaszrszooo I | [Orce =1
irne: If [ ame: - - -
e nemvason e § » Check status on process monitor if desired.
eset to current Date/Time I M= I Updats I D el=te I
| D escription | Marme | Process Tupe Descr

10
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Update/Display

Project/Grants Closing
Go, Define Business Rules, Define Budget&Encumbrnce(U.S.), Reports, Project/Grants Closing , Add (first time) or

Add -- Project/Grants Closing

Run Control 1D: ||

Cancel |

Define Budget/Encumbmce[U.5.] - Rep

ort - Project/Grants Closing

File Edit “iew Go Favortes Setup Process |nguire Beport Help

gl g[8Ix| =] = == 8= 2= Flve sl ll|

Fiun Selections I

FEURKHE?
prigrant03900

Dperator 1D:
Run Control 1D:

Project/Grant Closing Report [JPAY177)

Business Unit: UKANS SetlD: UkKANS
From Date: || ﬂ [required)
Thru D ate: I ﬂ [required]

"HEDDI[ Option

Al Acct_cd's

* Only Acct_cd's with active incumbents

Blank for ALL
Dept Id:

This is the true hr dept that owns the acct_cd "org"
I ﬂ [note: use % as a wild card charater: e.g. 2930%)

[ [HRSA

| Froject/Grant Clozing Report

[&dd o

Run Control ID: Assign value to be used (report name)
OK: Click on with your mouse or use the enter key

From Date: Enter beginning date (MM/DD/YYYY)
Thru Date: Enter ending date (MM/DD/YYYY)

Report Options: First option only list active account codes
that are currently used on employees — probably the most
common for departmental use. Second option list all active
account codes whether used on employees or not — mainly
used by RGS for KUCR.

Dept ID: Enter the “true HR” department that you are
checking that would own the account code/grant. You may
use a wild card after only entering 1 or more digits. Blank is
generally designed for RGS for KUCR use. If you do not
enter any value you will get the entire campus.

2l & & x| alaElE]| @ @] alaE) e E s m] 2]

=

Process Scheduler Reqguest

Select the first stoplight “Run”

Operatar 1D FEURKHE:

Furn Contral 10

prigrant0s00

— Fun Location

— Output Destination

= Client T Server = Fil= = Printer T window
Server: | ~1 File/Frinter:  [iptl
— Fiun Date Time: — Fun Recurence Cancel I
Cate: [ossoeszoo00 =1 [Orc= |
Time: Im |:| Hame:
Fieset bo current D ateTirme I i I Updates I D =lete I

| D escription

| Process Tupe Descr

HR/EO www.hreo.ku.edu 785/864-4946

Run Location: Select “Client”

Output Destination: “Printer”

OK: Click on with your mouse or use the enter key

» Check status on process monitor if desired.

11
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Kl ] Visa Holders Date Expire
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Go, Administer Workforce, Administer Workforce (US), Report, Visa Holders Date Expire, Add (first time) or
Update/Display

Add -- ¥iza Holders Date Expire I

Run Control ID: Assign value to be used (report name)
Concel_| OK: Click on with your mouse or use the enter key

Run Control 1D: I|

Administer Workforce [U.5.] - Report - Wiza Holders Date Expire

Sle (@] Hela] e ool ] sl FeieE] S]] As of Date: This report will list all active employees whose
K o Jpes303 | passport or visa has an expiration date within 90 days of the
Oporston D TIMEKEEP date you entered in this field (MM/DD/YYYY).
Report Request Parameter | R From Department: “HR” department that owns the position
<oroae: | — generally you would only enter your department number.
From Depaltm_enl :I - -
Foem Department | Please note that if you do not enter any value you will get the
entire campus.
T [AREA [Eu Ron Jpayais [&dd L

2l & & x| alaElE]| @ @] alaE) e E s m] 2]

@:\ Select the first stoplight “Run”

Process Scheduler Request =1| . .
oo ThcrEcE B oo v | Run Location: Select “Client”
&+ Client € Server € File T Brinied € window * “Dri ”
© o _ o o Output Destination: “Printer
Pl Diate Time: - Flun Alecurence cneet || QK Click on with your mouse or use the enter key
Date:  [10/08/2000 i | [Orce =1
Time: [[0:56:00 PM | | | o | o] o | * Check status on process monitor if desired.

| D escription | Harne | Process Tupe Descr

“Wiza Holders with date expire

12
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w KU Advice Print

Go, Compensate Employees, Maintain Payroll Data (US), Report, KU Advice Print — Add (first time) or Update/Display
This is only to print advices (advices are issued to those who have electronic funds deposit EFT). If an employee receives a paycheck

(paper) you will not be able to print their information. You may select to run by
S e e e a— Department Range: this is run by the “HR” department —

gl &8 x| ‘aaE| e o= S8 @lcl| el ] M

Advice Print |

—  the one that owns the position. If you run by Department
Range — you may only run one voucher at a time.

Operator 1D: PEURKHE#
Run Control ID:  advicsprintdpt From “HR” Department to “HR” Department : Enter the
[Advice Print Porometors A(SI[ - from and to HR department numbers - if you only have 1
* D 1qe; peciiic tmph R . .
From A" Departmont [ 5| To WA Deparmons [ o] dept number you will enter the same number in both fields,
b Posiod Emd Date: [ +] r"'r‘-"ff“.;m R, | if you have multiple dept numbers and they are sequential
ay Peno n ate: * e !, aml_e amt_a n . 1 :
£ Deptid. Emplid ¢~ Emplid Only then you would enter the lowest in From and the highest in
- Y _— To.
Maintain Payroll Data (US) - Report - KU Advice Print =101 A )
File Edit Wiew Go Favoribes Use Inquire Report  Help Pay Perlod End Date Type |n date (M M/DD/YYYY) Or
Blelelx| ‘las| e oo alE] el Helals | M| select from the drop down listing
.dvice Prink |
Operator ID: PBURKHES [ [rers  [rdvice P o ; Sort Order: Select the sort/print order (Name is by last
Run Control 1D: adviceprintdpt name.)
rAdvice Print Parameters
" Department Range Or
Specific Emplid: this is to run by an individual and you can run
multiple payroll periods.
EmpliD: [ +| ple pay P
Roeheck o o | boned |0 o 2| Page 8] Line #| Net Pay Prnt | EmplID: enter the employees HRSA Employee ID (when you
! r tab out the advices will appear in the boxes below) (You will
] need to take out and re-enter the ID to refresh the panel.)
e e e —| Print: Select the ones you want to print by using the mouse.
. : ==
e e | aEIEE R E RN E E E E E I E R N
Operator ID: - PEURKHEA Fun Control ID:  adviceprint . ) “ ’
Fiun Location Cutput Destination SeIeCt the fIrSt Stopllght Run
= Client  Server " File 5 Printer € Window H I13 H ”»
Run Location: Select “Client
(Server: I LI ‘ ’7FilefF'rinter: IIpt1 -

Output Destination: “Printer”

Check status on process monitor if desired.

OK: Click on with your mouse or use the enter key.
* Please keep these documents 13

Searire MMMBMGah§46 HRSA Reports Training (11/09)



KU

The University of Kansas

Compensation Summary Dept

Go, Administer Workforce, Administer Workforce (US), Report, Compensation Summary Dept— Add (first time) or Update/Display
This is made available for PRS to print summaries for their employees who can not access this document from the Kyou Portal.

Administer Workforce (US) - Report - Compensation Summary Dept

File Edit “iew Go Faworikes Use Setup Process Inquite Repart  Reports  Help

=101

You may select to run by

alel8(x| aaa slel == = ol Hvalf] M|

Compensation Summary |

Run by Department: this is run by the “HR” department — the
one that owns the position.

Operator 1D: FEBURKHEZ

Run Control 1D: compsumdept

Or

rReport Request Parameters

EmplID: this is to run by an individual or individuals. Enter the
HRSA Employee ID (You will need to take out and re-enter
the ID to refresh the panel or you can delete (F8) the rows.)

You may enter more than one employee by inserting
additional rows (F7) for each person. Please watch as some
will have 2 pages if they receive the special note and you
must give them the 2" page.

BRI NE EENE E = = E e N EE N

L —

Run by Department: I ﬂ

EmpliD MName - |
1 -

=
< | 4|
| |HRSF\ |C0mpensati0n Summary |Update,|'DispIay y
=i
Operator 10 PEURKHEA Fiun Control ID:  compsurmdept |
— Fun Location — Output Destination L.

¥ Client = Server = File = Printer £ wdindow

Server: I - I File/Frinter: Ilpt1
— Run Date/Time: r Fun Recurence
Date:  |0s/06-/2005 i | [once =1
Time: [04:06:00 PM | | Marme:
Reset to current Dates/Time I M I Update I Delete I

| D escription

|Process Tupe Descr

Cancel I

HR/EO www.hreo.ku.edu 785/864-4946

Select the first stoplight “Run”
Run Location: Select “Client”

Output Destination: “Printer”

OK: Click on with your mouse or use the enter key.

Check status on process monitor if desired.

* Please keep these documents secure and
confidential*

14
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w Student Hourly Job Extract

Go, Administer Workforce, Administer Workforce (US), Report, Student Hourly Job Extracts— Add (first time) or Update/Display

Add -- Student Hourly Job Extracts x| Run Control ID: User assigned value (report name)
OK: Click on with your mouse or use the enter key
Run Control ID: | ok Instructions: will be posted when files are being used for

tacel | SPecific updates. You will need to read this on the panel.
Instructions: Effective Date: Enter the MM/DD/YYYY you want to

extract the job data as of. (See instructions)
Effoctive Date: 4 You may select to run by
* ‘Hun by Department ———¥am Department: ﬂ Run by Department - From Department / To Department:
¢ Run by ARSP Code ToDepatment: | 3] — Enter your “true HR position” department(s) (position dept) -
for many departments the “to” and “from” are the same.
I‘Hespunsibility:l ﬂ Or
Run by ARSP Code: If you are doing a unique area of
responsibility you may run by this designation.
\ Enter folder for output file: Enter a secured drive and
directory that you have access (not the c drive). A default

will be displayed when doing add, please change.

{* Run by ARSP Code

Create file jper215_<date_time»_csv in folder below:

Enter folder for output file. Do not include file name:

= E =il al=mlE] @] @EEm] aSl=] ] s~ ] =

L Select the first stoplight “Run”
Run Location: Select “Client”

-Bun Location Output Destination Output Destination: “File”
 Clent € Server @ Fle € Printer € Window File/Printer: Defaults - %temp%\ (use defaulted value)
Server | E File/Printer. [FAempiz OK: Click on; with your mouse or use the enter key.

Once the file has completed (SQR goes away) it will have the file name

jper215 DATE_TIME.csv (e.g. jper215 05292009 113330.csv). When opening
Check status on process monitor if desired.  yoy may need to change the file type to .csv to access. You may open with Excel
* Please keep these documents and import as comma delimited or open from the directory you saved the file. You
secure and confidential* may change the file name if you wish. 15
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Go, Administer Workforce, Administer Workforce (US), Report, Service Dates Report — Add (first time) or
Update/Display. (Picture below may vary based on options displayed.

x|| Run Control ID: User assigned value (report name)
OK: Click on with your mouse or use the enter key
Run Control 1D: ||

Cancel | SetlD: UKANS
Report Request Parameters You may SeIECt to run by

SetiD: |umn5 Run by Department - From Department / To Department:
~ Run be Denartment Enter your “true HR position” department(s) (position dept) -
oo for many departments the “to” and “from” are the same.

" Run by ARSP Code  » Or
Sort 0ption—— Run by ARSP Code: If you are doing a unique area of

responsibility you may run by this designation.

w ~ Service Dates Report

The University of Kansas

" Sort by Employee Hame
* Sart by Deptid then Employee Mame

Sort Option: Select one

" Sort by Supervizor then Employee Name

" Run a Report You may send to the printer or run to a file — Select one.

' Run an Extract File Enter path and filename: [ Run a Report: Sends the data to the Iptl designated printer.
Run an Extract File: You will need to entered a secured
drive in the path & then give it a file name (not the ¢ drive)

= E =il al=mlE] @] @EEm] aSl=] ] s~ ] =

L Select the first stoplight “Run”
Run Location: Select “Client”

Fiun Lacation Output Destination Output Destination: Printer if you selected Run a Report
& Client " Server  File € Prirker File if you selected Run an Extract File
Server I j File/Prirter; I File/Printer: Use defaulted value

OK: Click on; with your mouse or use the enter key.

Once the file has completed (SQR window goes away) the report is done. If you
* Please keep these documents se|ected an Extract File the extension will be .csv and you may open with Excel and
secure and confidential* import as comma delimited or open from the directory you saved the file into Excel.
You may change the file name if you wish. 16

HR/EO www.hreo.ku.edu 785/864-4946 HRSA Reports Training (11/09)



wm =t Temporary Hours Available April 3, 2008
Go, Administer Workforce, Administer Workforce(US), Report, Temp EEs worked over 750* hours, Add (first time) or Update/Display

Add -- Temp EEs worked over 750 hrs X Run Control ID: Assign value to be used (report name)
Run Control ID: [EETER0R OK: Click on with your mouse or use the enter key
C | .
i | _Cred | Calendar Year: 4 digit field (e.g. 2010)
Operator ID: a1 _ Hours Limit: Enter hours amount. Reports those who are => number
Run Contiol ID: _ temphas Longuoge: _ [Fnoleh ] entered. *You may enter any number greater than 0, it is recommended
oport Hoquest P lHeletHouls Paid on Temporary Positions [not students) to monltor Once an employee hItS 750
Calendar Year: | 2008 [YYYY format required)] Hours Limit: | {;f:::.:,;;:;';5g.an] You ma.y Select tO run by
Hrnr.,.m. IR m— - Department Range: Enter your “true HR position” department(s) - for
¢ SociioEapid || To Departnent [ N many departments the “to” and “from” are the same.
| “THun Ter- T~~~ - - Or I‘un’by
¢ Department Range N Specific Emplid: Enter the Em_ployee sld (1XX)_(XXX)
oot Erch You may send to the printer or run to a file — Select one.
+ Specific Emphd M . R
~—A——— —Run to Report: Sends the data to the Iptl designated printer.
Run an Extract File - Path and File Name: You will need to enter a

secured drive in the path & give it a file name (not the ¢ drive) e.g.

rts/temphours

Output
{* Run to Report
¢ Run to Extract File

Output Path and File Ma

" Run to Report

MNraratar Claece-  F2E00000

=] = w2 LEE] =2 == =A== &SleE=m] | =] s e | ==

@:\ Select the first stoplight “Run”

Run Location Output Destination Run Location: Select “Client”

@ Clent € Server © Fie & P’i”te"l‘ﬁ Hindow Output Destination: Select option and generall let File/Printer default.

senver. | = FledPrnter. lpf Printer if you selected Run to Report (default Ipt1)
W File if you selected Run to Extract File (default %temp%\)

Fiun Location COutput Destination

OK: Click on with your mouse or use the enter ke
{* Client Server & File ™ { Prnter  © Window — y y

Carver ] File/Frinter. [Faempiy » Check status on process monitor if desired. 17
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w All Position Report

The University of Kansas

Go, Develop Workforce, Manage Positions, Report, Posn Rpt (Filled / Vacant), Add (first time) or Update/Display
Add -- Position Rpt {Filled / Yacant) i |

Run Control ID: Assign value to be used (report name)
Run Control 1D: [FEETALIIZS OK: Click on with your mouse or use the enter key

Cancel |

As of Date: MM/DD/YYYY

Asof Date: | +| MMDDAYYY

[F,';’I;“a,,ment | 4 From & To Department : Enter your “HR position” department(s) -
: for many departments the “to” and “from” are the same.
Dl::pallment: I ﬂ

Pay Group: I ﬂ Leave blank to print all Empl Class:

[ | Leave blnk to print a Pay Group/Empl Class/Job Code/Reg/Temp: Use the drop down box
for selecting “a” value for one or all of these choices. OR If you want

Job Code: | +| Leave blank to print all  Reg/Temp: [ +] Leave blank to pint al all do not select any options. You can select all or none or
combinations.

J/‘\_——/‘/\ H H
~—A————— —= Run to Report: Sends the data to the Iptl designated printer.

Output

<

{* Run to Report

Run an Extract File - Path and File Name: You will need to enter a
secured drive in the path & give it a file name (not the ¢ drive)
(e.g. u:\reports\position list)

" Run to Extract File

Qutput
" Run to Report

¥ Run to Extract File

=] = w2 LEE] =2 == =A== &SleE=m] | =] s e | ==

@:\ Select the first stoplight “Run”

Run Location Output Destination Run Location: Select “Client”
@ Client € Server CFie & P’i”te"l‘ﬁ Hinday Output Destination: Select option and generall let File/Printer default.
server | A Flle/Printer. et Printer if you selected Run to Report (default Ipt1)
W File if you selected Run to Extract File (default %temp%\)
Run Location Output Destination

OK: Click on with your mouse or use the enter key

& Client Server € File ™  Frinter € Window

Carver ] File/Frinter. [Faempiy » Check status on process monitor if desired. 18
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