Active Employees With a Visa Expiration

Running / Viewing / Printing Reports

Active Employees With a Visa Expiration

This report is used to review active employees within a selected department who have a
Visa/Work Permit Expiration date specified in HRIS. This report may be printed at any
time and for any range of dates. This is an excellent tool for tracking employees whose

work permits will be expiring.
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Select Run Control ID

S 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>

Act Employee Visa Expiration
Enter any information vou have and click Search. Leave fields blank for a list of all values.

j Find an Existing Value ‘{_Add a New Value

Search by: Run Control ID begins wit@

Search | Advanced Search

Find an Existing Value | Add a Mew Value

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.

2. Complete the Report Request Parameters.

+ Department ID: Example: 36700XXXXX

+ Expiration Date Low: Enter a begin date of range MMDDYYYY
format

s Expiration Date High: Enter an end date of range MMDDYYYY
format

{ WPERGGOD

Run Comtrol ID:  kak Feport anager Process WMonitor

Fun

If Leave DeptlD blank, will run for all dept
Department I10; ISETDDEDDED ﬂ Division of Human Resources

Expiration Date Low: IDEIDEIEDM @
Expiration Date High: IEITIBHEEIM @

r Sorting Option: on = By Name Only, off = By Dept, Name

Report Options: ¥ PDF File " CSVFile
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3. 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.
{ WPERGGD
Run ComtrolID:  kak Report Manager Process Manitor Run

If Leave DeptlD hlank, will run for all dept
Department ID: ISETDDBDDSD ﬂ Division of Human Resources

Expiration Date Low: IEIEIEIEIEEIEI# ]
Expiration Date High: IDTISHEDD# @

r Sorting Option: on = By Name Only, off = By Dept, Name

Repor Options: * PDF File " CS\ File

" (_} Return to Search
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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 . Tye E-Mail
Format: PDF . Format PDF
Runs report to the process scheduler. Runs report to e-mail.

Process Scheduler Request

User ID: ALMAMD Fun Control ID: kalk

Server Name: I FSUMNK 'I Run Date: |1 0i22i2004 ]
Recurrence: I "I Run Time: |1 06 34PM Resetto Current DateiTime |
Time Zone: I ﬂ

Process List
Select Description
¥ WRERRBED WRERRBED SR Report

Process Name Process Type pe ‘*Format

[wen =] [POF =]

Type "Format

[Email =] [FOF =]

ml 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.
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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
s Process Monitor (pPage 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.
 WPERGG0

Fun Comtrol ID: kak Feport Manager) Process Manitor

Process Instance: 967

[f Leave DeptlD blank, will run for all dept

Department ID: ISETDDEDDED ﬂ Clinical Sciences
Expiration Date Low: IDEIDEIEDM @
Expiration Date High: IDTISHEDM @

r Sorting Option: on = By Name Only, off = By Dept, Name

Report Options: * PDF File " CSVFile

E Save] I::lReturn to Search:l
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Report Manager - Set Up Report List
Select the Administration Tab:

{ Ewplorer §  List [ndministrationl Archives

UseriD:  [ALMAND Type: MMM ~|Last: | 1|Days | Refresh ]
Status: IF'Dsted 'I Folﬂer:l j Instance: | to: |

Customize | Find | Wiew All | i First (4] 4.4 of a ] Last

Report Prcs I Request .
Select ID Instance Report Description Date/Time Format Status Details View
1002252004 . i
- 240 a67 VWRPEREED 10T 59FM Acrobat *.pdf) Fosted Details Wiew

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

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

[ Explorer V' List | Administration Y Archives

User I0:
Status:

[ALmAMD Tye: [N ~ | Last: | 1|Days -]

Refresh
[} Folder: '| Instance: to:~T \
I

Select Report Pikcs Report Description Rﬂ@
D Ingtance DateTime

First (4] 14 of 2 [F] Last

Format atus Details View

1042242004 .
- 340 WRPEREED 107 59PM Acrohat *.pdf Fosted Detalls
— - B Perfarmance Reviews Due 1002272004 - T
Status ... Posted Select "Refresh” to view After report appears

reports that have been on the list, select "View"
processed. Note: May

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
ktec003_390013.PDF.

Report Detail
Report ID: 340 Process Instance: Qg7
Name: WPEREERD Process Type: S0R Report

Fun Status: Success

WRERGED

File List

File Size {bytes) Datetime Created

Name

Message Log 1,599 1072202004 1:08:18.000000PM CDT

1,643 10/22/2004 1:08:18.000000PM CDT
4 2,675 10422/2004 1:08:18.000000PM COT

Tra

%  After selecting the PFD file, the report will appear.
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Report Manager - Print Report

= icon.

#%  To print the report, select the

Or, select File > Print.
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ACTIVE EMFLOYEES WITH A VISA EXPIRATION Page No. 1
Run Date D3/14/2003

Run Time 14:56:48

Report ID: WPERGED

DeptID: 3670005450
Low Expiration Date . 01-DBEC-2002
High Expiration Date: 31-MAR-2003

Visa_Permit Date-of-Entry Citizenship
Emplid  Jobcode  Department Tept_Name Type Status Dt Tssue Dt Into-Country Expriation-Dt  Fica Etatus

Thumbniails

Ho Records Found.
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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 Manger.

i WPERGG0D

Run Control ID: ke 3 araae Run

[f Leave DeptlD blank, will run for all dept

Department ID: ISETDDBDDED ﬂ Clinical Sciences

[ ProcesslList Y SewverList |

jLast: m Diays *

User ID: IALMAMD QY Type:

|
Server: | j Name: | ﬂlnstance:l to |
|

Run Status:

j ¥ Sawe On Refresh
] First (4] 4.a2 of a2z [¥] Last

Instance Sei. Process Type rﬁ User Run Date/Time Ruy Status  Details
SET S0R Report YWPEREGD ALMAMD 1052202004 1:06:34Pw CDT @ Details

031 SGR Report WRPERZ214 ALMAMD 10/2272004 912:11AM COT SuCCess Details
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Process Monitor - View Report Status

Aty

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

\
0

§| Subject

i

Budget Reportz

= bars & templates

= Re: inzerting links in surveps
=1 Re: today's articles
=
il

Wew
L from '\WPEREGED [H417560]

Aty

W% Open the PDF file to view or print the report.

Name: wperG60 417260 out
WpertStSD 417560, cut Type: OUT File (applicationz-unknown-content-type-out_auto_file)
Encoding: hazetd

Name: wperf&0 417260 PDF
[wper660 417560 PDF|  Type: Acrobat (application/pdf)
Encoding: hasebtd

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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