Running / Viewing / Printing Reports

End of Temporary Appointment

This report provides a list of employees within a selected department that have an “End
of Appointment Date” specified in HRIS. This report may be printed at any time and for
any range of dates. It is an excellent tool for tracking employees who are assigned to
temporary (non-benefit) positions.

STEP 1: Access Report

Menu Group: Workforce Administration

Menu: Workforce Reports

Component: End of Temporary Appointment
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End of Temporary Appointment Report

Select Run Control ID

3% Enter an existing Run Control ID

Or
3% 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>

End of Temporary Appeointment
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

J Find an Existing Value Y Add a New Value

Fun Control ID:| hegins with kald

Search | | Clear | Basic Search [ Save Search Criteria

Find an Existing Walue | Add a3 Mew Walue

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.




End of Temporary Appointment Report

The Report Request Parameters page will appear.
3. Complete Report Request Parameters for desired

output.

#

Start Date: The begin date for the report.

End Date: The end date for the report.

The “From Date” and “Thru Date” will list those employees who
have “End of Appointment Dates” between these two dates.

Department::  The Department ID

(The department name will appear after ID has been entered.)

Run Control 1D:

/ RunctlWper643 Ksu '

kak

Run

From Date: IDEIDEIEDM @
End Date: IDTIBHEDM 4|
Department: ISETDDBDDED ﬂ Clinical Sciences




4.

End of Temporary Appointment Report
Save and Run the Report

3k Select " Save " to retain selected report parameters.

3 Select " Run " to run the report and to access the Process
Scheduler Request page.

[/ Runctl Wper643 Ksu 1\

Fun Comtrol ID;  kak

Run

From Date: IEIEIEIEIEEIEI# @
End Date: IDTISHEDD# 4]
Department: ISETEIEIE!EIEIEEI ﬂ Clinical Sciences

=] Savejl  Return to Searchjl




End of Temporary Appointment Report

5. Set Up Process Scheduler Request Page - Select OK.

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 . Twe: 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: IPSUN}{ :" Run Date: IWI?QI?DU4 Edl
Recurrence; I j" Run Time: |135232'3F'hl1 Resetto Current Date/Time l
Time Zone: ﬂ

Select Description Process Name Process Type "Format
W  EndTemporary Appaintment Date WPERE43 SOR Repart =l |roF =]

‘*Format

Type ‘Format
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.




End of Temporary Appointment Report

6. View or Print the Report

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

%  Select . .. Report Manager (Page 9) 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

%  Select . . . Process Monitor (Page 11) 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 Wper643 Ksu

Run Control I kak @Prncesshﬂnnimr

Process Instance: 988

From Date: IEIEIEIEIEEIEI# ﬂ
End Date: |DT13112E|E|4 4|




Report Manager - Set Up Report List
Select the Administration Tab:

[ Ewplorer Y List lnﬂministrationl; Archives |
—

UseriD:  [ALMAND Type: [N ~|Last: [ 1[Days =] Refresh ]
Status:  |Posted =] Fouder:] =] mstance: | to: |

Customize | Eind | Wi All |":l First (4] 1.2 of « [ Last
Select Report Pres Report Description Request

ID Instance DateTime Format Status Details View
End Tempaorary 102212004 : )
- 251 488 sttt it BT B Acrobat (*.pdf FPosted Details View

% Status: Blank or Posted
% Refresh: Selectto View Report List

¥ Status: When status is "Posted" ... Select "View" to
Access Report/Log Viewer

[ Esplorer ¥ List )} Administration Y}  Archives |

UseriD:  [ALMAMD Type: [ ~ | Last: |_1|Da~,rs v/’
Status: [Pasted 3| Fol-:ler:l jlnstan-:e:l to: /] A

Customize | Find | i First [ 14074 (] Last
Select Report Pycs Report Description Rﬂ@ Format Status Details View
D Inktance DateTime
End Ternparary 10022/2004 .
= 851 Appointment Date 1:54:01PM Aerobat (" Posted —Dma”s
I 840 947  WPEREED 102E00E g erongfmpan  Posted Details| view
Status ... Posted Select "Refresh" to view After report appears
reports that have been on the list, select
processed. Note: May "View"

need to select "Refresh”
more than once to view
report on the list.

Note: Reports will remain on the "Report List" for 30 days.




Report Manager - Access Report via Report/Log Viewer

% A Message Log, Trace File, and File Name(s) will appear.

% To view the report, select the file name
wper643_xxxxxxx.PDF.

Report Detail

Report ID:; 351 Process Instance: 933
Name: YWPERE43 Process Type: S0R Report
Fun Status: Success

End Temporary Appointment Date
File List

Name File Size {bytes) Datetime Created

Messane Lo 1,599 102252004 1:54:12.000000PM CDT
Lv:;jnerﬁﬂ 438.FOF b 1,407 102252004 1:54:12.000000PM COT
Trace File 2473

1072272004 1:54:12.000000PM COT

Aty

%  After selecting the PFD file, the report will appear.




Report Manager - Print Report

3% To print the report, select the = icon.

Or, select File > Print.

Pecplescoft
Eeport ID: WPERE42 END OF TEMPORREY APPOINTMENT Fage No. 1 .
Run Date 10/28/2002
Fun Time 0%:02:35
3670020060 Biclogy
27-0CT-2002 THRU Z1-DEC-Z2002

Hams Emplid Rodg Joboods position End Appoint Dt
Adamson, Tracy E 4] 026200 woooa&27 0&-DEC-2002
AL, Ke 1] Q28100 Wwoooss2l 1e-NOV-2002
anderson,Christopher D a 032000 W0008559 21-DEC-2002
Bernot ,Randall g a 032000 W0008576 21-DEC-2002
Lett,Michelle = 4] 032000 Wooog&s94 21-DEC-2002
Means, John C [1] 030500 Wo031%20 21-DEC-200Z2




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.

[ Runctl Wper643 Ksu

Run Comtrol ID:  kak Feport Manager Run

From Date: IDEIDEIEDD# 4]
End Date: IDTISHEDD# [
Department: |35TEIEIEEIEIEEI ﬂ Clinical Sciences

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

[ Process List { ServerList |

User ID: [ELMAMD Q Type: |
Server: I 'I Name: |

Run Status:
Custormize
Instance Seq. Process Type m% User Fun Date/Time Fun Status Details
938 SQR Report FERE#E ALMAMD 1052202004 1:52:20PM COT Details
967 SQR Report WPERBED ALMAMD 10022/2004 1:06:34PM CDT  Success Details
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Retrieve Report via E-Mail Inbox to View or Print

File Edt “iew Go Meszage Communicator Help

L N W B e T oS ow

GetMzg Mewbhsg FReply  Replwall  Fonward File Mt Frint Delete Sto

I ]
g | Inbox .
b =

———
[ect | % | Sender _q"‘-\

Cutput from W TECOQZ [#$E6339) o tsnft@ksu.edﬂ“//
= Re } bmlcippirerer=TrIE [DFS]

&1  Conference Meeting Minutes +  Berroth, Rachel [DPS]
[=1 HRIS Time & Leave Training +  Marlene F.unze Dolan

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

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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