PeopleSoft HR — Running the BOB Report

NAVIGATION / PATH

To access the 8.4 HR Production database,

»Click on the following link:
https://my.uh.edu/hr

> Enter: User Id
Password
»Click:

EUSE ALL CAPS)

R PeopicSatt & Sign in - Micrsnlt Tnbernet Fplorer g [=T ]
ir
| e s ™
=l
PeopleSoft.
' -
_____ 5 [ vt

From Home select:

» Uhs Hrms Budget
» UHS HRMS BUDGETS
P Reports
» BOB Report

PeopleSoft.

Home

-
& Compensate Employvees

& Define Business Rules
& Develop Workforce

& Administer Workforce
& Build Community

& UHS HRMS HR

&4 Lhs Hrims Benefits

& Lhs Hrms Budget

& LIhs Hrms Payroll

& Uhs Hrms Positions

@ PeopleTools

Home = Uhs Hrms Budget > UHS HRMS BUDGETS = Reports
-
[a UHS HRMS BUDGETS W Use BO8 Report
'[a Reparts
| 1
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PeopleSoft HR — Running the BOB Report

INSTRUCTIONS

To Run a BOB Report:

[If you have already set up a Run Control,
skip to Step 2. Otherwise, create a Run
Control ID.]

STEP 1: Select Add a New Value link:

>Enter a Run Control ID name with a
meaningful and specific name. (No
spaces, please use underscore
instead.)

>Click_Agd_ |

F 4

Home = Lhs Hrrms Budget = UHS HRMS BUDGETS = Reports = BOB Report

BOB Report

Add a New Value

Run Cantrol 1D:
Add

Find an Existing Yalue

STEP 2: Under Find an Existing Value:

»Click | Search |to search for a Run
Control ID.

»Click on the link of appropriate name
from list once.

PeopleSoft.

Horme = Lhs Hrms Budiet = UHS HRMS BUDGETS = Reports = BOB Report

BOB Report

Find an Existing Value

Run Contral 1D:

=g sitive

[Search | [)Clar

Add a Mew Walue

Basic Search

BOB Report

Find an Existing Value

Run Control 1D:|B

[ case Sensitive
| Search | | Clear | Basic Search

Add a Mew Value

Search Results

1-20f2

Run Control ID Language Code

BOB MOMTHLY English
BOB REPOET English
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PeopleSoft HR — Running the BOB Report

Under Uhs RunctlUbud022 tab:

STEP 3: Fill in/check parameter information:

>As of Date: end of desired month.
»Business Unit: HR765
»Report Choice: All (default)

>Sort Option: Department, Cost Center
(default)

»Blank = All UHV (For a specific cost
center, or department, enter
chartfield information.)

Home = Uhs Hrms Budget = UHS HEMS BUDGETS = Reports = BOB Report

{ Uhs Runctl Ubud02z 3

Eepott Manadger

Process Monitor |

Run Control ID;  BOB_MORNTHLY
As Of Date: 1053172004 @
Business Unit; HR7TES Q) Ul of H Victaria
@ an Cpmision O cCollege O Department
Sort Option: | Department, Cost Center v

Paye Break after Cost Center
First (4] 1o 1 [P Last

Wiy A

Fund Program _
Code Department Cod Project ID
1] | =]
ﬁ Save QRetum to Searc|

Eladd)

If wanting all cost centers for a

leave all other chartfields blank.

department, only fill in the Department and

Haorme = Lhs Hetms Budget = UHS HRMS BUDGETS = Repotts = BOB Report
STEP 4: Save Parameters.
- { Uhs Runctl Ubud022 4
: Run Control ID:  BOB_MOMNTHLY Report Manager Process Monitar __Run
>Click & save
As Of Date: 1003112004 @
Business Unit: HR765| Q) U of H Victaria
@an Cpwision  OcCollege O Department
Sort Option; | Department, Cost Center v Page Break after Cost Center
Fund Program .
Code Department Code Project ID
1] | | | =]
3
( Bl save Return to Search) +E Hextin List) Ekadd
~___~
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PeopleSoft HR — Running the BOB Report

STEP 5: To get to Run Parameters.

Horne = Uhs Hrms Budget = UHS HRMS BUDGETS = Reports = BOB Report

{ Uhs Runctl Ubud022 3

»Click __Run |

Eeport Manager

Fund

Program .
Code Department Code Project ID
1] | | | =]
B save Gl Return to Search) +E Nextin List)

Frocess Monito

Run Control ID:  BOB_MOMNTHLY
As Of Date: 10/31i2004 @
Business Unit: HR765 Q) U of H Victoria
®an ODwision O College O Department
Sort Option: | Department, Cost Center v Page Break after Cost Center

[

Ebadd )

STEP 6: Change parameters:

Under Process Scheduler Request panel:

Home = Uhs Hrms Budget = UHS HRMS BUDGETS = Reports = BOB Report

Process Scheduler Request

Run Control ID: BOB_MONTHLY

>Server: leave blank
>Type: Web (change to)
>»Format: PDF (change to)

Process Type
S0R Report

Select Description Process Name

BOB Report UBUDO22

User ID: CAYLORK
Server Nameﬁ I | runpate: 031712005 (1]
Recurrence: Run Time: 10:13:325M
Time Zone: v Resetto Current DatedTime |
Process List
*Type *Format

web ~| [POF  ~| EH

Ve

€L

Under Process List tab:

STEP 7: To check the run status:

Horne = Uhs Hrms Budget = UHS HRMS BUDGETS = Repotts = BOB Report

{ Uhs Runctl Ubud022 3

Ru " NTHLY,

—Resrmtre!

>Click Process Monitor link.

1003102004 (B

As Of Date:
Business Unit: HR7ES Q) U of H Victoria
@ an Opwision O College O Department
Sort Option: | Department, Cost Center w

Page Break after Cost Center

Process Monitor
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PeopleSoft HR — Running the BOB Report

Under Process List tab:

STEP 8: To update run status:

Home = PeopleTaools = Process Manitor = [nguire = Process Requests

Process List Server List

UserlD: |CAYLORK Al o

ra

>Click (until Run Status for

your report shows Success).

> After Success in Run Status click on

Twpe:
Server | Process | Instance: to
Name: Run Status:

[ view Job items

Details link to the right for that
Instance Seq.

Instance Seq. Process Type Process Name User Run Date/Time Run Status Details
IELAEE SN REpon 8= CATLORE. TTHO00d 300 08rm Pal Sucee Dretails
7394584 Crystal LIFERDSE CAYLORK '1:181’_}01’2004 BRI Success fgta
739243 SGR Report LBuDoT3 CAYLORK '13181’_:_0;2004 D058 Success Details
739079 S0R Repart UBUDOT3 CAYLORK [ (120041002358 500055 petails
739071 SOR Report LIPAYDIT CAYLORK 111052004 9:57:444M PST Success Cetails
739068 SGR Report LIPAYDIT CAYLORK 111052004 9:56:11AM PST Success Cetails
T39061 SGR Report LIPAYOIT CAYLORK 11/10/2004 9:53:454M PST Success Details

Go backto BOB Report

ﬁ Save

Under Process Detail panel:

STEP 9: To view and/or print report.

>Click View Log/Trace link for the Run
ID.

Home = PeopleTools = Process Manitor = Inguire = Process Requests

Process Detail

Instance: JB8057 Type: SGOR Report

Hame: uBupozz Description: BOB Report

Run Control ID: B0B_REFORT

Location: Server

Server: PELIRK

 Delete Request

4 4:10:35PM PST
12M15/2004 4;
1211562004 410:42PM F
1201562004 4:13:25PM PST

Reqguest Created On: 1211 Transfer

Run Amytime After:

FParameters
Messane Log
Began Process At:

Ended Process At: View LogTrace

Under Report/Log Viewer:
STEP 10: p ReportiLog Viewer
»Click on the UBUDO022 (Runid).PDF. Instance: 763057 Type: SOR Report
. ; Name: UBUL022 Run Cntl ID: BOB_REPORT
Report WI” appear n. df format Status: Success Submitted By: CAYLOERE
Server: PRI Recurrence:
BOB Report

Message Loq 1163 bytes 2004-12-15 16:13:05
Trace File 1614 bytes 2004-12-15 16:12:53

bud02? 768057.PDF 559416 bytes 2004-12-15 16:13:05
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