LEAVE ACCRUAL REPORT INSTRUCTIONS

Link to PeopleSoft 8 - https://my.uh.edu:7001/servlets/iclientservlet/saprd/?cmd=start&

Step 1

Log in to PeopleSoft 8
using ALL CAPS.

—

PeopleSoft3

User ID: |

Password:

Step 2 Pe ople SOftz -

Select Uhs Hrms Benefits.
Home = Uhs Hrms Benefits = UHS HREMS BENEFITS

» UHS HRMS BENEFITS & Compensate Employees l’a UHS HRMS BEMEFITS : & Reports
& Define Business Rules 3 !

& Develop Workfor:e

& AdministerWorkforce

& Build Sommunity

& LHS HRMS HR

I.‘ Ira LIhs Hrms Benefits
& Uhs Hrms Budget
&2 LIhg Hrms Payroll
& Uhs Hrms Positions

» Reports

& PeopleTools

- PeopleSoft.
After choosing

Reports, select the 1o = Uhs Hirms Benefits » UHS HRMS BENEFITS = Reports

Leave Accrual Report. —— —
ﬂ[a UHG HRMS BENEFITS | @ Reports mem—p L2115 04003 REDI




LEAVE ACCRUAL REPORT INSTRUCTIONS

Step 4

Select a Run Control ID by
either entering it into the
available field, or hit the

button. From the

search criteria, select the
appropriate Run Control ID.

If this is the first time to run

this report, a new Run Contrg

ID will have to be added.
Click Add a New Value.
Enter a new value or name
Add

and click on the

PeopleSoft.

Home = Uhs Hrms Benefits = UHS HRMES BEMEFITS = Eeparts = Leawve Accrual Report

Leave Accrual Report

Find an Existing Value

Run Cantral ID:|
[ case Sensitive

Advanced Search

dd a Mew Walue

PeopleSoft.

Home = Uhs Hrms Benefits = UHS HREMS BEMEFITS = Eepaors = Leave Accrual Report

Leave Accrual Report

Add a New Value

Run Control ID: |
Add

Find an Existitig Yalue

Step 5

Select the parameters as
follows:

Business Unit: HR765
Department: Enter Dept ID
(V...).

Paygroup: It is suggested to
select “Both” so Biweekly
and Monthly are included.
As of Date: Enter in the
first of the current month, or
select the appropriate date
by clicking on the calendar
icon 4.

Click on the B save. button.

PeopleSoft.

Harme = Uhs Hrms Benefits = UHS HRMS BEMEFITS = Reports = Leave Accrual Report

{ Leave Accrual Report

Run Control ID: ~ KP Report Manager Process Monitor Run

Business Unit: HR785 e
Department (Blank for ally: ﬂ
O BiWeekly C Monthly @ Both
As of Datex 1170152004 @
~ .S"a\.r.e -‘Q‘Return to "S.ear.cﬁ E"'Add] M‘TTT_:__-__
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Step 6

Run

Click on the
button.

PeopleSoft.

Hame = Uhs Hrms Benefits = UHS HRMS BEMEFITS = Reports = Leave Accrual Report

{ Leave Accrual Report
Report Manager ProcessMomt

Run Control ID: ~ KF

Business Unit: _HR755 ﬂ
Department (Blank for all): ﬂ

C Biweekly O Monthly @ Both
As of Datex: | 11/01/2004 e

Step 7

Select or confirm the
following parameters -
Server Name: Leave
blank.

Type: Web

Format: PDF

Note:

After running the report
for the first time, the Type
and Format should default
to these parameters.

PeopleSoft.

Home = Uhs Hrms Benefits = UHE HRMS BEMEFITS = Reports = Leave Accrual Report

Process Scheduler Request

PANTELKS

P run Date:
B run Time: |
El Resetto Current Date/Time I

User ID: Run Control ID: KSP

121312004 [
10:29:054M

Server Name:
Recurrence:
Time Zone: ¥
Process List
Select Description

LEAVE ACCRUAL RPT

Process Name
UBENDOS

Process Type
S0R Report

[ Ok ] [Cancel]

Click the button.

Step 8

The Leave Accrual Report
screen will appear again.

Next, click on the Process
Monitor link.

PeopleSoft.

Hamme = Lihs Hrins Benefits » UHS HEMS BEMEFITS = Repotts = Leave Accrual Report

{ Leave Accrual Report
RenortManam Run

Run Comtrol ID:  KP

Business Unit: L HR755 g
Department (Blank for ally: ﬂ
O BiWeekly ) Monthly @ Both
As of Datex:  11/01/2004 @
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Step 9

The Process List screen will
appear.

The first report or Instance
listed should be the pending

Leave Accrual Report. Click

on the - button until
the Run Status reads Success.
Click on the Go back to Leave

Accrual Report link located at
the bottom of the screen.

PeopleSoft.

Horme = PeopleTnols » Process bonitor = [niuire = Process Requests

QA process B Last: Mone \
— Type:

Server wd Process 54 mstance: to
Name: Run Status:

[ view Job ems

Process List

UserlD: |PANTELKS

Save On Refresh

I First [ 1130t 13 [ Last
Run Status  Details

Instance Seq. Process Type Process Name User Run DateTime

121 372004 10:20:05AM

764454 5GR Report UBEND0S PanTELKS 121 Success  Details
763390 SGR Report UBENIDZ PANTELKS ;‘23‘;”;2””4 TO253AM  oiiress Details
760555 SOR Renort UBUDO13 PaNTELKg 20772004 Z3820PM guoress  Details
760542 SGR Report UBUDD13 12072004 ZIZSEPM g iess Details

PANTELKS paT

Gobackio Leave Accrual Report

Step 10

The Leave Accrual Report
screen will appear a third
time.

Click on the Report Manager
link.

PeopleSoft.

Home = Lhs Hims Benefits = LUHS HEMS BEREFITS = Reparts » Leave Accrual Report

{ Leave Accrual Report
Beport Manager Process Monitor Run

Run Control ID: ~ KF

Business Unit: HR765 Q]
Department (Blank for all): (=Y
O Biweekly O Monthly ®Both

As of Date:: | 11/01/2004 @

Step 11

From the Report List e
screen, click on the

View link to access zm“
the report.

([Bsave)

PeopleSoft.

Home = PeopleTools = Report Manager = Inguire = Report List

{Archived Reports

Report Prcs

65734 TE4454 LEAVE ACCRUAL RFT

& Home

Mew ¥indow

Process Type: [N [
EJ Last: 1 Days D

Refresh

First (4 1 01 [P Last

Report Description Request DateTime Format Status Details

Fosted Detai\

Instance
1201372004 10:42:27TAM  Acrobat (* pdfy

Chckthe delete hutton {o delete the selected report(s)

Go back to Leave Accrual Report
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Step 12 P

Report/Log Viewer

From the Report/Log
Viewer, click on the = Instance: 764454 Type:

SQFE Eeport

. Name: TBENO0S Run Cutl ID: K5FP
link to the PDF file. Status: Zuccess Submitted By: DPAWTELEZ

N()rrnally’ this is the Server: PENT Recwrence

last llnk in the list. If LEAVE ACCRUAL RPT
there is not a PDF

link, the report was ~ IName I Size ] CreationDate

not initiated Message Log 1472 bytes Mon Dec 13 10:42:34 2004

correctly and will Trace File 185 bytes

have to be
reinitiated.

Mon Dec 13 10:42:34 2004

Il-'JBEI\IOOS 764454.PDF 8452 bytes Mon Dec 13 10:44:47 2004

Step 13

The report will open in PDF format. Click on the =
click on File, then Print.

icon located in the tool bar, or
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