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Step 1
 
Log in to PeopleSoft 8 
using ALL CAPS. 

Step 2 
 
Select Uhs Hrms Benefits. 
 
► UHS HRMS BENEFITS 
 
 ►Reports 

Step 3 
 
After choosing 
Reports, select the 
Leave Accrual Report. 

 
Link to PeopleSoft 8 - https://my.uh.edu:7001/servlets/iclientservlet/saprd/?cmd=start& 
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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 Control 
ID will have to be added.  
Click Add a New Value.  
Enter a new value or name 
and click on the 

 

 . 

 

 
 

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 . 
Click on the  button. 
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Step 6 
 

Click on the  
button. 

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. 
 
Click the  button.  

Step 8
 
The Leave Accrual Report 
screen will appear again. 
 
Next, click on the Process 
Monitor link. 
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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. 

Step 10
 
The Leave Accrual Report 
screen will appear a third 
time. 
 
Click on the Report Manager 
link. 

Step 11 
 
From the Report List 
screen, click on the 
View link to access 
the report. 
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Step 12
 
From the Report/Log
Viewer, click on the 
link to the PDF file.  
Normally, this is the 
last link in the list. If 
there is not a PDF 
link, the report was 
not initiated 
correctly and will 
have to be 
reinitiated. 
 
 
 
 
 
 

 
 

 
 

 
Step 13 

 

The report will open in PDF format.  Click on the  icon located in the tool bar, or 
click on File, then Print. 
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