PeopleSoft HR — Running HR Journal Detail Report
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INSTRUCTIONS

To Run a Journal Detail Report:

[If you have already set up a Run Control, skip
to Step 2. Otherwise, start with Step 1.]

STEP 1: To Add a New Run Control:

>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__Aad_ |

»Then Skip to Step 3.

/A

Journal Detail Rpt

Find an Existing Value

Run Cantral 1D
[l case Sensitive

Advanced Search

’TAdd a e Walue

cd a New Value

Run Control ID-:||

)

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.

4

Journal Detail Rpt
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Search Results
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Run Control ID Language Code

[ JOURMAL DETAIL RPT English
Journal Detail English
Journal HRE Detail Rpt English
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Under Parameters tab:

STEP 3: Fill in/check parameter information:

{ Parameters Y Addinl Parameters

. Run Control ID:  JOURNAL_DETAIL_RPT ReportManager Process Monitar _ RUn
»Journal Select Option: Select by
Journal ID (default)
*Journal Select Option: | Selectby Journal Id v
>GL Journal ID: insert the Journal ID
you are Iooklng up GL Journal ID: HROO0002971
»Journal Data to Include: Payroll and
Encumbrance (default)
* Journal Data to Include: Fayroll and Encumbrance w
»Journal Rpt Sort Option: Journal ID *Journal Rpt Sort Option: | Journal I v
Additional Selection Data IfYES' go to Mext Panel
»Additional Selection Data: check this
if you want to include additional
e eturn to Searc exl 13l ==
parameters (default) Beeve) Qetuntocemn) He Binas)
Parameters | Addtnl Parameters
Under Addtnl Parameters tab: (PaRaEIEIS AT Farameters |
STEP 4: FI” in/Ch.eCk additional parameter Run Control ID:  Journal_HR_Detail_Rpt Eeport Manager Process Monitor Run
information:
>Enter cost center in next 4 parameters: Fund: 5014
Fund: Department: Vo021
Department: Program: A0001
Pro_g ram: Project/Grant: GOo0o142
Project/Grant: Account: ci108
>ACCOU”t' HR Business Unit: HRYES
. GL Business Unit:
>HR Business Unit: HR765
>GL BUSIness Unlt: Ieave blank & s=ve]  (CLReturn to Search | | 24 Previous tab | Bk Add
(defau|t) Parameters | Addinl Parameters
>Click Bl save
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STEP 5: Run Journal HR Detail Report. PararEtars ) ATdin Parametars |
Report Manager Proce u--L@

Run Control ID:  Journal_HR_Detail_Rpt
»Click __Run |

Fund: 5014
Department: Wooz2
Program: A0001
ProjectiGrant: G000142
Account: 51108
HR Business Unit: HRTEB5

GL Business Unit:

B s=ve)  (CLReturn to Search | [ Pravious tab | Eadd

Parameters | Addinl Parameters

Under Process Scheduler Request panel: Horme = Uhs Hrms Payroll » UHS HRMS PAYROLL = Reports = Journal Detail Rpt
STEP 6: Chanqe parameters: Process Scheduler Request
User ID: CATLORK Run Control ID: LABOR_DIST_ALL_UHY
>Server: leave blank Server Name: > I | RunDate: 03172008 |
Recurrence: Run Time: 10:11:04AM
>Type Web Time Zone: w Resetto Current DateiTime |
>\_ Process List
>F0rmat PDF Deseription Process Name Process Type
Journal Detail Repart = SCR Report A Eﬁ
»Click __ Ok | (Will return you to
Parameters panel. This saves all the
parameters for this run control and
runs the report.)
Under Parameters tab: ome » Uhs Hrms Payroll = UHS HRMS PAYROLL = Reports » Journal Detail Rpt
STEP 7: Check the run status: {“Parameters " Addtnl Parameters
»Click Process Monitor link. TR Comror i oot R - Ereter—Rm FremrHiteT Process Maonitor Run
-= =~

Process Instanke:801820 )
~ ”’

~—

*Journal Select Option: | S8l8ct by Journal Id

GL Journal ID: HROOO03257
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Under Process List tab: Home = PeopleTools = Process Monitor = Inguire = Process Requests
{ Process List Y Server List
STEP 8: Update run status.
UserlD: |CAYLOBK Q| prr e v TasT ays @
»Click | FRefresh | (until Run Status for Tyve:
Server * | Process ¥ | Instance: to
your report shows Success). NHame: Run Status:
[ view Job ltems Save On Refresh
Ingta_[lce Seq. Process Type Process Name User Run Date/Time Run Status  Details
: 801830 ) SGR Report LBUDO13 CAYLORK 01/26/2005 2:47:39PM PST Success
801661 S0R Report LPAYOD3T CAYLORK 01/26:2005 1:22:37PM PET Bt
800526 SQR Report UBLDO13 CAYLORI 01/25/2005 3:41:3 Details
800524 SQR Report UBUDO13 CAYLORI 01425720 ” Details

Under Process Detail panel: /

Home = PeanleTnoISj«P@S Monitar = Inguire = Process Requests

STEP 9: : View and/or print report.

Pr 5 Detail

After Run Status = Success: 1
>Click on Detags link to the right for that mstance: {01820 ) Type: 30R Report
Instance Seq. Name: UBUDDT3 Description: Journal Detail Report

»Click on View Log/Trace link. \ Run Control ID: Joumal_HR_Detail_Rpt

Location: Saerver

N
O Delete Reqguest
Request Created On:  01/26/200 A00PM PST Parameters Transfer
Run Anytime After: 02620058 24739 PST Message Log

Began Process At: 01/26/2005 2:50:12PM PS

Ended Process At: 01/26/2005 2:50:32PM PST View Log/Trace

| gk | Cancel |

»Click on the ubud013 (run #).PDF file I]
to view your report and, then, print,
if necessary.

ReportiLog Viewer

Instance: 301820 Type: SQE Report
Name: TEUDO1Z Run Cntl ID: Journal HE_Detall Ept
Status: Success Submitted By: CAYLOEE
Server: PEUNIL Recwrrence:
Journal Detail Report
1185 2005-01-26
ssage l og 50
\ Message Lo bytes 14:50:16
. 2005-01-26
This will open another window and display \T"LCF"C 616 bytes 14:50:16
the report in PDF. 1753 2005-01-26

ubud013 801820.PDE bytes

14:50:16
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