How to Run A Report in HR

To run the URI State Position report, follow these instructions:

Once you log into HR e-Campus:

Favorites = Main Menu -
MHuman Resources
e-Campus
Menu - v
Search:

My Favorites

URI Budget

URI Human Resources Management
LRI Internal Payroll

URI State Payroll

Manager Self Service
Recruiting

Workforce Administration
Time and Labor
Crganizational Development
Set Up HCM

Tree Manager

Repaorting Tools
PeopleTools

e C(Click on URI Human Resources Management

MHuman Resowrces

e-Campus

Kain Menu >

URI Human Resources Management

{ | State Employee Position Report
State Employee Position Report (U_HHR153) short

= URI Department Employee List
ﬁ identifies all employees with their job data that a user has access to. Users are able to run the report for
an individual department or get all departments they have access to. PDF or CSW (Excel}

= URI Job Term Dates
ﬁ Job termination dates and jobs with no termination date for all active employees by department.

e Then click on State Employee Position Report
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Favarites = fain Menu = »  URIHuman Resources Management = > LF

Human Resources
e-Campus

State Employee Pos RPT Short

Find an Existing Yalue Add a New Value

Run Control ID|Training| _

Find an Existing Value | Add a New Value

If you have a Run Control ID — which is basically just another password, enter it in the Run

Control ID field.
If you do not have one, click Add a New Value and create one

Then Click Add
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Human Resources
e-Campus

Emp Pos Rpt Short

Run Control IDD Training Report Manager Process Monitor

[F] save

e On this page, click Run

Human Resources
e-Campus

Process Scheduler Request

User D hrirainer Run Control ID Training
Server Name - Run Date |07/25/2016 [#]
Recurrence - Run Time [2:45-39PM Resetto Current Date/Time
Time Zone QL
Process List
Select Description Proce=ss Name Process Type *Type *Format Distribution
State Emp Pos Rpt short U_HHR155 SOR Report Web - PDF - ] n]]

GK_

e Here you can choose to run it either as a PDF or CSV file.
e Click OK
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HMHuman Resources

Emp Pos Rpt Short

Run Control ID Training Report Manager Process Monitor

Process Instance: 1793391

[F] save

e The system brings you back to the original page but now there is a Process Instance # listed

under the Process Monitor link. This tells you the report is running.
e Click on Process Monitor

Human Resources

e-Campus

Process List Server List

View Process Request For

User ID hrtrainer Q Type - Last - 1| | Days - Refresh _
Server - Name a Instance to
Run Status hd Distribution Status hd Save On Refresh
Process List Personalize | Find | View All | @I LE First ‘&) 10f1 &) Last
Select Instance Seq. Process Type Hipcess

User Run Date/Time Run Status Distribution
Name

Status gails
1793391 S0R Report U_HHR155 hrirainer 07/25/2016 3:45:39PM EDT Processing NIA

Go back to State Employee Pos RPT Short
[F Save ||[=] Notify

Process List| Server List

e Click the Refresh button until the Run Status shows Success and the Distribution Status shows
Posted
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Human Resources
e-Campus

Process List Server List

View Process Request For

User ID hrirainer Q Type ~ Last - 1| Days -
Server - Name Q Instance to
Run Status A Distribution Status A Save On Refresh

Personalize | Find | View All | @l Q First ‘4 1of1 '® Last

Process List
Distribution

Select Instance Seq. Process Type [hezees User Run Date/Time Run Status Details
Name Status
1793391 S0R Report LUI_HHR155 hrtrainer 07/25/2016 3:45:39PM EDT Success Posted Details

Go back to State Employee Pos RPT Short
[5] Save ||[=] Motify

Process List | Server List

Once the Run Status is listed as Success and the Distribution Status states Posted, Click on the
Details link on the right.

Human Resources
e-Campus

Process Detail

Process
Instance 1793391 Type SQR Report
Hame U_HHR155 Description State Emp Pos Rpt short
Run Status Success Distribution Status Posted
Run Update Process
Run Control ID Training Hold Request
Location Server Queue Request
Server PSUMNX Cancel Request
elete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On O07/25/2016 3:47:10PM EDT Parameters Transfer
Run Anytime After 07/25/2016 3:45:39PM EDT Message Log
Began Process At 07/25/2016 3:47:35PM EDT Batch Timings
Ended Process At 07/25/2016 3:50:34PM EDT View Log/Trace
Ok Cancel

e (Click on the View/Log Trace link
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MHumran Resources
e-Campus

View Log/Trace

Report
Report 1D 1452711 Process Instance 1793291
Hame L_HHR155 Process Type SOQR Report
Run Status Success

State Emp Pos Rpt short
Distribution Details

Distribution Node URI_REPORTS Expiration Date 09/23/2016

File List

Harme File Size (bytes) Datetime Created

Message Log 597 O725/2016 2:50:34 336512PM EDT
U_HHR155_1793391.C35W 0,990 07252016 3:50:34 336512PM EDT
u_hhr1s55_17923917.out 161 O7FI25/2016 2:50:24 226512FM EDT

Distribute To

Distribution ID Type *Distribution ID
User hrirainer
Return

e Under the File List, the report is listed under the Message Log, U HHR155_******** Cqy
e C(Click on the link for the report

-

Opening U_HHR155_1793391.C5V [

You hawve chosen to open:
EL] U_HHR155_1793391.CSV

which is: Microsoft Excel Comma Separated Values File (519 KB)
from: https:/fapphrdev.ucs.uri.edu: 7601

What should Firefox do with this file?

Microsoft Excel (default) -

1 Sawe File

[T Do this automatically for files like this from now on.

_

e If you ran this file as in the CSV format, you will get this box when you try to open it.
e Click OK.

e Your file will open in Excel.



