PROCEDURES AND REQUIREMENTS
FOR SETTING UP AND RUNNING ‘DEPARTMENT HOURS ENTERED REPORT’

REQUIREMENTS:

1. PeopleSoft access
2. e-mail address
3. Internet Explorer
4. Printer
PROCEDURE:
1. Open PeopleSoft:
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A screen will appear showing this box:

Add -- Department Hours Entered Rpt

Run Control 1D: || *
/ Cancel |

Type in a name that will identify your process. There can be no spaces in the word you type.
We suggest ‘Server! or ‘HrsRpt’.

Then hit the OK button. The next time you access this report and get to this screen, leave the
Run Control ID BLANK and click OK. It will give you a list of the run controls you have
already set up. You will then select the one you want to use.

Follow the numbered steps for this screen:
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" All Departments 2. The FIRST time you open this screen there will be NO
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CAUTION: Do NOT choose ‘All Departments”!

[00404 ﬂ Payroll Services

3. Type in your department # that you want the report to run, or
choose from the drop down list. j

Tou should receive an email containing the Internet location of your requested report.
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4. If you need reports for more than one department click inside the scroll bar with your
cursor. This will highlight the “insert row” button . Click on that button. A row will be
inserted in the department list. Another box will appear and you may add another
department number.

Manage Payroll Process U.5. - UNC Menu - Department Hours Entered Rpt |_ (O =]
File Edit ‘“iew Go Favortes Usze Proces: Inguire Heportl  Feport 2 UMC Menu  Help

ElF e ENEE mlmlﬁ@l sle(]| *lelzl]

Hours Entered B pt |

|
i Insert Row
Operator 1D: LLHLIkARE Language: |English LI
Bun|\Control 1D: Hr=Rpt
R epm’f Request Parameters —
Sto
|ighri Pay Bun ID: IE[B ﬂ P arch, 2000 b onthly
" All Departments Scroll bar. Use to view all

departments entered if you have
inserted more than three.

00404 +|  Payroll Services S

II]I]1 0z ﬂ ARS Supplemental Instruction

[0a3o0 ﬂ Palice =

Tou should receive an email containing the Internet location of your requested report.
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You may continue to insert rows and add department numbers until you have all the departments
you need. Please note that your screen will show only three rows at a time and you will need to
use your scroll bar to view all the departments that you have added if more than three.

To run the requested report click on the first STOPLIGHT..



You will get this screen.

Click on the “Server’ radio button. Pull down the drop menu and find the server name ‘PSUNX’
and select that server.

The settings on the right side of the screen should then default to the settings shown below:.
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The screen will change back to the screen shown before the one above.



When the process is complete you will receive an e-mail telling you the web site address that you
may view and/or print this report.

Open the web site by double clicking on it in your e-mail or record the web site address and open
it later from your Inter Net Explorer web browser.

PLEASE NOTE: The report will only be available until 7:00 pm of the day you received the e-
mail. It will then be deleted from the webserver.

To print the report from your web browser, go to:
File
Page Setup and change the orientation to ‘Landscape’.

Print the report.
PLEASE NOTE:

PeopleSoft will hold the settings each time you use the report. Once you get it set up the
process will go quickly.
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