How to Run a Leave Balance Report

Navigate to the Leave Balance Reports page within the Benefits area.
Click Main Menu > Benefits > Manage Leave Accruals > Leave Balance Reports
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Click the Add a New Value tab. Leave Balance Reports
Enter a Run Control ID. Name
the report something unique
that you will remember. You 0n|y Eind an Existing Value Add a New Value . 2
need one Run Control ID for this
report. There should be no spaces 3

in the Run Control ID. Use () as Run Control ID:|Leave_Balance_Re - i
: 5  Reports | SAMPLE
a separator. As an example we -

entered the Run Control ID as
Leave Balance_ Reports

Add 4
Click the Add button. A

Find an Existing Value | Add a Mew Value

NOTE: The next time you run a report you will use the default Find an Existing Value to
search for your report. Do not click the Add a New Value tab unless you are setting up a
new report template. Once you set up a template you cannot delete it.

In the Department field [ sdrunBaiances
enter your sites 4 digit 7
Department NU mber Run Control ID Leave Balance Reporis Report Manager Process Wonitor

Click Save. (Only the first 5

time you are setting up Department (0000
your report template.)

Run

Click the Run button.
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How to Run a Leave Balance Report

8. Select PSNT as the
Server Name from the
drop-down menu. You
only need to do this
the first time you are
setting up your report.

9. Select either the
option Leave
Information by Dept
or Vacation Balances
of 300 or >. For this
example we selected
Vacation Balances of
300 or >

10. Click the OK button.

11. After you clicked OK,
you will be given a
Process Instance
Number and returned
to the Report
Screen. Click the
Process Monitor
hyperlink to view the
status of the report.

Process Scheduler Request

User ID: 8

Run Centrol ID: Leave Balance Reports

Server Name: Run Date: |06/12/2014 Bl
Recurrence: u Run Time: |10:45:11AM Reset to Current Date/Time
Time Zone: 2
Process List
Select Description Process Name Process Type “Type *Format Distribution
] Leave Information by Dept SDHR868 SQR Report PDF | Distribution
9 SDHR858A SR Report PDF___ ~| Distribution

Vacation Balances of 300 or >
-V

% 10 =

Sd Run Balances

Run Control ID Leave Balance_Reports Report Manager

Department |Lp»

=] Notfy |

|1‘31‘| Save H\g“ Return fo Search |

Run

Process Instance: 1320103

Process Monitor 1 1

Update/Display,

Eh Add || E

12. Your report is done processing when the Run Status reads “Success” and the Distribution
Status reads “Posted” (If not, click the Refresh button, wait a few seconds, about 8-10, click
the Refresh button again until they change to the correct status.)

Process List Server List

View Process Request For

User ID

Process List

1320103

S| Save ||[=] Notify

Process List | Server List

Server| PSNT v Name
Runstatus[ V]

Select Instance Seq. Process Type

SQR Report

Type vHLast v| 30 Refresh | 12
Instance to d]j
Distribution Status Save On Refresh
Personalize | Find | View All | \" | First ‘¥ 10f 1} Last
Process Name User  Run DateTime Run status Do oUiON | pegail
12 tatus
SDHR868A 06/12/2014 10:45:11AM PDT Success Posted Details

Go back to Leave Balance Reports

13

13. Click the Details hyperlink. This will take you to the Process Detail page.
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How to Run a Leave Balance Report

14. Click the

View Log/Trace
hyperlink. This
will bring you to
the View Log/
Trace page that
shows you the
file list.

15. Of the three files
shown under File
List, choose the
one with the .PDF
extension. The
name of the
report will also
contain the
Process Instance
Number that was
assigned to your
report in step 11.
The report will
open in Adobe
Acrobat Reader.
(See example
below) You can
now view, print or
save your report.

Process Detail

Process
Instance 1320103 Type SQR Report
Name SDHRE8E8A Description Vacation Balances of 300 or =
Run Status Success Distribution Status Posted
Run Update Process
Run Control ID Leave Balance Reports Hold Request
Location Server Queue Request
Server PSNT Cancel Request
() Delete Request
Recurrence Restart Request
Date/Time Actions
Request Created On 08/12/2014 10:58:31AM PDT Parameters Transfer
Run Anytime After 06/12/2014 10:45:11AM PDT Message Log
Began Process At 06/12/2014 10:59:45AM PDT Batch Timings
Ended Process At 06/12/2014 11:00:00AM PDT View Log/Trace 1 4
OK Cancel

View Log/Trace

Report
Report1D: 898940 Process Instance: 1320103 Message Log
Name: SDHRBGEA Process Type: SQR Report

Run Status: Success

Vacation Balances of 300 or >
Distribution Details

Distribution Node: PSREPORTS Expiration Date:
File List
Name File Size (bytes) Datetime Created
SDHR8E8A_1320103.PDF 1 5 4195 06/12/2014 11:00:00.433000AM PDT
SDHRSBS@EMDS,DM 0 06/12/2014 11:00:00.433000AM PDT
SQR_SDHR868A_1320103.log 1,728 06/12/2014 11:00:00.433000AM PDT
Distribute To
Distribution ID Type *Distribution ID
User

Return

NOTE: If there is no .PDF file, that means no one at your site
has over 300 hours for the current month.

16. Vacation Balances 300 or More Report Sample

Report ID: SDHR3SAA

16

EMFLID Employes NMams

111446 Doe,
103550 Doe,
103461 Doe,
117463 Doe,

Peoplesoftc
VACATION BALRNCES 300 OR MORE Fags No. 1
Run Date D1/23/2014
Run Time 14:27:55
Flan Type Accrual Dats Balazce
vacation 370.00 h .Z l' A4
Vacation 326.00

Vacation
Vacation

321.57
311.50

March 2016

logeT pue awi]




