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Running HR Direct Reports

With HR Direct, you have the ability to run reports from the menu and receive them in the Report Manager associated to your user ID.

 

Use the following steps to run a report:

1. Create a Run Control ID. This is a unique ID that connects you to your own run control table entries. You can create a run control for each report or create one run control for all reports.  The Run Control ID carries the parameters of the last report that was run using that ID so you can determine how many run controls you want to create.  You can use the same Run Control for different reports if you do not need to save the parameters each time.  

2. After you create/select your Run Control ID, enter the parameters for your report.  

3. Run the report. This submits a process request to the server using the Process Scheduler. This process request identifies the name of the report, the type of report (SQR, Crystal, etc.), and the format and type of the finished report. 

4. Note the Process Instance number. This is a unique number that identifies each process request. This value is automatically incremented and assigned to each requested process when the process is submitted to run.  

5. Monitor the report using Report Manager. 

 

 

Running HR Direct Reports

In order to run a report in HR Direct, it is important to understand a few basic Process Scheduler terms. 

· Run Control ID:   A unique ID, associating each operator with his or her own run control table entries.  

· Process Request: A single "run request," such as an SQR or Crystal report.  

· Process Instance Number: A unique number that identifies each process request. This value is automatically incremented and assigned to each requested process when the process is submitted to run.

In this topic, the Time and Labor Detail Report (UMTL706) is used as an example.  This is a custom UMass report used to verify the time and labor information entered into the system.

 

 

 

 

Procedure

Consider this scenario:
You are going to run the TL Detail Report.

Key Information:
Run Control ID:  TL_DETAIL
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	Step
	Action

	1.  
	Begin by navigating to the report you want to run.

In this example you will run the UMASS custom Time and Labor Detail report.

Click the UMass Custom link.
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	Step
	Action

	2.  
	Click the Time and Labor link.



	3.  
	Click the Reports link.



	4.  
	Click the Schedules Needed link.
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	Step
	Action

	5.  
	You can run this process by searching for an existing Run Control ID or you can add a new value.

The Run Control ID that you create is available only to your user ID.  Once you create a Run Control ID, you may search and find it on the Find an Existing Value page to run reports.

Click the Add a New Value tab.
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	Step
	Action

	6.  
	A Run Control ID is an identifier that, when paired with your User ID, uniquely identifies the process you are running. The Run Control ID defines parameters that are used when a process is run. This ensures that when a process runs in the background, the system does not prompt you for additional values.
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	Step
	Action

	7.  
	To create a new Run Control ID, enter the desired information into the Run Control ID field.

Enter "TL_DETAIL".

	8.  
	Click the Add button.
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	Step
	Action

	9.  
	Use the TL Detail Report page to enter the request parameters. These parameters will be used to define the processing rules and data to be included when the report is run. The parameters will vary depending on which report you are running.

For example, other reports might have fields where you specify the SetID, Employee ID, or Department values before running the report.

	10.  
	The selected Run Control ID is added to the report request.

	11.  
	Enter all the parameters required to return the data you want to include in your report.



 

[image: image10.png]ORACLE’

b Enterprise Learning
b Workfarce Monitaring
b Pension
b Campus Community
b Student Recrulting
b Student Admissions.
> Records and Enrollment
b Curriculum Management
b Financial Ald
b Student Financials
b Academic Advisement
b Contributor Relations
b Set Up HRMS
b et Up SACR
b Enterprise Components
b Worklist
b Application Diagnastics
b Tree Manager
> Reporting Toals
> UMass Custom
© Benefits
b Payroll
© Commitment Accounting
b Setup Controlfi
b Set Up HRMS
< Time and Labor
© Interfaces
< Reports
~ Emplovee Roster
Report
- Hol Comp Time
Report

~ TRC History Report
b Pracess
b ViewDirect - Mobius
b Recruiting
b Workforce Adrministration
b PeopleTools
b Data Madels
- PSUnI
- Change My Password
- My Personalizations
My System Profle

— My Dictionary

Sion out

& New Window |

TL Detail Report

Run Control D: TL_DETAL Reootenaoer prosessiont RO

Report Select Criteria

Time Type: | Fayable Time Report Tye: | All Active Employees v,

Optional Sort By: [JPaid Time Batch Approved

Employee Select Criteria

From Date:

Pay Period End Date: [10/11/2008 |5 OR

Thru Date:

Group D: JMCENQ, Empi: RedN




 

	Step
	Action

	12.  
	Click the Run button.
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	Step
	Action

	13.  
	Use the Process Scheduler Request page to review or update parameters, such as the process output format.

	14.  
	Leave the Server Name field blank.  The appropriate server is automatically selected.

	15.  
	Use the Type field to select the type of output you want to generate for this job. Your choices are File, Printer, Email, or Web.

To run the report to the report manager, the type should be Web.

As a general rule, you should leave the default value.

	16.  
	Use the Format field to define the output format for the report. The values are dependent upon the Process Type you have selected. In this example, the default value is PDF.

As a general rule, you should leave the default value.
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	Step
	Action

	17.  
	Submit the request to the Process Scheduler.  This submits the report to the server to be processed.

Click the OK button.
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	Step
	Action

	18.  
	Notice the Process Instance number displays. This number helps you identify the report you have run when you check the status.

	19.  
	Click the Report Manager link.
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	Step
	Action

	20.  
	The Report Manager component appears.

Click the Administration tab.
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	21.  
	Use the Administration page to monitor and review the report.
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	Step
	Action

	22.  
	Notice that the status of the report is Processing.

Use the Refresh button to refresh the Report List with the current status of the report.

Click the Refresh button.
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	23.  
	Click the name of the report to open the PDF file.

Click the TL Detail Report link.
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	Step
	Action

	24.  
	The TL Detail report opens in a new window.

You can maximize the window to view the report or print the report using the browser's print button.

	25.  
	Click the Close button.
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	26.  
	Congratulations! You have successfully run an HR Direct Report.

End of Procedure.


Using the Report Manager

The Report Manager is your inbox of the reports that you have run.  It is tied to your user ID and retains the reports that you have run until you delete them or until they are removed are archived through normal system maintenance.

 

Using the Report Manager you can go back and look at reports that you have run previously. Or you can run reports in the background and check on them later instead of retrieving them as you run them.

 

 

 

Procedure

Consider this scenario:
You want to look at a report you ran earlier today.
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	Step
	Action

	1.  
	Begin by navigating to the Report Manager.

Click the Reporting Tools link.

[image: image25.png]Reporting Tools





	2.  
	Click the Report Manager link.
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	3.  
	Click the Administration tab.
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	4.  
	Your User ID will be displayed, since this is tied to your User ID and the reports you have run.

	5.  
	You can enter a number to use with the Drop Down list to see the reports you have run in a specific time frame.

Time increments include Days, Minutes, Hours, and None.

	6.  
	Use any other parameters to narrow the reports that appear in the list.

	7.  
	Click the name of the report to display.

	8.  
	You can delete reports from your list.

Select the box before the report you want to delete.
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	9.  
	Click the Delete button.
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	10.  
	A message appears to verify that you want to delete the report.

Select the appropriate value.

Click the Yes button.
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	Step
	Action

	11.  
	A message appears to confirm the deletion.

Click the OK button.
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	12.  
	Congratulations! You have used your report manager to manage reports you have run.

End of Procedure.


Running HR Direct Queries

Several queries have been created for you to run in HR Direct.  Use the Query Viewer to run these reports.  

 

You can run these queries at any time to return information as it exists in the system when you run the report. You can download the results to Excel for additional manipulation before printing.

 

 

Procedure

Consider this scenario:
You are viewing Time and Labor information and want to run a query to report on the detail.

Key Information:
Query Name: TL_ALL_ACTIVE_TL_EMPL_DATA 
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	Step
	Action

	1.  
	Begin by navigating to the Query Viewer.

Click the Reporting Tools link.
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	Step
	Action

	2.  
	Click the Query link.



	3.  
	Click the Query Viewer link.
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	Step
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	4.  
	The initial query search allows you to search for one parameter. If you do not have the full name of the query, you can use the Advanced Search for additional search fields.

Click the Advanced Search link.
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	5.  
	For example, if you know that part of the query name is TL_EMPL, you can search on part of the name.

Click the Query Name dropdown button to activate the menu.
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	6.  
	Click the contains list item.

[image: image40.png]contains







 

[image: image41.png]< Query

- 1y Personalizations
- 1y System Profile
- Wy Dictionary

Query Viewer

Query Name:
Description:

Uses Record Name:
Uses Field Name:
Access Group Name:
Folder Name:

“Query Type:

Owner:

Enter any information you have and click Search. Leave fislds blank for a st of all values.

begins with v

begins with v/

begins with

begins with v

begins with v/

User

When using the IN or BETWEEN operators, enter comma separated values without quotes. ie. JOBEMPLOYEE JRNL_LN.

[Semeh | [ Cer | gasicseann




 

	Step
	Action

	7.  
	Enter the part of the name that you know into the Query Name field. 

Enter "TL_EMPL".

	8.  
	Click the Search button.
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	9.  
	A list of the queries that match the criteria appears.

You can run the report to HTML or Excel.  In this example you will run the report to HTML.

Click an entry in the Run to HTML column.
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	10.  
	If parameters are required, a new page will appear.

Enter the desired information into the Business Unit field. 

Enter "UMLOW".

	11.  
	Click the View Results button.
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	12.  
	The report results will appear.

You have the ability to download the results into Excel (with some formatting) or as a CSV Text File (no formatting) that may be opened in Excel or another program.

Click the Excel SpreadSheet link.
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	13.  
	Click the Excel SpreadSheet link.
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	14.  
	The File Download dialog box appears.

Click the Open button.
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	15.  
	You may receive  a message to verify that you want to open the report.

Click the Yes button.
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	16.  
	You may receive a report prompting you to save a copy that is not read-only.

Click the OK button.
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	17.  
	Find the location where you want to save the report and enter the name you want to assign to the saved copy of the report.

Click the Save button.
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	18.  
	Close the report when you have finished reviewing.

Click the Close button.
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	19.  
	Close the HTML version when you are finished with your review.

Click the Close button.
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	20.  
	From a search list you can save reports that you run frequently into a Favorites list.

Click the Favorites link next to the name of the report you want to add.
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	21.  
	The Query Name is saved to the My Favorite Queries list.

	22.  
	The next time you open Query Viewer, your list of favorite queries appears.

	23.  
	If you need to remove a report from the My Favorite Queries list, you can click the Remove button on that line.

	24.  
	If you want to clear all of the queries for your My Favorite Queries list, you can click the Clear Favorites List Button.

	25.  
	End of Procedure.


Running Mobius Reports

 

With HR Direct, you have the ability to run Mobius reports to Mobius.  

 

In order to run a Mobius report, it is important to understand a few basic Process Scheduler terms. 

· Run Control ID:   A unique ID, associating each operator with his or her own run control table entries.    

· Process Request: A single "run request," such as an SQR or Crystal report.    

· Type:  On the Process Scheduler page, you must select "File" from the Type dropdown list.  Otherwise, the report will not run to Mobius.  

· Process Instance Number:   A unique number that identifies each process request. This value is automatically incremented and assigned to each requested process when the process is submitted to run.

In this topic, the Department Action Notices report is used as an example.  

Procedure

Consider this scenario:
You are going to run the Department Action Notices report.

Key information:
Run Control ID:  DPT_ACT_NOT
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	Action

	1.  
	Click the Workforce Administration link.
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	Step
	Action

	2.  
	Click the Workforce Reports link.



	3.  
	Click the Department Action Notices link.



	4.  
	You can run this process by searching for an existing Run Control ID or you can add a new value.  

The Run Control ID that you create is available only to your User ID.  Once you create a Run Control ID, you may search and find it on the Find an Existing Value page to run reports.
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	Action

	5.  
	Click the Add a New Value tab.
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	6.  
	A Run Control ID is an identifier that, when paired with your User ID, uniquely identifies the process you are running. The Run Control ID defines parameters that are used when a process is run. This ensures that when a process runs in the background, the system does not prompt you for additional values.

	7.  
	To create a new Run Control ID, enter the desired information into the Run Control ID field.

Enter "DPT_ACT_NOT".

	8.  
	Click the Add button.
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	9.  
	The selected Run Control ID is added to the report request.
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	Action

	10.  
	Click the Run button.
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	11.  
	Use the Process Scheduler Request page to review or update parameters, such as the process output format.

	12.  
	Leave the Server Name field blank.  The appropriate server is automatically selected.

	13.  
	Use the Type field to select the type of output you want to generate for this job.

To run the report to Mobius, you must select as the type.
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	Step
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	14.  
	Click an entry in the Type column.
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	Step
	Action

	15.  
	Click the File list item.
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	16.  
	Notice the Output Destination changes to /mobius/hrprd90/ when you select File as the Type.
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	Action

	17.  
	Submit the request to the Process Scheduler. This submits the report to the server to be processed.

Click the OK button.
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	18.  
	Notice the Process Instance number displays.  This number helps you identify the report you have run when you check the status.
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	19.  
	Click the Process Monitor link.
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	20.  
	Notice the status of the report is Processing.  

Use the Refresh button to refresh the Process List with the current status of the report.
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	21.  
	Click the Refresh button.
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	22.  
	Once the Report has a Run Status of Success, you can access the report in Mobius.  

See the Accessing Mobius Reports UPK Topic for step-by-step instructions on how to access a Mobius Report.

	23.  
	Congratulations!  You have successfully run a Mobius Report.

End of Procedure.


Accessing Mobius Reports

You can access all Mobius Reports through the HR Application.  Follow the steps provided to access and view a Mobius Report.

Procedure

Consider this scenario:
Your goal is to access a Mobius Report to review data.

Key Information:
Report ID: BEN001
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	Action

	1.  
	Click the UMass Custom link.
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	2.  
	Click the ViewDirect - Mobius link.



	3.  
	Click the DocumentDirect link.



	4.  
	Click the Launch DDRINT link.



	5.  
	Before accessing Mobius, it is recommended that you open a new window in the HR application in order to complete other transactions.  Please click the New Window link on the top right corner of the page to open a new window.  A new window will appear.  

If you are using Internet Explorer, it will open a separate browser window.  You can then switch back to the other window by using your desktop menu bar.

If you are using Firefox, the new window will open as a second tab.  You can switch back and forth by clicking on the appropriate tab.
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	6.  
	Click the View Report button.

[image: image80.png]View Report








 

[image: image81.png]University of
(4128 Massachusetts

T —

Vi
o Eomiiinrice
S veatrs bevsgament
e
s
D Venesontorn
> Ponson
I Campus Community
D St oo
D Sttt v aane
D Becods o orlment
el Seen)
D Eiars g
D ot hancle
el
D ot oo
b St s
b 55 oncr
e —.
D vron
R
s
) Repoing sols
s ot
Vet
el
e
* Gonp Coro
St e
b S ot Lor
ot e
riiiyuin
Vavos
< DosurenDicet
" Racnng
I Security
G A—
* PoopeTas
S ot
4
R
e e
e
g e

Taunch Documentbirect

NewWindo Processing

User ID: SUM19999993
Primary Permission HcyRPUMAMH
Li

Row Sectiity cppaLL
Permission List:

19999999

: Douglas, Fredrick

\You are about to be rediected to a connestion that i nat
The infomatian you are sending t the current site might

be reliansmitiedito a nonsecue st Da you vish ta
View Report continue?

Message: =] |

e

(=] Natify.
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	7.  
	When you click the View Report button, you may be asked to authorize software, or if it is the first time you logged in, you may be asked to "Run" software.  Authorize all prompts such as identified below.

Click the Yes button.
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	Step
	Action

	8.  
	Click the Yes button.
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	Step
	Action

	9.  
	Click the Run button.
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	Step
	Action

	10.  
	Click the Scroll Right button.
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	11.  
	Click the Locate button.
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	Step
	Action

	12.  
	Enter the desired information into the Report ID: field. 

Enter "BEN001".

	13.  
	Click the Lightning Bolt button.
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	14.  
	The Mobius Report will display in the section on the right.

	15.  
	Instead of using the Locate button, you can expand the nodes in the Enterprise View menu to find a report.  The Enterprise View menu sorts reports by Topic.
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	Step
	Action

	16.  
	Exit Mobius by closing the browser window.

Click the Close button.
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	17.  
	Congratulations! You have reviewed the process for accessing a Mobius Report.

End of Procedure.
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