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HR Reports and Navigation 
 
 
Navigation:  UHS HRMS HR> Reports 
 
Employee Birthdate Report (UHS) Employee birth dates 

 
Department Action Notices Report 
(UHS) 
 

What actions are due for employees in a specific department. 
 

Emergency Contacts Report (UHS) Emergency contact information for employees if in the system. 
 

Employee Home Address Report 
(UHS) 
 

Employee addresses 
 

Employees on Leave Report (UHS) Departmental listing of employees on a leave of absence. 
 

PC Bud Job Load Comparison 
Report 

Display specific fields from the job record and from PCBUD 
loaded job record.  Enables the user to verify the job load from 
PCBUD. 
 

Pending Future Actions Report 
(UHS) 

What future actions are on an employee, listed by department. 
 

Personnel Action History Report Actions that were entered to a specified department or business 
unit for a specific time frame. 
 

Years of Service Report (UHS) Departmental listing of employees and their years of service. 
 

  
Navigation:  UHS HRMS HR> Phone Dir 
 
Telephone Directory Summary 
 

Telephone Directory Summary by Business Unit, 
College/Division, or Department 
 

Telephone Directory Forms Telephone Directory Forms for employee verification by Business 
Unit or Department 
 

 
Navigation:  UHS HRMS BENEFITS> Reports 
 
Leave Accrual Report Lost time report, leave accrual information by department. 

 
 
Navigation:  UHS HRMS BUDGET> Reports 
 
BOB Report Combine Payroll and Encumbrances with budget information from 

Finance. 
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HR Reports and Navigation (cont’d) 
 
 
  
Navigation:  UHS HRMS PAYROLL> Reports 
 
Bi-weekly College Work Study 
Report 
 

List College Work Study charges by pay run id. 
 

Fiscal Year (FY) Suspense Report Suspense report cumulative for the fiscal year. 
 

Journal Detail Report Provides detailed information regarding specific HR journal 
entries listed on the UGL1051. 
 

Labor Distribution (EBC-45) Report Provides a listing of payroll actuals by department, business unit 
or HR cost center.  There are two versions: 

 Pay Acct – Payroll actuals from the beginning of the fiscal 
year. 

 Pay Hist – Payroll actuals for a specific month.  
 

Payroll Account Report Identical to the Project/Grant Report, but includes all 
accounts…not just grants/projects. 
 

Payroll Suspense Report Suspense report for specific departments by pay run ID. 
 

Payroll Verification Report Departmental Trial and Final payroll reports. 
 

Project/Grant Report Payroll and Benefit actuals for grant/project specific accounts. 
 

60 Day Suspense Report List items that have not been cleared from Suspense within the 
past 60 days. 
 

  
Navigation:  UHS HRMS POSITION> Reports 
 
Active/Inactive Positions Report Active and inactive positions by department 

 
Active Position History Report 
(UHS) 
 

All positions in a department, their status and the active 
employee(s) in each position. 
 

Position Exception Report (UHS) Mismatches between employee job record and the position. 
 

Position Status Report (UHS) All positions in a department, their status and the active 
employee(s) in each position. 
 

Vacant Positions Report (UHS) Vacant positions by department. 
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Running/Printing a Report 

 
Before running a report, a Run Control ID must be entered.  Users can use their existing Run Control ID or 
create/add a new Run Control ID if this is your first time running reports. 

  

Run Control ID Enter Run Control ID in field or click on Search button to see existing Run 
Control ID.* 

Search Click on  
*Note:  Click on Add a New Value link to create a Control ID if one does not exist. 

 

 
 
As of Date Enter a date (mm/dd/yyyy) or click on  and select appropriate date. 
Business Unit Enter business unit or click on  to get a list valid of values. 
Department (Blank for all) Enter department number or click on  to get a list of valid values. 
Run Click  to start the process 
Note:  Parameters - All reports within PeopleSoft require users to enter specific information known as 
parameters.  Once the appropriate parameters are entered, the system will collect the data  based on 
parameters and display report.  Notice the page above.  Specific information has been entered for this 
report.  Keep in mind, that parameters for various report are different. 
 

Enter Control ID 
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Server Name* Enter PSUNX or PSNT in field.  Click on  to select from drop menu. 
Type Enter Web or click on  to select from drop menu 
Format Enter PDF or click on  to select from drop menu 
OK Click OK button 
*Note:  A Server Name must be selected when printing reports.  The Process Type determines which server 
to use.  There are two types, (1) Crystal Report, and (2) SQR Report.  For SQR reports use PSUNX and 
Crystal reports use PSNT.  Use the drop down arrow to select the appropriate type and format. 
 

 

 
Process Instance Number This number identifies report.  Be sure to note number. 
Process Monitor Click on Process Monitor link. 
 

Format 
is PDF 

Process Instance 
number 

Type is 
Web 

Server Name 
is PSUNX 

Process Type 
determines 
Server Name 

Process Monitor link 
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User ID Your user id should be in this field.  User id match PS login id. 

Server Enter PSUNX or PSNT in field.  Click on  to select from drop menu. (see note 
on page 4 for more information on Server Name) 

Refresh Click on Refresh button to refresh screen.  Click this button until Run Status 
shows Success. 

Details Click on Details link to view the report/form after Success appears in Run Status 
column. 

 
 

View Log/Trace Click on link to get report. 
Note:  Click on Message Log link in Action column if get Error instead of Success in Status column of 
previous screen (Process List). 
 

Details link 
Run Status 
should be 
Success 

Process Instance number 

Refresh 
button 

View Log/Trace 
link 

Message Log 
link 
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uper014 1072270.PDF This is the filename.  Click on this link to view/print report.  File can only be 

saved in PDF format 
 
Note:  Notice that the Process Instance number is part of filename. 

 

 
Adobe Acrobat Reader The Adobe Acrobat page will appear as shown.  The report will appear 

immediately afterward. 
 
Note:  Adobe Acrobat Reader must be on computer. 

 

Filename link 
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Report (Years of Service) As shown above the Years of Service page appears. 

 
Save 

Click on  
Print 

Click on  
Email 

Click on  
Search 

Click on  
Note:  Once the report appears, you can choose to save, print, email or search the report by selecting the 
appropriate icon. 
 

 
Page 2 As shown above the Years of Service page 2 appears. 
 
 

Click on 
arrows to 
view 
each 
page 
within 
report 

Scroll bar allows user to 
move up/down on page. 


