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Benefit By Account Report 
 

Project/Grant 
 
Navigation:  UHS HRMS Payroll >Reports > Project/Grant Report 
 

  
Run Control ID  Enter Run Control ID in field.* 
Search Click on  
*Note:  Click on Add a New Value link or tab to create a Control ID if one does not exist. 

 

 
 
From Date Enter  start date (mm/dd/yyyy) or click on  and select appropriate date. 
Thru Date Enter end date (mm/dd/yyyy) or click on  and select appropriate date. 
Business Unit* Enter business unit. (optional) 
Project/Grant* Enter project/grant (optional) 
Run Click  to start the process 
*Note:  Business Unit & Project ID are optional parameters. 

 

Enter Control ID 
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Server Name Enter PSUNX in field or click on  and select from drop down menu. 
Type Enter Web or click on  and select from drop down menu. 
Format Enter PDF or click on  and select from drop down 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 Project/Grant Benefit report. 
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 
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User ID Your user id should be in this field.  User id should match PS login id. 

Server Enter PSUNX in field or click on  and select from drop down menu. 

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

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

 

 
 
View Log/Trace Click on link to get the Project/Grant Benefit report. 
 

Details link 
Run Status 
should be 
Success 

Process Instance number 

Refresh 
button 

View Log/Trace 
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upay037 1072669.PDF This is the filename.  Click on this link to view/print the Project/Grant Benefit 

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 Project/Grant Benefit 

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

Filename link 



 5

 

Project/Grant Benefit 
Report 

As shown above the Project/Grant Benefit Report appears. 
 
Note:  User can view, print and/or save this report.  Report can only be saved 
in PDF format. 

 
 


