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Run Control ID
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*Note: Click on Add a New Value link or tab to create a Control ID if one does not exist.
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Business Unit

Enter business unit or click on “* to get a list of valid values.

Department

Enter department number or click on A to get a list of valid values.

PayGroup

Select biweekly, monthly or both (click on radio button to make selection)

As of Date

Enter a date (mm/dd/yyyy) or click on U and select appropriate date.

Run

Click ﬂl to start the process
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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 =l 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. Click on =l next to field(s) and make selection from drop down menu.
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Process Instance Number This number identifies Leave Accrual report.
Process Monitor Click on Process Monitor link.
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View Process Request For
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Server: IPSUNX 'I Name:

Run

Status: Status
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Run Status
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Success
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button
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Details

Detail

Details link

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.
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Process Detail

Instance: 1072225
Name: LUBENDOS
Run Status:  Success

Type: SOR Report

Description: | EAVE ACCRUAL RPT

Distribution Status: FPosted

fun _____________________________[update Process

 Hold Request
 Queue Request

Run Control ID: JC

Location: Sernver
~
Server: PSUNK Cancel Request
" Delete Request
Recurrence: * Restart Request
[Actions |

Request Created On:
Run Anytime After:
Began Process At:

Ended Process At:

Ok Cancel |

212008 2:04:05PM PST
11212006 2:03:03PM PST
1102102006 2:04:15PM PST
1102102006 2:04:30PM PST

Parameters
Message Loy
Batch Timings

Transfer

Wiew Lao/Trace

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

Home
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View Log/Trace
link

View Log/Trace

Click on link to

et the Leave Accrual report.




View Log/Trace

Report ID: 313649
Name: LIBEROOS
Run Status: Success

LEAVE ACCRUAL RPT

Process Instance: 1072225 Message Log
Process Tvpe: SOR Report

Distribution Details

Distribution Node: PSR

File List

Expiration Date: 1252152006

Messane Log
ubenids 1072328 POF
Trace File

Distribute To
Distribution ID Type
Lser

Feturn I

File Size Datetime Created

1,509 1152152006 2:04:20.000000FPM PST
88,677 1172102006 2:04:20.000000FPM PET
262 1172152006 2:04:20.000000FPM PST

[*Distributiond

UHSFPARTT

Filename link

uben005 1072225.PDF

Copyright 1957-2003 Adobe Systems Incorporated and its licensors. all rights reserved.
See the complete patent and legal notice in the abouk box,

Protected by 11,5, Patents 4,837,613; 5,050,103; 5,185,818; 5,200,740; 5,233,336;
5,237,313; 5,255,357; 5,940,525; 5,625,711; 5,634,004; 5,729,637; 5,737,999, 5,794,873;
5,781,785; 5,819,301; 5,832,530; 5,852,531, 5,835,634; 5,860,074; 5,929,866, 5,930,513;
5,043,063; 5,995,0586; 5,999,649; 6,049,339, 6,073, 148; 6, 185,684; 6,705,549, 6,275,557
6,289,364; 6,324,555; 6,385,350; 6,4058,092; &6,411,730; &6,415,278; 6,421,460; &,466,210;
&,507,845; 6,515,675; Patents Pending. Conktains an implementation of the LTW algorithm

This is the filename. Click on this link to view/print the Leave Accrual
report. File can only be saved in PDF format

Note: Notice that the Process Instance number is part of filename.

6.0 Professional #

wersion 6,0.0 5/ 19/Z003

AWCIAYP-Finance r ‘c
University of Houston *.
1118-1307-9136-6621-7187  Adobe

Adobe Acrobat Reader

The Adobe Acrobat page will appear as shown. The Leave Accrual report
will appear immediately afterward.

Note: Adobe Acrobat Reader must be on computer.
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Leave Accrual Report

As shown above the Leave Accrual Report appears.

Note: User can view, print and/or save this report.
in PDF format.

Report can only be saved




