Running a Vacant Positions Report

Navigate in PS HRMS:

it oottt e e ]
Favorites : Main Menu > UHS HRM§ Positions > Reports > Vacant Positions Report

-

You can use the current date for the as of date, which will tell you which positions are currently vacant.
In addition, you can use a future date, such as 9/1, to determine what positions are vacant at that
time.

Report Parameters

*As Of Date: 07/26/2013 [
*Business Unit: HR730 @,

DeptiD: H0110 Mathematics

When you click run, setup the Process Scheduler with the time zone, type Web and format PDF:

Process Scheduler Request

User ID: 0087981 Run Control ID: Birthdate_Report
Server Name: [3E01) v Run Date: 07/26/2013 El
Recurrence: v] Run Time: 9:06:59AM | Resetto Current Date/Time

Time Zone: ’(331'7@, Central Time

Select Description Process Name Process Type *Type *Format Distribution
Vacant Positions Report UPOS006 Crystal [web  ~| PDF | Distribution

Click OK, and then click Process Monitor to check on the status of your report. When you have a Run
status of success and distribution status of posted, you can click on Details to get the report. You can
click Refresh periodically until the report is ready. In this example, the top report (most recent) is not yet
ready, but the 2nd report is ready.

Process List Personalize | Find | View Al | B | 2 First &1 110 of 10 7 Last

Select Instance Seq. Process Type % User Run Date/Time Run Status W Details
8488337 Crystal UPOS006 0087981 07/26/2013 9:06:59AM CDT Processing N/A Details
8488307 Crystal UPOS006 0087981 07/26/2013 9:02:52AM CDT Success Posted Details

Click View Log/Trace, and click on the pdf file, which will be the report.



