HR Report Access – Viewing Scheduled Report Instructions
To view a report or spreadsheet that is automatically scheduled in PeopleSoft, follow these instructions.
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· Navigate to: Reporting Tools then – Report Manager (you can add this to My Favorites for 1 click access in the future)

· Click on the Administration tab (it may already be clicked)
· One Time Deal: change the Last: 1 Days to 35 Days and click Save.  This allows viewing of 35 days worth of reports.
[image: image2.png]Report Manager - Windows Internet Explorer.

6@ + [ ] https:ifpshrwebp. cc.omich.edu: 15071 jpsp/HPR JEMPLOYEE HRMS/C/REPORT_MANAGER, CONTENT LIST,GBL7FolderPatt

[

RTAL_ROOT_OBJECT.PT_REF

Fle Edt View Favortes Took Help

D G| @report s

PeopleSoft.

[ e e (s
e e

= Reporting Tools
M0 Reporing userin:  [froopr Type: Vltast  [20[Das  v] Refresh |
Status: | Folder: HR-eeky-5011 | instances tor
General
Report Pres HR-AF SCHE-Activity
Select Instance 22SCMRION | e s sCyiE Probatn Stats Details
|HR-AF SCME-Seniority
D s aoors wuRiOA R s B2 AT poceq peals
HR Ghe 1812212008 Acrobat
[ 12054326763 WIHRS11EHR BamerHR-Auat [922200¢ 9% posted Delais
[HR-CA-Miss-Rows-AY (.pa)
HR.CA Hiss Rows 58 90052008 Acrobat
131379 270117 WHHRS011-% NA
o HR-CA-Miss-Term-4Y | :34:0841 (*.pdf)
HR.Cicliss-Term-S5
o, HR-CT-PA-MISEA-Prob
secctar Doesstectan (o

RS es

RIS Aot
R Lis-lsstones
HR-MSEA-Seniority
R Name- g Chngs
Bsee R Retm L OA-CAS

HRTerms-Leaves

List| Explorer | Administration | Archives





· Click on the appropriate folder and then Refresh to show the reports in the folder.
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· Click on the Details link for the most current row with a Status of Posted.  Those with a Status of N/A are scheduled but have not run.
· *** The Request Date/Time is confusing:  It reflects when the report was scheduled NOT when it was run.  It is scheduled once the current report is run successfully so this date always lags behind when it is run.  The Date/Time Created on the next page is when the report was run.

[image: image4.png]Report Manager - Windows Internet Explorer,

& hitps:Jpshrivcbp.ccwmich.ech: 15071 [pspiHPREMPLOYEEHRIS/C/REPORT _MANAGER.CONTENT_LIST GBLIPORTALPARAM PTCNAY=PT_CONTE

Fle Edt View Favortes Took Help

W G| @repot oo

PeopleSoft.

seae:
it Favoris Report Detal
L Recuiing
b Worktoce Adminstton | geporan: 122675 Process nstance: 250643 sssage Loo
> Compensation Name: WMHR5016 Process Type: 'SQR for Reporting User
| Payolor o america
> Workforce Development Run Status:  Success
! Orcanczatonal Deviapment
e RSO0 Retums o Leave
b Sertp s osiibion Dot
PUELTER Distribution Node: RPT_DISTNODE_RPExpiration Date: 19/05/2008
> WU Workflow : = =_RPEXPI . —
! Tss Hansger e
[~ Reporting Tools Hellisl
I Query Name File Size (bytes)  Datetime Created
3 G Reportng sssage Loo 1660 0710712008 +:1513.0000004H EDT
Report Mana WIIHR5016 259643 PDF 1636 07/07/2008 1:15:13.000000AM EDT
prazEmEEs Trace File 1663 07/07/2008 1:15:13.000000AM EDT
" Chanae i Passors
b Perzonaizaions Dbt To
|- My System Profile Distribution ID Type “Distribution ID
User armie
User e
User oopr
User o
User o1

User prrtkmé




· If you are viewing a report, Click on the file with an extension of .PDF.  This will load it to Adobe Reader.
· Save it to your PC or LAN or just leave it in PeopleSoft and bring it up as needed.  It will remain in PeopleSoft for 60 days.
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· To View a Spreasheet using Excel 2007:
Click on the .csv and it will automatically open.  Format it and save it to your PC or LAN or just leave it in PeopleSoft and bring it up as needed.  It will remain in PeopleSoft for 60 days.
· To View a Spreasheet using Excel 97-2003:
Right click on the .csv and click the Save Link As option: 
for Save as Type – use All Files; 
for Save in – select a folder to save it in (c:\temp is convenient but it can be anywhere on your PC or Network)
· Navigate to the folder you saved it in and double click on the file – it will open in Excel
