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.
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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.
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- 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



