Printing in PeopleSoft HRMS

Web-Based

Application

To print, you will need to have Adobe Acrobat Reader installed on your computer.

Step 1

After you have logged into PeopleSoft HRMS
8.0, navigate to Time Entry and click on the
link called Report.
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Step 2

You will be presented with a list of reports

available to you (you might not have all the | o= g
reports in this sample). Choose the report ?TR";”:M

you Want to print Simply by Clicking on the ml;eKIE{::é;‘?;:‘v{,eﬂlllsl‘Essll ps Iime Keep Exception Report

report name.
For example: Time Keep Generate Time Slips

ime Heep Exception Report

YTD Hours by Time Keep
TD Hours by Tims Keep

Time Keep Earnings and Hours

Time Keep Earnings and Hours

Step 3
At this point, a page will appear asking for a
Run Control ID.

The first time you run a report, you will need to
create a Run Control ID. At that time, you will
select Add a New Value to create the new Run
Control ID. Many users will use their initials or

Time Keep Generate Time Slips

Find an Existing Value

Run Controd ID:

™ Case Sensitive
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Enter your Run Control ID

name as their Run Control ID. You can use the same Run Control ID for all your reports.

If you already have a Run Control ID, you can use the search button to find it.
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Step 4

After you enter your Run Control ID (and hit
Enter), the page for your specific report will
appear. To generate timeslips you will need to
enter the PayRun ID.

To find the appropriate Pay Run ID, you can

use the magnifying glass to find the right week.

You will also have to enter your TimeKeep

Step 5

The Process Scheduler Request page will
appear. Do the following:

1. Make sure that the Server Name is

PSNT

2. Make sure the box under Select is
checked

3. Make sure Type is Web and Format is
PDF

4. Click OK when done

Step 6
When you click OK, this page will appear.
Click on Report Manager to continue.

Step 7
If the status does not say Posted, click on the

Refresh button every few minutes until it does.

Once the status says Posted, click on the View
link and a new browser window, called the
Report/Log View, will open.
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1. Enter PayRun ID /

2. Enter TimeKeep #
3. Click "Run"
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3. Typeis "Web"

AN
2. Box is Checked Format is "PDF”

4. Click "OK" when done
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Click on "Report Manager”
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When Status says "Posted™,;
click on "View"
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Step 8

Click on the link that ends in .PDF to open -
the report in Adobe Acrobat reader. The w:

report should then appear and you now e e e S

should be able to print your report using your || 5= DR e A

browser's default printer.

Server PSUNX Recuuence;

TE - Generate Tume Slips

Message Log 1150 bytes  2003-02-12 12:01:16
Trace File 351 bytes  2003-02-12 12:01:16

zteslip 148082, PDF 11865 bytes 2003-02-12 12:01:16

Click on the link ending with ".PDF"

Step 9
Just click the Printer icon to print your report. 7 5= b i s o Aoy @
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It should print to your default printer, or R[EEm  [OX k< »H o DON @8 Wi oo

select any other printer you have access to. = S — = £
Click on the
o3 e Printer icon to
i print the reports
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