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Time and Labor: Reports

Purpose: This document reviews the process for running frequently used Time and Labor reports.

Authorized Security Form Roles:
e Time Keeper, PSATLATUB”Time Keeper
e Time Approver, PS"TLATUBATime Approver
e Time Admin, PSATLATUB"Time Adjuster

If you do not have the role that you need, contact your Authorized Requestor. A completed list of Authorized
Requestors is available on HARVie http://able.harvard.edu/hr-security.

Topics Covered:
¢ Running a Report
0 Access the Report Page (pg. 2)
o Entering the Parameters (pg. 3)
0 Running and Viewing the Report (pg. 4)

0 Summary (pg. 6)
e Time and Labor Reports (pg. 7)

PeopleSoft 8.9 Key Changes

2 Time and Labor Reports are now located at: Time and Labor>Reports>(Report)

2 The Cost Center by EE Report is now located at:
Harvard Reports>Payroll Related>Cost Center Register by EE

@ For more information about the changes and new features in PeopleSoft 8.9, check out the Time & Labor
pages on HARVie http://harvie.harvard.edu/ess. There you will find online courses, work instructions, and
more.

Key Terms and Definitions

Run Control ID This is an ID that you create for running reports (e.g., Mary Jane Smith might create an
ID of MJS).

The Run Control ID is used every time you run a report. You may choose to create
different run control IDs for different reports if you run the report with the same criteria
every time. This will save you from having to enter the same parameters every time.

PSUNX This is the server name always used for running reports.

All documents and online simulations related to Time and Labor are located on HARVie at http://harvie.harvard.edu/ess
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Running a Report: Access the Report Page

@ Navigation: Access the Report page by selecting the following path: Time and Labor > Reports>(Report)

L Home | _Addto Fa g | Sign out
2

Mew Window | Heln | B

HU Report (Sample)
Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Value

Search by: Run Control ID hegins with
[case Sensitive

mw

Find an Existing Value | Add a Mew Value

Page Summary: On this page, enter your Run Control ID to run a report, or create a new Run Control ID.

If... Then ...
You already have a Run Control ID. 1. Enter the Run Control ID
2. Click Search or hit the Enter key.

You do not have a Run Control ID. 1. Click the Add a New Value tab or link.

Enter your Run Control ID (you create the
ID).

3. Click Add or hit the Enter key.

All documents and online simulations related to Time and Labor are located on HARVie at http://harvie.harvard.edu/ess
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Running a Report: Entering the Parameters

Hu Runctl TIxD17

Run Control ID: 5.5 Eeport Manager  Process hionitor Run

Report Request Parameters

As Of Date: =
Group ID Selection

& ANl Group ID's

O Group Range  From: To:

O Group Description

) Groupis)

Group ID:

Time Reporting Code Employee Class

Time Reporting Code: Q [=]| | Employee Q =

Class:
Employee ID
Employee ID: Q

Page Summary: On this page, enter the parameters needed to run your report. Some Time and Labor reports
have less parameters than what is shown here.

@ Tip: Only enter parameters that will helpfully restrict your report. For example, if you want the report to return
all Time Reporting Codes, leave the Time Reporting Code parameter blank.

Parameter Description

As of Date Enter the Date in MM/DD/YYYY form, or click [ to select a date.

Group ID All Group IDs: Click to select all Group IDs within your security setup.
Selection Group Range: Click the radio button to enter the numeric range of Group IDs.
(select one) Group Description: Click the radio button to enter the description of the Group ID.
Groups: Click the radio button to manually enter a list of Group IDs:
1. Enter the first Group ID.
2. Click|®to add a new row, and enter the next Group ID.
3. Click [Elto delete any rows.

Time Enter the Time Reporting Code or click 2 to select a code. If needed:

R [ . . .

nggrtmg 1. Click[Zlto add a new row, and enter the next Time Reporting Code.
2. Click[=]to delete any rows.

Employee Enter the Employee Class or click & to select a code. If needed:

I .

Class 1. Click®lto add a new row, and enter the next Employee Class.
2. Click[=]to delete any rows.

Employee Enter the Employee ID or click & to select a code. If needed:

ID

1. ClickElto add a new row, and enter the next Employee ID.
2. Click[=]to delete any rows.

All documents and online simulations related to Time and Labor are located on HARVie at http://harvie.harvard.edu/ess
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Running a Report: Running and Viewing the Report

After you have completed your parameters, follow these steps to run and view your report:
1. Click Run

Mewe Window | Help | Custormize Page

HU Repont (Sample)

Run Control ID: S5 Feport Manager  Process Monitor Run

Report Request Parameters

Start Date: | 090172006 [ End Date: | 0% 30/2006 [

Group ID Selection

2. This will automatically bring you to the Process Scheduler Request page:
A. Setthe Server Name to “PSUNX.”
B. Setthe Type to “Web” and the Format to “PDF” (you may also set the Format to “CSV” if you
wish to view the output in MS Excel.)
C. Click the OK button.

User ID: A3M1233M Run Control ID: 515

Server Name: PSLIN * | RunDate: 1070472006 [

Recurrence: Run Time: 2:58:14FM Resetto Current Date/Time |
Time Zone: Q

Process List

Select |Description Process Hame Process Type rimat n
HU Repaort {(Sample) HUTL=011 SGR Report Web ~ | | PDF + | Distribution
Ok | Cancel |

3. This brings you back to the report’s parameter page. Click Process Monitor.
Blew \Window | Help | Customize Pace

HU Report {(Sample)

Run Control ID: 5.5 Repart Manadger | Process Maonitor | Run |

Process Instance:579101

Report Request Parameters

As Of Date: 09/04/2006 [

Note that a Process Instance number now appears under the “Run” button. Every time a report is run, it
creates a unigue process instance.

All documents and online simulations related to Time and Labor are located on HARVie at http://harvie.harvard.edu/ess
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On the Process Monitor page:

A. Click the Refresh button until the Run Status field reads, “Success,” and the

Distribution Status field reads, “Posted.’
B. Click the Details link.

Mew Window | Help | Customize Padge |

Process List

iew Process Request For

UserID: 321123321 |, Type: L ¥iast 1 [pays | Reftesh
Server: Name: Q Ins‘tance:| to |

Status: Status
Process List Ci ze | Fingd ]

Save On Refresh

579101 SQR Report HUTLXD11 30566858 10472006 2:58:14FM EDT  Success

Details

P
| =
Select |Instance |Seq. ([Process Type :::ﬁ% User Run Date/Time Bun Status

Details

=t

4. This brings you to the Process Detail page. Click View Log/Trace.

Process Detail

Instance: A79101 Type: SQR Report
Name: HUTL®011 Description: Group Employee Listing
Bun Status:  Success Distribution Status: Posted

Ran _______________________________ [lundateProcess

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

Ended Process At:

107042006 31215PM EDT
10/04/2006 2:58:14PM EDT
10/04/2006 312:35PM EDT
10/04/2006 3:12:49PM EDT

Parameters

Messade Log
Batch Timings

Run Control ID: 515 Hold Request
Location: Server Queue Request
Cancel Request
Server: PELIMN q
) Delete Request
Recurrence: Restart Request

Transfer

Wiew LogiTrace

All documents and online simulations related to Time and Labor are located on HARVie at http://harvie.harvard.edu/ess
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5. Almost done! To view the report, click the link that reads, “hutlx...PDF or CSV”

View Log/Trace

Report ID: A088 Process Instance: 579101 Messade Log
Name: HUTLH011 Process Type: SOR Report

Run Status: Success

HU Report {(Sample)
Distribution Details
Distribution Hode:  UNXMODE Expiration Date:

File Size (bytes) Datetime Created

Messane Log 1,740 10/04/2006 3:12:49.000000FPM EDT
hutix011 579101.PDF 1,678 10/04/2006 3:12:49.000000FPM EDT
Pt 45 10/04/2006 3:12:49.000000FPM EDT

Distribute To

Distribution ID Type *Distribution 1D

User 30566248

6. The report will open in a new window as a PDF file, or in MS Excel:

Harvard Universitw
Raport ID: HUTLI011 HT Beport [Sample) Page 1 of 1
Fun Data 10/04/2006

Fun Tima 15:12:37
Rz Of : 04-SER-ZOOE

Groupis): 1f$45

Enployss Enployss  Enployes Job HR
Croup IO Croup Hama ID Focord Depcripkion Dapartment
1E24n HM3*ABCD- Bmi th Boween, Tessica 1244281 o Rspaarch Assistant IT Lab HM5“Eiological Chemistry & Molecular Pha
Total Rowo £OI Croup: 1
Total Rows for P.ﬁplﬂﬂ.'t 1
Summary

1. Search page: Enter your Run Control ID or click the “Add a New Value” link or tab.
2. Parameter page: Enter your parameters, and click “Run.”
3. Process Scheduler page:
a. Setthe server name to “PSUNX.”
b. Setthe Type to “Web” and the Format to “PDF.”
c. Click OK. (You are now brought back to the Parameter page.)
4. Parameter page: Click “Process Monitor.”
5. Process Monitor page:
a. Click “Refresh” until the Run Status is “Success.”
b. Click “Details.”
6. Process Details page: Click “View Log/Trace”
7. View Log/Trace page: Click “hutlx...[PDF/CSV]” to view the report.

All documents and online simulations related to Time and Labor are located on HARVie at http://harvie.harvard.edu/ess
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Time and Labor Reports

Employee Listing

selected Group ID(s).

Report Name Description When to Run Parameters
HU Group Returns all employees with the role of | Any Day Group ID Selection
Managers Report Time Approver, Time Keeper, or Time

Adjuster for the selected Group ID(S).
HU Group Returns all Time Reporters for the Any Day As of Date

Group ID Selection

HU Unsubmitted
Time Report

Returns any employees who have not
yet entered their time.

Friday, Monday

Week Begin Date
Group ID Selection
Employee Classification

HU Approved / Returns each payable status for the Monday, Week Begin Date
Unapproved Time selected Group ID(s), by employee Tuesday (before Group ID Selection
Report count. 12:00 p.m.)
Payable Status
HU Payable Status | Returns the payable status, time type, | Monday, Week Begin Date
Report and amount per day for each Tuesday (before G ID Selecti
employee in the Group ID(s) 12:00 p.m.) roup election
selected. Payable Status
Employee Class
HU TL Audit Report | Lists any changes made to Any day Start and End Date
employees’ timesheet in the selected ;
Group ID(s). Includes the Operator Record Change§ Oceurring After
ID and name of the person who made Group ID Selection
the change. Operator ID
HU Override Rates | Lists any override rates for Any day Begin and End Date
Report employees within the selected Group Group ID Selection
ID(s).
(©) Payroll Status
Employee Class
Employee ID
HU Payable Time Use to track sick time, vacation, etc. Any day Start and End Date
History Report Group ID Selection
Time Reporting Code
Employee Class
Employee ID
HU Prior Period Returns any prior period adjustments | Monday, As of Date
Adjustment Rpt that appear on the Approve Time by Tuesday (before Group ID Selection
Group page. 12:00 p.m.) i )
Time Reporting Code
Employee Class
Employee ID
Cost Center Use to verify that the payroll is correct | Tuesday Pay Run ID
Register by EE for each department. (prior to final SetID — this should always default
Payroll to HRVRD

confirmation)

Department
Company
Pay Group

All documents and online simulations related to Time and Labor are located on HARVie at http://harvie.harvard.edu/ess
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