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9.1.4 Running & Viewing Crystal Reports

Prerequisite: None

Concept:
The purpose of thistopic isto demonstrate the basic procedures used to generate a Crystal report

and print it from your desktop.

A variety of HCM reports are available for end-users. The Workforce Administration, Benefits,
and Payroll for North America modules each contain a Lesson in the UPK with alink to the
modul€e' s Reports Manual. The manual provides alisting of al available reports and queries,
navigation paths, and run control parameters. In addition, samples of each report and query are
included.

These reports and queries retrieve data to aid agencies with data validation, reconciliation, and
preparation of other reports. Some reports will allow end-users to run reports so that they may be
viewed immediately and printed at their loca printer. Other reports will continue to be printed
through Document Direct. Queries can be viewed online or run to an Excel spreadshest.
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Procedure

Scenario:

In thistopic, you will run a Crystal Report to your desktop for Retirement Certification for

employee Tom Avaon, Empl ID 99212022.

Note: Thefollowing instructions contain sample data. Always useyour own data asyour

follow these instructions.

sTare Nl—m—wm.

Personalize Content | Lavout

Search:

®

[~ Mty Favarites

[ DX Custom

- Employee Self Service

> Recruiting

[+ Workforce Administration
[- Bengfits

> Compensation

[ Marth American Payroll
I Organizational Development
I- Enterprise Learning

[ SetUp HRMS

[ Warklist

[ Application Diagnostics
> Tree Manager

> Reporting Toals

> PeopleTools

— Change My Password

— iy Personalizations

— by Swsterm Profile

- by Diictionary

|=-» QRAAEIB B S=zEE

B 85

" BeopleSoft

Step | Action

1 Click the North American Payrall link.

[ Morth American Payrall |

2. Click the Payroll Processing link.

[i: Payrall Processing |

3. Click the Reports link.

4, Click the Retirement Certification link.

[Retirernent Cedification]
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- BRI = =

<~ Reports

—BROC QT File Parms

— Benefits Register

— Bond Purchase

— Bond-Federal Reserve

— Calculated Ded Mot
Taken

— Calculated Deductions

— Calculated OT Hours

— Calculated Oth Earns

— Calculated Reqular
Hourg

— Calculated Regular
Salary

— Checks By Maildrop

— Cost Center Details
Report

— Deduction Register
Deductions kot Taken

— Deductions in Arrears

— Gamishrent
Prorations

— Minimurn Annual
Leave Balances

— Qther Earnings
Reqister

— Payroll Reqister

— Payroll Summary

— Pavroll Warning Renart

— Run Timesheets -
Pay200x
— Term Empl w Garnish
— AdjustiReverse

Paychecks

[ Payroll Distribution

> Periodic Payroll Events

> Pay Period Tax Reports

> Quarterly Processing
> Annual Processing
I Retroactive Payrall

[ Payroll Interface

- YWorkforce Development

> Organizational Development | -

New Window | Help | /5,

Retmn't Cert
Enter any information you have and click Search. Leave fields hlank for a list of all values.

{ Find an Existing Value " Add a Mew Value |

Run Control ID: [ begins with =] |

[ case Sensitive

Search | Clear | Basic Search Save Search Criterla

Find an Existing Value \ Add a Mew Value

Step

Action

Press [Tab] to continue.

Use the report search page to find an existing Run Control ID or to add a new Run
Control ID. By cresting your own Run Control 1D, you will be able to saveit and dl
assigned parameters so that you can easily access it again in the future. Run Control
Ids cannot contain any blank spaces.
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- BRI = =

sTate :mﬂmr

<~ Reports
—BROC QT File Parms
— Benefits Register
— Bond Purchase

— Bond-Federal Resere

— Calculated Ded Mot
Taken

— Calculated Deductions

— Calculated OT Hours

— Calculated Oth Earns

— Calculated Reqular
Hourg

— Calculated Regular
Salary

— Checks By Maildrop

— Cost Center Details
Report

— Deduction Register

— Deductions Mot Taken

— Deductions in Arrears

— Gamishrent
Prorations

— Minimurn Annual
Leave Balances

— Qther Earnings
Reqister

— Payroll Reqister

— Payroll Summary

Retmn't Cert

e window | Help | Customize Page | 5

Run Control ID:  crystal

Report Manager  Process Monitor [RIm |

[ ‘EmpliD: |39212022

Empl Red Nbr: 0Q *Fiscal Year: 2003 ]

& Save | QﬂelummSeamhl +E| Mextin List | +E| Pravious in List

B Add | Update/Display

— Pavroll Warning Renart

— Term Empl w Garnish
— AdjustiReverse
Paychecks
[ Payroll Distribution
> Periodic Payroll Events
> Pay Period Tax Reports

> Quarterly Processing
> Annual Processing
I Retroactive Payrall

[ Payroll Interface

- YWorkforce Development

> Organizational Development | -

Step

Action

Press [Tab] to continue.

Enter information in the fields to define the parameters that will be used when the
report is run. In this report, the Empli D, Empl Red Nbr, and Fiscal Year fied
values determine the output of the report. Required fields are indicated by an asterisks
(*) by the field name.

Run

Click the Run button.

Once the parameters have been set for the report, the report is ready to run.
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STATE ACCOUNING OFFICE.

~ Repors
—BROC QT File Parms
— Benefits Register
— Bond Purchase
— Bond-Federal Reserve
— Calculated Ded Not User ID: GBARBER

Process Scheduler Request

Run Control ID: crystal

Mew Window | Help | Customize Page | 5

Taken

— Calculated OT Hours
— Calculated Oth Earns Recurrence:

— Calculated Reqular Time Zone: Q

Salary Select Description
— Checks By Maildrap 7
— Cost Center Details

Report
— Deduction Register
— Deductions Mot Taken
— Deductions in Arrears
— Gamishrent

Prorations

— Minimurn Annual LI ﬂl
Leave Balances

— Qther Earnings
Reqister

— Payroll Reqister

— Payroll Summary

— Pavroll Warning Renart

Retirerment Certification

Cedification

— Run Timesheets -
Pay200x
— Term Empl w Garnish
— AdjustiReverse

Paychecks

[ Payroll Distribution

> Periodic Payroll Events

> Pay Period Tax Reports

> Quarterly Processing
> Annual Processing
I Retroactive Payrall
[ Payroll Interface
- YWorkforce Development
> Organizational Development | -

— Calculated Deductions Server Name: PSNT *| RunDate:

RETO01%

047152005
=l RunTime: 2:05:59P M Resetta Current DaterTime

Hourg -
- Calcuiates Rsquiar

Process Name

Process Type
Crystal

"Tupe "Format Distribution

Weh = |HTM =| Distribution

Step | Action

8. Use the Process Scheduler Request page to enter, update or view parameters, such as

server name and process output format.

Click the Server Name drop down list box to view available servers.

0. The Server Name you choose determines the server on which the process will run.

Reports.

Select PSNT from thelist.

Y ou must choose a Server Name. For this example, we will use PSNT to run Crystal
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STATE ACCOUNING OFFICE.

<~ Reports - Mew window | Help | Customize Page
~ BROC OT File Parms [ Helo | | vl
— Benefits Register
— Bond Purchase

— Bond-Federal Reserve
— Calculated Ded Mot User ID: GBARBER Run Control ID: crystal

— Calculated Deductions Server Name: PENT =l RunDate: 0411512005

— Calculated OT Hours

— Calculated Oth Earns Recurrence: j' Run Time: 2:05:59P M Resetto Current DaterTime

— Calculated Reqular Time Zone: Q

Hourg -
- Calcuiates Rsquiar

— Checks By Maildrap

— Cost Center Details ¥
Report

— Deduction Register

— Deductions Mot Taken

— Deductions in Arrears
— Gatnishiment

Prorations
~ Minimum Annual IL_GIE Cancs|
— Qther Earnings

— Payroll Reqister
— Payroll Summary
— Pavroll Warning Renart

— Term Empl w Garnish
— AdjustiReverse
Paychecks
[ Payroll Distribution
> Periodic Payroll Events

> Pay Period Tax Reports
> Quarterly Processing
> Annual Processing
I Retroactive Payrall
[ Payroll Interface
- YWorkforce Development
> Organizational Development | -

Process Scheduler Request

Taken

Salary Select Description Process Name Process Type "Format Distribution

Type
Retirerment Certification RETOO1X Crystal Weh MIHTY =| Distribution

Leave Balances

Reqister

Step

Action

10.

The Description field helps to uniquely identify a process.

Press [Tab] to continue.

11

The ProcessName field displays the name of the process asit appearsin the
definition.

Press [Tab] to continue.

The Process Type field displays the type of process, such as SQR, Crystd, and so on.

Press [Tab] to continue.

13.

Use the Type field to select the type of output you want to generate for thisjob. Y our
three choices are File, Printer, or Web.

File: This enables you to write the output to afile that will appear in the Output
Destination. (Document Direct)

Printer: Thisoption is not viable for the SOG PeopleSoft system. Do not select.
Web: Sends all output of the process to the report repository, including log and trace
files. (Local Printer)

Press [Tab] to continue.
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STATE ACCOUNTING OFFICE.

<~ Reports - Mew window | Help | Customize Page
~ BROC OT File Parms [ Helo | | vl
— Benefits Register
— Bond Purchase

Process Scheduler Request

— Bond-Federal Reserve
— Calculated Ded Mot

User ID: GBARBER Run Control ID: crystal

Taken

— Calculated Deductions Server Name: PSNT *| RunDate: 04/15/2005
— Calculated OT Hours Resetto G t DaterTi
- Galculated Oth Earns Recurrence: Y e P _Resetto Cunent DatefTims |

B Hzlﬁ‘gawd Bt Time Zone: Q

— Calculated Reqular Process List
Salary Select Description Process Name Process Type ‘Type *Format _Distribution

— Checks By Maildrap ! - = = !
_ Cost Center Details ~ Retirement Certification RETOO1X Crystal ‘Wb HTM = Distribution

Report
— Deduction Register
— Deductions Mot Taken
— Deductions in Arrears
— Gamishrent

Prorations

— Minimurn Annual LI ﬂl
Leave Balances

— Qther Earnings
Reqister

— Payroll Reqister

— Payroll Summary

— Pavroll Warning Renart

— Term Empl w Garnish
— AdjustiReverse
Paychecks
[ Payroll Distribution
> Periodic Payroll Events
> Pay Period Tax Reports
> Quarterly Processing
> Annual Processing
I Retroactive Payrall
[ Payroll Interface
- YWorkforce Development
> Organizational Development | -

Step

Action

14.

Crystal Reports use the Type field to determine what type of output to generate. For
HCM Crystal Reports, use " Web'".

Use the Format field to define the output format for the report. The values are
dependent upon the Process Type you have chosen.

Click the*Format drop-down arrow to display thelist.
HTM =

The format used for Crystal Reportsis either HTM or PDF, depending on which
format you want your file saved. For this example, we will use HTM.

Select HTM from thelist.

16.

Click the OK button to begin the Run process using the Process Scheduler.
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STATE ncﬁ-mmr

Home:

< Reports B Mew window | Help | Custornize Page | o5
~ BROC OT File Parms Hew wingow | Help | [
— Benefits Renister fﬁ
— Bond Purchase Retmn't Cert

— Bond-Federal Resere
— Calculated Ded Mot Run Control ID:  crystal ReportMananer  Process Monitor

aken
alculated Deductions Fracess Instance:1692

alculated OT Hours
alculated Oth Earns
— Calculated Reqular
Hours "EmpliD: |89212022 Empl Red Nbr: 0 ‘Fiscal Year: | 2003
— Calculated Regular ' ' l—Q
Salary
— Checks By Maildrop
— Cost Center Details

Run

Prorations

— Minimurn Annual
Leave Balances

— Qther Earnings
Reqister

— Payroll Reqister
— Payroll Summary B Save | .QREIummSeamhl VB Mextin List | +E Previous in List B Add | Update/Display

— Pavroll Warning Renart

— Run Timesheets -
Pay200x
— Term Empl w Garnish
— AdjustiReverse
Paychecks
[ Payroll Distribution
> Periodic Payroll Events
> Pay Period Tax Reports
> Quarterly Processing
> Annual Processing
I Retroactive Payrall
[ Payroll Interface
- YWorkforce Development
> Organizational Development | -

Step | Action

17. | Thereport isnow running. Notice that your report has been assigned a Process
Instance number. This number is automatically generated when a process is requested.
Itisagood ideato make a note of the Instance number for future tracking.

Press Tab to continue.
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STATE ACCOUNTING OFFICE.

<~ Reports
—BROC QT File Parms
— Benefits Register
— Bond Purchase

— Bond-Federal Resere

— Calculated Ded Mot
Taken

— Calculated Deductions

— Calculated OT Hours

— Calculated Oth Earns

— Calculated Reqular
Hourg

— Calculated Regular
Salary

— Checks By Maildrop

— Cost Center Details
Report

— Deduction Register

— Deductions Mot Taken

— Deductions in Arrears

— Gamishrent
Prorations

— Minimurn Annual
Leave Balances

— Qther Earnings
Reqister

— Payroll Reqister

— Payroll Summary

Retmn't Cert

e window | Help | Customize Page | 5

Run Control ID:  crystal

Repori Manager  Process Monitor

Run

‘EmpliD: (98212022 0/

Empl Rcd Nbr:

& Save | Q\REIummSeamhl +E| Mextin List | +E| Pravious in List

Fracess Instance:1692

‘Fiscal Year: | 2003

EH|

Update/Display

— Pavroll Warning Renart

— Term Empl w Garnish
— AdjustiReverse
Paychecks
[ Payroll Distribution
> Periodic Payroll Events
> Pay Period Tax Reports

> Quarterly Processing
> Annual Processing
I Retroactive Payrall

[ Payroll Interface

- YWorkforce Development

> Organizational Development | -

Step

Action

18.

Y ou use Process Monitor to:

hold.

Click the Process M onitor link.

Process Monitor

* Check the status of your submitted process requests.
* Cancel process requests that have been initiated or are currently processing.
* Hold process requests that are queued, and queue process requests you have put on

Now that you have used Process Scheduler to run your report, you next will use
Process M onitor to monitor the status of your report.

* Access to the report you have requested to be run. (If not processed through
Document Direct.)
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- BRI = =

sTare Accﬁnn"cr

+~ Reports =
—BROC OT File Parms
— Benefils Register

Process List ' Server List

Home:

— Bond Purchase
— Bond-Federal Reserve
— Calculated Ded Mot

— Calculated Deductions

Taken User ID: [GBARBER @ Type:

JJrast [ 1] [pays ]| Refresh

Hours
— Calculated Regular

— Checks By Maildrop
— Cost Center Details ] 1693 Crystal

— Garnishment
Prorations

— Minimurm Annual
Leave Balances

— Other Earnings
Reqister

— Payroll Reqister

— Payrall Summary

— Payroll Warning Repor

Go backto Retmnt Cert

B Save

Process List| Server List

— RunTimesheets -
Pay200x
— Term Empl w Garnish
— AdjustiReverse
Paychecks
[ Payroll Distribution
[ Periodic Payroll Events
> Pay Period Tax Reports
> Quarterly Processing
[> Annual Processing
I Retroactive Payrall
> Payroll Interface
[ ‘Workforce Development
I Organizational Development | =/

- Calculated OT Hours Server: [ =] Name:
— Calculated Oth Earns Rul I 7] Dist
— Calculated Regular St

Status

Salary Select Instance Seq. Process Type

| Q Inslﬂnce:l to |
ution | = [# Save On Refresh
Process User Bun Date Time Run Status N petaits
Name
RETO01 GBARBER 04/19/2005 1:32:03PM EDT  Initiated Details

Step | Action

19. | Usethefieldsinthe View Process Request For section to display specific processes

Press [Tab] to continue.

based on the criteria entered in these fields.

Last changed on: 6/30/05 6:00 pm

Page 10




Business Process Document

Financial Systems Running Reports:

9.1.4 Running & Viewing Crystal Reports

- BRI = =

3

[ \Workforce Development

[E3

= Reports B Hew Window | Help | C Page
~ BROC OT File Parms | Hele | [

— Benefils Register f—Y—\

_ Bond Purchase Process List Server List

— Bond-Federal Reserve

— Calculated Ded Mot
E\Tceglated Ceductions User ID: [GBARBER @ Type: | Last: 1 |Days | Refresh

— Calculated OT Hours Server: | j Name: | Q Inslnnce:l to |

— Calculated Oth Earns Run =] Distribution =
- Calculated Reaular Status: [ H Status [ - | [¥ Save On Refresh

Hours

— Calculated Regular
Salary Process

— Checks By Maildra Select Instance Seq. Process Type Hame

~ Lost Center Detalls = 1693 Crystal RETO01X GBARBER 04/19/2005 1:3203PM EDT  Initisted  NiA Details
Report

— Deduction Register

— Deductions Mot Taken

— Deductions in Arrears

— Garnishment
Prorations

— Minimurm Annual
Leave Balances

— Other Earnings
Reqister

mize | Eind | % First [ 1of1 ] Last
Distribution
Status

User Bun Date Time Run Status Details

Go backto Retmnt Cert

— Payroll Reqister
— Payrall Summary
— Payroll Warning Repor] B Save

Process List| Server List

Pay200x
— Term Empl w Garnish
— AdjustiReverse

Paychecks
[ Payroll Distribution
[ Periodic Payroll Events
> Pay Period Tax Reports
> Quarterly Processing
[> Annual Processing
I Retroactive Payrall
Payrall Interface

Organizational Development | =/

Step

Action

Use the User ID field to view the processes submitted by a User ID. Usudly, you
view your own User ID. Leave thisfield blank to view al of the User ID'sthat you are
authorized to view.

Press [Tab] to continue.

21

Use the Type field to view by a process type, such as Application Engine, Crystal,
COBOL, SQR, or Application Engine processes. Leaving the field blank will view all

process types.

Press [Tab] to continue.

Use the L ast field to specify an interval of time by which to limit the process requests
that appear in the list. Enter a numerical value in the field, and then select a unit type:
Days, Hours, or Minutes.

Press [Tab] to continue.

23.

Use the Ser ver field to view processes that are run on a particular server. Leaving the
field blank will return all servers.

Press [Tab] to continue.
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Step

Action

24.

Use the Name field to view all processes for a specific process name. Leaving the
field blank will return al processes

Press [Tab] to continue.

- QP eEBI B IHE

P

= Reports = Mew Window | Help | C Page | &
- BROC OT File Parms | Help | K]

— Benefits Register { Process st Bamer et

_ Bond Purchase Process List Server List

— Bond-Federal Reserve
culated Ded Mot

Taken User ID: [3BARBER] | CL Tyne: Jrast: [ 1] [Days ]| Refresh

— Calculated Deductions

~ Caleulated OT Hours server: [ =l wame: | Q mstance: | to |
= Calculated Oth Barns Run =] Distribution = v
— Calculated Regular Status: I J Status I J ¥l sve On Refresh

Hours
— Calculated Regular

Process List

Salary Process Di
N . Process Type User  RunDateTime
_ Checks By Maildra Select Instance Seq. Process Tvpe Name User Run DateTime Run Status
- Cost Conter Defalls 1683 Crystal RETO01X GBARBER 04/18/2005 1:32:03PMEDT  Initiated A Details

Report

— Deduction Register

ot Taken

— Deducti

— Garnishrent
Erorations

— Minimurm Annual
Leave Balances

— Other Earnings

Register Gobackto Retmnt Cert

& Save

Process List| Server List

— Payroll Reqister
— Payroll Summary

Pay200x
— Term Empl w Garnish
- AdiustiReverse
Faychecks
> Payroll Distribution =
[ Periodic Payroll Events
> Pay Period Tax Reports
> Quarterly Processing
> Annual Processing
> Retroactive Payroll
> Payrall Interface
- Workforce Development
L& Organizational Dewelapment

|«

Step

Action

25.

Use the Ingtance fields to display results based on the process instance number.
Leaving the fields blank will return all processes.

Press [Tab] to continue.
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+~ Reports
—BROC OT File Parms

— Benefils Register f—Y—\
_ Bond Purchase Process List Server List

Dlews Window | Help | G Page | W5

— Bond-Federal Reserve
— Calculated Ded Mot

Taken User ID: [GBARBER] | @, Type:

— Calculated Deductions

JJrast [ 1] [pays ]| Refresh

— Calculated OT Hours Server: | j Name:

Q, Instance: | to |

— Caltulated Reqular Status:
Hours

— Calculated Regular
Salary

— Checks By Maildra Select Instance Seq. Process Type

— Cost Center Details ] 1693 Crystal
Report

— Deduction Register

— Deductions Mot Taken

— Deductions in Arrears

— Garnishment
Prorations

— Minimurm Annual
Leave Balances

— Other Earnings
Reqister

— Payroll Reqister

— Payrall Summary

— Payrall Warning Report) B Save

Go backto Retmnt Cert

Process List| Server List

— Term Empl w Garnish
— AdjustiReverse
Paychecks
[ Payroll Distribution
[ Periodic Payroll Events
> Pay Period Tax Reports

> Quarterly Processing
[> Annual Processing
I Retroactive Payrall
> Payroll Interface
[ ‘Workforce Development
I Organizational Development | =/

— Calculated Oth Earns Run I j Distribution |
Status

Bun Date Time Run Status Distribution Details
Status
RETO01 GBARBER 04/19/2005 1:32:03PM EDT  Initiated P Details

=l [¥ Save On Refresh

First [ 4o 1 [V Last

Step | Action

26. Use the Run Status field to view processes by status, such as Processing, Success, or

Press [Tab] to continue.

Error. Leaving the field blank will return all processes.

27. | The current status of the report is I nitiated. The report is finished running when it has

Press [Tab] to continue.

a status of Success. The amount of detail the report iswill dictate how long it takes to
obtain a status of Success. This report is not long, so you will click the Refr eshbutton
after afew moments to update the Run Status. For reports that take longer to run, it is
agood idea to continue other work while your report is being run in the background,
there is no need to watch and wait.

Last changed on: 6/30/05 6:00 pm

Page 13




Financial Systems

Business Process Document
Running Reports:

9.1.4 Running & Viewing Crystal Reports

- BRI = =

+~ Reports
—BROC OT File Parms

— Benefils Register f—Y—\
_ Bond Purchase Process List Server List

Dlews Window | Help | G Page | W5

— Bond-Federal Reserve
— Calculated Ded Mot

Taken User ID: [GBARBER] | @, Type:

— Calculated Deductions

JJrast [ 1] [pays ]| Refresh

— Calculated OT Hours Server: | j Name:

Q, Instance: | to |

— Caltulated Reqular Status:
Hours

— Calculated Regular
Salary

— Checks By Maildra Select Instance Seq. Process Type

— Cost Center Details ] 1693 Crystal
Report

— Deduction Register

— Deductions Mot Taken

— Deductions in Arrears

— Garnishment
Prorations

— Minimurm Annual
Leave Balances

— Other Earnings
Reqister

— Payroll Reqister

— Payrall Summary

— Payrall Warning Report) B Save

Go backto Retmnt Cert

Process List| Server List

— Term Empl w Garnish
— AdjustiReverse
Paychecks
[ Payroll Distribution
[ Periodic Payroll Events
> Pay Period Tax Reports

> Quarterly Processing
[> Annual Processing
I Retroactive Payrall
> Payroll Interface
[ ‘Workforce Development
I Organizational Development | =/

— Calculated Oth Earns Run I j Distribution |
Status

Distribution .
Status Details
RETO01 GBARBER 04/19/2005 1:32:03PM EDT | Initiated P Details

=l [¥ Save On Refresh

First [ 4o 1 [V Last

Bun Date Time Run Status

Step | Action

28. | Usethe Refresh push button to display any updates to the Run Status.

Click the Refr esh button.

29. | By refreshing the page, the Run Status now shows " Success'.

Press [Tab] to continue.

30. | Your report status has completed successfully and the report has posted and is ready

Click the Details link.

Cetails

for viewing. Y ou can get details about a particular process request by clicking the
Details link in the Details column. This opens the Process Detail page where you can
view such details as request parameters and message |ogs.
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- BRI = = _

+~ Reports

—BROC OT File Parms

— Benefils Register

— Bond Purchase

— Bond-Federal Reserve

— Calculated Ded Mot
Taken

— Calculated Deductions

— Calculated OT Hours

— Calculated Oth Earns

— Caltulated Reqular
Hours

— Calculated Regular
Salary

— Checks By Maildrop

— Cost Center Details
Report

— Deduction Register

— Deductions Mot Taken

— Deductions in Arrears

— Garnishment
Prorations

— Minimurm Annual
Leave Balances

— Other Earnings
Reqister

— Payroll Reqister

— Payrall Summary

— Payroll Warning Repor

— Term Empl w Garnish
— AdjustiReverse
Paychecks
[ Payroll Distribution
[ Periodic Payroll Events
> Pay Period Tax Reports
> Quarterly Processing
[> Annual Processing
I Retroactive Payrall
> Payroll Interface
[ ‘Workforce Development
L Organizational Developrment

Process Detail

Instance: 1693 Type: Crystal
Name: RETO0M X Description: Retirement Certification
Run Status:  Success Distribution Status: Pasted

Run ControlID: crystal
Location: Server
Server: PSNT

Recurrence:

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

Ended Process At:

OK Cancel

© Hold Request

€ Queue Request
© Cancel Request
€ Delete Request
© Restart Request

0411812005 1:32:15PM EDT Parameters Transfer
0411952005 1:32:03PM EDT Message Log

04/18/2005 1:32:35PM EDT Batch Timinos

04/18/2005 1:32:45PM EDT Wiew LowTrace

Iew Window | Help | C

Page | &

Step

Action

3L

process.

Press [Tab] to continue.

The Process group box contains genera information to help you identify the process
request. Thisis adisplay-only group, showing basic descriptive information about this

32.

field.

Press [Tab] to continue.

The Run group box shows specific run information, such as the Run Control ID and
the Run Location. If the process runs on the server, the server name appears in the
Server field and any run recurrence that you have selected appears in the Recurrence

Press [Tab] to continue.

The Update Process group box displays the actions you can take for thisfied
depending upon your user authorizations and the current status of the request.

Press [Tab] to continue.

The Date/Time group box give you specific date/time lengths about the run time of
your report and the processing time.

Last changed on: 6/30/05 6:00 pm
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- BRI = =

Home:

+~ Reports =

—BROC OT File Parms

— Benefils Register

— Bond Purchase

— Bond-Federal Reserve

— Calculated Ded Mot
Taken Instance: 1693 Type: Crystal

— Calculated Deductions

— Calculated OT Hours Name: RETO0M X Description: Retirement Certification

— Calculated Oth Earns

— Caltulated Reqular
Hours

— Calculated Regular
Salary Run ControlID: crystal © Hold Request

~ Lhacks By Maildrop Location:  Semer © Queue Request

— Cost Center Details € Cancel Request
€ Delete Request
© Restart Request

Process Detail

Run Status:  Success Distribution Status: Pasted

Server: PSNT

Recurrence:

— Garnishment

Prorations

~ Minimum Annual Request Created On: 0411912005 1:32:15PM EDT Paramelers  Transfer
Leave Balances

— Dther Eamings Run Anytime After:  04/13/2005 1:3Z:03FM EDT hessage Log
Renqister .

— Payroll Register Began Process At:  04i19/2005 1:32:35PM EDT Batch Timings

— Bayroll Surmma Ended Process At:  04/18/2005 1:32:45PM EDT Wiew LooTrace

— Payroll Warning Repor

— RunTimesheets -
Pay200x
— Term Empl w Garnish oK cancel
— AdjustiReverse —I —l
Paychecks
[ Payroll Distribution
[ Periodic Payroll Events
> Pay Period Tax Reports
> Quarterly Processing
[> Annual Processing
I Retroactive Payrall
> Payroll Interface
[ ‘Workforce Development
I Organizational Development | =/

Step | Action

35. | The Actions group box contains links to other pages that provide additional details
about the process parameters. These include Parameters, Message Log and View
Log/Trace.

Click the View Log/Trace link.

Wiew LogiTrace

Last changed on: 6/30/05 6:00 pm Page 16
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9.1.4 Running & Viewing Crystal Reports

- BRI = =

sTare Accﬁnrﬂcr

+~ Reports
—BROC OT File Parms
— Benefils Register
ond Purchase
— Bond-Federal Reserve
alculated Ded Mot
Taken
alculated Deductions
alculated OT Hours
alculated Oth Earns
— Caltulated Reqular
Hours
— Calculated Regular
Salary
— Checks By Maildrop
— Cost Center Details

eductions in Arrears
arnishrnent
Prorations
inimurn Annual
Leave Balances
— Other Earnings
Reqister
— Payroll Reqister
— Payrall Summary
— Payroll Warning Repor

— RunTimesheets -
Pay200x
— Term Empl w Garnish
— AdjustiReverse
Paychecks
[ Payroll Distribution
[ Periodic Payroll Events
> Pay Period Tax Reports
> Quarterly Processing
[> Annual Processing
I Retroactive Payrall
> Payroll Interface

[ \Workforce Development

Menu &
=

L Organizational Developrment

View Log/Trace

Report ID: 1480 Process Instance: 1633 Messane Log
Name: RETOO1X Process Type: Crystal
Run Status:  Success

Retirerment Certification

07/27/2005
File List

Disti

jion Node: Expiration Date:

RephodeRFPS

Name Eile Size (bytes! Datetime Created

Mesgage Log [t} 04/19/2005 1:32:45.000000PM EDT
RETOO1X 1693.HTM 340,388 04/19/2005 1:32:45.000000PM EDT
PeopleSoft Trace File 485 04/19/2005 1:32:45.000000PM EDT

Distribwtion 1D
GBARBER

Retumn

Step

Action

Click the RET001X_1693.HTM link to view the report.
RETO01X 1693.HTH

Last changed on: 6/30/05 6:00 pm
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Edit

us:55650/psreports/hiB8dev/1580/RETO01

Wiew  Favorites

Tools

Help

693.HTM - Microsoft Internet Explorer

d=pack - o - (@[3 A1 QSeach GiFavoitss fMeda o | B Sb

-5

Address I%j hittp: /A routeBBd. state. ga w2 55550 psreports ArBBdew 1580/RE TOTX_TEIZHTM

o] 6o | Liks >

Gocgle - | | Boseachweb - | g | Ehas7blocked E]ouioril | EOptions

STATE OF GEORG1A Fage No 1]

Retivement Certification Run Date 041903

Run Time 13122 PM
Pay PayEnd  Focl o Expl Plan  Benefit Dedustion not Teken ~ Caled Pension

Co Omup Date  Mth Check¥ Cye Emplid — Redd  Name Type Pl Deded Amount  Amount FResson  Base  FlanSalary
416 581 0MIS02 1 016 N 920022 0 bvalon, Tom R 82 E20AR+ ERS2 4943 oo 3,204 67 0.0
416 S81o0Esn2 1 016 N 99212022 0 hvalon, TomR 83 EI0AR+ ERS3 16123 000 3,204 67 0.00
416 Ss1oomsnz 1 016 N 9921022 0 hvalon, TomE 84 E4OAR+ ERS4 19471 000 3,204 67 0.00
a6 551 o0AL0Z 1 045 N 921M22 0 hvalon TomR 2 E20AR+ IRS2 4945 00n 3,204 67 0.00
416 581 0B 2048 N 99212022 0 hivalon, TomR 83 EIOAR+ ERS3 16123 000 3,204 67 0.00
416 581 0AL02 1 042 N 9921022 0 hvalom TomR 84 EAOAR+ ERS4 19471 00n 3,204 67 0.00
416 581 0EAS02 2 3055 N SSMI2NE 0 Avalom TomR 82 E20AR+ ERS2 4943 oo 3,204 67 000
416 5510502 2 2055 N 992102 0 Avalon TomR 83 EIOAR+ ERS3 16123 000 3,204 67 0.00
416 581 0EAS02 2 055 N SSRI2NE 0 Avalm TomR 84 EAOAR+ ERS4 19471 oo 3,204 67 000
416 581 0EAL02 2 088 N SRR 0 Avalm TomR 82 E20AR+ ERS2 4943 oo 3,204 67 000
416 55108102 2 208 N 992102 0 Avalon TomR 83 EIOAR+ ERS3 16123 000 3,204 67 0.00
416 551 O0EAL0Z 2 B8 N 92120 0 hvalm TomR 84 FAOAR+ ERS4 19471 00n 3,204 67 0.00
416 881094502 3 212 N 92I@ 0 Avalon TomR 82 E20AR+ IES2 4943 000 3,204 67 0.00
416 SSL0OAS02 3 222 N 992120m 0 hvalm TomR 83 E30AR+ ERS3 161.23 00n 3,204 67 0.00
416 581 094502 3 2122 N SSAAM 0 hvalm TomR 84 FAOAR+ ERS4 19471 oo 3,204 67 000
416 551097002 3 2157 N 992102 0 Aivalom TomR 82 E20AR+ ERS2 4943 000 3,204 67 0.00
416 581097002 3 15T N OSSR 0 Avalm TomR 3 E3JOAR+ ERS3 16123 oo 3,204 67 000
416 581097002 3 2157 N SSMIAN 0 Avalom TomR 84 FAOAR+ ERS4 19471 oo 3,204 67 000
416 55110502 4 2192 N 992102 0 Avalon TomR 82 E20AR+ ERS2 5054 000 3,368.20 0.00
416 S5 O10A302 4 2192 N 992120 0 hvalom TomR 83 EIOAR+ IRS3 16494 00n 3,368.20 0.00
416 SS1 104502 4 2192 N 992I0@ 0 Avalow TomR 84 E4OAR+ IRS4 199.09 000 3,368.20 0.00
416 SS1LO107BL02 4 2227 N 992120 0 hwalom TomE 82 E20AR+ ERS2 50.54 00n 3,36220 0.00
416 8811073102 4 2227 N SSAIA 0 hvalm TomR 83 E3IOAR+ ERS3 16454 oo 3,368 20 000
416 551107102 4 2227 N 992102 0 Avalon TomR 84 E4OAR+ ERS4 199.09 000 3,368.20 0.00
416 SSLOLUISN2 5 2263 N 992102 0 Avalom TomR 82 E20AR+ ERS2 5054 000 3,365.50 0.00
416 881 LUIS02 5 3263 N 9SMI2 0 hvalm TomR 3 E3JOAR+ ERS3 16454 oo 3,368 20 000
416 SS1LUIS02 5 2263 N 99212022 0 Avalon TomR 84 E4OAR+ ERS4 199.09 000 3,363.50 0.00
416 S5 O1AD0Z 5 2301 N 93120 0 hvalom TomR 2 E20AR+ IRS2 3054 00n 3,368.20 0.00
416 SS1 113002 5 2301 N 992I0@ 0 Avalon TomR 83 EIOAR+ IES3 16494 000 3,368.20 0.00
4 SSLimom2 5 2L N 9ixm 0w TonR 84 EADAR+  ERS4 199.09 000 EC T nﬂ_l
&1 Done: [0 (@ ntemet

i Start]| | 5 inbox - Microsoht Outiock | &1 Retirement Ceiication - i | [ hitp: Z/route88d_state...

W& 78°F 1:35PM

Step

Action

37.

The report displays in the Web HTM format. When in alive database, you will click
the File menu and then choose the Print option in order to print your report.

Press [Tab] to continue.

Last changed on: 6/30/05 6:00 pm
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& - =D

e EIEEEE

<~ Reports

—BROC QT File Parms

— Benefits Register

— Bond Purchase

— Bond-Federal Reserve

— Calculated Ded Mot
Taken

— Calculated Deductions

— Calculated OT Hours

— Calculated Oth Earns

— Calculated Reqular
Hourg

— Calculated Regular
Salary

— Checks By Maildrop

— Cost Center Details
Report

— Deduction Register

— Deductions Mot Taken

— Deductions in Arrears

— Gamishrent
Prorations

— Minimurn Annual
Leave Balances

— Qther Earnings
Reqister

— Payroll Reqister

— Payroll Summary

— Pavroll Warning Renart

— Run Timesheets -
Pay200x
— Term Empl w Garnish
— AdjustiReverse
Paychecks
[ Payroll Distribution
> Periodic Payroll Events
> Pay Period Tax Reports
> Quarterly Processing
> Annual Processing
I Retroactive Payrall
[ Payroll Interface
- YWorkforce Development

> Organizational Development

Home:

e window | Help | Customize Page | 5

View Log/Trace

Report ID: 1480 Process Instance: 1633 Messane Log
Name: RETOO1X Process Type: Crystal
Run Status:  Success

Retirerment Certification

Distribution Node: RepMNodeRPS Expiration Date:

07/27/2005
File List

Name File Size (bytes] Datetime Created

Messane Lo 1} 04/18/2005 1:32:45.000000PM EOT
RETOO1X 1693 HTM 340,388 04/18/2005 1:32:45.000000PM EOT
PeopleSoft Trace File 485 04/18/2005 1:32:45.000000PM EOT
Distribute To

Di hution ID Type Distribution ID

User GBARBER

Return

Action

Click the Return button.

Last changed on: 6/30/05 6:00 pm
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- BRI = =

<~ Reports
—BROC QT File Parms
— Benefits Register
— Bond Purchase

Bond-Federal Resere

Calculated Ded Mot

Taken

Calculated Deductions

Calculated OT Hours

— Calculated Oth Earns

— Calculated Reqular
Hourg

— Calculated Regular
Salary

— Checks By Maildrop

— Cost Center Details
Report

— Deduction Register

— Deductions Mot Taken
Deductions in Arrears
Garnishrent
Prorations

— Minimurn Annual
Leave Balances

— Qther Earnings
Reqister

— Payroll Reqister

— Payroll Summary

— Pavroll Warning Renart

— Run Timesheets -
Pay200x
— Term Empl w Garnish
— AdjustiReverse
Paychecks
[ Payroll Distribution
> Periodic Payroll Events
> Pay Period Tax Reports
> Quarterly Processing
> Annual Processing
I Retroactive Payrall
[ Payroll Interface
- YWorkforce Development

> Organizational Development

Home:

e window | Help | Customize Page | 5

Process Detail

Instance: 1693 Type: Crystal

Name: RETOO1X Description: Retirement Certification
Run Status:  Success Distribution Status: Posted

Run Control ID: crystal ' Hold Request
Location: Server € Queue Request
Server: BENT € Cancel Request

' Delete Request

Recurrence: ' Restart Request

Request Created On: 04/18/2005 1:32:15PM EDT Parameters Transfer
Run Anytime After:  (04/18/2005 1:22:03PM EDT Message Log

Began Process At 04/18/2005 1:32:35PM EDT Batch Timinas

Ended Process At:  04/18/2005 1:32:45PM EDT View LoaiTrace

OK Cancel

Step

Action

30.

Click the OK button.
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- BRI = =

<~ Reports =l
—BROC QT File Parms
— Benefits Register

Process List | Server List

Home:

e window | Help | Customize Page | 5

— Bond Purchase
— Bond-Federal Reserve
— Calculated Ded Mot

Taken User ID: [GBARBER @, Type:

— Calculated Deductions

| Last: |_1 Days x| Refresh

Hourg
— Calculated Regular
Salary
3e4. Process Type
— Checks By Maildra Select Instance Seq. Process Type
— Cost Center Details ] 1694 Crystal

Report

— Deduction Register = 1683 Crystal

— Deductions Mot Taken

— Deductions in Arrears

— Gamishrent
Prorations

— Minimurn Annual
Leave Balances

— Qther Earnings
Reqister

— Payroll Reqister

— Payroll Summary

— Pavroll Warning Renart

Go backto Retmnt Cert

B Save

Process List| Server List

— Run Timesheets -
Pay200x
— Term Empl w Garnish
— AdjustiReverse
Paychecks
[ Payroll Distribution
> Periodic Payroll Events
> Pay Period Tax Reports
> Quarterly Processing
> Annual Processing
I Retroactive Payrall
[ Payroll Interface
- YWorkforce Development
> Organizational Development | -

— Calculated OT Hours Server: | j Name: | Q nstance: | to |
— Caledlated Oth Earng Run ~| Distribution -
— Calculated Reqular Status: I J Status I J W/ Save On Refresh

Process

Hame User Run Date, (3 Run Status Status Details
RETO01 GBARBER 04/19/2005 2:32:23PM EDT  Gueued TliA Details
RETO01X GBARBER 04/18i2005 1:32:03PM EDT Success Posted Details

Step | Action

40, Click the Go back to Retmn't Cert link.

[Go backto Retmnt cer |

41. | You have successfully completed the Running & Viewing Crystal Reports topic.

End of Procedure.
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