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Human Resources 9.1 Payroll Reporting - HCSD

Crystal Reports
W-2 Reprint

W2 reprint information may be printed and mailed, or handed, to the current/former employee.
W2 reprint information should never be emailed, faxed, or given to anyone other than the
current/former employee.

Procedure

In this topic you will learn how to run the W-2 Reprint report.

[BY1] Health Sciences Center

PS8 Desktop Server
Windows 2008-XenApp 6

UserID: koconn
Domain: LSUMC-MASTER

Computer: APP215
Logon Server: DC04

Step Action

1. Double-click the PS9.1 Launcher button.
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LSUHSC PeopleSoft 9.1 Launcher —10] x|

Options  Clear Cache  Training Help.

PeopleSoft System:

Database:

Applicatior IPEDD\ESDH

Operator ID [kocanN

o

VLU LT L .« SAL L £ e

Logon Server: DCO3

 Lsuteaith

Step Action

2. Click the button to the right of the Database field.

=]

3. Click the PS 9 Higher Ed Reports (PSO9HERPT) list item.
[FS 9.1 HCM Reports (PSSHRRPT] |

4. Click the button to the right of the Application field.

5. Click the Crystal Reports list item.
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Select Report for PS 9.1 HCM Reports (PS9HRRPT) =lof x|

Repart Selected
[V\PeopleS ot HRMS \End User Fieports and Procedures\3.1 L5U Ciystal Fieports| Brouise.

[ kesp launcher open when tunring report

Repatt Location Report Name

Step Action

6. The navigation to access Crystal reports on the V:\ is as follows:

V:\PeopleSoft > HRMS > End User Reports and Procedures > 9.1 LSU Crystal
Reports

Select the appropriate file or folder from the list provided.

7. NOTE: Make sure the ""keep launcher open when running report™ option is
selected before browsing for files and folders.
8. Click the Browse button.

Browse. .. |
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PS Desktop - Citrix online plug-i

Select Report for PS 9.1 HCM Reports (PSSHRRPT).

pen a Crystal Report

Q Lsutealth

d User Reports and Procedures « 9,1L5U Crystal Reports «

v &3 | search9.1150 Crystal Reports

Orgarize v  New folder

&l Recent Places 2l Name -

| Date modified

£ - 0

| vee

= J EACMC
4 Libraries

[=) bocuments Bamc
o Music L LICMC
(&) Pictures . Payrol
B vieos Testing
W 0ms9
¥ 40359

18 Computer
(a System Reserved (B:)
& citrix Server System Drive (C:) ! ALLIEDFEALIF FIUDATION.
a Citrix Server K-Drive (K:) ! ALWAYS VISION_S
&9 kocorng (Ventfiesrvr) (0:) ¥ ameRTIUS 9
3® AFCSDATS (\\ENTFILESRVR) (T:) ! DEFERRED COMP IN LIEU 7.5_9
9 AFDATS (\ENTFILESRVR) ()
L LSUMC-NO.ENT (\ipsfilesrvr) (v:)
& koconn (WPSFILESRVR WserTempss) (2w | 4

“#! DEFERRED COMP IN LIEL 55_9
! DEFERRED COMP VOL LSU_S

7/3/12 10:10 AM
7/3/12 10:10 AM
1/13/09 2:55 PM
5/23/12 11:18 AM
11/5/10 2:08 PM
10/23/08 10:01AM
1/26/03 2:10PM
1/26/09 2:13PM
1/26/03 3:14PM
1/26/09 3:18PM
1/26/09 3:24PM
1/26/09 3:34PM
1/26/09 3:44PM

Fie folder
Fie folder
Fie folder
Fie folder
Fie folder
Crystal Reports
Crystal Reports
Crystal Reports
Crystal Reports
Crystal Reports
Crystal Reports
Crystal Reports

lcrysm\ Reports X
»

File name; [

=] [Crystel Report Files (pt) ]

Step

Action

Double-click the Payroll Folder list item.
. Payraoll

10.

W+ W2 _Reprint_new

Double-click the W2_Reprint_new option.

11.

Click the Start button.

Start |

12.

This warning message will display when opening any Crystal report.

Click the OK button.

]

13.

Click the OK button.

|
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& PS Desktop - Citrix online

& Crystal Reports - (W2_Reprint_new] _ = x
Fle Edit View Insert Format Datsbase Report Window Help
N -d8pFs saBsn-o- AN ®
i A A B o2 U A D - Ed)
(EHEZOLON O MS@ 0S|l r-lEaAL0 BB IFD [
W32_Reprint_new x —
Design
(el vie .ok R vy B oA o e v A= Mo v R o Lo v AL SR X - .= M > i Mo L= v L= B oL S v v B XLv B vLv A v e IR -
Repor Header i i e T e T e e e e e e S S S S S S |
Page Header .
2 o CAL' o DB No. 15450008 T
. FSocialseurity tps TWages s oter compemsetioe] T Faieal e o WIEREE
“| 5.2 W-2Wageand Tax Statement’ . Sosol “Sonor
T Eapes masth, s b ™ FAloced i T g = T T
o Boxo3 "| Boxos N
- pucr L N D T e
ity ER ¢ Boxoo ) Boxo0s *| “soxes
@ity ! |15 B e e T
- Boxio N Box11 N Bo}h:xz
v . Ilimj:iﬂ}aid&nnfvzmn‘mumbel !40#{51 N - !2\! N
¢ Exployes's same abdress and dp codz FEDERAL EIY Boxid B Bo:%l:(i
o fraAME s ol st e b T
fggddmg,mz §sN onizoc
. {@City_EE 3“ SR et Titze L"Emfa:p
" s | = | - =
TS Sate [Eatployers st 1D mum ber |16 Stat wages, s o] 17 Stk ncome s | | I8 Loaal vz tps, e | B Loalinomats | | 10 Lol mas |
o 31ate] Burrover m_swiva amountd [ W2 anmount g
TTopy 2 Tabe Filed Witk Employes’s Stam, City, of Local Tacoms Tar Returs Dept ormie Tremry TS T
5 BB Yo 15450008
CAL TSocilamuily g TWages, tps, other compmmation]§ Fadarsl coms (= Wil |
ten W-2 Wage and Tax Statement” Boxo1-01 Sox02.-01
 Emolovers mams sdde and o cods 5 Afoandios [ F Sl TT Skl secarite e |
For Help, press F1 ‘ J 4

ﬂmrt %MWHNPS “P(rvstalnepms [
YV B & B @ - e

Step Action

14, Click the Refresh button.

=
|Ey

15. Enter your PeopleSoft password.

16. Click the OK button.
ok, |
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I PS Desktop - Citrix online plug-i

Q Lsutealth

27 Bn & 8

= ==
File Edit View Insert Format Datsbase Report Window Help
GO s -E| S Fo-o-|FEBHNES |
i A VA B f U SE=E==|A-[]-F |
i T § | | | B g D K 1of 14+ (3]
W2_Reprint_new x
Design | Preview X
Groups -
51
EMPLID:
COMPANY: Cancel
CALENDAR_YEAR'
'E Groups
(7)) Parameters
£ Find
=
Accessing Database ‘ e —
n 3:29PM
[istart, *1} Crystal Reports - [ LR

Step Action
17. Enter the desired information into the EMPLID field. Enter "7 - digit Employee ID
Number™.
18. Enter the desired information into the COMPANY field. Enter "003".
19. Enter the desired information into the CALENDAR_YEAR field. Enter "2011".
20. Click the OK button.
k.
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27 m & n @[5

& Crystal Reparts - [W2_Reprint_nen] =
Fle Edit Mew Insert Format Datshase Report Window Help
D -85 Es8] e} CEE R e &
il [ B Z U \
imEzOHEAN0ODNS i =EE 7ol ALEHE 1of 1
W2_Reprint_new x
Design |Preview x|
Groups — -
W2_Reprnt_ne  F1
Da
o TWags tips. ofier compmnmation] 2Fafmalincont t wIBEEE
ew W-2 Wage and Tax Statement
< Employers mms a0dias, 288 2 code TAloed tps 75 Tty ax BRI
T Advance EIC payment Y ETTrT
To Dz =T IR ‘
| 14 O 1)
« Employes's name sddrass, snd zip cods ‘
e ‘
™ ‘
4 »
= 15 Sats [Employars s ID mum bar |16 Skis wagss, tips, o] 17 SGe incoma fax a5, fps, e | 19 Loal incoms 0 Loty mas
'Ej Groups
Copy 2 Ta be Filed With Employee’s State, City, or Dept.of the Treasury - IRS
(7)) Parameters
L Fom W-2 Wage and Tax Statement
4 Fin
T Employars ssme a6dress, 208 71p €082
T Advance EIC oavment = and ties M edica wx withad =
For Help, press F1 6/11/12 10:06AM Records: 0 M J ooz () O (%)
10:06 AM
L1start Select Report for PS ... Crystal Reports - [ L)
Y elect Report for "\’ rystal Reports - [ ) e

=
10:06 AM
6/11/2012

A EDe

Step

Action

21.

The printer icon may be used to print the W2.

NOTE: W-2s should not be saved to your desktop. W-2s will be either mailed or
handed to the employee. W-2s should never be emailed or faxed.

22.

[

Click the Refresh button to print another W-2, or click the X (not the red X) at the
top right of the page to close the W-2.

23.

Click the OK button.

24.

End of Procedure.

This completes W-2 Reprint.
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Leave Accrual Report

Procedure

In this topic you will learn how to run the Leave Accrual Report.

Select Report for PS 9.1 HCM Reports (PS9HRRPT)

Repoit Selected
[\PeopleS oft\HRMS \End Ui

Step Action

1. Click the Browse button.

Browse. .. |
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CX) [ 1~ End User Reports and Procedures - 9.1L5U Crystal Reports ~ Payrol @| Search Payrol

Orgarize v  New folder

=« [ @ L

Name - | Date modified | me

] Recent Places -]

B3 Libraries W W2_MAILING_L1ST 1/27/03 2:21PM Crystal Reports
-
[=) boauments ¥ W2_Reprint 12/2/08 3:14PM Crystal Reports
o Music ' w2_Reprint_new 5/23/121L18AM  Crystal Reports
[ Pictures

[B® videos

1% Computer
( System Reserved (B:)
&, citrix Server System Drive (C:)
(a Cilrix Server K-Drive (K1)
&9 kocorng (Ventfiesrvr) (0:)
S AFCSDATS (WENTFILESRVR) (T:)
9 AFDATS (\ENTFILESRVR) ()
¥ LSUMC-NO.ENT (Vipsfilesrur) (v:)
& koconn (WPSFILESRVR WserTempss) (2w | 4

File name; | | [Crystal Report Files pt)

Step Action
2. Click the Web Address button.

3. Click the 9.1 LSU Crystal Reports list item.

4, Click the Down button of the scrollbar.

o
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HRMS ~ End User Reports and Procedures » 9.1LSU Crystal Reports + v &3 | search9.1150 Crystal Reports

Orgarize v  New folder

] Recent Places 2l Name - | date mosified

B - f

@

3 LSU_KTIME_1-5_Over_240_9 10/29/08 3:54PM
4 Lpraries ' LSU_KTIME_Over_300_9 6/22/11 2:57PM
5 boaments ¥ LSU_KTIME _Over_360_9 12/8/10 2:34PM
5 :iias ) LSU_KTIME_Over_360_9_12-08-2010 10/23/08 3:24PM
B videos ! LSU_KTIME_Over_360_9_BCK 10/23/08 3:24FM
¥ LSU_LEAVE_ACCRUAL 3 6/7/11 10:28 AM
/8 Computer ) LSU_LEAVE_ACCRUAL 9_tes 10/29/08 3:47 PM
a System Reserved (B:) #| LSU_PAYROLL_GARNISHMENTS _newd 10/24/08 1:43PM
&L, Citrix Server System Drive (C:) 1) LSUHSC FOUNDATION_S 1/26/09 3:53 PM
S CllixServer K Drive <) ! LSUMC DENTAL CHALLENGE 9 1/26/08 02PM

&9 kocorng (Ventfiesrvr) (0:)
5 AFCSDATS (VENTFLESRYR) (79 ¥ LsUMC FOUNDATION_S 1/26/03 407PM

5 AFDATS (\ENTFILESRVR) (U:) ¥ LsUNO_BIW2_LEAVE 8/1/08 12:50PM
¥ LSUMC-NO.ENT (\ipsfilesrvr) (v:) | LSUNO_MTH_LEAVE 8/1/08 1:02PM
2% koconn (\PSFILESRVR WserTemps$) (Z:] | 4] |

Crystal Reports
Crystal Reports
Crystal Reports
Crystal Reports
Crystal Reports
Crystal Reports
Crystal Reports
Crystal Reports
Crystal Reports
Crystal Reports
Crystal Reports
Crystal Reports
Crystal Reports

o

File name; [ | [Crystal Report Files pt)

Training Guide

Human Resources 9.1 Payroll Reporting - HCSD

Action

Click the LSU_LEAVE_ACCRUAL 9 list item.
¥ LSU_LEAVE_ACCRUAL 9

Click the Open button.

Open -

Click the Start button.

Start

‘

Click the OK button.

|

Click the OK button.

i
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PS Desktop - Citri

[+ Crystal Reports - [LSUHSC Leave Accrual Report] - a3 X

File Edit View Insert Format Database Report Window Help

iNE-BI83p88 spBen-c- ABHESE &

i | I N I ¢

imETOHAON OO0
LSUHSC Leave Accrual Report

| Design |

FE RS ey

=

IR I - A | 5 . ' BRI e

2 kv N - S S - - R T - B - 5 [~
| Reper Header R A A A s i i A A A s A A s A
D Al rog ACCRUS Report Title

et pEpTID |
Nome ]  ©

[ Hrs | HrsEarned) |, HrsTaken |, HrsAdjust, | Hrs
Carryover YTD YTD YTD Tzps

JEMPLID [ BENEFIT { PLANTYPE ARRYOVER (RNED YT AKEN YTD DIUST YT EN U
Emplovee Totals | \RRYOVER RNED_YTD AKEN YTD JJUST YTD EN U

For Help, press F1

[start %Mmtmm . \i’(wstalkepm’tsr[_
7 R B8 8 N

Step Action

10. Click the Refresh button to run a new report.
[Z
11. Enter your PeopleSoft password.

12. Click the OK button.

o |
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i -83888 kB0 - o

Fle Edit Vew Insert Format Datsbase Report Window Help

Training Guide
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Crystal Reports - [LSUHSC Leave Accrual Repor

B E S &

d 'H:IA'A‘\BIH

SElA DSBS s -

o 0 00
o0 50 O

3
o | ]

(7)) Parameters.

£ Find

imEsA#HAN 0O BWMisio S| 7S AL BB IS0 1of1+ (]
LSUHSC Leave Accrual Report X |
Design | Preview x[
Groups
B

Business Unit: Kl

Accrual | Cancel
T Groups

Accessing Database

YV B & m @

[start %sﬁmmthm ‘,(rvstalkepnﬂs I

m

Step Action

13.
directly into the field.

Click the button to the right of the Business Unit field or type the Business Unit

Page 13
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Fle Edt View Insert Format Datshase Report Window Help

0 -8l3 6 L | ok I P
{] A o B 2 U= =
a2 5 m #F A bt @y S Sl i=ad | &) £ B ]| B & B D ] lof 14+ (]
LSUHSC Leave Accrual Report x
Design | Preview x|
Groups ‘
B
Businessnie] |
Cancel |
Seaich
EKLMC ent
HCSDA  HESD Adm —
HPLMC  Huey P. Lo Cent
LAKME  Lallie Kemp Fieg Medical Center
LICME  Leonard ). Chabert Med Center +| ™ Malch Case

Ly sroups

(7)) Parameters

£ Find

Accessing Database

[7start %Sﬁeﬁmtﬁxl’s. “’(rvstalkepm’tsr[_

27 B & 8

Step Action

14. Click the Appropriate Business Unit list item.

NOTE: For training purposes only EKLMC will be used as the BU for this
example.
[ EKLMC  Earl K. Long Medical Center |

15. Click the OK button.
Ok

16. Click the button to the right of the Accrual Process Date field.

NOTE: The Accrual Process Date is the last day of the pay period.

17. Click the desired date. For this example 05/27/2012 will be used as the Accrual
Process Date.

[or]

18. Click the OK button.
Ok

Page 14
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¥ Crystal Reports - [LSUHSC Leave Accrual Report]

File Edit View Insert Format Database Report Window Help

inE-d13pEa&lspBen-c- DRIz RERIH

: & s B 2 U| LA - - SHes mpy
IMEZOHAON ODMM@ 0S8 v-la1ALEH EBSH 0K J 1of 192

LSUHSC Leave Accrual Report <

Training Guide

Human Resources 9.1 Payroll Reporting - HCSD

Design | Preview x|

Groups
LSUHSC Leave Accrual Report

Gt i amigm i

EL2036170

& LSUHSC Leave = ~ PH
ELZ018710
EL2036180
EL2036220

]
]

EL2036320
EL2037020
EL2037060
EL2047050
EL2047072
EL2047100
EL2047111
EL2047620
EL2047626
EL2047630
EL2047632
EL2047640

EL2047670 X
4 »

Ly sroups

(7)) Parameters.

£ Find

For Help, press F1 6/11/12 4:29PM Records: 2952

[7start %Sﬁeﬁmtﬁxl’s. “’(rvstalkepm’tsr[_

7 m"E m Qs

Step Action

19. Click the Zoom Level button to view the Zoom dialogue box and resize the page.

training purposes only.

NOTE: Employee information has been removed from the Preview pane for

20. Click the Fit One Dimension option.
" Fit One Dimension

21. Click the OK button.
oK.
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I PS Desktop - Citrix online plug-in
s Crystal Reports - [LSUHSC Leave Accrual Report]

Fle Edt View Insert Format Datsbase Report Window Help

D 86 58] B S E R e % &
Gl

4l A VA A B LU | S===
7-la

T
(EBEEZONON O DS d o S|4 ExLE0 BB iso

s
i
e

Q Lsuteaith

1of 192 (3]

LSUHSC Leave Accrual Report <

Design | Preview X

Groups

= LSUHSC Leave & PH el Pree 527012
ELz0ne7I0
EL2036170
EL2036180

xxxxxx

LSUHSC Leave Accrual Report

EL2036220

EL2036320
EL2037020
EL2037060
EL2047050
EL2047072 GF?
EL2047100 ~E1
EL2047111
EL2047620
EL2047626
EL2047630
EL2047632
EL2047640

EL2047670 .
4 3
'Ej Groups

() Parameters

£ Find

E™ fBmsd HoTade S adjo
Same PhaT; s Carmpwre ¥TD ¥12 ¥T8
D JKTM 13KTime 000 000 o s s
il KTIME X Time o 000 0 s s
el cssL st 9008 o 2.0 s s
D csaL Vaases 4113 .02 3870 .00 .00 sS4
— = g

For Help, press F1 6/11/12 4:29PM Records: 2952

L7start Sa\ect Report for PS *‘P Crystal Reports - [

’FE

fERET e o

o 431PM
A sy =

A E=K T

Step Action

22.
Groups section.

You can view additional information by clicking on another department in the

23.

print the report.

Click the File option on the tool bar to either save or print the report.

NOTE: Do not use the save icon to save the file. You may use the printer icon to

24, Click the Refresh button to run another report.

K

25. Click the OK button.

26.

Enter the desired information into the Business Unit field. Enter "WOMMC".

217.
"05/13/2012".

Enter the desired information into the Accrual Process Date field. Enter

28. Click the OK button.
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I PS Desktop - Citrix online plug-in
[+

Crystal Reports - [LSUHSC Leave Accrual Report] - o

Fle Edt View Insert Format Datsbase Report Window Help

iMe-ElS 6 38 Boo-c-[0BYzRE &
3 S A & B Z U A - [ Bed
IEESOSANN 00N 0 =8 P AAEH BB iaa K 4 1of 193 » oM

LSUHSC Leave Accrual Report <

Design | Preview X

Groups =
=) LSUHSC Leave & PH Aemi P 532 LSUHSC Leave Accrual Report
EL2018710

EL2036170

Nems  Emgid  PhaTyss  Phx  Caems  ¥TB ¥TR VTR Capresewed Teh

EL2036180
EL2036220
EL2036320
EL2037020
EL2037060
EL2047050 C3AL Vacatien 4713 4.36 3470 0.00 0.00 7699
EL2047072 Emplovee Toul: T el T s s 208 000 18518
EL2047100

EL2047111

EL2047620

LIKTM  13KTime .00 .00 150 193 0.00 w05
KTIME K Time 010 .00 010 010 0.00 o10

essL sak 9408 5455 s0.50 0.00 0.00 10504

oo oo

EL2047626
EL2047630

() Parameters

£ Find

For Help, press F1 6/11/12 4:32PM Records: 2944

Step Action

29. Click the Close button.

30. A warning message displays.
NOTE: ALWAYS click NO or you will overwrite the file.

Click the No button.

Mo |

31. This completes Leave Accrual Report.
End of Procedure.
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K-Time Reports

Procedure

In this topic you will learn how to run K-Time Reports.

£ PS Desktop - Citrix online plug-it

= _ 5
Open a Crystal Report

Cj(j [}~ HRMS - End User Reports and Procedures « 9.1L5U Crystal Reports ~ ~ &3 [ search 5.1150 Crystal Reports

Organize v  New folder 3 - O @ §

] Recent Places el JLEACMC 1 DEFINITY &
. JLEKLME 1 HARTFORD LTD 60%_9
4 Libraries
JLicve FiLADENTAL S
[%) bocuments
& mosic 1 Payrol LU SYSTEM LIFE Alpha_9
=) Pictures )\ Testing 1LSU_1.5_KTIME_CAPS1_NEWS
B videos B a0mbs 9 1 LSU_KTIME_1-5_Over_200_9
Ba0sbs 9 1 LSU_KTIME_1-5_Over_240_9
18 Computer 5! ALLIED HEALTH FOUNDATIONS  ]LSU_KTIME_Over_300_9
(a System Reserved (B:) 1 ALWAYS VISION_9 1 LSU_KTIME _Gver _360_5 [ Sherteut (2)
& citx server system Drive (C2) ) AMERTTUS 9 1 LSU_KTIME_Over_360_3_12-08-2010 (3 Shortcut to L
i Citrix Server K-Drive (K:) | DEFERRED COMPINLIEU7.59 31 LSU_KTIME_Over_360_9_BCK (& shorteut to
&9 kocorng (Ventfiesrvr) (0:)
¥ AFCSDATS (WENTFLLESRVR) (T:)
9 AFDATS (\ENTFILESRVR) ()
(¥ LSUMC-NO.ENT (\\psfilesrvr) (v:)

&% koconn (\PSFILESRVR WserTempsS) (2« | 4

File name; [ | [Crystal Report Files pt)

| DEFERRED COMP INLIEUSS 9 4|LSU_LEAVE_ACCRUAL 9 gisarT o
! DEFERRED COMP VOL LSU_S | LSU_LEAVE_ACCRUAL 9_tes
! DEFINITY 9 at 11-3-10 1 LSU_PAYROLL_GARNISHMENTS _news

B =l

Step Action

1. Double-click the LSU_KTIME_Over_360_9 report.

NOTE: The LSU_KTIME_Over_360_9 will be demonstrated first, followed by the
LSU_KTIME_1-5 Over_240 9.

4k LSU_KTIME _Ower_300_9

2. Click the Start button.

Start

‘

3. Click the OK button.

]

4, Click the OK button.

]
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Human Resources 9.1 Payroll Reporting - HCSD O LSUHealth

PS Desktop -
Crystal Reports - [LSUHSC Leave Accrual Report] - 2 X
File Edit View Insert Format Datsbase Report Window Help
iDg-HI S0l aBso-0- FEFES R &
i AEEA B s U SE===|A-[-cF@S] 6 0w
i«zm&tﬁ\mmmweiaI%a%iz-lafx.ljm-g‘;i‘ oA P
LSUHSC Leave Accrual Report X |
[Design |
{= NN NN~ R LA S L - K - TN SRR NA - M SU |~ A S - IR A ~ LN A - MM - BRI N
| Reoort Header o o A o A e A A A o A A T P o
Page Header o i LSU Employees with K Time Balance Greater Than 360 Hours
Fame ] bl |Dat]  Tmel (Pl comme, Camp  prpe CEAQet s fele

MPLID DEPTID . 1T VTQ JNPROC

1

For Help, press F1

[start %Sﬁe&kﬂmtful’s... ‘,(rvstalkepnﬂsr[_

Step Action

5. Click the Refresh button.

6. Enter your PeopleSoft password.

Click the OK button.

o]
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Human Resources 9.1 Payroll Reporting - HCSD

7T B & =B M’

Crystal Reports - [LSUHSC Leave Accrual Report
File Edit View Insert Format Datsbase Report Window Help
i B35 a8 kB0 - o- BRe% R 6
i SEEA B s U SE===|A-[-cF@S] 6 00§
G2 s AEAN O DLl =] | &) fic A ] | B & B i W d 1of1+
LSUHSC Leave Accrual Report x
Design | Preview x|
Groups
B
Business Unit: ﬂ
Accrual * Cancel
Process Data: J —I
'Ej Groups
(7)) Parameter:
42 Find
Accessing Database
%Mmtmm . \"(wstalkepnﬂsr[_

Step Action

7. Enter the desired information into the Business Unit field. Enter "EKLMC".

8. Click the button to the right of the Accrual Process Date field.

9. Click the desired date. For this example 05/27/2012 will be used as the Accrual

Process Date.

(=]

10. Click the OK button.
4
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I PS Desktop - Citrix online plug-in
¥ Crystal Reports - [LSUHSC Leave Accrual Report]

Fle Edt View Insert Format Datsbase Report Window Help

inE-E S 6 B LS| B+ -EEY e E &
E A A x| B s U[SE=E==]A-[)-
MEOHANN 00 LMNdi0E|Eilv-lAAALO0EBGE s M 4

Q Lsutealth

1of1 L]

LSUHSC Leave Accrual Report %

Design | Preview X

Groups
) LSUHSC Leave Accn. PH

LSU Employees with K Time Balance Greater Than 360 Hours

2raes e Eesdies  HnTae an

Soms famp B - F o YD femeed Tk O

[— maen TmE 000 o0 s 000 sz s

[ maemse  xmve 000 ose s P PEET

[ T xTine o0 +30 2400 000 st m

[ Taoeier  xTIME o0 0 i 000 ses s

n ELnossior  KTIME oo o0 1540 020 3190 1530

maomoe  xmve ) w0 ) 000 P )

magmes  xrive 000 s s P s e

zaemn  xTve 000 200 5370 020 w1 1etme

msens  xmive oo 30 s P s ssa

ELnossior  KTIME oo o0 50 020 s s

[Bim—
T croups
(7)) Parameters
£ Find

For Help, press F1 6/11/12 4:22oM Records: 10 T -

4:23PM
Select Report for PS .. Crystal Reports - [ A op

% por "\’ rystal Reports - [ ) ia

A~ %D

Step Action

11.
section and the Preview pane.

NOTE: For training purposes the employee name has been hidden in the Design

12. Click the Close button.

[X]

13.

Click the NO button.

Mo |

NOTE: ALWAYS click NO or you will overwrite the file.

14.

Click the Browse button.

The LSU_KTIME_1-5 Over_240_9 report will now be demonstrated.
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Q LSUHealth Human Resources 9.1 Payroll Reporting - HCSD

PS Desktop - Citrix online plug-i

Select Report for P 9.1 HCM Reports (PSSHRRPT)
=
Open a Crystal Report

CX) ‘ |~ HRMS ~ End User Reports and Procedures » 9,1L5U Crystal Reports ~ v &3 | search9.1150 Crystal Reports E

Organize v  New folder 3« 0 @

] Recent Places el JLEACMC 1 DEFINITY &
i JLEKLMC I HARTFORD LTD 60%_3
4 Lbraries
JiLxeME LA DENTAL S
[=) bocuments
J muse . Payroll 1LSU SYSTEM LIFE Ajpha 9
2 Pictures J\ Testing LSU_L.5_KTIME_CAPS 1_NEWS
B videos 5 403bs 9 LSU_KTIME_1-5_Over_200_9
1 403bs 3 LSU_KTIME_1-5_Over_240_9
18 Computer {5 ALLIED HEALTH FOUNDATION S | LSU_KTIME _Over_300_%
(a System Reserved (B:) 1 ALWAYS VISION 9 JILSU_KTIME_Over_350_9
L citrix Server System Drive (C2) ) AMERITUS 9 1 LSU_KTIME_Over_360_9_12-08-2010
i Citrix Server K-Drive (K:) | DEFERRED COMP INLIEU7.59 1 LSU_KTIME_Over_360_9_BCK
3 koconns (Yentflesrr) (0)
¥ AFCSDATS (WENTFLLESRVR) (T:)
9 AFDATS (\ENTFILESRVR) (U:)
2 LSUMC-NO.ENT (\ipsfilesrur) (v:)

& kocenn (\PSFILESRVR WserTempsS) (2« | 4

File name; | | [Crystal Report Files pt)

| DEFERRED COMP INLIEUSS 9 4|LSU_LEAVE_ACCRUAL 9
! DEFERRED COMP VOL LSU_S | LSU_LEAVE_ACCRUAL 9_tes
! DEFINITY 9 at 11-3-10 1 LSU_PAYROLL_GARNISHMENTS _news

Step

Action

15.

Double-click the LSU_KTIME_1-5 Over_240 9 list item.
1§/ LSU_KTIME_1-5_Over_240_9

16.

Click the Start button.

Start

‘

17.

Click the OK button.

i

18.

Click the OK button.

]
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 Lsuteaith

PS Desktop - Citri
Crystal Reports - [LSUHSC Leave Accrual Report]
File Edit View [nsert Format Datsbase Report Window Help

N -d8pF3s B -o-  AEHEURE

i H:|AA\BIU\§§EE\Avan:I‘E{r§\$n%-.f,ﬂﬂg-
iEEEZOHON ODMSRi0 =i v

LSUHSC Leave Accrual Report X |
| Design [
““““““

(o] =
’/////////////////////////////////////////////////////////////////////////////////////////////////////////
© =‘\ cruatErof ACCRUA LSU Employees with 15K Time Balance Greater Than 240 Hours

| Renort Header
Page Header

v Hrs | HrsFarned, |HrsTaken, |Hrsidjust, , Hr:
" Carryover | © ¥TD YTD YTD Tnp

Nuwe . Pwd  Deap  Bmiwg
. ////////////////////////////////////////////////////////////////////////////////////////////////////////

EMPLID ., DEPTID | BENEFIT PLAN TVE YOVER D ¥TO N YID 1T YTO UNP

. O

For Help, press F1

[start %sﬁmmthm ‘,(rvstalkepnﬂsr[_

ﬁ s ™ E Y
Step Action
19. Click the Refresh button.
E
20. Enter your PeopleSoft password.

Click the OK button.

——
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Human Resources 9.1 Payroll Reporting - HCSD

7T B & =B M’

Crystal Reports - [LSUHSC Leave Accrual Report
File Edit View Insert Format Datsbase Report Window Help
i B35 a8 kB0 - o- BRe% R 6
i SEEA B s U SE===|A-[-cF@S] 6 00§
G2 s AEAN O DLl =] | &) fic A ] | B & B i W d 1of1+
LSUHSC Leave Accrual Report x
Design | Preview x|
Groups
B
Business Unit: ﬂ
Accrual * Cancel
Process Data: J —I
'Ej Groups
(7)) Parameter:
42 Find
Accessing Database
%Mmtmm . \"(wstalkepnﬂsr[_

Step Action

21. Enter the desired information into the field. Enter "EKLMC",

22. Click the button to the right of the Accrual Process Date field.

B

23. Click the desired date. For this example 05/27/2012 will be used as the Accrual
Process Date.
27
24. Click the OK button.
Ok,
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& PS Desktop - Citrix online plug-i
[¥* Crystal Reports - [LSUHSC Leave Accrual Report] - 2 X
File Edit View Insert Format Database Report Window Help
iDE-HISpEs 4 pBd0-c-DEYERE I &
i fEs a B L UIEEES|A O @S]
HEOHEAN O DLNGI0=|EE 7S ALE BEE IO N 1of1 (]
LSUHSC Leave Accrual Report x
Design | Preview x|
Groups. =l
[ LSUHSC Leave A PH AccrealPrec 52712 e e ce Greate: o
Bofwed  BaTac EeAfiec BT
ame . - o =
o snenin LETM tETies o y a0
A Frrere  LKTM  13ETime Gos Gw e e
RF
(Sim— 5
'Ej Groups
[(2)) Parameters.
4 Find
For Help, pressF1 6/11/12 4:26PM Records: 2
[ start %ymwtﬁxm . “P Crystal Reports - [ ...

BaE e

Step Action
25. Click the Close button.

[x]

26. This completes K-Time Reports.
End of Procedure.
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Q LSUHealth Human Resources 9.1 Payroll Reporting - HCSD

Garnishment Report

Procedure

In this topic you will learn how to run the Garnishment Report.

PS Desktop - Citrix online plug-i

0
Cj(j .~ HRMS ~ End User Reports and Procedures + 8,115 Crystal Reparts ~ ~ &3 [ search 51150 Crystal Reports

Organize v  New folder 3 - 0 @ §

i Recent Places =l J| EACMC ipeEFINTTY 9
. JLEKLME 1 HARTFORD LTD 60%_9
4 Libraries

JLcve FiLADENTAL S

[=) bocuments

J muse 4 Payrol 1 LSU SYSTEM LIFE Alpha_9

(=] Pictures J. Testing {#1L5U_1,5_KTIME_CAPS 1_NEW3

B videos B a0mbs 9 1 LSU_KTIME_1-5_Over_200_9

Ba0sbs 9 1 LSU_KTIME_1-5_Over_240_9 ' Merit Increa

18 Computer 57 ALLIED HEALTH FOUNDATION_S  ]LSU_KTIME_Over_300_9 ¥1Report of Inj

(a System Reserved (B:) 1 ALWAYS VISION_9 {1 LSU_KTIME _Gver _360_5 [ Sherteut (2)

&L citrix Server System Drive (C3) 3 AMERTTUS 3 /LSU_KTIME _Over_360_5_12-08-2010

s Cilrbx Server K-Drive (:) | DEFERRED COMP INLIEU7.59 1 LSU_KTIME_Over_360_9_BCK

&9 kocorng (Ventfiesrvr) (0:)

¥ AFCSDATS (WENTFLLESRVR) (T:)

9 AFDATS (\ENTFILESRVR) ()

L LSUMC-NO.ENT (\ipsfilesrvr) (v:)

& kocenn (\PSFILESRVR WserTempsS) (2« | 4

File name; | | [Crystal Report Files pt)

| DEFERRED COMP INLIEUSS 9 4|LSU_LEAVE_ACCRUAL 9
! DEFERRED COMP VOL LSU_S | LSU_LEAVE_ACCRUAL 9_tes
! DEFINITY 9 at 11-3-10 1 LSU_PAYROLL_GARNISHMENTS _news

a %&Sﬁlﬁdk&wﬂfuﬂ’_
BE =

Step Action

1. Double-click the LSU_PAYROLL_GARNISHMENTS_new9 report.
1#1LSU_PAYROLL_GARNISHMENTS_news

2. Click the Start button.

Start

3. Click the OK button.

L]
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PS Desktop - Citr

Crystal Reports - [LSU_PAYROLL_GARNISHMENTS new8] - g x
File Edit View Insert Format Database Report Window Help
iG-S EL| B - o AEHENE &
| T aa B L UIESES|A-O-FBH| s 0B
MEZOHANONLMOSi0=|iEl 7o a0 B E [Fp Py
LSU_PAYROLL_GARNISHMENTS_new > |

| Design [

S ER 2 g a g e ET— ERR T ERT
Report Header
Page Header . |Data Date ) GARN_PAYEE_NAME

©[NAME T 5sN " COURT DOC ID COURT DOC ID2 | DEDUCT GARN A

roun #1 Name
AME . 88N , COURT DOC ID COURT, DOC ID2 DEDUCT_GARN_AMT

DEDUCT_GARN_AMT

Page N of M

For Help, press F1

[start %Sﬁe&kﬂmtful’s... ?(rvstalkepnﬂsr[_

7T B & cmE D

Step Action

4, Click the Refresh button.

=

5. Enter your PeopleSoft password.

Click the OK button.

o |
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Training Guide

Human Resources 9.1 Payroll Reporting - HCSD

&% PS Desktop - Citrix online plug-i
[+
File Edit View Insert Format Datsbase Report Window Help
SR = 2o -/ |
Hl A Fla B I USEE=E=]| A
1 3 § | - | B & M d lof 1+ (]
LSU_PAYROLL_GARNISHMENTS_new9 x
Design | Preview x|
Groups
B
Business Unit: ﬂ
Paycheck Issue 3| | cwed |
Date:
'E Groups
(7)) parameter:
£ Find
“
Accessi e
ct Report for PS ... ‘WP Crystal Reports - [...

27 BE m

Step Action
6. Enter the desired information into the field. Enter "EKLMC".
7. Click the button to the right of the Paycheck Issue Date field.
K
8. Click the desired date. In this example the Paycheck Issue Date will be 06/01/2012.
Fri
1
9. Click the OK button.
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Human Resources 9.1 Payroll Reporting - HCSD

I PS Desktop - Citrix online plug-in
=
File Edit View Insert Format Datsbase Report Window Help
e -dS38 s8] B EEY e E &
i - caxip sy B

Crystal Reports - [LSU_PAYROLL_GARNISHMENTS_news]

Q Lsutealth

H |[=E===| A -
i MmEZOHAN DM 0 =44 7 & AR

BHeaw:is M d Jof 14 (3]

LSU_PAYROLL_GARNISHMENTS_newS

Design | Preview X

Groups.

= LSU_PAYROLL GARNISHMENTS
Anette Clayton Cranford Tru
Annette Clayton Crawford Trust

sov COURT

Baton Rouge Cty Constable
Gty Court: Baker

Dept of Justice: LA

Dept of Soc Serv: Baton Rouge
Haley Michelle Glosup

IRS: Austin, TX

IRS: Kansas Cty. MO

La Office of Student Fin Asst
Shertf. East B. R

U.S Department of the Treasury
U.S. Department of Education

4 3
'Ej Groups

() Parameters

£ Find

Baton Rouge City Constable
DoC [» COURT DOC D2 DJEDUCT GARN 4

1,774.19

For Help, press F1 6/11/12 17PM Records:

EI wsa\edRawrtforPS . “P Crystal Reports - [...
27 m® ®

39 ‘JEIEB%

N 420PM
L) 6/11/12

Eld =

Step

Action

10.

Click the Close button.

]

For training purposes, the employees name and SSN have been deleted.

11.

Click the No button.

Mo |

NOTE: ALWAYS click No or you will overwrite the file.

12.

This completes Garnishment Report.
End of Procedure.
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State Group Benefits Report

Procedure

In this topic you will learn how to run the State Group Benefits Report.

PS Desktop - Citrix online plug-i

Cj(j [ 1~ HRMS - End User Reports and Procedures « 9.1L5U Crystal Reports ~ ~ &3 [ search 5.1150 Crystal Reports

Organize v  New folder

&l Recent Places =l i DEFINITY & 13/ LSUHSC FOUNDATION_S
; 1 HARTFORD LTD 60%_9 L1LSUMC DENTAL CHALLENGE S
4 Libraries
FiLADENTAL S L1LSUMC FOUNDATION 9
[%) bocuments
& mosic 1 LSU SYSTEM LIFE Alpha_9 pILsUNO_BIW2_LEAVE
=) Pictures 1LSU_1L.5_KTIME_CAPS1_NEWS 1LSUNO_MTH_LEAVE
B videos 1 LSU_KTIME_1-5_Over_200_9 P MAILING LIST PSS
1 LSU_KTIME_1-5_Over_240_9 L Merit Increase Form 9
18 Computer 1 LSU_KTIME_Over_300_9 1 Report of Injury_Tiness
(a System Reserved (B:) 1 LSU_KTIME _GOver _360_8 [ Shortaut (2) to LSUNO_BIW2_LEAVE

& .
iy Citrix Server System Drive (C:) 1 LSU_KTIME _Over_360_5_12-08-2010 5] Shortcut to LSUNO_BIW2_LEAVE
s Citrix Server K Drive (K:)

2 koconns (lentflesrur) (0)

¥ AFCSDATS (WENTFLLESRVR) (T:)
£33 AFDATS (\ENTFILESRVR) ()
L LSUMC-NO.ENT (\ipsfilesrvr) (v:)

£ koconn (\PSFILESRVR WserTempsS) (@ | 4

File name; | | [Crystal Report Files pt)

] LSU_KTIME_Over_360_9_BCK 2 Shorteut to LSUNO_MTH_LEAVE

| LSU_LEAVE_ACCRUAL S $|START 5

] LSU_LEAVE_ACCRUAL 9_tes | STATE GROUP BENEFIT 070705 3

| LSU_PAYROLL_GARNISHMENTS newd ¥’ STATE GROUP BENEFIT PS3 at 11-3-10

Step Action

1. Double-click the STATE GROUP BENEFIT PS9 at 11-3-10 report.

WARNING: Do not select the STATE GROUP BENEFITS 070705 9 option. No
results will display suing this option.

~4¥| STATE GROUP BEMEFIT P59 at 11-3-10

2. Click the Start button.

Start |

3. Click the OK button.

e
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Crystal Reports - [Query Name: LSU_PAYROLL_DED_REG]

Fle Edt View Insert Format Datshase Report Window Help

Q Lsutealth

Query Name: LSU_PAYROLL_DED_REG x

Design

R B SO = R S Ca

Report Header

iDES-HI SRSl BBso-c- FEPHES R &
i [T A s |B LU == A .o @)
WEsOHRANN 00N 0 E|E5v-aAxALEHIESEE M 4

ST iys

Page Header

Name SSN " Tvpe of Coverage

- L ERCN- I
VWWWWWWWWWWWWWWWA

State Employees' Group Benefit Insurance

' Empl
Port

Employee
Portion
'

. 7////////////////////////////s{/////////////////////////////////////////////////////////////////////////
AME DES: .

@mat
m of @Empl Shy Jmof @
STATE GROUP SUMMARY.
. L PRUDENTIAL ~ " DEPENDENT = ' PSYCHIAIR.
STATE GROUP COBRA LIFE LIFE LIFE RIDER
ClEME: (@EE State Group,_ @Cobra (@EE Life " @Prudentid E Dependent Lifé . @F
- feTatE: @ER State Group, @ER Life
MCO SUMMARY.
" Health

For Help, press F1

[7start %Sﬁeﬁmtﬁxl’s “’(rvstalkepm’ts [
FEEILIEN 1O

3:43PM
6/11/12

b=l ]

Action

Click the Refresh button.

Enter your PeopleSoft password.

Click the OK button.
(14
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Q LSUHealth Human Resources 9.1 Payroll Reporting - HCSD

¥

Fle Edt View Insert Format Datsbase Report Window Help
DS - A8 aL| BB I - o F
il | PR S N

d 2 S MmN OB @iig =424

Query Name: LSU_PAYROLL_DED_REG x
Design | Preview x|

Groups

Business Unit: ﬂ
Paycheck Issue ﬂ
Date 2:

Paycheck Issu

e — A

|

Cancel

Accessing Database

[7start %Sﬁeﬁmtﬁxl’s. “"(rvstalkepm’lsr[_

Step Action

6. Enter the desired information into the Business Unit field. Enter "EKLMC".

7. Click the button to the right of the Paycheck Issue Date 2 field.

B

8. Click the desired date. For this example the 18th will be used.

9. Click the button to the right of the Paycheck Issue Date field.

I

10. Click the desired date. For this example the 18th will be used.

[]

11. Click the OK button.
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& PS Desktop - Citrix online plug-ir

Q Lsutealth

Y Mm% B @

[+ Crystal Reports - [Query Name: LSU_PAYROLL_DED_REG] - 2 X
File Edit View Insert Format Database Report Window Help
DS -85 08 58] B FEEY e E &
| A JA x| B ZU|EE==|A-[] -5
imEOHEAN O DLNGi0 =8 volaAaALEH B 2 LR 10f85 (]
Query Name: LSU_PAYROLL_DED_REG x
Design | Preview x|
Groups =
& Query Namil PH State Employees' Group Benefit Insurance
Employee Employer .
Name SSN Iypeof Coverase Portion Portion
n LSU First OPTION] B-TAX 14604 0.00
n 0.00 43812
GF1 Ta501 FEEE
n HMOBCES-LABTAX 14626 0.00
n 0.00 43882
11626 erTs
HMOBCBSLA ATAX 2048 000
0.00 50304
2048 0304
HMOBCBSLA ATAX 21048 000
0.00 50304
2048 0304
4 b = HMOBCES-LA ATAX 47408 0.00
.00 76754 o
47198 o754
'Ej Groups
LSU First OPTION 1ATAX 1134 000
(7)) arameters 0.00 50440
21234 50440
#” Find MO BCBS-LA ATAX 14626 000
0.00 43882
14626 43882 ]
For Help, press F1 6/11/12 3:53PM Records: 1549 ‘ 21 Sl [
3:56 PM
[7start Select Re tforPS ... [ | R rts - [ L)
b elect Report for “P rystal Reports - [ ) nia

A~ ® D

Step Action

12.
section and in the Preview pane.

Click the Close button.

=

NOTE: For training purposes the employee name has been hidden in the Design

13.

Click the No button.

Mo |

NOTE: ALWAYS click No or you will overwrite the file.

14. This completes State Group Benefits Report.

End of Procedure.
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Query Reports

When running Query reports that require the use of a Run Control ID, you cannot use the same
Run Control ID to run multiple reports at the same time. Reports should be run one at a time. You
must wait for the first report to finish running before requesting another report to run.

HCSD_FTE_HCP_ACTIVE Report

Procedure

In this topic you will learn how to run the HCSD_FTE_HCP_ACTIVE Report.

Step Action

1. Click the Main Menu button.

Main Menu
.

PS9HRTRN:s0
PSOHEWEBDEV11 Rcs
Favorites | Main Menu

Personalize SearchMenw: ® Help

03 seff Service

(3 Manager Self Service

&3 workforce Administration
(3 Benefits

3 Compensation

&3 Time and Labor

3 Payroll for North America
3 Payroll Interface

3 workforce Development
3 Organizational Development
(3 Enterprise Leaming

&3 Workforce Monitoring

(3 Set Up HRMS

3 Reporting Tools

3 PeopleTools

(3 LSUHSC Processes

(5 my Personalzations

v v v vy vy v or vy ov oy oy v v A

€ Local intranet | Protected Mode: Off fa v ®100% v

Step Action

2. Point to the Reporting Tools menu.
3. Point to the Query menu.
4, Click the Query Manager menu.

=] Query Manager
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Human Resources 9.1 Payroll Reporting - HCSD Q LSUHealth

PSOHRTRN:s

PSOHEWEBDEV11 RcB

Home | AddtoFavorites |  Sign out
Favgrites | Main Menu > Reporting Took > Query > Query Manager

MNew Window | Help | Customize Page | i

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Query | Create New Query

“Search By: Query Name - beginswith |
Search |advanced Search

Find an Existing Query | Create New Query

Done G Local intranet | Protected Mode: Off v B10% v

Step Action

5. Enter the desired information into the begins with field. Enter "HCSD".

6. Click the Search button.
Search
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PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | AddioFavertes |  Sign out
Favgrites | Main Menu > Reporting Took > Query > Query Manager
MNew Window | Help | Customize Page | B
Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Query | Create New Query

“Search By: QueryName

~  beginswith |HCSD
[ Search |dvanced Search

Search Results

*Folder View: — All Folders — -
Check All uncheck All

*Action: — Choose — - Go

Query Customize | Fing | Viewr AT | B pirst B 4.2 0r2 B Lot

Runto |Runto
Select|Query Name Descr Owner |Folder Edit |bran  Excol |xmL  |[Schedule

[] HCSD_FTE_ACTIVE_SUM employee counts as of specdt  Public

Edit HTML Excel XML  Schedule

[[]  HCSD_FTE_HCP_ACTIVE Listing HCP's asof spec date  Public HTML Excel XML  Schedule

Find an Existing Query | Create New Query

G Local intranet | Protected Mode: Off v B10% v

Step Action

Public queries can be edited and saved as private queries. Depending on your access,
it may be helpful to narrow your results.

Click the Edit link for the HCSD_FTE_HCP_ACTIVE query.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Home | AddtoFavortes |  Sign out
Favgrites | Main Menu > Reporting Took > Query > Query Manager

MNew Window | Help | Customize Page | B

Records | Query | Expressions | Prompts | Fields | Criteria | Having | ViewSOL | Run

Query Name: HCSD_FTE_HCP_ACTIVE Description: Listing HCP's asof spec date Fesd
View field properties, or use field as criteria in query statement Reorder/ Sort
Fields Customize | Find | View AITED | 38 First Bl 47 07 B Last
[Col [Recorafieldname ~ |Format [Ord [XLAT [Aaq [HeadinaText  [AddCriteria [Edit  |[Delete
1 ABUSINESS_UNIT - Business Unit Chars 1 Unit Edit | [=]
2 AEWPLID -Empl ID Chari1 D % - gt | [=]
3 AEMPL_RCD - Empl Record Num3.0 Empl Record % Edit | [=]
4 BNAME - Name Charso 3 Name @ Edit | [=]
5 APOSITION_NER - Position Number Chars Position P Edit | [=]
6 D.DESCR - Description Char3o 2 Deser P gt | [=]
7 AFTE-FTE NUm2.6 FTE P Edit | [=]

Save As New Query Properties Publishas Feed Mew Union Return To Search

0l i ] v

Done E0 G Local intranet | Protected Mode: Off v B10% v

Step Action

8. Criteria can be added to narrow the number of results retrieved by the system. In this

example, you will add a constant value for the Business Unit so that only results for
the specified BU are retrieved.

Click the Add Criteria button for the Business Unit field.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Edit Criteria Properties

Choose Expression 1 Type

Field
Expression

Choose Expression 2 Type
© Field
© Expression

@ Constant
©) Prompt
© subquery

OK Cancel

Favorites * Main Menu > Reporting Took > Query > Query Manager

*Condition Type:

Training Guide
Human Resources 9.1 Payroll Reporting - HCSD

Home | AddtoFavorites |  Sign out

Mew Window | Help | Customize Page | i

Choose Record and Field

Record Alias.Fieldname:

@, ABUSINESS_UNIT - Business Uni

equalto -

Define Constant
Constant: @,

Done

E @ Local intranet | Protected Mode: Off v B10% v

Step

Action

Unit".

Enter the desired information into the Constant field. Enter "5 - character Business

NOTE: In this example the EKLMC business unit is used.

10.

Click the OK button.

OK
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PS9HRTRN:s0
PSOHEWEBDEV11  RcB Home | AddioFavertes |  Sign out
Favgites  Main Menu > Reporting Tools > Query > Query Manager
MNew Window | Help | Customize Page | i
Records Query Expressions Prompts Fields Criteria Having View SQL Run
Query Name: HCSD_FTE_HCP_ACTIVE Description: Listing HCP's asof spec date Fesd
View field properties, or use field as criteria in query statement Reorder/ Sort
Fields Customize | Find | View AITED | 38 First Bl 47 07 B Last
[Col [Recorafieldname ~|Format [Ord [XLAT [Aaq [HeadinaText  |AddCriteria [Edit  [Delete
1 ABUSINESS_UNIT - Business Unit Chars 1 Unit P Edit | [=]
2 AEWPLID -Empl ID Chari1 D P gt | [=]
3 AEMPL_RCD - Empl Record Num3.0 Empl Record % Edit | [=]
4 BNAME - Name Charso 3 Name @ Edit | [=]
5 APOSITION_NER - Position Number Chars Position P Edit | [=]
6 D.DESCR - Description Char3n 2 Deser P gt | [=]
7 AFTE-FTE Num2.6 FTE P Edit | [=]
Save As Mew Query Properties  Publish as Feed Mew Union Return To Search
7] i ] »
Done B G Local intranet | Protected Mode: Off v 0% v

Step Action

11. NOTE: If you wish to save the change made to the query, you must use the Save
As link and re-name the query as a private query.

Queries should always be run to HTML format first so that all available rows and
fields are displayed.

Click the Run tab.
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PS9HRTRN:s0
PSSHEWEBDEV11  RcB
Favgites  Mai Menu > Reporting Tools > Query > Query Manager

Add to Favorites | Sian out

New Window | Help |

HCSD_FTE_HCP_ACTIVE

As OF: | 3
oK Cancel

Done 51 @ Local intranet | Protected Mode: Off v B10% v

Step Action

12. Enter the desired information into the As Of field. Enter "052712".

13. Click the OK button.
OK
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PS9HRTRN:s0
PSSHEWEBDEV11  RcB
Favgites | Main Menu > Reporting Tools > Query > Query Manager
MNew Window | Help | Customize Page | =«
Records Query Expressior Prompts Fields iteria ving View SQL Run
As Of = 2012-05-27
| Rerun Query | Download to Excel | Download to XML #1184 oras B
Empl Record Position Descr FTE

0 John Doe. - 00046812 ASSISTANT 0500000

0 JohnDog: 00046580 ASSISTANT 0.500000

0 JohnDoe 00044348 ASSISTANT 0500000

0 John Dol 00047219 ASSISTANT 0.500000

0 JohnDog 00049553  ASSISTANT 0500000

0 John Do 00049206  EEGTECH 0.500000

0 John Doe 00031067  LABTECHNOLOGIST 0500000

0 John Dol 00003365  LAB TECHNOLOGIST 0.500000

0 John Doe e 00003373 LABTECHNOLOGIST 0500000

0 John Do 00003398 LAB TECHNOLOGIST 0.500000

0 JohnDog 00046039 LABORATORY ASSISTANT 0500000

0 John Doel 00049391  MEDICAL ASSISTANT 0.500000

0 JohnDoe 00040493  MEDICAL ASSISTANT 0500000

0 John Doel s 00046645  NURSE ASSISTANT 0.500000

0 John Dog o 00041453 NURSE PRACTICAL 0500000

0 John Doel 4 00031338 NURSE PRACTICAL 0.500000

0 JohnDoe 00049568  NURSE PRACTICAL 0500000

0 John Do s 00049322 NURSE PRACTICAL 0.500000

0 JohnDoe - 00040511 NURSE PRACTICAL 0500000

0 John Do i 00044492 NURSE PRACTICAL 0.500000

0 John Dog 00034292  NURSE REGISTERED 0250000

0 John Do 00003394  NURSE REGISTERED 0.500000

0 John Doe s 00035132  NURSE REGISTERED 0500000

0 John Dol - 00032092 NURSE REGISTERED 0.500000

0 John Doe i & 00042302  NURSE REGISTERED 0500000

0 John Dol 00040146 NURSE REGISTERED 0.500000 |
— [— = r

€ Local intranet | Protected Mode: Off G-

Step Action

14, Click the Download to Excel link.

This will open a new window.

Download to Excel |

& Query Manager - Windows Internet Explorer

W wv [ €] https://psOnercha.lsuhsc.edu/ Bing o~

E i Favorites | gl @ Suggested Sites v @] Web Slice Gallery + -
",‘ﬂ pe//p: lsuhse edu/ps ov.. |7‘ M~ B v @ - Pagev Safety~ Tooksv @~

Fav P

=

Do you want to open or save this file?

II (x%] D Name: WEBLIE_QUERY.ISCRIPTL FieldFormula.xls
Type: Microsoft Office Excel 97-2003 Worksheet
4 From: psShercb2.lsuhsc.edu
] Open | [ save | [ Canedd |

Aways sk before opening this type of fle

am your computer. I you do not trust the source. do not open or

@ While files from the Intemet can be useful, some files can potentially
save this file. What's the nsk?

2, Done

<[ I

Criteria added successfully
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Step Action
15. Click the Open button.
o |
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Home Insert Page Layout Formulas Data Review  View Add @ x
_j ‘* Arial Unicode b+ |10~ [ A0 a7| = @ = |General - ij % g f‘nmm' N ? ﬁ
B . = S Delete - | (3]~
e | A | S 8 0 [) gron fomt G o  EE% DA
Clipboard Font o Alignment o Number = Styles Cells Editing
c1 4 £ ¥
A B8 c D £ F =
1 [asor a4
2 [unt [iD |Empi Record [Name |Position  [[Descr [Fre
3 EKLMG 0 John Doe 00046812 ASSISTANT 0f
4 EKLMC 0/John Doe ‘00046580  ASSISTANT X
5 EKLMC 0 John Doe 00044348 ASSISTANT 0.4
5 EKLMG 0/John Doe 00047219 ASSISTANT 04
7 EKLMC 0/John Doe ‘00049552 ASSISTANT 0f
8 EKLMC 0 John Doe ‘loosez96  EEG TECH 0.8
9 EKLMG 0/John Doe 00031067 LAB TECHNOLOGIST 0£
10 |[EKLMC 0/John Doe "00003365  LAB TECHNOLOGIST 0t
11 |[EKLMC 0 John Doe ‘0003373 LAB TECHNOLOGIST 0.8
12 |[EKLMC 0/John Doe 00003398 LAB TECHNOLOGIST 0£
13 |[EKLMC 0/John Doe '00046030  LABORATORY ASSISTANT 0t
14 |[EKLMC 0/John Doe 00049331  MEDICAL ASSISTANT 0t
15 |[EKLMC 0 John Doe 00049493 MEDICAL ASSISTANT 0.8
16 |[EKLMC 0/John Doe 00046645  NURSE ASSISTANT 0£
17 |[EKLMC 0/John Doe 00041453 NURSE PRACTICAL 0t
18 |[EKLMC 0 John Doe 00031338 NURSE PRACTICAL 0.8
19 |EKLMC 0/John Doe 00040562 NURSE PRACTICAL 0£
20 EKLMC 0/John Doe 00049322 NURSE PRACTICAL 0t
21 EKLMC 0 John Doe 00048511 NURSE PRACTICAL 0.8
22 EKLMG 0/John Doe 00044492 NURSE PRACTICAL 0£
22 EKLMC 0/John Doe 00024202 NURSE REGISTERED 0.2
24 EKLMC 0 John Doe 00003394  NURSE REGISTERED 0.8
25 EKLMG 0/John Doe 0035132 NURSE REGISTERED 0£
M 4 H| sheet1 73 0! m I
Ready T TE— E—s

Step Action

16. Click the Page Layout link.
Page Layout
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27 BB B

1, = Read-Only] [Compatibility Mode] = Microsoft Excel
a =
= tome Insert Page Layout Formulas Data Review  View Add-Ins © - 7 x
[ colors - J By ]3 =l 3 ='j‘ 34 Width: |Automatic ~  Gridlines | Headings nt - |2 Align =
& =,=J‘* 5 . s
=2 [A]Fonts - | ] 41| Height: Automatic ~ || ¥/ View | ¥/ View Back - [P]Group
Themes Margins Orientation Size  Print Breaks Background Print 5
«  [O]Efreds ~ - - - Title (] Scale: 1005 ° Print Print || B, Selection Pane \ Rotate
Themes Page Setup Scale to Fit 5| SheetOptions & Arange
c1 - %] ¥
A B o D E F =
1 [asor a4
2 [unit [ip |Empi Record [Name |Position  [[Descr [Fre
3 [EKLMG 0'John Doe 00046812 ASSISTANT 0f
4 EKLMC 0 John Doe ‘00046580  ASSISTANT 0.4
5 EKLMC 0 John Doe 00044348 ASSISTANT 04
6 |EKLMG 0 John Doe 00047219 ASSISTANT 0§
7 EKLMC 0 John Doe ‘00049552 ASSISTANT 0
8 EKLMC 0 John Doe ‘loosez96  EEG TECH 0.5
9 |EKLMG 0 John Doe 00031067 LAB TECHNOLOGIST LE
10 EKLMC 0 John Doe "00003365  LAB TECHNOLOGIST LE
11 EKLMC 0 John Doe ‘0003373 LAB TECHNOLOGIST LE
12 EKLMC 0 John Doe 00003398 LAB TECHNOLOGIST LE
13 EKLMC 0 John Doe '00046030  LABORATORY ASSISTANT LE
14 EKLMC 0 John Doe 00049331  MEDICAL ASSISTANT LE
15 EKLMC 0 John Doe 00049493 MEDICAL ASSISTANT LE
16 EKLMC 0 John Doe 00046645  NURSE ASSISTANT LE
17 EKLMC 0 John Doe 00041453 NURSE PRACTICAL LE
18 EKLMC 0 John Doe 00031338 NURSE PRACTICAL LE
19 EKLMC 0 John Doe 00040562 NURSE PRACTICAL LE
20 EKLMC 0 John Doe 00049322 NURSE PRACTICAL LE
21 EKLMC 0 John Doe 00048511 NURSE PRACTICAL LE
22 EKLMG 0 John Doe 00044492 NURSE PRACTICAL LE
23 EKLMC 0 John Doe 00024202 NURSE REGISTERED 0
24 EKLMC 0 John Doe 00003394  NURSE REGISTERED LE
25 EKLMG 0 John Doe 0035132 NURSE REGISTERED LE
H 4 b M| sheetl /%] — [N m T
Ready

Step Action

17.
 Change page Orientation from Portrait to Landscape;

+ Add Header and Footer information; and

* Repeat column titles on each page for printing purposes.

Click the Print Titles button.

]

The following changes to the spreadsheet will be made in Page Setup:

18. Click the Landscape option.

(7) Landscape

19. Click the Header/Footer tab.

Header [Footer

20. Click the Custom Header button.

Custom Header...

21.
Center section or Right section).

Click the Font button.

NOTE: Make sure the cursor is in the appropriate section (e.g. Left section,

22. Click the Bold option.
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Step Action

23. Click the OK button.

oK
24, Enter the desired information into the Center Section field. Enter "HPC

QUARTERLY REPORT".

25. Click the OK button.

oK
26. Click the Custom Footer button.

Custom Footer...

217. Click in the Right Section field.
28. Click the Insert Page Number button.
29. Click the OK button.
Ok
30. Click the Sheet tab.
| sheet |
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Home  Inset | Pagelayout | Formulas  Data  Review  View  Addns
[ colors - Q @ ]E B N % 53 Width: Automatic ~| Gridlines |Headings = Bring to Frant - |2 Align ~
7] Height: Automatic ~ || ¥ View | V| View | }SendtoBack - [F]Group
Margins Orientation Size  Print Breaks Background Print .
E fme Titles || £H Scale:  100% 3 Print Sy Selection Pane 5 Rotate
Page Setup = Saale to Fit % | SheetOptions 1= Arrange
c1 ~ & fe ¥
1 [asord es
2 [unit |ip ll Page | Margns | HesderjFooter || Sheet | | [Fre
3 |EKLMG Print area; 04
4 |EKLMC Print titles 045
5 EKLMC 0.4
Rows to repeat at top:
8 EKLMG 04
7 lEKLMC ||| Columns torepeat at left: 04
8 EKLMC : print 0.8
9 EKLMC I [T gridines Comments: | (None) ST 0
10 |EKLMC [ Black and whit= ST 0f
lf Cellerrors as: | displayed
11 |[EKLMC ] Draft guaiity ST 04
12 EKLMC ||| [JRow and cotumn heacings ST 0
18 |[EKLMC 1| age arder SISTANT 0t
14 |[EKLMC | own, then over TANT 0t
15 |[EKLMC ver, then down TANT 0.8
16 |[EKLMC ANT 0£
17 |[EKLMC AL 0t
18 |[EKLMC AL 0.8
19 EKLMC .| [printprevien | [ options.. AL 0.4
20 EKLMC AL 0t
21 EKLMC AL 0.8
22 EKLMG AL 0£
22 EKLMC 0'John Doe 00034202  NURSE REGISTERED 0.2
24 EKLMC 0 John Doe ‘00003394  NURSE REGISTERED 0.8
25 EKLMG 0/John Doe 0035132 NURSE REGISTERED 0£
|4 4 b W[ sheet1 <¥J o | m 7
Ready |

Step Action

31. Click the Rows to repeat at top button.

32. Click the 2 cell.
2
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(a9 o Yo —— [Read-Only] [Compatibility Mode] - Microsoft Excel
= Home  Insert Pagelayout | Formulas Data Review  View  AddIns ® - = x
ﬂ I colors ]_‘ ; ) » F J :7 Width: [Automatic Gudlll'\e.’- Heamli\gf JJJ E!H'\gl‘: F\-?r\t |_;. t\\g\\
[A|Fonts 7] Height: Viev View 4SendtoBack - I8 Group
Themes Margins Orientation Size  Print Breaks Background Print 5 X -
Effeds e Titles || £ Scale: : Print Print || By Selection Pane 5 Rotate
Themes Page Setup Scale to Fit Sheet Options Arrange
A2 - %] ¥
SR e ————— e EE) M
1 [asor a4 = =
e e [ o
3 [EKLMG 1 0/John Doe: 00046812 ASSISTANT 04
4 EKLMC 0 John Doe ‘00046580  ASSISTANT 0.4
5 EKLMC 0 John Doe 00044348 ASSISTANT 04
6 |EKLMGC 0/John Doe 00047219 ASSISTANT 0.4
7 |EKLMC 0 John Doe ‘00049552 ASSISTANT 04
8 EKLMC 0 John Doe ‘loosez96  EEG TECH 04
9 |EKLMG 0/John Doe 00031067  LAB TECHNOLOGIST 04
10 EKLMC 0 John Doe "00003365  LAB TECHNOLOGIST 04
11 EKLMC 0 John Doe ‘0003373 LAB TECHNOLOGIST 04
12 EKLMC 0/John Doe 00003398 LAB TECHNOLOGIST 04
13 EKLMC 0 John Doe '00046030  LABORATORY ASSISTANT 04
14 EKLMC 0 John Doe 00040331  MEDICAL ASSISTANT 04
15 EKLMC 0 John Doe 00049493 MEDICAL ASSISTANT 04
16 EKLMC 0/John Doe 00046645  NURSE ASSISTANT 04
17 EKLMC 0 John Doe 00041452 NURSE PRACTICAL 04
18 EKLMC 0 John Doe 00031338 NURSE PRACTICAL 04
19 EKLMC 0/John Doe 00049562 NURSE PRACTICAL 04
20 EKLMC 0 John Doe 00049322 NURSE PRACTICAL 04
21 EKLMC 0 John Doe 00048511 NURSE PRACTICAL 04
22 EKLMG 0/John Doe 00044492 NURSE PRACTICAL 04
23 EKLMC 0 John Doe 00024202 NURSE REGISTERED 0.4
24 EKLMC 0 John Doe 00003394  NURSE REGISTERED 04
25 EKLMG 0/John Doe 0035132 NURSE REGISTERED 04
M 4 H| sheet1 <73 S| m 7

Step Action

33. Click the Rows to repeat at top button.

=]

34. The A2 row will be repeated on each page for printing purposes.
NOTE: The column headers will not display on your monitor for each page.

Click the OK button.
oK,

35. Click the Office Button.

36. Point to the Print menu.

37. Click the Print Preview menu.

I Print Preview
3 Preview and make changes to pages before
printing.

38. Click the Next Page button.

_ﬁ, Mext Page

39. NOTE: The column headers display on all pages of the report.

Click the Close Print Preview button.
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Step Action

40. The following changes will be made to the spreadsheet:
* Wrap text;

* Resize columns;

+ Change number of decimal places;

« Align column headers;

* Insert row borders;

* Freeze column headers for scrolling;
* Sum a column;

* Insert a column/row;

* Insert column/row header;

» Concatenate (merge) columns;

» Hide/Unhide columns/rows; and

* Print spreadsheet.

41, Click the Home tab.

Home

Read-Only] [Compatibility Mode] = Microsoft Fxcel
Home Insert Page Layout Formulas Data Review View Add-Ins @ - 7 x
= ) ) | e B B
B # | palunicodeh - [10 <[ A5 &7 General - iﬁi ﬁ:;d L;‘d 5 Insert = %? Eﬁ
23 £ 2 3 Delete - || (3]~
Paste B 7 -5 A - (8 - % o |[%8 % | conamonal Format cen | ... Sort & Find &
- —= L - % >0 Formatting - as Table - Styles - || [E]Format ~ | 2~ Filter~ Select~

Clipboard & Font ir} Alignment ir} Number ir} Styles cells Editing

1 ~( £ ] ¥

A B c D E E e=

1 |ﬁ ore 84 | |
2 u:nil Jio |Empl Record [Name |Position  [Deser JFTE
3 EKLMC 0 John Doe 00046812 ASSISTANT CE
4 EKLMC 0 John Doe 00046580 ASSISTANT 04=
5 EKLMG 0/John Doe ‘00044348 ASSISTANT 04
6 EKLMC 0/John Doe ‘00047219 ASSISTANT 0f
7 EKLMC 0 John Doe ‘0049553 ASSISTANT 0.4
8 EKLMG 0/John Doe 00040206  EEG TECH 0£
9 EKLMC 0/John Doe 00031067  LAB TECHNOLOGIST 0t
10 |[EKLMC 0 John Doe 00003365 LAB TECHNOLOGIST 0.8
11 |EKLMGC 0/John Doe 00003372 LAB TECHNOLOGIST 0£
12 |[EKLMC 0/John Doe 00003399 LAB TECHNOLOGIST 0t
13 |[EKLMC 0 John Doe 00046039 LABORATORY ASSISTANT 0.8
14 |[EKLMC 0 John Doe 00049391  MEDICAL ASSISTANT 0.
15 |[EKLMC 0/John Doe 00040493 MEDICAL ASSISTANT 0£
16 |[EKLMC 0/John Doe 00046645  NURSE ASSISTANT 0t
17 |[EKLMC 0 John Doe 00041453 NURSE PRACTICAL 0.8
18 |EKLMC 0/John Doe 00031338 NURSE PRACTICAL 0£
19 |[EKLMC 0/John Doe '00049568  NURSE PRACTICAL 0t
20 EKLMC 0 John Doe 00049322 NURSE PRACTICAL 0.8
21 EKLMG 0/John Doe 00049511  NURSE PRACTICAL 0£
22 EKLMC 0/John Doe 00044492 NURSE PRACTICAL 0t
23 EKLMC 0 John Doe 00034292 NURSE REGISTERED 0.
24 EKLMG 0/John Doe 00003394  NURSE REGISTERED 0£
26 EKLMC 0/John Doe 00035132 NURSE REGISTERED 0t
M 4 b M| sheet1 <% [ m ]
Reaty £ ([0 Mja00%(-) (*)

272 BB » QN

Step Action

42. Wrap Text
Highlight the A1 - G2 cells.
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Q Lsutealth

Home Insert Page Layout Formulas Data Review  View Add-Ins @ =
= ¥ o - }ﬁ ) ) | Semnset- | X - %
Arial Unicode b - [10 ~ = - Text - 7
Py o ) (= =) [E] L AR
Paste B rlo-[E-la-A]E=E= S [ $ - % o %3 08| Conditional Format Cen | ., Sort & Find &
= Ll 2| al | L Formatting ~ as Table = Styles ~ | () Format * | 2~ Fijter~ Select
Clipboard & Font o Alignment o Number = Styles Cells Editing
AL X fe | AsOf=2012-05-27 ¥
A B = D E F =
1 Asof &
2 unit  [ID |Empl Recora | Name |Position  [pescr |[Fre
3 EKLMG 0/John Doe 00046812 ASSISTANT 04
4 EKLMC 0/John Doe ‘00046580  ASSISTANT (X
5 EKLMC 0 John Doe 00044348 ASSISTANT 0.4
6 EKLMG 0/John Doe 00047219 ASSISTANT 04
7 EKLMC 0/John Doe ‘00049552 ASSISTANT 0f
8 EKLMC 0 John Doe ‘loosez96  EEG TECH 0.8
9 EKLMG 0/John Doe 00031067 LAB TECHNOLOGIST 0£
10 |[EKLMC 0/John Doe "00003365  LAB TECHNOLOGIST 0t
11 |[EKLMC 0 John Doe ‘0003373 LAB TECHNOLOGIST 0.8
12 |[EKLMC 0/John Doe 00003398 LAB TECHNOLOGIST 0£
18 |[EKLMC 0/John Doe "00046030  LABORATORY ASSISTANT 0t
14 |[EKLMC 0/John Doe 00040331  MEDICAL ASSISTANT 0t
15 |[EKLMC 0 John Doe 00049493 MEDICAL ASSISTANT 0.8
16 |[EKLMC 0/John Doe "00046645  NURSE ASSISTANT 0£
17 |[EKLMC 0/John Doe 00041452 NURSE PRACTICAL 0t
18 |[EKLMC 0 John Doe 00031338 NURSE PRACTICAL 0.8
19 |EKLMC 0/John Doe 00040562 NURSE PRACTICAL 0£
20 EKLMC 0/John Doe 00049322 NURSE PRACTICAL 0t
21 EKLMC 0 John Doe 00048511 NURSE PRACTICAL 0.8
22 EKLMG 0/John Doe 00044492 NURSE PRACTICAL 0£
22 EKLMC 0/John Doe 00024202 NURSE REGISTERED 0.2
24 EKLMC 0 John Doe 00003394  NURSE REGISTERED 0.8
25 EKLMG 0/John Doe 0035132 NURSE REGISTERED 0£
H 4 b M| sheet1 /%2 — [N m T
Ready Count:9 00% (=) (%)

Step Action

43. Click the Wrap Text button.
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Read-Only] [Compatibility Mode] = Microsoft Excel
Home Insert Page Layout Formulas Data Review  View Add-Ins @ - 7 x
= — ) ) | G B B
B #  aalunicoden - 10 - || 40 47| [ Text . i:;i ﬁ‘#ﬂ, |G Insert = % ﬁ
“— 43 = e 3 Delete - || (3]~
Paste (B2 u || A H- (8 - % »|[%8 8| | Conditonal Format Cell | .. Sort & Find &
- 7 == — - =0 | Formatting - as Table - Styles - | (2 Format * | 2~ Fifter~ Select~
Clipboard & Font o Alignment o Number = Styles Cells Editing
AL - fe | AsOf=2012-05-27 ¥
N i & D E F 3=
As OF
= 2012-
1 0527 | a4
2 unit  [ID |Emp1 Recora |Name |Position  [pescr [Fre |
3 EKLMC 0 John Doe D0046812  ASSISTANT 04
4 EKLMG 0 John Doe 00046580  ASSISTANT 04
5 EKLMC 0/John Doe ‘00044348 ASSISTANT 04
6 EKLMC 0 John Doe 0047219 ASSISTANT 0
7 EKLMG 0 John Doe 00040552 ASSISTANT LE
8 EKLMC 0/John Doe ‘00040206 EEG TECH 0t
9 EKLMC 0 John Doe 00031067  LAB TECHNOLOGIST 0
10 |[EKLMGC 0 John Doe 00003365 LAB TECHNOLOGIST LE
11 |[EKLMC 0/John Doe ‘00003373 LAB TECHNOLOGIST 0t
12 |[EKLMC 0/John Doe 00003399 LAB TECHNOLOGIST 0t
13 |[EKLMC 0 John Doe 00046089 LABORATORY ASSISTANT 0
14 |EKLMGC 0 John Doe 00040391  MEDICAL ASSISTANT LE
16 |[EKLMC 0/John Doe 00049493 MEDICAL ASSISTANT 0t
16 |[EKLMC 0 John Doe 00046645  NURSE ASSISTANT 0
17 |EKLMC 0 John Doe 00041452 NURSE PRACTICAL LE
18 |[EKLMC 0/John Doe 00031338 NURSE PRACTICAL 0t
19 |[EKLMC 0 John Doe 00049568 NURSE PRACTICAL 0
20 EKLMG 0 John Doe 00040322 NURSE PRACTICAL LE
21 EKLMC 0/John Doe 00049511 NURSE PRACTICAL 0t
22 EKLMC 0 John Doe 00044492 NURSE PRACTICAL 0
22 EKLMG 0 John Doe 00024202 NURSE REGISTERED 0
H 4 b M| sheet1 /%3 — [N m T
Ready Count:9 |80 MI|,200% =) s (+)

27 BB B

Step

Action

44,

Resize Columns
Change the width of the column using your mouse.

Point to the border between columns A and B.

45.

desired width.

Press the left mouse button on border line and drag the mouse left until column is

46.

Change the width of the column using the Format option.

Click the C cell to highlight the entire column.
| C

47.

Click the button to the right of the Format field.
:E:l Format =

48.

Click the Column Width list item.
= Column Width...

49.

Enter the desired information into the Column width field. Enter "8".

50.

Click the O button.
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Q Lsuteaith

Read-Only] [Compatibility hMode] = Microsoft Excel

= ox

Home | Inset  Pagelayout  Formulas  Data  Review  View  AddIns @ -
:1 & wratunicoden (10 - |[&° 07| [S = =|[®~] B cenera E ﬂ ij‘#ﬂ“ ,’;dl %‘"1”“"' N % ﬁ
e = S— == 3 Delete - | 3]~
e G ([0 [ ] [ e s o P ] | - S TR
Clipboard & Font = Alignment = Number = Styles Cells Editing
c1 - £ ¥
A B c D E F I
1 |as of = 2012-05-27 84
nit ip Empl _|Name [Position  |Descr 1
e JEKLmC 0John Doe 00046812 ASSISTANT
4 EKLMG 0fJohn Doe 00048580  ASSISTANT
5 EKLMC o]John Doe 00044348 ASSISTANT
6 EKLMC oJohn Doe 00047219 ASSISTANT
7 |EKLMG 0fJohn Doe 00049553 ASSISTANT
8 EKLMC o]John Doe 00049206  EEG TECH
9 |EKLMC oJohn Doe 00031067  LAB TECHNOLOGIST
10 EKLMC 0fJohn Doe 00003265  LAB TECHNOLOGIST
11 EKLMC o]John Doe 00003373 LAB TECHNOLOGIST
12 EKLMC o]John Doe 00003399 LAB TECHNOLOGIST
13 EKLMC oJohn Doe 00046039 LABORATORY ASSISTANT
14 EKLMC 0fJohn Doe 00042201  MEDICAL ASSISTANT
15 EKLMC o]John Doe 00049493  MEDICAL ASSISTANT
16 EKLMC oJohn Doe 00046645  NURSE ASSISTANT
17 EKLMC 0fJohn Doe 00041453 NURSE PRACTICAL
18 EKLMC o]John Doe 00031338 NURSE PRACTICAL
19 EKLMC oJohn Doe 00049568 NURSE PRACTICAL
20 EKLMG 0fJohn Doe 00042222 NURSE PRACTICAL
21 EKLMC o]John Doe 00049511 NURSE PRACTICAL
22 EKLMC oJohn Doe 00044492 NURSE PRACTICAL
23 EKLMG 0fJohn Doe 00034202 NURSE REGISTERED
4 4 > ¥ sheet1 I 0 — m 0
Ready Average: 001754386 Count: 58 Sum:1 |68 O M| 200% (=) ()

27 mE n

B =N

Step

Action

51.

Resize Rows
Point to the border between rows 2 and 3.

52.

Press the left mouse button on the border line and drag the mouse down until the
row is the desired width.

53.

Align Column Headers
Highlight the Al thru G2 cells.

54.

Click the Center button.

55.

Highlight the A3 thru G59 cells.

56.

Click the button to the right of the Borders field.

57.

Click the All Borders list item.
HH ' &l Borders

58.

Change Number of Decimal Places

Click the G cell to highlight the entire column.
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Home | Inset  Pagelayout Formulas  Data  Review  View  AddIns z
:1 ‘* Arial Unicode b - [10 ~ [ A7 A7) 2| & | cenera - ijgi ﬂjﬂl 24 ERein i % ﬁ
- B[ A~ - - 3 29| Conctional Format el W s Fmas
Fete ¢ (B LB [ a- | E R R Bl Formatting ~ as Table ~ Styles ~ <2~ Filter~ Select~

Clipboard Font = Alignment = Number = Styles Editing

61 - £ ¥

A B G D E F G H I
1 [ As or = 2012-06-27 84
Empl
2 Unit D | Record Name Position Descr FTE
3 EKLMC 0| Jonin Doe 00046812 |ASSISTANT 0.500000] =
4 [EKLMG o[dohn Doe 00046580 | ASSISTANT 0.500000]
5 [EKLMC 0[John Doe 00044348 |ASSISTANT 0.500000]
6 [EKLMC 0[John Doe 00047219 |ASSISTANT 0.500000]
7 EKLMG o[dohn Doe 00049553 | ASSISTANT 0.500000]
& [EKLMC 0[John Doe 00049296 |EEG TECH 0.500000]
9 [EKLMC 0[John Doe 00021067 _|LAB TECHNOLOGIST 0.500000]
10 [EKLMC o[dohn Doe LAB TECHNOLOGIST 0.500000]
11 [EKLMC 0[John Doe 00003378 |LAB TECHNOLOGIST 0.500000]
12 EKLMC 0[Johin Doe 00003329 |LAB TECHNOLOGIST 0.500000]
12 EKLMC 0[John Doe LABORATORY ASSISTANT 0.500000]
14 [EKLMC o[dohn Doe 00049381 |MEDICAL ASSISTANT 0.500000]
15 [EKLMC 0[John Doe 00049485 |MEDICAL ASSISTANT 0.500000]
16 [EKLMC 0[John Doe 00046645 |NURSE ASSISTANT 0.500000]
17 [EKLMC o[dohn Doe 00041453 |NURSE PRACTICAL 0.500000]
18 [EKLMC 0[John Doe 00021338 |NURSE PRACTICAL 0.500000]
19 [EKLMC 0[John Doe 00049568 |NURSE PRACTICAL 0.500000]
20 [EKLMC o[dohn Doe 00049322 |NURSE PRACTICAL 0.500000]
21 [EKLMC 0[John Doe 00049511 |NURSE PRACTICAL 0.500000]
22 [EKLMC 0[John Doe 00044492 |NURSE PRACTICAL 0.500000]
23 [EKLMC o[dohn Doe 00024282 |NURSE REGISTERED 0.250000]
24 [EKLMC 0[John Doe 00003334 |NURSE REGISTERED 0.500000]
H 4 » H[ sheetl FJ [ m
Average: Countis8  Sumi273

Step Action

59. Click the button to the right of the Format field.

EEanrmat'

60. Click the Format Cells option.
ﬁf‘ Format Cells...

61. Click the Number option.
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Q Lsutealth

‘Raﬂern\y] [Compstibility Mode] =
Home | Inset  Pagelayout  Formulas  Data  Review  View  AddIns
= & = 2 = 8| | Semset~ | X -
arial Unicode b~ 10 - (&7 &7 [= = =|[®~| 5] |cenerai - L 7 ;
4] Ha m = gd 3 Delete - || (3]~
Paste B Zu-@E-mAll=== - |8 - % /<8 28] | Conditional Format cell | . Sort & Find &
| u -8 a- | L) Formatting ~ as Table - Styles ~ || (] Format | 2~ Filter~ Select~
Clipboard Font = Alignment = Number = Styles Cells Editing
Gl ~( L ¥
1 [ As or=20120527
Number | Alignment | Font [ Border [ Fil [ Protecton |
2 Unit Category: FTE
3 EKLMC Seneral | sameie 0.500000) Ll
Number
4 [EKLMG Currency 0.500000]
5 EKLMC Accounting Decimal places: |2 0.500000]
6 EKLMC Time [F] use 1000 Separator 0.500000|
Percentage
7 [EKLMC Fraction Megatve numbers: 0.500000]
& [EKLMC Scentfic 5000001
Text
9 [EKLMC Special | 0.500000]
10 [EKLMC Custom | 0.500000]
11 [EKLMC | 0.500000]
12 [EKLMC I 0.500000]
12 EKLMC | 0.500000]
14 [EKLMC | | 0.500000]
15 [EKLMC | 0.500000]
16 EKLMC Number is used for general display of numbers. Currency and Accounting offer speciaized formatting 0.500000]
T for monetary value 5
18 [EKLMC 0.500000]
12 [EKLMC 0.500000]
20 [EKLMC 0.500000]
ok [ concel ]
21 [EKLMC 0.500000]
22 [EKLMC 0.500000]
23 [EKLMC o[ dohn Doe [00024292 _|NURSE REGISTERED 0.250000]
24 [EKLMC 0[John Doe [oo003394  |NURSE REGISTERED 0.500000]
H 4 b M| sheetl ~¥J I
Ready Average: 0478947363 Counti 53  Sum 273 00% (=) ———)———

Step Action

62. Click the Up arrow to change the decimal places to 3.

(]

63. Click the OK button.

Ok

64. Freeze Rows/Columns

Click the A3 cell.
|EKLMC

65. Click the View tab.

View
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2 ome Insert Page Layout Formulas Data Review | View Add-Ins @ - 7 x
J J Ll Page Break Preview Ruler 7| FormulaBar | () —2 EJ 2 New Window =] Split — % =
1] Custom Views | Gridlines ¥/ Headings 1 B LY g Amange Al THide = =2
Normal| Page Zoom 100% Zoomto Save Switch || Macros
Layout = Full Sereen Message Bar Selection Unhide Workspace Windaws ~ =
Warkbook Views Showy/Hide Zoom Window Macros
A3 - fe | EKLMC ¥
A B & D E F G H I
1 [ Asof=2012-0527 24
Empl
2 Unit D Record Name Pasition Descr FTE
3 [Exmc 0|John Doe 00046812 |ASSISTANT 0.500 =
4 EKLMG 0[John Doe 00046580 |ASSISTANT 0.500]
5 EKLMC 0|John Doe 00044248 |ASSISTANT 0.500]
6 EKLMC 0|John Doe 00047219 |ASSISTANT 0.500]
7 [EKLMG 0[John Doe 00049553 |ASSISTANT 0.500]
8 EKLMC 0|John Doe 00049296 |EEG TECH 0.500]
9 EKLMC 0|John Doe 00031067 |LAB TECHNOLOGIST 0.500]
10 EKLMC 0[John Doe LAB TECHNOLOGIST 0.500]
11 EKLMC 0|John Doe 00003373 [LAB TECHNOLOGIST 0.500]
12 EKLMC 0|John Doe 00003399 |LAB TECHNOLOGIST 0.500]
13 EKLMC 0|John Doe LABORATORY ASSISTANT 0.500]
14 EKLMC 0[John Doe 00049391 [MEDIGAL ASSISTANT 0.500]
15 EKLMC 0|John Doe 00049493 [MEDICAL ASSISTANT 0.500]
16 EKLMC 0|John Doe 00046645 |NURSE ASSISTANT 0.500]
17 EKLMC 0[John Doe 00041453 [NURSE PRACTICAL 0.500]
18 EKLMC 0|John Doe 00031238 |NURSE PRACTICAL 0.500]
19 EKLMC 0|John Doe 00049568 |NURSE PRACTICAL 0.500]
20 EKLMG 0[John Doe 00049322 [NURSE PRACTICAL 0.500]
21 EKLMC 0|John Doe 00049511 |NURSE PRACTICAL 0.500]
22 EKLMC 0|John Doe 00044492 |NURSE PRACTICAL 0.500]
23 EKLMG 0[John Doe 00034202 [NURSE REGISTERED 0.250]
24 EKLMC 0|John Doe 00003294  |NURSE REGISTERED 0.500]
H 4+ W] sheetl 7% [ m [
Ready EEE ) (+)
= =

Step Action

66. Click the Freeze Panes option so that column titles will remain displayed when
scrolling down the page.

E Freeze Panes =

67. Click the Freeze Panes option.

Freeze Panes
;El Keep rows and columns visible while the rest of
the worksheet scrolls (based on current selection).

68. Sum the FTE Column

Click the Down button of the scrollbar.

=]

69. Enter the desired information into the G59 field. Enter "=SUM(".

70. Highlight the G3 thru G509 cells.

71. Enter the desired information at the end of the formula. Enter ™)".
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Q Lsuteaith

27 B m

) Microsoft Excdl
Home Insert Page Layout Formulas Data Review | View Add-Ins @ - 7 x
L] Page Break Previe Ruler Formula Bar =5 New Window ] Split %
1] Custom Views Gridlines Headings = Arrange All ~ Hide TEH
Homal] oo 3 Full screen Message Bar n || B Freeze Panes = [ Unhide | a1d -_;\Sii:;,‘.g oo ey
Waorkbook Views Showy/Hide Zoom Window Macros
CONCATENATE v (0 X o« f| =SUM(G3:G59) ¥
A B & D E F G H
1 [ Asof=2012-0527 24
Empl
2 Unit D Record Name Paosition Descr FTE
50 EKLMC 0|John Doe 00045676 |NURSE REGISTERED 0.250]
51 EKLMC 0[John Doe NURSE REGISTERED 0.500]
52 EKLMC 0|John Doe 00047265 |NURSING ASSISTANT 0.500]
53 EKLMC 0|John Doe 00044745 |PHARMACIST 0.500]
54 EKLMC 0[John Doe 00044186 [PHARMACIST 0.500]
55 EKLMC 1|John Doe IST 0.500]
56 EKLMC 0|John Doe 00043994 |PHARMACIST 0.500]
57 EKLMC 0[John Doe PHARMACIST 0.500]
58 EKLMC 0|John Doe PHARMACIST 0.500]
59 EKLMC 0]John Doe 00003385 |PHARMACIST 0.500]
60 =SUM(G3:G58)
61 | T
62
63 =
64
65
66
67
68
69
70
71
H 4 > M| sheet1 %] [ m
Enter EE]e] ) (+)
—— =

= 1:46 PM
A
(i A= | 67172

Step Action

72. Press [Enter].

73. Insert a Column

Click the F cell to highlight the entire column.
| F |

74. Right-click in the highlighted cells.

75. Click the Insert option.

Insert

76.

Enter the desired information into the F2 cell. Enter "Name, Desc, Position".

77. Concatenate (Merge) Cells

Right-click the F3 cell.

| |

78. Click the Format Cells option.

ﬁf‘ Format Cells...

79. Click the General option.

General
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Step Action

80. Click the OK button.

Home Insert Page Layout Data Review View Add-Ins
u i‘ L Page Break Preview Ruler V| Formula Bar hg L} E £33 New Window [ Split —] %
15 custom Views ¥/ Gridiines V| Headings {io] X = Arrange Al T Hide |
Normal| Page Zoom 100% Zoomto Save Switch Macros
Layout = Full Screen Selection || Freeze Panes » (] Unhi Workspace Windows ~ |~
Waorkbook Views Showy/Hide Zoom Wwindow Macros
3 - £ ¥
A B & D = F G H
1 [ Asor=2012-0527 84
Empl

2 Unit D Record Name Position | Name, Desc, Position Descr FTE i |
3 |EKLMC 0|John Doe 00046812 |ASSISTANT 0.500] 1
4 EKLMC 0|John Doe 00046580 [ASSISTANT 0.500]
5 EKLMC 0|John Doe 00044348 ASSISTANT 0.500]
6 [EKLMG 0[John Doe 00047219 [ASSISTANT 0.500]
7 EKLMC 0|John Doe 00049553 ASSISTANT 0.500]
8 EKLMC 0|John Doe 00049296 EEG TECH 0.500]
9 [EKLMG 0[John Doe 00031067 LAB TECHNOLOGIST 0.500]
10 EKLMC 0|John Doe LAB TECHNOLOGIST 0.500]
11 EKLMC 0|John Doe 00003373 LAB TECHNOLOGIST 0.500]
12 EKLMC 0[John Doe LAB TECHNOLOGIST 0.500]
13 EKLMC 0|John Doe 00046039 LABORATORY ASSISTANT 0.500]
14 EKLMC 0|John Doe 00049391 MEDICAL ASSISTANT 0.500]
15 EKLMC 0[John Doe 00049493 MEDICAL ASSISTANT 0.500]
16 EKLMC 0|John Doe 00046645 NURSE ASSISTANT 0.500]
17 EKLMC 0|John Doe 00041453 NURSE PRACTICAL 0.500]
18 EKLMC 0|John Doe 00031338 NURSE PRACTICAL 0.500]
19 EKLMC 0[John Doe 00049568 NURSE PRACTICAL 0.500]
20 EKLMC 0|John Doe 00049322 NURSE PRACTICAL 0.500]
21 EKLMC 0|John Doe 00049511 NURSE PRACTICAL 0.500]
22 EKLMG 0[John Doe 00044492 NURSE PRACTICAL 0.500]
23 EKLMC 0|John Doe 00034292 NURSE REGISTERED 0.250]
24 EKLMC 0|John Doe 00003394 NURSE REGISTERED 0.500]
M 4+ W] sheetl ~¥J m

Step Action

81. Click the Formulas tab.

Formulas
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m
Home  Inset  Pagelayout | Formulas | Data  Review  View  Addlns
f ¥ autosum - (@ Logical~ 3, Lookup & Reference - § i3 Define Name ~ i Trace Precedents 1] Show Formulas ‘j [
= Recently Used = {4 Text - B math & Trig - 2 Useiin Formula ~ = Trace Dependents ¥ Error Checking ~ S L
- Name Watch || Calculation [
Financial ~ ¢ Date & Time - ({fJ More Functions ~ Manager EE Create from Selection ||, Remove Arrows ~ (&) Evaluate Formula | window || options ~ e
Function Library Defined Names Formula Auditing Caleulation
F3 - £ ¥
A B & D E F G H
1| As Of = 2012-05-27 84
Empl
2 Unit D Record Name Position | Name, Desc, Position Descr FTE |
3 EKLMC 0]John Doe 00046812 |ASSISTANT 0.500 1
4 EKLMG 0[John Doe 00046580 [ASSISTANT 0.500
5 EKLMC 0]John Doe 00044348 ASSISTANT 0.500
6 EKLMC 0]John Doe 00047219 ASSISTANT 0.500
7 [EKLMG 0[John Doe 00049553 [ASSISTANT 0.500
8 EKLMC 0]John Doe 00049296 EEG TECH 0.500
9 EKLMC 0]John Doe 00031067 LAB TECHNOLOGIST 0.500
10 EKLMC 0[John Doe LAB TECHNOLOGIST 0.500
11 EKLMC 0]John Doe 00003373 LAB TECHNOLOGIST 0.500
12 EKLMC 0]John Doe 00003329 LAB TECHNOLOGIST 0.500
13 EKLMC 0]John Doe LABORATORY ASSISTANT 0.500
14 EKLMC 0[John Doe 00049391 MEDICAL ASSISTANT 0.500
15 EKLMC 0]John Doe 00049493 MEDICAL ASSISTANT 0.500
16 EKLMC 0]John Doe 00046645 NURSE ASSISTANT 0.500
17 EKLMC 0[John Doe 00041453 NURSE PRACTICAL 0.500
18 EKLMC 0]John Doe 00031338, NURSE PRACTICAL 0.500
19 EKLMC 0]John Doe 00049568 NURSE PRACTICAL 0.500
20 EKLMG 0[John Doe 00049322 NURSE PRACTICAL 0.500
21 EKLMC 0]John Doe 00049511 NURSE PRACTICAL 0.500
22 EKLMC 0]John Doe 00044492 NURSE PRACTICAL 0.500
23 EKLMG 0[John Doe 00034202 NURSE REGISTERED 0.250
24 EKLMC 0]John Doe 00003394 NURSE REGISTERED
H 4 > M sheetl ~FJ [ m
Ready

Step Action

82. Click the Insert Function list item.
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BN 7 - o e [Read-Only] [Compatibility Mode] = Microsoft Excel.
= Home Insert Page Layout Formulas Data Review  View Add-Ins - T X
j‘ T autosum + {9 Lagical [3 Lookup & Reference 2 Define Name k= s 1] show
[ Recently Used - A Text [ Math & Trig " #2Usein Formula - « Dependents % Error Ch b
Fj::,:[::‘:‘, ({2 Financial {9 Date & Time More Functions ,(ﬂ!’;(, & Create from Selection || 7, Remove Arows ~ (&) Evaluate Formula
Function Library Defined Names Formula Auditing
] R E ¥
A 8 & D E F G H
1 [ As or= 2012-05-27 84
2 Unit D |  — e_—_—— Descr FTE 1
3 EKLMC Search for s function: [AssisTANT 0.500] 1
4 EKLMC | Go [ASSISTANT 0.500
5 EKLMC [ASsISTANT 0.500
- Or select a category: | Most Recently Used [~ ASSISTANT 2500l
7 [EKLMC Select a function: [ASSISTANT 0.500]
8 [EKLMC EEG TECH 0.500
9 EKLMC LAB TECHNOLOGIST 0.500
10 [EKLMC LAB TEGHNOLOGIST 0.500
11 [EKLMC LAB TECHNOLOGIST 0.500
12 [EKLMC LAB TECHNOLOGIST 0.500
13 [EKLMC SUM(number1 number2,_.) LABORATORY ASSISTANT 0.500]
BETTR Adds al the numbers in & range of cels. MEDICAL ASSISTANT o500
15 |EKLMC | MEDICAL ASSISTANT 0.500
16 [EKLMC NURSE ASSISTANT 0.500
17 [EKLMC | F[NorsE PrAcTicAl 0.500
18 [EKLMC Help on this function oK cancel | IF[NURSE PRAGTICAL 0.500
19 [EKLMC — NURSE PRACTICAL 0.500
20 [EKLMC 0John Doe 00049322 NURSE PRACTICAL 0.500
21 [EKLMC 0]John Doe 00049511 NURSE PRACTICAL 0.500
22 [EKLMC 0]John Doe 00044492 NURSE PRACTICAL 0.500
23 [EKLMC 0John Doe 00034292 NURSE REGISTERED 0.250
24 [EKLMC 0]John Doe 00003394 NURSE REGISTERED 0.500
H 4 » M sheet1 73

Step Action

83. NOTE: If the Concatenate option does not display in the Select a function section,
type concatenate into the Search for a function section.

Enter the desired information into the Search for a function field.
Enter "concatenate".

84. Click the Go button.

85. Click the OK button.
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LSUHealth

nly] [Compatibility Mode] = Microsoft Excel
Home  Insert Review  View  AddIns @ -

j‘ X AutoSum ~ i) Define Name FiaTrace Precedents 1] Show Formulas

= 2 Recently Used ' #2Usein Formula - =% Trace Dependents *§ Error Checking -
iton [ Financil yamer B Creste from Selection | 7, Remove Arows - () Fvaluste Formuls Gotone &
Function [ Manager 2] Options

Defined Names Formula Auditing Calculation
CONCATENATE ¥
A E F G H

1 [ _As or=20120527
2 Unit Position ‘ Name, Desc, Position ‘ Descr FTE 1|
3 EKLMC 12 |=CONCATENATEQ |ASSISTANT 0.500) 1
4 EKLMC 00046580 [ASSISTANT 0.500]
6 EKLMC 0.500)
7 EKLMC 0.500]
8 EKLMC 0.500]
9 EKLMC IOLOGIST 0.500)
10 [EKLMC IOLOGIST 0.500]
11 EKLMC 0LOGIST 0.500]
12 [EKLMC 0LOGIST 0.500)
12 EKLMC RY ASSISTANT 0.500)
14 [EKLMC = SISTANT 0.500]
= Ty Joins several text strings into one text string, SIS TANT 0500
16 [EKLMC Textl: texty text... are 1o 255 text strings to be joined into a single text string (ISISTANT 0.500]
7 TG and can be text strings, numbers, or single—cel references. oA 2500
18 [EKLMC TICAL 0.500]
19 EKLMC TICAL 0.500)
20 [EKLMC TICAL 0.500]
21 [EKLMC (=ad TICAL 0.500]
22 [EKLMC TICAL 0.500)
23 [EKLMC [o003aze2 | |NURSE REGISTERED 0.250
24 [EKLMC [ooooazss | |NURSE REGISTERED
H 4 » H[ sheetl FJ [ m

Step Action

86. For the Text 1 field, click the D3 cell.

IJDI"IFI Doe

87. For the Text 2 field, click the G3 cell.

|ASSISTANT
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Home  Insert Pagelayout | Formulas Data Review  View Add-Ins @ - x
j‘r X AutoSum ~ 2 Logical [i3, Lookup & Reference _r; i3 Define Name i Trace Precedents 1] Show Formulas . 2
“ [ Recently Used - [A Text B Math & Trig 2 Use in Formula ~ =% Trace Dependents % Error Checking =
o (B Financial =9 Date & Time Mare Functions ooy BED Create from Selection || 7, Remove Arrows + (@) Evaluate Formula Coiomon I
Function (& [ Manager i & Options
Function Library Defined Names Formula Auditing Calculation
CONCATENATE (2 K« =CONCATENATE(D3,G3) ¥
A c D E F G H
1 [ _As OF = 20120527
Empl
2 Unit ID | Record Name Position | Name, Desc, Position Descr ‘| FTE 1
3 EKLMC 0|John Doe 00046812 |=CONCATENATE(D3,G3) 0.500] 1
4 EKLMG 0]John Doe 00046580 0.500]
6 EKLMC 0.500]
7 EWLMC CONCATENATE 2.500]
8 EKLMC Text1 D3 “John Doe™ 0.500]
9 EKLMC Text2 |3 “ASSISTANT® IOLOGIST 0.500]
10 [EKLMC ) hNoLocisT 0.500]
11 EKLMC I0LOGIST 0.500]
12 EKLMC IOLOGIST 0.500]
13 EKLMC RY ASSISTANT 0.500]
14 [EKLMC = "John DoeASSISTANT" SISTANT 0.500]
15 Ekeme ||| 30ins several text strings into one text string. SISTANT 0.500
16 EKLMC | Text2: texti,text2,... are 1 to 255 text strings to be joined into a single text string | ISISTANT 0.500]
TR nd can be text strings, numbers, or single-cel references. oAl o500
18 EKLMC TICAL 0.500]
19 EKLMC Formula resut = John DoeASSISTANT TICAL 0.500]
20 EKLMG TICAL 0.500]
= Help on this function
21 EKLMC TICAL 0.500]
22 EKLMC TICAL 0.500]
23 [EKLMC | | 0]John Doe [o003aze2 | |NURSE REGISTERED
24 [EKLMC | | 0[John Doe [ooooazss | |NURSE REGISTERED
H 4 b M| sheetl /7] [ m
Faint

Step

Action

88.

For the Text 3 field, click the E3 cell.

89.

Click the OK button.
oK.
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e
Home  Inset  Pagelayout | Formulas | Data  Review  View  AddIns ad
f X autosum -+ (@ togical~ 3, Lookup & Reference - i3 Define Name ~ i Trace Precedents 1] Show Formulas j el ]
. 5 Recently Used -+ (A Text - B Math & Trig - £ Useiin Formula ~ =# Trace Dependents ¥ Error Checking = | L
Inset y Name Watch || Calculation [
Function ({8 Financial ¢ Date & Time - ({fJ More Functions ~ Manager EE Create from Selection || 7 Remove Arrows ~ (&) Evaluate Formula | window || options ~ L=
Function Library Defined Names Formula Auditing Caleulation
F3 ~( fe | =CONCATENATE(D3,63,63) | ¥
A B | C | D E F G H
1 [ Asof=2012-0527 24
Empl
2 Unit D Record Name Position | Name, Desc, Position Descr FTE |
3 EKLMC 0|John Doe 00046812 |[John DoeASSISTANTO00468|ASSISTANT 0.500] 1
4 EKLMG 0[John Doe 00046580 [ASSISTANT 0.500]
5 EKLMC 0|John Doe 00044348 ASSISTANT 0.500]
6 EKLMC 0|John Doe 00047219 ASSISTANT 0.500]
7 [EKLMG 0[John Doe 00049553 [ASSISTANT 0.500]
8 EKLMC 0|John Doe 00049296 EEG TECH 0.500]
9 EKLMC 0|John Doe 00031067 LAB TECHNOLOGIST 0.500]
10 EKLMC 0[John Doe LAB TECHNOLOGIST 0.500]
11 EKLMC 0|John Doe 00003373 LAB TECHNOLOGIST 0.500]
12 EKLMC 0|John Doe 00003399 LAB TECHNOLOGIST 0.500]
13 EKLMC 0|John Doe LABORATORY ASSISTANT 0.500]
14 EKLMC 0[John Doe 00049391 MEDICAL ASSISTANT 0.500]
15 EKLMC 0|John Doe 00049493 MEDICAL ASSISTANT 0.500]
16 EKLMC 0|John Doe 00046645 NURSE ASSISTANT 0.500]
17 EKLMC 0[John Doe 00041453 NURSE PRACTICAL 0.500]
18 EKLMC 0|John Doe 00031338 NURSE PRACTICAL 0.500]
19 EKLMC 0|John Doe 00049568 NURSE PRACTICAL 0.500]
20 EKLMG 0[John Doe 00049322 NURSE PRACTICAL 0.500]
21 EKLMC 0|John Doe 00049511 NURSE PRACTICAL 0.500]
22 EKLMC 0|John Doe 00044492 NURSE PRACTICAL 0.500]
23 EKLMG 0[John Doe 00034292 NURSE REGISTERED 0.250]
24 EKLMC 0|John Doe 00003294 NURSE REGISTERED
H 4 > H[ sheetl ~FJ [ m
Ready

Step Action

90. Insert commas and spaces between the Name, Desc and Position information.

Click in the Formula Bar field. Click behind "D3," in the cell.
| =CONCATENATE(D3,G32,E3) |

91. Place a comma and space between Name and Desc.

Enter the desired information into the field. Enter "**,"","" """ (Quotation mark,
comma, quotation mark, comma, quotation mark, space bar, quotation mark and
comma).
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Home  Inset  Pagelayout | Formulas | Data  Review  View  AddIns x
f X autosum - ({# togical~ (3, Lookup & Reference - {2 Define Name dents 5] show Formulas
(5 Recently Used -+ [A Text - B Math & Trig - £ Useiin Formula ~ : B E king
nset y 8 Name atch
Function & Financial ¢ Date & Time - (ff] More Functions ~ Manager B Create from Selection || ;{, Remove Arrows - (£} Evaluate Formula | windo
Function Library Defined Names Formula Auditing
CONCATENATE ~ (0 % o fc [ =CONCATENATE(D3,","," " [53,E3) ¥
A 5 | CONCATENATE(ert, [torz], o], ltextd], [tods], [tet6], ) |, F ) H
1 [ Asof=2012-0527 24
Empl

2 Unit D Record Name Position | Name, Desc, Position Descr FTE i |
3 EKLMC 0[John Doe 00046812 |=CONCATENATE(D3,","." ", {ASSISTANT 0.500] 1
4 EKLMG 0]John Doe 00046580 [ASSISTANT 0.500]
5 EKLMC 0|John Doe 00044348 ASSISTANT 0.500]
6 EKLMC 0|John Doe 00047219 ASSISTANT 0.500]
7 [EKLMG 0[John Doe 00049553 [ASSISTANT 0.500]
8 EKLMC 0|John Doe 00049296 EEG TECH 0.500]
9 EKLMC 0|John Doe 00031067 LAB TECHNOLOGIST 0.500]
10 EKLMC 0[John Doe LAB TECHNOLOGIST 0.500]
11 EKLMC 0|John Doe 00003373 LAB TECHNOLOGIST 0.500]
12 EKLMC 0|John Doe 00003399 LAB TECHNOLOGIST 0.500]
13 EKLMC 0|John Doe LABORATORY ASSISTANT 0.500]
14 EKLMC 0[John Doe 00049391 MEDICAL ASSISTANT 0.500]
15 EKLMC 0|John Doe 00049493 MEDICAL ASSISTANT 0.500]
16 EKLMC 0|John Doe 00046645 NURSE ASSISTANT 0.500]
17 EKLMC 0[John Doe 00041453 NURSE PRACTICAL 0.500]
18 EKLMC 0|John Doe 00031338 NURSE PRACTICAL 0.500]
19 EKLMC 0|John Doe 00049568 NURSE PRACTICAL 0.500]
20 EKLMG 0[John Doe 00049322 NURSE PRACTICAL 0.500]
21 EKLMC 0|John Doe 00049511 NURSE PRACTICAL 0.500]
22 EKLMC 0|John Doe 00044492 NURSE PRACTICAL 0.500]
23 EKLMG 0[John Doe 00034292 NURSE REGISTERED 0.250]
24 EKLMC 0|John Doe 00003294 NURSE REGISTERED 0.500]
H 4 » H[ sheetl ~FJ [ m [
Edit ElEE] e :

27 mE

Step Action

92. Click behind "G3," in the formula bar.

=

93. Place a comma and space between Desc and Position.

comma).

Enter the desired information into the field. Enter "**,"","* """ (Quotation mark,
comma, quotation mark, comma, quotation mark, space bar, quotation mark and

94. Press [Enter].

95. Copy Formula
Right-click on the F3 cell.

|..|Dhn Doe, ASSISTANT, 00046812

96. Click the Copy option.

53 Copy

97. Press the left mouse button in the F4 cell and drag the mouse down to highlight cells

F4 thru F59.

98. Right-click in the highlighted area.

99. Click the Paste option.
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Step Action
100. Hide Columns/Rows
Press the left mouse button on the D cell and drag the mouse to the right to highlight
cells D and E.
101. Right-click in the highlighted area.
102. Click the Hide option.
103. Click the G cell.
| G
104. Click the Home tab.
Home
105. Click the Format button.
;_l Format ~
106. Click the Hide & Unhide list item.
Hide & Unhide 3
107. Click the Hide Columns list item.
Hide Columns
108. Click the Office button.
i
i Uﬂ\j
-
109. Click the Print list item.
'I_J' Print 4
110. You will click the Print option to print the report.

For training purposes only, do not print the report.
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BE e

Home Insert Page Layout Formulas Data Review  View Add-Ins @ - 7 x
3 ‘* Arial Unicode b - 10~ || A a7| [= | & | |cenera - ijj ﬁjﬂl ,’;dl %‘“mm' e % ﬁ
Ha _ == 3 Delete - | (3]~
e @ e Al (= 5| (S| St e E o | - e T

Clipboard & Font Alignment = Number = Styles Cells Editing

61 ~( £ ¥

A B - F Ho J K L M N
1 [ Asof=2012-0527 24
Empl

2 Unit D Record Name, Desc, Position FTE |
3 EKLMC 0|John Doe, ASSISTANT, 00046812 0.500] 1
4 [EKLMG 0John Doe, ASSISTANT, 00046580 0.500]
5 EKLMC 0[John Doe, ASSISTANT, 00044348 0.500]
6 EKLMC 0|John Doe, ASSISTANT, 00047219 0.500]
7 [EKLMG 0[John Doe, ASSISTANT, 00049553 0.500]
8 |EKLMC 0|John Doe, EEG TECH, 00049296 0.500]
9 EKLMC 0|John Doe, LAB TECHNOLOGIST, 0.500]
10 EKLMC 0[John Doe, LAB TECHNOLOGIST, 0.500]
11 EKLMC 0|John Doe, LAB TECHNOLOGIST, 0.500]
12 EKLMC 0|John Doe, LAB TECHNOLOGIST, 0.500]
13 EKLMC 0|John Doe, LABORATORY ASSIST| 0.500]
14 EKLMC 0John Doe, MEDIGAL ASSISTANT, 0.500]
15 EKLMC 0|John Doe, MEDICAL ASSISTANT, 0.500]
16 EKLMC 0|John Doe, NURSE ASSISTANT, O 0.500]
17 EKLMC 0[John Doe, NURSE PRACTICAL, 0! 0.500]
18 EKLMC 0|John Doe, NURSE PRACTICAL, O 0.500]
19 EKLMC 0|John Doe, NURSE PRACTICAL, 0 0.500]
20 EKLMG 0[John Doe, NURSE PRACTICAL, 0! 0.500]
21 EKLMC 0|John Doe, NURSE PRACTICAL, O 0.500]
22 EKLMC 0|John Doe, NURSE PRACTICAL, 0 0.500]
23 EKLMC 0[John Doe, NURSE REGISTERED, 0.250]
24 EKLMC 0|John Doe, NURSE REGISTERED, 0.500]
H 4 b M| sheetl ~¥J | m
Ready Count: 53 B8 O [1|,200% (=)t

A~ ® Do

Step Action

111.
cells F and H.

Press the left mouse button on the C cell and drag the mouse to right to highlight

112.

._:_l Format ~

Click the Format button.

113.

Click the Hide & Unhide pointer.

Hide & Unhide

k

114.

Click the Unhide Columns list item.

Unhide Columns

115.

The previously hidden columns display.

116.

This completes HCSD_FTE_HCP_ACTIVE Report.

End of Procedure.
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LSU_ALPHA_LIST Report

Procedure

In this topic you will learn how to run the LSU_ALPHA_LIST Report.

PS9HRTRN:s0
PSSHEWEBDEV11  RcB
Favgrites | Mai Menu > Reporting Tools > Query > Query Manager

Home | AddtoFavorites |  Sign out

MNew Window | Help | Customize Page | i

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Query | Create New Query
“Search By: QueryName - begins with

Search |advanced Search

Find an Existing Query | Create New Query

G Local intranet | Protected Mode: Off v B10% v

Step Action

1. Enter the desired information into the begins with field. Enter "LSU_ALPHA".
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PS9HRTRN:s0
PSSHEWEBDEV11  RcB
Favgrites | Mai Menu > Reporting Tools > Query > Query Manager

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Query | Create New Query

~  beginswith  |LSU_ALPHY

“Search By: QueryMame

Search |Advanced Search

Find an Existing Query | Create New Query

Q Lsutealth

MNew Window | Help | Customize Page | i

Done

€ Local intranet | Protected Mode: Off

v ®m10% -

Step Action

2. Click the Search button.
Search
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Query Manager

Find an Existing Query | Create New Query

[ Search |dvanced Search

Search Results

*Folder View: — All Folders — -
Check All uncheck All

Query

Select|Query Name
LSU_ALPHA_EMPLID

LSU_ALPHA_LIST CURER

Enter any information you have and click Search. Leave fields blank for a list of all values.

“Search By: QueryName ~  begins with

Runto |Runto |Runto
Descr | Owner |Folder Edit e [Excel  |XML Schedule

List EEs- prmpt by BU

demagraphics:company

Training Guide
Human Resources 9.1 Payroll Reporting - HCSD

PS9HRTRN:s0
PSOHEWEBDEV1  Roe

Favorites * Main Menu > Reporting Took > Query > Query Manager

MNew Window | Help | Customize Page | B

LSU_ALPHA

*Action: — Choose — - Go
Custoize | Fing | View A1l & First Kl 1202 Bl Lot
Public Edit HTML Excel XML  Schedule

Public TML  Excel XML Schedule

Find an Existing Query | Create New Query

G Local intranet | Protected Mode: Off v B10% v

Step Action

3, Click the Edit link.
Edit
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PS9HRTRN:s0
PSSHEWEBDEV11  RcB
Favgites  Main Menu > Reporting Tools > Query > Query Manager

Records | Query | Expressions | Prompts | Fields | Criteria | Having | ViewsSOL | Run

Query Name: |SU_ALPHA_LIST company

employee
View field properties, or use field as criteria in query statement

1=

Customize | Find

Reorder / Sort

First Kl -

Col [RecordFieldname Format |Ord |XLAT |Agg |He: |Add Criteria |Edit Delete

 Lsuteaith

MNew Window | Help | Customize Page | i

[0 Feea

11 or 11 B Lost

1 B.NAME - Name Charso 1 Name % Edit | (=]
2 BEMPLID -Empl ID Chari1 D 2 Edit | (=]
3 C.NATIONAL_ID - National ID Char20 NID % Edit | (=]
4 ABUSINESS_UNIT - Business Unit Chars Unit % Edit | (=]
5 ADEPTID - Depariment Char10 DeptID % Edit | [=]
8 AMONTHLY_RT - Monthly Rate Num16.3 Wonthly Rt b4 Edit | (=]
7 AGRADE - Salary Grade Char3. Grade % Edit | [=]
8 D.DESCR - Description Char30 Descr A Edit | [=]
9 AJOBCODE - Job Code Charf Job Code % Edit | (=]
10 B.COUNTY - County Char3o County A Edat | =]
11 AHOURLY_RT - Hourly Rate Num13.6 Hrly Rate % Edat | [=]
SaveAs  NewQuery Properties Publish as Feed New Union Retum To Searc]

ol m

Done

€ Local intran,

2

et | Protected Mode: OFf BU00%

Step Action

Click the Query tab.
| Cluery |

You will add a column to the existing query. On the Query tab, select record A: Job
- EE Job History record and check the FTE option.
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Favorites * Main Menu > Reporting Took > Query > Query Manager

MNew Window | Help | Customize Page | =

Records Query | Expressions | Prompts | Fields | Criteria | Having | ViewSOL | Run

Query Name: LSU_ALPHA_LIST iption: employee company Feed

Click folder next to record to show fields. Check fields to add to query. Uncheck fields to remove from query. Add 2
additional records by clicking the records tab. When finished click the fields tab.

Chosen Records

jas Record

A JOB-EE Job History Hierarchy Join [=] E
(51 B PERSONAL_DATA- PERSONAL_DATA for Rpting Hierarchy Join [=]
1 ¢ PERS_NID - PERS_NID Record Hierarchy Join [=]
() D JOBCODE_TBL - Job Codes joined with A JOBCODE - Job Code Hierarchy Join [=]
Expand All Records Collapse All Records

SaveAs  New Query Properties Publish asFeed New Union Return To Searck]

ol i ] '

Done G Local intranet | Protected Mode: Off v B10% v

Step Action

5. Click the Show Fields button for Record A Job - EE Job History.

6. Click the Sort fields alphabetically button.
2

7. Click the View 100 link.

| View 100

8. Click the Down button of the scrollbar.

]

9. Click the Select option for FTE - FTE.
([

10. Click the Fields tab.
Fields |
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PS9HRTRN:s0
PSSHEWEBDEV11  RcB
Favgrites | Main Menu > Reporting Tools > Query > Query Manager
MNew Window | Help | Customize Page | B
Records Query Expressions Prompts Fields Criteria Having View SQL Run
Query Name: | SU_ALPHA_LIST iptien: emplayee company () Feea
View field properties, or use field as criteria in query statement Reorder/ Sort
Find | e First B 112 of 12 B Last
|HeadinaText ~ [AddCriteria [Edit  [Delete |
1 B.NAME - Name Charso 1 Name % Edit | (=]
2 BEMPLID -Empl ID Char11 D Edit | (=]
3 C.NATIONAL_ID - National ID Char20 NID Edit | [=]
4 ABUSINESS_UNIT - Business Unit Chars Unit Edit | [=]
5 ADEPTID - Depariment Char10 DeptiD Edit | =]
8 AMONTHLY_RT - Monthly Rate Num16.3 Wonthly Rt b4 Edit | (=]
7 AGRADE - Salary Grade Char3. Grade % Edit | [=]
8 D.DESCR - Description Char30 Descr A Edit | [=]
9 AJOBCODE - Job Code Charf Job Code % Edit | (=]
10 B.COUNTY - County Char3o County A Edat | =]
11 AHOURLY_RT - Hourly Rate Num13.6 Hrly Rate % Edat | [=]
12 AFTE-FTE Num2.6 FTE % Edat | =]
SaveAs  NewQuery Properties Publish as Feed New Union Retum To Searc]
7] m ] v
Done G Local intranet | Protected Mode: Off 5 v H100% v

Step Action

11. Click the Add Criteria button.
7.
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Edit Criteria Properties

Choose Expression 1 Type

Field
Expression

Choose Expression 2 Type
© Field
© Expression

@ Constant
©) Prompt
© subquery

OK Cancel

Favorites * Main Menu > Reporting Took > Query > Query Manager

*Condition Type:

Training Guide
Human Resources 9.1 Payroll Reporting - HCSD

Home | AddtoFavorites |  Sign out

Mew Window | Help | Customize Page | i

Choose Record and Field

Record Alias.Fieldname:

@, ABUSINESS_UNIT - Business Uni

equalto -

Define Constant
Constant: @,

Done

@ Local intranet | Protected Mode: Off v B10% v

Step

Action

12.

Unit".

Enter the desired information into the Constant field. Enter "5 - character Business

NOTE: In this example the EKLMC BU is used.

13.

Click the OK button.

OK
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites
Records

Query | Expressions

Query Name: |SU_ALPHA_LIST

Prompts

Main Menu > Reporting Took > Query > Query Manager

Fields

 Lsuteaith

MNew Window | Help | Customize Page | i

View field properties, or use field as criteria in query statement

Cu Find 5
Format [Ord [XLAT [Agq [Heading Text [Add Criteria [Edit  [Delete

Criteria | Having | viewsaL | Run
employes company () Feed
Reorder  Sort

A& or12 B Last

1 B.NAME - Name Charso 1 Name % Edit | (=]
2 BEMPLID -Empl ID Chari1 D 2 Edit | (=]
3 C.NATIONAL_ID - National ID Char20 NID % Edit | (=]
4 ABUSINESS_UNIT - Business Unit Chars Unit % Edit | (=]
5 ADEPTID - Depariment Char10 DeptID % Edit | [=]
8 AMONTHLY_RT - Monthly Rate Num16.3 Wonthly Rt b4 Edit | (=]
7 AGRADE - Salary Grade Char3. Grade % Edit | [=]
8 D.DESCR - Description Char30 Descr A Edit | [=]
9 AJOBCODE - Job Code Charf Job Code % Edit | (=]
10 B.COUNTY - County Char3o County A Edat | =]
11 AHOURLY_RT - Hourly Rate Num13.6 Hrly Rate % Edat | [=]
12 AFTE-FTE Num2.6 FTE % Edat | =]
SaveAs  NewQuery Properties Publish as Feed New Union Retum To Searc]

H100% v |

<
s
2

€ Local intranet | Protected Mode: Off

Step

Action

14.

FTE displays as a Record.Fieldname.

Click the Run tab.

[l
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PS9HRTRN::0
PSSHEWEBDEVI1  Rce
Favorites | Main Menu > Reporting Took > Query > Query Manager
MNew Window | Help | Customize Page | =
Records Query Expressions Prompts Fields Criteria Having View SQL Run
View All | Rerun Query [Download to Excel | Dawnload to XL [ 12100 011104 [ Last
|Lonnoac o X | Last
Name [ NID Unit DeptID |Monthly Rt|Grade Descr CJ;]{:'E ‘County Hrly Rate: (313 I
DIRECTOR OF BUDGET EastBaton
1 CabiilloJuan 357249168 EKLNC EL2058790 oy 155 Cost 1000000
PRACTICAL NURSE~ East Baton
2 Dallasfve 4N 243560967 EKLNC EL2047830 o o 510 PR 150010 oot {4 1000000
PRACTICAL NURSE~ EastBaton
3 DallasEve | 243550087 EKLNC EL2047830 R 150020 Lo B3N 1000000
John ACCOUNTANT
AR 110000011 EKLMC EL2058890 B19 e 159720 Orleans & ‘i 1000000
5 + 110000915 EKLMC EL2047050 516 RNZ 112240 Orleans © 1.000000
6 oML 110001932 EKLIC EL20S730 44 i 514  ADMINPRGMANAGER 1 170680 Orleans | /i 1000000
7 Rt © 110001936 EKLNC EL2059100 203 CUSTODIAN2 100270 Orleans 1000000
8 N N 110001940 EKLNC EL204TO72 ik ASSISTANT 510240 Orleans 4 0500000
D R /110001942 EKLNC EL2059080 SECURITYOFFICER 506640 Orleans 0.330000
John PRACTICAL NURSE~
10 g IR 110001948 EKLUC EL2047820 Sk 510 PRACHOR) 150010 Orleans © 1000000
John ADMINISTRATIVE
i 110001951 EKLMC EL2047670 a7 168050 Orleans 1000000
John PRACTICAL NURSE~
12 s IS 110001954 EKLNC EL2047680 i 510 R TR 150010 Orleans i 1.000000
13 Jom 110001955 EKLMC EL2067340 524 PHARMACIST 3 168950 Orleans 1000000
14 N 110001958 EKLNC EL2047050 i 1 517 RN3 112260 Orleans 4 1000000
o [T 110001957 EKLMC EL2047730 511 PRACTICALNURSE- 450000 Orleans 1.000000 -
o m | '
Done @ Local intranet | Protected Mode: Off A v BI0% v

Step

Action

15.

is viewed.

IDuwnInadtn Exn::ell

This will open a new window.

Click the Download to Excel link.

NOTE: Queries should always be run in HTML format first to ensure that all data

16.

Click the Open button.
Cpen

17.

Click the Page Layout tab.

Page Layout

NOTE: Employee names, NIDs, Monthly Rates and Hrly Rates have been
removed for training purposes only.

18.

Click the Print Titles button.

19.

Click the Landscape option.

(7 Landscape
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Step

Action

20.

Click the button to the right of the Paper size field.

=]

21.

Click the Legal option.

iz ]

22.

Iick the OK menu.

23.

The following topics will be demonstrated in this topic:

* Find and Replace;

* Sort;

« Subtotal;

« Formulas;

» Add/Delete Sheet; and
« Add/Delete columns.

24,

Find and Replace

Click the Home tab.

Home

25.

Click in the H3 field.
DIRECTOR OF BUDGET AND FINANCE
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Home Insert Page Layout Formulas Data Review View Add-Ins x
Arial Unicode b = |10 = [ A7 a7| | @ S [Text - ﬂ % g f‘nmm' N ?
= 3% Delete - || (3]~

ey | A | | 8w o [ o ot | o | - SRS
Clipboard Font il Alignment il Number = Styles Cells Editing J

H3 = | DIRECTOR OF BUDGET AND FINANCE ¥

A 8 & D £ F G H L

1 [Lsu_ALPHA_LIST [ 1104
2 [Name Jio [niD Junit  |Dept D [montnty Rt [Grade[Descr [
3 Cabillo,Juan EKLMC EL2058790 |DIRECTOR OF BUDGET AND FINANCE I
4 Dallas,Eve EKLMC  EL2047830 510 PRACTICAL NURSE-LICENSED, 2 1
5 Dalias,Eve EKLMC | EL2047830 511 PRACTICAL NURSE-LICENSED, 3 "1
& |John Doe EKLMC | EL2058890 619 | ACCOUNTANT MANAGER 2 "1
7 |John Doe EKLMC | EL2047050 516 RAN2 "1
8 | Jonn Doe EKLMC | EL2058790 514 ADMIN PRG MANAGER 1 "1
9 | John Doe EKLMC | EL2059100 203 |CUSTODIAN 2 "1
10 |John Doe EKLMC | EL2047072 ASSISTANT s,
11 | John Doe EKLMC | EL2059080 SECURITY OFFICER 5
12 | John Doe EKLMC |EL2047620 510 PRACTICAL NURSE-LICENSED, 2 "1
13 |John Doe EKLMC  EL2047670 607 ADMINISTRATIVE COORDINATOR 2 "1
14 |John Doe EKLMC  EL2047680 510 PRACTICAL NURSE-LICENSED, 2 "1
15 | John Doe EKLMC | EL2067340 524 PHARMACIST 3 "1
16 | John Doe EKLMC  EL2047050 B17  RNE "1
17 |John Doe EKLMC EL2047730 511 PRACTICAL NURSE-LICENSED, 8 "1
18 |John Doe EKLMC | EL2067150 517 MEDICAL LAB TECHNO SUPV "1
19 | John Doe EKLMC  EL2067150 500 LABTECH2 "1
20 | Jonn Doe EKLMC EL2058980 DIRECTOR OF HUMAN RESOURCE MAN "1
21 | Jonn Doe EKLMC | EL2058870 605 ADMINISTRATIVE COORDINATOR 1 "1
22 | John Doe EKLMC  EL2036220 521 RN-MANAGER "1
23 | John Doe EKLMC EL2067250 516 NUCLEAR MEDICINE TECHNO 2 "1
24 | Jonn Doe EKLMC | EL2058900 09 ADMINISTRATIVE COORDINATOR 3 "1
25 | Jonn Doe EKLMC | EL2067460 515 RESPIR CARE THERAPIST 2 -REG "1
M 4 H| sheet1 <73 0 — m
Ready

Step Action

26. Click the Find & Select button.

217. Click the Replace... menu.

Jac  Replace..

Home Insert Page Layout Formulas Data Review View Add.
=) 4 . S = |l= . 7 7 || S=insert | 3 - %
B S Arial Unicode b (10 - |A” &7 | (3] | |||t % _l% o omme- | - \ﬁ
e B2 B A B~ B[] oo o G | oy T 5 e o
Clipboard & Font {Fl Alignment {Fl Number {Fi Styles cells Editing
H3 = | DIRECTOR OF BUDGET AND FINANCE ¥
A B c D £ £ G H ~

1 [Lsu_ALPHA LIST [ 1104

2 [Name [ip [NiD [Unit__[Dept D [Monthiy Rt_|Grage[Deser [
3 Cabrillo,Juan EKLMC  EL2058790 |DIRECTOR OF BUDGET AND FINANCE I
4 Dallas,Eve - BT = ] 510 PRACTICAL NURSE-LICENSED, 2 1
5 Dallas,Eve Frdemindre - = = %11 PRACTICAL NURSE-LIGENSED, 3 ¢
6 |John Doe Repace :619 ACCOUNTANT MANAGER 2 :1
7 John Doe 516 RNZ 1
& | John Doe Find what: [=] 514 ADMIN PRG MANAGER 1 "1
9 John Doe Replace with: [=] 203 CUSTODIAN 2 "1
10 | John Doe ASSISTANT 5
11 |John Doe SECURITY OFFICER 5
12 | John Doe 510 PRACTICAL NURSE-LIGENSED, 2 id
12 |John Doe Repiacedl | [ e | [ From | [(nanent | [ omme ] '607  ADMINISTRATIVE COORDINATOR 2 g
14 |John Doe ERCTCECzuETeeT 510 PRACTICAL NURSE-LICENSED, 2 it
15 | John Doe EKLMC | EL2067340 524 PHARMACIST 3 id
16 |John Doe EKLMC | EL2047050 GIARGTE] "1
17 |Jonn Doe EKLMC EL2047730 511 PRACTICAL NURSE-LICENSED, 3 it
12 | John Doe EKLMC  EL2067150 517 MEDICAL LAB TECHNO SUPV id
19 |John Doe EKLMC  EL2067150 509 LABTECH2 "1
20 | John Doe EKLMC  EL2056280 DIRECTOR OF HUMAN RESOURCE MAN it
21 |John Doe EKLMC | EL2058870 505  ADMINISTRATIVE GOORDINATOR 1 id
22 | Jonn Doe EKLMC EL2036220 521 RN-MANAGER "1
23 | John Doe EKLMC  EL2067250 516 NUCLEAR MEDICINE TECHNO 2 it
24 | John Doe EKLMC  EL2056200 509 ADMINISTRATIVE GOORDINATOR 3 "
25 | John Doe EKLMC | EL2067460 515 RESPIR GARE THERAPIST 2 REG id
4 4 > ¥ sheet1 /I 0 — m [
Ready 0056 ()

Page 77



Training Guide
Human Resources 9.1 Payroll Reporting - HCSD

Q Lsuteaith

Step Action

28.

Enter the desired information into the Find what field. Enter "RN 2".

29.

Enter the desired information into the Replace with field. Enter "REG NURSE 2".

30. Click the Replace All button.

Replace All

31. Click the OK button.

32. Click the Close button.

Close

33. Sort

Click the Data option.
Data

Home Insert Page Layout Formulas Data Review  View Add-Ins (7]

(& From Access =y 5 d |5 connections ]T = E_g |4 Data validation = ng \ij QD =
3 From Web =T =T o properties % Reapply [ Consalidate U o £

* From Text From Dtnfr Existing Refrejh e Filter o Textto  Remove [ e T Gniup ungvmup Subtotal

EE) Sources Connections All Columns Duplicates =/

Get External Data Connections Sort & Filter Data Tools Outline &
H7 - ( fe | REG NURSE 2 ¥
A 8 & D £ F G H L

1 [Lsu_ALPHA LIST [ 1104

2 [Name i [niD Junit  |Dept ID [Monthiy Rt [Grade|Descr Jlu
3 | Cabrillo,Juan EKLMC EL2058790 DIRECTOR OF BUDGET AND FINANCE 1
4 Dallas,Eve EKLMC | EL2047830 510 PRACTICAL NURSE-LICENSED, 2 "1
5 Dallas,Eve EKLMC |EL2047830 511 PRACTICAL NURSE-LICENSED, 3 "1
6 |John Doe EKLMC  EL2058890 19 ACCOUNTANT MANAGER 2 "1
7 | Jonn Doe EKLMC | EL2047050 516 [REG NURSE 2 I
8 | John Doe EKLMC EL2058790 514 ADMIN PRG MANAGER 1 1
9 |John Doe EKLMC  EL2059100 203 CUSTODIAN 2 "1
10 | John Doe EKLMC | EL2047072 ASSISTANT 5
11 | John Doe EKLMC | EL2059080 SECURITY OFFICER s,
12 | John Doe EKLMC |EL2047620 510 PRACTICAL NURSE-LICENSED, 2 "1
13 | John Doe EKLMC  EL2047670 607 ADMINISTRATIVE COORDINATOR 2 "1
14 | John Doe EKLMC | EL2047680 510 PRACTICAL NURSE-LICENSED, 2 "1
15 | John Doe EKLMC | EL2067340 524 PHARMACIST 3 "1
16 |John Doe EKLMC | EL2047050 GIARGTE] "1
17 | John Doe EKLMC | EL2047730 511 PRACTICAL NURSE-LICENSED, 3 "1
18 | John Doe EKLMC EL2067150 517 MEDICAL LAB TECHNO SUPV "1
19 |John Doe EKLMC EL2067150 509 LABTECH2 "1
20 | Jonn Doe EKLMC | EL2058980 DIRECTOR OF HUMAN RESOURCE MAN "1
21 | Jonn Doe EKLMC | EL2058870 505 ADMINISTRATIVE COORDINATOR 1 "1
22 | Jonn Doe EKLMC  EL2036220 521 RN-MANAGER "1
23 | Jonn Doe EKLMC | EL2067250 516 NUCLEAR MEDICINE TECHNO 2 "1
24 | John Doe EKLMC | EL2058900 509 | ADMINISTRATIVE COORDINATOR 3 "1
25 | John Doe EKLMC | EL2067460 515 RESPIR CARE THERAPIST 2 -REG "1
4 4 > ¥ sheet1 /I . — m [
Ready 20056 (=) i

Step Action

34. Click the Sort option.

=
TR
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Step Action

35. Click the button to the right of the Sort by field.

[=]

Rezd-Only] [Compatibility Made]
Home Insert Page Layout Formulas Data Review View Add-Ins
£ From Access E, E, Iﬂ 53] Connections 4l Y & Clear E’@ |=4 pata validation ~ =>dr @Ar Q ¥z
3 From Web =t = S % properties £ lzla G Reapply = [ Consolidate L B =
> rromTeq  TOMOther | Existing Refresh o 7| Sort | Fitter 7, Advancea Tetto  Remove . st anatyas < Group Ungroup Subtatal
£} Sourees Connections All Columns Duplicates =
Get External Data Connections Sort & Filter Data Tools Outline fa
H7 [C fe | REG NURSE 2 ¥
A B & D E 3 G H I
1 [Lsu_ALPHA_LIST [ 1104
2 [Name | [~io [unit  Jpept D [montnly Rt [Grade[Descr [
3 [cabriio,Juzn DGET AND FINANCE 1
4 [paiias.Eve E-LICENSED, 2 "1
5 [palias,Eve - EE—LICENSED, ) "1
6 |John Doe [ 4y Add Level ][ X Delete Level ][ 122 Copy Level ]l * (e [ Options.. ] My data has headers | Ban AGER 2 n
| pEmibEE Column SortOn Order :‘
8 [sohn Doe Sortby GER 1 1
o e [=] |values [«] |Awz [=] n
10 [John Doe 5
11 |John Doe ER s
12 |Jonn Doe E-LICENSED, 2 "1
13 |John Doe COORDINATOR 2 "1
14 |John Doe E-LICENSED, 2 "1
15 |Jonn Doe "1
16 |Jonn Doe "1
17 |John Doe E-LICENSED, 3 "1
18 |John Doe EKLMC EL2067150 517 MEDICAL LAB TECHNO SUPV "1
19 |Jonn Doe EKLMC EL2067150 509 LABTECHZ "1
20 [John Doe EKLMC EL2058980 DIRECTOR OF HUMAN RESOURCE MAN "1
21 [John Doe EKLMC EL2058870 605 ADMINISTRATIVE COORDINATOR 1 "1
22 [Jonn Doe EKLMC EL2036220 521 RN-MANAGER "1
23 [John Doe EKLMC EL2067250 516 NUCLEAR MEDICINE TECHNO 2 "1
24 [John Doe EKLMC EL2058900 609 ADMINISTRATIVE COORDINATOR 3 "1
25 [Jonn Doe EKLMC EL2067460 515 RESPIR CARE THERAPIST 2 -REG "1
i 4+ 1| sheet1 <73 0 — m [

Step Action

36. Click the DeptID option.
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‘Raﬂern\y] [Compatibility Mode] =
Home Insert Page Layout Formulas Data Review View Add-Ins -a
s From Access 5 5 Iﬂ (& connections | 5 ? ¥ Clear == E‘E [E] Data validation ~ Q.Q a‘dr QD oz
Fomwer - =1 %% properties s & Reapply [ Consolidate B L2l W wy
2 From Text From Dthver Existing Refrevsh &3 Edit Links iL Sort Filter Y/'Advan(ed Textto Remove 55 WhatJF Analysis - GVUVUD Ung‘fuup Subtotal
=) Sources Connections All u Columns Duplicates =/ Iy
Get External Data Connections Sort & Filter Data Tools Qutline il
H7 - fe | REG NURSE 2 ¥
A 8 c D £ F G H L
1 [Lsu_ALPHA_LIST [ 1104
2 [Name Jio [niD [unit  [Dept ID [montniy Rt [crade] [
3 [cabrillo,Juan LDGET AND FINANCE 1
4 [paiias,Eve E-LICENSED, 2 "1
5 [paiias.Eve | lSE-LICENSED, 3 "1
& |John Doe iy addLevel || X pelete Level | [ Zagopytevel || ||+ |[ gptions... | T q
7 |John Doe Column sorton Order :"
& [John Doe sort by =] |velues [+] awz [=]| [JEPeER "\
9 [sohn Doe 1
10 |John Doe s
11 |Jonn Doe ER 5
12 |John Doe E-LICENSED, 2 "1
13 |John Doe COORDINATOR 2 "1
14 |John Doe E-LICENSED, 2 "1
15 |Jonn Doe "1
16 [John Doe "1
17 |John Doe E-LICENSED, 3 "1
18 |Jonn Doe EKLMC EL2067150 517 MEDICAL LAB TECHNO SUPV "1
19 [John Doe EKLMC EL2067150 500  LABTECH2 "1
20 [John Doe EKLMC EL2058980 DIRECTOR OF HUMAN RESOURCE MAN "1
21 [Jonn Doe EKLMC EL2058870 605  ADMINISTRATIVE COORDINATOR 1 "1
22 |John Doe EKLMC EL2036220 521 RN-MANAGER "1
23 [John Doe EKLMC EL2067250 516 NUCLEAR MEDICINE TECHNO 2 "1
24 [Jonn Doe EKLMC EL2058900 609 ADMINISTRATIVE COORDINATOR 3 "1
25 [John Doe EKLMC EL2067460 515 RESPIR CARE THERAPIST 2 -REG "1
M 4 > M| sheet1 /I 0 — m [
Ready 00% (=)

Step

Action

37.

ﬂ'ﬂ Add Level

Click the Add Level button.

38.

(=]

Click the button to the right of the Then by field.

39.

Click the Desc option.

40.

Click the OK button.

41.

Subtotal

Click the Subtotals button.

HE

Subtotal
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A e ,_..-’ [Read-Only] [Compatibility Mode] = Microsoft Excel
a — =
Home Insert Page Layout Formulas Data Review  View Add-Ins © - 7 x
£ From Access L) L) lﬂ |35 connections 2 ? & Clear = = [ pata validation ~ ﬁlﬁr G‘dr QD o=
FANE * N -
Sromwen =1 = 5 properties LA % Reapply — [F Consolidate L Lal o ==
5 From Other Existing Refresh iL Sort Filter \(, Textto Remove . . Group Ungroup Subtotal
{ZFromTest  squrces= | Connections || All= & Edit Links ¥ Advanced || Columns Duplicates 53 What If Analysis = S <
Get External Data Connections Sort & Filter Data Tools Qutline il
2 - fe | Name ¥
A 8 & D £ F G H
1 [LSu_ALPHA_LIST 1104
2 Name ) [N Subtotal "&g_ /il |erade |Descr o
3 [John Doe T — 510 PRACTICAL NURSE-LICENSED, 2 1
4 [sohn Doe IName 516 REG NURSE 2 "1
5 [sonn Doe e et 521 RN-MANAGER "1
se function: - .
& [sohn Doe = 505 NURSING ASST 2 1
um
7 |John Doe T 518 RN-SUPERVISOR 1 "1
oy :
8 [sonn Doe = 505  NURSING ASST 2 "1
9 |John Doe 516 REG NURSE 2 "1
10 |John Doe GG "1
11 |Jonn Doe ASSISTANT 5
12 [John Doe 516 REG NURSE 2 "1
13 |John Doe A 510 PRACTICAL NURSE-LICENSED, 2 "1
a x .
il Jonn Doo 7] Page break between aroups 516 |REG NURSE 2 i
15 |Jonn Doe Frer s CIANGE n
16 |John Doe 607 ADMINISTRATIVE COORDINATOR 2 1
17 |John Doe [emovers | [ ok ][ conl ’607  ADMINISTRATIVE COORDINATOR 2 g
18 |Jonn Doe 510 PRACTICAL NURSE-LICENSED, 2 "1
19 |John Doe EKLMC EL2047680 516 REG NURSE 2 "1
20 [John Doe EKLMC EL2047730 511 PRACTICAL NURSE-LICENSED, 8 "1
21 [Jonn Doe EKLMC EL2047760 NURSE PRACTITIONER 5
22 [Dallas, Eve EKLMC EL2047830 510 PRACTICAL NURSE-LICENSED, 2 "1
23 [Dallas, Eve EKLMC EL2047830 511 PRACTICAL NURSE-LICENSED, 8 "1
24 [Jonn Doe EKLMC  EL2047840 516 REG NURSE 2 "1
25 [John Doe EKLMC EL2058440 511 HOSP ADMISSIONS TECHNICIAN 4 "1
M 4 b M| sheet1 ¥ [N m i
Ready

Training Guide
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Step

Action

42.

Click the button to the right of the At each change in: field.

[-]

43.

Click the DeptID option.

44,

Click the OK button.
oK,

45.

Add a Column

Click the G cell to highlight the entire column.

46.

Right-click the highlighted area.

47.

Click the Insert option.

48.

Click the G2 cell.

Enter the desired information into the G2 field. Enter "Yearly Rt".
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Step Action

49, Formulas

Rt to calculate the Yearly Rt.

You will multiply the number of hours worked in a year (2080) by the FTE and Hrly

Enter the desired information into the G3 field. Enter "=2080*".

Home  Inset  Pagelayout  Fommulas | Data | Review  View  Adddns Gl
2y bl connections 4} [Tz 5 s m { [ :r :
%F Prop: — g
" FromOther | EBxsting || R — |y sort | riter Tedto  Remove || Group Ungroup subtotal
[FromText  s5q Connections || All~ =2 Edit Links Columns Duplicates (=2 What-If Analysis
Get External Data Connections Sort & Fiter Data Toals Outline
CONCATENATE ~ (0 % « f| =2080° ¥
A B & D E G H L M I
ST 1104
2 [Name b v Junit  Joeptio [vearly Rate [orade|Descr [y Rate]FTE |
- | 3 John Doe EKLMC EL2036170 =2080" |5610  PRACTICAL NURSE-LICENSED, 2 1.000000
- | 4 Jonn Doe EKLMC EL2036170 16 REG NURSE 2 7.250000 0.900000
5 EL2036170 Total 1.900000
- | 6 John Doe EKLMC EL2036220 521 RN-MANAGER 7.250000  1.000000
é 7 EL2036220 Total 1.000000
- | 8 John Doe EKLMC EL2036320 505 NURSING ASST 2 7.250000  1.000000
é ] EL2036320 Total 1.000000
- | 10 Jonn Doe EKLMC EL2037060 518 RN-SUPERVISOR 1 7.250000  1.000000
é 1 EL2037060 Total 1.000000
- | 12 John Doe EKLMC EL2047050 508 NURSING ASST 2 7.250000  1.000000
- | 13 John Doe EKLMC EL2047050 516 REG NURSE 2 7.250000  1.000000
- | 14 Jonn Doe EKLMC EL2047050 517 RNB 7.250000  1.000000
15 EL2047050 Total 3.000000
- | 16 John Doe EKLMC EL2047072 ASSISTANT 7.250000  0.500000
é 17 EL2047072 Total 0500000
- | 18 John Doe EKLMC EL2047100 516 REG NURSE 2 7.250000  1.000000
é 19 EL2047100 Total 1.000000
- | 20 Jonn Doe EKLMC EL2047620 510 PRACTICAL NURSE-LICENSED, 2 7.250000  1.000000
L- 21 |Jonn Doe EKLMC EL2047620 516 REG NURSE 2 7.250000  1.000000
22 EL2047620 Total 2.000000
- | 23 Jonn Doe EKLMC EL2047632 517 RNB 7.250000  1.000000
é 24 EL2047632 Total 1.000000
[ - [ 25 John Doe EKLMC EL2047640 507 ADMINISTRATIVE COORDINATOR 2 | 7.250000 _1.000000
H 4 r M| sheets ¥ I T

Step Action

50. Click the L3 cell.

51. Enter the desired information into the field. Enter "*".
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Read-Only] [Compatibility hMode] = Microsoft Excel

Home Insert Page Layout Formulas Data Review  View Add-Ins @ x
£ From Access 2y bl connections | ar 5 = =[] Data validation , 2 ar = @
3 From Web 5f Properties || % Reapply = Consolidate E us = =
S From ?'.!WE\ ~ EX‘:}‘,“U . Refresh 23 Edit Links 4\]. Sort Fifter {' Advanced ’Tcxtl‘:r R:Ill? =’r 3 Whatf An Group Ungroup Subtotal
e Souree Connedtions | 174 Columns Duplicates
Get External Data Connections Sort & Filter Data Tools Outline
CONCATENATE (3 X o fi| =2080713" ¥
A B & D E G H L [ L
1104
o nio Junit  Jpept D [veary Rate [Grage]Descr [Hrty Rate[FT
+ | 3 John Doe EKLMC EL2036170 =2080°L3" [510  PRACTICAL NURSE-LICENSED, 2 7.250000]
- | 4 |John Doe EKLMC EL2036170 16 REG NURSE 2 7.250000  0.900000
5 EL2036170 Total 1.900000
- | 6 |John Doe EKLMC EL2036220 521 RN-MANAGER 7.250000  1.000000
é 7 EL2036220 Total 1.000000
- | & |John Doe EKLMC EL2036320 505 NURSING ASST 2 7.250000  1.000000
é 9 EL2036320 Total 1.000000
- | 10 |John Doe EKLMC EL2037060 518 RN-SUPERVISOR 1 7.250000  1.000000
é 1 EL2037060 Total 1.000000
- | 12 |John Doe EKLMC EL2047050 505  NURSING ASST 2 7.250000  1.000000
- | 13 |John Doe EKLMC EL2047050 516 REG NURSE 2 7.250000  1.000000
- | 14 |John Doe EKLMC EL2047050 517 RNB 7.250000  1.000000
15 EL2047050 Total 3.000000
- | 16 |John Doe EKLMC EL2047072 ASSISTANT 7.250000  0.500000
é 17 EL2047072 Total 0.500000
- | 18 |John Doe EKLMC EL2047100 516 REG NURSE 2 7.250000  1.000000
é 19 EL2047100 Total 1.000000
- | 20 |John Doe EKLMC EL2047620 510 PRACTICAL NURSE-LICENSED, 2 7.250000  1.000000
é- 21 |John Doe EKLMC EL2047620 516 REG NURSE 2 7.250000  1.000000
22 EL2047620 Total 2.000000
23 | John Doe EKLMC EL2047632 517 RNB 7.250000  1.000000
é 24 EL2047632 Total 1.000000
[ - |25 John Doe EKLMC EL2047640 607 ADMINISTRATIVE COORDINATOR 2 7.250000 _1.000000
H 4 b M| sheetl ~¥J Im [
Enter — p—

Step Action

Click the M3 cell.

52.
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Home Insert Page Layout Formulas Data Review View Add-Ins (7]
= 5] conn al [ z 5 = { [ :r a;
3 From Web = Prc - =z
S FL‘:HH E'.!WE\ ~ Ex\:rﬂrnu ~ Refresh &3 Edit Links 4; L Sort Fifter 7 ’T=x'. |‘:’ R - =” 3 Whatf Analysis Group Ungroup Subtotal
i Source Connections || All 17 Columns Duplicates L y
Get External Data Connections Sort & Filter Data Tools Outline
CONCATENATE (3 X o fi| =20807137M3 ¥
A E | © D E 8 H L M =
1 [Lsu_ALPHA LIST] 1104
2 [Name b v Junit  Joeptio [vearly Rate [orade|Descr [hny Rate][FTE |
- | 2 Jonn Doe EKLMC EL2036170  |=2080°L&"M3 [510  PRAGTICAL NURSE-LICENSED, 2 7.250000]_1.000000}
- | 4 JonnDoe EKLMC  EL2036170 516 REG NURSE 2 7.250000 0.900000
5 EL2036170 Total 1.900000
- | & JonDoe EKLMC  EL2036220 521 RN-MANAGER 7.250000 1000000
é 7 EL2036220 Total 1.000000
- & JonDoe EKLMG  EL2036320 505 NURSING ASST 2 7.250000 1000000
é 9 EL2036320 Total 1.000000
- | 10 Jonn Doe EKLMC  EL2037060 512 RN-SUPERVISOR 1 7.250000 1000000
é 1 EL2037060 Total 1.000000,
- | 12 John Doe EKLMC  EL2047050 505  NURSING ASST 2 7.250000 1000000
- | 13 Jonn Doe EKLMC  EL2047050 ¢ REG NURSE 2 7.250000 1000000
- | 14 Jonn Doe EKLMC  EL2047050 ¢ RN 3 7.250000 1000000
15 EL2047050 Total 3.000000
- | 16 John Doe EKLMC  EL2047072 ASSISTANT 7.250000  0.500000
é 7 EL2047072 Total 0.500000
- | 18 John Doe EKLMG  EL2047100 516  REG NURSE 2 7.250000 1000000
é 19 EL2047100 Total 1.000000
- | 20 Jonn Doe EKLMC  EL2047620 510 PRACTICAL NURSE-LICENSED, 2 7.250000 1000000
L- 21 | John Doe EKLMG EL2047620 516  REG NURSE 2 7.250000 1000000
22 EL2047620 Total 2.000000
- | 23 Jonn Doe EKLMC EL2047632 517 RNS 7.250000 1000000
é 24 EL2047632 Total 1.000000,
[ - 25 Jonn Doe EKLMC  EL2047640 '607  ADMINISTRATIVE COORDINATOR 2 7.250000 _1.000000
H 4 b W] sheet1 ¥ [ m [

Step Action

53. Press [Enter].

54. Right-click the G3 cell.

15080.000

55. Click the Copy option.

53 Copy

56.
cells G4 thru G96.

In the G4 cell, press the left mouse button and drag the mouse down to highlight

57. Right-click the desired object.

58. Click the Paste option.

[f%, Paste

59. Click the Office button.

60. Point to the Print menu.
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Step Action

61. Click the Print Preview menu.

L Print Preview
Preview and make changes to pages before

printing.
62. Click the Close Print Preview button.
63. Page Breaks

Click the 23 cell.
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Home Insert Page Layout Formulas Data Review  View Add-Ins @ - = x
[ colors - D B ]3 @ = ,E ‘_=j‘ 53 Width: | Automatic ~| Gridlines |Headings | Bring to Frant - |2 Align ~
== [A]Fonts - = i 3[ Height: | Automatic ||| [¥] view | %] View || <SendtoBack - [8]Group
Themes Margins Orientation Size  Print | Breaks [Background Print
> Effects ~ 5 s ~  arca-ll ~ Titles || £4] Scale: 100% 5 Print Print || B, Selection Pane 5 Rotate
Themes Page Setup - = Scale to Fit || SheetOptions & Anange
D23 - fe | ExLMC ¥
D E F G H L M N L
1
2 |unit [DeptiD  [Montniy Rt |Yearly Rate [Grade|Descr |Hry Rate [FTE
- | 3 [EKLMC [EL2036170 15080.000 510 PRACTICAL NURSE-LICENSED, 2 7.250000  1.000000
é- 4 EKLMC EL2036170 136572.000516 RN 2 7.250000  0.900000
5 EL2036170 Total 1.900000
- | 6 EKLMC EL2036220 15080000521 RN-MANAGER 7.250000  1.000000
é 7 EL 2036220 Total 1.000000
| 8 EKLMC EL2036320 15080.000505  NURSING ASST 2 7.250000  1.000000
é 9 EL 2036320 Total 1.000000
- | 10 |EKLMC EL2037060 15080.000'518  RN-SUPERVISOR 1 7.250000  1.000000
é 11 EL2037060 Total 1.000000
- | 12 |EKLMC |EL2047050 15080.000'505  NURSING ASST 2 7.250000  1.000000
- | 13 |EKLMC EL2047050 15080.000516 RN 2 7.250000  1.000000
- | 14 |EKLMC EL2047050 15080.0005177 RN 3 7.250000  1.000000
15 EL2047050 Total 3.000000
- | 16 |EKLMC [EL2047072 7540.000 ASSISTANT 7.250000  0.500000
é 17 EL2047072 Total 0.500000
- | 18 |EKLMC EL2047100 15080.000516 RN 2 7.250000  1.000000
é 19 EL2047100 Total 1.000000
- | 20 EKLMC EL2047620 15080.000'510  PRACTICAL NURSE-LICENSED, 2 7.250000  1.000000
- | 21 EKLMC EL2047620 15080.000516 RN 2 7.250000  1.000000
22 E1 2047620 Total 2.000000
- |23 EKLMC EL2047632 15080.000'517 RN 3 7.250000 1000000
é 24 EL2047632 Total 1.000000
[ - 25 Eximc EL2047840 15080.000'807  ADMINISTRATIVE GOORDINATOR 2 7.250000  1.000000
H 4 b W] sheet1 <3 [ m ]
Ready Average: 5029416667 Count:10  Sum:15088.25 ||fH [0 M| 200% (=)}

B =N

7 m'E &

Step Action

64. Click the Breaks button.

65. Click the Insert Page Break list item.
Insert Page Break

66. The page break is inserted above line 23 on the worksheet. The page break is
designated by the dashed line.

67. Add Sheet

Click the Home button.

Home

68. Click the button to the right of the Insert field.

3= Insert -

69. Click the Insert Sheet list item.
L_J Insert Sheet

70. Click the sheet 1 horizontal tab.
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) Hicrozof Exee
Home Insert Page Layout Formulas Data Review  View Add-Ins @ - = x
_j & wratunicoden (10 - |[& 0| (S = =[] S e ﬂ ijjﬂL ,’;dl %“]”“"' N % ﬁ
e = = == 3# Delete - | 3]~
e | E A = % e 8w [l )| oot e S | | o e TR
Clipboard Font o Alignment o Number = Styles Cells Editing
D23 - fe | EKLMC ¥
A E c D E F G H I
1 [su_AaPHA g 1104
2 [Name i Jno Junit |Dept D [montniy Rt |Ivearly Rate [Grade[Descr
- | 2 John Doe EKLMC  EL2036170 15080.000'510  PRACTICAL NURSE-LICENSED, 2
é- 4 |John Doe EKLMC  EL2036170 13572.000516 RN Z
5 EL2036170 Total
- | B |John Doe EKLMC  EL2036220 15080.000'521  RN-MANAGER
é 7 EL2036220 Total
- | 8 |John Doe EKLMC |EL2036320 15080.000'505  NURSING ASST 2
é 9 EL2036320 Total
- | 10 |John Doe EKLMC  EL2037060 15080.000'518  RN-SUPERVISOR 1
é 1 EL2037060 Total
- | 12 |John Doe EKLMC  EL2047050 15080.000'505  NURSING ASST 2
- | 13 |John Doe EKLMC  EL2047050 15080.000'516 RN Z
- | 14 |John Doe EKLMC  EL2047050 15080.000517 RN 3
15 EL2047050 Total
- | 16 |John Doe EKLMC  EL2047072 7540.000 ASSISTANT
é 17 EL2047072 Total
- | 18 |John Doe EKLMC |EL2047100 15080.000516 RN 2
é 19 EL2047100 Total
- | 20 |John Doe EKLMC  EL2047620 15080.000'510  PRACTICAL NURSE-LICENSED, 2
- | 21 |John Doe EKLMC |EL2047620 15080.000516 RN 2
22 EL2047620 Total
- 1123 [John Doe EKLMC _EL2047632 15080.000 517 ___ RN 2
é 24 EL2047632 Total
[ - |25 [Jonn Doe EKLMC  EL2047640 15080.000'507  ADMINISTRATIVE COORDINATOR 2
M 4 b M| Sheet? | sheetl /¥ I [
Ready Average: 5029416667 Counti10  Sum:15088.25 ||[EE /(0 M| 200% (-)e Ul ()

27 BB B

-

Step

Action

71.

Click on cell A, press the left mouse button and drag the mouse to the right to
highlight columns A thru M.

72.

Right-click the highlighted area.

73.

Copy

Click the Copy option.

74.

Sheet2

Click the Sheet 2 horizontal tab.

75.

Right-click the A1 cell.

76.

Click the Paste option.

77.

You may need to resize the columns so that the data will display properly.
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[Read-Only] [Compstibility Mode] = icroso
Home Insert Page Layout Formulas Data Review  View Add-Ins ® - = x
3 i arial Unicode b - 10~ (&7 o7| [Z = =|[®] = Tes ij:‘ 13‘32‘ ,’;dl ;: % ﬁ

e s o A [ @ s cr S o No- e e
Clipboard & Font = Alignment = Number = Styles Cells Editing

AL - fe | Lsu_ALPHA_LIST ¥

A B c D E G H L

1 Lsu_ALPHA LI 1104
2 Name b [no Junit  [DeptiD  |Monthly Rt |Yearly Rate |orade|Descr [hny ra
3 [dohn Doe EKLMC EL2036170 15080.000 510  PRACTICAL NURSE-LICENSED, 2 7.25
4 |John Doe EKLMC EL2036170 13572.000516 RN 2 7.25)
5 EL 2036170 Total
6 [John Doe EKLMC EL2036220 15080.000521  RN-MANAGER 7.25
7 EL2036220 Total
8 |John Doe EKLMC  EL2036320 15080.000'505  NURSING ASST 2 7.25
9 EL 2036320 Total
10 |John Doe EKLMC EL2037060 15080.000518  RN-SUPERVISOR 1 7.25)
11 EL 2037060 Total
12 |John Doe EKLMC  EL2047050 15080.000'505  NURSING ASST 2 7.25
13 |John Doe EKLMC EL2047050 15080.000516 RN 2 7.25)
14 |John Doe EKLMC EL2047050 15080.000517 RN 3 7.25)
15 EL 2047050 Total
16 |John Doe EKLMC EL2047072 7540.000 ASSISTANT 7.25
17 EL2047072 Total
18 |John Doe EKLMC  EL2047100 15080.000'516 RN 2 7.25
19 EL2047100 Total
20 |John Doe EKLMC EL2047620 15080.000510  PRACTICAL NURSE-LICENSED, 2 7.25)
21 |John Doe EKLMC  EL2047620 15080.000'516 RN 2 7.25
22 EL 2047620 Total
23 |John Doe EKLMC EL2047632 15080.000517 RN 3 7.25)
24 E1 2047632 Total
25 |John Doe EKLMC EL2047640 15080.000'607 __ ADMINISTRATIVE COORDINATOR 2 7.25
M 4 b M| Sheetd sheeti ¥ Im I
Ready Average: 3937835213 Counti664  Sum:830883.23 |[EBD 0

Step Action

78.

o Delete -

Click the button to the right of the Delete field.

79. Click the Delete Sheet list item.

4 Delete Sheet

80. Click the Delete button.

81. Sheet Title

I
I | sheatl

Double-click the sheet 1 horizontal tab.
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= Home Insert Page Layout Formulas Data Review  View Add-Ins @ - 7 x
3 '* Arial Unicode b - [10 - [ A5 a7 |||[= -] = E) Ei = :f ﬁ
s - = - . 34 Delete - | 3]~ &
g | E A | e I omating » o5 Table  Siyles | 1 Fomat - || 2= Fiter seect~
Clipboard Font Alignment Number Styles Cells Editing

AL - e | Lsu_ALPHA_LIST ¥
A B8 & D £ F G H I
1 [su_APHA U 1104
2 [Name i Jno Junit |Dept D [montniy Rt |[vearty Rate [Grade[Descr
- | 2 John Doe EKLMC  EL2036170 15080.000'510  PRACTICAL NURSE-LICENSED, 2
é- 4 |John Doe EKLMC  EL2036170 13572.000516 RN Z
5 EL2036170 Total
- | 6 |John Doe EKLMC  EL2036220 15080.000'521  RN-MANAGER
é 7 EL2036220 Total
- 8 |John Doe EKLMC  EL2036320 15080.000'505  NURSING ASST 2
é 9 EL2036320 Total
- | 10 |John Doe EKLMC  EL2037060 15080.000'518  RN-SUPERVISOR 1
é 1 EL2037060 Total
- | 12 |John Doe EKLMC  EL2047050 15080.000'505  NURSING ASST 2
- | 13 |John Doe EKLMC  EL2047050 15080.000'516 RN Z
- | 14 |John Doe EKLMC  EL2047050 15080.000'517 RN 3
15 EL2047050 Total
- | 16 |John Doe EKLMC  EL2047072 7540.000 ASSISTANT
é 17 EL2047072 Total
- | 18 |John Doe EKLMC |EL2047100 15080.000516 RN 2
é 19 EL2047100 Total
- | 20 |John Doe EKLMC  EL2047620 15080.000'510  PRACTICAL NURSE-LICENSED, 2
- | 21 |John Doe EKLMC |EL2047620 15080.000516 RN 2
22 EL2047620 Total
- | 23 [John Doe EKLMC |EL2047632 15080.000'517 RN 3
é 24 EL2047632 Total
[ - | 25100 Doe EKLMC  EL2047640 15080.000'507  ADMINISTRATIVE COORDINATOR 2

Step Action

82. Enter the desired information into the sheet 1 field. Enter "ALPHA LIST".

83. Click the G cell to highlight the entire column.
| G

84. Right-click the highlighted area.

85. Click the Delete option.

86. Unhide

Click the A cell, press the left mouse button and drag the mouse to the right to
highlight all columns.

87. Right-click the highlighted area.

88. Click the Unhide option.

89. This completes LSU_ALPHA_LIST Report.
End of Procedure.
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HCSD_FTE_ACTIVE_SUM Report

Procedure

In this topic you will learn how to run the HCSD_FTE_ACTIVE_SUM Report.

PS9HRTRN:s0
PSSHEWEBDEV11  RcB
Favgrites | Mai Menu > Reporting Tools > Query > Query Manager

Home | AddtoFavorites |  Sign out

MNew Window | Help | Customize Page | i

Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.
Find an Existing Query | Create New Query
“Search By: QueryMame = begins with

Search |advanced Search

Find an Existing Query | Create New Query

G Local intranet | Protected Mode: Off v B10% v

Step Action

1. Enter the desired information into the begins with field. Enter "HCSD".

Page 90




Q Lsutealth

PSOHRTRN:s

PSOHEWEBDEV11 RcB

Query Manager

Find an Existing Query | Create New Query

“Search By: QueryMame

Search |Advanced Search

~  begins with

Find an Existing Query | Create New Query

Favorites * Main Menu > Reporting Took > Query > Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.

HCSD

Training Guide
Human Resources 9.1 Payroll Reporting - HCSD

Home | AddtoFavorites |  Sign out

MNew Window | Help | Customize Page | i

Done

G Local intranet | Protected Mode: Off v B10% v

Step Action

2. Click the Search button.
Search
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PSOHRTRN:s
PSOHEWEBDEV11  RcB Home | AddioFavertes |  Sign out
Favgrites | Main Menu > Reporting Took > Query > Query Manager
Mew Window | Help | Customize Page | B
Query Manager

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Query | Create New Query

“Search By: QueryName

Search | Advanced Search

Search Results

~  begins with HCSD

*Folder View: — All Folders —

Check All uUncheck All *Action: — Choose — - Go

Query Customize | Fing | Views AT | B prst B 4.2 0r2 B Lot

to (Runto (Runto
Select|Query Name Descr Owner | Folder Edit |\ra [Excel  |XML Schedule
HTML

[[] HCSD_FTE_ACTIVE_SUM employee counts as of specdt  Public Edit [HTUL] Excel xML  schedule

[7] HCSD_FTE_HCP_ACTIVE Listing HCP's asof spec date Public Edit HTML  Excel XML Schedule

Find an Existing Query | Create New Query

G Local intranet | Protected Mode: Off v B10% v

Step Action

3. Click the HTML link for the HCSD_FTE_ACTIVE_SUM query.

NOTE: This will open a new window.

HTML ||

4, Enter the desired information into the As Of field. Enter *05/27/12".
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[E hetps7/psOnercb2Isuhsc.edu/psc/artm_1/EMPLOYEE/HRMS/q/ ICAction=ICQryNameURL=PUBLIC HCSD.

30‘9- (] https://psSherchZ lsuhsc.edu/psc/hrtm_1/EMPLOVEE/HRMS/q/TICAction=ICQryNameURL=PUEL ~ 4 \4,| x | [= ging P~
i Favorites | o (@ Suggested Sites v &) Web Sice Gallery +
| 4 nitps//psSherch2.lsuhse.edu/psc/hrtm_L/EMPL... . & - ~ [ = v Pagev Safety~ Tooks~ @~
HCSD_FTE_ACTIVE_SUM - employee counts as of spec dt -
AsOf 0527112 [
Business Unit Sum FTE Empl Head Count Class/Uncl FulllPart Reg/Temp
€ Local intranet | Protected Mode: Off €3 v ®100% ~

27 mE = fa M

A ~H Do

Step Action

5. Click the View Results button.
View Results
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€ Query Manager - Windows Internet

£] https://psOhercb2.lsuhsc.edu/psp/hrtrm/EMPLOYEE/HRMS/c/QUERY_MANAGER.QUERY_MANAG ~ g 4| X broken lines
=

S Favorites | 4 @ Suggested Sites ~ ] Web Slice Gallery =

| @ Query Manager |

PS9HRTRNG: s

PSOHEWEBDEV11 RcB

%~ B - [ & v Page~ Safety~ Tooksv @~

Favorites | Main Menu » Reporting Tools » Query > Query Manager
New Window | Help | Customize Page | &
Records | Query | Expressions | Prompis | Fields | Criteria | Having | ViewSQL | Run
As Of = 2012-05-27
| Rerun Query [Downloan 1o Exeal |Download to XML 1707 H
Business Unit Empl Head Count Class/Uncl FullPart
1 EKLMC 843.000000 843 Classified Ful-Tme  Regular
2 EKLMC 6.110000 8 Classiied Pat-Time  Requiar
3 EKLMC 59000000 59 Classified Full-Time  Temporary Job Appointment
4 EKLMC 2000000 2 Other Ful-Tme  Regular
5 EKLMC 48.000000 48 Unciassified Ful-Tme  Reguiar
5 EKLMC 21.990000 59 Unclassified Part-Time  Temporary
7 EKLMC 40.800000 84 HCP Transient Part-Time  Temporary
<[ 1 ] G
Criteria added successfully B €& Local intranet | Protected Mode: Off G-

WEEEH @ A m o

Step Action

6. Click the Download to Excel link.

This will open a new window.
| Download to Excel |

7. Click the Open button.

Report displays.

This completes HCSD_FTE_ACTIVE_SUM Report.
End of Procedure.
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Time & Labor Reports

When running the Time and Labor reports that require the use of a Run Control 1D, you cannot
use the same Run Control ID to run multiple reports at the same time. Reports should be run one
at a time. You must wait for the first report to finish running before requesting another
report to run.

Time Sheet Audit Report
Procedure

In this topic you will learn how to run the Time Sheet Audit Report.

Step Action

1. Click the Main Menu link.

Main Menu
-

PS9HRTRNG:s0
PSOHEWEBDEV11  Rce
Favorites © Main Menu

Personalize S€arch Menu:

O3 Seff Service

(3 Manager Self Service

&3 workforce Administration
(3 Benefits

3 Compensation

3 Time and Labor

3 Payroll for North America
&3 payroll Interface

3 Workforce Development
(3 Organizational Development
3 Enterprise Leaming

3 Workforce Monitaring
3 Set Up HRMS

&3 Reporting Tools

3 PeopleTools

(3 LSUHSC Processes

(5 my Personalzations

»
v
»
»
v
»
v
»
»
v
»
»
v
»
»
v

& Local intranet | Protected Mode: Off Fh v RB100% v

Step Action

2. Point to the LSUHSC Processes menu.

Point to the Time and Labor menu.

3
4, Point to the Report menu.
5

Click the Time Sheet Audit menu.
| E] Time Sheet Audit
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PS9HRTRN:

PSSHEWEBDEV11 RcB

Favorites - Main Menu > LSUHSC Processes > Time and Labor > Report > Time Sheet Audit

Time Sheet Audit Report

Enter any information you have and click Search. Leave fields blank for a list of all values,

Find an Existing Value Add a New Value

Training Guide
Human Resources 9.1 Payroll Reporting - HCSD

Home | AddtoFavortes | Signout

MNew Window | Help | E&

Maximum number of rows to return (up to 300). (300
Run Control ID: beqgins with ~
[CIcase sensitive

Search Clear |pasicSearch [6F Save Search Criteria

Find an Existing Value | Add a New Value

i | '

ction_win0{d: ‘#ICRowl');

€ Local intranet | Protected Mode: Off G v H100% v

Step

Action

Click the Add a New Value tab.

Add a New Yalue

Enter the desired information into the Run Control ID field. Enter "time_audit".

Click the Add button.

Add

Page 97



Training Guide
Human Resources 9.1 Payroll Reporting - HCSD Q LSUHealth

PSOHRTRN:s
PSSHEWEBDEV11  RcB
Favorites ' Main Menu > LSUHSCProcesses > Timeand Labor > Report > Time Sheet Audit
MNew Window | Help | Customize Page | i
Time Sheet Audit

Run Control ID:  time_audit Report Manager Process Monitor Run |

Run Control Parameters
Start Date: B End Date: B

Employees To Process

[ save | =T notify [Eh Add | F]Update/Display
| it ] »
Done € Local intranet | Protected Mode: Off v B10% v

Step Action

9. Enter the desired information into the Start Date field. Enter "043012".
10. Enter the desired information into the End Date field. Enter *050412".
11. NOTE: All Department codes begin with the two-character BU designation and

include the seven digit number.

Enter the desired information into the Department field. Enter "EL2036320".

12. Click the Save button.

[% Save | |

13. Click the Run button.
Run
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Report > Time Sheet Audit

Home | AddtoFavorites |  Sign out

MNew Window | Help | Customize Page | i

Process Scheduler Request

UserID: KOCONN Run Control ID: time_audit
Server Name: ~  Run Date: 05/29/2012 [
Recurrence: ~ RunTime:  [31337PM Resetto Current Date/Time

Time Zone: [

Process List

Description Process Name Process Type “Type *Format Distribution
Time Sheet Audit RPT ZZTLOA3 SQR Report Web ~ PODF ~ Distribution

oK Cancel

G Local intranet | Protected Mode: Off v B10% v

Step Action

14. Click the button to the right of the Server Name field.

-]

15. Click the PSNT option.

16. Click the OK button.

_ox |
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Report > Time Sheet Audit

Time Sheet Audit

Run Control ID:  time_audit Report Manager | Process Monitor iy
Process Instance 1215306

Run Control Parameters
Start Date: 04/30/2012 ) End Date: 050412012 [

Departments to Include

1 [EL2036320 @ INTENSIVE CARE UNIT [+] [=]

save | [@MReturnto Searchl 5] Previous in List | 5] Next in List | [=] Notify | [ Add| Flupdaterispla

 Lsuteaith

Home | AddtoFavorites |  Sign out

Mew Window | Help | Customize Page | B

ol m

Process Instance:1216306 G Local intranet | Protected Mode: Off A

Y

#100% v |

Step Action

17. Click the Report Manager link.
Feport Manager |
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PS9HRTRN:s0
PSOHEWEBDEV1  Roe

Favorites . Main Menu > LSUHSC Processes » Time and Labor > Report > Time Sheet Audit

Administration Archives
View Reports For

User ID: KOCONN Type: [N ~ Last ~ 1 Days -
Status: > Folder: ~ Instance: to:

Report List customize | Find | View A1 E0 ) 2 First Bl 42 o2 B Last

MNew Window | Help | Customize Page | B

DatelTime

Report Pres - Reauest .
Select D B Description Format |(Status |Details

" 05/29/2012  Acrobat .
375617 1216306 Time Sheet Audit RPT 31421PM  (pd) Posted  Details

05/29/2012  Acrobat
375610 1216295 Time Sheet Audit RPT 11:4334AM  (pdD Posted Details

Se\edAﬂ EDESE\EC{NI

UEEE lclick the delete button to delete the selected report(s)
Go back to Time Sheet Audit Report

Save

Administration | Archives

ol m

3
Y

Process Instance:1 216306 @ Local intranet | Protected Mode: Off

<

G v R100% v |

Training Guide
Human Resources 9.1 Payroll Reporting - HCSD

Step

Action

18.

Time Sheet Audit RPT in the Description column turns into a blue link.

If the Status is not Posted, click the Refresh button until Status = Posted and the
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PSOHRTRN:s

PSOHEWEBDEV11 RcB

Administration || Archi

Favorites - Main Menu > LSUHSC Processes » Time and Labor > Report > Time Sheet Audit

 Lsuteaith

Mew Window | Help | Customize Page | B

View Reports For

UserD:  [KOCONN Type:

v Last -

1 Days = Refresh

Status: ~ Folder:

375617 1216306

375610 1216295 Time Sheet Audit RPT

~ Instance: | to: |

05/20/2012  Acrobat
31421PM ("pdf)
05/29/2012  Acrobat
11:43:34AM  (.pd)

First Bl 1202 1

Format |(Status D
Posted  Details

Posted Details

O

Deselect All

Click the delete button to delete the selected repori(s)

Go back to Time Sheet Audit Report

Save

Administration | Archives

<

Process Instance: 216306

3

Y

€ Local intranet | Protected Mode: Off

<

a v R100% v |

Step

Action

19.

Time Sheet Audit RPFT

Click the Time Sheet Audit RPT link.

Page 102



Training Guide

Q LSUHealth Human Resources 9.1 Payroll Reporting - HCSD

ZZTL013_1216306(1]

File Edit View Document Tools Window Help x
B &) @ $ 13 0% - o ] Find -
]
Report ID: ZZTLO13 Time Sheet Audit
User ID: KOCONN =
Eor the period 2012-0s-30 Chrough 2012-0=-04
Empid RedPunch Type Punch DT P TM/Qty Action cancel Msal call Back Comment Data_source Trans pept Ed| |
John Doe o
0 Elapsed 04/30/2012 12.0 Add KOCON1 04
0 Elapsed 04/30/2012 12.0 Add KOCON1 04
0 Elapsed 04/30/2012 12.0 Delete KOCON1 os
0 Elapsed 04/30/2012 12.0 Delete KOCON1 os
o m 08/30/2012 12:01AM Add Kocon1 0s
o m 04/30/2012 12:01AM Delete ocon1 0s
o Tramsfer  04/30/2012 12:01AM Add ocon1 0s
0 Transfer  04/30/2012 12:01AM Delete KOCON1 os
o0 In 04/30/2012 12:01&M Add KOCON1 os
o0 In 04/30/2012 12:01AM Change KOCON1 os
0 Transfer  04/30/2012 12:01AM Add KOCON1 os
0 Transfer 04/30/2012 12:01AM Delete KOCON1 os
Q0 In 04/30/2012 12:01AM Add KOCON1 os
Q0 In 04/30/2012 €:26PM Change KOCON1 os
o m 08/30/2012 6:2eaM Add Kocon1 0s
o0 In 04/30/2012 6:26BM Delete KOCON1 04
o out 04/30/2012 7:00&M Add KOCON1 os
o out 04/30/2012 7:00BM Delete KOCON1 os
0 Out 04/30/2012 7:00AM Add KOCON1 os
0 Out 04/30/2012 7:00AM Change KOCON1 os
0 Out 04/30/2012 2:01PM Add KOCON1 04
0 Out 04/30/2012 2:01PM Delete KOCON1 04
o m 04/30/2012 6:30eM Add Kocon1 0s
o m 04/30/2012 6:308M Delete ocon1 0s
o Tramsfer 04/30/2012 &:30PM Add NoPAY ocon1 0s
0 Transfer  04/30/2012 6:30PM Delete NOPAY KOCON1 os
o0 In 04/30/2012 6:30PM Delete KOCON1 os
o0 In 04/30/2012 6:26PM Change KOCON1 os
0 Elapsed 05/01/2012 12.0 add KOCON1 04
0 Elapsed 05/01/2012 12.0 Add KOCON1 04
0 Elapsed 05/01/2012 12.0 Delete KOCON1 os
0 Elapsed 05/01/2012 12.0 Delete KOCON1 LHE

e A

Step Action

20.

Page 103



Training Guide

Human Resources 9.1 Payroll Reporting - HCSD Q LSUHealth

PS9HRTRN:s0
PSOHEWEBDEV1  Roe
Favorites | Main Menu > LSUMSCProcesses » Timeand Labor > Report > Time Sheet Audit

Administration Archives
View Reports For
User ID: OCONN Type: v Last - 1 Days = Refresh
Status: > Folder: ~ Instance: to:

Report List Customize | Find | 1B rirst B oo Lo
it

MNew Window | Help | Customize Page | B

Report Pres o .
Select D B Description Datelfime |EQrmat |Status |Details

" 05/29/2012  Acrobat .
375617 1216306 Time Sheet Audit RPT 31421 (pd) Posted  Details

05/29/2012  Acrobat

375610 1216295 Time Sheet Audit RPT 11:4334A0  (pdn)

Posted  Details

Selectal  Deselect Al
UEE lclick the delete button to delete the selected report(s)
Go backto Time Sheet Audit Report

Save

Administration | Archives

0l i ] v

Process Instance:1 216306 [E1 G Local intranet | Protected Mode: Off a v B10% v

Step Action

21. Click the Go back to Time Sheet Audit Report link.
Go backto Time Sheet Audit Report

22. This completes Time Sheet Audit Report.
End of Procedure.
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