May 2003

REPORTS — SUBMIT PROCESSES & REPORTS FUNCTIONS

This section outlines the steps on how to request a report on an individual person.

STEP ACTION

1 From the Navigation List — Click on Processes and Reports - Submit Processes and
Reports - <Open>
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Functions

Submit processes or run standard reports

Top Ten List
1. Combined Person & Assignment
2. Define Position

+ Request for Personnel Action

+ CAO/TRANSFER Request

+ Mass Actions
Vorkflow Inbox

+ Complaints Tracking

Breakdown Folder

People

Recruitment

+ VWork Structures
PSEUDOSFS50

+ Wiews

- Processes and Reports

Submit Process & Report

Wiew Reqguests

wiew Reports (| ke

2 The Submit a New Request Window displays.

e Click Single Request then - Click <OK>.
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3 The Submit Request Window displays.
e Clickin the Name data field then - Click on the LOV.

Run this Request...
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Upon Completion...

[+~ Catput F

—_—— e

Job Aid #18-12 - Reports-Submit Processes & Reports Function

-1-



May 2003

The Reports (LOV) Window displays.
e Select areport. For Example "Request for Personnel Action”.
e Click <OK>.
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rMarme | Applicatic -
RECOR TEA Data Mismatch Report
RECOR TE&A Statistical Recap Report
RECOR on Payroll not on Personnel
RECOR on Personnel not aon Favroll
Report Replay

SF-52 Tracking Actions

Batch Print Motification of Personnel Action aracle
Mass Realignment De-Sealection aracle
Mass Realignment Pa List for All aracle Fe
Mass Realignment PA List for Ernployees aracle Fe
Mass Realignment Preview aracle Fe
Mass Salary De-Selection aracle Fe
Mass Salary Pa ListTor Al aracle Fe
Mass Salary Pa ListTor Employees aracle Fe
Mass Salary Prewview aracle Fe
Mass Transter In De-Selection aracle Fe
Mass Transfer In PA List for All Oracle Fg
Mass Transfer In PA List for Emplovees Oracle Fg
Mass Transfer In Preview Oracle Fg
Mass Transfer Out De-Selection Oracle Fg
Mass Transter Out PA List for All Oracle Fg
Mass Transfer Out PA List for Emplovees Oracle Fg
Mass Transfer Out Previews Oracle Fg
MMotification of Fersonnel Action Oracle Fg
FPosition Description Oracle Fg
oracle

The Parameters Window displays.
e Enter the employee’s name then - Click <OK>.

The Submit Request Window displays.
e Click <Others> to select the appropriate printer and number of copies.
o Click <Submit>.

E bmit Requ

Run this Request...

Request for Personnel Action
Nvswcls, Birmingham B{68899)

el

Languages...

At these Times...

Run th ' As Soon as Possible Schedule. ..

Upon Completion...
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The Requests Window displays.

e Click the <Refresh Data> button to re-query until the Phase column indicates

“Completed"”.

Refresh Data Find Reguests

Submit a New Request...

LPiELY] |Request for Personnel A 68899, NAVY . TESTINGDS
125386 | Notification of Personnel][ Completed Warning 69039, 2457
125157 |Notification of Personnel | Completed |[Warning  ||29389, 2134, Y, ¥
125156 |Employees Obligation Ac| Completed |[Warning |p1-may 2003, 43357
125070 |Notification of Personnel | Completed  |Normal |69708, 1696
125058 |Notification of Personnel | Completed  |Normal 70177, 1696
125052 |Notification of Personnel | Completed |Normal 55798, 1696, ,
125050 |Motification of Personnel][ Completed Warning 70018, 2452
125048 |Notification of Personnel][ Completed Warning |68551, 2447
125047 |Notification of Personnel Completed Hormal 70016, 1696

Hold Reguest YWiew Details. .. iy Cutput

Cancel Reguest Diagnostics e Log...

e Once the Phase column indicates “Completed” — Click <View Output>.

This will launch Ghostview where you can view and print your request.

e Close all windows.

Refresh Data Find Reguests

Submit a Mew Reguest

LPiELY] |Request for Personnel A Completed Warning 68899, NAVY . TESTINGDS
125386 |Notification of Personnel | Completed  ||Waming  ||69059, 2457
125157 |Notification of Personnel | Completed |[Warning  ||29389, 2134, Y, Y
125156 |Employees Obligation Ad| Completed |[Warning |o1-maY2003, 43357
125070 |Notification of Personnel | Completed ||Normal |69708, 1696
125058 |Notification of Personnel | Completed  |Normal 70177, 1696
125052 |Notification of Personnel | Completed  |Normal 55798, 1696, ,
125050 |Motification of Personnel][ Completed Warning 70018, 2452
125048 |Motification of Personnel][ Completed Warning 168951, 2447
125047 |Notification of Personnel Completed Normal 70016, 1696
Hold Reguest YWiew Details. Wiew Output
Cancel Reguest Diagnostics “iew Log...
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