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STEP 1: Create Run Control ID
to run Absence Management
Reports:

o Navigate to:
Main Menu->Global Payroll
& Absence Mgmt->CSU
Absence Mgmt->
CSU - AM Inquiry->Multi
Report

e Add anew Run Control ID:
= C(Click on Add a New
Value tab
=  Enter Run Control ID
(do not use spaces)

. Add
=  (Click on

e If you have an existing Run
Control ID then click on
Search

Main Menu +

» Global Payrall & Absence Mgmt » >

AM Reports

C8U Absence Mgmt = > CSU - AM Inquiry + > Multi Report

Find an Existing Value

Add a New Value

Run Control ID: RUN_AM_RPT

Add

STEP 2: Enter specific Period ID
for Absence Management
Report:

e Enter Period ID:

= (Click on Q

=  Select specific Period ID
from drop down

e Inthe Monthly Processing
section, click on the specific
box(es) to include in report

run
e Clickon S2v&
e Clickon | Suemit

CSU Absence Management - Multi Reports

Report Control ID: 111
Absence Report Search

Empl ID:

Empl Red#:

CSU Unit:

Department:

Period ID:

Clear

Look Up Period ID

Period ID)
Descriptian
Period Begin Date:[>=

Q
X Period End Date: | ==
Q Look Up Clear
Search Results
G
! Wiew 100
Q Period ) Description
201712
2017-07 o |

2017-10
2017-09
2017-08
2017-07

2017-11 Manthiy
2017-10 Monthly
2017-08 Manthly
2017-08 Monthly
2017-07 Wonthly

begins with ¥
begins with ¥

v

v

Cancel

First (4 q4zer13 B Last

Period Begin
Date

COMNYERSION Conversion Period 09/01/2008
2017-12 wonthly

120112017
110102017
1012017
0am1/2017
0822017
07m12017

Basic Lookup

* Click on hyperlink for online query reporting

* Check box{es) to include in report run

Monthly Processing

v Absence Activity

No Leave Taken

Reported Absences

Save

e Process Monitor Submit
B
B
Period End
Date
090172008
1203172017
1173002017
1003172017
09430/2017
o827
0801/2017
¥ Select All
Clear All

-1-




STEP 3: View Process Request:

e Once you submit your

Process List

Server List

View Process Request For

Req uest' the Process User |0 000000000 Q Type ¥ | Last v 25 Days v Refresh
|V|0nit0r W|” dISp|ay Wlth a Server hd Name Q Instance to
Run Status _ Queued Run Status M Distribution Status ¥ | ¥ save On Refresh
Process List Personalize | Find | View All| £ B First 4 1303} Last
[ ] Once the Run StatUS = Select Instance Seq. Process Type :;?::55 User Run Date/Time Run Status g::::’:ution Details
Success and Distribution 1948014 SQR Report CSUAMOO1 00079396 08/13/2017 11:52:17AM PDT Queued /A Details
Status = Posted. click on link 1948913 SQR Report CSUAMOD1 00079396 08/13/2017 10:58:14AM PDT Success Posted
7
Details
STEP 4: View Log/Trace
Details:
Process Detail
o Atthe Processj Detail page, Process
click on link View Log/Trace
Instance 1948902 Type SOR Report
Name CSUAMO001 Description Absence Batch Reporting Engine
Run Status Success Distribution Status Posted
Run Update Process
Run Control ID 111 Hold Request
Location Server Queue Request
Cancel Request
Server PSUNX
[ Delete Request
Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 09/12/2017 1:11:41PMPDT Parameters Transfer

e At the View Log/Trace page,
the reports you requested
will be listed with a file
name CSUAMOO1_xxx.csv

e Click on the specific *.csv
report link to download

—

Run Anytime After 09/12/2017 1:11:41PMPDT Message Log

Began Process At 09/12/2017 1:12:07PM PDT Batch Timings

View Log/Trace

Ended Process At 09/12/2017 1:14:48PM PDT

View Log/Trace

Report
ReportID 640086 Process Instance 1948902 Message Log
Name  CSUAMOO1 Process Type SQR Report
Run Status  Success

Absence Baich Reporting Engine
Distribution Details

Distribution Node  HASONTRS Expiration Date  |10/12/2017
File List
Name File Size (bytes) Datetime Created

CSUAMODD1_ABS_ACTIVITY_1948902.csv 146,037 gg}zmw 1:14:45.338
CSUAMODT_NO_LEAVE_TAKEN_1948902.csv 333 g%'}zmm? UBilEoaee
CSUAMOD1_NO_LEAVE_TAKEN_NO_RO3_1948902.csv [333 g%'}zmﬂ 1:14:46.338
CSUAMOD1_REPORTED_ABS_1948902.csv 39,633 g%'}zmw Tl o0e




STEP 5: Download Report and
Open in Excel:

e Once you click on a specific
*.csv report link, the file in
an Excel format will appear
at the bottom of the page

—

e Click on the file and Excel
will launch with the results

of your report ‘

Distribute To
Distribution ID Type

User

Return

85 CSUAMODL ARS_A...

CE

A

1 EmpliD Red Mame

cceceosse e

Empl Status Empd Class CSU Unit DeptiDy

Auctive
Active
Active
Active
Active
Active
Active
Auctive
Active

Regular
Repular
Regular
Repular
Regular
Regular
Repular
Regular
Regular

28
728
128
728
728
28
728
28
728

3062
3062
3062
3062
3062
3062
3062
3062
3063

*Distribution ID
000000000

M

N

Dept. Nam Job Code  Job Title  FTE  FLSA Statu Union Cod AM Pay Gi Absence T Absence D Balance

General Ar3312
General Ac3312
General A 3313
General At3312
General Ac3312
General Ar3312
General Ac3312
General Ar3312
General Ar3312

"
Administri 1 Exempt  MEO
Administri 1 Exempt  MED
Administri 1 Exempt  MEO
Administri 1 Exempt  MED
Administrs 1 Exempt  MBO
Administri 1 Exempt  MED
Administri 1 Exempt  MEBD
Administri 1 Exempt  MEO
Administri 1 Exempt  MB0

MED VAL CAT Availa 8/1/2017
MEBO VAT CAT Donal 81/2017
MEOVAL Personal b 8/1/3017
B0 VAC Sick - Peric 8/1/2017
MBOVAC Sick - Peric 8172017
MEODVAL State Serv 8f1/3017
MEBOVALC State Serv Bf1/2017
MEOVAL Vac - Peric 8(1/3017
MB0 VAT Vac - Peric 8/1/2017

40
40
1
152
8
23
1
184
16




