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Reported Time Status Query for TimeKeepers

e You need to be in PS HR Production (Same URL as ASIA)
https://hrprd.umsystem.edu/psp/prd/?cmd=login

e NAVIGATION= Reporting Tools>Query>Query Manager>
e This panel should appear:

Query Manager

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

Find an Existing Cluery | Create Mew Query

“Search By: Query Name =  begins with

Search I&dvanced Search

Find an Existing Cluery | Create Mew Query

Enter the following Query Name: TL_DIV_DEPT _PAYABLE_TIME_BIW
(Underscores are important. No Spaces exist in Query Names.)
{If you only enter “TL", a list of queries will return. These are not reliable at this time.}

Query Manager

Enter any infarmation 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 - begins with TL_DIV_DEPT_PAYABLE_TIME_BIW
Search | Advanced Search
Search Results
*Folder View:  — All Folders — -
CheckAll | Uncheckanl | *Action: —Choose — - G

Query Customize | Find | View A1 | E0] 88 First B 4 op 1 Bl Last

. Runto |Runto (Runto
Select [ Query Name Owner |Folder Edit HTML Excel XML Schedule

[71  TL_DIV_DEPT_PAYABLE_TIME_BIW Payable Time by Div,Dept GRP  Public Edit HTML  Excel XML Schedule

Find an Existing Query | Create New Query

Clicking on the Edit hyperlink and running from the Excel hyperlink are the two most
common options for returning data. In either method the prompts behave the same.
(Sometimes using Edit returns data more quickly.)
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e You can click on the Excel Link and it will prompt for some information and
download to Excel without entering Query function

e On the prompt panel; do not click on & to use lookup.

Clicking on Edit Option.

Option 1: Clicking “Edit”

This default panel appears. Click on the last tab, “RUN”.

Working on selection: Top Level of Query

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

Records Query Expressions Prompts Fields Criteria Having View SQL Run }

Query Name: TL_DIV_DEPT_PAYABLE_TIME_BIW Description: Payable Time by Div,Dept ,GRP

Mew Window [ Help | Customiz]

Feed

Subguerynion Navigation

Reorder/ 30n|

customize | Find | view Al | B Fist B0 49079 I Lot
1 B.CSD - COLLEGE SCHOOL DIVISION Char10 1 CSsD 2 Edit | =]
2 D.DEPTID - Department Char10 2 DeptlDr ? Edit | E|
3 D.EMPLID - Empl ID Char11 D P Edit | =
4 D.EMPL_RCD - Empl Red Nbr Num3.0 Empl Rcd# z Edit | =1
5 F.NAME - Name Chars0 3 Name ? Edit | =l
6 D.JOBCODE - Job Code Charf Job Code P Edit | =l
7 ATRC-Time Reporting Code Chars TRC ? Edit | E|
8 ATL_QUANTITY - Quantity SNm14.6 Sum Sum Quantity P Edit | =l
9 APAYABLE_STATUS - Payable Status Char2 Payable Status ? Edit | E|
&I Save As Mew Query Preferences Properfies Publish as Feed New Union Ml

Next, the prompt panel should appear.

(All three fields are required.)


javascript:pAction_win0(document.win0,'JOB_POSITION_NBR$prompt$0');�
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TL_DIV_DEPT_PAYABLE_TIME_BIW

Pay Begin Date: Q
Pay End Date: El
Division: QL

] | Cancel |

e Enter the Pay Begin Date in Full MM/DD/YYYY format. (Note: Do not click on
2L to use lookup.)

e Enter the Pay End Date in Full MM/DD/YY'Y format.
Enter your Division Node Name. (This report is only at the division level at this
time.)

e Click OK.

Data should return. The column headers are:
CSD = College, School or Division based upon PS Tree (Ex. KDENT, KA&S)
DeptID = HR Dept ID
ID = Employee ID
Empl Rcd# = Employee record number
Name = Employee Name
Job Code = 4 digit job code
TRC = Time Reporting Code
Sum Quantity = Total hours for each TRC
Payable Status =
SB = Saved but Not Submitted.
NA = Not Approved
AP = Approved, but not yet in payline
TP = Taken to Payroll (This should only appear after payroll calculation.)

Note: IF you use the Edit Option, you can still download to excel by clicking the
“Download to Excel” hyperlink.

New Window | Help | Customize P4

Records Query Expressions Prompts Fields Criteria Having View SQL Run

Pay Begin Date = 2010-10-02,Pay End Date=2010-10-16,Division=KLAW

| Rerun Query | Download to Exkel | Download to XML nﬂ 1-10 of 10 |ﬂ

C5D DeptiD |1} | Empl Red# | Hame Job Code TRC Sum Guantity Payable Status
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Option 2: Saving to Excel. (Directly, w/o “running”.)

Enter the following Query Name: TL_DIV_DEPT_PAYABLE_TIME_BIW
(Underscores are important. No Spaces exist in Query Names.)

{If you only enter “TL", a list of queries will return. These are not reliable at this
time.}

Query Manager

Enter any infarmation 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 - begins with TL_DIV_DEPT_PAYABLE_TIME_BIW

Search | Advanced Search

Search Results
*Folder View: - All Folders — A

CheckAll | Uncheckanl | *Action: —Choose — - 6o

Query Customize | Find | View A1 ] E0 | 8 First Bl 4 op 1 Il (ast

. Runto |Runto |Runto
Select [Query Name Descr Owner |Folder Edit HTML Excel XML Schedule

[7]  TL_DIV_DEPT_PAYABLE_TIME_BIW Payable Time by Div,Dept GRP  Public Edit HTML  Excel XML Schedule

Find an Existing Query | Create New Query

Next, the prompt panel should appear. DO NOT Click on the Magnifying glass for the
Pay Begin Date. You must have all three prompt fields populated.

TL_DIV_DEPT_PAYABLE_TIME_BIW

Pay Begin Date: Q
Pay End Date: El
Division: QL

] | Cancel |

e Enter the Pay Begin Date in Full MM/DD/YYYY format. (Note: Do not click on

4 to use lookup.)

e Enter the Pay End Date in Full MM/DD/YYY format.
e Enter your Division Node Name. (This report is only at the division level at this
time.)

e Click OK.
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Data should return.
SB = Saved but Not Submitted.
NA = Not Approved
AP = Approved, but not yet in payline
TP = Taken to Payroll (This should only appear after a final payroll calculation.)

Prompts should behave the same. Download should behave as any file download.

Mew Window | Help | Customize P4

Records Query Expressions Prompts Fields Criteria Having View SQL Run

Pay Begin Date = 2010-10-02,Pay End Date=2010-10-16,Division=KLAW

| Rerun Query | Download to Excel | Download to XML

& 110 0710 B

Job Code | TRC Sum Quantity Payable Status

CsD DeptiD (] Empl Red# Name

Trouble Shooting:

Pop up blockers may prevent the download. The file sometimes behaves as if it has been
saved without direction to a location. If this occurs, take the following steps.

In your browser: Click on Tools>Internet Options>Security

Add location to secure site list. And then click on “Custom Level”



UMKC

Human Resources

P

Internet Options

2] 2= ]

General | Security |Pri'u'aC!||' | Content I Connections I Programs I

Advanced |

Select a zone to view or change security settings.

@ & v O

Internet Local intfranet  Trusted sites  Restricted
sites

found on your intranet,

Security level for this zone

Allowed levels for this zone: all

Medium-low
- Appropriate for websites on your local network
{intranet)
= - Most content will be run without prompting you
- Unsigned ActiveX controls will not be downloaded
- Same as Medium level without prompts

[] Enable Protected Mod

quires restarts

Custom level...

e
This zone is for all websites that are

Internet Explorer)

Default level

[ Reset all zones to default level ]

| ok || canel

Apply
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Scroll through the settings for Downloads.
The “Automatic prompting for file downloads” option may have “Disable” selected.
Select Enable.
Click ok and apply.

You will need to re run the query; PS only allows one attempt with each run of the report.
Security Settings - Local Intranet Zone |£J

Settings

;}Dﬁﬁlnads

gﬁ Automatic prompting for file downloads
(71 Disable
@ Enable
le download

@\ﬁ Enable .MET Framework setup
(7 Disable
@ Enable

|| Miscellaneous

Arrace Aotz crirrac arrace Aarmizine

1 | 1] [ 3

*Takes effect after you restart Internet Explorer

Reset custom settings

Reset to: [Medium-luw {default) *] [ Reset... ]

L
Y T = T — —r

You will need to re run the query. PS only allows one download with each run of the
report.



