Bowie State University Human Resources
Documentation

Effort Report on Line

Step 1

Sign onto PeopleSoft Human Resources by
http://csweb.bowiestate.edu:8081/psp/csprd/?cmd=login

Navigation

Navigate to Self Service > Time Reports

Results

= Base Navigation Page - Windows Internet Explorer.
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Home Worklist

Add to Favorites Sign out

Menu
~ Time Reporting

[> Report Time )

&> View Time 10 Time Reporting

— Bowie Time Reporting

— Bowis Effort Report Report and review your time, schedules, request absences and more.

— Bowie Time Entry History = Bowie Time Reporti = Bowie Effort Report = Bowie Time Entry Histol
(- Personal Information Buw;enma Reporting Bowie Effort Report E Bowie Time Entry History
(- Payroll and Compensation
[ Benefits
[> Stock Activity ﬁ Report Time K] View Time
[» Learning and Report your time and request planned View your schedules, forecasted, payable

Development overtime and absences. and comp time, exceptions and more.

> Performance Management =l Wass Time =] Time and Labor Launch Pad
[> Recruiting Activities [E] Overtime Reguests = Compensatory Time
[ Class Search / Browse Elieb Clock = Payable Time Summary

Catalog [ElPayable Time Detail
[> Enroliment
[» Campus Finances
- Campus Personal
Information
[> Academic Records 7
- Degree
ProgressiGraduation
[» Transfer Credit
[> Student Admission
— Student Center
— Workflow User Preferences
- Manager Self Service
> Recruiting
[ Workforce Administration
[ Benefits
> Compensation
> Time and | abor
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Step 2

Click on Bowie Effort Report, the following screen will appear.
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Results

= Bowie Effort Report - Windows Internet Explorer
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Bowie Effort Report
Enter any information you have and click Search. Leave fields blank for a list of all values.

— Bowie Time Reporting
— Bowie Time Entry History
[» Personal Information
> Payroll and Compensation
[> Benefits
[ Stock Activity
(> Learning and
Development
- Performance Management
[ Recruiting Activities
[ Class Search / Browse
Catalog
[ Enraliment
[- Campus Finances
> Campus Personal
Information
[» Academic Records
- Degree
Progressi/Graduation
[> Transfer Credit
[» Student Admission
— Student Center
— Waorkflow User Preferences|
- Manager Self Service
(- Recruiting
[+ Workforce Administration
[> Benefits
- Compensation

{ Find an Existing Value {_ Add a New Value

Search by: RunControlDbeginswit| |

[ case sensitive

ﬂw

Find an Existing Value | Add a New Value

[

(@  Trusted sites

Step 3

Click on search or add a new run control ID, the following screen will
appeatr.

Results

Bowie Effort Report - Windows Internet Explorer
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= Time Reporting ~
[> Report Time m
[ View Time
— Bowie Time Reporting
— Bowie Time Entry History
[ Personal Information
(- Payroll and Compensation
[+ Benefits
[» Stock Acivity
[> Learning and
Development
[ Performance Management
[» Recruiting Activities
[» Class Search / Browse
Catalog
[> Enroliment
[» Campus Finances
- Campus Personal
Information
[> Academic Records
- Degree
ProgressiGraduation
[» Transfer Credit
[> Student Admission
— Student Center
— Workflow User Preferences
[ Manager Self Service
> Recruiting
[ Workforce Administration
[ Benefits
[» Compensation

s Al e

hew Window | Help | Customize Page |

Runctl Tmefiort

Run Control ID:  Jw

Run ‘

Report Manager Process Monitor

Language:

From Date:

End Date:

O R et

[ save | O Return to Search ‘ [=] Hotify ‘
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Done [@ « Trusted sites 10w -
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Step 4

Click prompt lookup From Date and End Date to select for the desired dates,
then click save and click run, the following screen will appear.
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= Bowie Effort Report - Windows Internet Explorer
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7 Time Reporting o) New Window | Help | Customize Page | \5
[> Report Time
[> View Time

_ Bowie Time Reportin Process Scheduler Request

ie Effort Report
- ie Time Entry History

[» Personal Information -
[> Payroll and Compensation Server Hame: PSNT *| RunDate: 03/04/2009 [}
I Benefits Recurrence: Run Time: 1-14'55PM Reset to Current Date/Time ‘

User ID: JIA Run Control ID: JW

[ Stock Activity
[> Learning and Time Zone: |:|Q
Res u ItS Ze el Process List

- Performance Management — —

[> Recruiting Activities Select Description Process Name Process Type “Type Distribution

I Class Search / Browse 7] TMEFFORT TMEFFORT 00 Daport istribution
Catsos [ Gt B

[ Enraliment

[- Campus Finances
> Campus Personal
Information
[» Academic Records
[ Degree oK Cancel
Progressi/Graduation 44
[> Transfer Credit
[» Student Admission
— Student Center
— Waorkflow User Preferences|
- Manager Self Service
(- Recruiting
[+ Workforce Administration
[> Benefits
- Compensation

[
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On the above screen check the select box and insure Server Name =

Step 5 PSNT, type = Web and format = PDF, then click OK.

To see the reports go to the Report Manager click Administration tab

S click Refresh until Status = Posted.

= Bowie Effort Report - Windows Internet Explorer
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— Bowie Time Reporiing

— Bowie Effort Report

— Bowie Time Entry History . . .
[» Personal Information UseriD: |MA | Type: | vll““"
> Payroll and Compensation Status: | vl Fulder:l
[> Benefits
[- Stock Activity Report List
[> Learning and
Results e e select  Boort Pres - pocepy RequestDatellime Format  Status  Details
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Catalog
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- Degree Se\edAH DDasa\em&\l
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[> Transfer Credit %‘C\lckme delete button to delete the selected repori(s)
[» Student Admission
— Student Center Go back to Bowie Effort Report
— Workflow User Preferences
- Manager Self Service
[> Recruiting & save
[+ Workforce Administration
[> Benefits List | Explorer | Administration | Archives __
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Step 7

Click Details,

Results

Step 8

the following screen will appear:

Bowie Effort Report - Windows Internet Explorer
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= Time Reporting
> Report Time
[ View Time
— Bowie Time Reporting

[> Personal Information

(- Payroll and Compensation

[» Benefits

[+ Stock Activity

[ Learning and
Development

[ Performance Management

[» Recruiting Activities

[» Class Search / Browse
Catalog

[ Enroliment

[» Campus Finances

- Campus Personal
Information

[> Academic Records

[» Degree
ProgressiGraduation

[» Transfer Credit

[> Student Admission

— Student Center

Worklist Add to Favorites

~ Mew Window | Help | Customize Page | &, #

Report Detail

ReportiD: 1586 Process Instance: 236576 Message Log
Name: TWMEFFORT Process Type: SQR Report

Run Status: Success

TMEFFORT

Distribution Node: ReportNode Expiration Date:

03H1/2009 [
File List
Name Eile Size (bytes) Datetime Created

8GR TMEFFORT 286576 log 1,605 03/04/2009 1:16:15.000000PM EST
| | TMEFFORT 286576.PDF 1,790 03/04/2009 1:16:15.000000PM EST
TMEFFORT 286576.0ut 270 03/04/2009 1:16:15.000000PM EST

Distribute To
listribution 1D

Distribution ID Type

User |« 3] =

— Workflow User Preferences
- Manager Self Service
> Recruiting
[ Workforce Administration
[ Benefits
[» Compensation
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nght click on PDF report and click on open to view report. The report may

also be saved

Results

to a disk. The following is example of Effort Report:
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