How to Run the BOB Report from HRMS
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1. Click Search on the Find an Existing Value tab to select a Run Control ID to open the report
parameters page.

2. To add a new run control: select the Add a New Value tab. Enter the name for the run control, and
then click the Add button.
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Enter a date (mm/dd/yyyy) or click on the calendar icon and select a date.
4. Enter HR784
5. Select a Report choice.

a. All =the entire HR784

b. Division = Tree node level 3, President, Provost or A&F
c. College = Tree node level 4

d. Department = individual departments

6. If you select Division, College or Department, you must enter a Department ID or click on the
magnifying glass for your options.

7. Select your sort and page break options

8. Run the report for specific cost centers by completing the fields and add more by using the plus
sign.

9. Click Run.



Process Scheduler Request

User ID: Run Contro
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10. The server name PSUNX should default. If not, either leave the field blank or select PSUNX.
11. Accept or Enter a Run Date and Run Time.

12. Verify that the BOB Report is selected with a Web Type and PDF Format.

13. Enter a Distribution if you want to share the report.

14. Click OK.

15. This will take you back to the report parameters back, click on the Process Monitor link.
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16. Your report must have a Run Status of Success and Distribution Status of Posted to view. Click
Refresh to update the status fields.

17. When you have Success, Click Details.



Process Detail

Instance: 6173118 Type: S0R Report
Hame: UBUDOZ22 Description: BOB Report
Run Status: SlUCCess Distribution Status: Fosted

R [lUpdateProcess

Run Control ID: BOB Hold Request

Location: Server Queue Request

Server: PSUNX Cancel Request

Recurrence: O Delete Request
Restart Request

Request Created Om:  10/12/2011 9:52:004M COT FParameters Transfer

Run Anytime After: 10132011 9:41:22580 COT Message Log

Began Process At 10132011 9:52:07AM COT Batch Timings

Ended Process At: 10M32011 952:37AM CDT View Log/Mrace

18. Click View Log/Trace.



View Log/Trace

Report ID: 3247268 Process Instance: 6173118 Message Log
Hame: LBuDO0ZZ2 Process Type: SOR Report

Run Status: 3Success

BOEB Report
Distribution Details
Distribution Node:  PSUMNX Expiration Date: 11212011
File List
Name File Size es Datetime Created
5 ] 1,475 10M32011 9:52:37.164969AM COT
ubudi2? G173118.PDF 12,369 10M32011 9:52:37.1649694M COT
ubud out 2,130 1032011 8:52:37.164869AM COT

19. Click the PDF file link to open the HR BOB Report in Adobe Reader.





