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Running / Viewing / Printing Reports  
 

Blank Time Document 
 

This report produces a blank time document and may be printed at any time.  This 
report is normally printed for employees who did not receive a time document when 
department time documents were printed (i.e., new hires, rehires, transfers, etc.). 
 
1. Access HRIS Report 
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Report Manager - Print Report 
 

k To print the report, select the  

 

Orrt, selecFile > - Pri. t 
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Process Monitor - View Report Status 
 
Use Process Monitor to view the Process List and Run Status.  A report set up using 
Type = Email ; Format = PDF can not be accessed using Report Manger.   
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