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Running / Viewing / Printing Reports   
 

Print Employee Time Documents 
 

This report produces time documents for nonexempt employees within a selected 
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 4  3 .   Save and Run the Report 
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5. Set Up Process Scheduler  Request Page  
 
      The following options exist for running, viewing or printing the report: 
       

     Web Option                  E-Mail Option   
 

      . 
To view/print report via the Web
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Report Manager  - Set Up Report List 
 

Select the Admi nistration Tab: 

 
 
�;  Status Edit Box = Posted or Blank 
 
�;  Select  "Refresh"  to View Report List 

 
�;  
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Report Manager  -Access Repo rt from Report Detail 

 
 

�N A Message Log, Trace File, and File Name(s) will appear.   
 
 
�N To view the report, select the file name … 

ktec003_2080.PDF. 
 

 
 

 
 
 
 

�N After selecting the PDF file, the report will appear.   
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Report Manager  - Print Report 

 

�N To print the report, select the     icon.   
 

Or, select File > Print. 
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Process Monitor  - View Report Status

�N When Process Monitor Run Status indicates 
"Success"  open e-mail to view/pri nt report. 

�N Open the PD F file to view  or print the report. 

If an error occurs, please contact the HELP DESK at 532


