
1 

Running / Viewing / Printing Reports  
 

 Leave Accrual Report 
 

This report provides leave accrual balances for active benefit eligible employees and 
may be run after the final pay calculation has run for the pay period (normally Friday 
morning).  See HRIS Calendar:  

http://www.ksu.edu/hr/hris/hris_calendar.html
http://www.ksu.edu/hr/hris/hris-tables.html
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Leave Accrual Report  page wi l l  appear .    
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Leave Accrual Report 
 
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: . To view/print report via Electronic Mail
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Leave Accrual Report 
 
Report Manager -Access Report from Report Details 
 

♦ A Message Log, Trace File, and File Name(s) will appear.   
 

♦ To view the report, select the file name … 
wpay019_XXX.PDF 

 

 
 
♦ After selecting the PDF file, the report will appear. 
 

♦ o print the report, select the     icon.   
 

Or, select File > Print. 
 
 
 
If an error occurs, please contact the HELP DESK at 532-7722.


