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Running / Viewing / Printing Reports
Time Entry Errors 

This report provides a list of time and leave errors, if applicable.  The report is a 
hard copy of the time and leave errors that may be viewed on-line using the Error 
Message pages and is designed to display errors throughout the recording 
process. It may be printed at any time during the recording process and as many 
times as needed.  Example:  If an “OK” to process check box is turned on during 
the recording process … the report should be printed the next day.  Note:  If 
there are no department errors … the report will indicate “No Employees in 
Error.”  If there are errors, the errors need to be corrected so that the employee 
receives a timely paycheck. 

1. Access HRIS Report
Menu Group: Time and Leave 

Menu Application: Reports 

Menu Item: Time Reports 

Component: Time Entry Errors 
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Time Entry Errors 

 
The Report Request Parameters page will appear.   
3.  Complete the Report Request Parameters 
  
� � �
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Time Entry Errors 
 
4. Save and Run the Report 
 
 k Select  " Save "  to retain selected report parameters. 
 
  

k Select  " Run "  to run the report and to access the 
Process Scheduler Request page.  
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Time Entry Errors 
 
6.  View or Print the Report 
 

After selecting "OK" … HRIS will return to the Report Request 
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Time Entry Errors 
 
 

Report Manager - Set Up Report List 
 
Select the Administration Tab: 

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

 
X If status = Posted … Select  "View"  to Access Report/Log 

Viewer 

 
Status … Posted   Select "Refresh" to view  After report appears 
 reports that have been  on the list, select  
 processed.  Note:  May                  "View" 
 need to select  "Refresh"  
 more than once to view 
 report on the list.   
 
 

 
Note:  Reports will remain on the "Report List" for 30 days. 
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Time Entry Errors 
 
 
Report Manager - Print Report 
 

k To print the report, select the     icon.   
 

Or, select File > Print. 
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Time Entry Errors 
 
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 
Manager.   
 

 
 
 
 

 

 
 
 
 
 
 
 



11 

Time Entry Errors 

Process Monitor - View Report Status

k When Process Monitor Run Status indicates 
"Success"  open e-mail to view/print report. 


