
Running, Viewing, Printing Reports 
Using Microsoft Excel 

 
Steps 1 - 4:   Proceed through report process. 
 
Step 5:  Set Up Process Scheduler Request Page  
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Report Request Parameters page will appear. 
 
6.  View or Print the Report 
 

After selecting "OK" … HRIS will return to the Report Request 
Parameters page.   

 
 ► Select Report Manager 
 

 
 
 

► Select “View” from Report List 
 
 
Ŷ Status Edit Box = Posted or Blank 
 
Ŷ
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