	Running Reports in PeopleSoft 
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 To view the online tutorial, visit: http://www.csupomona.edu/~payroll/am/guides.shtml
Frequency: As Needed

	Process At A Glance:

· Navigate to the Report.  

· If this isn’t your 1st time running a Payroll report in PeopleSoft, the Run Control page should automatically load.

· If this is your 1st time running a Payroll report in PeopleSoft, create a new Run Control ID called PayrollReports.  
· Once you’ve run the report, confirm you have a Process Instance number, then select the Report Manager hyperlink.

· Once you see the report has been loaded, select it.

· It’ll open in Adobe Acrobat Reader.




Running & Retrieving Reports
	Step 1: 

Select the report you’d like to run.


	Navigate to the correct page: 

For Example:
Menu > POM Custom Menu > Pomona HR > Absence Mgmt > Payroll Certification Report


	Step 2:

(Only Required Once for Payroll Reports) 

Create a new Run Control ID called PayrollReports.
	Create a new Run Control ID if you’ve never run a Payroll report before.
Enter PayrollReports (no space) in the Run Control ID field.
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	Step 3: 

Enter the appropriate parameters for the report.  


	Note: This is an example of Report Control Parameters, which vary by report.
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· Required fields are usually identified by an asterisk.

· If you don’t get the expected results on your report, review your Run Control Parameters.


	Step 4: 

Select Run. 
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	Step 5:

Confirm the Process Scheduler Request page is completed correctly.
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· For Payroll reports, the Server Name should always be PSUNX.

· Confirm the Run Date & Time haven’t been accidentally changed to a future date.
· Confirm the Type & Format haven’t been changed.

	Step 6:

Select Ok.
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	Step 7:

Confirm that you’ve received a Process Instance number.
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Note: 
If you don’t see a Process Instance number after selecting ‘Ok’, then you’ll need to repeat steps 3 - 6.



	Step 8:

Select the Report Manager hyperlink.
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Note:  Most departmental users will not have access to Process Monitor, so you may see a message that says you don’t have access if you select the Process Monitor hyperlink.

	Step 9:
Open the report in Report Manager.
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Note: 
If you are having trouble opening Adobe Acrobat reports, confirm you have a more recent version of Adobe Acrobat Reader, and confirm your browser is not blocking popups.  You may need to refer the issue to the Cal Poly Pomona Helpdesk. 



	If you have pop-up blockers turned on, you will receive a pop-up blocker message. Different internet browsers display different messages but they all say pop-up blocker.
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	Click on the tool bar and select  “Always allow popups for  cms.cms.csupomona.edu”
Now click the report hyperlink again, and your report should open.
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Sample Report 
Note: Parameters from Run Control Page are reflected on the report.
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