
 
HOW TO GENERATE STUDENT TIME REPORTS 

 
Important Note: Student Time Reports may be retained by department coordinators for reconciling or 
recordkeeping purposes, but do not need to be submitted to Financial Aid or Payroll Services. 

1. Pomona HR > Pomona Time and Labor > Student Time Report 
 

 

 
 

2. If you do not have an existing run control ID, you can create a new value by clicking 
the Add a New Value tab. 

 

 
 
 



 
 

 
 

 Create a name for the run Control ID, then press Add.  There can be no spaces in the name.  
Once the run control ID is created, it cannot be deleted.  This only needs to be done once. 

 

Note: Next time you need to run the Student Time Report, you can click Search to populate previously 
created Run Control IDs. 

 

 

 

 



 

3. Enter the desired month and year, click Save and then Run. 
 

 
 

Note: If you leave the Department and Position Number fields blank, you can generate all Student Time 
Reports that you have access to. 

 

4. The parameters do not need to be changed on the Process Scheduler Request page.  
Just click OK to continue. 

 

 
 
 
 



 

5. A process instance number should appear indicating that the report is generating.  You 
can access the report by clicking on Report Manager. 
 

 
 
 

6. Click on Report name then click on PDF link. 
 

 
 
 
 
 
 
 
 
 



 

 

 

7. Open PDF with Adobe Acrobat and organize files to delete non-work study Student 
Time Reports 

 

 
 
 
 
 
 
 
 
 
 
 






