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Overview This job aid instructs time reporters how to run an attendance report.

Process Steps

Step Action

Screenshot

Navigation: Main Menu > Core-CT HRMS > Self Service > Reports > Attendance Report

Find an Existing Value | Add a New Value

1
On the Attendance Report (Self Svc) Department Payable Status Rpt
screen, click on the Add a New Value tab. Enter any information you have and click Search. Leave fields blank for a list of all values.
St o R Find an Existing 1I.I'alued— Click Add a New
erore assigning a name Iin the Run Search Criteria Walue link
Control ID box, see the note on the next
page for report naming standards. Run Control ID[begins with |
[ case Sensitive
Limit the number of results to (up to 300): [300
2 _ m .
Search Clear | Basic Search &7 Save Search Criteria
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Step

Action

Report Naming Standards: Reports

should be saved with the initials of your
name followed by a dash and a short
description of the report, preferably
“attend”.

For example, Sam Michael Adam’s
Attendance Report would be saved with a
Run Control ID: SMA-attend. This

is what will be used as your Run Control
ID for future attendance reporting on the
Find an Existing Value tab.

Click on Add.

Screenshot

Department Payable Status Rpt

Find an Existing Value Add a New Value

Run Control IEI SMA

A_ Type your initials or another

+— meaningful value in the

Run Control ID field

Add <+ B. Click the "Add" button

Find an Existing Value | Add a New Value

Once saved, the Run Control ID screen
displays along with your Empl ID and Empl
Record numbers.

Update attendance year, then from the
drop down menu select the month to
begin the attendance report. (Twelve
months or the last confirmed pay period
attendance results will be returned.)

To include accrual page, use Y to include
earned/used accruals by pay period.

Click on Save.

Once all the report parameters have been
saved, click on Run.

Ct Runctl TI375 Ss

Run Control ID SMA-attend

Report Parameters

Empl ID
Empl Record Q
“Year 2021
Month
Include Accrual Page Y
o Save | [ah Returnto Search | [<] Notify

Report Manager ~ Process Monitor

% Add

Run__
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Action

Screenshot

You will be directed to the Process
Scheduler Request screen.

NOTE: No changes should be made to
Type (Web) or Format (PDF).

Click Ok.

Process Scheduler Request

UseriD -

Run Control ID SMA-attend

Server Name

v Run Date 10/13/2021 3

Recurrence

Time Zone

el

Process List
Select Description

Attendance Report

oK Cancel

4 Run Time 3:19:15PM

Process Name Process Type “Type “Format

CTLR375A SQR Report Web  v||PDF v | Distribution

Reset to Current Date/Time

Distribution

On the Run Control ID screen, click on
Process Monitor.

Ct Runctl TI375 Ss

Run Control ID SMA-attend

Report Parameters
Empl ID

Empl Record

*Year
Month

Include Accrual Page

ol Save | [h Return to Search

Report Manager  Process Monitor

e,
2021

January ~

¥

=] Notify & Add
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Action Screenshot

From the Process List you will be able to
access the report. ProcessList | Server Lt

View Process Request For

Click the Refresh button located on the UeertDL. I ’ TA
Server, h Name Q,  Instance From Instance To

top right under the View Process Request

Run Status v Distribution Status v | [ save On Refresh
heading until the Run Status changes N
Process List Personalize | Find | ViewAll | (21| & First (4 1of1 (b Last
from Queued to Success and the Select Instance  Seq. Process Type :;"r::” User  RunDateiTime Run Status ?E;L':”“” Details
Distribution Status changes from N/A to 11642381 SQR Report CTLRATSA © 10442021 11-41:5TAMEDT  |Quetied  NAA Detals
Posted. This process may require clicking
the refresh button several times before
the status changes. :
Process List  Server List
View Process Request For
Once the Run Status reflects Success and
PP . UserlD! Q  Type v| Last v 1Al v © Refiesh
the Distribution Status reflects Posted, e
. . Server Y] Name Q  Instance From Instance To
6 click on details. . JE——
Run Status v Distribution Status v| t Save On Refresh
Process List Personalize | Find | View All| 21| E; First (4 1of1 b Last
Select Instance  Seq. Process Type ;;DITDI:“ User  RunDate/Time Run Status g:i[li:ution Details
11642103 SR Report CTLR3T5A 1014/2021 9:25:11AM EDT Success Posted Details
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Action

Screenshot

On the Process Detail screen under

Process Detail

Process

Actions click on View Log/Trace link

Instance 11642207 Type SQR Report

Name CTLR375A Description Attendance Report

Run Status Success Distribution Status Posted

Run Update Process

Run Control ID SMA-attend Held Request
Queue Request
Cancel Request

UiDelete Request

Location Server

Server PSUNX

7 Recurrence Re-send Content Restart Request
Date/Time Actions
Request Created On 10/14/2021 9:53:40AM EDT Parameters Transfer

Run Anytime After 10/14/2021 9:53:37AM EDT
Began Process At 10/14/2021 9:54:07AM EDT
Ended Process At 10/14/2021 9:54.21AM EDT

Message Log
Batch Timings

View Log/Trace

OK Cancel

You will be directed to the View Log/Trace
screen.

The attendance file can be accessed by
clicking on the link under the File List with
the name saved with the file format
extension PDF.

Once you've viewed and saved or printed
your attendance report, it should be
deleted from your process monitor.

View Log/Trace
Report

Report ID 7322643
Name CTLR375A

Run Status Success

Attendance Report
Distribution Details

Distribution Node PRODRPTFTP

File List

Name
SQR_CTLR375A_11641161.log
ctir375a_11641161.PDF
ctir375a_11641161.out
Distribute To

Distribution ID Type

User

Return

Process Instance 11641161

Message Log

Process Type SQR Report

Expiration Date 11/17/2022

File Size (bytes)
1,806

12,014

217

*Distribution ID

Figielak

Datetime Created

10/13/2021 3:31:55.490576PM EDT
10/13/2021 3:31:55.490576PM EDT
10/13/2021 3:31:55.490576PM EDT
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Action Screenshot

After closing the report window, you will

Process Detail

be redirected to the View Log/Trace Process
screen. Instance 11642103 Type SQR Report
Name CTLR375A Description Attendance Report
Run Status Delete Distribution Status Posted
Click on Return, which will redirect you to Run UpdatelRrocess
. . . Run Control ID SMA-attend Hold Request
the Process Detail sreen. Click on the dial Location Soner Queue Request
C 1 R t
under Update Process to Delete Request. Server PSUNX iDetots Regont
Recurrence Re-send Content Restart Request
) . . . Date/Time Actions
Click on Ok, which will redirect you to the
Request Created On 10/14/2021 9:25:13AM EDT Parameters Transfer
Pr |_| t Run Anytime After 10/14/2021 9:25:11AM EDT Message Log
ocess LIS
Began Process At 10/14/2021 9:25:29AM EDT Batch Timings
9 Ended Process At 10/14/2021 9:25:42AM EDT View Log/Trace
Click on Refresh and the attendance
OK Cancel

report row will be removed from the
Process List.




