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8.9 HRMS Step-by-Step Guide
Running Admin Training Report

Overview: The Admin Training report is designed to provide a list of all employees that have taken a
specific course, accompanied by the date they took the training.

Users running this report are restricted to the departments or nodes within their row-level
security. When attempting to run the report selecting parameters outside your security
profile, the report will not produce any data. Setting up the run control parameters can
provide a dynamic reporting tool that allows for easy tracking and analyzing of employee
training records. This report may include the following parameters:

for one or more departments

for your entire campus or node on the HR Tree

for a particular job code

for a specific employee group(s)

for all employees in your department, in alphabetical order
for multiple courses, all in the same report

VVVVVYVYY

For a complete list of reports and reviews available in PeopleSoft 8.9, go to the 89HRMS Report and
Review Resource Guide.

Note: The screen shots used in this guide may not be representative of your access.

1. Navigate to Reports vl o e
and Reviews T — 7”

Search:

| |®

Reports and Reviews

» Reports and Reviews

Reports and Reviews

. . . Auditing F :_.5 Funding and Suspense I ’ Job Information
L] CIICk On }Tralnlng [ Funding and Suspense L Auditing L Funding and Suspense L Job Information
[ Job Infarmation ElPersonnel Actions Audit FElEmplovee Job Data - Fund Dist Benefits with Mo Earrings
[> Payrall and Time = Time Ertry dudit = Furndling Distribution - DeptiD = Contract Pay.
Collection =l Funding Distribution - Pozko EEmployees on Leave of Absence
[ Personal Infarmation 7 More. 11 hare. .
I Position o T T e T 2 =
(= / Bayroll and Time Collection [ | Personal Information L - | Position
| —-RETTi \/ { ; f =
b Training | = P_ay'rnll and Time Collection K P_er’snna\ Information - Position
W I=|Emplovee Compensation B=lCampus Box Table | Activednactive Positions
I VWarkforce Administration E\.eav?T Balance - Termed EE ElEmergency Cortacts [ Active Position History
" = ElEmploy vy = Y
I Compensation ?::dlme EH’:‘1 loyee Birthdays Igi‘umbem Histor:
> Time Collection PEUL LA Le]d=F ore...
I Whiorkfarce Development 7 ] Recruiting 7/ Training
[ Organizational Development " Recruting | Training

I Entetprise Learning g B

i | Candidste Listing
b Reporling Tools = Job Reguistion Informsation
[> PeopleTools

=] Admin Training
=l Student Training History:

=|Review Training Summary.

Ienu =

2. Training Reports are | |sere
displayed PIERETIES ®| | aining

< Reports and Reviews iz
b Auditing E Admin Training
. . [» Funding and Suspense Courze Atendances Status
] CI|Ck on Admin 1> Job Inforrmation

. _— I Payroll and Time

Collection

Tralnln [> Personal Infarmation Or
I Position
[» Recruiting

E" Student Training Histor E Review Training Summar
Student Training History Dizplay= all training courses student has
taken

— Admin Training
— Sludent Training Histary
— Review Training
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3. Admin Training UniverstNer do

SearCh page Menu =
i Search:

displays e

> My Favorites Admin Training

H = Repors and Reviews Enter any infarmation you have and click Search. Leave fields blank for a list of all values.

= Click on Search to b Auciting

I Funding and Guspense | Find an Existing Value |~ Add & MewValue |

flnd an eX|St|ng run &> Joh Infarmatian

I Payroll and Time ‘
Collection Search by: Run Control ID begins with |

Contr0| I D [> Personal Infarmation

[> Position

I Recruiting Search I Advanced Search

<= Training

Find an Existing value | Add a Mew value
— Btudent Training Histary

4. Search Results Admin Traini
min Training

d ISP [ ay Enter ahy information you have and click Search. Leave fislds blank for a list of all values.

| Find an Existing Value || Add a New Valug |

= Click on an existing
Run Control ID or Search by: Run ControlID begins with test

create a new ID
Search | advanced Search

= To create a new ID, | SearchResults
CIICk on Add a NeW i Al First 1 af1 Last

Run Control 1D |Language Code
Value test English

Find an Existing Value | Add a Mew Value

5. Add a New Value
page displays

Admin Training

[ Eind an Existing Value || Add a New Value |

= Enter a new Run

Control |D. Fun Control ID:|Admin_trn
NOTE: Spaces are Add
not valid.
Find an Existing Yalue | Add a Mew Value
= Clickon A% |

6. Ad min Trai ni ng Admin Training

Run Control page

dlsplays Run Control Il:  Admin_trh Repaort Manager Process Monitar Run

= |f your row-level
Security iSs not set at Limit report as needed by adding each selection criteria

a high level of Campus: Job Code: Q&

access for your

entire campus or EmpllD: Q
for cam pus Campus Subgroup: Q
Su bg roups, byp ass Select date range for course end date (leave blank for all)

the Campus and
Campus
Subgroup fields.

From Date: EJ End Date: E‘]
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7. Admin Training
Run Control page

dis P I ays Admin Training
= Enter a Job Code, Run ContrelID:  sh Report Manager Process Monitor U

only if running for
specific job code

Limit report as needed pf adding/each selection criteria

or
Campus: Job Code: qe&—| 2
= Enter an EMPLID,
only if running for EmpliD: 117558 U Martens Matthew <—l 3
one person Campus Subgroup: Q
= Enter From and To Select date range for course end date {leave blank for all)
Dates (Leav_g blank From Date: # End Date: #
unless specific
dates are required)
= Results are based
on row level
security
\ - P —
= |n general, most Personnel Groups (leave blank for all groupsy): < i 1 Last
report users run v o+ [=]
this report using
Only the . \>_ Department {leave blank for all depantments)  qr———r—i 5 Last
parameters in a, F[=
these 3 sections.
Cowrse {choose one to Six courses): < T L =az| 6
= Click _ ADDD3Z QL HRMS-Functional -Instr-led Tng =
FODODT Q' Figcal Code of Ethics-WEB [ [=]

Additional information for 1 — 6 (above):

1. Campus — This field is used to look at all transactions for a single campus and may be used in conjunction with a
Campus Subgroup to further narrow the output.

2. Job Code — This parameter is used to limit the report results to a single job code. If additional parameters are not
used the report will return results for every relevant transaction for that job code.

3. EmplID — This parameter is used to limit the report results to a single employee ID.
4. Personnel Groups — This parameter is used to limit the report results to a Personnel Group (job code series).

5. Department - This parameter is used to limit the report results to a single department. If additional parameters are
not used the report will return results for every relevant transaction within department row-level security.

6. Course(s) — Required — This parameter is used to find the output for specific course(s). A maximum of six
courses can be selected for each report output.
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7. Process Scheduler
page displays

= Enter PSUNX in
the Server Name

= Verify the report
type is Web

= Verify the format is
PDF format

. click — |

8. Admin Training
page re-displays

» Click on Report
Manager

9. Report Manager
displays

» The report will not
display until the
process status is
Posted

* Click Refresh |

until the report is
Posted

= Click on the report
Description Admin
Training
(If a new window
does not open, hold
down the Ctrl key
and click again)

3/2/2007

Process Scheduler Request

User ID: RO0138 Run Control ID: sh

Server Name: PSUN= * | Run Date: azzaz007 E

Recurrence: Run Time: 2:32:56PM Resetto Current DatelTime

Time Zone: Q

Process List

Select (Description Process Hame Process Type ‘Type *Format Distribution

Admin Training TRMOBOCU SGR Report Wieh | | PDF + | Distribution
QK Cancel

Admin Training

Run ComtrollID:  sh @mcessmmmr Fun |

Process Instance: 2753

|Lim'rt report as needed hy adding each selection criteria |

EmpliD; 117858 2L Martens,Matthew
Campus Subgroup: Q

|Select date range for course end date {leave blank for all)

From Date: E‘J End Date: E‘J

Personnel Groups {leave blank for all groups):

-

ind First 1af 1 Last

[ List ] Esplorer || Administration || Archives |

View Reports For |

User ID: Type: | V|Last: ’_1 Days w Refresh ‘
Status: Folder:| V|Instance: | to: |

Report List

™
Customize | Find | Views Al | E2

Reguest DateiTime (Format

0212802007 Acrobat
233A0PM i pdf)

Fosted Details
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10. Admin Training

Repo rt d | S p I ays | n a8 https:fititan.cusys.edu: 887 //psreportsfhr89prac/1355/trn060cu_2753.PDF - Microsoft Internet Explorer

Adobe Acrobat

Fle Edt GoTo Favorites Help
€ D) |ﬂ @ _h j_j search ﬁj\? Favarites 6‘3 3~ “_\ﬁ — _J ﬂ ﬁ
— MWSVS.edu:8877)’psr5pﬂrts;‘hr89praci1355,itmDE|DcL|_27EE‘PDF v| Ba Lk ® Google Gl v 0 () Settings =
= Click = to printthe ( = 6] @ o N e
p (Beeen s @ 0 [OF o @ & [5]0 % - © [B]8 0 & L= 1| [adobenuatar g
report — b
= Click 8= to save gy 1
carpus:  System

Rdmin Training Report
the re Ort Dept: 51000 -- Payrcll & Bensfit Services
EEMz Fiocal cods

Fage Ho. 1L
Bun Date 02/28/2007
Bun Time 13:34:01

| Pages

Eeport ID: TENOEATU
211 fourses Coupleted Befors 1s-FEB-2007

Functional of Ethica
Inatr led wEB
Enplid  nems Job ceds 200022 Grads  F00001 srads
117858 0 Martenc, Matthew HEGRRN 2008-07-07 2006-02-27+ 200

I Comments \l\ Attachments

E] it . @
[% Unknown Zone

Downloaded (0E) :

Running Admin Training Report complete
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