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PURPOSE

Purpose

This document provides supplemental payroll information. The report offers departments a tool for
managing and administering various aspects of an employee’s payable time to include scheduled hours
and reported hours. This document is for DPRs.
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Step Action

1. Navigate to: Menu > Navigator > Human Capital Management (HCM) > Reporting
Tools > Bl Publisher > Query Report Scheduler

2. For an existing Run Control ID:
e Enter the Run Control ID.
e Select the Search button.
For a new Run Control ID:
1. Select the Add New Value tab.
2. Enter a Run Control ID.
3. Select the Add button.
)

< rocess List Query Report Scheduler

Query Report Scheduler

Find an Existing Value Add a New Value

Run Control I] TEST_RUN_AD_11-17-2023 |

Add

Find an Existing Value | Add a New Value

3. e Data Source Type: Select Query
o Report Name: Enter MDPYRLINFO
e Select the magnifying glass icon to search

i
¢ HOME Query Report Scheduler

Query Report Scheduler

Run Control ID TEST_RUN_AD_11-17-2023 Report Manager Process Monitor

Language English

Report Definition

Data Source Type[ Query ~]
Report Name [MDPYRLINFC| ES
Template ID Q
Template As Of Date [ Channel

Go to BIP Report Search

[5] save ||[=] Notify [Ek Add | %] Update/Display
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Step Action
4. e Select the Report Name link
Look Up Report Definition x
Help .
*Search by: [Report Name | peginswith  [MDPYRLINFO
Lookup Cancel | advanced Search

Search Results  Show Detail

Report Definition Personalize | Find | View All | (21| [E3 First (4 10f1 () Last
Report Name Description 1[.':;‘: SOIRCE Data Source ID gfvtaﬁe&iource
MDPYRLINFO |MDC Payroll Information Report Query MD_PY_PAYROLL_INFO_RPT Public

4

4
! I

5. e Pay Run ID: Select the magnifying glass
Help
MD_PY_PAYROLL_INFO_RPT
Pay Run ID ||
Business Unit (Optional) Q @
Employee ID (Optional) Q
OK Cancel
6. o Select the desired Pay Run ID

= — A L - e — i — — g — 1

2023B20MD P20 2023 BAW PD 10/06/2023
2023B21MD P21 2023 BAW PD 10/20/2023
2023B22MD P22 2023 B/W PD 11/3/2023

2023B23MD P23 2023 B/AW PD 111772023

2023B24MD P24 2023 B/W PD 12M1/2023
2023B25MD P25 2023 BAW PD 121572023
2023B26MD P26 2023 B/W PD 12/29/2023
2023004MD P04 2023 Off-Cycle MDPD
2023008MD P02 2023 Ofi-Cycle Leave Pool

4
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Step Action

7. °
e Select OK

Enter Business Unit and / or Employee ID (this is optional)

MD_PY_PAYROLL_INFO_RPT

Employee 1D (Optional)

Pay Run 1D [2023823MD
[Business Unit (Optional) [AD @

Q

Q

Help

8. °
e Select Run

Review the Query Parameters

MIAMH

Query Report Scheduler
Run Control ID TEST_RUN_AD_11-17-2023
Language English

Report Definition

Template ID[MDFYRLINFO_1

Template As Of Date £

Query Report Scheduler

Report Manager Process Monitor

Data Source Type
Report Name MDFYRLINFO {A! MDC Payroll Information Report

& Report Template

Channel

Update Parameters

Query Parameters

Prompt Name Prompt Value
RUN_ID 2023B23MD
BUSINESS_UNIT AD

EMPLID

Go to BIP Report Search

[Flsave ||=] Motify

E, Add

2] Update/Display
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9. o Type: Select Web

e Select OK

e Format: Select PDF or XLS (Excel)

Process Scheduler Request

UserID E102408

Server Name | v]
I Recurrence | v]
Time Zone (e}
Process List
Select Description Process Name
i Bl Publisher Query Report PEXPQRYRPT

| OK I Cancel

Run Control ID TEST_RUM_AD_11-17-2023

Run Date | 12/18/2023 &
Run Time |3:02:26PM
Process Type *Type

El Publisher

Reset to Current Date/Time

*Format Distribution

Distrbutn

| .

Help

10. e Select Process Monitor

Hlnma
Jcouny]

Query Report Scheduler
Run Control ID TEST_RUN_AD_11-17-2023
Language English

Report Definition

Report Name | MDPYRLINFO Q

Template ID|MDPYRLINFO_1

Template As Of Date :lg

Update Parameters

Query Parameters

Process Instance: 1094004

MDC Payroll Information Report

Q Report Template

Channel

< HOME Query Report Scheduler

Prompt Name Prompt Value
RUN_ID 2023B23MD
BUSINESS_UNIT AD

EMPLID

Go to BIP Report Search

[l Save | [Z] Notify

B} Add

] Update/Display
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Action

11.

e Select Refresh until Run Status reads Success and Distribution Status is Posted

Jeoac]

< Query Report Scheduler

Process List Server List

View Process Request For

UserID [E102408 a Type
Server hd Name
Run Status b Distribution S

Process List

LY
Select Instance  Seq. Process Type

1084004 Bl Publisher

v | Last

Q  Instance From

tatus.

Process Name

PSXPQRYRPT

Process Monitor

. 1

- Save On Refresh

Days

Instance To

User Run Date/Time

E102408 121872023 3:0226PM EST

Report Manage

Run Status

Success Posted Details

Distribution
Status.

View Al

Details

12.

e Select Report Manager

e

< Query Report Scheduler

Process List Server List

View Process Request For

Process List

wmQ
Select  Insunce  Seq. Process Type

1084004 Bl Publisher

Q | Instance From

User D [E102408 a Type o | Last
Server hd Name
Run Status v Distribution Status

Process Name

PSXPQRYRPT

Process Monitor

- Save On Refresh

User Run Date/ Time

E102408 1211872023 3.02:26PM EST

Instance To

v Refresh

~ View Al
RunStaws  Distbution gy
Status
Success Posted Details

inferms

New

13.

e Select the Administration tab

)
o]

< Process List

View Reports For
Name

Reports
5 Q
Report

MDPYRLINFO -
MDPYRLINFO pdf

Go back to Process Monitor

List | Explorer | Administration

Folder ]_-_______.-____.

v Instance

Created On

Report Description

MDPYRLINFO -
MDPYRLINFO PDF

Archives

‘ List ‘ Explorer | | Administration Archives

Folder Name

General

Last

Report Manager

Refresh

1-1 of 1

Completion
Date/Time

12/18/23 3:05PM

1 Days

Report ID

625295

v

| ViewAl

Process
Instance

1094004
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Action

14.

Select the report link to view the report and save the report (e.g., to your

desktop)

HI‘H.a
oot

< Process List Report Manager

List

View Repo

UserID

Status

Report List
5 Q

Select
(=]

Select Al

Delete

Go back to Pre

Explorer ‘ Administration | Archives
rts For
|E102408 ~ Last v
Type
A4 v Instance to
Folder

Report  Pres . Request

D Instance Deseription Date/Time
X ' 121182023

625395 1094004 | MDPYRLINFO - MDPYRLINFO pef o802

D Deselect Al

Click the delete button to delete the selected report(s)

ocess Monitor

1| | Days

1-10f1 «

Format  Status

Acrobat

Posted
)

~ Refresh

| ViewAl

Details

Details




