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Ben Admin Activity Report

Concept

Run the Ben Admin Activity report to identify open benefit events that need processing. This
report should be run at least on aweekly basis.
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MaineStreet

Navigation

# MaimeStreet

Personalize Content | Lavout

Menu
Search:

@

My Favarites

Self Service

Manager Self Senice
University of Maine System
Workforce Adrministration
Benefts

Time and Labar
Payrall for North America
Warkforce Development
Organizational Development
Workforte Monitoring
SetUp HRMS

SetUp BACR

Enterprige Components
QuickAddress Pra Wab Int.
Repoting Tools
PeopleTaols

Diata Models

Return to Portal

by Personalizations

My Dictionary

Help

Step Action

1. Click the University of Maine System link.

[ University of Maine Syster|

2. Click the Benefitslink.

[ Benefits

3. Click the Reportslink.

[ Repors

4, Click the Ben Admin Activity link.

Ben Admin Activity
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Procedure

Search: e Window | Help |
b My Favarites Ben Admin Activity
[ Self Service Enter any information you have and click Search. Leave fields blank for a list of all values,
I Manager Self Semvice
[ University of Maine Systarm Find an Existing Value
[ HRMS
I Payrall
< Bengfils Search by: Run Control ID begins with |
> Process "
1 Revizw Bengfis Dlcase sensitve
« Reports
— 403h Tax Shelter Search | Advanced Search
- Tax Shefter Limit
- Benefits

Find an Existing Value \ Add a NewYalue

SummaryRemitiance

~ Leave Carryover Max
- Incentive Retirement
Liability
— Leave Summary
- Time And Labor
> Betup University of Maine
Sye.
I General Options
[ Warkforee Administration
1 Benefts
[ Tirne and Labar
I Payroll for Morth America
I Workforce Development
I Organizational Developrent
1 wiorkarce Monitoring
I SetUp HRMS
[ SetUp SACR
I Enterprise Components
[ QuickAddress Pro ¥eb Int
> Reporting Tools
b PeopleTools
[ Data Models
|- Retun to Portal
|- My Prersonalizations
|- My Dictionary

Step Action

5. Enter the desired information into the begins with field.

6. Click the Sear ch button.
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Search:
®

iy Favorites

I Self Senice

[ Manager Self Senice

[ University of Maine System
5

I Payroll
7 Benefits
> Process
> Review Benefits
= Repans
= 403h Tax Shelter
— Tax Shelter Limit
— Beneflts
SummaryRemittance
g ity
— Leave Garyover May
~ Incentive Retirement
Liability
~ Leave Sumrmary
I Time And Labor
I Getup University of Maine
Sy
> General Oplions
[ Warkforce Administration
[ Benefits
[ Tirme and Labar
1> Payroll for Morth America
1 wiorkarce Development
[ Organizational Development
I Workforce Monitoring
I Set Up HRMS
I Set Up SACR
! Enterprise Components
[ QuickAddress Pro ¥eb Int
I Reporting Tools
I PeopleToals
[ Data Madels
|- Reeturn o Portal
|- My Personalizations
|- My Diclionary

Ben Admin Activity

Run Control ID: ~ test Reportanacer Process Monitor __RY"

hlewWindow | Help | Custornize Pace |

B save | CiRetuntoSearch | [=] Notity

Bedo |  BEUpsiateDisplay

Action

Click the Run button.
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hlewWindow | Help | Custornize Pace |

Search:

i My Favorites Process Scheduler Request

I Self Senice

[ Manager Self Senice

[ University of Maine System
5

User ID: 0099588 Run Control ID: test

e Server Name: ¥ RunDater 10422008 H

a0l

= Benefits Recurrence: | Run Time: \3 I221PN Resetto Current Date/Time
Q

> Process
> Review Benefits Time Z

= Repans
= 403h Tax Shelter Process Type
— Tax Shelter Limit
_ Bengits Ben Admin Activity Report UMHROD17 S0R Report

SummaryRemittance

— Leave Carryover Max
- Incentive Retirement
Liability
- Leave Surrmary 0K Cancel
I Time And Labor —I —I
I Getup University of Maine
Sy
> General Oplions
[ Warkforce Administration
[ Benefits
[ Tirme and Labar
1> Payroll for Morth America
1 wiorkarce Development
[ Organizational Development
I Workforce Monitoring
I Set Up HRMS
I Set Up SACR
! Enterprise Components
[ QuickAddress Pro ¥eb Int
I Reporting Tools
I PeopleToals
[ Data Madels
|- Reeturn o Portal
|- My Personalizations
|- My Diclionary

Step | Action

8. Click the OK button.
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search: NeswWindow | Help | Gustornize Pag |

iy Favoritas Ben Admin Activity

I Self Senvice
b Manager Self Senice Run Control ID: ~ test Reportanacer Process Wonitor [__RY1
[ University of Maine System
5 Process Instance 484
I Payroll
7 Benefits
e Muposts [Farmington [FortKent  [Machiss [0rono [SouthernMuine [Prosausisls [Systom Offie _[Outreach
- Reports
= 403h Tax Shelter
— Tax Shelter Limit
— Beneflts

SummaryRemitance
g ity
— Leave Garyover May
~ Incentive Retirement
Liability
~ Leave Sumrmary
I Time And Labor
I Getup University of Maine
Sy
> General Oplions
[ Warkforce Administration

E ?;::ﬂ;;ﬂ Labor @ save | QReturntoSearch | (=] otify [EXC
1> Payroll for Morth America

1 wiorkarce Development

[ Organizational Development
I Workforce Monitoring

I Set Up HRMS

I Set Up SACR

! Enterprise Components

[ QuickAddress Pro ¥eb Int

I Reporting Tools

I PeopleToals

[ Data Madels

|- Reeturn o Portal

|- My Personalizations

|- My Diclionary

Step | Action

9. Click the Process Monitor link.
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search: NeswWindow | Help | Gustornize Pag |

1 My Favorites

I Self Senice
b Meriager St senice
Vl;w;gs‘“ il el e User ID: 099998 @0 Type: ltast [ 20 [Days v] Refresh
> Payrall Server: | Vl Name: ‘ Q Inslance:‘ to ‘
RS Run | | Distribution | v [¥] Save On Refresh
\ FiaEss Status: Status.
> Review Benefits
= Repans <
= 403h Tax Shelter
— Tax Shelter Limit
- Benefts 481 S0R Report UMHRO017 0015749 1012/2008 332:21PMEDT  Pracessing  NiA Defails
SummaryRemittance
ity 483 S0R Report UMHROO1T 0015749 1012/2008 3:3111PMEDT  Processing  NIA Details
_ %‘{% 478 50R Repart BAS005 0015749 1010/2008 11:38:554M EDT  Success Posted Details
Liability 476 S0R Report BASD04 0015748 10/10/2008 11:25:30AM EDT  Success Fosted Details
~ Leave Sumrmary
I Time And Labor
I Getup University of Maine
Sy

> General Oplions

[ Warkforce Administration
[ Benefits Guo backto Ben Admin Activity
[ Tirme and Labar

1> Payroll for Morth America
1 wiorkarce Development

[ Organizational Development M %
I Workforce Monitoring

I Set Up HRMS

I Set Up SACR

! Enterprise Components
[ QuickAddress Pro ¥eb Int
I Reporting Tools

I PeopleToals

[ Data Madels

|- Reeturn o Portal

|- My Personalizations

|- My Diclionary

Step | Action

10. | Click the Refresh button if necessary.

11. | Click an entry in the Details column.
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Search:

®

iy Favoritas Process Detail

b socnice pocess
[ Manager Self Senice
vavwsSW of Maine System Instance: 483 Type: SR Report
& Payrall Name: UMHROD17 Description: Ben Admin Activity Report
7 Benefits ~
I Process RunStatus:  Success Distribution Status: Fosted
* Roiewsirets T
= Repans
= 403h Tax Shelter Run Control ID: te st Hold Request
. W Location:  Sewer Queue Request
SurmanyR emitiance Sarver: PIUNY Rk st
v (O Delete Request
— Leave Carryover Max Recurrence: Restart Request
~ Incentive Retirement
Ly factions__|
~ Leave Sumrmary
M A Ly Request Created On: 10/12/2008 3:31:24PM EDT Parameters  Transfer
I Getup University of Maine
sys. Run Anytime After:  10/12/2008 3:31:11PMEDT Message Loy
el - BeganProcess At 10/12/2008 3:3145PMEDT Bateh Tirings

0 Benefits Ended Process At:  10/12/2008 3:33:40PM EDT iew Low/Ttace
[ Tirme and Labar

1> Payroll for Morth America

1 wiorkarce Development

[ Organizational Development
I Workforce Monitoring

I Set Up HRMS

b 96t Up SACR L M
! Enterprise Components
[ QuickAddress Pro ¥eb Int
I Reporting Tools

I PeopleToals

[ Data Madels

|- Reeturn o Portal

|- My Personalizations

|- My Diclionary

hlewWindow | Help | Custornize Pace |

Step

Action

12.

Click the View Log/Trace link.
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Search:

®

iy Favorites

I Self Senice

[ Manager Self Senice

[ University of Maine System
5

I Payroll
7 Benefits
> Process
> Review Benefits
= Repans
= 403h Tax Shelter
— Tax Shelter Limit
— Beneflts

SummaryRemittance

— Leave Garyover May

hlewWindow | Help | Custornize Pace |

View Log/Trace
Report

ReportID: 430 Process Instance: 433 Messate Log

Name: UMHROO17

Run Status:  Success

Process Type: SQR Report

Ben Admin Activity Report
Distribution Details

Distribution Node:  DEY 1072212008

Expiration Date:

1011202008 3:33:40.000000PM EOT

Sy

> General Oplions
[ Warkforce Administration
[ Benefits
[ Tirme and Labar
1> Payroll for Morth America
1 wiorkarce Development
[ Organizational Development
I Workforce Monitoring
I Set Up HRMS
I Set Up SACR
! Enterprise Components
[ QuickAddress Pro ¥eb Int
I Reporting Tools
I PeopleToals
[ Data Madels
|- Reeturn o Portal
|- My Personalizations
|- My Diclionary

ool Rl | Message Log 2,678
~ Incentive Retiremen N oy
Liabil Trace File 206 10/ 202008 3:33:40000000PM EDT
- Leave Sumrary umhr0017 483 8 PDF 1918 10/ 212008 3:33:40 000000FPM EDT
I Time And Labor i
Distribute T
I Getup University of Maine jstribute To

Return

Step

Action

13.

Click the PDF entry in the Name column.
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- Newindow: | Help | Custorrize Pace |
i My Favorites View Log/Trace
I Self Service Report

[ Manager Self Senice

I~ University of Maine System ReportID: 430 Process Instance: 433 Messane Log
5 Name: UMHROD17 ProcessType:  SOR Report
I Payroll
= Benefits Run Status:  Success
> Process
[+ Review Benefits Ben Admin Actiity Report
= Repors Distribution Details
= 403h Tax Shelter Distribution
:W £ hitps:/psfn.maine.edu:B002/psre poris/HRFIX/430/umhr0017_483_8.PDF - Microsoft Internet Explorer

Fle Edt GoTo Favortes Help J,l

SummaryRemittance

~ Leave Camyover Max | essagelog | & (5] @ @ \h psﬁ“h \-:'E(F”””tes L5 H ; SUH 3

— Incentive Retirement

Labilty TSR § ecs 2] itpsftn.mane.ecki002preports HRFIX 420 Lt 017_453.5.P0F B ks ”
- Leave Surmary urnhr0017 48] m = ==l
o= $ @ . - N 22
> Time And Labor pr— Bl smeacay EI ) sewen | & [ seect s L)@ Y Adobe Reader' 7.0,
I Getup University of Maine = = »
85 Distribution I
[» General Opfions User u
[ Winrkforce Administration pesplesit
seport . R0 e A cTIvITY 1
EEWWSH Ui Susinesers thit, DUEOK Geivecsity of Naine Eysten hum nate 20/13/2000
itme and Labor Sun Tine 15,3333
1> Payroll for Morth America
> Worktorce Development Sched 1D Bas Grauwp 1D Benefit bgn Eaplid feme vest 10 Event Class Process Ststus Eveot Date Acticn Reawmbats Entersd
[ Organizational Development L 08 orr ooao matalie s ne . 01-3UG-2008 FAY AP 23-JUL-2008
1 Wiorklarce Monitoring AL o urr w10 v s L ™ oi-acacs TR 1AL
) 561 Up RIS i o urr e ek 3 e = os-ac-2008 TY AT
ity Retum A e e oz eborat 3 1 i = egmeaces wr R
I Set Up SACR AL 08 vrr (5 lph & 0 75 L3 01-JUL-2008 BAY w

! Enterprise Components
[ QuickAddress Pro ¥eb Int
I Reporting Tools

I PeopleToals

[ Data Madels

|- Reeturn o Portal W
|- My Personalizations
|- My Diclionary

Step | Action

14. | Review and/or print this report. Click the Close button when finished.

15. | Usethisreport to identify Open events that need further processing.
End of Procedure.
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