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Position Audit Report

Concept

This process gives instructions on how to run thgition Audit Report. The report includes error
messages when comparing specific fields in posidita and job data.

Please refer tdhttp://www.maine.edu/pdf/UsingUPK.pdf

Last changed on: 8/28/2009 9:31 AM Page 1



Process Document

A

Position Management - HR: Position Audit Report MaineStreet

Navigation:

Q-0 RRAG LN 2% = -

Personalize Content | Lavout

Menu
| Search:

|®
[ Wiy Favarites
[ Self Serice
[ Manager Self Service
> University of Maine System
[ Waorkforee Administration
> Benefits
(> Time and Labor
- Payroll for Morth America
[ Workforce Development
[> Organizational Development
[ ¥ypriforee Monitoring
[ Sat Up HRMS
> SetUp SACR
(> Entarprise Components
[ Reparting Tools
[ PeopleTools
[~ Return to Poral
[~ hly Personalizations
| by Dictionary

" BeopleSoft

S @ mnternet

Step

Action

Click theUniversity of Maine System link.

|I> University of Maine System |

Click theHRM S link.
Click theReports link.
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Step
4.

Action

Click thePosition Audit Report link.
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Procedure:

Q-0 HRG LS & m-1Jld B
'# MaineStreet

Position Audit Report

Mew Window | Help |
Enter any information you have and click Search, Leave fields blank for a list of all values

Find an Existing Value | DAt

Search by: Run Control ID begins with |

[ case Sensitive

Search | advanced Search

Find an Exigting Yalue \ Add a Mew Yalue

B @ Internet

Step Action
5. Click theSear ch button.

If you have multiple Run Control IDs set up, selidset one appropriate to run this
process.

Search
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Q- O HNRG LK -5 - JE B
‘# MaineStreef

NewWindow | Help | Customize Page |

Position Audit Report

Run A
Control ID:

EeporiManager  Process Monitor Bun)

Report Parameters

Fiscal Year: 2010 3,
Business Unit: @, (leawe blankfor all husiness units)

Cinclude only HR Audits

B save | [ Motify [Er ot

&) Dore

8 @ Trusted sites

Step Action

6. Click theL ook up Business Unit button.

7. Click an entry in th&usiness Unit column.
e

8. Click thelnclude only HR Audits option. This will return results for HR Audit
errors only.

If checkbox is 'unchecked' HR and Budget errors bvélincluded in the report.

9. Click theRun button.

Run
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Q-0 REd ke 28 @-LJF 2

# MaineStreet

Mew Window | Help | Customize Pac Saved

Process Scheduler Request

User ID: 0012780 Run Control ID: A

5~ mumpame:  DEnOR00E [

I
*| Run Time: W Resetio Current DatefTime

Server Name:

Time Zone: I A

Select |Description Process Name Process Type [*Type *Format Distribution

Position Audit Report UMPERD34 SGR Report ‘_\{Ve_h v_‘ PDF | Distribution

OK Cancel

&) Done B @ Trusted sites

Step Action
10. Click theOK button.

NOTE: Server Namenust be set tBSUNX to run this process.
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Q-0 WRBP

@O RS =-)d3
# MaineStreet

&
1
o
*

Position Audit Report

NewWindow | Help | Customize Page |
Run A ReporttManager  Process Monitor Run
Control ID:

Process Instance:217805
Report Parameters

Fiscal Year: 2010 O

Business Unit:  |UM303 ©,  (leave blank for all business units)

[“Include only HR Audits

Bl save | [=]matify [EXE]

&) Process Instance:217905

8 @ Trusted sites

Step Action

11. Click theProcess M onitor link.

Frocess Monitar
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C-0 HRB| L 2

# MaineStreet

iz B

MewWindow | Help | Customize Page | B,

ProcessList |88

iew Process Request For

Useri: 0012780 L Typer [ v/tast  [10 [Days  w| Refesh |
Server: | vl Mame: | L Instance: to

Run | ...l Distribution | v [#]Save On Refresh

Status: Status

Process List

| Ei

=
# 4
Select |Instance (Seq. [Pracess Type PrOcess  lyoer  |Run DatedTime Run Status | DiEAD! Dot
Select (Instance Seq. |Process Type User  |Run DateiTime. Run Status
Hame Status

217904 S0R Report UMPERD34 0012790 08/M18/2008 1:20:37PMEDT  Success Posted Details

Go backto Position Audit Report

Fracess List| Server List

&) Process Instance:217905 B @ Trusted sites

Step Action
12. Click theRefresh button.

The process is complete when the "Run StatuSligsess and the "Distribution
Status" isPosted.

13. Click an entry in th®etails column.
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Home

Er

MewWindow | Help | Customize Page | B,

Process Detail
process_________|

Instance: 217805 Type: SQR Report
Mame: UMPERD34 Description: Position Audit Report
Run Status:  Success Distribution Status: Fosted

R i pracess

Run Anytime Atter:
Begpan Process At:

Ended Process at:

Ok Cancel

08/19/2009 1:27:04PM EDT
08/18/2008 1:27:28PM EDT
08/19/2009 1:28:59PM EDT

Run Control ID: A Hold Request
Location: Serer Queue Request
Server: PSUNX B et
0 Delete Request
Recurrence: Restart Request
jactions _____|
Request Created On: 08/18/2009 1:27:12FM EDT Parameters Transfer

Message Log
Batch Timings

Wiew Log/Trace

&) Process Instance:217905

8 @ Trusted sites

Step Action

14, Click theView Log/Trace link.
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(=13
MewWindow | Help | Customize Page | B,
iew LogiTrace
Report

ReportID: 143788 Process Instance: 217905

Name: UMPERO34 Process Type:
Run Status: Success

Messade Loy
SGR Report

Puosition Audit Report

Distribution Details

Distribution Node:  DEVY Expiration Date:

File Size (bytes)  |Datetime Created

Message Log 1,355 08/19/2009 1:28:59.000000PM EDT

umper034 217905 PDF 2,187 08/19/2009 1:28:59.000000PM EDT
Trace File 1,038 08/19/2009 1:28:59.000000PM EDT

“Distribution ID
0012790

Return

&) Process Instance:217905

8 @ Trusted sites

Step Action
15. Click an PDF file name in thele List column.

|umpern3s 217308.POF |
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Q-0 NR& L RS w-JE 3 -

Home

iew LogiTrace

ReportID: 143788 Process Instance: 217905 Message Lag
Hame: UMPERD34 B & hitps:/fpsfn.maine.edu: 8002/ psre ports/HRFIX/148788/umper034_217905.PDF - Microsoft Internet Explorer |T| E‘@
Run Status:  Success © Fle Edt GoTo Favorites Help i

F‘nsmnnud\tﬂam (€ = (5] @ @ {h /'Dsearch ‘»;\‘]‘Favur\tes @ = ; = [_J ﬁ -'3

© omsnagt  EF

i Address ‘@ https: {/psfr.maine. edu:B002/psreports/HRFTX/ 1 48788 /umper034_217905.PDF B
*Liks &) Customize Links @] Free Hotmail @] Windows 82 Windows Marketplace (&) Windows Media

i = él ik k-

Becgiesare
Fepor D WWFERECTGR FOCYTIN WIBET RERET

Distribution Node:  DEVY

Meszage Log i ﬁ H ﬁv i & E/l & ® [3:7% |
umper034 217805.PDF
Trace File
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) Unknown Zone

Step Action

16. Click theMaximize/Restor e button to view the report in full screen.

17. End of Procedure.
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