Quick Guide

Position Audit Report

Click theUniversity of Maine System link.
|I> University DfMa_in_e Sygtem |

Click theHRM S link.

Click theReportslink.
[ Reporis

Click thePosition Audit Report link.

Click theSearch button.

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

Click theL ook up Business Unit button.

Click an entry in th&usiness Unit column.

UMSDS

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

If checkbox is 'unchecked' HR and Budget error§vélincluded in the report.

Click theRun button.

Run

10.

Click theOK button.

NOTE: Server Namenust be set teSUNX to run this process.

o
Ny

11.

Click theProcess M onitor link.

Frocess Monitar

12.

Click theRefresh button.

The process is complete when the "Run StatuSticsess and the "Distribution Status” is
Posted.

Refresh

13.

Click an entry in th®etails column.

Cetails
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14. Click theView Log/Trace link.
15. Click an PDF file name in tHeile List column.

|umpern3s 217308.POF |

16. Click theMaximize/Restor e button to view the report in full screen.
17. End of Procedure.
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