Please Note: As of June 3, 2019, the appearance of eServe has changed. The steps in this process will mostly remain the
same, but your screen may not match these images. We are working on updating this document.

Printing in PeopleSoft HRMS
Web-Based Application

To print, you will need to have Adobe Acrobat Reader installed on your computer.

Step 1

After you have logged into PeopleSoft HRMS 9.2, navigate to the Department Administration
group and select a report link. For Department Administration, reports are grouped into two
categories, Time Entry Reports and Time Off Tracking Reports. For this example, choose Time
Keep Generate Time Slips under Time Entry Reports.

Department Administration [ £ ¥ |

@ Student and Tem ——, Student and Temp Ingui Tufts Time Entry -

@= Employees @ ilView Detail about Student and Submit Time Entry for Tufts Se|eCt Time Keep
Hire, Terminate, and Modify Temporary Employees Hourly Workers . .
Actions for Student and [=l Student Emplovee Job Detail =l Time Entry / Gener‘ate Ti me S| | ps
Temporary Employees =l Temp Employee Job Detail =] Time Off Adjustments
=] Hire Emplovee = Students from SIS =] Submit Time Entry
[=] Account Distribution Change Emplovess) [=] Roster of Active
[=] Pay Rate Change = Students from SIS (Non-Empl)
=] Termination

[ Time Off Tracking =| Time Entry Reports Time Off Tracking Reports
@Suhm'rt Time Off Regquests for = Tuﬂs Time Entry Reports ufts Time Off Tracking Reports
Tufts Employees [=] Time Keep Generate Time =] Time Taken
=] Enter Time Off for an Slips =l Time Off Balance Summary
Empioyee [=] Time Keep Exception Report [=] Time Off Reguested
I=| Time Off Balance Inguiry =] Time Keep Earnings and =] Time Off Emplovee Detail
Hours
= ¥TD Hours by Time Keep
Step 2

At this point, a page will appear asking for a Run Control ID.

The first time you run a report, you will need to create a Run Control ID. Select Add a New
Value to create the new Run Control ID. Many users will use their initials or name as their Run
Control ID. You can use the same Run Control ID for all your reports.

If you already have a Run Control ID, you can use the search button to find it.

Tufts HCMTST92 Home | AddtoFavorites | Signout

Human Resources

Favorites Main Menu > Tufts Menus > Tufts Time Entry > Time Entry > Report > Time Keep Generate Time Slips
1 New Window () Help

Time Keep Generate Time Slips

Enter any information you have and click Search. Leave fields blank for a list of all values.

.
Click here to create a new Run Control ID.

[Clcase Sensitive \

: Search Clear :ElasicSearch @ Save Search Criteri;

Enter your Run Control ID.

Find an Existing Value | Add a Mew Value
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Step 3
After you enter your Run Control ID (and hit Enter), the page for your specific report will
appear. To generate timeslips you will need to enter the PayRun ID.

To find the appropriate Pay Run ID, you can use the magnifying glass to find the right week.

You will also have to enter your TimeKeep.

IHuman Resources |

Favorites = Main Menu > Tufts Menus > Tufts Time Entry > Time Entry > Report > Time Keep Generate Time Slips

Create Time Slips

Run Control ID ANNE ReportManager  Process Monitor | Run |

(@ New Window (7)Help [ Personalize Page

Report Request Parameters

*Pay Run ID: 123 @

Weekly 05/27-06/02/01

730 OQ Philosophy

Time Keep/Check Dist:

[5] save | [t Retwm to garch | 47| Previoys inList | 45 NextinList | |7 Notity | CLadd | Update/Display |

1.Enter Pay Run ID
2.Enter Timekeep #
3.Click Run

Step 4
The Process Scheduler Request page [
Will appear. DO the followmg: Favuvrrtes Mavaeﬂu > Tuﬁvaenus > Tufts Tane Entry > T\mevEntry > Regurt » Time Keep Generate Time Slips

ENewWindow (Z)Help [ Personalize Page

Precess Scheduler Request

1' Make Sure that the Server UserlD: AE Run Control ID: ANNE
Name 1S PSNT . Run Date: pai012015  |f
Recurrence: Run Tlme:’W Resetto Current Date/Time
T\melone:’—Q
2. Make sure the box under
. Select Description Process lame Process Type “Type *Format Distribution
SeleCt 1S CheCked TE - Generate Time Slips ZTESLIP SQR Repaort Web ~ PDF ~ Distribution
3. Make sure Type is Web and ‘
Format is PDF ‘H [

4. Click OK when done
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Step 5
When you click OK, this page will appear. Click on Report Manager to continue.

Create Time Slips /

Run Control ID ANNE Report Manager  Process Monitor | Run |

Frocess Instance 579139

Report Request Parameters

*Pay Run ID: 123 @,

Weekly 05/27-06/02/01

Time Keep/Check Dist: 730 |@, Philasophy
|5 save | |GhReturnto Search 1] Previous inList | |J-| Nextin st | |[Z] Notify | [kads | upgstsiDispay
Step 6

Click on the Administration tab. If the status does not say Posted, click on the Refresh button
every few minutes until it does. Once the status says Posted, click on the link in the field. and a
new browser window will open.

& =ep Generate Tim

File Edit View History Bookmarks Window Help

| <[> | [+ | nttpsi//hrweb-test-0L.uit tufts.edu:10310/ psp/HCMTSTI2/EMPLOVEE/HRMS/c/TFTH_TIME ENTR & & | [Q Google
& OO0 HHE HCMTSTESS HCMTEST STGESS HCMSTG HCMPRDOO Core HCMPRDOOESS HCMSTAGS2 HCMTSTS2  HCMDEVI2

HCMTST92 Home | Addto Favorites | sig"
¥

Favorites - Main Menu > Tufts Menus > Tufts Time Entry > Time Entry > Report > Time Keep Generate Time Slips > Report Manager
(] New Window (2)Help [ Personalize Page
(' List [ Explorer |GULIEIE QN Archives |

View Reports For
UserID: Type: - Last - 30 Days - | Refresh |

Status: Posted ~ Folder: ~ Instance: | lo:|

Report List Personalize | Find Al B B et BB 17 o7 2 A8 Last
Report Prcs L Request .
D Instance Description DateTime Format Status Details
. 0410172015 Acrobat §
TE - Generate Time Slips z Details
197538 579140 TE - Generate Time Slips 11:07-21AM (*.pan) Posted Details

197537 579139 |TE - Generate Time Slips N ?*c;r}%%at Posted | Details

selectAll  peselect Al

P — Click on the name of the report to open
| Delete | clickthe delete bution to delete the selected report(s) |t

Go backto Time Keep Generate Time Slips

5] save |

List | Explorer | Administration | Archives
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Step 7

In this browser, you can go to File , then Print, to print your report. Other browsers may differ

MTST92/197538/ZTESLIP_579

File Edit View History Bockmarks Window Help

| « [ » || + | nttps://hrweb-test-0L.uit tufts.ecu:10310/ psreports/HCMTSTI2/107538/ZTESLIP ST9140PDF & & | | Qr Google
e [ HCMTSTESS HCMTEST STGESS HCMSTG HCMPRDO.O Core HCMPRDO.0ESS HCMSTAG92 HCMTSTI2  HCMDEV92
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=*+ Service Center will not keep a copy of this form. Make a copy for your own records. =+
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