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How to Run a Time and Labor Report
                                    Last Updated: March 2019
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This job aid describes how to run the Payable Status Report. However, the steps listed below apply to all reports. For a complete list of Time and Labor report names and navigation paths, please reference the Time and Labor Reports Job Aid.

IMPORTANT:  It is not necessary to add a new Run Control ID each time a report is run. You may run reports under the same Run Control ID. 

1. Navigate to Main Menu > Core-CT HRMS > Time and Labor > Reports > Payable Status Report CTTLR252
2. The Department Payable Status Rpt search page displays
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3. Add a new value
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4. The Payable Status Report page displays
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5. The Process Scheduler Request page displays
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6. The Payable Status Report page displays
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7. The Report List page displays
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Special Note:
The Report List row will be blank until your report’s Status is Posted.

8. The Report/Log Viewer page displays
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9. View your report. 


Optional:
To print, click [image: image7.png]


 or select File > Print in your web browser.

Special Note: 
You can view the Status (Queued, Generated, or Posted) on the Report List’s Administration Tab:


[image: image8.png][ ot | Sxtorer (CRammsuaion avcives

View Reports For

vsri! - cemacaaas

Status[ V] Fouder[ V] Instance t©
Report List Personalize | Find | View Al | G011 B Fist @ 14074 ® Last
Report  Prcs. Request
Select  RPOT PSS pescrption Reaues!  Fommat Stas  Detals

03112019 Acrobat

6107662 9771860 Payable Status Report 35006PM  (pa)

Details





Page 4

[image: image10][image: image11.png]


[image: image12.png]Department Payable Status Rpt

Eind an Existing Value || Add a New Value

A Type your initials or another
Run Control I][SMA — meaningful value in the

Run Control ID field

] e e |

Find an Existng Vaue | Add 2 New Valve



_1400581604.bin

