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Procedure

In this lesson you will learn how to run the Leave Request Report - GLA.

-

EnterpriseOne Menu =ZFo
Open Applications
You have no running applications. The EnterpriseOne Menu contains several links to the applications.

Open New Window These links will always be atthe left of your screens, no matter what application you are using.

You can also hide the menu when you need more space for your work.

Welcome!

[> NIS State of Nebraska
[ Roles
[> Actions

[- Preferences

Cone € mmternet H100% v

Step Action
1.
Click the NIS State of Nebraska link.
[MIS State of Nebraska|
2.
Click the Human Resources/Payroll - Agencies link.
[Human Resources/Payroll - Agencies|
3.
Click the Inquiries & Reports link.
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Step Action
4.
Click the HR/Payroll Reports link.
5.
Click the Payroll Reports link.
6.
Click the Leave Request Report - GLA link.
Leave Reguest Report- G ﬂ
oracLe.
Version Prompting @
Pr;mmFor
[ Data Selection [Data Sequencing ‘
Done =] €D Internet H100% T

Step Action

Click the Data Selection option.

Click the Submit button.
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ORACLE s
Data Selection
OK Cancel Delle  Up  Down
X o
Operator|Left Operand Comparison Right Operand
[1 Whers |Leave Start Date (FO7620) (LVBD) [BC] w| [is lessthan orsqualto v | [idEndDateafReport PO] v
[1 [And || Leave End Date (FO7620) (LVED) [BC] v |is areater than or equal t v | | jdBeginDateofReport [PO] v
O [mai]] v | | -
Add Row
Advanced
Done =i € Internet 100% v
Step Action

You do not need to change the data selection unless you want to run the report for
a specific employee. In most cases you will not change the the data selection.

Click the OK button.
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ORACLE »
OK  Cancel
i
The first three options are required
0=HNo
1=Yes
Date - Report Begins I:l
Date - Report Ends ]
The last three options may be filled in or left blank. If they are filled in, they will be used to select leave request records for the report.
Leave Type I:l
Approving Manager l:l
Done =i €D Internet 100% v
Step Action
10. Complete the three following processing options:

Print Totals

0=No

1=Yes
Date - Report Begins
Date - Report Ends

11. The next three fields can be filled in or left blank. The three fields are:
Leave Type
Approving Manager - enter the address book number
Leave Status

12. After entering your processing options click the OK button.
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Printer Selection ]
OK  Cance] Form Tools
B X =
Printer Selection | Print Property | Document Setup | Advanced
Printer Name |acPUONEWORLD_A
Printer Location |HERE
Sy Printer Model [LASER
Number of Copies 1 Range: 1-9999
—
Done =i € Internet 100% v

Step Action

13.
Click the OK button.
E]
14. To view the report you will need to go to View Submitted Jobs. For more

information go to the Reports Lesson under the System Basics work instructions.

You have successfully completed this lesson.
End of Procedure.
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