Running Reports

1. Inthe My Genies® tab select Pay Period Close.

2. Select the Org and Time Period for the report

3. Click Actions to Select All or use Control-Click on keyboard to select one or more employees.
4. Click on Reports
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5. Make sure you are on the Select Report tab at the top. Click ALL under Categories to expand
full list of reports.

6. Click on the report you would like to run under the Categories listing. A description of what
data the report will give you appears in the right hand side of the screen.

7. Click on Run Report
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8. You will now be in the Check Run Status Tab

9. Click Refresh Status several times until Status shows Complete
10. Click View Report

11. Print or Email.
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Helpful Reports to Run:

e OHSU Employee Hours by Pay Code (under Other Reports). Displays employee hours and labor
account for selected pay codes.

e Accrual Debit Activity Summary (under Acrruals). Displays the accrual code abbreviations (and
pay codes debited) and the amount of time debited for each employee in the format of a
monthly calendar.

e OHSU Comments Audit Report (under Other Reports). Displays comments.

e OHSU Time Detail Report (under Timecard). Displays payable hours by code. This is the report
that displays transactions from the employees’ timecard. Can only be run for 1 full pay period
at a time. Please choose the exact dates of 1 pay period.

e Timecard Audit Trail (under Timecard). Displays audit information for specific timecard editor
actions, including date and time of the action, who performed the action, and what information
changed.

e OHSU FMLA OFLA Audit Report . Displays all hours with FMLA OFLA comments.



Running Reports in EXCEL

1. Choose a report named with “(Excel)” E.g. OHSU Comments Audit Report (Excel)
2. Make sure your Show and Time Period options are accurate
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3. Click on SET OPTIONS.
Change Email/Schedule format to Microsoft Excel Document

5. Click on Email and enter your OHSU email address. Excel documents must be emailed.
Selecting Run Report will not produce an excel version of the report.
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Scheduling Reports

Reports can be scheduled on a daily, weekly, pay period, or other recurring schedule to be run and sent to your
email or another employee’s email. A common report is the OHSU Time Detail Report that is sent to the
manager at the end of every pay period.

1. Choose a report and click on Schedule
2. Make sure your Show and Time Period options are accurate. You may want to select a
hyperfind for your unit.
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3. Fill out the following fields : Name: may be changed; Email: enter full ohsu email address;
Schedule Type and schedule parameters. Verify Start Date and Time.
4. Save. (To edit reports, go to SETUP and Event Manager to see scheduled reports listed.)
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