Instructions to run ‘TWUPR Accrual Balance By Supervisor Report’
Date:   February 22, 2010
TWUPR Accrual Balance By Supervisor Report
This report lists accrual balances for all active employees who report to a specific supervisor.  The balances shown on the report are based on a specific date for a specific supervisor
There is a  parameter to the report:

1.  “As of Date”….required; this parameter indicates at what date the balance is good for

STEPS
Sign on to Phoenix and select TWU – HR Supervisor responsibility.
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· Select ‘Submit Requests’.
· Submit a New Request’ window appears.  Select ‘Single Request’, then click on the ‘OK’ button.
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· The ‘Run Request’ window appears.  In the ‘Name’ field, enter ‘TWUPR Accrual Balance By Supervisor Report’ or select it from the List of Values shown.
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· Click in the Parameters field.
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· Click in the ‘As Of Date’ field to enter a date using DD-MON-YYYY (28-FEB-2010) format.  The balances shown on the report will be based on the date you enter in this field.  Please be sure to use the last day of the month as your date in order to reflect accruals for that month.
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· Click the Submit button.
Requests Window appears as below:
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You may click on the Refresh Data button in the upper left-hand corner until ‘Completed’ appears in the Phase field.
After the process indicates ‘Completed’ in the Phase field and ‘Normal’ in the Status field, click the ‘View Output” button in lower right-hand corner of Requests window to view the results of the report.
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· The report opens in a new browser window as shown below:
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Click on ‘Tools’ on the toolbar and select ‘Copy File…’ .  
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· The report opens in a new browser window.  
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Before printing, click on ‘File>Page Setup…’ on the browser toolbar and change the orientation to Landscape:
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· Click on OK button before selecting ‘File > Print…’ from browser tool bar.

The file can also be saved for your future reference, by selecting ‘File > Save As..’ and saving to the appropriate directory on your computer.
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