All Active Graduate Students myHR Report Procedures

Log on to myHR.

Select “Workforce Administrator” from the drop down in the top left of the page.

Search in Menu

Workforce Administrator -

Employee Self Service

Manager Self Service

Workforce Administrator

Job Reports

Click “Reports” icon.

Workforce Administrator v

< 3of

Manage Job

%

Reports myHR Administration

~ 2
ol foX

Manage Temp Job

o

A

Click “Public Queries” on the left.
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myHR Reporting Dashboard
Welcome to the myHR Reporting Dashboard!

The myHR Reporting Dashboard is where you can find all of your HR reports
previously provided in Vista. Please check the welcome page regularly for
any announcements or special updates!

If you have any questions on how the myHR Reporting Dashboard works,
need a description of the different reports provided or want any other
information about the myHR Reporting Dashboard please reference the
myHR Website.

If there is a report that you feel you should have access to but do not
currently, please E-mail myHR Security.

If you are experiencing unexpected changes in your PED access, please run
the SRO07 located in the Security folder on the dashboard. If there are an
necessary changes please submit a new FFRA Access Form with any
requested changes to Financial Operations IT.

For any issues in running a report please contact myHR Help




5. Click “All Active Graduate Students.” The report generates.
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If you are experiencing unexpected changes in your PED access, please run
the SROO0T located in the Security folder on the dashboard. If there are an
necessary changes please submit a new FFRA Access Form with any
requested changes to Financial Operations IT.

All Active Graduate Students I

All Regular Active Employees
For any issues in running a report please contact myHR Help.
All Active Temps

The report shows all graduate students with active appointments. Among other information, the
report provides the following for each student:

a. student’s empl ID

b. student’s name

c. position number

d. department name

e. appointment start date
f. appointment end date
g. monthly rate

6. Click “Excel SpreadSheet” to export to Excel.
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department/program or search for specific students.

7. Use Excel functions, such as the filter, to manipulate the data to show only your




