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Overview 

 HRS Report List 

 Report Security  

 How to Run A Report! 

 SQR Report 

 Query 
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Report List 

 HRS Report List Available 
(https://uwservice.wisc.edu/docs/publications/hrs-r1-report-list.xlsx) 

 The updated list includes:  

 Which reports will be delivered via Cypress & to which 
inboxes (Service Center, Campus, etc.) 

 Security roles required to run a specific report  

 Updated and verified report navigation 

 This list is available on the intranet, and will also 
be available on the HRS Professional Portal  
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Report List 
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 Technical name / Report Title / Report Description 

 Report Navigation in HRS 

 What security role do users need to run it 

 Will it be in Cypress Y/N 

 What Cypress inboxes will it go to 

 How frequently will it be run in batch 

 



Report Security 

 Report security (who has access to run reports) has been 
defined by the BPA teams and the HRS Security Team 

 Specific Reports may be accessible by one or more 
Security Roles  

 The actual Security Roles required to run a report are 
identified in the updated Report List (now with IAM Role 
names) 
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How to Run Reports in HRS 

 Quick overview of reports in HRS 

 How to run SQR and Crystal Reports 

 How to run Queries 

 Additional “generic” report training on Desire2Learn, 
“Reporting Fundamentals” course: 

1. Go to Desire2Learn at www.uwsa.edu/d2l 

2. Login with your campus credentials. 

3. Click the Self Registration link in the top left corner. 

4. Choose the course you want to register for (i.e. Reporting 
Fundamentals). 
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Running SQR and Crystal Reports 

 Find Your Report 

 Use the Navigation information from the Report List 

 Use the “Search” option at the top of the PeopleSoft 
menu to search for a report by name: 
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Type in your search 
criteria & click   >>  

Result has direct link & 
shows navigation  



Running SQR and Crystal Reports 

 Report “Run Control ID”  
 A Run Control ID is the name you assign to parameters for a report 

 The Run Control ID save your report parameter settings 

 See KB document http://kb.wisc.edu/hrs/page.php?id=16540  for 
more info on Run Controls 
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• Type in your search criteria & click 
“Search”. 
 

• Note:  Clicking “Search“ w/o criteria lists 
all of your existing Run Control ID’s. 
 

• Select the Run Control ID that you wish to 
use to run this report. 

http://kb.wisc.edu/hrs/page.php?id=16540
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Running SQR and Crystal Reports 

 Some Reports allow you to run by Campus, 
Division, or Department 

 

9 

 Department is the new term for UDDS 

 Enter 1st letter of UDDS to run by Campus (% is optional) 

Enter “L” or “L%” to run 
report for UW-Stout  



Running SQR and Crystal Reports 

 By Division 
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 Enter 1st 3 letters of UDDS to run by Division (% is optional) 

Enter “A40” or “A40%” to run report for 
UW-Madison, Nelson Institute  for 

Environmental Studies 



 By Department 

 

Running SQR and Crystal Reports 
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 Enter entire UDDS to run by Department 

 Enter other report parameters as needed 

 Click “Run” to create report using current parameters 

 

Click on Calendar Icon to display pop-up 
calendars, Magnifying Glass Icon to 
display search screen for report 
parameter values 

Click “Run” to run report – takes 
you to “Output Options” screen 



Running SQR and Crystal Reports 

 Server Name 

 Blank or PSUNX, both work for Process Type of “SQR 
Report” 

 Change Server Name to PSNT for Process Type of 
“Crystal Report” (VERY few reports) 
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Running a Report - Output Options 

 Use the standard Output Options: 

 Type – Web   

 Format – PDF 

 This will generate a PDF file for the report output 
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Click “OK” to run report 



 By Department 

 

Running a Report - Report Processing 
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 Process Monitor link shows report job progress & results 

 Report Manager link – don’t use it (not very useful) 

Click Here to go to 
the Process Monitor 



Running a Report - Process Monitor 

 Displays SQR and Crystal Report Status & Output  

 Available from ANY report’s run control page 

 Or Available via menu at PeopleTools > Process Scheduler > 
Process Monitor 
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Running a Report - Report Processing 

 Run Status  

 Queued > Initiated > Processing > then either … 

 Success – Report Ran to Success 

 Error – Report Encountered an Error  
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Running a Report - Report Processing 

 

 

 

 

 

 Distribution Status  

 Once the Distribution Status changes from  
N/A -> Posting -> Posted, you can get the to report 
from the “Details” link 
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Click Here to go to 
the Process Detail 

screen 



Running a Report - Report Results 

 Click the  
View Log/Trace 
link to get to the 
report output  

 DO NOT  

 Delete Request  

 Cancel Request  

 (unless 
instructed by 
SCCC) 
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Click Here to go to the 
View Log/Trace screen 

(report output) 



Running a Report - Report Results 

 If no PDF exists, 
then no data was 
found for your 
report criteria 

 When you click 
on the PDF  link, 
the report will be 
displayed in a 
new window 
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Click Here to view to the 
report output 



Running a Query – Query Viewer 

 Queries only – Output to HTML or Excel file 

 Available at Reporting Tools > Query > Query Viewer 

 Data not stored, users must save output to HTML or Excel file 

 More on the Query Viewer later… 
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Running a Query – Query Viewer 
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 Search for the query you wish to run 

 Select “HTML” to see output in your web browser 

 Select “Excel” to output results to a spreadsheet 

 We’ll select “Excel” for “UW_HR_525_AIL”… 

Enter the first letters of the 
query name and click “Search” 
 
Most queries start with “UW_” 



Query Results 
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 Enter 1st letter of UDDS to run by Campus 
or 1st 3 letters of UDDS to run by Division 

 NOTE:  % is NOT optional when entering 
Partial UDDS for queries 

 Enter other parameters as needed 

 Click “View Results” to create report 

 To open resulting spreadsheet, click “OK” 
on popup screen, opens in Excel 

 

Click on Calendar Icon to display pop-up 
calendars, Magnifying Glass Icon to 
display search screen for report 
parameter values 

Click “View Results” to run query 

You can “Open” the spreadsheet file in 
Excel or “Save” it to your hard drive 



Query Results 
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 Sample Excel file from query output 



The End 
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