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In report screen click in the Name Field-











Then click on the List of Values to select a report name.





For Example – select Request for Personnel Action (RPA).





Main Navigator Menu Window – Click on Processes and Reports, click on Submit Processes and Reports – click on Open





SUBMIT PROCESSES & REPORTS – VIEW - PRINT








A pop-up window appears for the Parameters field – 





Enter employee’s name.


Click on OK.





NOTE:  If the employee has more than one RPA a pop-up will appear for your to choose which RPA you would like to submit for your ‘Request for Personnel Action’ report.














If you only wish to view your report  - Change the Print Options – Copies = 0





Choose the Printer you wish to Print ‘to’ – by clicking in the printer box and then on the List of Values button.





When you are all done – 


Click on Submit





After submitting your report – click on Help – View My Requests – and the menu above will appear with a summary of all reports you have submitted – select the most recent Request ID by clicking in the field and then click on the ‘Report’ taskflow button.  (Note: if the report is still running – hit the F8 key to refresh your screen until the Phase column indicates ‘completed’ then click on the ‘Report button and you can view your report.  


NOTE:  you can also print while viewing your report by clicking on the print icon.
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