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HBS Report Writer

This job aid explains the procedures for using the HBS Report Writer function.

Instructions

1. Log into HBS using your HBS Logon ID and Password, click on the Log On button.

a Huntington Business Systems, Inc. - www.hbscorp.com - Microsoft Internet Explorer =& 5]
J File Edit View Favorites Tools Help |
| ek -5 - Q@3B SB-

JAddr’ess I@ hittps: i fhbswieb.ucsfmedic alcenter orgitpweb default, asp ﬂ 6o

TP PROD Time Suite

Please enter your Logon ID and Password
Logon ID: ‘

Password:
| Lag On Help

Help | Forgot My Login ID
Hame:

€] Done [ [B [ ntemet

The following dialog box displays.

File

Edit  Wiew  Faworibes  Tools  Help
0-©0- R & & [ Reports Menu ]

Address |$§| https:jihbsweb,ucsfriedicalcenter, orgitpweb,frames. asp

Employes Tazks

Log Off Help

Timeshest  Leave Reguests  Balances  Change Password  Cost Center Favorites

2. Click on the Reports tab in the main menu toolbar.
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HBS displays the Reports submenu.

| Emploves Tasks Manager Tasks

Emploves Reportz Manager Reports | Cost Center Report= | Payroll Repart=

N

3. Select the appropriate report type. Report type selection depends on your status — Manager
or Employee.

For our example, Cost Center Reports was selected.

4. To display the different types of cost center reports available, click on the underlined Cost
Center Reports link on the left side of the screen.

Cost Certer Reports Payroll Reportz

Manager Reparts

Employes Report=

Reports pravide information for the processing of time and &
gueried at run-time based on flexible criteria prompts.

5. Select the appropriate report from the list that displays.

For our example, Time Floated to My Cost Center was selected.

HBS requires you to define your search criteria.

6. To select the first search criteria, click on the down arrow in Field Name.

7. Select Cost Center Charged from the drop-down menu.

Step 1. Please define criteria:

Fielel Mame: Condition: Walue:

< Select = M
< Select =

(Cost Center Charged
Step 2. Find items that match current criteria: Input Cade %
Paid Code
=Add criteria from above to this list= Pay Period End Date

Add To Criteria
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8. Select the appropriate condition from the drop-down menu:

= “Is (from drop down)” allows you to select one value from a drop-down list.

Step 1. Please define criteria:

Step 2. Find items that match current criteria:

=Add criteria from above to this list=

Field Mame:

Cost Center Charged V < Select = v

Condition: v alue:

< Select =

i
like
Iz (manual entry)
Is Mot

Is Mot In

= “Isin” allows you to select multiple items from a master list that displays as <list...> .

Field Mame:

Candition:

Cost Center Charged v | |TENTNEEEE © | -List. =

Walle:

Add To Criteria

= “Is (manual entry)” allows you to manually enter data directly into a field.

Figled Marme: Condition:

Walue:

Cost Center Charged ¥ || Is (manual entry) | ||

Addd To Criteria

9. When the Condition “is (from drop down)” option is selected, make a selection from the

Value drop-down menu.

Step 1. Please define criteria:

Figld Mame:

Step 2. Find items that match current eriteria:

=&dd criteria from above to this list=

Cost Center Charged v is (from drop down) v

Concition: Wallg:

116000

- 426830 - 53209 (116000)

116000

- 426830 - 53202 (116000)
- ROBINSON PRECEPT

- CHILD LIFE PROGRAM

- ALL STARS TECHNOgDGY
- 426156 - 42041 (116004)
- 426085 - 51289 (116008)
- 426052 - 47782 (116007)
S A26021 - 43927 (116008)

ADJEAE0 . S0F00 A ACO00)

For our example, the “is (from drop down)” was selected for the condition and 116002 — CHILD
LIFE PROGRAM was selected for the sample report.

10. Click on the Add to Criteria link. [~

Walle:

W | =list. = | Add To Criteria
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11. To narrow down your report, select as many detailed search criteria as possible.

IMPORTANT!
= Different reports may require more (or less) criteria be selected.

= For more efficient and faster report processing, define as many search criteria as possible,
click on the Add to Criteria link after making each search criteria selection.

Field Matme: Condition:
Cost Center Charged |+ < Select = |w
< Select = < Select =
Cost Center Charged O :
Step 2. Find items that Input Code hetween %
Paid Code
=Add criteria from abowg Pay Period EndiDate
s

12. Select the most recent pay period, click on the Add to Criteria link.

Wallue:

05/03,2005 \% A To Criteria

051572008 | ~|
04/19/2008
04/05/2008

03/222008

13. After selecting all of your search criteria, click on the Run Report link on the right side of the

Step 1. Please define criteria:
Figld Mame: Condition: Walug:
i< Select =i v
Step 2. Find items that match current eriteria: RunR epo rt
T delete criteria use check hox and button
Pay Period End Date on '05i03/2008"
Cost Center Charged i= (from drop down) 16000 - 426530 - 53209 (116000) (
| Run Report Link
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After a brief delay, HBS displays your report.

NI

Main Report[v] -

=]
UCSF MEDICAL CENTER

FLOAT REPORT
TIME FLOATED IN

PPE : 5/3/2008
TO: 116000 - 426830 - 53209 (116000)

04722108
04r24/08
04726/08
0412608
04r2a/08
05ra/oa
050208
050308

04720008
04721708
04132108
04r23/08
04727108
04728/08
04728/08
04730008

Total To: 116000 - 426830 - 53209 {116000)

FROM: 836002 - SOCIAL WORK-CHILDREN'S SERVICES (JAMES,TARA}

2]

172 bl
INPUT
i
Sick Persanal

Mormal Hours YWark
Mormal Hours YWark
Mormal Hours Yark
Marmal Hours ¥ark
Marmal Hours ¥ark
Mormal Hours Wark
Mormal Hours YWark

Mormal Hours YWark
Mormal Hours YWark
Mormal Hours Yark
Marmal Hours ¥ark
Mormal Hours Waork
Mormal Hours Wark
Mormal Hours YWark
Sick Persanal

FROM: 836002 - SOCIAL WORK-CHILDREN'S SERVICES (JAMES,TARA}

#

Sick Persanal

Mormal Hours Work
Marmal Hours Waork
Marmal Hours Wark
MNarmal Hours Wark
Marmal Hours Wark
Mormal Haurs Work
Mormal Hours Work

Marmal Hours Wark
Marmal Hours Waork
Marmal Hours Wark
MNarmal Hours Wark
Mormal Haurs Work
Mormal Haurs Work
Mormal Hours Work
Sick Personal

100% | v |

=
=
e

4.00
4.00
4.00
4.00
4.00
4.00
4.00
4.00
64.00
4.00
4.00
4.00
4.00
4.00
4.00
4.00
4.00
64.00

128.00

" erystal =i

= To view the UCSF directory for the employee indicated, click on the binoculars icon #4

and select the Open Link in the new window HBS displays.

» To send an email to the employee, click on the mail icon [:/I in the middle of the screen.

14. To print your report, click on the printer icon on the Report Display screen and follow

the instructions HBS displays.

€] Reportlhisplay - Microsoft Internet Explorer

4 =\
UCSF MEDICAL

FLOAT REPORT
TIME FLOATED IN

CENTER

Main Repur‘t[V]

.

INEN
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15. To export (save) your report, click on the Export button (envelope) on the top of the screen.

€] ReportDisplay - Microsoft Internet Explorer

-Ej % Main Report | ¥ - I]q

UCSF ICAL CENTER
FLOAT REPORT
TIME FLOATED IN

HBS displays an Export Options dialog box.

16. Select the appropriate report format and page range, click on the OK button.

Export Options

Please select an Export format from the list.

Farmats: %__
Formats:

Enter the page range th Crystal Reports (RPT)
All Acrobat Format (FDR)
© kS Waord
WS Excel 97-2000
© Pages S Excel 97-2000 (Data Only)

Fram: 1 To 11 Rich Text Format

[ ox |

Export Options

Farmats: v
Enter the page range that you want to Export.
O Al
® Pages

From: 1 To: |1

Please select an Export format from the list.

HBS automatically selects the Pages
radio button. This selection only displays
page 1 of 1 of your report. To save your
entire report, select the All radio button.

To close the Report Display window, click on the red “X” button in the upper right hand corner of

the screen.
\ 4
€] ReportDisplay - Microsoft Internet Explorer E]
T~ Y 8 manrepert[v] & [ 1v2 >] B oowlv] eS|
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» The Manager Report menu contains several other report options. Take some time to
explore the various reports located under Manager Reports.

= All the reports utilize the same criteria for building reports; the only difference is the data you
select.

TEST** Emplo = ELEr ST e = TEST** Reports

£ S

- .

+ Employee Profile Reports

Reports provide information for the processing of time and attendance data f
+ Overtime Reports guetied at run-time based on flexible criteria prompts.

+ Lnplz

Questions about this job aid or running reports in HBS?

Please contact your payroll representative. HBS displays a listing of contacts with their
telephone numbers and email addresses when you sign on.
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