Printing HRAFS

To print an employee’s HRAF you will go to HRWEB>Reports>Reports/Processes>¢HRAF BI Reporrt by Selection
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1) The system default = today’s date (putting in an earlier effective date will give you a HRAF with historical data).

2) Select “By Empl ID/Empl Rcd #”

3) Enter the Employee Id Number and the Employee Record Number. If you do not know the Employee ID#, click
the magnifying glass next to the Empl ID Field to search. If you do not enter an Employee Record #, the system
will default to Empl Record 0.

4) Hit the Tab Key after the Empl Record # and the employee name will appear.

5) Click the + sign to the far right to enter another Empl ID.

6) Once all entries have been made, click the “Save” button in the lower left corner.

7) A new page will appear; click the “Refresh” button in the upper right corner.
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8) Keep clicking “Refresh” until “Posted” appears in the Status column.
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9) Click “Details and a new page will appear.
10) Click on EU_HRAF.pdf to view and print the HRAF.
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Printing HRAFS

Date Printed: 09/14/2017

Dept Name:

Employes ID: Page No:
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The option to print or save the HRAF is given by hovering your mouse at the bottom of the HRAF
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Report Manager provides a list of requested reports.
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