








Step 5: When the new window appears like the one below, click on “General University Reports.”
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Step 6: Click on the folder called “HR Labels.”



Step 7: You should see a screen similar to the one below. HR-506 Paygroup Descriptions describes
each of the paygroups, and will give you the information required to run either the HR-506 or HR-507
reports. Any label report with the numbers “5160” are designed to print directly to any Avery® 5160
or compatible label sheet. Any report with a “x” after the title (example HR-506x) is designed to ex[]
port to a Microsoft® Excel® file.

This example will show how to run the HR-507 Master 5160 Labels by Department. Click on the link
for HR-507 Master 5160 Labels by Department.” Choose the “view” option.
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Step 8: This report provides a number of powerful options in order to run your labels as needed. The
first step is to identify the employee base. You can choose as many as needed, but the options that
state “ONLY” will override any other choices. Example, if you choose “All Staff ONLY” and
“G12—Graduate Assistants”, you will ONLY get a list of all staff. You must click the “Select” button
after each choice is identified. Click “Remove” to remove a choice from the list of identified em[
ployee types. Click “Next.”
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Step 9: Next, identify the full/part time status required for the needed labels. Remember to click
“Select” after each choice is made. Click “Next.”
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Step 10: Next, identify the campus(s) required for the needed labels. Remember to click “Select”
after each choice is made. For university wide labels, choose “All.” Click “Next.”
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Step 11: The last prompt is the most complex, but provides the most options. You can choose to run
specific departments, or run a range of departments, including university wide.

Specific Departments: as previously, choose your departments under “Value” and add them to the
“Selected Values” by clicking “Select” after identifying each department, and click “Next” to run the
report.

Range of Departments: “Under Range of values between”, choose the department which starts the
range of your request. Make sure the “Include this value” box is checked. Then, select the department
that ends the range of your request. Click “Select”, then “Next” to run your report.

All Departments: “Under Range of values between”, choose “A&S 20th Century Lit Conf.” Make
sure the “Include this value” box is checked. Then, click the “Range has no upper limit” box. You
should see “A&S 20th Century Lit Conf..” in your list of Selected Values “ Click “Select”, then
“Next” to run your report.
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Step 12: You should see a box similar to the one below. In order to print, click on the printer icon
(circle to the left, red). If you wish to export, click on the envelope icon (circle to the right). Do not
export to PDF (Adobe® Acrobat® format). Labels will not properly align on the paper.
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Running
HR University Reports
for
Unit Business Administrators



Step 5: When the new window appears like the one below, click on “Log On” under UofL Reporting.”
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Step 6: Enter your UofL user ID and password. Make sure the “Authentication” is set to “LDAP.”
Click on the “Log On” button.
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Step 7: Your screen may differ then the one below. Find and click on “Human Resources.”
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Step 8: Find and click on “UBA.”
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Step 9: Choose your fiscal year. For this example, we’ll choose “Fiscal Year 2005.”
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Step 10: Click on a report. For this example, we’ll use “PAY-301 Position Status Report.”
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Step 11: You may see as screen similar to the one below. If so, click “OK” until you receive a winlJ
dow similar to the one of the following page. A variation of this screen could appear multiple times.
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Step 12: Enter any information that is required to run successfully run the report. For this example,
enter the department id and click “Finish.”
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Step 13: You should see a box similar to the one below. In order to print, click on the printer icon
(circle to the left, red). If you wish to export, click on the envelope icon (circle to the right).
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