HRIS Job Role Training

Control D / Web Reports




Table of Contents

[} o To [V 1 4 o o KOS 3
Establishing Access to CONtIroI-D/WED ......c..eoeueiiieiieee et 3
(0] B Il NV 11 =1 o 11 1 VPP 4
Bookmark Control-D/Web Reports Within HRIS.........ccoviiuiiieiiieieieccee et 5
LogIiN t0 CONtrol-D/WED REPOITS .....uveiiiiiieiee ettt ettt eeeae e et e e eeareeeeeeabaeeeeesaaeeeenns 7
JAN ool ] T =Y Lo 10 [l 1=T o Yo o 8
Use the Filter Option t0 SEArch fOr REPOIMS.......ccoiveuriiriieieeieiiireeeee e eereree e e e eeenbrreee e e e e e e snaanrees 8
USINE the NaVIZation KEYS ......uuviiiiiiiiiiiiiiieeee ettt ettt e e e e sebr e e e e e e s eennsbaeeeeeeessenansrenenas 9
(O] 0T YT T=4 T ¥=] o Yo i U 10
Search Option, Cancel Search Criteria, and ArroOW KeYS.......uiiiviiiiiirreereeeeieiiirreeeeeeceeeeinreeeeee e 11
Using Notes option anNd NOLES [CON ....uuvuiiiiiiiiiiiiiiiiiiirirreirreeereeereeeeereererererererreesrrerererrrerrrerrrrerrereen 12
Y= AVL=J (=] oTo ] 0 e o [0 o TS 13
Prepare tO Print YOUT REPOIT ....uiiiiiiiiiiiiiiiiiiiirirereeerereeeseeeseesseseeeeseeseeeseseeseesssssesesesessseeesesesesasaeesens 14

PriNTING REPOITS oiiiiiiiiiiiiiiiiiiieeeee e e e e e e e e e e e e e e e e e e e e e e e e s e e e seeeesessaentes 15



Introduction

Control-D/Web is used to view reports that are distributed to the agencies. The reports can be
viewed online and/or printed through an Internet browser. Control-D/Web stores previous
copies of the reports for a specific period of time, HR reports will be available on-line for a
rolling 14 day period, Payroll reports will be available for a rolling 45 day period.

There are three different types of Control-D/Web reports: Benefits, Human Resources, and
Payroll. Your job role determines the types of reports you can view. Access to Control-D/Web
reports is not granted automatically with your job role. You must have your HRIS security
administrator request it for you. The reports will be available from the time security access
was granted going forward. You will not be able to see any of the reports that have run in the
past.

Most Control-D/Web Reports are run either daily or biweekly. Since some of the reports are
error or update reports, you will not receive a report if there are no errors or updates for that
day.

This lesson begins with the steps to add the Control-D/Web bookmark to your portal window.
If you already have the bookmark, skip to (Page 6).

It will be each agency’s responsibility to archive the reports from Control-D/Web to storage
media at the agency.



Establishing Access to Control-D/Web

The HRIS security team is working with the ADOA Information Security (AlS) team to establish
Control-D/Web user-ids for you and grant security access to the appropriate reports for each
user.

If you are an Existing User of AFIS or Control-D/Web for AFIS reports, you will continue to use
your existing AFIS user-id to access HRIS Control-D/Web reports.

New Users of Control-D/Web will be responsible for completing the Data Sharing Non-
Disclosure Form and the Security Verification form for ADOA Information Security. These forms
can be found on the ADOA Information Security web-site http://ibook.state.az.us/adoa _ais/
under the heading Mainframe Computer Security. All forms must be faxed to ADOA AIS team;
their fax number is 602-542-0095.

The format of the Control-D/Web user-id for new users will be your two-character agency code
followed by your 5 or 6-character EIN.

Examples:

If you work at Department of Juvenile Corrections and your EIN is 12345, your Control-D/Web
user-id will be DJ12345.

Office of the Attorney General and your EIN is 987654, your Control-D/Web user-id will be
AG987654.



On-line Availability

Control-D/Web stores previous copies of the report for a specific period of time,
please see lists below.

Human Resources Reports

Report Name Joh Name Folders Frequency (n-line Availability
These reports are distributed for agency Human Resource offices
ZH01 o201 BADHRID / HRISHR / <AgyCD=2  [Daily 14 days
ZH204 a2 BADHRID / HRISHR / <AgyCD=2  [Daily 14 days
P a5 10R BADHRID / HRISHR / <AgyCD=2  |Daily 14 days
P11 paz11 BADHRID / HRISHR / <AgyCD=2  [Daily 14 days
P12 a1 SADHRID / HRISHR / <AgyCD=2  |Daily 14 days
P13 allata BADHRID S HRISHR / <AgyCD=2  [Daily 14 days
P14 als114 SADHRID / HRISHR / <AgyCD=2  |Daily 14 days
Payroll Reports
Report Name | Jab Name | Falders | Frequency | Onine Availability
These reports are distributed for agency Payroll offices
PR142 PIWIS142 FADHRIO / HRISPYRL / <AgyCd=1 |Biweekly 45 days
R PSWISTIR SADHRID f HRISPYRL / <AgyCd=1 |DAY10, DAYOT, 14 days
DAY
ZR251-RADET, [$5WISOBF SADHRID /HRISPYRL f <AgyCd=1 |Currently biweekly, |45 days
ZR2A1-RA-SUM, being changed to daily
ZR251-RC-DET,
ZR251-RC-5UM,
ZR251-RG-DET,
ZR251-RG-5UM,
ZR25T-RH-DET,
ZR25T-RH-5UM,
ZR251-RJ-DET,
ZR251-RJ-5UM
ZR255 BaVYIS255 BADHRIO / HRISPYRL / <AgyCd=1 |Daily 45 days




Bookmark Control-D/Web Reports within HRIS

Login to HRIS first, then you can bookmark Control-D/Web, follow directions below, this only
needs to be completed once.

HRIS
w State of Arizona Portal Home
1 User Options
- Y- 4 —
35': [V Change Password
Common Tasks Useful Information

*  Manage Subscriptions ’ Portal User Help

*  Manage User Options ’ KnowledgeBase

> Change Password ’ Hotkevs Help

1. Click on icon drop down will display.
2. Click on Content

HRIS Welcome Connie [logout]
w State of Arizona Content )
| Save || Reload Portal 3= | | Previous || 7 MNext |
SUBSCRIPTIONS 1 LAYOUT
e /

0] \& Control-D Web Reports
0 General Ledger

0 Manager Self Service
0 Manager Self-Service
2 N5S-LSFY

& Resource Navigator
& Your Employee Services

3. Double click on Control-D/Web Reports.

Welcome Connie [logout]

wgﬂgmmna Content (- 7)
SUBSCRIPTIONS

tmf-D Web Reports

=Emplo

&2 General Ledger
2 lanager Self Service
2 lanager Self-Service
8 WSS-LSF9

&2 Resource Navigator
&2 Your Employes Services

4. Control-D/Web Reports will be displayed under Navigation.
5. Click once on Book icon, Reports will display.



Welcome Connie [logout]
wgﬁlﬁ Arizona Content Search... @ = E 9
orve | eres NN DR &> o

SUBSCRIPTIONS Lavout

N> Applcant Self-Service
() Control-D Web Reports Control-D Web Reports

eports

& Employes Self-Service

W& General Ledger

W& Manager Self Service

W& Manager Self-Service

W& MS5-LSF9

W& Resource Navigator

& Your Employee Services

6. Double click on Reports

Welcome Connie [logout]
HRIS
w State of Arizona Content )

‘ Refresh Previous Next % Home
oo [ o | E3LTS
SUBSCRIPTIONS \ Lavout r_]

- —
9 Applicant Self-Service MNavigation Main Content 7

m Gontrol-D Web Reports | ControkD Web ReanH Reports / ”

&8 reports ~—~———
N2 Employes Self-Service

& General Ledger

N2 Manager Self Service

W2 Manager Self-Service

N2 M55-L5F9

W2 Resource Navigator

8 Your Employes Services

7. Reports will be displayed under Main Content.
8. Click on Save
9. Click on Refresh

Content

w HRIS
State of Arizona
Save ” Reload Portal || | Previous ” 4 MNext |

control-D Web Reports SUBSCRIPTIONS LavouTt
NReports N2 Applicant Self-Service
\Z Gontrol-D Web Reports Control-D Web Reports | Reports |
& Employee Self-Service
W& General Ledger
8 Manager Self Service
&2 Manager Self-Service
W& MS5-LSF
W& Resource Navigator
W2 Your Employee Services

Welcome Connie [logout]

Search... Q v E e

10. Control-D/Web will be displayed under the Home tab.

ﬁ Note: If you have problems establishing the bookmark please contact the
HRISHELPDESK@azdoa.gov or call 602-542-4700.




Login to Control-D/Web Reports

HRIS
State of Arizona

Home

Control-Nn Wah Ranarts
ey S

S

Host:

Change Pazsword LChange : £l
~ Language - ;
Help E "~ i

Double click on Reports
Input User Name

Input Password

Click on Login

1.
2.
3.
4,

) e - .',. - .
Filter: O i EiD ]

Welcome Connie

llogout]

[search. QAN

| >

@ Note: Your Password must be:

e Be 6-8 characters

e A combination of alpha and numeric
e Can not contain special characters

e Password will expire every 30 day




Accessing your Reports

HRIS

State of Arizona

Control-D Web Reports

<<bmc

Folders

=4 $ADHRIO

= _.JHFHSHF!

S Y
\_/

1. Clickon which is on the left side of the Start Folder

Click on the which is on the left side of the SADHR10 Folder

If you have HR user access click on HRISHR, if you have Payroll user access click on
HRISPYRL.

Click on your Agency Folder (Example: AD2)

Use the Filter Option to search for Reports
HRIS Welcome Connie

State of Arizona

Control-D Web Reports

4 START » $ADHRID> HRISHR » D2

— -Immm

il B DzEm Sust 0
- ARISHR o -

1. Click on Filter




/= CONTROL -D/WebAccess Server - Filter - Windows Internet Explorer

& | httpiffazctrid0l, azdoa, govfwalbmc-cbd-wa-cgi, exer0=Fiterwindowi1=3461 270545V 26732566 1 582 ="2F0 *
Filter Report List
Select the criteria for filkering the repart list:
Filter name: | Last used filter | »
Save i
3 ——
Include] fered reports froef? Al folders \ Appl_l,l to all folders
Cument folder onhy
Repol| Parameter || [l Current folder and subfolders
Report Mame: | Report Status:
| | Active
Job Marne:
™1 History
[Remais | | | igrated
Categon: | |
Index Mame: | |
Index Walue: | |
Fecipient: | |
£ Default _)
Done €D Internet E100% v
2. Pop-up will display, click on drop down menu change Current Folder only to All
folders.
3. Input report information

4, Click on Apply

Navigation Keys
‘ [ Fitter | (24)p Sort

Report List Connected toXLOT a3 hr00003

| Ey Logout | %} Help

Folders START > $ADHRIO > HRISHR

EI---_;jsmF{T - M Report Hame ]
E'"'—;J@DHF”U [zHz01 HEWIS201 09/25/2008 =] &5
© i [ 2204 #5204 09/25/2008 & & = -
B HRISICL
# IHRISFYRL Ozettt HEWIST11 09/26/2008 =) & = -
"'%IPAYHDLL [zHzo H5WIS 201 09/25/2008 =] =1 = -
TR []zHz08 H5WI1S204 03/26/2008 & =1 = . -
CzHz0t #5520 09/25/2008 & = = -
[ ZHzns HGW5204 09/26/2008 & & = -
[ zHzat #5520 09/25/2008 &® S = .
[ zHzns #5204 09/26/2008 & S = -
[zHzm HSWAS 201 09/25/2008 =) =1 = - 3
< | >
1. Use the Navigation Keys if you don’t find the report date you are searching for, you

will be able to move to the next page or jump to the last page.

Q,i Note: You will be able to view 20 reports at a time.




Opening a report

‘ T Fitter |ﬂy Sort | E]ylogout | %Help

REPDH List Connected toXLO1 as hr000D3

Folders START » SADHRIO > HRISHR ]
5 _I4DHRD ' 3 Ewisan 08/25/2008 =) & =
j::::JHEHL : =T #5WIs204 09/26,/2008 w S B .
% HRISPYRL D HEWIST11 09/26/2008 =) & 5 |
"'%IPAYHULL Dzden Logical View> o520 (19/25/2008 =) = B .
* _IRDEER [JzH20 :i;”::‘“ WIS 09/26/2009 ® = . =
Dzda py HEWIS 201 09/25/2008 ) S B .
[]ZH2M Fiintas> HEWIS204 09/26/2008 =) & 5 |
[)zdam Frenareto Fint HEWIS 201 09/25/2008 E) = B .
MzH20 ;:'le fSWISI  03/26/2008 w & B .
124201 gt #5WI5 201 09/25/2008 =) S 3 . v
¢ | >
There are two options to open a report.
1. Move the mouse over the Report Name and a drop down menu will display with
different options click on Open Report.
2. Double click on the Report Name.

Note: Other options which are available when you move the mouse over
@ Report Name are as follows, Report, Logical View, View As, Notes, Print, Print as,
Prepare to Print, Save, Mail, Properties.

Search Option, Cancel Search Criteria, Arrow Keys




You will be able to search for certain information in your report, cancel your search criteria

and move through reports.
:
[% Tools ¥ @ Notes Mode

Fat Size Bpt v

[P111 Date 03/11/08 Compeny 1 STATE (F ARIZONE
I

o ic - [ S

1. Input data into white box. Example: EIN # 12345

.
[% Touls v @ Notes Wode | ) Help

Fat Size Bpt v

ZF111 Dete 03/11/08 Company 1 STATE OF ARTZONA Fege
I

Cancel Search Criteria to stop the filter.

2. Click on the X key to cancel search.

.
@ Hotes Mode

Fat Size Bpt v

ZF111 Dete 03/11/08 Company 1 STATE OF ARTZONA Fege
I

o in rr e

Arrow Keys to jump between reports

3. Click on arrow keys

Notes option & Notes Icon




=
i Go {1 Report V() Tools v )

1 -
ogical
Back to the . O view  |Display
/ Report List @
p 230 Hotes
Page (1) 2
ZP111 Date 09/11/08 Compeny 1 STAIZ OF ARIZCNA
1
Time 15:55 Pozition Update Listing
To add notes to your report.
1. Click on Tools drop down will display
2. Click on Notes

General Mote Type the note text:

B

L~ ~
N 7

—

Daone € Internet 100% v
3. Pop-up will display

Input text for reference, Example: EIN# 12345
4. Click on Add

Notes Icon

omc
REp-I:H"I: List Connected to XLOT az DOOO3
Folders 4| START > $ADHRIO > HRISHR > ADZ2

=l _ASTART

Il Report Hame

= _4HRISHR =

B 1aB2 [1ZH201
ER Y [1=H=204

On the main report screen, you can see a new icon in front of the report to show that there
are notes attached.
1. Double click on Icon to view notes.

| Note: All notes are viewable to all users.
AS




Save Report

play Repart Menu
< 15

—_—
% Print
Page (1)

& Send by
EP111 Dete 09/11/08 Company 1 STATE OF ARI] Mail
L

Time 15:55 Position Update Listing

Bgency: 4D DEPARTMENT OF ADMINISTRATION

The Save option allows you to save the report as a text, Excel, or PDF File.
1. Click on Report, drop down will display

2. Click on Save

Save in: | L3 DAFREDS0 | = E3-

[Z] paFrs0s0

FPage range

= Al
T Pa |
Enl e numbers and/or page ranges
sep by commas. For example, 1,512
File name: 5 AFCDTMASTER —

—— e )
(Save as tupe: [ bt [ ) ;‘)
Logical Views: |El'a TEST1 j ﬂ

3. Pop-up will display, click on drop down to choose the file type
4, Click on Save

Prepare to Print




Prepare to Print is an option that will take you to a webpage that allows you to view the
report before printing.

Page 1 af 1

bave (1) = Print
age Send b rint
ZP111 Dete 03/11/08 Company 1 STATE COF ARI i O e bo print
N )

Time 15:55 Position Update Listil

[Agency: AD DEPARTMENT OF ADMINISTRATION

1. Click on Report, drop down will display
2. Click on Print, drop down will display
3. Click on Prepare to print

Prepare to Print

Properties |
Print Pages:
@ Al

> Pages: |
Enter page numbers and/or page ranges separated by commas.
For example, 1,5-12

Logical Wiew:

Use default logical view |«

C o D

Done & Internet H100% -

4, Pop-up will display, click on Print

Page (1)

ZP111 Date 09/11/s08 Company 1 STATE OF ARRIZONAR
1

Time 15:55 Fosition Update Listing
Agency: AD DEFARTMENT OF ADMINISTRATION

Process Level: ADDIR AD-DIRECTOR'S OFFICE

FPosition RADOO1357AHC AD BUDSET OFFICER Effective 06/18/05 — 12/30/05
Field Priocr Value New Value Default
1z/730/05

Stop Date

<

5. Print Preview

Print Report




1

Page (1)
ZP111 Date 09%/11/08

Time 15:55

Lgency: AD DEPARTMENT OF RDMINISTRATION

Company 1 5TATE QF ARI

Position Updete Listing

1.
2.
3.

Click on Report
Click on Print
Click on Print

General ] Dptigng]

Select Printer

E.ﬁ.dd Prinker
S, GACOS on ipp: /159,567,173, 122
FGA010 on ipp: /159,587,173, 122

< |

L8 GACE1 on ipp:f159.67.173. 122
;;ég Microsoft Office Docurnent Irmag
;;ég Microsoft XPS Document Writer

Status: Ready
Laocation: HF Laszeret 4050 Series - GaO

Carnrnemnt:

Faage range
Al
& Pages: [137

Enter page numbers and/ar page ranges
zeparated by commas. For example, 1.5-12

FReport Parameters

Frint as: | wlz j Logical wiews: ||5a TEST1 j

>
[ Print to file ( Preferences |)
Find Printer...

Copies

Mumber of copies: 1 E‘

O DRG]

[E]7 4 Frint b Cancel | Apply |

Pop-up will display, click on Preferences to Print Landscape

Click on Print




