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Running EASY Reports

From the Home screen click on Management banner > click on the small black
arrow next to Reports to expand the section.

Harne

Welcome to EASY

Thank you for using EASY,
* Management JT—

v U Time & Attendance

My Bhsences

b ol Reparts D)

The report categories available will now be listed.

@ EASY :

Harme

Welcome to EASY
Thank you for using EASY.

~ e Time & attendance

Lo shsences
Leave Requests
- Reports
b Ahsences <_
b Timesheets
»  Enhanced/Overtimme
v Emergency Duties
b HoursfSessions

Leave Requests

Clicking on any of the small black arrows at the side of the heading will open the
categories and list the reports available.
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To run any of the reports

Click on the desired report from the list shown and enter the criteria requested on the
screen and then press the Run Report button.

Example below is Absences > Absence by Individual

sword ‘ Log out | Guidance G ‘ Documentation G | Help/Support

Home » Attendance > Reports » Absences By Individual Wednesday, 1st October 2014 16:48:02
» Self Service ‘ The repart wil indud all absencas matching the selected types for the given assignmert whers thase absence dates intersect with the date range entared, ‘

* Management
Assignment: qQ

v L Time & attendance

(L ahserices From: 01Jan2014
Leave Requests To: 3dan204 B
v Repurts
Adoption :
Ahsences
Y AAC Annual Leave Accrual
Not Extracted Annual L eave
b Pariod Annual L eave Accrual
e Maternity Leave
By Date Absence Types:  Mesical Sugpension
- Paid Part Day
By Individual Traiing
RIDDOR Paternity Adoption J
b Timeshegts Select no items to report on all types

b Enhanced/Dvertime
¥ Emergency Duties

b Haurs/Sessions

The report task manager will ask you to decide the priority of your request and give
you an option to schedule the report for a later date and time. Press the Confirm
button to run the report immediately or to confirm the schedule.

& request to run Absences By Individual report has been made,

This process will be queued to run in the background as soon as
resources are availible, Please choose any additional options and

confirm the request:
Priority: |Medium d

Do naot process until after: B @

email me when the task is complete: 7

You will see an information message at the top of the screen and the report status
under the Tasks banner:
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Scheduled report - you can now exit the screen (see retrieving reports further down)

(T:lj EASY " My Preferences | Change password |

Home » Attendance » Reports » Absences By Individual

@ Abzences By Individual repart has bean queued X

From: 01 May 2012 5

+ Reminders

To: 01Nw2012 (5

Absences By Individual report # Paid Part Day d
Training
Held until 01 Nov 2012 11:00 Paternity Adoption
Yiew detailed task status Paternity Birth

Absence Types: Special
Unpaid Authorised Special (Days)
Unpaid Authorised Special (Hrs)
Unpaid Unauthorised Special (Days) -

Non-scheduled report - wait for report to run.

(-Ll’ EASY . My Preferences | Change password |

Home » Attendance » Reports » Absences By Individual

@ Absences By Individual report has been queued ®

From: 01 0ct 2011 E

* Tasks

To: 050ct2012
Absences By Individual report ’ a

Queued Medical Suspension A
Yiew detailed task status Paid Part Day
Training
Paternity Adoption
Paternity Birth
Absence Types:
Special
Unpaid Authorised Special Days)

Once a non- scheduled report has finished running the report status will change

@ EASY : : | My Preferences

Home » Attendance » Reports » Absences By Individual

Assignment:

From: 010ct2011 3

To: 050ct2012 (3

ndividual report

Complete Medical Suspension ﬂ
Paid Part Day

Training

Paternity Adoption

Paternity Birth

el s

Snecial

Yiew detailed task status

Click on the green section under the Tasks banner to retrieve your report.
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Click on the blue files line to open or save your report.

Homne » Tasks » Wiew Result

[
Absences By In|

@ The results of this task will rermain availible far the next 30 days X

—

ueued SthQct 2012 14:08
Mo tasks found Q

Completed Sth Oct 2012 14:09
Yiew detailed task status <—

Files EAsY gbsences By Individual 2012 10 05.xls

Select open or save.

Completed 5th Oct 2012 14:09
Wiew detailed task status ) o
Files EaASY Absences By Individual 2012 10 05.x|

Do you want to open or zave this file?

j Name: EASY_Absences By Individual_2012_10_05.xls
Hl Type: Miciosaoft Excel Worksheet, 9.50KB

From: nhsbt easy. giltbyte.com

Open Save

harm your computer. | wou do not tust the source, do not open or

lgl ‘while files fram the Intemet can be useful, some files can potentially
T cave this fle. What's the risk?

Opening the report will give you an excel spreadsheet of your results which can be
saved by using File > save as from your toolbar menu.

© Windows 2003 Desktap - Citrix XenApp Plugins for Hosted Apps [SpeedScreen On] EI@
[ Microsoft Excel - EASY_bsences By Individual 2012_10_05[1]ls : 18]
@_] File Edt View Insert Fomat Tools Data  Window Help Typeaquestionforhelp @ X
DEHRSIGRIVEHI S 28 390854 K g - @)! B} M CompareS\dEDVSidewwthm!
i LR IS SEE EIRR EIE LRI [ EOEEEY S S

Al v e NHS Blood & Transplant

A B | C \ D [ e | r [l w [ 1 [ v [ k][L Mo
1 NHS Blood & Transplant
7 Absence Details
13 From 02 June 2011 To 05 October 2012
| 4 | Name: | Personal Number: _
4
. . No.
|6 , } First Day of | Cont. | Last Day of| Ahsence | Absence
7] Absence Type Ahsence Reason Reason Detail Injury absence | Abs. | Absence | StartTime | End Time Call)zr;gal Hours
i
f—DSickness Headache / migraine Not specified 17-0ct-2011 23-0ct2011 7
%Sickness Cold, Cough, Flu - Influenza 12-Dec-2011 14-Dec-2011 3
%Sickness Headache / migraine Headache 16-Jan-2012 16-Jan-2012 1
%Sickness Back Problems 30-Apr-2012 30-Apr-2012 1
%Sickness Headache / migraing 14-May-2012 15-May-2012 2
119
|20
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To retrieve a previously scheduled report at a later date - from the Home screen
click on the Tasks Banner then click on the ‘View detailed task status’ wording.

@ EASY |

Home

» Self Service wWelcome to EASY
T —— Thank you for using E&SY.

Mo tasks found

“iew detailed task status <—

You will now see the status of all report requests. Clicking on the wording of the
report you wish to view will access the report.

Log out | Guidance G ‘ Documentation G | He

Homne » Tasks » User Status Friday, 215t March 2014 15:42:52

v In Progress

¥ Management Ho tasks in progress

b Self Service

* Queued

b Related

b Filters Task Queued By Queued At Priority On Hold Until

: Bbsences By Individual report 21t Mar 2014 1534 Low st Mar 2014 16:00 it
¥ Reminders

» Completed View Al

v Tasks
seences By Indiidusl vepot. Task Successful ~ Queued By Queued At Completed fcknowledged Availible Until

Hekd until 21 Mar 2014 16:00 Absences By Individual report [/} Nt Mar 2004 15:33 2stMar 20141533 Yes 20th Apr 2014 15:3¢

Vigw detailed task status

Click on the files line to open or save your report

My Prefarences | Change p

Home » Tasks » View Result

+ Management Absences By In @ The results of this tash wil remain availible for the next 30 days b

v Reminders * Result

Result Suczess

* Tasks

ueued Sth Oct 2012 14:08
Mo tasks found ¢

. . < Completed 5th 0c: 2012 14:09
Yigw detalled task status . N <_
Files E4SY_Absences Py Individual 2012_10_05.s
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As before select open or save.

WIEW UELIEU L3k SLdius
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Files EASY Absences By Individual 2012 10 05.xls
File Download 3

Do you want to open or save this file?

@ j Name: EASY_Absences By Individual_2012_10_05.xls
Hl Type: Miciosoft Excel wWorksheet, 9.50KB
From:  nhsht easy. giltbyte. com

Open Save

| i While files fram the: Intemet can be useful, some files can potentially
g harm your computer. |f pou do nat trust the source, do not open or
5 save this file. What's the risk?

All reports are available on the system for 30 days after which they are removed from
the system. If you require a report for longer than 30 days then make sure that you

save a copy to the ‘g’ drive.

EASY - 008 Report Overview v3.doc



