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Step How to run TAL reports

Navigation: TAL- Reports

1 In this document, we will discuss how to run a report in TAL.
2 Navigate to the reports menu in TAL.
The UNIVERSITY of OKLAHOMA Employee Tasks Manager Tasks Messages Employee Sefup History Log Off Help

Health Sciences Center

3 The drop downs will contain all reports you have access to run.

The UNIVERSITY of OKLAHOMA Employee Tasks Manager Tasks Messages Employee Sefup History Reporis
Health Sciences Center

Details View

Adjustment History New

Employees Balances

FMLA Timesheet Data

Pay Outs

Time Collection

Time Off

Timesheet Collection From VPN

Timesheet Modified After Completion
v Payroll Pracessing

Adjustment Output Report

Adjustment Status

Calculated Timesheet

Employes Info

Timesheet Input

Timesheet Status

Timesheet Validation

4 Select a report to see all specified reports in that group that can be ran.

‘ Title: Calculated Timesheet

Description:
v Other Management Reports L Last Run:
Adjustment History New
Employees Balances Saved Filters. Create/Edit Filter
FILA Timesheet Data
Time Collection |28 alt
Timesnest Hodified After Completion . = Description:
v Payroll Processing
Adjustment Qutput Report Calculated Timesheet by Date Range ] 7
Adjustment Status
Calculated Timesheet By Department l ¥ And
Employes Info
Timesheet Input COVID Care of Child ] ¥ Timesheet Group Equals <ent
Timesheet Status
Timeshest Validation . COVID Codes ALL i v Period End Date Equals
£OVID Vaccine and Admin Codes v ) Salary Hourly Equals
Leave Scheduled and Unscheduled -
Cascading Error ] £ Employee Number Equ:
Salaried Employees with Regular Hours ] ¥ Hours Type Equals value>
Salaried ENPS with LWOP ] v
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Report filters must be either completed or deleted. It is better to only use the filters you need

and delete the rest. Click the “X” to delete them prior to running report.

Title: Calculated Timesheet
Description:

Last Run:

| ¥ ul
= = Description:

Calculated Timesheet by Date Range | V|
Calculated Timesheet By Department i v And
COVID Care of Child Fl Fd Timesheet Group Equals <enter a falue=
COVID Codes ALL ¥l & Period End Date Equals enter a vlue=
COVID Vaccine and Admin Codes El £ Salary Hourly Equals <enter a valug>
E:?;ds‘;ge;mn and Unscheduled = = Employee Number Equals <enter dvalues
Salaried Employess with Regular Hours & 7 Hours Type Equals <enter 2 values)
Salaried EMPs with LWOP Fl 7

Click “grid” to review any results for criteria entered.

Create/Edit Filter

Title: | Calculated Timesheet

Description:

Shared [ Published [&

Calculated Timesheet by Date
Range

And
Calculated Timesheet By And

Department Peried End Date Equals 8/12/2022

COVID Care of Child

A report will only generate if there are results to display for criteria entered. If a report
generates, you can download report to excel for your records.

Drag a column header here to group by that column

R

8/12/2023

8/12/2023

8/12/2023

8/12/2023

8/12/2023 c:
8/12/2023
8/12/2023
8/12/2023
8/12/2023
8/12/2023
8/12/2023
8/12/2023
8/12/2023
8/12/2023
8/12/2023
8/12/2023
8/12/2023
8/12/2023
8/12/2023
8/12/2023

Page 2 of 2




