ERP Systems

Kronos Support

Creating a Location-Based Query
(Used to Run Reports Using a Specific job or all Jobs in a Unit)

Location-Based Query
Note: Location-based Queries can be used when running reports

e From Quick Links select the desired report (example report used is the UVA
Companion Daily Sheet)
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-« Back to Quick Links

REPORTS

SELECT REPORTS CHECK REPORT STATUS |
[“Reirest | £t || print | Schoiie repert [ Vakdate Tamptate || ot tempiate
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UVA Cancellation Report - 05M12/2017
UVA Canellation Test

U'VA Companion Daily S |

UVA Companion Requests - Open Shifis

UVA Companion Summary Report

UVA Daily Scheduling - 05/12/2017

e Once the report is highlighted the following information displays about the report
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0 Start by choosing Select (previous screenshot)

@' http://hstskwfcappd.hscsvirginia.edu/HformAction=REPORTING.action.deGetOr...  — [m| X

As of 6/30/2019

= MuvaHs 032017 - Forever
- EHE 41022017 - Forsver
+ MICAS 4032017 - Forever
- Mlecs wioaeot? - Forver
+ MIACUTE 4032017 - Forever
MICHILD 41032017 - Forever
M puaL JOB 4032017 - Farever
VIEMERG 4022017 - Forever
MIHEART  4103/2017 - Forsver

WMicu 4032017 - Forever

.
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+ MIMED-SURG 40312017 - Forever
+ MIMEURO /032017 - Forever

+ MINSGOP 41032017 - Foreuer

+ MIPTPRG 410312017 - Forever

+ WISURG 4032017 - Forsuer

.

[VIWOMEN  42/2017 - Forever

0 Expand the +Icon until the desired job or all jobs in a unit is selected
= For a specific job in one unit, multiple, or all units
e Expand the + Icon by the unit or units to be included

Note: Toinclude only one job from a unit, remove the checkmark beside the hospital,
division, and unit only leaving the job selected

- Mpcs 4022017 - Forever
= MIAcUTE 0312017 - Forever
- BW  4103/2017 - Farever

RN 4052017 - Foraver
SM  £/03i2017 - Forawer
RMCN1  403/2017 - Forsver
PCA  4/03/2017 - Forever
COMP 41032017 - Forever
HUC  4/03/2017 - Forever
AA 4032017 - Forever
OC  &03/2017 - Forewer

MGR 40312017 - Forewer

ANM 400372017 - Faraver

0 Click in the unit name with the checkmark to remove the checkmark
See next example
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= Dluvans soizon - romer
= LM amimo? - romar
* Dleas e Faner
= Dees woszor - fowr
= LIacute somzo- Fomms
Clow amu2017 - Forwrsr
CIRN weasn? - Formeer

Csm woszenr - Fomver

(TR TP

0 Select the desired job (or jobs) for each unit to be included in the report
= |nthe example below the Comp job for 8W is selected
= A/l Checkmarks must be removed except for the jobs selected

= [JuvaHs 40u2017 -Forever
- D“D 41032017 - Farever
* [eas 432017 - Forever
= [dpcs 4032017 - Forsuer
= CJACUTE 4032017 - Farever
- Dﬁw 4/0%/2017 - Foraver
LIRN 4052017 - Forever
[lsM 40202017 - Forever

CIRNCNT 40312017 - Forever

LIPCA 41032017 - Forever

COMP 4032017 - Forever

TTHUC  #03/2017 - Forever
LIAA #032017 - Forever

Lloc #022017 - Forever
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0 Repeat the process for each unit to be included in the report

o0 prok save ao | I I I I T

= (Name the Location Based Query that describes it)
= |nthe example Query is named Companion Requests All Units

@ nttp://hstskwfcappd hscs.virginia.edu/ - Sa.,  — O et

Name | Companicn Reguesis All |
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e Once the Query is Saved the team member who built it will see it in their drop down
0 Select the correct Query

All Home Locaticns
UVA COMPANION DAILY SHEH Selected Locations

aw
4 Central
& Central
& Central Comp
Description
People m
Time Period [Range of Dates V] [6r27i2019 | i [ei302019 | i

Display Workload Data Only No W

Show Zero In Rows Mo W

» OQutput Format | Adobe Acrobat Document pdf) |

Additional Questions?

e C(Call the Help Desk at 434-924-5334
OR
e Goto KNOWLEDGELINK and enter a ticket online

(@)

W=

IT HELP

See job aid located on the Kronos Welcome Page titled:
Submit a Help Desk Ticket On-line
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