KEEIS © REPORT MANAGER PROGRAM - USER SCREENS

Step 1: Double — Click the KEEIS® Report Manager Icon
Step 2: Enter your MUNIS® password and click OK

This screen will appear:

KEEIS Report Manager
Eile Help

Select a Report Group

I -

Select a Report Report Description

KEEIS Accruals Report A Shows number of days used, type code, and reason used
KEEIS Actual Days Worked - Adjustment within a date range. Also shows days available. Prompts for
KEEIS Actual Days Worked - Retirement beginning date and ending date. Sorts by employes name.

KEEIS CERS Deduction to Pay Type Comparist
KEEIS Cerified Emp Time Sheet

KEEIS Classified Emp Time Sheet - All Loc
KEEIS Classified Emp Time Sheet - One Loc
KEEIS Classified Transmittal Sheet

KEEIS Deduction History Repaort

KEEIS Deduction History Report - Check Date
KEEIS Deduction History Report - Warmant
KEEIS Detail Employee Deduction Histony
KEEIS Employee Deduction Report

KEEIS Employee Perod Eamings - All Loc
KEEIS Employee Perod Eamings - One Loc
KEEIS Job Pay Cycle 1

KEEIS Job Pay Cycle 2

KEEIS Job Pay Single Job Class

KEEIS KTRS Pay Type to Deduction Comparis: |

KEEIS Orders of the Treasurer Bun Report
KEEIS Payroll Deduction Validation Repart
KEEIS Payroll Eamings Validation Report il Exit |

Information listed on screen:

Select a Report Category Click on the drop-down arrow and select report group. Users
may access any report groups in which they have been given
rights or select All Groups to see all reports user has

permissions.
Select a Report Click on a report to select it
Report Description Describes the information about the report
Run Report Prompts for any required parameters and creates the report
Exit Exit program
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Running A Report

Step 1: Select a report

m KEEIS Report Managor
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Step 2: Click on Run Report
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Step 3: Enter requested information at prompts

Step 4: Report will display to screen. To print, click on printer icon at top left-hand
corner of screen

AW KEEIS Accruals Report
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