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Click on the NavBar icon
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Instructions
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Click on “My System
Profile” on the Edison

home page.
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NavBar: Navigator
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General Profile Information

General Profile Information
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General Profile Information

| Your name will appear here. |

Password

Change Password, Challenge Questions, Security Image or One-Time Password email

Email Personalize | Find | £ | e First (4) 12¢0f2 '} Last
Pri Email i _
“2‘{;“';’{,“ r'.? A Email Type Email Address
Business

Your email address will appear here.
Your email address will appear here/

“Primary Email Account”
should have a checkmark in
the field. Click the NavBar.

Primary

Alternate User

If you will be temporarily unavailable, you can =elect an alten

Alternate User ID Q

From Date ! (example:12/31/2000)

To Date e (example:12/31/2000)
[ Save

-
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Click on the
“Navigator icon” in
the NavBar. You
will just see the
NavBar.
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Reporting Tools

HCM Reporting Tools
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PeopleTools

EHD

My Preferences
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After clicking the
Navigator Icon you
will view the
Navigator Menu.




HCM>Benefits>Reports>Contributions and
Dedu..>TN Prem/Collect App Deduct

NavBar: Navigator NavBar: Navigator NavBar: Navigator NavBar: Navigator NavBar: Navigator

@ 5 <2  Benefits < <= Reports , < <=  Contributions and Dedu... > <=  Contributions and Dedu...

. i = Benefit Contribution Register = Benefit Contribution Register
Edit My Links ELM 5 EdtmyLinks Employee/Dependent Information> iy inks Audits > | EditMy Links Edit My Links
E Fscm N E Review Employee Benefits > a Regulatory and Compliance > E TH Collections Applied E TH Collections Applied
Navigator Navigat i Navigator TN Prem Due/Collect App Deduct|  avidator TN Prem Due/Collect App Deduct
Reporting Tools » g Enroll In Benefits y  MNavigator Contributions and Deductions 3 PP PP
TN Pre-Bill Table Maintenance TN Pre-Bill Table Maintenance
HCM Reporting Tools > Manage Automated Enroliment Participation >
My Links N My Links My Links
My Links My Links
L . TN Enroliment and Collections TN Enroliment and Collections
ELM Reporting Tools > Maintain Primary Jobs > TN Surviving Spouse Letter
My Preferences FSCM Reporting Tools > Reports » # TN BA Letter Archiving My Preferences My Preferences
My Preferences
My Preferences
= Interface with Providers . o o
== PeopleTools ’ m ’ TN Six Months Free Cov Letter =]
11 T T
Fluid Home Fluid Home Fluid Home
EHD > Fluid Home Administer COBRA Benefits > .
Fluid Home TN Approaching 64 Yr 11 Mo Ltr
My Preferences Benefits Billing >
TN RFL Notification Letter
My System Profile Admin Flex Spending AcctUS 5
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Instructions

Click the “HCM” link on the “Main Menu”.
Then from the “HCM” menu click on the
“Benefits” link. From the “Benefits” menu,
click on the “Reports” link. From the
“Reports” menu, click on the “Contributions
and Deductions” link. Click the “TN Prem
TN \ Due/CollectApp Deduct” link. / 7
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TN Prem Due/Collect App Deduct

TN Prem Due/Collect App Deduct

TN Prem Due/Collect App Deduct

Eind an Existing Value Add a New Value

Run Control ID

Instructions I
Add F

Type the word “report” into J

the Run Control ID box.

Find an Existing Value | Add a New Value \_
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TN Prem Due/Collect App Deduct

TN Prem Due/Collect App Deduct

TN Prem Due/Collect App Deduct

Eind an Existing Value Add a New Value

Run Control 10|{report

&

Find an Existing Value | Add a New Value

Instructions

Click “Add”.




Select your Agency Dept. Number

Run Control ID report Report Manager Process Monitor Run

Report Parameter(s)
Department @
Ooncycle Oofficycle O Bnth‘b

Pay Run ID Q

Slsave ||[oh Return to Search . [} Add Update/Display
Instructions

<

Click the magnifying glass to
the right of the Department
9 Number. y

] 10




Look Up Department Number

TN Prem Due/Collect App Deduct

Run

Run Control ID report

Report Parameter(s)

Department

O On-Cycle O Off-Cycle

Pay Run ID

—

Instructions

Click on your
department number.

Q
() Both

Q

Feport Manager FProcess Monitor

Look Up Department

Search by: Department begins with

Look Up Cancel Advanced Lookup

Search Results

Only the first 300 results can be displayed.

View 100 First ‘4 1a200cfao0 'R Last
Department

9000100000

9000100001

el



Process Scheduler Request

Run Control ID report

Report Parameter(s)

[G] Save

Select Both

Report Manager

Department 2054900000 |Q

Concycle O Offi-Cycle

Pay Run ID

o™ Return to Search

TN

b

® Both

Instructions

Select “Both”.

Process Monitor

|+ Add

Run

e



Click Run

Run Control ID report Report Manager Process Monitor

"

Report Parameter(s)

Department 2054900000 |Q Instructions

~
Concycle Ooficycle ® Both Leave the Pay Run ID
field blank and click the
Pay Run ID Q & ”»
L Run” button. y
[§]save ||[a* Return to Search [k Add F| Update/Display




Recurrence Date

Process Scheduler Request

UserlD  your Access ID will be here. Run Control ID report
Server Hame| PSUNX l[ Run Date |02/06/2017 El
Recurrence | 7~ ] "\ Run Time [12:47:55P Tl il
Time Zone QL
Process List
Select Description Pr Mame Process Type *Type *Format Distribution
] TH Prem Due/Collect App Deduct TH_BA138 SQR Report Web v| |PDF s | Distribution

Instructions
8]4 Cancel

Click the down arrow next
to the Recurrence field.

TN

b
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Select a Date of Recurrence

TN Prem Due/Collect App Deduct

Process Scheduler Request

UserlD  your Access ID will be here. Run Control ID report
Server Mame | PSUNX v| Run Date |02/05/2010
Recurrer@[Honthly 5th_11PM T  Run Time|11:00:00PM I
Time Zone 2
Process List
Select Description Process Name Process Type *Type *Format Distribution
[« TH Prem DuefCollect App Deduct TH_BA133 S0R Report |'ﬂ‘eb v| |PDF s | Distribution
Instructions
<
OK Cancel Select
“Monthly 5" 11PM
. J

TN
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TN Prem Due/Collect App Deduct

Process Scheduler Request

useriD Your Access ID will be here.

Select your format (PDF)

Run Control ID report

Server Name | PSUNX

W | Run Date 023/05/2010

Recurrence | Monthly_5th_

11PM v| Run Time 11:00:00PM B

Time Zone

Process List
Select Description

[« TH Prem DuefCollect App Deduct

(8] 4 Cancel

TN

b

Q

Process Name

TN_BA138

Process Type *Type *Form Distridytion

SQR Report [wWeb  ~|[PDF

Instructions

The default format of the report is ﬂ
Adobe PDF. If you would prefer to view
the report in Microsoft Excel, click the
down arrow in the Format field.

s | Distribugon

16



Select your format (CSV)

TN Prem Due/Collect App Deduct

Process Scheduler Request

User ID Run Control ID report

Your Access ID will be here.

Server Name | PSUNX | Run Date 08/05/2010
Recurrence [Monthly_5th_11FM v] Run Time |11-00:00PM fiesclin Coent.Datelline
Time Zone Q,
Process List
Select Description Process Name Process Type *Type * Form Distribiion
W TN Prem Due/Collect App Deduct TN_BA138 SQR Report [wWeb  w|[CsV | Distribufion

Instructions

oK Cancel The default format of the report is Adobe PDF.
If you would prefer to view the reportin
Microsoft Excel, click the down arrow in the
Format field and select

\_ CSV. )

TN

b

iESe



Select your format (CSV)

TN Prem Due/Collect App Deduct

Process Scheduler Request

User ID Run Control ID report

Your Access ID will be here.

Server Name | PSUNX | Run Date 08/05/2010
Recurrence | Monthly_5th_11PM v| Run Time |11-00:00PM Reset to Current Date/Time
Time Zone Q,
Process List
Select Description Process Name Process Type *Type *Format Distribution
M TN Prem DuefColiect App Deduct TN_BA138 SQR Report [web  w]|[csv Distribution
Instructions I
oK Cancel Click the “Distribution”
link to create the email
" template.

TN
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Email Web Report

Distribution Detail

Process Name  THN_BA132

Process Type  SOQR Report

Folder Name | v
Retention Days 3
Email Only
Email Subject Email With Log: []

Email Web Report: [

N

Message Text

Email Address List

Distribute To
*ID Type *Distribution 1D

QK Cancel

Your Access ID will be here.

Check mark the “Email |
Web Report” check

Q

Instructions I

box.
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Email Subject

Distribution Detail

Process Name  THN_BA133

Process Type  SQR Report

Folder Name |

Retention Days k1l
Email Only

Email Subject /\ Email With Log: [] Email Web Report: i/
Message Text |},__

Email Address List

Distribute To
*ID Type * Distribution 1D

User “| Your Ac H
Your Access ID will be here. wmsirnctio® ﬂ

~<

In the Email Subject field,
OK Cancel type “Your Collections
Applied Report is Ready”.

J
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Email Web Report

Distribution Detail

Process Name TH_BA138

Process Type S50R Report

Folder Name | W
Retention Days 31
Email Only
Email Subject Email With Log: [] Email Web Report: [
"Your Collections Applied Report is Ready”
P
Message Text yd N

Email Address List

G

Distribute To
*ID Type * Distribution 1D

[User v Your Access ID will be here.

Instructions I

In the Message Text field, type “First
login to Edison and go to “My Reports”
on the home page and click on the link
TN_BA138.

Ok Cancel
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Message Text

TN Prem Due/Collect App Deduct

Distribution Detail

Process Name TH_BA138

Process Type SR Report

Folder Name | ~
Retention Days 31
Email Only
Email Subject Email With Log: I Email Web Report: [+1

"our Collections Applied Report is Ready”

Message Text
"First login to Edison and go to "My Reports™ on the home page and click on the link
TH_BA138.

Email Address List

Distribute To

=D Type = Distribution D
Your Access ID will be here. Q [+ =]

Cancel |nStrUCti0nS \
Click “OK”.

g3



Click OK

TN Prem Due/Collect App Deduct

Process Scheduler Request

User ID darl0622001 Run Control ID report
Your Access ID will be here.
Server Name | PSUNX v Run Date 02/06/2017 [
Recurrence | v| Run Time [2:50-27F M Reset to Current Date/Time
Time Zone L
Process List
Select Description Process Name Process Type *Type *Format Distribution
[+ TN Prem Due/Collect App Deduct THN_BA138 SQR Report |Web v| |PDF v| iDistribution:
Cancel Instructions I
Click “OK” again. ]

TN

g

b



You are now finished!

Run Control ID report Feport Manager Process Monitor Run

Process Instance 6127763

Report Parameter(s)

Department 9054900000 |Q Instructions

COoncycle O oOficycle  ® Both L
You are now finished.

Pay Run ID Q (The Process Instance number
below the run button confirms
that the report has been set up.)

Your Collections Applied

il Save " Return to Search Report will now be
automatically emailed to you on
the 5t of each month (you will

see the email when you come in
to work the next business day).

Let’s see what the actual email
. will look like.

TN



“Your Collections Applied Report is Ready”

From: edison.erp@tn.gov
To -0
Co
Subject: “Your Collections Applied Report is Ready’

mary.roberts@tn.us

Report information for Process Instance 6127763, Process Name TN_BA138:

https://sso.edison.tn.gov/psc/hrord /EMPLOYEE/HRMS/c/CDM RPT.CDM RPT.GBL?Page=CDM RPT INDEX&Action=U&CDM ID=3855041

‘—

Instructions

The subject line and first sentence of the A
email are the same as what you typed earlier.
There will also be a long link in the email.
Before you click this link, first open Internet
Explorer and login to Edison. If you click the
link before logging into Edison, you will

K receive an error. j

TN
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Login to Edison

ORACLE
PEOPLESOFT

Instructions I
Enter your Access ID Here

Go to https://www.edison.tn.gov,
Fasauud Enter your Access ID and Password,

Enter your Password Here and click Sign In.

Select a Language

English

B Enable 2 hibilﬂy Mode

26
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My Reports

Instructions 1

Click on the TN_BA138 link

under “My Reports”.

@'c-@l Training 2 . = 5
Edison News Alerts Edison Maintenance Calendar
No articles currently available
4 Sunday Feb 5, 2017 - Saturday Feb 11, 2017
blews anc Eventa No events found for the date range.
4 ‘ w FAQ Full Page View
t . ' Edison Basics My Reports
] What is Edison? Report Folder
a . e
What are the Edison Compatibility Standards? TN_BA138 General
~ 2017-02-06-13.40.5
5-0104 0 Why Passwords Expire Every 90 days?
0 of Operatio 2] Access ID vs Employee ID
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My Reports

Instructi

ons |

Click on the TN_BA138 link
under “My Reports”.

@'c-@l Training 2 . = 5
Edison News Alerts < Edison Maintenance Calendar
No articles currently available
4 Sunday Feb 5, 2017 - Saturday Feb 11, 2017
blews anc Eventa No events found for the date range.
p ~
¥ ‘ W FAQ ~ | Full Page View
t . ' Edison Basics My Reports
] What is Edison? Report Folder
a . e
What are the Edison Compatibility Standards? TN_BA138 General
) 2017-02-08-18.40.5
5-0104 0 Why Passwords Expire Every 90 days?
0 of Operatio 2] Access ID vs Employee ID
00 04:30p .
ond oug da ept holid Edison Help Desk Info

Q

~
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Viewing Your Collections Applied Report

TN

b

Report
ReportID 3772640
Name TH_BA138
Run Status Success

TH Prem DuefCollect App Deduct
Distribution Details

Distribution Node HRUAT

File List
Name
SOR_TH_BA

g 600495 Nog

tn_ba133_60N

Distribute To
Distribution 1D Type

User

Process Instance 6004957 Message Log

Process Type SOCR Report

Expiration Date 03/09/2017

File Size (bytes) Datetime Created

1,728 02/06/2017 6:40:58 DBGBTTPM CST
275,264 02/06/2017 6:40:58 966BTTPM CST
6,270 02/06/2017 6:40:58 DBGBTTPM CST

* Distribution 1D
Your Access ID will be here.

Instructions I

Finally click the second link )
in the File List section
ending in “.PDF” (or “.CSV”
depending upon what you
chose earlier) to view your 59

report. )
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Questions



