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Enter Payroll ID, Payroll number, —
your departments PO5xxx number,
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Save Entered Parameters; CHECK to save.
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ZHRTSBX report

Enter ZHRTSBX into the go to box in Banner

Click on Next Block icon or do Ctrl Page Down. Do this twice so your curser is in the Parameter Values box.
Enter Payroll ID

Enter Payroll number you want to view

Enter your departments PO5xxx number

Enter the current payroll year

Click on Next Block icon or do Ctrl Page Down to Submission box.

Click on the Save icon or F10 to save and begin running the report.
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Wait a few minutes for the report to run
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[ Save Parameter Set as Name: Description: “'Hold ® Submit
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10. Click on Options and then Review output
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Record Count

Output File Name

zhrtshx_2002457.log
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Chaices in list: 2
Record: 141

11. Double click in the File Name Box
12. Click on OK button
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13. Go to Options and click on Show Document (print and save file) [meeme L1 Lo J

14. It will ask you if you want to continue: click Yes
15. Your report is now ready to be reviewed and saved to your computer.



