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HR/PR —PROCESSING LIST MAINTENANCE

Processing Lists allow you to create a list of employees based on the selected Data Mining Report
Template. You can then use this list of employees to run other reports in other areas of the Skyward

software.

After you create a processing list, you can then maintain it manually or by using the Import Feature

For more information, please see the WSIPC Guide to Employee Data Mining, S:/Skyward/Guides
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1. Go to HR Data Mining and create a data mining report
e Select criteria for report based on list needs
¢ Include an employee identifier such as Name Key in the field selection
2. Select a report template from the list of Report Names
3. Click Print Using Processing List
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Processing Lists @ o2
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:Des.r.riptionA | Date Created " Time: GreatadECreatadﬁy F'rocassing lljst ID | Print I
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To maintain the processing list manually

4. Highlight the report template description
5. Click Change Names in List
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(& httpsy//www2.tla.wa-k12.net/?pXmiSrpplmin=1614&isPopup=true - List Options - WH\EP\DM - 9965 - - Internet Explorer E=REER

List Options (. IR T
Change names in the (cen ACA 10 Mo Emp) list using the (cen ACA 10 mo EMP) report __Ennt
{®} Add names to the cen ACA 10 Mo Emp list with names from the cen ACA 10 mo EMP report _ Back
O Replace names on the cen ACA 10 Mo Emp list with names from the cen ACA 10 mo EMP report
() Remove names from the cen ACA 10 Mo Emp list that are on the cen ACA 10 mo EMP report
() Remove names from the cen ACA 10 Mo Emp list that are not on the cen ACA 10 mo EMP raport
| Click Print

6. Select Option (note that you can use other Processing Lists to further refine your employee selection
parameters.)
7. Click Print
e Once the report finishes processing, click View Report and review the list taking note of
employees included (employee count), then close report
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Description . Date Created Time Created | Created By Proceszsing List ID |. Print .|
¥ cen ACA 10 Mo Emp 11/09/2015 2:38 pm | Nystrom, Christine _ :
1 M| Excel |
Printzble Details
- - EXpand | Create New |
o LroEEl L 2 T Selected Report Processing
Nbr of Records: List
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Add/Delete Mames Change names in list using the cen ACA 10 mo EMP report lﬂl
Change
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List
Add/Delete =
Names [ Back | |
) |
To maintain the processing list using the Import feature
8. Highlight and expand selected report template description
9. Click Add/Delete Names in the Names in Processing List
Processing Name List |i_€h—ﬁ| 2|
Views:|General 'v| Hlters:|*3kyward Default v| by, m & il Add |
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10. Click Import
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’
= hitps/fwww2 tlawa-k12.net/?isPopup=true - Import Employees to Processing List - WHYEP\DM - 99 - In... E@g

Import Employees to Processing List Select the employes \ T BN
. J identifier from List 11 —
Select File To Import Type T Impo
List Type: |[Employee ID /‘fr/\ Back
File to Import: Browsz...
The file must contain one employee per lina. / Click
Import
After import has finished dlick the Refresh Browse button to see changes. 13

11. Select the employee identifier used in your import file from the List Type
12.Click Browse and locate your import file
13.Click Import
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