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From the Edison homepage click
on the ‘matrix’ at the top, right-
hand side of the page.
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Select “Benefits WorkCenter” located
under the WorkCenters header.

TN edison

Benefits & Health

Quick Links

The links provided here are a curated
list of popular links, and various
external links. Power users can access
workcenters and other systems.
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Learning & Career

WorkCenters

Benefits WorkCenter

Expenses WorkCente
HR WorkCenter

Learning Home WorkCe

r

Pay & Tax

General Information

ADA Information

Benefits News

ELM News

Edison Metrics and Standards
Finance News

HR News

Payroll Calendars

Payroll News

Procurement News

Larritu InfAarmatinn

Time & Leave

Other Applications

Report Manager

Help v

Travel & Expense

User Guides & Support

Benefits Support Info
ELM Support Info
Finance Support Info

HR Support Info

Payroll Support Info
Procurement Support Info
Time & Labor Support Info
User Guides: 3rd Party
User Guides: FSCM

llear nidae: HMKA

Sign Out




Click “Collections Applied Report.”
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If you have never run the Collections Applied Report, you'll need to
create a name for your report and type it in the Run Control ID field. You
can name it anything you like. Make sure there are NO spaces. If you

choose to use two words, use an underscore () between words. Then,
click “Add”

TN Prem Due/Collect App Deduct

Add a New Value Q,Find an Existing Value

“Run Control ID | january2024report

W

Add
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Click on the magnifying glass to select the department
number (this is the number provided by Benefits
Administration for your agency).

Run Control 1D janyary2023report e
1 Look Up Department E
search by Department begns with | G000800001 :
trol ID oess 1

Report Parameter(s)

Department Q e
On-Cycle

Off-Cycle ® Both

ater(s)

[CYels  Department

By 5000
Pay Run ID Q W
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Click “Both.”

Report Parameter(s)

Department 9000800001 Q

On-Cycle Off-Cycle ® Both e

Pay Run ID Q
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Click on the magnifying glass to select the Pay Run ID.

= Run Control ID january2023report Look Up Pay Run ID

Search by: Pay Run ID begins with

Report Parameter(s)

Department 9000800001 Q Search Results
Cnly the first 300 results can be displayed.

On-Cycle Off-Cycle ® Both
Wiew 100
Pay Run ID Pay Run ID
09NPO131
09NPO228
09NPO331
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The Pay Run ID has a specific format. The first two digits are
the year, followed by NP for “non-payroll,” followed by two

digits of the previous month and two digits of the previous
month’s date.

Non-Payroll

l Previous month'’s
end date

I
22NP1231 Q

Pay Run ID | 22NP1231 Q Yea r ‘

Previous
month

July 2022 - 22NP0630 |
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Click “Run” at the top right.
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Report Parameter(s)

Department 9000800001 Q
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Change the report format to an Excel or CSV file.

Otherwise, to see it as a PDF Click “OK.”

Process List

Select  Description

PARTNERS

Process Scheduler Request

Run Control ID january202 3repont

XML or CSV

v Run Date |02/152023 )l

~ Run Time 959 45AM

Process Mame Praocess Type ‘Type ‘Format Distribution
TN_BA138 SOR Report Web ~ PDF v i
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Click the “Report Manager” link at the top - and

make a note of the “Process Instance” number.
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Run Control ID

Report Parameter(s)

january202 3repon

Process Instance :H' “'-:'r
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Click “Refresh” Until TN_BA138 populates under ‘Report.’ To verify
you are receiving the correct report, check the ‘Completion
Date/Time’ to make sure it is showing the current date and time.

Reports
= Q | | View Al
. Completion Process
Report Report Description Folder Name Date/Time Report ID Instance
1 TN_BA138 TNPREMDUEKCOLLECTAPP | 6 oeral 031824 2-10PM | 8920978 13915962

DEDUCT

Go back to TN Prem Due/Collect App Deduct

Save

List | Explorer | Administration Archives
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Click the TN_BA138 link. —

Reports
‘EF'. ‘C},| 1-10f1 | View All
. Completion Process
Report Report Description Folder Name Date/Time Report ID Instance
/
TN BA138 EESSETM DUECOLLECTAPF | coneral 03/18/24 210PM 8920978 13915962

W

Go back to TN Prem Due/Collect App Deduct

Save

List | Explorer | Administration Archives
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Ignoring the first and third results on the file list, click the
middle link ending with “.PDF” or “.CSV".

File Size (bytes) Datetime Created

02/15/2023 9.51.41 720002AM CST
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If you chose the .PDF option, you may print your report by
simply pressing ctrl + p on a pc or command + p on a mac.

v/ pres/PSUNX/log_output/SQR_TN_BA138_11...

1
mte 1%-FER- 1)
Toms OF: 8138000000 AN

Fugw
=1
L=
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You can also open your Excel, or XML file, or .CSV file as a

spreadsheet.
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