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Accessing Mobius Reports in the HR Application

You can access all Mobius Reports through the HR Application. Follow the steps
below to access and view a Mobius Report

Step 1. | Login to the HR application.

The HR Direct Application opens.
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_%_ Navigate to the following path:
UMass Custom - ViewDirect Mobius - DocumentDirect > Launch DDRINT

The Launch DocumentDirect page opens.

3 Launch DORINT - Microseft Internet Explores G|
D [ gew Fgeorer ook b >

Qu O RNEG Pomo e @ -5 3L BE B

: @] o —— _CARTOM, VDR | _ROGT_ORECT UMASS_CUSTOM. VIEWDIRECT DOCUMENToostc T von iy v | [ 60 Lrks ™ @ 5ol 1

EONTEE E——— . o
=

& Finaneial Akl a Hiwwingew | B =

o Btudent Financisls

¢ Academi Advisement [ Lamehy DocumentTi ect i1
" Conmuior Reltions:
[ HRM

& g:ﬁ:m: Usen Iy TESTSC Emnplite 10003326

HEPPALL atetz Karnpf Diane
List:

© Wrkist
& Application Ciagnoslics How Securily penpa |
¢ Tree Manager Parmdssion Lis:

& Commitment Accounting
P anrolM

= VigwEiset - Motius
 WhewDlinee! Admin -
Mubiss:

= DaturnentDinect View Renart

b Resruting
& Waorkoree Administration Messaga:
& PeopluTooss.

¢ Packaging
& Drata Models

B © rmmian

Accessing Mobius Reports In The HR Application_051509



7

University of Massachusetts ﬂl'R

Amherst ¢ Boston « Dartmouth  Lowell « President’s Office « Worcester M.

Y

Before accessing Mobius, it is recommended that you open a new window in the
HR application in order to complete other transactions. Please click the New
Window link on the top right corner of the page to open a new window. A new
window will appear.
e If you are using Internet Explorer, it will open in a separate browser
window. You can then switch back to the other window by using your

desktop menu bar.

e If you are using Firefox, the new window will open as a second tab. You
can switch back and forth by clicking on the appropriate tab.
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Step 2.

Click the I View Report | button.

You may be asked to authorize software or if this is the first time you are signing on
you may be asked to “Run” software. Authorize all prompts such as identified
below.

o

Security Information

.‘i‘ _This page containg both secure and nonsecure
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Do you want to display the nonzecure items?
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The Launch DDRINT page opens.
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UMASS
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Search:
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[ My Favorites
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[ Manager Self Senvice
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[» Benefits

[ Time and Labor
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[ Set Up HRMS

[> Worklist

[ Reporting Tools
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7 DocumentDirect
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G Enterprize View
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B Tan 1, 2009 12:00:00 A1 DISK Available

B dan 1, 2008 12:00:00 A0 DISK Availahle

Reports will be archived by year and then by module.

Step 3.

Access your reports by clicking the ‘plus’ signs to get to the module, then the
report, then the date, then the list you have access to
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Step 4.

Click on the department you wish to view. The report will open in the window on
the right
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If you would rather have your report launch in a separate window, click the
preferences button at the top

RUXPREBQEY

mEnterprise View

Preferences

v Display documents in @ new window

And choose then click

Step 5.

Alternatively, you can find a report by searching for it.

To find a report, Highlight the appropriate year and Click the Magnifying Glass
—Locate,

icon (&l .‘f"g) to Locate a report.

The Locate window opens.

Accessing Mobius Reports In The HR Application_051509




7

University of Massachusetts

Amherst ¢ Boston « Dartmouth  Lowell « President’s Office « Worcester

:{jEnterprise View
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Step 6. | Type the name of your report in the Report ID field and Section (this is optional).

Step 7. ['(‘:,'1
Click the Lighting Bolt icon ( _- ﬁ ).

The Launch DDRINT page reopens.
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You will be brought to the most recent day/time the report was run and the first
Mobius Report in your list will display in the section on the right.
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A Note About Running Mobius Reports

F\ When running a report that needs to go to Mobius, a user should always select the
: “Mobius” option in the Type dropdown list on the Process Scheduler Request

page.

ORACLE’ :

Home Worklist

Menu
1> Curriculum Management o
I> Financial Aid

[> Student Financials
et i i atraent Process Scheduler Request

[> Contributor Relations
I> Set Up HRMS User ID: SUM99999127 Run Control ID: jsb

[ Set Up SACR
[> Enterprise Components Server Name: ~  RunDate: 04/28/2009 [

[> Worklist
g Di v RunTime:  6711:23PM Reset to Current Date/Time

[> Tree Manager . .
- Reporting Tools Time Zone: Q

|~ UMass Custom Process List
(- Benefits Select Description Process Name Process Type Type *Format Output Destination

[ Payroll e S ¥
O it b cona iy [¥]  Schedules Needed Report UMTLT02 SOR Report - LP Imobius/hrstao)

[ Setup Control/M = N

[ SetUp HRMS
= Time and Labor
b g“aﬁiﬁ“ Changes were made to allow the end user
Thenos to select an output type of Mobius. When
- Employee Roster - N
Report oK Cancel selected the appropriate format and output
= Hol Comp Time destination are set for the user.
Report

= TL Detail Report

= TRC History Report
[> Process
[> ViewDirect - Mobius
[ Recruiting

.

End of Procedure
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