OH referral Printout for line managers

In business world enter the below menu item in Common > Ordered Reports > Reporting H2R
(Please note you will not see as many menu items as shown in this screenshot)
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In this menu select OH referral Printout for Manager as below:
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When you open it, it will look like this:



OH Referral Printout for Manager

¥ General parameters

Open parameters

Form ID Enter Form ID

[#] Fixed parameters

User 200007

You will need to enter the exact form of the form in question in the highlighted area. For example,
OHRE10000370. It will only print the form if you were the person that initiated the form.

If you don’t know the form ID you can get it one of two ways:

e Go to your employees and load the employee who the referral is about. Navigate to the ‘OH
referral tab’ and the form ID will be shown here

e Goto Forms on the left-hand menu and navigate to Reports Across Clients > HR/Payroll > My
Reports and select the report called HR: My HR Forms. This report will list all the forms you
have submitted including their form ID

Once you put the form ID in and press save, go to ‘your ordered reports’



Open parameters

FormID

¥ Fixed parameters

¥ Printer parameters
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Save ‘ ‘ Your ordered reports ‘ ‘ Report variants
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Create menu

Once your report has finished (shown on the right-hand side) you will be able to open it by clicking
on the icon on the left hand side as shown.
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