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STEP 1:  Login to www.msp.ubc.ca.   

• Select the REPORTING tab.   
• Click on HRMS REPORTING 

 

 

STEP 2:  A new window opens.  Select Reporting Tools. 

 

  

http://www.msp.ubc.ca/
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STEP 3: Select QUERY. 

 

STEP 4: Select QUERY VIEWER. 
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STEP 5:  You can now conduct your query search.  Type in 910 and click on the SEARCH button. Your report selection will appear. 

 

STEP 6:  You have a choice to run the report to HTML or Excel.  Personally, I prefer Excel so I can view, reformat, and sort/filter data.   

• ADD TO FAVORITE:  It appears we can save the 910 query as a HRMS favorite to reduce the number of steps to reach the query.   
• SCHEDULE:  I’ve tinkered with SCHEDULE to see if I can schedule it to run the report on a regular basis, but it is not user friendly or user 

intuitive. 


