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Running a Labor Distribution Report 
  

1. Log into MyCWU 
 

2.      Click on Main Menu, then use the drop-down navigation provided here: 

 
 

3.      Click the “Search” button to find a run control ID, and pick anything that show ups in the list 
 Missing a Run Control ID? (see next page for detail) 

 
4.      On the Labor Distribution Report Page, enter the last two digits of the calendar year in “Pay Run ID” field, then 

search for the pay period you want to report. 
Need more information about Pay Run ID? (see next page for detail)  
 

a. Optional:  If you want to limit your report, you can enter a Dept #.   
b. Warning:  Limiting your report by combo code is very likely to cause some people or pay to not be 

reported.  Do not use the combo-code option unless instructed by Payroll or IS staff, or if you believe 
you have an advanced understanding of how combo codes are managed in the payroll system.    
 

6.      Click the run button, then on the process schedule request click "OK" 
 

7.      Select the Process Monitor link. 
 

8.      Click the "Refresh" button until the statuses of your report are "Success" and "Posted" 
 

9.      Click "Details", "View Log/Trace", then select the link for the file that ends in PDF. 
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Step 3 Detail - Missing a Run Control ID? - If nothing appears after searching for a Run Control ID then click on the 
tab labeled "Add a New Value."  Enter your login ID (either upper- or lower-case is fine).  Click on the “Add” button.  
Continue to instruction #4. 
 
 
Step 4 Detail - What Pay Run ID do I use? – Pay Run ID’s are a 5-digit code consisting of the 2-digit year + 2-digit 
month + pay period.  Fortunately, you don’t have to memorize these codes.   
 
Enter the last two digits of the calendar year you want to produce a report for and then click on the magnifying glass 
next to the field to search. 

Example:   
 
Clicking the magnifying glass will cause a pop-up window to appear where you can then choose a pay period for your 
report.  Reports are by the months, so pick a “B” pay period to see a report for an entire month. 
 
Example: 

 

 
Due to changes in how financial data is stored, you will not be able to run reports for dates prior to July 2015. 
 
Continue to instruction # 5 


