Work Instruction for HR100: Basic HR Data Report

Revised 6/19/2006

1. Logon to the UC Flex portal (https://www.ucflex.uc.edu)
BW tab->Logon to BW

— UNIVERSITY OF CINCINNATI UC

Business Warehouse

BW Home | Logon to BW

2.Open =9 Human Resources
Select HR100: Basic HR Data Report

3. Select your Org Unit from

the Hierarchy or Comp|ete Variables for HR9100: HR Data Validation Report
other selection criteria. Puco B
Note: To select a “range” of (FEmployee | = |
Org Units, you need to select @org Unk Herarchy L o=
the highest node at the (Ppostion S | I =]
v_arlable screen_, then further (PEmployee Group |:|
filter on Org Unit once the _ :
data is displayed. Bookmark Rempioyee subgrowm [ [w][ 0]
without data and save the Dpersometaea (= [v][ @
URL |.n your Favorites for the T Personnel Subarea I:l
next time you run the report. _ _

@ Employee Status I:lw‘rthdrawn
Execute. (Primary Postion Ing I =]

To find more options on how
to use the Variable screen, refer
website.

“‘BW How to use variable screen” stored on the UC Flex training

University of Cincinnati

asic HR Data Report
Data LasNJpdated: 06/20/2008 03:48:37

b Variables Enter

+ MNavigation Block: + MNavigation Block: + MNavigation Block:
Address B B S£ ||| |Emp Status B E “£| ||| EmpFirst Name |Ey | e
address Line2 | | [, S# | | |Employee Group B E 6 || | Emp Middie Name |E5] |5, =
City B B e Employee Subgroup | B |, e Emp Last Name | E5] [ e
State B B S£ | | Personnel Area B E “£| ||| Emp Name Suffix By | e
Country B B “£| | PersonnelSubarea Eg) [E Orig Hire Date | E5), [, e
Postal Code B B “£| ||| Organizational Unit |=1]| [, enefit FTE B E e
Date of Birth B B “£| ||| Position 21|, S| ML B E i3
Gender B B “£| || Job B E ||| ekmML B E i3
Home Phone Nbr |Eq | [, || |uco 217 H 6 | | | Prim Pos Ind B & i3
Work Phone Nor | B | [, e Employee 21|, SE ||| | Wage Type B E e
Job Type B B S£ ||| | Action Type B E e Pay End Date B E e
Action Reason B E S£ ||| | Key Figures B E e
* HR10{: Basic HR Data Report
Organizational Unit  UCID = Employee Position
Athletice 8868 Hackett Rebecca A. AgsocTo
11992 Fagan Tabatha A. Sportz Program Azsociate
16125 Thomas Michael J Dir Athletics
Ath Bus Off 5 Lee Guo-Chyun Student Worker
1352 | Alto Lauren Student Worker
1396  Grady Matthew D Azst Coach Mj Spts
1458 | Savino Darren Azst Coach Mj Spts
2297  Houser Abby Intern (Ne)

For further help understanding the data displayed on the report, refer to the document “BW
General HR Data” on the UC Flex training website.



4. You can add/remove columns, sort, further filter the data, Bookmark the URL, and/or download
displayed data to MS Excel. For more help refer to the document “BW How to format web report” on the
UC Flex training website.

SPECIAL INSTRUCTIONS:

Kronos ID: The Employee Key (Personnel Assignment), NOT the UCid, is the Kronos ID effective June
21st for hourly employees. For salaried employees, this number will be used when entering absences in
CATS.

To display this number, right Characteristic Properties Employee
click the Employee column
heading, select Property. Dizplay Key and text || Standard E4
Change the display to Key and
text.
Select Filter Value for Key Figures
Key FigureS: Hew Filter Values
Key Figures

Click the filter icon “# in the Navigation Block, and Maiximum Mumber of Hits 200
select the Key Figures you want to display.

Kev Figures

[] FTE%
Sort:

Annual Salary
The left-most column is the sort column for the [ ] PayRate

report. You can only sort on fields listed in the

. . Select All|| Deselect
Navigation Block. You cannot sort on an attribute of = pe—

a field such as the address or zip code of an Tranzter | Close
Employes. [Transfer|[Close]
GoTo: You can go directly to HR UC Flex reports Keep Fiter Value
without having to go back to the UC Flex portal, click | seiect Fiter value
the HR tab, logon to HR, launch the report or Fitter and drildown accerdingto  »
transaction and remember the employee data. :
Drilldown 3
Swap Employee with 3

From this report, you can jump to more information
on a particular employee by right clicking anywhere
on the EMPLOYEE's row. Select GoTo and choose | 5"3P #%&2

Employee HR Master Data. This will launch the HR | Sort Employee 3
transaction PA20 Display HR Master data, validate
your logon authorization and pre-populate the

Remaove Drilldown

b | Employee HR Master Data

employee data. System->Logoff to return to BW. 1 Export as ... ittt
; Bookmark

To display the Account Lines for a particular | Bookmark with Displayed Data

employee, choose Employee Cost Distribution. i Properties

This will launch the HR report ZHRPA_COST_DIST, || query properties

pre-populating employee data and validating your {| Variables Entry

logon authorization. System->Logoff to return to

BW.

NOTE: Be sure to right click the Employee name whose record in UC Flex HR you want to GoTo. If you click a
column heading by mistake, you will get the following warning. If this happens, simply go back to the report and make
sure you right click on an employee so the system knows which employee data to pre-populate.

Messages:

/| InfoObject ZIS_HRBSC___F1 cannot be filled from the selection
/| An error occurred with the report to report interface during the jump



