Work Instruction for HR115: Equity Report
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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 =~ ) Human Resources
Select HR115: Equity Report

3. Variable selection: Choose your Org Unit from the Hierarchy dropdown list, or complete other selection
criteria.

Variables for HR115: Equity Report
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Employee Po=ition Ethnic Origin Gender Longevity Date FTE %

Brod Evelyn F Emerita White/Mot Hizpanic origin  Female | 01/12/M9%86 1]

Brod Stanford ALP yid gross White/Meot Hizpanic origin | Male 021051954 100

Brown David Lee Emeritus White/Meot Hizpanic origin | Male 054271963 100

Brown David W Equip/Appl Specialist White/Mot Hizpanic origin | Male 104251968 100



Key Figures: Select Filter Value for Key Figures

. ) . . . . Existing Filter Values
Click the filter icon “# in the Navigation Block, and

select the Key Figures you want to display. RIERE
Hew Filter Values

Kew Figures

KMaximum Mumber of Hitz 200
Sort:

Key Figures
The left-most column i's the sort cplumn for _the report. [] Annual Salary
You can only sort on fields listed in the Navigation
Block. You cannot sort on an attribute of a field such | Select All| Deselect]
as the address or zip code of an Employee.
P Py
GoTo:

Keep Filter Walue
Select Filter Value
Fitter and drilldown according to  »

You can go directly to HR UC Flex reports without
having to go back to the UC Flex portal, click the HR

e » tab, logon to HR, launch the report or transaction
S 4 and remember the employee datal

Remowve Drilldown

Swap Axes From this report, you can jump to more information
Sort Employes Y on a particular employee by right clicking anywhere

t on the EMPLOYEE’s row. Select GoTo and choose
¥ Employes HR MasterData  pryg1oyee HR Master Data. This will launch the HR

|| Eportas - > |Employes Cost Distribution B3 transaction PA20 Display HR Master data,

;| Bookmark validate your logon authorization and pre-populate

| Bookmark with Displayed Data the employee data. System-Logoff to end the R3
; session.

1 Properties

r| Query Properties
t| Wariables Entry

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 row so the system knows which employee data
to pre-populate.

Messages:

Ay InfoObject ZIS_HRBSC___F1 cannot be filled from the selection
My An error occurred with the report to repert interface during the jump



