Work Instruction for HR195: Graduate Assistant Report

Revised 6/21/2006

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

Welcome

UC

UNIVERSITY OF CINCINNATI

Business Warehouse
Logon to BW

BW Home |

2. Open ~ &3 Human Resources
Select HR195: Graduate Assistant Report

NOTE: This report is restricted to employees who hold at least one position as a Graduate Assistant.

3. Variable selection: Variables for HR195: GraduateAssistant Report

Choose your Org Unit (M org Unit Hierarchy [ponoozes  |[7| T Acdme Heatih
grom dthe H:grtarchy PEmployee Group
selection criteria. You (PPersonnel Area
can Insert Row to persomel Subares

create a list of Org

Units.

To find more options on how to use the Variable screen, refer to “BW How to use variable screen” stored
on the UC Flex training website.
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Key Figures B This person holds three positions, one as a
+ HR195: Graduate Assistant Report Graduate Assistant.

ucio Employee Organizational Unit | Job Position Prim Pos Tnd ge Type FTE %% Annual Salary
50272 Kottyan Gregg A. COM PSTP Graduate Azsistant Graduate Ast GUl | UDean Funded-In=tr 100 0.00
30274 Leddon Jennifer L. COM PSTP Graduate Assistant Graduate Ast 0GUl | UDean Funded-Instr 100 0.00
50277 Terrell David COM PSTP Graduate Assistant Graduate Ast 0GUl | UDean Funded-Instr 100 0.00
MO0201048 Marghall Bryan CON AD Rsrch Graduate Azsistant Graduate Ast 0SAL | Salary 50 0.00
M0022358% Curran Christine P COM EH EGNT Graduate Assistant Gradugig A=t 0SAL | Salary 50 0.00
MO0506465 Gajjar Rachna COP MS/PhD Graduate Azsiztant g&raduate Azt P 0SAL | Salary 50 0.00
MO0543726 Frey Cynthia COM AD Rsrch Graduate Assistaft Graduate Ast 0SAL | Salary 50 0.00
Frey Cynthia COM AD Rarch Student Worker Student Work 1HRS | Hourly Rate 20 §,656.00
Result 70 6,656.00
M0O0552381 | Phillips Amy C COM AD Rarch Graduate Assistant Gradi® P 0SAL | Salary 50 0.00
MO0613448 Ranker Mary C CON AD R=rch Graduate Azsistant Graduate A=zt P 0SAL | Salary 50 0.00
MO0731313  Stropes Melizza P. COM Mol Gen Graduate Assistant Graduate Ast P 0SAL | Salary 50 0.00
00810046 Cahill Liza Dawn CAHS CSD Graduate Azsistant Graduate Azt P 0SAL | Salary 50 0.00
MO0820359  Storrs Judd M. COMENG BME Graduate Assistant Graduate Ast P 0GDR  Dept Funded-Rsrch 25 0.00
0SAL Salary 25 0.00




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, filter displayed 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.

Select Filter Value for Key Figures

Key Figures: Existing Filter Values
FTE %

Click the filter icon & in the Navigation Block, and select Annual Salary

the Key Figures you want to display. H:w Slter\l'alues
ey Figurez

Maximum Mumber of Hitz 200
Sort. Kev Figures

The left-most column is the sort column for the report. You
can only sort on fields listed in the Navigation Block. You

cannot sort on an attribute of a field such as the address or zip code of an Employee.

GoTo: Keep Filter Value
Select Filter Walue
You can go directly to HR UC Flex reports without Fiter and drildown accordingto  »

having to go back to the UC Flex portal, click the HR

X Drilldown ]
tab, logon to HR, launch the report or transaction .
Swap Employee with 3
and remember the employee data! .
Remaove Drildown
Swap Axes

From this report, you can jump to more information
on a particular employee by right clicking anywhere Sort Employee r
on the EMPLOYEE’s row. Select GoTo and choose

b | Employvee HR Master Data
Employee HR Master Data. This will launch the HR

Export az ... ¢ | Employee Cost Distribution
R3 transaction PA20 Display HR Master data, :
validate your logon authorization and pre-populate ¢ Beckmark
the employee data. System-Logoff to end the R3 |t i s A
session. 1 Properties
r| Query Properties
NOTE: Be sure to right click the Employee name t| Variables Entry

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:

&y InfoObject ZIS_HRBSC___F1 cannot be filed from the selection
/4 An error occurred with the report to report interface during the jump



SPECIAL INSTRUCTIONS:

In this report you may create a condition on the Key Figure FTE%. For instance, you want to see which
Graduate Assistants are working more than 66%.

Expand the Conditions box—>Click the Create button->Define your condition.
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* Conditions:
To remove the condition, deactivate it. Great than 65% 23 Active
.
You can add several conditions.
* Conditions:
Right click the condition to Change or return to =
: Great than H Active
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Back to Start
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You may get several warnings when the system removes any Result rows that would not be logical.

There iz a condit.
There iz a condit.
There iz a condit.
There iz a condit.
There iz a condit.

it. on UCID, rezultz row =uppres=s. active on Emploves (conditional

on Emplovee, rezultz row =uppress. active on Organizational Unit (conditional
on Organizational Unit, rezultz row suppres=s. active on Job (conditional

on Job, resultz row suppress. active on Position (conditional

on Po=ition, rezults row =uppress. active on Primary Position Ind (conditional

on Primary Pogition Ind, rezultz row suppress. active on Wage Type (conditional



