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Running BW/BI Custom Reports - Overview
The Running BW/BI Custom Reports section provides an overview for running BW/BI Custom Reports from
the HRMS Portal.
Topics covered in this section include:
» Running BW/BI Custom Reports

= Accessing Reports from the HRMS Portal

= Selecting a Report

= Report Variables

= Selecting Multiple Variables

= Deleting Variables

= Running a Report

» Defining BW/BI Custom Report Variables
= Position-Personnel Master Listing
= Position Statistics Report-Month Ending
= Position Roster
= Employee History
= (Class Distribution-Pay Class
= Classification Turnover
= Supervisor to Employee
= Employee Summary
= Employee File Statistics
= Appointment Status Changes
= Affirmative Action
= HRM Performance Measurement reports
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Accessing Reports from the HRMS Portal

Accessing Reports from the HRMS Portal

The HRMS Portal is used to access Business Intelligence reports. Instructions for logging on to the HRMS
Portal are in Section 5: Logging on to HRMS Portal.

The diagram below provides a sample of the screen displayed once the user has logged on to the HRMS

Portal: Business Intelligence categories contain
reports associated with that category

Click on “Business N
Intelligence” to view
categories

Bl Reports
Organization Management | Personnel Administration | LayoffData | TimeManagement | Payrol | Financiale | HRM Performance Measurement | Grievance Reporting

Position / Personnel Master Listing

Detailed Navigation E Variable Entry

= Position / Personnel Master Listing

Position Statistice Report - Month Ending
The fi rSt BW/ BI RepO rt = Position Roster Available Variants: J M Save As. Delete Show Variable Personalization|

General Variables

under the O rga nization Portal Favorites C Variable & Current Selection Deseription
Management Category * Calendar Month Prompt _ Single Value

Business Area (Optional)

Will be Selected by Qrganizational Unit Hierarchy
default Job - Multple (Optionaly

Work Ferce Indicater (Optionaly

OK || Check

/ it Y i e o e Y s e BN s i

The Detailed Navigation pane | The report pane displays the o —
displays the list of BW/BI report variable selection - Pt Porsonl ASorLSWS iy a1 ] [t ses] o versn | Eorti x| compets

+ Posiion Statistics Report - Month Ending

reports to choose from criteria, as well as the report e B

. Portal Favorites B 50000000 PUBLIC PRINTER 71026322  PUBLIC PRINTER
results when a report is run \T

m g pw pympn |

50000027 PRT CUSTOMER AND PRODUCTION SERVICES MGR 71026532 EMS01 PRODUCTION SUPPORT MANAGER
50000040 PRT FULFILLMENT/DATA CENTER MANAGER 71026608  EMS01 DATA CENTER/VARIABLE PRINT MANAGER

50000050 PRT BINDERY MANAGER 71026543 EMS01 BINDERY MANAGER

alUnt 50000168 REPRODUCTION SUPERVISOR 2 71026654 REPRODUCTION SUPERVISOR 2

50000188 1T SYSTEMSIAPP SPEC 6 71024786 [T SYSTESIAPP SPEC 6
71024902 T SYSTEMSIAPP SPEC 6
71024903 T SYSTEMSIAPP SPEC &
71024904 T SYSTEMSIAPP SPEC &
71024909 [T SYSTEMSIAPP SPEC &
71024910 T SYSTEMSIAPP SPEC 6
71024917 T SYSTEMSIAPP SPEC &
71024920 [T SYSTEMSIAPP SPEC 6

1028021 T
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Accessing Reports from the HRMS Portal

BW/BI Custom Reports are located in the following categories under the Bl Reports tab:

Organization Management:

> Position-Personnel Master
Listing

> Position Statistics Report-
Month Ending

> Position Roster

Financials:

> Distribution of Payroll and Related
Costs

» Position Cost

»Who Charged

Note: there are no BI reports
under the Time Management or
Payroll categories.

Personnel Administration:
Affirmative Action

Employee File Statistics
Employee/Position Status
Class Distribution - (Pay Class)
Classification Turnover
Employee History

Employee Summary

YV V V V V VYV VY V

Employees with Projected 5+
Service Years

Y

Flexible Employee Report
» Hiring Freeze Tracking

> Supervisor to Employee

Layoff Data:

> Baseline for Layoff Seniority
Calculations Report

> Layoff Activity

»> LWOP Reduction in Force

Activity

HRM Performance Measurement:

» Plan and Align Workforce
> Hire Workforce

> Deploy Workforce

> Develop Workforce

> Reinforce Performance

> Ultimate Outcomes

The HRM
Performance
Measurement tab
contains multiple
reports within each
category.
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Grievance:

YV V V VYV V V V

Grievance Details Report

Grievance Master Agreement Report
Grievance Totals by Agency Report
Grievance Articles Trend Report
Grievance Detail Agency Report
Grievance History Report

Grievance Status Totals Report



Selecting a Report Selecting a Report

To select a report:

1. Click the Bl Reports — |

Bl Reports

Organization Management Perzonnel Administration Layoff Data Time Management Payroll Financialz HRM Performance Measurement Grievance Reporting

Category tab. Position / Personnel Master Listing /// ____________________________________ RN
. e o E{ Variable Entry \I
2.  Click the report name ——: Pesitionirersonnel Master Listing | |
+ Postion Statistics Report - Month Ending |
l-i n k fro m th e Deta-i led + Postion Roster : Available Variants: |~|[save| [ Save As...| [ Delete Show Variable Personalization :
. . Portal F. it General Variables
N aVvi gat] on p ane. e E Variable & Current Selection Description |
| * Calendar Menth Prompt _ Single Value :
. . | Business Area (Optional) |
3 ° A Var]ables SeleCtlon | Organizational Unit Hierarchy |
box will appear to ! sa - i Optona |
l\ Work Force Indicator (Optional) /l
allow the user to \ Lok cheet _
enter variables < 7
. . . \ /
(selection criteria) for \ J
the report they wish to BIReports
Organization Management Perzonnel Administration Layoff Data Time Management Payroll Financialz HRM Performan=e Measurement Grievance Reporting
ru n : Position / Personnel Master Listing
/f e o C | variable Entry
7/ | - Pasition|Personnel Master Listing
Y 7 + Position Statistics Report - Month Ending
P / // + Posttion Roster Available Variants: |~ |[Save| [ Save As...| [ Delete | Show Variable Personalization
il / Portal Favorites [ General Variables
/ / Wariable & Current Selection Deszcription
// / * Calendar Menth Prompt _ Single Value
Y /7 // Business Area (Optional)
/ 7/ / Organizational Unit Hierarchy
ST T T T T T T T T T T T T T T -0 = Job - Muttiple (Optional)
Click here to expand Click here to show / \I Waork Force Indicator (Optional)
left/right in the Detailed hide the Detailed |} 10K | Check
Navigation pane Navigation pane | |
I
} Lo
LT L T
|
I Detailed Navigation = |
/
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Selecting a Report

For reports with multiple queries, a report folder Organizaion Management | Personnel Administration | Lays

will contain all queries of the report. For example, e —

BW/BI Custom Reports with multiple queries include: Detailed Navigation =
» Affirmative Action - [ Affimative Action
» Employee File Statistics e e ﬁlcltﬁ)f:x:ﬁ:
» Employee/Position Status » Diversity Percentages - New Hires and Rehires | | 116t e run

= Waorkforce Distribution for Affirmative Action
= [ Appointment Stafus Changes

= Appointment Status Changes
* [ Employee File Statistics

separately

To run a report query alone:

1. Click the report query link. - Employee Fil Stalilies - Age Ranges
For example, click the Employee File = Employes File Statistics - Ceriificate
Statistic - Age Ranges link rather than « Employee File Statistics - County Code
Employee file Statistics - All Reports * Employee File Stafistics - Disability Status
link = Employee File Statistics - Education

= Employee File Statistics - Ethnic Group

= Employee File Statistics - Gender

= Employee File Statistics - In Present Position

= Employee File Statistics - In State Service

= Employee File Statistics - Part Time Employees

To run a report with all report queries at e S S —

once: = Employee File Sialisfics - Salary Ranges
= Employee File Statistics - Salary Rate Unit
Click the report with the “All = Employee File Statistics - Special Pay
. = Employee File Statistics - Status
Reports” link. « Employee File Stafislics - Underfill

= Employee File Statistics - Veteran Status
= Employee File Statistics - Workforce Indicator

™. Employee File Stafistics - All Reports

Click the Expand [¥ and |, [ Employee/Position Status

Collapse [=]buttons to / « Employee and Posifion Exception Invalid Jobs
expand and collapse = Employee and Position Exception Invalid Positions
report folders. » Employee and Position Exception Multi-Fills

= Employee and Position Exception Under/Over-Fills

= Employee Roster
= Employee and Position Status - All Reports
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Report Variables

Report Variables

Variables are report selection criteria and must be entered prior to running a report. Variables
identified with an asterisk are required fields. The user may enter variables manually or click on the

matchcode button to select a variable from a list.

St Content Admis

Employee Summary

Detailed Navigation =]

Organization Management | Personnel Administration | LayoffData | Time Management | Payroll | Financials | HRM Performance Measuremeni | Grievance Reporting |

The user may manually enter the variable, or
click the matchcode button to bring up a list
to choose from

Variable Entry
¥ [0 Affirmative Action
» [J Appointment Statuz Changes
» [1 Employes File Stafistics Available Variants: [~ |[Save| [ Save As._.|
» [0 Employee/Position Status General Varables
% B L = ((F Variable & Cument Sefection
= Classification Tumover
SEm Hi *  Calendar Month Prompt _ Single Value
e i Emp Status (Mandatory) 3
= Employees with Projected 5+ Service Years Business Area (Optional)
= Flexible Employee Report Personnel Area - Select (Optional)
= Hiring Freeze Tracking oK | Check
= Supervisor to Employee
Portal Favorites @
7

[ g

/

Variables with an asterisk are mandatory
fields and must be entered
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Show view: [Al | 7]
Al

All

Maximum | 1000 Refresh

Calendar vear/Month Key =

W

BE

| o1a00s
| o2rz00s
| o005

| o4rz005 ¢

| usram0s
| 10005
| 11200

Enter a value for
Calendar Year/Month:

\

|

Use the “Search”
feature to find a

specific variable.
OR

Click the desired
variable from the
list

matchcode popup list




Selecting Multiple Variables

Selecting Multiple Variables

To select multiple variables, click the “matchcode” button to add multiple variables of the same
type.

Select the multiple values you

eeemrseeesnpwn  Need and click Add =T
i . Select values for Pay Grade Area
Variable Entry Click the “matchcode” button to add a EiE
variable of the same type Show view: [Al =
Available Variants: =] [ save| | save As... | | Delete | Show Variable Personalization o SEEEITIE
G ral Variables Maximum Type Description
Variable = Current Selection De=cription Pay Grade Area Key > Pay Grade Area Textw El
* Calendar Month Prompt _ Single Valus [ ]
# #
Pay Grade Area (Optional) J . .
Pay Scale Area (Optional)y |— T Standard Progression
oK || Check | o2 WS
| oe School fr Deaf/Bling Add b
B Elected O fficial
Select values for Pay Grade Area (ZS_SALAR 0003) =B J e Legisiative
Show view: J 36 Attorney General
All J ar Justices and Judges
waxmum [1000 | [Reresn] Type Descripton B Nan-Pay Scale
Pay Grads AreaKey S Pay Grade Area Text 2 z ﬂ i 01 Standard Progression J 41 EMS z
T = 02 WNS - i
I:I p . J =/ | 09 School fr Deaf/Biind J 43 Higher Ed Exempt H
= P | =l | 24 Eected offcin Enter a value for
mg : pay Grade ares: [ | [Z11=] crange orcer [F][3]
| ] Standard Progression
| 02 WMS
| 08 School fr Deaf/Blind '7
HE Elected Official -
35 Legislative L
= Aoy O Result: Multiple values
ustices and Judges
] ¥ [~]
mE have been added
Enter a value for
PayGrasearea [ ] [£][=] change order [=] 2]
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Deleting Variables

Deleting Variables

To remove a variable that was entered in error or replace the current variable, the variable can be

removed two ways:

Highlight the variable, select the delete or backspace key to delete that variable.

Select the matchcode
“Remove” button.

Variable Entry

2

Available Variants: |

|v | Save || Save Az || Dslete| Show Variable Perzonalization

Variable 2 Current Selection _Description
P | Monthrvear Range (Mandatory) 04/2008 - 04/2008 I
Organizational Unit Hierarchy 30000698 106
Pay Scale Area - Single (Optionaly 01 01 01
Variable Entry
Available Variants: | |v | Save | | Save As... | | Delete | Show Wariable Personalization

Variable 7 Current Selection Description
Month/'ear Range (Mandatory) I
Organizational Unit Hierarchy 30000858 106

Pay Scale Area - Single (Optional) il 01 01

Variable values can be
highlighted and deleted by
pressing Delete or Backspace

on the keyboard
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Result: Variables have been deleted

button. Select the variables that need to be deleted and click the

Select values for Personnel Area (Z5_PAOP 0003)

Show tool: |Single values

All
Maximum | 1000 Refresh
Personnel Area Text &
W
#
N Aberdeen Wex

Admin for the Courts
Ahtanum View CC
Airway Heights Corr Cir

Americorp Star Vista

Bingen Wex

Enter a value for
Perzonnel Area:

Archaeology and Higtoric Prez

|~ | Show view: Al [~]

Selections

Description

=
&

H _

Arts Commizsion

LRI Y

Airway Heights Corr Cir
Americorp Star Vista
Archaeclogy and Higtoric Pres

Add ]

4 Remove I,
E‘ A [

gd Change Order jg

: m Cancel _I,I

Select the variables to be

removed, click the “Remove”

button and click OK.




Personalizing Variables

Personalizing Variables

Users have the ability to personalize variables from the HRMS Portal. Personalizing variables allows the
user to save the variable setting they have entered.

ﬂ Personalizing a variable for one report will personalize the same variable for all other reports if that
== variable is used. For example, in the illustration below the user is personalizing the Personnel Area
(Optional) variable. Once the Personnel Area (Optional) variable has been personalized, the same
values will be used for the Personnel Area (Optional) variable when any other reports that use it are
run.

Once a variable is personalized, it is no longer displayed on the variables screen. See Removing
Personalized Variables for information on removing a personalized variable.

Variable Entry

Available Wariants: J Eax-el Save As... | DElEtEl Show Variable Personalization

General Variables

Variable = Current Selection Deszcription Click the “Show Variable
* Calendar Month Prompt _ Single Value pazoz 0202 Personalization” link to personalize a

Business Area (Optional) variable
Perzonnel Area - Select (Optional) 1750 1790 Dept of ormeTpr=e =eTvicES
Perzonnel SubArea (Optional)
Job (Optional)
Job Class Code Old (Opticnal)
Employment Status (Optional) 31 Active; Inactive

L ok | _check]
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The example below uses the Employees with Projected 5+ Service Years report to show how to Personalize

the Personnel Area variable:

1. Enter the Personnel
Area Variable(s).

2. Click the “Select”

button for the
variable

3. Select the “Add
selected variables to
personalized variable
list”

Result: Personnel Area is
no longer available in
the “General Variables”
selection but has been
added to the
“Personalized Variable”

section. — >

Personalizing Variables

Available Variants: J Sa-.-e| SaveAs...| Delets|

Hide Variable Personalization

General Variables

Variable 2 Current Selection Description
Calendar Month Prompt _ Single Value 082012 0872012
= Business Area (QOptional} 7
||= Perzonnel Area - Select (Optional) 1750 1750 Dept of Enterprize Services
Perzonnel SubArea (Optional)
o Job {Optional)
T Job Clags Code Old (Optional)
] Employment Status (Optional) 31 Active, Inactive

Personalized Variables

|.0.dd selected wariables to personalized wariables Iisth

Variable = Current Selection De=cription
[] show Perzenalized Variables
QK || Check
Avvailable Variants: J Save | Save As.. | Delete | Hide Variable Personalization

General Variables
Variable =
Calendar Month Prompt _ Single Value
Business Area (Optional)
Perzonnel SubArea (Optional)
Job (Optionaly
Job Clazs Code Ol (Optionaly
Employment Status (Optional)

Current Selection Description
082012 082012
31 Active; Inactive

hd |1 EN|EN

Personalized Variables
Variable &
Perzonnel Area - Select (Optionaly

Current Selection Description
1780 1780 Dept of Enterprise Services

[ show Personalized Variables

0K || Check

Module 6: General Topics Running BW/BI Reports from HRMS Portal
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Removing Personalized Variables

To remove a Personalized Variable:

1. Select a report that
contains the personalized
variable that needs to be
removed.

2. Click “Show Variable
Personalization” link.

Result: The Personnel Area
variable selection will appear.

3. Select the personalized
variable to be removed

4. Click “Remove selected
variables from
personalized variables
list”.

Removing Personalized Variables

Available Variants:

J Eﬂ-.sl Save As.

. | Eslstsl Show Wariable Personalization

General Variables
ariable 5

* Calendar Month Prompt _ Single Value
Business Area (Optional)
Perzonnel SubArea (Optional)
Job (Optional)
Job Clags Code Old (Optional)
Employment Status (Optional)

0K || Check

Current Selection De=scription

[ g R |

31 [1 Active; Inactive

Available Variants: J Ea-.5| Save A

| Delete | Hide “ariable Perzonalization

General Variables

Wariable =
* Calendar Month Prompt _ Single Value

Business Area (Optional)
Perzonnel Subsrea (Optional)
Job (Optional)
Job Class Code Old (Optional)
Employment Status (Oplional)

Personalized Variables

Current Selection Description

I g o o

31 []

jg@a

|Remu:uve selected variables From personalized variables Iisth
Current Selection Description

Active; Inactive

Variable &

1790 1780 Dept of Enterprize Services

Perzonnel Area - Select (Optional)
|| Show Perzonalized Variables

0K || Check

Module 6: General Topics Running BW/BI Reports from HRMS Portal
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Removing Personalized Variables

Available Variants: J Save | Save As... | I:Elstel Hide Variable Perzonalization

General Variables

Variakle o Current Selection Dezcription

® Calendar Month Prompt _ Single Value
D Business Area (Optional)
Perzonnel Area - Select (Optional) 1750 1790 Dept of Enterprise Services
B Perzonnel SubArea (Optional)
o Job (Optional)
o Job Clazz Code Old (Opticnal)
D Employment Status (Optional) 31 Active; Inactive

| IS IEN

Personalized Variables

Variakle = Current Selection Dezcription

[ ] Show Personalized Variables

Ok | Check |

Result: The Personnel Area personalized variable has been removed. The Personnel Area values will no
longer be saved and the Personnel Area variable selection will appear on all variable screens that use
the Personnel Area variable.
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1. Enter the Variable(s)
you would like to run
your report with.

2. Click the “Save As...”
button.

3. Enter a name for
your Variant and
click OK.

4. To access your saved
Variant, click the
dropdown arrow and
select from the list.

Result: Your variable
screen is displayed with
your saved Variant (you
can delete your saved
Variant by accessing it
and selecting the Delete
button.

Adding a Variant

The example below uses the Employees with Projected 5+ Service Years report to show how to add a
variable Variant (Variants are report specific):

Variable Entry

Available Variants:

General Variables
Variable &

= Calendar Month Prompt _ Single Value
Business Area (Optional)
Personnel Area - Select (Optional)
Personnel SubArea (Optional)
Job (Optienaly
Job Class Code Old (Optional)

Save Variant

Save As User Variant
De=cription:

Current Selection
082012
1780

Cancel

Show Variable Personalization

Description
0872012
1790 Dept of Enterprise Services
&=sive; Inactive
Variable Entry
Available Varian ite: E Save | Save As. Delete

General Variabl
Wariable =
= Calendar Month Prompt _ Single Value

Business Area (Optional)
Personnel Area - Select (Optional)

Current Selection

Personnel Subdres (Optional)

Job (Optional)

Job Class Code Old (Optional)

Employment Status (Optional) 31

0K | Check

7

[mggwfiw iw fiw fu Q|

Show Variable Personalization

Description

Active; Inactive

1

General Variables
Variable &

= Calendar Month Prompt _ Single Value
Business Area (Optional)
Personnel Area - Select (Optional)
Personnel SubArea (Optional)
Job (Optional)
Job Class Code Old (Optional)
Employment Status (Optienaly

OK || Check

Available Variants: | RR Training ﬂl Save | Save As...| Dekte

Current Selection
08/2012

1780

31

Description
0az0$12

mignpn Ry ]

1790 Dept of Enterprise Services

Active; Inactive

Show Variable Personalization

Module 6: General Topics Running BW/BI Reports from HRMS Portal
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Running a Report

Running a Report
Available Variants: J Save | Save As... | Delete | Show Variable Perzonalization
To run a BW/BI Custom Report: _
General Variables
1. Enter VariableS. Variable & Current Selection Diezcription
* Calendar Month Prempt _ Single Value Darz012 narz012
Note: To ensure variables are Business Area (Optional)
valid, click the “Check” button Perzonnel Area - Select (Optional) 1750 1790 Dept of Enterprize Services
prior to running the report. Perzonnel SubArea (Optional)
. Job (Optienal)
2‘ Cl]Ck the “OK” bUtton Job Clazs Code Old (Optional)
to run the report. \‘ Employment Status (Optional) 31 Active; Inactive

Employees with Projected 5+ Service Years

Display As Table ﬂ Information | Send | Print Version | Export to Excel| Comments
- Columns This report is for informational purposes only.
E eyl It is not a retirement eligibility indicator!
~ Rows
= Calendar Year/Month Please work with the Department of Retirement Systems to determine an employee’s eligibility date.

= Business area
= Perzonnel Area

e Frrnnnel Sibaren Calendar Year/Month &  Business area % Personnel Area = Personnel Subarea & Employee & Age in Years &
= Employee
. 082012 1790 Dept of Enterprize Services 1790 Dept of Enterprize Services 0001  Mon Represented 63
= AgeinYears
= Anniverzary Date 5T
> o 53
= lob Class Code 63
= Position 44
= Position’s Retirement Plan Eligibility 42
= Retirement Plan 43
* Free characteristics a7
= Organizational Unit
53
= Person
52

Result: Report results with selected variables.
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Defining BW/BI Custom Report Variables

All BW/BI Custom Reports require variable entry (selection criteria) prior to running the reports.

The following section provides the basic steps to enter variables for BW/BI Custom Reports.

Section 6: General Topics / Running BW/BI Reports from HRMS Portal 16



Defining Variables: Position-Personnel Master Listing Report

Position-Personnel Master Listing Report

To define the Position-Personnel Master Listing variables:

1. Enter any variables you may to run your Available Variants: ~|[Save|[ Save A= | [ Dekete|

repo rt . General Variables

Variable =

2. Enter a Calendar Month/Year in MM/YYYY | & CecrdertioninPrompt_sShaevake 2012

Business Area (Optional)

format or select a date using the Organizational Unit Hierarchy +31007726{00RGUNIT) DEPT OF ENTERPRISE SERVICES
matchcode button for Month/Year. {ob - lufiple (Opfencl)
Work Force Indicator {Optional)

*This is a required field. ok [check

Current Selection Deszcription

(]

Show Variable Personalization

3. Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By

selecting the Department of Enterprise Services hierarchy,

the user is also selecting all

organizational units that are a part of the Department of Enterprise Services hierarchy.

Select values for Organizational Unit Hierarchy (ZN_ORGHI)

b Archaeclogy and Historic Prezervation
¥ ARTS COMMISSION

¥ PUGET SOUND PARTMERSHIP
 REDISTRICTING COMMISSION

Selections

[ select Al

Type Description

| +%  DEPT OF ENTERPRISE SERVICES

~ DEPT OF ENTERPRISE SERVICE add b
» DIRECTOR'S OFFICE A Remove |
b Conzolidated Technology Sves

» STUDENT ACHIEVEMENT COUNCIL

¥ OFFICE OF LEGISLATWE SUPPORT SERVICES

Section 6: General Topics Running BW/BI Reports from HRMS Portal
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Defining Variables: Position-Personnel Master Listing Report

Awailable Variants: J Save | Save As... | Delete | Show Variable Personalization
4. CliCk the OK button. General Variables
Wariable = Current Selection De=scription
Result: The Position_Personnel o Calendar Month PFEII'I'IFIt_SiI'IQlBVElIJE 22012
Master Listing report results are Busness Area (Optional
. Organizational Unit Hierarchy +31007728(00RGUNIT) DEPT OF ENTERPRISE SERVICES
dlSplayed. Job - Muttiple (Optional}
Work Force Indicator (Optional)
Additional Information (reports _ 0K ]| Check|

that have a sub-report, the
context menu will display a
“Goto” option):

Paosition / Personnel Master Listing

Display As Table ﬂ Infnrmatinn| Sendl Print Verzion | Export to Exoel| Cnmmentsl
To view a list of employeesina | - coums son% Position §
. ) o Ty Err= 50000000 PUBLIC PRINTER PUELIC PRINTER
filled Position from the report — oo T
. Filk 3
results: = Job 50000016 PRT PLANT MANAGER 71026562 o i
I — Change Drilldown 2
) ) . ) " . 71029996 g o oct and Export » [AGER PROD SERVICES
1. Right click on a Position in | - organizatonaiunt Resul | Save View
= County
the report results to pU“. - et oroup 50000018 PRT BUSINESS MANAGER 1026351 oo , BNAGER
Result Documents »
= Pay Scale Group
up the Context Menu. I — 50000027 PRT CUSTOMER AND PRODUCTION SERVICES MGR 71026532 Sort Position » PPORT MANAGER

2. Select Goto - Employees in
Position.

Result: Employees in the selected Position are displayed.

Section 6: General Topics Running BW/BI Reports from HRMS Portal 18



Defining Variables: Position Statistics Report

Position Statistics Report

Available Variants: J Save | Save As... | Delete | Show Variable Personalization

To define the Position Statistics Report

General Variables

van ab leS: Variable = Current Selection Description
1. Enter any variables you want to = Calendar Month Prompt _ Single Value 082012 08/2012
run your report. Busziness Area (Optional)
Organizational Unit Higrarchy +31007726(00RGUNIT) DEPT OF ENTERPRISE SERVICES
2. Enter a Calendar Month/Year in Work Force Indicstor (Optional)

MM/YYYY format or select a date | Lox|| check]
using the matchcode button
for Month/Year. *This is a
required field.

3. Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department of Enterprise Services hierarchy, the user is also selecting all
organizational units that are a part of the Department of Enterprise Services hierarchy.

Select values for Organizational Unit Hierarchy (ZN_ORGHI) Selections

* Archaeology and Hiztoric Preservation []select Al
kP ARTS COMMISSION

» PUGET SOUND PARTNERSHIP
b REDISTRICTING COMMISSION

Type De=scription
| 4%  DEPT OF ENTERPRISE SERVICES

Add_ b]|

4 Remove

¢ DIRECTOR'S OFFICE
¢ Con=zolidated Technology Svce
kP STUDENT ACHIEVEMENT COUNCIL
# OFFICE OF LEGISLATWVE SUPPORT SERVICES

g ﬂ Change Drderﬂ 5
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Defining Variables: Position Statistics Report

3. Click the OK button.

Result: The Position
Statistics report results
are displayed.

Additional Information:

To view the Position Fill
Counts:

1. Click on a line item in
the report results to pull
up the Context Menu.

2. Select Goto - Position
Statistics - Position
Fill Counts.

Result: Position Fill
counts are
displayed.

Available Wariantz:

General Variables

Variable

* Calendar Month Prompt _ Single Value

Buzinez= Area (Opticnal)

J Eﬂ'-.‘El SaveAs...l D5I5t5|

Organizational Unit Hierarchy

Work Force Indicator (Optional)

Check

Current Selection Description
0ar2012 Oar2oz
+31007726(00RGUNIT)

Show Variable Perzonalization

DEPT OF ENTERPRISE SERVICES

Position Statistics Report - Month Ending
Display As Table ﬂ Information | Send | Print Wersion | Export to Excel | Comments
- Columns Organizational Unit Full Time / Positions = Part Time / Positions & Total / Positions &
= Key Figures * Overall Rezult 79,547 25678 80,635
* Hows * Organizational plan( 79418 2 656 80,506
= Organizational Unit - SOW 759,418 2655 80,508
> Free characteristics b0 IER 68
. Back ]
= Az=ignment Pay (POS) . p 17
- Dual Lang. Fay (POS) Position Statistics - Position Fill Counts |f
Duty St f_" J "0 Fiter = #
= Du ation Coun
t ty k0| Change Drilldown 4 29 29
= Employee Group bo| Hierarchy " - 29
CEiiEEL o b Broadcast and Export  F 51 1 1
= Poszition Save View
= Position Shift Desig b0 &0 60
ro Properties 4 e 8
* 0| Documents 3 28 28
k0| Sort Organizational Unit 161 181
20
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Defining Variables: Position Roster Report

Position Roster Report

To define the Position Roster Available Variants: ~|[ save || Save As... || Delete | Show Variable Personalization
Report variables: General Variables
. Variable & Current Selection Dezcription
1' Enter any Var]ables yOU Want tO * Calendar Month Prompt _ Single Value Darz012 082012
run your report. Business Area (Optional)
. Organizational Unit Hierarchy +31007728(00RGUNIT) DEPT OF ENTERPRISE SERVICES
2. Enter a Calendar Month/Year in Hork Foree indicator (st :
plionaly
MM/YYYY format or select a date | .

using the matchcode button

for Month/Year. *This is a
required field.

3. Enter an Organizational Unit hierarchy or select a hierarchy using the matchcode button. By
selecting the Department Enterprise Services hierarchy, the user is also selecting all
organizational units that are a part of the Department of Enterprise Services hierarchy.

Select values for Organizational Unit Hierarchy (ZN_ORGHI) Selections

F Archaeclogy and Hiztoric Prezervation [ select Al
F ARTS COMMISSION

F PUGET SOUND PARTHERSHIP
F REDISTRICTING COMMISSION

Type De=cription
| #%  DEPT OF ENTERFRISE SERWVICES

Add_ [vl|

» DIRECTOR'S OFFICE ]
¢ Consolidated Technology Svcs
» STUDENT ACHIEVEMENT COUNCIL
» OFFICE OF LEGISLATIVE SUPPORT SERVICES

g ﬂ Change Drderﬂ 5
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Defining Variables: Position Roster Report

3. Click the OK button. =] [Save

Avwailable Variants:

Save As.. | Delete show Variable Personalization

General Variables

Variable Current Selection De=cription
* Calendar Month Prompt _ Single Value 82012 a0z
Buzinezs Area (Optional)
Organizational Unit Hierarchy +31007726(00RGUNIT) DEPT OF ENTERPRISE SERVICES
Waork Force Indicator (Optional)

—_— Check

Result: The Position Roster report results are displayed.

Position Roster

Display As Table ﬂ Information | Send | Print Wersion | Export to Excel | Comments
« Columne Organizational Unit & Position = Jlob %
> Tz 31007726 DEPFT OF ENTERPRISE SERVICES 71024708 WMSO02 EMPLOYEE ASSISTANCE PROGRAM MNGR 50003822 WMS BAND 2
* Organizational Unit 71024708 EMPLOYEE ASSISTANCE PROFESSIONAL EXPISUP 50001075 EMPLOYEE ASSISTANCE PROFESSIONAL EXP/SUP
= Fosition 71024710 EMPLOYEE ASSISTANCE PROFESSIONAL EXP/SUP 50001075 EMPLOYEE ASSISTANCE PROFESSIONAL EXP/SUP
= Job 71024711 WMS02 CONSOLIDATED MAIL SERVICES MNGR 50003922 WMS BAND 2
EEEIDEE 71024712 WMSD1 MAIL DISTRIBUTION MANAGER 50003921  WMS BAND 1
= Duty Station C
uty Station County 71024713 WMS01 MAIL SORTATION MANAGER 50003921 WMS BAND 1
= Pozition Shift Dezig
71024714 WMS 2 - OPERATIONS MANAGER 50003922 WMS BAND 2
= Employee Group
71024715 CUSTOMER SERVICE SPECIALIST 2 50000282 CUSTOMER SERVICE SPECIALIST 2
= Pay Scale Area
- Pay Grade Area 71024716 CUSTOMER SERVICE SPECIALIST 2 50000282 CUSTOMER SERVICE SPECIALIST 2
- Pay Scale Level 71024730 EMS04 AD, PERSONNEL SERVICES DES 51002880 ASSISTANT DIR, PERSONNEL SERVICES - DES
= Pay Grade Level 71024731 WMS02 RECRUTMENT SERVICES MANAGER 50003822 WMS BAND 2
= ES Grouping for CAP 71024732 HUMAN RESOURCE CONSULTANT 4 50000558 HUMAN RESOURCE CONSULTANT 4
= Work Order 71024733 HUMAN RESOURCE CONSULTANT & 50000658 HUMAN RESOURCE CONSULTANT 4
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Defining Variables: Class Distribution — Pay Class Report

Class Distribution-Pay Class Report

To define the Class Distribution - Pay Class report variables:

1. Enter a Calendar Month/Year in

. Available Variants: J Sa-.-5| SaveAs...| [:Elete|

MM/YYYY format or select a date using Coneral Varabios
the matchcode [3] button for Varisbio & S
Month/Year. *This is a required field. rersonnel Area - Seiect (Optional) 1790

* Calendar Month Prompt _ Single Value 020z

2. Enter the Employment Status (defaults ’ E“::“M‘”;:t”}“ :
to 3 - Active) or select an Employment Work Force Indicator (Optional)
Status using the matchcode button if you Business Area (Optional)
. . Part Time Indicator (Optional)

want something other than Active. or] ”

oK || check|

=

R

Show Variable Personalization

Description

1780 Dept of Enterprize Services
08/2012

Active

*This is a required field.

3. Enter a Personnel Area number or select
a
Personnel Area number using the
matchcode
button.

4. Click the OK button.

Result: The Class Distribution - Pay Class report results are displayed.

Section 6: General Topics Running BW/BI Reports from HRMS Portal
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Defining Variables: Classification Turnover

Classification Turnover Report

To define the Classification
Turnover report variables:

Awailable Variants: J Eﬂ-.-el SaveAs...l Delstel

General Variables
Variable =
Business Area (Optionaly
Perzonnel Area - Select (Optional)
Organizational Unit (Optional)
Job - Multiple (Optional)
Job Class Code Old (Optional)
Calendar Month (Optional)
Cal Quarter {Optional)
Calendar Y'ear (Optienal)
Work Force Indicator (Optienal)
Part Time Indicator (Optional)

Check

Current Selection

1750

narzmz

[ g g g |

Show Wariable Personalization

De=cription

1780 Dept of Enterprize Services

082012

1. Enter your variable selections or select a
variable using the matchcode button.

2. Click the OK button.

Result: The Class Turnover report results are displayed.

Section 6: General Topics Running BW/BI Reports from HRMS Portal
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Defining Variables: Employee and Position Status

Employee and Position Status Report

To define the Employee and Position Status report variables:

Avvailable Variants: J Sa-.-&l SaveAs...l DEIE’[El Show Variable Personalization
1. Enter a Calendar Month/Year in General Variables
MM/YYYY format or SeleCt a date Variable & Current Selection Description
. Business Area (Optional)
using the matchcode button for ersonnel Area - Select (Optional) 1750
Month/Year. *This is a required *  (Calendar Month Prompt _ Single Value 82012|
field. Personnel SubArea (Optional)
Organizational Unit {Optional)
2. Enter your other variable selections Employee Group (Optional)
or select a variable using the Fmpleyes SubGroup (Optonal
Emp Status (Optional) 3 Active
matChCOde bUtton' Caontrol Area MCC (Optionaly
. Master Cost Ctr (Optional)
3. Click the OK button. S Admin (Optional
Work Force Indicator (Optional)
Part Time Indicator (O ptional)

Check

Result: The Employee and Position Status report results are displayed.
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Defining Variables: Employee History Report

Employee History Report

To define the Employee History Report variables:

1. Enter your variable selections or
select a variable using the
matchcode button.

2. Click the OK button.

Result: The Employee History report
results are displayed.

Additional Information:

To view an Employee History Part 2
or an Employee’s education
records:

1. Click on a line item in the
Employee History Report
results to pull up the Context
Menu.

2. Select Goto - Employee
History Part 2 or Employee
Education Records.

Result: Employee sub report is
displayed.

Available Variants:

General Variables
Variable 5

Check

J Eﬂ-.-s| Sa'.reAs...| Dslsts|

Personnel Area - Select (Optional)

Business Area (Optional)

Part Time Indicater (Cptional)

Current Selection

1750

Work Force Indicator (Optional)

g

Description
1790 Dept of Enterprize Services

Show Variable Personalization

Employee History

Display As Takble

* Columns
* Hows
* Employee
* Action Date
= Action Type
* Action Reazon
= Gender
* County Code
* Business area

* Perzsonnel Area

ﬂ Information | Send | Print Wersion | Export to Excel | Comments

Employee =

170

2002
5431
il

Filter
Change Drilldown b
Broadcast and Export

Action Date &
Q712

Action Type =

L0

tew Hire

Employee History - Part 2

Employee Education Records

tppointment Change

.ppointment Change

Save View

Propertiez b
CDocumentz b
Sort Employvee b

02ne2ma
10/01/2011
10/012011
10/01/2011
03ne2mz

3
U3
3
U3
g

Appointment Change
Appointment Change
Appointment Change
Appointment Change
Paid Leave of Absence
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Defining Variables: Employee Summary Report

Employee Summary Report

To define the Employee Summary report variables:

1. Enter a Calendar Month/Year in
MM/YYYY format or select a
date using the matchcode
button for Month/Year. *This is
a required field.

2. Enter the Employment Status
(defaults to 3 - Active) or
select an Employment
Status using the matchcode
button if you want something
other than Active.

*This is a required field.

3. Click the OK button.

Result: The Employee Summary report results are displayed.

Available ariants: J Sﬂ'-.'El Saveﬁs...l Dslstsl

General Variables
Variable =
Calendar Month Prompt _ Single WYalue
Emp Statuz (Mandatory)
Bugzinezs Area (Opticnal)
Perzonnel Area - Select (Optional)

Check

Current Selection
0azZ012
3

1780

Show Variable Perzsonalization

Dezcription
082012
Active
1790 Dept of Enterprize Services

Section 6: General Topics Running BW/BI Reports from HRMS Portal
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Defining Variables: Employees with Projected 5+ Service Years

Employees with Projected 5+ Service Years

To define the Employees with Projected 5+ Service Years report variables:

1. Enter a Calendar Month/Year in

Variable Entry
MM/YYYY format or select a date
US]ng the matChCOde bUtton for Available Wariants: ﬂ Sa-.-5| Saveﬁ\s...| DElEtEl Show Variable Personalization
Month/Year. *This is a required General Variables
f'i e ld o Wariable = Current Selection Dezcription
Calendar Month Prompt _ Single Valus gz2m2
2. Enter the Employment Status Business Area (Optional)
(defaults to 3 - Active) or select an Ak R i ) 179
. Perzonnel SubArea (Optionaly
Employment Status using the Job (Optonal)
matchcode button if you want Job Class Code 0K (Optional)
Someth]ng Other than Act]ve Employment Status (Optionaly 3.1 Active; Inactive
*This is a required field. Check

3. Click the OK button.

Result: The Employees with Projected 5+ Service Years report results are displayed.
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Defining Variables: Flexible Employee Report

Flexible Employee Report

To define the Flexible Employee Report variables:

1. Enter the report
variables to run
report with, either
direct input or using
the match code

2. Click the OK button.

Awailable Variants: J Sa'-‘e| Save As... | Delele

General Variables
Variable = Current Selection
Business Area (Opticnal)
Personnel Area {Optional)
Crganizational Unit {Optional)
Calendar Month (Oplional)
Cal Quearter (Opfional)
Calendar Year (Opfional)
Employment Status (Optional) 31
Job - Multiple (Optional)
Job Class Code Old (Optional)

OK || Check

[ Ry R R

Show Variable Personalization

Description

Active; Inactive

Result: The Flexible Employee Report results are displayed.

Section 6: General Topics Running BW/BI Reports from HRMS Portal
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Hiring Freeze Tracking Report

Defining Variables: Hiring Freeze Tracking

To define the Hiring Freeze Tracking report variables:

1. Enter a Calendar
Month/Year in MM/YYYY
format or select a date
using the matchcode
button for Month/Year.

*This is a required field.

2. Enter other variables
to run report with.

3. Click the OK button.

Available Variants: J Save | Save As.. | DEIEtEl

General Variables
Variable &
Job - Multiple (Optional)
= Calendar Month Prompt _ Single Value
Cal Quarter (Optional}
Calendar “'ear (Optional)
Business Area (Optional)
Work Force Indicator (Optional)
Part Time Indicator (O ptional)
Perzonnel Area - Select (Optional)

[Lox] check

Current Selection

0872012

1780

Show Variable Personalization

De=cription

0852012

O b Ch [ OO

1750 Dept of Enterprize Services

Result: The Hiring Freeze Tracking report results are displayed.
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Defining Variables: Supervisor to Employee

Supervisor to Employee Report

To define the Supervisor to Employee report variables:

Axvailable Variants: J Save | Save As... | Delete | show Variable Personalization

General Variables

Variable = Current Selection Description

Business Area (Optional)

Perzonnel Area - Select (Optional) 1750 1790 Dept of Enterprize Services
* Calendar Month Prompt _ Single Walue 082012 082012

Emp Status (Optional) 3 Active

Work Force Indicator {Optional)

Part Time Indicator (Optionaly

oK || Check

Enter a single Month/Year reporting value in MM/YYYY format or select a
date using the matchcode (3| button for Calendar Month Prompt. *This is
a required field.

Enter your other variables you want to run the report with.
Click the OK button.

Result: The Supervisor to Employee report results are displayed.
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Defining Variables: Employee File Statistics Report

Employee File Statistics Report

The Employee File Statistics report contains 19 queries. Sixteen of the
queries can be run as one report or separately. To run all 16
queries as one report, click on the Employee File Statistics - All Reports link.

To define the Employee File Statistics report variables:

1. Enter a Calendar Month/Year in
MM/YYYY format or select a date
using the matchcode button for
Month/Year. *This is a required field.

2. Enter the Employment Status (defaults
to 3 - Active) or select an Employment
Status using the matchcode button if
you want something other than
Active.

*This is a required field.

3. Click the OK button.

Click on individual links
to run each query
separately

» [1 Employee File Statistics

= Employee File Statiztics - Age Ranges

= Employee File Statistics - Certificate

= Employee File Statistics - County Code

= Employee File Statiztics - Dizability Status

= Employee File Statiztics - Education

= Employee File Statistics - Ethnic Group

= Employee File Statistics - Gender

= Employee File Statistics - In Present Position

= Employee File Statistics - In State Service

= Emplovee File Statiztics - Part Time Employees
= Employee File Statistics - Part Time Percent

= Emplovee File Statiztics - Salary Ranges

= Employee File Statistics - Salary Rate Unit

= Employee File Statistics - Special Pay

= Employee File Statistics - Status

= Employee File Statistics - Underfill

= Emplovee File Statistics - Veteran Status

= Employee File Statistics - Workforee Indicator
= Employee File Statistics - All Reports

Axvailable Variants:

General Variables

J Sﬂ-.-&| SEVBAS...| D&I&t&|

Wariable = Current Selection
*  Emp Status (Mandatory) 3
* Calendar Month Prompt _ Single Valus 0EzZmsz

Businezs Area (Optional)

Perzonnel Area - Select (Optional) 1790

Work Force Indicator (Optional)

Part Time Indicator (Optional)

Check

[ R R Ry Ry

Show Variable Per=onalization

Dezcription
Active
082012

1750 Dept of Enterprize Services

Result: The Employee File Statistics - All Reports results are displayed.
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Defining Variables: Employee File Statistics Report

The Employee File Statistics-Certificate and Employee File Statistics- ~ [ Employee File Statistics
Education queries are not included in the Employee File Statistics (Full . E”‘”ﬁ Eiﬁtziﬁ‘ﬁ_:ﬁ?

L] mp | ICE - ITICate
Report) and must be run separately. S SRVE s s e o
To run the query, the user must enter a “Valid On Date” in MM/DD/YYYY E:;ﬁ E:iﬁﬂz::ﬁiﬁm“
format to run, rather than Month/Year required in other Employee File

= Employee File Statistics - Ethnic Group

= Employee File Statistice - Gender

= Employee File Statistics - In Prezent Position
To define the Employee File Statistics-Education and Employee = Employee File Statistics - In State Service

File Statistics-Certification report variables:

Statistics queries:

1. Enter a Personnel Area number or select a Personnel Area number using the matchcode |3| button.

2.  Enter the Employment Status (defaults to 3 - Active) or select an Employment Status using the
matchcode button if you want something other than Active. *This is a required field.

3' Enter a val.id from Date .in MM/DD/YYYY Available Variants: J Sa-.-s| SaveAs...| Dslsts| Show Variable Personalization
. General Variables
format Or SeleCt a date US]ng the Wariable = Current Selection Description
matchcode button. = Emp Status (Mandatory) 3 Active
“alid from Date (Optienal) 01/01/2008 01/01/2006
4. Enter a Valid to Date in MM/DD/YYYY Vel o Date (Qgtona) 0ei222012 reza2012
. Business Area (Optional) 7
format Or SeleCt a date US]ng the Perzonnel Area - Select (Optional) 1750 1750 Dept of Enterprize Services
matchcode button. Work Force Indicator (Optional}
Part Time Indicator (Optional)
5.  Click the OK button. Check

Result: The Employee File Statistics-Education or Employee File Statistics
- Certificate/Education results are displayed.
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Defining Variables: Appointment Status Changes Report

Appointment Status Changes Report

To define the Appointment Status Changes report
variables:

Enter a single Month/Year

reporting value in MM/YYYY Available Variants: ~|[ save|| save As... || Delete | Show Variable Personalization
format or select a date using the Socl Ll
matchcode |7 button for Varble = Current Seiection i

S Perzonnel Area - Select (Optional) 1790 1790 Dept of Enterprize Services
Calendar Month Prompt. *This is P e —————— oen012 ser2012
a required field. Work Force Indicator (Optional)
Enter your other variables you S::':Tf: I’:::ﬂf:f:;:;;}nﬂn

want to run the report with.

Check

Click the OK button.

Result: Appointment Status Changes results are displayed.
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Defining Variables: Appointment Status Changes Report

Additional Information:

To view the Appointment Status Changes for the prior

month:

1. Click on a line item in the Appointment Status
Changes report to pull up the Context Menu.

2. Select Goto - Appointment Status Changes - Prior

Month Status.

Result: Appointment Status Changes for the Prior Month are displayed

Section 6: General Topics Running BW/BI Reports from HRMS Portal

Appointment 5tatus Changes

Display As Takle

ﬂ Infurmatiunl Sendl Print Wersion | Export to Excel | Comments

* Columns
= Key Figures Perzonnel Area =
* Hows E Secretary of State

* Personnel Area
* Employes ID

* Appointment Date
= Position

= Job

= Action Effective Date
= Action Type

= Action Reason

* Employee Group
= Work Contract

* Pay Scale Level

= Part Time Indicator

Hack

Employes 1D =

b

Appointment Date =

1200172011

oo V| Apponiment Stalus Change - Fror Month Sialus

Fier

Change Drildown
Broadcast and Export
Save View

.3
4
2

Properties

b

Calculations and Translations #

Documents
Sort Personnel Area

4
3

Re=sult

1200142011

Resuft

Position =
71028404 [T SPEC 3

Result

70001928 LIB & ARC PROF 4

Result
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Defining Variables: Affirmative Action Report

Affirmative Action Report

The Affirmative Action category is made up of 3 queries that
must be run separately.

To define the Affirmative Action report variables:

Enter a single Month/Year reporting value in
MM/YYYY format or select a date using the

» [ Affirmative Action
= Affirmative Action by Job Group
= Affirmative Action Flexible Reporing
= Diversity Percentages - New Hires and Rehires
= Waorkforce Distribufion for Affirmative Action

Click on individual report
links to run each Affirmative
Action report.

matchcode || button for Calendar Month

. . . Available Variants: J Sa-.-&l SaveAs...| D&I&t5| Show Variable Personalization
Prompt. *This is a required field. Concral Variablas
. Wariable = Current Selection Description
Enter your Other Var]ables you Want to run *  Calendar Month Prompt _ Single Value 0&i2012 na/2012
the report W]th. Business Area (Optional)
. Employment Status (Optional) 31 Active; Inactive
3. Click the OK button. Perzonnel Area - Select (Optional) 1780 1750 Dept of Enterprise Services
Job Group (Optional
Work Force Indicator (Optionaly
Part Time Indicator (Optional)
Check
Result: The Affirmative Action selected report results are displayed.
36
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Defining Variables: Manager to Staff

To define the HRM Manager to Staff report variables:

1.

2.

Enter your variable
selections.

Click the OK button.

PLAN & ALIGN WORKFORCE - Percent of Washington Management Service (WMS) employees
and percent of the workforce that is managers compared to the total workforce.

Available Variants: J Eﬂ'-.‘El Save As... | Delete |

General Variables
Wariable = Current Selection

Business Area (Optional)

Perzonnel Area - Select (Optional) 1750

Organizational Unit Hierarchy

Job - Multiple (Optional)

Calendar Month (Optional) ez

Cal Quarter (Optional)

Calendar Year (Opticnal)

Work Force Indicater (Optional)

Part Time Indicator (Optional)

0K || Check

7

G h G O Ch

Showe Variable Perzonalization

De=zcription

1790 Dept of Enterprize Services

082012

Result: HRM Manager to Staff report is displayed.
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Defining Variables: Washington Management Service

PLAN & ALIGN WORKFORCE - Number of Washington Management Service (WMS) employees by
month/year.

To define the HRM Washington Management Service report variables:

Available Variants: J Save | Save As... | Delete | Show Wariable Personalization

General Variables

Variable = Current Selection De=zcription

Business Area (Optional)

]|

Perzonnel Area - Select (Optional) 1750 1790 Dept of Enterprize Services
Organizational Unit Hierarchy

1 Enter your variable Job - Multiple (Optional)

. Calendar Month (Optional) 0arz2 DE2012
selections. :
Cal Quarter (Optional)
2. Click the OK button. freoge Doial

Work Force Indicater (Optional)
Part Time Indicator (Optional)

0K || Check

G h G O Ch

Result: HRM Washington Management Service report is displayed.
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Defining Variables: WMS Management Type

PLAN & ALIGN WORKFORCE - Number of Washington Management Service (WMS) employees by
management type. Define the HRM WMS Management Type report variables:

Available Variants: J Save | Save As.. | Delete | Show Variable Personalization

General Variables

Variable & Current Selection De=scription
Busziness Area (Optional)
Perzonnel Area - Select (Optional) 1750 1750 Dept of Enterprize Services

Organizational Unit Hierarchy

Job - Multiple {Cptional)

. Calendar Month (Cptional) Darz012 02012
1. Enter your variable Cal Quarter (Optional)
Selections. Calendar “ear (Optional)

Work Force Indicator (Optional)

g R

2. Click the OK button.

Part Time Indicator (Opticnal)

0K || Check

Result: HRM WMS Management Type report is displayed.
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Defining Variables: Separation During Review Period

HIRE WORKFORCE - Number of separations from state service during Probationary, Trial Service,
Transitional and WMS Review periods.

To define the HRM Separation During Review Period report variables:

Available Variants: J Save | Save As... | Delete | Show Wariable Personalization

General Variables

Variable = Current Selection De=zcription
Business Area (Optional)
Perzonnel Area - Select (Optional) 1750 1790 Dept of Enterprize Services
Organizational Unit Hierarchy
Job - Multiple (Optional)
1. Enter your variable Calendar Month (Qptional) 082012 0arz012
selections. Cal Quarter (Optional)
Calendar ear (Optional)
2. Click the OK button. Work Force Indicator (Opticnal)
Part Time Indicator (Optional)
L oK |f check]

Result: HRM Separation During Review Period report is displayed.
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Defining Variables: Type of Appointments

HIRE WORKFORCE - Number of Permanent or intended to become permanent New Hire/Rehires,
Promotions, Transfers, Hires from Layoff List and Other appointments.

The intent of this report is to show appointment activities where a hiring choice was made. Appointment
changes such as reassignments, reallocations, demotions, or status changes are not included. To define the
HRM Type of Appointments report variables:

Available Variants: J Save | Save As... | Delete | Show Wariable Personalization
1. Enter your variable General Variables
selections Variable = Current Selection Description

Business Area (Optional)
2. Click the OK button. Personnel Area - Select (Optional) 1780 1790 Dept of Enterprise Services

]|

Organizational Unit Hierarchy

Job - Multiple (Optional)

Calendar Month (Optional) ez
Cal Quarter (Optional)

Calendar Year (Opticnal)

082012

Work Force Indicater (Optional)

G h G O Ch

Part Time Indicator (Optional)

[ oK | check
Result: HRM Type of Appointments report is displayed.
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Defining Variables: Average Overtime

DEPLOY WORKFORCE - Average agency and Executive Branch overtime hours used. Includes

averages for only those eligible for overtime and averages for all employees, regardless of
overtime eligibility.

To define the HRM Average Overtime report variables:

Available Variants: J SAVE | | Save As... | Delete | show “ariable Personalization
General Variables
Wariable = Current Selection Dezcription
Business Area (Optional)
Perzonnel Area - Select (Optional) 1750 1790 Dept of Enterprize Services
Organizational Unit Hierarchy
Calendar Month (Optional} 082012 Dazo12
Cal Quarter (Optional)
Calendar ear (Qptional)
OK || Checkl
1. Enter your variable selections.

2. Click the OK button.

Result: HRM Average Overtime report is displayed.
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Defining Variables: Overtime Cost
DEPLOY WORKFORCE - Amount of agency and Executive Branch Overtime costs.

To define the HRM Overtime Cost report variables:

Available Variants: J Save | Save As.. | Delete | Show Variable Personalization
General Variables
1 Enter your Variable Variable = Current Selection Dezcription
. i i =
selectlons. Bu=inez= Area (Optional)
Perzonnel Area - Select (Optional) 1750 1790 Dept of Enterprize Services
2. Click the OK button. Organizational Unit Hierarchy
Calendar Month (Optional) 0a/2m2 nerzimz
Cal Quarter (Optional)
Calendar Y'ear (Optional)
DK'. Check

Result: HRM Overtime Cost report is displayed.
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Defining Variables: Percent Employees Receiving Overtime

DEPLOY WORKFORCE - Percent of agency and Executive Branch employees receiving overtime.
Includes percentages for only those eligible for overtime and percentages for all employees,
regardless of overtime eligibility.

To define the HRM Percent Employees Receiving Overtime report variables:

Axailable Variants: J Save | Save As... | Delete | Show Variable Personalization

General Variables

Variable Current Selection Description
Business Area (Optional)
Perzonnel Area - Select (Optional) 1750 1750 Dept of Enterprize Services
Organizational Unit Hierarchy
1 ) Enter your Variable Calendar Month (Optional} Da2012 g2z
selections. Cal Quarter (Optional)
Calendar ear (Optional)

2. Click the OK button. | [Fox]]check

Result: HRM Percent Employees Receiving Overtime report is displayed.
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DEPLOY WORKFORCE - Average sick leave hours used and average sick leave balance by agency and
Executive Branch.

To define the HRM Sick Leave report variables:

1.

2.

Section 6: General Topics Running BW/BI Reports from HRMS Portal

Enter your variable
selections.

Click the OK button.

Availa

L oK]

ble Variants: J Eﬂ'-.‘El Save As... | Delete |

General Variables

Wariable =

Business Area (Optional)
Perzonnel Area - Select (Optional)
Organizational Unit Hierarchy
Job - Multiple (Optional)

Calendar Month (Optional)

Cal Quarter (Optional)

Calendar Year (Opticnal)

Work Force Indicater (Optional)
Part Time Indicator (Optional)

Check

Current Selection

1750

0ar2012

]|

G h G O Ch

Showe Variable Perzonalization

De=zcription

1790 Dept of Enterprize Services

082012

Result: HRM Sick Leave report is displayed.
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Defining Variables: Formal Disciplinary Action Taken

REINFORCE PERFORMANCE - Number of disciplinary actions by Dismissals, Demotions, Reductions in Pay,
and Suspensions.

To define the HRM Formal Disciplinary Action Taken report variables:

Available Variants: J Save | Save As... | Delete | Show Wariable Personalization

General Variables

Variable = Current Selection De=zcription
Busineszs Area (Optional)
Perzonnel Area - Select (Optional) 1750 1790 Dept of Enterprize Services
1 . Enter your Variable Organizational Unit Hierarchy
Selections. Job - Multiple (Optional)
Calendar Month (Optional) 0arz2 DE2012
2. Click the OK button. Cal Quarter (Optional)

Calendar Year (Opticnal)
Work Force Indicater (Optional)
Part Time Indicator (Optional)

0K || Check

G h G O Ch

Result: HRM Formal Disciplinary Action Taken report is displayed.
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Defining Variables: Diversity Profile

ULTIMATE OUTCOMES - Number and percent of the workforce by diversity category and ethnicity.

To define the HRM Diversity Profile report variables:

Available Variants: J Save | Save As... | Delete | Show Wariable Personalization

General Variables

Variable > Current Selection De=cription

Business Area (Optional)
Perzonnel Area - Select (Optional) 1750 1750 Dept of Enterprize Services
Organizational Unit Hierarchy
Job - Multiple (Optionaly
* Calendar Menth Prompt _ Single Value &z 0a/2012
Work Force Indicator (Optional)
1 . Enter your Variable Part Time Indicator (Optional)
selections. OK]| check]

2. Click the OK button.

Result: HRM Diversity Profile report is displayed.
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Defining Variables: Percent Age Distribution

ULTIMATE OUTCOMES - Percent of all employees and WMS employees by age groups.
To define the HRM Percent Age Distribution Report variables:

Available Variants: J Save | Save As... | Delete | Show Wariable Personalization

General Variables

Variable > Current Selection De=cription

Business Area (Optional)
. Perzonnel Area - Select (Optional) 1750 1750 Dept of Enterprize Services
1 : Enter Your Var]able Organizational Unit Hierarchy
SeleCtlonS. Job - Multiple (Optionaly
* Calendar Menth Prompt _ Single Value &z 0a/2012
Work Force Indicator (Optional)
2. Click the OK button. Part Time Indicator (Optional)
L o] | check]|

Result: HRM Percent Age Distribution report is displayed.
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Defining Variables: Turnover

ULTIMATE OUTCOMES - Percent of permanent or intended to become permanent employees who separated
from state service by type (Retirement, Resignation, Dismissal, Layoff, and Other).

Note: Optional fields for number of Seasonal and Non-Permanent separations are available. Seasonal and
Non-Permanent separations are not included in the overall Turnover counts or percentages. Seasonal
turnover includes all permanent, or intended to become permanent.

To define the HRM Turnover report variables:

Available WVariants: J Save | Save As... | Delete | Show Variable Personalization

General Variables

\fariable 5 Current Selection De=cription

Business Area (Optional)

Perzonnel Area - Select (Optional) 1750 1750 Dept of Enterprize Services

Organizational Unit Hierarchy

Job - Multiple (Optional}

Calendar Month (Optional) 082012 beama
1. Enter your variable Cal Quarter (Optional)

SelectionS. Calendar Year (Optional}

Work Force Indicator (Qptional)

2. Click the OK button. Part Time Indicator (Optional)
L ok ]| check]

Result: HRM Turnover report is displayed.
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