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POSITION FUNDING REPORT

HR BAIRS Report
Position Funding Report Job Aid:

This job aid will guide a user through the steps of accessing and running the Position Funding Report.

Procedure At-a-Glance

Category: Position Management Reports
Audience: Campus HCM Users, Human Resources Representatives, Finance Representatives
Navigation: HR BAIRS (HR Reports > Workforce Detail > Position Data > Position Funding Report)
Jump to Procedure Steps
Jump to Reading the Report
Report Description

This report will list all position funding distribution data  as of a certain date in the system.    This report can be used to help complement the Position Roster Report which provides details on Positions and each individual Incumbent currently hired into the specified position.  
Business Need

Human Resources and Finance representatives need to have access to their units’ comprehensive Position Funding Data in a way that facilitates easy analysis. This report will deliver a set of Position Funding Data as determined by criteria supplied by the user.  While the report does not include Job chartstring distribution data, this report can be used to help verify the Position distribution data is as accurate as possible. 
To Run the Report
Users can access and run the report by following these basic steps.  Additional details are provided later in the document. 
· Log in to HR BAIRS (http://rptportal.berkeley.edu/).
· Follow this navigation to the report: HR Reports > Workforce Detail > Position Data > Position Funding Report.bqy.
· Complete the required fields:
· As of Date
· Select the optional filters:
· Org Nodes
· Jobs (Job Code)
· Positions
· Position Status
· Show Inactive Positions

· Chartfield filters
Roles that can access the Report
Those users with HR Workforce Detail access can also access the Position Funding Report.
Future Modifications

Please submit suggested modifications to:  hrmshelp@berkeley.edu.
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Procedure Steps:

1. Navigate to the Position Funding Report in HR BAIRS:
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2. Open the Position Funding Report file and enter the Report Parameters (Click for more details):
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3. Once all Report Parameters are set, click the “Process” button to run the report.
4. Save Report as a PDF document (.pdf).

Report Parameters: XE "Report Parameters\:" 
1. As of Date: “Snapshot” in time that the data should reflect in the report.  Date should be entered in MM/DD/YYYY format.  Only data that exists as of this date with be pulled into the report.  If data exists that was entered after the entered date, this data will be excluded. 
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2. All Positions: All positions that the user would like to see represented in the report.  Select “All Positions” to see all positions that exist within the constraints set by the remainder of the parameters of the report.  Insert individual Position Numbers to add particular positions to the report.
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3. Include Inactive Positions: Users can choose to include or not include inactive positions in the report by selecting the “Include Inactive Positions” checkbox.  If the report includes inactive positions, those positions will be labeled as such. 
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4. All Org Nodes: Alphabetical list of all Org Nodes in the system available as report parameters.  Org Nodes are associated with the “Department” field within Position Data in HCM. Options for selecting data include:
a. “All Org Nodes”: Report will include data for all Org Nodes to which the user has security access.  This is not suggested for users with access to a large number of Orgs on campus as it will significantly slow report performance.
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b. Manually Enter Org Codes: Enter the 5 letter code of any control unit, division, or department to which the user has security access
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c. Select from list of codes sorted by 5 letter code: Select the “List” button to show a dynamic list of current codes. Select one Org Code, or several, and click the “Add” button.
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d. Select from list of codes sorted by the description: Select “Org Node Names” button to show a dynamic list of current codes sorted alphabetically by the description.  Select one, or several, and click the “Add” button.
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e. Select from a combination of the above methods:
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5. All Jobs:  List of all Job Codes that exist in the system.  To run the report for certain Job Codes only, either enter the Job Codes directly in the entry screen (in field 1below) by using the “Add one” option or use the “List” option to select certain Job Codes (sorted by either the code itself or the name of the code).
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6. Position Funding Chart of Accounts: This section allows users to specify which position distribution lines should be included within the report.  Only individual position funding lines that correlate to the filters selected below will appear on any report.
a. All Programs: List of all Programs that exist in the system.  To run the report for all programs, click the “All Programs” checkbox.  To run the report for certain Programs only, use the list to select certain Programs (sorted by the Program Number).
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b. All Accounts: Users can run the report for All Accounts, one Account, or many Accounts.  To run the report to detail all accounts in the system, click the “All Accounts” checkbox.  To run the report for certain Accounts only, type in the five digit account code and click “Add”.   
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c. All Funds: Users can run the report for All Funds, one or many particular Funds, or a range of Funds. To run the report for all Funds, users should select the “All Funds” checkbox.  To run the report for one or many particular Funds, users should choose the “Add One” option, type the five digit code for each fund, and click “Add”.  
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Finally, to run the report based on a range of funds, users should select the “Range” option and type in the range of five digit fund codes.
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d. All Departments: Users can run the report for All Departments, one or many particular Departments, or a range of Departments.  To run the report for all Departments, users should select the “All Departments” checkbox.  To run the report for one or many particular Departments, users should choose the “Add One” option, type the five digit code for each department, and click “Add”.  
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Finally, to run the report based on a range of departments, users should select the “Range” option and type in the range of five digit department codes.
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e. All Chart Field 1: Users can run the report for All Chart Field 1 codes, one or many particular Chart Field 1 codes, a range of Chart Field 1 codes, or to exclude Chart Field 1 codes.  
· To run the report for all Chart Field 1 codes, users should select the “All Chart Field 1” checkbox.  
· To run the report for one or many particular Chart Field 1 codes, users should choose the “Add One” option, type the five digit code for each Chart Field 1, and click “Add”.  
· To run the report based on a range of departments, users should select the “Range” option and type in the range of Chart Field 1 codes. 

· To run the report to exclude particular Chart Field 1 codes, select the “Is Null” option and type in the particular Chart Field 1 code(s).
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f. All Chart Field 2: Users can run the report for All Chart Field 2 codes, one or many particular Chart Field 2 codes, a range of Chart Field 2 codes, or to exclude Chart Field 2 codes.  

· To run the report for all Chart Field 2 codes, users should select the “All Chart Field 2” checkbox.  

· To run the report for one or many particular Chart Field 2 codes, users should choose the “Add One” option, type the five digit code for each Chart Field 2, and click “Add”.  

· To run the report based on a range of departments, users should select the “Range” option and type in the range of Chart Field 2 codes. 

· To run the report to exclude particular Chart Field 2 codes, select the “Is Null” option and type in the particular Chart Field 2 code(s).
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Downloading to Excel:

To download the report to an Excel spreadsheet to allow for easier filtering of data, please complete the following steps:

1. While on the report, click the View menu item and click on Pane.  This will bring up the following list:
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2. Determine which dataset the user would like to download

a. To download the main result set, please click on the “Main_Results” link.
3. Within the dataset, click the “Excel” icon to export to Excel.


Reading the Report:

Option 1: Showing Position Funding Data Only [Click Here for Sample + Description]

Position Funding Report (Position Data Only):
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	Identifier
	Description

	1
	As of Date: Parameter Entered for “As of Date”

	2
	Pages & Run Date: The total number of pages for the report along with the time & date the report was run.

	3
	Parameters: All parameters entered on the original report dashboard


	Identifier
	Description

	5
	GL Business Unit: The General Ledger Business Unit

	6
	Account: The account value on the Position Distribution

	7
	Position FTE/Fund: The Position FTE amount and the Fund to which the FTE is associated

	8
	Org Node: The Org Node value on the Position Distribution

	9
	Program: The code for the program that manages the position

	10
	Chart Field 1: Chart Field 1 value on the Position Distribution

	11
	Chart Field 2: Chart Field 2 value on the Position Distribution

	12
	Distribution %: The distribution percentage of the chartstring to the position
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	Identifier
	Description

	1
	Report Sort: The Report is sorted by the following fields: 

- Position Department (Dept on the HCM Position Data page)

- Position Org Node (LVL 7 Deptid)
- Position Status

- Job Code

	2
	Position Number: Position Number

Dist. Eff Dt: Effective date for the Position Distribution line

	3
	Pos. Eff. Date: Effective-dated row used from Position 

Dist. Seq: Sequence number for the Position Distribution line

	4
	Position Title: Position Title or Description from Position Data

Earnings Code: Earnings Code for the Position Distribution
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