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Feset Defaults

e Dashboard opens with pre-set defaults
e Use “Reset Defaults” bar to return to original defaults



PARAMETER ELEMENTS OF THE REPORT DASHBOARD:

Date Options:

Date Options: {% Effactive Date {71 Ertry Date {70 fs Of Date [T Include Historcal/Future Data

||:|1x1 12002 | Te: |n1x1 102003 mmiddiyiy

Reference: http://hrweb.berkeley.edu/hrms/hrbairs/prehrmsdata.htm

Effective Date Range: Inclusive dates to collect effective dated rows of HRMS data. Note: converted
data may have effective dated rows earlier than 7/1/2002; recommend using 01/01/2000 or earlier.
Example: 01/01/2002 To: 01/15/2003

Entry Date Range: Inclusive dates to collect rows of HRMS data based on the date entered into HRMS.
Date Range Example: 01/01/2003  To: 01/15/2003
Or
Single Date Example: 01/15/2003 To: 01/15/2003

Include Historical/Future Data: Check this box if you want to report on ALL ROWS of data — history,
current and future rows. Note: A report run with “include Historical/Future Data” will reflect row data
from the entire employee record; this is a critical element that can result in data overload. Be sure you
want to look at all rows before selecting this option.

As of Date:

Date Options: " Effective Date ) Entry Date (%) Ac Of Date

I 017142003 mimidd sty

Select records on an “as-of” or “snapshot” calendar date. For example, running a report of current row
data as of January 1%, 2003. Note: The “Include Historical/Future Data” is not an option for As of Date
which collects data from the current data rows.



http://hrweb.berkeley.edu/hrms/hrbairs/prehrmsdata.htm

Employees:

Employees:

[ Al Employees

Default setting will provide a report of all employees within your security access.

or

Employees:

Unchecking “All Employees” provides the option to create a specific list of employee ID’s to report on
I Al Employees

—

RFemowe Al

011186521

rF S

Build value list using Add and
<€—— Remove buttons to select specific
Employees for the report.




Org Nodes of the Organization Tree for report data collection:

[ Al Org Hodes (%) Org Mode Codes {7 Org Mode Mames ™ incl. $ubordinate Lewvels
{¥ Add One {7 List
dd " Default is set to require
| e — adding one or more nodes.
E— (A p951tlve aCtIOIl“IS §
— required to select “All”.)
-

All Org Nodes, when selected, will provide a report for all nodes within the user’s security access.

Org Node Codes allows the user to build a value list of Org Nodes to be reported on.
% Add One
allows user to key enter Org Nodes
oL
— . allows users to pick Org Node Codes from a list:

FhAERIF a| £EETTT) | FMHUM -] Build value list
FhiHRA — .

Remonve - using Add and
FhilNT I Femove Al <4 Remove buttons to
FMLBR —_—] .

FMREL - - select specific Org

Nodes for the report.

Org Node Names allows users to pick from a name list:

FRHUR Adm Info Sy m Add FhHUR Benefits  w

FMHLUM Adm Progran—| - | FMHUM Classifictn £ Build value list using Add and
FraH LN Adm ercs.i’l:l_l I | -

FRAHUM Bernefits R — <€— Remove buttons to select specific

I L) e & Org Node Names for the report.
FrdHUM Empl Devel « o

Incl. Subordinate Levels, when selected, will include Org Nodes that fall under the Org Node

selected for the report. For example, a report on an Org Tree Level 4 Node “FMHUM” will also
include any data related to levels 5, 6, and 7 of the Org Tree.




Jobs:

[¥ Al Jobs

or

Default is set for All Jobs.
(Assumes most Earnings
Distribution reports would be for
all jobs.)

Unchecking “All Jobs” provides the option to create a specific list of job’s to report on:

I~ Al Jobz % Job Codes {7 Job Mames
% £dd One ) List
Fad
Femowe
Femowe Al

{7 CTO Codes

{7 CTO Mames

All Jobs will provide a report on all job codes within the user’s security access.

Job Codes allows the user to build a value list of Jobs to be reported on:

allows user to key enter Job Codes

allows user to pick Job Codes from a list:

% 2dd One
% List
1507 C -
16071
Femawe
15110
15120 Remowve Al
15120
1521 l

1511 -

Build value list using Add and
Remove buttons to select specific
Job Codes for the report.

Job Names allows users to pick from a job name list:

Lecturer - Pot Soe-Fiscal ¥ U

Lecturer in Smr Session Remowe
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Lecturer Pat S0E-Aead ¥r-1/9 Remove Al

Lecturer Pat S0E-Fis Y1
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Lecturer - Fiscal Year

- Build value list using
—| ¢4 Addand Remove buttons
to select specific Job
Names for the report.

CTO Codes and CTO Names (Class Title Outline or Occupational Subgroup Code)

{* CTO Codes {7 CTO Mames

These selections allow users to pick codes and names similar to the above process. (A select user

population utilizes these selections.)




Appointment Type(s):

[* Al fppointment Types

or

Default is set for All Appointment
Types. (Assumes most Earnings
Distribution reports would be for all
appointment types.)

Unchecking “All Appointment Types” provides the option to create a specific list to report on:

[T Al Appointment Types

1 - Contract -

2 - Regular/Caneer™ |

3 - Limited — Femowe
4 - Casual/Restric Femaove Al
G - Per Diem

T Oarti=l Weaar ™= hl

5 - Academic

Build value list using Add and
Remove buttons to select specific
Appointment Types for the report.

Accounts (Salary Account Codes):

¥ Al focounts

or

<

Default is set for All Salary
Accounts. (Assumes most

Earnings Distribution reports
would be for all accounts.)

Unchecking “All Accounts” provides the option to create a specific list of Salary Accounts to report on:
7 List {7 Range

I~ Al fecounts

{=) Add One

Femowve

I— FAdd

Remowe Al

F

All Accounts will provide a report on all salary account codes for employees reported on.

{* Add One

allows user to key enter salary account codes

= Li=t

{* Range

allows user to pick salary account codes from a list:

A0130
S1010
51015

51025
51027

e

-

allows user to select a range of salary accounts:

|51D15 To: |51I329

emowe

Remowve Al

A1015
51020

Build value list using Add and

< " Remove buttons to select specific

Salary Accounts for the report.




Funds:

I~ Al Funds {*) Add One 0 List {7 Range

Add - } ) .
| —_— — Default is set to require adding
Remaowe — ..
I \ one or more Funds. (A positive
_ Femove & | action is required to select “All
Funds™.)

All Funds will provide a report for all funds within a user’s security access.

@ satre | allows the user to key enter Fund Codes

@ L= allows the user to pick Fund Codes from a list:

19900 Add 12900 =
— — Build value list using Add and
T Remove Al <€— Remove buttons to select specific
_— = Fund Codes for the report.

R
e | allows the user to enter a range of Fund Codes:

‘ I 194900 Ta: I 19999

Org Codes:
I¥ Al Org Codes Default is set for All Org Codes.
> (Assumes most Earnings
Distribution reports would be for
all Org Codes.)

or

Unchecking “All Org Codes” provides the option to create a specific list of Org Codes to report on:
I~ Al Org Codes % ~dd One 7 List {71 Range

#dd - Build value list using Add and
I Remoe L < Remove buttons to select specific
Remove Al Org Codes for the report.

Add One, List, and Range functions are the same as described above.




Employment Status:

I~ 2l Employment Statuses

—ATmror-

A Add

Femowe

Remowe Al

-

A PAotive, O - Deceased |, L- Leawve, P - Paid Leave, T -

-

Term

Default is set to require adding

one or more employment
statuses. (A positive action is
required to select “All”.)

Select individual or All Employment Statuses depending on the data-reporting requirement. (A typical
Earnings Distribution Report against current data rows might be run for A, L and P to capture current staff

distributions; selecting All Employment Statuses would provide a comprehensive staff report including
staff no longer present.)

Action/Reason:

[¥ Al Action/Reasons

or

Unchecking “All Action/Reasons” provides the option to create a specific list of Actions or
Action/Reason combinations to report on:

Default is set for All Action/Reasons.
(Assumes most Earnings Distribution
reports would be for all Action/Reasons.)
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.— allows users to build a value list from a list of Actions:
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allows users to build a value list from Action/Reason Combinations:
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Action/Reason Caution!

When selecting specific Action/Reasons for reports other than “Transaction
Reports”, proceed with caution. Alternatively, consider running your
Action/Reason report request using the Transaction Report, which will collect
transaction data from ALL data rows.

When running other reports like Earnings Distribution and Job Data, the data
collection result will be affected by whether you choose “Include
Historical/Future Data”. Selecting “All Action Reasons” is recommended for
these reports uniess there is a specific question you are attempting to
alsSwer.

» Reports w/o selecting Historical/Future Data:
Report will run against “current rows” only; the Action/Reason you
are attempting to collect may not be the current row if another
action has occurred.
For exampie: running a report for Action: Hire will fail to list a
new employee who has a current row with another HRMS
action that occurred since hire, a Data Change for example.

o Reportw/ selection “Include Historical/Future Data™:

Report will run against ALL rows. For example, running a report for
Action: Hire will list all employee Hire rows for the period selected.
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