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Unit 11: User Reports

Unit 11: User Reports

This unit provides instruction on:

QUEBIIES . ot 10.1
Guided QUENIBS . .. 10.1
Folder QUeries . ... .. 10.4
Folder ToOols . . ... 10.7
Saving a Folder Query. . ... 10.9
Folder Management. . ... ... e 10.10
Viewing History Reports . .. ... . o 10.11
Queries

Lists, found under the View menu, can be used to pull specific employee-related data
from Oracle. Some of the reports are pre-formatted and require you to input a few fields
for customizing the list it produces. Two of the lists are more flexible and allow you
query on additional fields. All data can be exported to Excel for sorting, editing, and
printing.

Guided Queries
These lists are preformatted and provide information in the following fields:

People by Assignment

Full name Status

Employee number Location
Assignment number Person type
Organization Primary assignment
Job Grade
Assignments

Full name Assignment number
Employee number Salary

Organization
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Queries 11.2

Employees by Position

Position number Employee number
Holder name

The instructions below explain how to run the People by Assignment report, but are
similar enough to guide you through running any of the above reports.

1. From the Navigator screen, select View -> Lists. Select the report you would like
to run. (People by Assignment is shown here.)

................................... ¥ A X

Organization |— Group Grade
Payrall Job Position

Person Type
[’7 Employees I Applicants I Contingent WWarkers
Current
[ LATCH ] oAl Status Find
Full Mame Employee Murmber Apnlicant Number Contingent YWorker Mu|| Assignment M

1]

2. In the Organization field, type in part of your department’s name. Press Tab.

If you have access to Oracle at the College or Vice President level, you may either
specify one department to query, or leave this field blank to query employees in
your department plus all subordinate departments.

3. Next are the Group, Grade, Payroll, Job, and Position fields. Using the LOVSs,
you may specify criteria in all, some, or none of these fields.

4. To select employees having one particular assignment status, choose it from the
LOV in the Status field.

Organization |Academic Advancement C Group  |Other Salaried Er Grade r
Payroll Joh Position

Person Type
{l? Employees I Applicants I Contingent Workers
Current
{  Yeg ' No Al Statug Find
Full Name Employee Mumber Applicant Mumber Contingent Worker Nu Assignment

| | =
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11.3 Unit 11: User Reports

5. Click Find.

EEList People

Organization |Academic Advancement C Group |Other Salaried Er Grade
Payroll Job Pasition

Person Typ
[P Employees [« Applicants ¥ Contingent Workers

Current
®Yeg O Mo Al Status Find

[
E

Full Mame Employee Number Applicant Mumber Contingent Worker Nu. Assignment [+
J[cavett, Cole C 22826 | | 22826 =]

|cavett, Cole C 22826 | | 228263

|Gould, Grey G [23013 | | [23013

| | | | |

| | | | | =

L o | »

6. To move or resize columns in this folder, please refer to the section titled
“Changing Folder Layout”.

To save this query so it can easily be run in the future, please refer to the section
titled ““Saving a Folder Query” later in this unit.

7. When the list of employees displays, you may export this data to Excel by clicking
File -> Export.

8. You may save this data as a spreadsheet by clicking File -> Save in the window

below.

3 http:/ /kebler.is.colostate.edu:8002/pls/hrtrng/fndgfm/fnd_gfm.get/29274 7688,/2926,/fnd_gfm -0l x|
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J (JEack ~ £3 - ] 2] @ | ) Search - Favorites o Media £ | > J Googlev I j‘ &% Search wet >
Jﬁgdress I@ http:erb\er.ls‘co\ostate.edu:SUUZ,prs)’hrtrng)’frﬂ GO “Links @eprint @Manual @Listserv @TWC 2 J @ -

i Jd| =
A | B [ ¢ o T E T F T & [ H [ 17T T J T kK T L=

| 1 |Full Name Employee Applicant [ Contingent Assignmer Organizatiilob Status Location |Person Ty|Primary | Current 7
| 2 |Cavett, Co 22826 22826 Academic 003930.Cli Active Ass GIBMNS 11: Emplayee Y

| 3 |Cavett, Co 22826 22826-3  |Academic 009930.Cli Active Ass GIBMS 117Employes N

| 4 |Gould, Gre 23013 23013 Acaderic 009990.PoActive Ass GIBMNS 113 Employes | Y
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Folder Tools 11.4

Folder Tools

Altering Folder Layout

Rearranging Columns - Click on the column heading and drag it to the new desired
position.

Resizing Columns - Place your mouse cursor over the space between two column
headings so that your cursor changes to a double-ended arrow. Click and drag the column
boundary to resize it.

El
Full Name “Employee Number | Applican
I |

Resorting Columns - If the column you wish to sort is not one of the first three, rearrange
the columns. Double-click one of the first three column headings to sort the data in
ascending order. Double-click again to sort in descending order.

Managing Folder Queries

Opens an existing folder query

Saves the current folder query

Creates a new folder query

Deletes an existing folder query
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11.5 Unit 11: User Reports

Saving a Folder Query

You may save a query you’ve created so that it may be run again easily in the future.
These section describes how to save the query as opposed to the data retrieved by the
query. To save a query (as described in the section “Creating Custom Queries”), it must
have retrieved at least one record.

1. To save the query criteria, click Folder -> Save As...

2. Enter a name for the query in the Folder field.

Folder |Regular Employees

H‘IJ

Always Open as Default
Mever Public
® Ask each time ¥ nclude Query
( Show Query /I
( oK [ cancel

3. Select Always, Never, or Ask Each Time from the Autoquery box.
Always - the query runs automatically each time you open the folder

Never - the query will be saved with the folder but will not automatically run
when you open the folder

Ask Each Time - when you open the folder, you will be prompted to decide if
you want the query to run immediately

4. Check Open as Default if you want this query to open every time you open the
folder. (A default query will not run unless you press Ctrl-F11 or unless you
selected Always in the previous step.)

5. Check Public to allow other people with access to your organization to run this
query.
6. Click OK.

Viewing the Query Criteria

These steps allow you to see what criteria the query is based upon.

1. Select Folder -> View Query.

2. The Folder Query window displays. (An empty window indicates that there are
no special search criteria and that the current folder definition retrieves all
records for the folder entity.)
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Folder Management 11.6

Folder Management

Reverting to the Original Default Folder Definition for a Folder
You can revert to the original default folder definition by performing these steps:

1. When you are in a custom default folder definition, choose Folder -> Save As.
2. In the Save As window that appears, uncheck Open as Default.
3. Click OK.

4. Close and reopen this folder to display the original default folder definition.

Opening Another Folder Definition

1. To load a predefined folder definition, click Folder -> Open, click the Open
Folder button located in the upper left corner of the folder block, or click the
Open Folder tool.

2. Select a folder definition from the list that appears and click OK.

Saving Changes to a Folder Definition
1. To save layout or query changes made to the current folder definition, click
Folder -> Save.

Or to save layout or query changes under a new name, click Folder -> Save As. If
there are any pending changes to the information in the folder you will be
prompted to save the changes or cancel the save.

2. If you choose Save As, complete the information requested in the Save Folder
window that appears, and click OK.

Deleting an Existing Folder Definition
You can delete only the folders that you have created. If there are any pending changes to
the information in the folder, you will be prompted to save the changes or cancel the

delete.

1. Select Folder -> Delete (or click on the Delete Folder tool).

2. Select a Folder definition from the list that appears and click OK to delete the
definition.
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11.7 Unit 11: User Reports

Viewing History

The Employee Assignment History report is demonstrated here, but the Salary and Salary
History reports work similarly.

1. From the Navigator menu, choose View -> Histories -> Employee Assignment.

View:Histories:Employee Assignment

CSU Maintain Person =l Top Ten List
CSU New Concurrent Asg/Re-Hir

% Labor Distribution
Labeor Redistribution

B Distribution History E
i ’:

CSU Schedule Lines

@ Salary History
- View
@ _ Histories

5
EI Salary -

+ Lists

Position Budgets
+ Processes and Reports
Hourly Summary Time Entry

1] By i

2. Search for the employee by entering either the Full Name or Number field. Then
click Find.

=z Find Person

Full hame ’—

Murnber

Current |Yes

Type

Clear Find
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Viewing History 11.8

3. The following information is provided for you. The Assignment History block

summarizes all the changes to each assignment a person has. The Seq column
indicates which assignment the line applies to.

~Al Perlods:

. ~Including Breaks
Employes———— ~Contingent Worker ~Total
Yoars Marnths Years Marilhs Years Months Yars Morlhs
[ [10 [ [ ] [10 [ 10
~ Waork History
— Date —This Periad —Warker Type
Stant End Years Boriths
= . r * Employes
[t0.0cT 2001 0

Contingent Worker
Busiriecs i ___
[Cnlnnnln State University

— Assd History

- Effective Dates —
Seq From Ta
1z oraveas | |
1 oraanzoos | [
1 00cT2000  1DEC2002  |Biomedical Science:999674.5m Tech V| [
i [

Diganization Jab Pasitian
|Co|lngn of Veterinar 999391, St Coordina
.[E.ilume.dical Science: 999674.5tu Tech V |

Ll
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