HR Monthly Review Report UCSF Controller's

Office

The HR Monthly Review Report combines several report subgroups into a single review report with the ability to display the following data: New Hires,
Separations, Appointments near end, Distributions near end, Probation period near end, Work permit end date, Limited employee hours, and Distributions greater
than 100%.

What Can | Learn From the HR Monthly Review Report?

e Supports users who manage employee appointments by providing the ability to review and monitor specific HR activities and statuses every month
o Provides the ability to run for all subgroups or for specific activity types

Filtering the Employee HR Monthly Review Report

Filters are divided into four sections:

o Home Department/Date Filters: o Home epariment et b4 Date Rangs o
. Change Level Begin Date*
o Fl|tel' by Home Dept ID o I5F Prog MgmtOﬂme-; From Jan 1800 v To Dec3333 v
_Add | Remove | End Date*
o The Date Range fields are unavailable since this report is always run as % From Jon 1900 v| T [besssms =
o9 Mgmi e
of the current date
HR COdeS Fl|ter‘S (None Of the fOI/OWIng are required (*) fle/dS) 9 Personnel Program 1 - professional and Support Staft Appt Rpt Code C-Covered Employee
. . . 2- Management and Senior S-Supervisor itle Code
e Filter by Personnel Program, Appointment Type, Employee, Title At - -
Code, Employee Status, Title Unit Code, Class Title Outline, and/or e < Emplojee sutes (RS E Class Tie Outine

38 2-RegulariCareer L Hnactive

Appointment Representation Code

e Report Specific Filters

N-Leave without pay

PLeave with pay
S-Separated -

o Filter by Activity Type, Supervisor, Separation Reason, and/or Visa 6 hetviy Typer [ 5 Separaton Reason © Superisor
Typ e E% - S:mm ] Visa Type ~
e Activity Type is a required (*) field. The default Activity Type is All “
o Distribution Chartstring Filters:
. . . . K Seleot fiom byFavarites
o Filter by one or more chartfield: BU (Business Unit), Fund, Dept ID, o B Account Fund DeptiD Project Actiity Pd Function Flexfield A
Project, Function, Flexfield, Dept ID Site, Project Award/Parent, e g e e P
Project Manager/PIl, Project Use, and/or Project Lab Owner won 4 3 4 g 4
- . - . SFMED Add | Remave [ 4dd | Remove [ Add | Remove I | Remove | Add | Remove [ T Remove [ T Remove
e Account and Activity Period (i) are unavailable because these ' = Mltome] ' (Aol L]
chartfields are not used in HR distribution data
” 7
1y
284
DeptID Site Project Award/Parents Project ManagenPla  Project Use Project Lab Owner A
,,,,, OIS Y IS Y BN CY) B
| add | Remove | Add | Remove Add | Remove | Add | Remove Add | Remove |
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HR Monthly Review Report

e The filter page can be used to enter a single criterion, such as Home Department From the filter page From within the report
or Employee. Note: At least one field with an orange triangle must be ﬁ: \:
selected N Activity Type
e The report can be narrowed using the many available HR Code and Report (o) Actity Type - - | =
Specific filters o Separation E Separation
. . . . . E E 2 . Appointment Near End
¢ Running the report for Home Department or Distribution Dept ID will return E 3% Appointment Near End Distribution Near End
all of the children Dept IDs in the report. @ f:”:d:m:::’j:” Limied Employee Hours
e This report is always run as of the current date ? = . Work Permit End Date
. .. . OR Probation Period End Date
e The selection of Activity Type (o) can be made from the filter page or from .
within the report
¢ HR reports do not contain subtotals or totals by Activity Type ﬁ;‘;":l;ﬁ’;fmu ik Shaie N o e rﬁ.dditiunalculumns EspE{iaII]r-H
. r . \ppgentrenl B Date Ranige  Ja Shaw codes oy R
e You can display Code Descriptions only, Codes only, or both using the drop- eiess S o Srow oo deateictom ik \ the Code Descriptions, may add
down menu in the upper left corner of the report view () L S mentmt el st gt pypinal|  CONSidErable width to the report
o Displaying the Codes and Code Descriptions in the report will expand the o i s .
report width considerably - if you need to print the report, the default view of =S Nasses AR Eect hac AR s B —
Codes Only is recommended. e r g L T Ly ol |m_;"";,, ?’""’”" el || Pretibonid L Sl
. .. . . Hiamsg L:] Cods  Tme Hames  Fire Oale  Dapt T ‘| Atatun Prog Cede Type  Code  Mumber
¢ In the report view, each Activity Type (o) is grouped separately with aheader. || o o o smeinle s et e S
(Note that the view with All types is a very wide report and can be difficult to g et s’f‘: S ——
analyze. Selecting one or two activity types is recommended.) Fimiman
o Hires - displays employees with a hire date 45 days prior to the report run o b
date and any future dateS Employee Tl'ller!'r Primary . ? al | Supervisor )
. ) ) . . Employee Hame ([} Code Title Name Hire Date ry ln) Supervizor Hame
o Separations - displays employees with a separation date 45 days prior to )
the report run date 7235 ANL2 04/24/2013 408, 00 e wati A2 m
o Appointment Near End - displays employees with an appointment end Each Activity Type is grouped —— -
date within 3 months of the report run date separately with a header i
o Distribution Near End - displays employees with a distribution end date .
within three months of the report run date 0412472013 ﬁ lor e P

o Limited Employee Hours - displays Limited employee hours worked in the
last 12 months. Hours = 700 hours are displayed in red font.
o Distribution > 100% - displays employees with a sum of all distributions

0202012 £ .00

T2382 AMNLS

L

greater than 100% LA T e 7238 ANLS 11/25/2013 40 B diueimes femdo4Sa
o Work Permit End Date - displays employees with a work permit end date ; -
field from PPS. End dates within 3 months are displayed in red font '“"“'“’E”“@mmﬁfll o
® et 7817 ACCOUNTANT 02222013 Q -]

o Probation Period End Date - displays employees with a probationary end o 3

<
date 45 days prior to the report run date and any future dates

More information for MyReports users is available on the Controller’s Office website (http://controller.ucsf.edu/fin_reports/)
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