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File Description/Purpose  
This document describes the functionality of HR Reports including report navigation, add or removing columns, filtering 

the report, formatting the report, saving customized reports, and downloading reports. 

About HR Reports  
HR Reports searches HR data ǎǘƻǊŜŘ ƛƴ ¦baΩǎ hǇŜǊŀǘƛƻƴŀƭ 5ŀǘŀ {ǘƻǊŜ όh5{ύ ǘƻ ŎǊŜŀǘŜ ǊŜǇƻrts.  The ODS includes Banner 

data which is updated nightly.  HR Reports allow the user to customize reports by adding/removing columns, 

adding/removing grouping levels, changing sort orders, and filtering data, creating charts, and making other changes.  

HR Reports was upgraded on August 5th, 2017.  The upgrade introduced Interactive Grids (IG).  In previous versions of HR 

Reports, users were accustomed to using Interactive Reports (IR).  The differences will be discussed in more detail in this 

document.  All screen shots and sample data in this document references fake employee data that ships with the 

platform used to build HR Reports. 

Access and Security 
HR Reports implements org security rules which limit report results to records that are within the user BAR approved org 

codes. 

HR Report requires at least one of the following roles: 

¶ HR Reports Viewer for Departments 

¶ HR Reports Viewer for Departments ς Sensitive 

Additional BAR roles may be required to view some reports and/or some report columns.  

Documentation  
Accessing HR Reports 
There are two ways to access HR Reports:  

1. Go to: https://hrreports.unm.edu OR 
2. Go to: https://my.unm.edu 
3. Click Staff 

 

https://hrreports.unm.edu/
https://my.unm.edu/
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4. Click Details on the Reports card 

 
5. Click HR Reports 

 
6. Log in with your NetID and Password 
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7. From the list of applications* , click on the Employee Application.   
*The list of application(s) that is displayed is determined by the approved BAR security role(s) per user. 
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Introduction  to Interactive Grid  
The Interactive Grid (IG) is very similar to current state Interactive Reports (IR).  The IG presents users a set of data in a 

searchable, customizable report.  The IG provides several capabilities for changing how the data is displayed.  There are 

new options in the Actions menu and the ability to rearrange report only using the mouse. 

¢ƘŜǊŜ ŀǊŜ ŎǳǊǊŜƴǘƭȅ ƻǾŜǊ олл ǊŜǇƻǊǘǎ ǿƛǘƘƛƴ ǘƘŜ Iw wŜǇƻǊǘǎ ǎȅǎǘŜƳΦ  !ƭƭ LwΩǎ ǿƛƭƭ ƴŜŜŘ ǘƻ ōŜ ŎƻƴǾŜǊǘŜŘ ǘƻ LDΩǎΦ  ¢ƘŜ IwL¢ 

development team is currently evaluating the most used reports and will work on transitioning the more frequently 

used reports first.  Until the conversion is complete, users can easily identify between an IG and IR based on the icon 

displayed at the top of the report data. 

Interactive Grid Icon: 

 

Interactive Report Icon: 
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Using the Interactive Grid  
Searching in an Interactive Grid 
Search the IG by entering criteria into the Search Bar then click on the Go button.  For example, if the text Manager is 

entered into the search box, any row of data that has the text Manager will be displayed. 

 

All rows matching the text Manager are displayed.  Notice a new filter is created.  When the checkbox is checked, the 

filter is applied.  Unchecking the filter will revert to the original data set displayed in the report. 
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Another way to filter data is to click on the column heading.  You can either select the values from the list or type text. 

 

Selecting the Manager Job Title displays the same result as above.  Notice the filter criteria is displayed. 
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Rearrange Columns Using Drag and Drop 
Drag and drop a column into place by clicking and holding the drag handle on the column heading.  Hover the mouse 

over the column heading to display the drag handle. 

 

The mouse cursor changes to blue when it comes into contact with the drag handle. Click and hold the drag handle and 

drag the column to the desired location.  While holding the mouse, use the indicator to determine which column to 

place the dragged column.   

 

Release the mouse to complete moving the column.  In this example, the Job Title column was moved after the Hire 

Date column. 

 

  

Indicator 

Drag Handle 
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Resizing Columns in an Interactive Grid 
Resize the width of a column by clicking and holding the edge of a column heading and adjust with the mouse. 

 

Sorting Columns in an Interactive Grid 
Hover the mouse in the column heading.  The Sort Ascending and Sort Descending buttons display.  Click the up arrow to 

sort ascending (A to Z, 1 to 9, earliest to latest).  Click the down arrow to sort descending (Z to A, 9 to 1, latest to 

earliest). 

 

¢ƻ ǊŜƳƻǾŜ ǘƘŜ ǎƻǊǘΣ ŎƭƛŎƪ ǘƘŜ ǘƻƎƎƭŜŘ ōǳǘǘƻƴ ŀƎŀƛƴΣ ƴƻǿ ƭŀōŜƭŜŘ 5ƻƴΩǘ {ƻǊǘΦ 

 

  

Sort Order Buttons 
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Column Heading Menu 
The Column Heading Menu contains buttons to sort, break, aggregate, freeze, hide a column, and text filter for 

searching within a column. 

Click on the column heading to display the Column Heading Menu. 

 

Sort Order Buttons 

The Sort Ascending and Sort Descending buttons appear at the right of every column heading. 

Button Toolbar 

The toolbar on the Column Heading menu contains the buttons and functions. 

Control Break  

Creates a Control Break in the IG based on the selected column. 

Aggregate 

Opens the Aggregation dialog to define an aggregation against the selected column. 

Freeze 

Freezes the selected column in place, preventing horizontal scrolling. 

Hide 

Hides the selected column from view. 

Text Filter 

The text filter dynamically limits the list of column contents based on the text string entered into the filter field. 

  

Sort Order Buttons 

Button Toolbar 

Text Filter 

Unique List of 

Column Contents 
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Creating a Control Break in an Interactive Grid 
Click on the column heading of the desired control break then click on the Control Break button in the Column Heading 

Menu. 

 

After clicking the Control Break button, the break is created. 
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The same process is repeated to include the Org Description in the control break. 

 

 

Notice the arrow.  In this example, the arrow was clicked on Org 10 to collapse the data. 

 

If you no longer want the control break(s) to display, simply click on the X next to the control break definition. 
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Creating an Aggregation with the Column Heading Menu 
Quickly apply an aggregation by clicking on the column heading of the desired aggregation.  In this example, click on the 

Salary column heading and then the Aggregate icon. 

 

The dialog window appears.  Click on the + button to define a new aggregation. 
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Freezing Columns in Place 
Freeze a column in place by clicking on the Freeze icon in the Column Heading menu.  Freezing a column excludes it from 

the scrollable area so that the frozen column is always visible.  In this example, click on the Employee column and click 

on the Freeze icon. 

 

After freezing, notice the grey line created at the end of the Employee column that indicates the column is frozen. Using 

the horizontal scroll bar at the bottom of the page keeps the column visible even though other columns are out of the 

visible pane. 

 

Column Frozen 

Horizontal 

Scroll Bar  

Scroll Bar  
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Unfreeze Frozen Column 
To unfreeze a frozen column, reopen the Column Heading menu and click the Unfreeze icon (snowflake). 

 

Notice the grey line after the Employee column is removed after clicking the Unfreeze icon. 
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Hiding Columns in an Interactive Grid 
Hide a column in an interactive grid from view by clicking on the Hide icon in the Column Heading menu.  In this 

example, the Commission column will be hidden.  Click on the Commission column heading, then click on the Hide icon. 

 

The column is no longer visible in the report. 

 

  


















































