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This document describéke functionality ofHR Reportgncluding report navigation, add or removing columns, filtering
the report, formatting the report, saving customized reports, and downloading reports.

HR Reports searchetRdatada 1§ 2 NER Ay | baQ& hLISNI (A 2 yrsf Thé ®DS lincludas Baler 6 |
data which is updated nightlyHHR Reports allowhe user to customize repaby adding/removing columns,
adding/removing grouping levels, changing sort ordars] filteringdata, creatingcharts and making other changes

HR Reports was upgraded on AugustZ017. 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 mioréidetail
document All screen shots and sample data in this document references fake employee data that ships with the
platform used to build HR Reports.

HR Reports implementsg security rules which limiteport results to records that are within theserBAR approved org
codes.

HR Rport requiresat leastone of the following roles:

1 HR Reports Viewer for Departments
1 HR Reports Viewer for DepartmemtSensitive

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

AccessindHR Reports
There are two ways toaccesHR Reports

1. Go to:https://hrreports.unm.eduOR
2. (o to: https://my.unm.edu
3. ClickStaff

= C [} my.unm.edu/home W=

|
[THE UNIVERSITY ¢f o
'R NEW MEXICO myUNM @@e

Everyone's a Lobo

myUNM Home LoboApps Students Faculty Staff

Students, it's time!

Registration is open.

REGISTER NOW
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4. ClickDetailson theReportscard

o
Illll

Gain quick access to various

Reports

C Details

5. ClickHR Reports

reporting tools from across

& MyReports

8 HR Reports

& EMR
@ E-Print

C Return

6. Login with your NetID and Password
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Please login with your UNM Net ID and Password to view HR Report data.
Welcome to HR Reports. To sign in, please use your NetlD and password.

If you cannot login, please contact HRIT at hrit@unm.edu.

Username

Password

[~
Builtwith ® using Oracle Application Express {(APEX)

release 1.0  Set Screen Reader Mode On.

7. From thelist of applications, dick on theEmployee Application
*The list of applicatiofs) that is displayeds determined by thapproved BAR security role(s) per user.

R EGARCIA Y
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ctive Employee Report
Mobile Demo

Sample Charts

HR Reports
Employee Dashboard Employee Application Legacy Employee Application
Get a quick summary of what is happening in your department. This applieation The Employee Application allows the user to view all current active employees The Employee Application allows the user to view all current active employees
will graphically show you summaries on current employees by job title and by by entering a UNM ID o selecting by Level 3 Org(s). You can also view current by entering a UNM ID or selecting by Level 3 Org(s). You can also view current
location. You have the ability to drill down on these graphs to view even more active employees by entering a position class., The user can view an employee active employees by entering a position class. The user can view an employee
detailed data on employees. that was active during a date range specified. that was active during a date range specified.
Find Your HR Consultant Position Management Application UNMIJobs Application

Find your HR Consultant by Org Code, Level 3 Org, Financial Manager or find The Position Management Applicaiton provides information to help View UNMJobs Legacy (PeopleAdmin) pesting, applicant data. and hiring
organizations by HR Consultant. departments manage their positions. Note: the information provided is 24 hours proposal information. New UNMJobs 2.0 reporting will be coming soon.

old compared to Banner data.
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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 setof data in

searchable, customizable report. The IG provides several capabilities for changing how the data isidiSpleseare
new options in the Actions menu and the ability to rearrange report only using the mouse.

¢tKSNB I NB OdzZNNByife 2SNJonn NBLRNIa gAGKAY GKS 1T w w!
development team is currentlgvaluating the most used reports and will work toansitioningthe more frequently
usedreports 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.

Intqractive Grid kon:

4 m HUMAN
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Active Employees

his interactive grid report shows all Current Active Employees at the University of New Mexico.
© search through records, type your keyword into the search bar below and press Go.
or more information on all of the features of HR Reports and how to use them consult the HR Reports User Guide or view the Online Training.

Q. Go Actions v [© Reset

- ol

Employee Jab Title 7= Hire Date Salary Commission  Location

v Org: 10, Org Description: ACCOUNTING

Miller, James CLERK 01/23/1982 §1,300.00 - NEWYORK

HUMAN
RESOURCES

Q EGARCIA ™

Active Employee Report

his interactive report shows all Current Active Employees at the University of New Mexico.
o search through records, type your keyword into the search bar below and press Go.
or more information on all of the features of HR Reports and how to use them consult the HR Reports User Guide or view the Online Training.

Q~ Go Rows 50 ~ Actions v

v E Row text contains 'tom’
ol s
v H Org Description
Org : 10, Org Description : ACCOUNTING
Employes Name 7= Job Title Hire Date Salary Commission

Clark, Lisa Manager 06/09/1981 $2.450.00
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Using the Interactive Grid

Searching in an Interactive Grid
Search the |G by entering criteria into the Search Bar then click dBdbetton. For example, if the teX¥lanageris

entered into the search box, any row of data that has the Mahagerwill be displayed.

Active Employees

This interactive grid report shows all Current Active Employees at the University of New Mexico.

To search through records, type your keyword into the search bar below and press Go.
For more information on all of the features of HR Reports and how to use them consult the HR Reports User Guide or view the Online Training.

Qv Manager| Go Actions ™ [5 Reset

Org Description
Employee Job Title T= Hire Date Salary Commission Location
w  Org: 10, Org Description: ACCOUNTING

Miller, James CLERK 01/23/1982 §1,300.00 - NEWYORK

Clark, Lisa MAMNAGER 06/09/1981 52,450.00 - NEWYORK

All rows matching the teXtlanagerare displayed.Noticea new filter is created. When the checkbox is checked, the
filter is applied. Unchecking the filtaiill revert to the original data set display@uthe report.

Q. ~ Go Actions [5 Reset
v ~ Search for 'Manager'
pal Org
- = Org Description
Employee Job Title T= Hire Date Salary Commission Location
w  Org:10, Org Description: ACCOUNTING
Clark, Lisa MANAGER 06,/09/1981 £2,450.00 NEW YORK
w  Org: 20, Org Description: RESEARCH
Jones, Robert MANAGER 04,/02/1981 £2,975.00 - DALLAS
w  Org: 30, Org Description: SALES
Blake, Crystal MANAGER 05/01,/1981 £2,850.00 - CHICAGO
< |
1 > » 1-30of3
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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.

Q e Go Actions »

v Org Description

- ol

Employee Job Title Hire Date Salary

w  Org:10, Org Description

Miller, James 01/23/1982 $1,300.00
. 'D Filter...
Clark, Lisa 06/09/1981 $2 450,00
King, Tom BRESDEN 11/17/1981 $5,000.00
w  Org: 20, Org Description e
Ford, Tina ANRLTSE 12/03/1981 £3,000.00
Scott, Kate ARELYEE 12/09/1982 $3,000.00
Smith, Matt T 12/17/1980 $800.00

Selecting theManagerJob Title displays the same result as above. Notice the filter criteria is displayed.

Q ~ Go Actions v [5 Reset

v <| BT Job Title equals MANAGER

~ Org
\/ Org Description
Employee Job Title T= Hire Date Salary Commission Location

¥  Org:10, Org Description: ACCOUNTING

Clark, Lisa MANAGER 06/09,/1981 52,450.00 - NEW YORK
v  Org: 20, Org Description: RESEARCH

Jones, Robert MANAGER 04/02/1981 £2,975.00 - DALLAS
¥  Org: 30, Org Description: SALES

Blake, Crystal MANAGER 05/01/1981 52,850.00 - CHICAGO

1| 1 b

1 1-30f3
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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 thecolumn heading to display the drag handle.

Employee BB || Job Title .

The mouse cursor changes to blue when it comes into contact with the drag handle. Click and hold the drag handle an
drag the column to the desired location. While holding the mouse the indicator to determine which column to
place the dragged column.

Employee Hire Dale

v  Org: 10, Org Description: ACCOUNTING

lab Title

Release the mouse to complete moving the colunimthis example, thdob Titlecolumn was moved after thelire
Date column.

Employee Hire Date Job Title T= Salary Commission Location

v Org: 10, Org Description: ACCOUNTING

Miller, James 01/23/1982 CLERK §1,300.00 - NEWYORK
Clark, Lisa 06,/09/1981 MAMNAGER £2,450.00 - NEWVYORK
King, Tom 11/17/1981 PRESIDENT §5,000.00 - NEWYORK

v  Org: 20, Org Description: RESEARCH

Ford, Tina 12/03/1981 AMALYST §3,000.00 - DALLAS
Scott, Kate 12/09,/1982 AMALYST §3,000.00 - DALLAS
Srith, Matt 12/17/1980 CLERK 580000 - DALLAS
1 > 1-14of14
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Resizing Columns in an Interactive Grid

Resizeahe width of a column by clicking and holding the edge of a column heading and adjust with the mouse.

Hire Date Job Title T=

Sorting Columns in an Interactive Grid

<[+

Hover the mouse in the column heading. The Sort Ascending and Sort Descending buttons display. Chckotveaup
sortascendingAto Z, 1 to 9, earliest to latest). Click the down arrow to descendingZ to A, 9 to 1, latest to

earliest).

Eas

e

Job Title

¢t2 NBY20S GKS a2NIliz Of A0}

Hire Date Job Title

CCOUNTING

iKS

G233t SR odzii2y

F3FAYS

10
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ColumnHeading 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.

\CCOUNTING :
2 ¥
01/23/1982
'D FiltEl'...
06,/09/1981 -
11/17/1981 ANALYST
'‘ESEARCH CLERE
127031981 MANAGER

PRESIDENT

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.

11
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Creating a Control Break in an Interactive Grid
Click on thecolumn heading of the dagid control break then click on the Control Break buttiorthe Column Heading

Menu.

'D' | .... Ereak

After clicking the Control Break button, the break is created.

Q v

- HE-

Org Description

v Org:10
ACCOUNTING
ACCOUNTING

ACCOUNTING

Employee

Miller, James
Clark, Lisa

King, Tom

Go

Actions >

Job Title T=

CLERK
MAMAGER

PRESIDENT

Hire Dat:

01/23/198

06/09/198

11/17/198

12
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Thesameprocess isepeatedto include the Ordpescriptionin the control break.

QV Go Actions
-
= = Org Description
Employee Job Title T= Hire Date

E Org: 10, Org Description: ACCOUNTING

Miller, James CLERK 01/23/1982

Clark, Lisa MAMAGER 06,/09,/1981

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

Qv Go Actions

P
< = Org Description

Employee Job Title T= Hire Date Salary Commission Location

Org: 10, Org Description: ACCOUNTING

v  Org: 20, Org Description: RESEARCH

Ford, Tina AMALYST 12/03/1981 £3,000,00 - DALLAS
Scott, Kate AMALYST 12/09/1982 £3,000,00 - DALLAS
Smith, Matt CLERK 12/17/1980 $800.00 - DALLAS
Adams, Joe CLERK 01/12/1983 £1,100,00 - DALLAS
Jones, Robert MAMNAGER 04,/02/1981 §2,975.00 - DALLAS

v Org: 30, Org Description: SALES
James, Mary CLERK 12/03/1981 295000 - CHICAGO

Blake, Crystal MANAGER 05/01/1981 5§2,850,00 - CHICAGO

If you no longer want the control break(s) to display, simply click oiXtext to the control break definition.

Org

Org Description
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Creating an Aggregation with the Column Heading Menu

Quickly apply an aggregatidny dickingon the column heading of the desired aggregation. In this example, click on the
Salary column heading and then the Aggregate icon.

Hire Date
Z | # Bx
01/23/1982 e —
! Filter...

06,/09/1981 )

11/17/1981 £5,000.00
12/03/1981 £3,000.00
12/09/1982 £3,000.00

The dialog window appears. Click on the + button to define a new aggregation.

Aggregation X

Enabled Column Agare...

o Salary Sum Al

Help Cancel

14
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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

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

-
o = Org Description

Job Title T=

CLERK

Q. Filter...

MAMAGER

Adams, Joe PRESIDEMT

Allen, Charles

Blake, Crystal ANALYST

Clark, Lisa AMALYST

Ford, Tina CLERK

After freezing notice the grey linereated at the end of th&mployeecolumnthat indicates the column is frozebising
the horizontal scroll bar at the bottom of the page keeps the column visible even thoughcatfuenns are out of the
visible pane.

Q v Go Actions ¥

- ol

~ Org Description

Employee Hire Date Salary Commission  Location
= off ACCOUNTING
Miller, James 01/23/1982 §1,300.00 - NEW YORK
Clark, Lisa _ 06/09/1981 §2,450.00 - NEW YORK
King, Tom 11/17/1981 §5,000.00 - NEW YORK
- off RESEARCH
Ford, Tina 12/03/1981 §3,000.00 - DALLAS
Scott, Kate 12/09/1982 §3,000.00 - DALLAS
Smith, Matt 12/17/1980 §800.00 - DALLAS
Adams, Joe 01/12/1983 §1,100.00 - DALLAS
Jones, Robert 04/02/1981 §2,975.00 - DALLAS
- off SALES
James, Mary 12/03/1981 §950.00 - CHICAGO
Blake, Crystal 05/01/1981 §2,850.00 - CHICAGO
Allen, Charles 02/20/1981 §1,600.00 $300.00 CHICAGO
Ward, Richard 02/22/1981 §1,250.00 $500.00 CHICAGQ
Martin, Bill 09/28/1981 §1,250.00 §1,40000 CHICAGO
e

| VEOETIoeT pamels g pirie ey

15
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Unfreeze Frozen Column

To unfreeze a frozen column, reopen the Column Heading menu and clickftezzeicon (snowflake).

- ol
" E Org Description

Clark, Lisa

Ford, Tina

Notice the grey line after thEmployeecolumn is removed after clicking the Unfreeze icon.

Q hd Go Actions v

Org Description

- ol

Job Title T= Hire Date Salary

w  Org: 10, Org Description: ACCOUNTING

Miller, James CLERK 01/23/1982 5§1,300.00
Clark, Lisa MAMAGER 06/08/1981 52,450.00
King, Tom PRESIDENT 11/17/1981 £5,000.00

v Org: 20, Org Description: RESEARCH

Ford, Tina ANALYST 12/03/1981 §3,000.00
Scott, Kate ANALYST 12/09/1982 §3,000.00
Smith, Matt CLERK 12/17/1980 $800.00
Adams, Joe CLERK 01/12/1983 §1,100.00
Jones, Robert MAMAGER 04,/02/1981 £2975.00

v Org: 30, Org Description: SALES

James, Mary CLERK 12/03/1981 $950.00
Blake, Crystal MAMAGER 05/01/1981 52,850.00
Allen, Charles SALESMAN 02/20/1981 §1,600.00
‘Ward, Richard SALESMAN 02/22/1981 §1,250.00
Martin, Bill SALESMAN 09,/28/1981 §1,250.00

Turner, Bob SALESMAN 09/08/1981 £1,500.00
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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 bielden. Click on the Commission column heading, then click on the Hide icon.

Commission

The column is no longer visible in the report.

17











































































