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Tenure Status Report

In this instruction guide, you will create a Tenure Status Report. The report will include Department, UFID,
Name and other fields relevant to tenure.

1. In Enterprise Reporting, click the ER_HR_Person_FM_Package link.

() ER User Migration Folders () TempExport (@ ER Effort Tracking FM Package
ER User's UFID Folders for migrating non-F content to February 5, 2009 9:21:35 AM April 4, 2011 1:51: 11PM
the new Enterprise Reporting System. More., More..
March 3, 2011 3:16:41PM B tere., B e
£ More.

1 @m ER_EPM Effort Tracking FM_Package [~ @m ER_HCM EM Package [ @m ER _HR Benefits FM Package
Effort Data from the EPEPM database Human Capital Management Payrol Transactional System, Aprl 4, 2011 4:18:15PM
March 15, 2011 1:05:44PM Live data % vore..
5 More... April 4, 2011 1:59:56 PM P
5 Moce...

ER HR Effort Tracking FM Package ER HR FM Package ER HR LOA FM Package
April 4, 2011 4:21:31PM Apri 4, 2011 4:17:50 PM March 15, 2011 1:06:40 PM
£ Moce... & Moce.. ¥ More...

@[ER_HR Person FM Package] @ ER_HR SSN _FM Package @ ER HR Time and Labor FM Package
T E S E SRy April 4, 2011 4:19:28PM April 4, 2011 4:22:00 PM
5 Moce.. 5 Moce.. ¥ More...

2. Click the Launch link.

Lucinda Swamp Loc OFf | B _E" ft~ 8~ Lanch~

3. Click the Query Studio link.

R, Query Studio

4. Next, you'll need to get the person’s information. Click the Expand button next to the Tenure
query subject to open it.

o

Bun Regort

Manage Fie

% ilf J0b Salary Plan

# ] J0b Salary Grade Select and insert items from the tree to fil in the report.
# {jif Job Salary Step You can also drag and drop items into the report.

il Job Locaton
-l J0b Company

@ [l Job Person

# [l Job Person Names.
4 [f Job Department
[l 20b Pay Group Use Cirl+ciick to select multiple tems in the tree or report.

+ m Job Action Reason Right-dlick report item headings to access commonly-used actions.
- [if Job Tax Location

4 [ 20b Holiday Schedule

# [jli Job Benefit Program Particpation
4 [l 20b Employee Class

# [ffi Job Reguiatory Regon

4l Job Positon

# [f§ Job Code

+ Tl Person DM

5. Select the Tenure Home Organization query item.
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I
= [l Tenure
[§¢ PErRSON_SID
I'IE3: )
1§ Emoloyee 1D
6 Tenure Track Start Date
¥ Academic Rank
1 Tenure Status Code
¥ Tenure Status
¥ Rank Change Date
1 change Reason
§ Original Track Start Date
|
| service Calaulation Gr¢
[§ Mandatory Review Da
¥ Tenure Granted Dz
[l
fLL Probationary Periods
[ Tme Accrued
E Remaining Time To Ac
flL Probationary Perioc
§ user o
¥ Last Updated DateTme
¥ Last Processed Date
¥ Override Calculation
¥ Terming vear
W P code

Insert =

CEEO—

6. Hold down the Ctrl key on your keyboard and click the Employee ID query item.

= i Tenure
[§¢ PERSON_SID
[{ s=o

[ =

7. Hold down the Ctrl key on your keyboard and click the Tenure Track Start Date query item.

= fiii Tenure
[§¢ PERSON_SID
[ ssto
P Encioyee o)
ﬂ Tenure Track Start Datel

8. Hold down the Ctrl key on your keyboard and click the Tenure Status Code query item.

= i Tenure
[§¢ PERSON_SID
[ sso
I} Emoloyee 1D}
B3 Tenure Track Start Date]
[N Academic Rank

IiITenure Status Codel

9. Repeat this for the following query items: Tenure Status, Rank Change Date, Mandatory
Review Date, Tenure Granted Date
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10. Click the Insert button.

W Terminal Year
[} cip Code -

Information - Tenure Granted Date

11.To close the Tenure query subject, click the Collapse button.

Menu PO HG s BXON p Ve~ 2 B wafe We @@ - @5
Taest ute IB Font v Sze v Av B I U & B 4@
Edit Data
i unaf AAf AR AT AN AT AR AT AT A AT AT AT AT AT AAT AR AAT AP AR AT
Change Lavout Data is turned off
n Report
Manage Fis Title
e 1 Tenure Home | Employee [ Tenure Track 'Ta-ue Status [ Tenure Rank Change 'Mmd-bry Review 'Tsua Granted
i- PERSON_SID Crganization D Start Date Code Status Date Date Date
¥ sso abed abed Apr 7, 2011 abed abed Apr7,2011  Apr7,2011 Apr 7, 2011
abed abed Aor 7, 2011 abed abed Apr7,2011  Apr7,2011 Apr 7, 2011
abed abed Aor 7, 2011 abed abed Apr7,2011  Apr7, 2011 Apr 7, 2011
¢ Rank Change Date
¥ change Reason
[82 Orininal Track Start Date

12. Next, you'll want the employees’ names. To expect the Name query subject, click the Expand
button.

13.To enter the name, you'll also need the Name Type, Name Current Flag and Name. Begin by
clicking the Name Type query item.

14.Hold down the Ctrl key on your keyboard and click the Name Current Flag query item.

15. Finally, hold down the Ctrl key on your keyboard and click the Name query item.

16. Click the Insert object.

17.Click the Hide the menu pane button.

Menu AfDcH@ s BXowa ) TR-HIBE B WeB2aT@F
mn Data B Font v Sze v A B I U S&-E- M E
Edit Data
AP AN AN AN AN AN AN ANAAAA AN AN AN A AN AT AN
Change Lavout
Run Report =
o Title
Manage Fie Title
+ il Gtzen yee | Tenwe | Tenure | Tenure | Rark Mandatory | Tenuwre | Name | Name | Name
+ [ Assicnment _— | TrackStart | Status | Status | Change | ReviewDate | Granted | Type | Current
& Date Code Date Date Flag
= [l Names
] Name Current Fiag @ s Aor 7,201 abad ol Ax 21 AT, abed b abcd
[ ame Start DateTme abed sbed Apr7,2011 abcd bl |Ax7, |Ax7,2011 A7, sbed  abad abed
 Name End DateTime 2011 2011
W/ emdloyee 10 abcd abed Apr7,2011 abed o Ax7,  Ar7,2011 A7, abed  abed abed

[} Nome Type Code 2011 211

W nvame Type

| Name Type Abbrv
0 Country Format
T vame

[ Name Initials

U Name prefix

W Name Suffix

1 Name Royal Prefix
W Name Royal Suffix
| name Title

18. Next you’ll need to select department(s). Click the Tenure Home Organization column heading.
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E) Font

SHE@ s BX oo )

VTR~ ZB aB-la=%=
B I U &H-E M HE

v Size ~

A~

Data is turned off

P A A AT AT AT A AT AT A AT AT A AT A AT AT A AT AT AT A AT AT AT AT AT AT AT AT

[N

19. Click the Filter button.

Title
Tenure Home Employee | Tenure Track Start | Tenure Status Tenure Rank Change | Mandatory Review | Tenure Grante(
Organization 0 Date Status Date Date Date
abcd abcd Apr 7, 2011 abed abad Apr 7, 2011 Apr 7, 2011 Apr 7, 2011
bt bl A e B T.CE b ] A e BT A e B TE A 2 s
N4 [
3

20. Select the UFID from the list and then select the others you want to include

NhDSHG s BX oo )
b Font

VR-#ZHB xR la:
v Size v Ar B I U S-E- A @

PAAATA AT A AT A AP AP AT AT AT AT AT AT AT AT AT AT AP AAT AT AT AT A AT AT AT AT
Data is turned off

=E- @ 8w

Title
Tenure Home Employee | Tenwre Track Start | Tenure Status Tenure Rank Change | Mandatory Review | Tenure Granted Nanf
Organization 0 Date Code Status Date Date Date Tye|
abcd abed Apr 7, 2011 abed abed Apr 7, 2011 Apr 7, 2011 Apr 7, 2011 abed
abed abed Apr 7, 2011 abed abed Apr 7, 2011 Apr 7, 2011 Apr 7, 2011 abcd
Data is turned off
P SPARPNPPAPSVASPRU PRSPV SIPRP SRV PRV PADRPPIPNPPUSPAUSP PP U SVASP NP PRIV SPSPRP PSP RP RV I DSV NP PRI

Filter (Pick values from a list)
Reduce the amount of data in the report. ¥

With the Prompt option selected, the filter can be dhanged each tm

e the report runs.
Filter on:

Tenure Home Organization

Sear
Prompt every time the report runs
Condition:

Show only the following
[F]55170100
[] 55171200
[F] 55200000
[] 55300000
sozoouo

56021300

21. Click the OK button.

Condition:

Show only the following

[F]55170100
[F] 55171200
[F] 55200000
[F] 55300000
[¥] 56020000
[¥] 56021300
[¥] se022400
[F]57140100

=
3

=Rl

the data sof
relational ¢

=1

Cancel

22. Note that the filter is at the top of the page.
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P A AT AN A AT AN AT AT A AT A AT AT A AT AT A
Data is turned off
l W Tenure Home Organization: 56020000, 56021300, 56022400 l
Tenure Home Employee | Tenure Track Start | Tenure Status T
Organization D Date Code S
23.Click the Name Current Flag column heading.

24,

Click the Filter button.

25.The only option here is Y, for yes. The current flag is no longer used and all information is current.

26.
27.

28.
29.

30.
31.

32.

Click the Y option.

Filter (Pick values from a list)

Reduce the amount of data in the report. With the Prompt option selected, the filter can be changed each time the report runs Search for values Type|
Filter on: Prompt every time the report runs
Name Current Flag
Condition:
Show only the following v

|

Click the OK button twice.

Next, you’'ll need to select which name to have in your query. Click the Name Type column
heading.

Click the Filter button.

Click the Primary button.

Filter (Pick values from a list)

Reduce the amount of data in the report. With the

Filter on:
Name Type

Condition:
Show only the following v

[ Not Avadable
| |Preferred
[ grimary

Click the OK button.

Here you have the option to combine the filters. You won’t do that at this time. Click the OK
button.

You already have the Name Type column selected. Hold down the CTRL key and click the Name
Current Flag column heading. This will select them both.

33. Click the Delete button.
@B X |
| Sy |
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34. We didn't actually set the Name Current Flag, because there was only one choice, yes. However,
you must decide if you want to delete the Name Type filter. You do NOT. So uncheck the box so
the the filter remains, but the item is removed from the query.
Click the Name Type Primary checkbox to remove the check

35. Click the OK button.

DdJete the following:

v Name Type: Primary

36. You have brought the menu back by clicking the arrow. Next, you'll make Tenure Home
Organization a section heading.

[

38. Next, you'll move the Name column next to the Employee ID column. Click the Name column

heading.

E Font

Framafmaf At
Data is turned off

Tenure Home Organization: abcd

v sze v A BI U S BME

A AN AN AAT AT AR AT AT AR AP AR AP

Lucinda Swamp

fDEcH@ s BXwvo p TR-HZE 2B Ma

Title

AND Name Type: Primary

Log Off | iy

smTE g

39. Click the Cut button.

Employes | TenwreTrackStart | TenwreStatus | Tenure | RankChange | MandatoryReview | Terwre Granted
o Date Code Status Date Date Date
abed Apr 7, 2011 abed abed Apr 7, 2011 Apr7, 2011 Apr 7, 2011 4
abed Apr 7, 2011 abed abed Apr 7, 2011 Apr 7, 2011 Apr 7, 2011 4
o
POEEH@|s|@ X oo )

40. Click the Tenure Track Start Date column heading.

Tenure Home Organization: abcd

Employee
D

Tenure Track Start

Tenure

femreVStams [
Code Status

Rank Change
Date

Date

| Tenure Granted |
Date

41.To paste the Name to the right of the Employee ID, click the Paste button.
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42.Click the Name column heading.

[ W W
Data is turned off

[ Title

AND Name Typd

Tenure Home Organization: abed

Bﬁp‘oyee Name | Tenwe Track Start | Tenure Status I Tenure
D Date Code Status

43.To sort ascending alphabetically, click the Sort button.

Xwoew p T2tz B &5

‘ «

44, Next, you'll add a title that means something to you. Click the Title link.

LULHIUG DWaliy Lo LT - il 1

MPpDSHG s @BXovo p TH-B B saR- e mraTE@§
b Font v Size v A B I U &~ [Ev M 0

Pmafusaf A Al aaf AP A AT AT AP A

Data is turned off

A VANAPN AT AN AN AT AT N AT AT AT AT AT

45, Click in the Title field. Delete the default text and enter the text you would like the report to be
titled. For this example, Tenure Status Report will be entered.

fy

Spedfy what will appear at the top of the report and on the first page of printed copies
Title:

Ii‘l’itle I

Subtitie:

46.To remove the filters, click the Show filters checkbox.
To remove the sorts from your view, click the Show sorts checkbox.
To remove any suppression you may have applied, click the Show suppression checkbox.

V| how filters
| Show sorts

V| Show suppression

47.Click the OK button.
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48.Now, you'll need to save this version of the query. Click the Save As button.

heE d

e

s B X

49. Enter "Tenure Status Report" into the Name field.

Spedfy a name and location for this entry. You can also spedfy a desaription and screen tip
Name:
Description:
Screen tip:
Location:
My Folders
th fion..
oK | Cancel

50. Click the OK button.
51. Click the Run button.

ki@&ﬂ!xmu

Vig~2t Z B oy

52. Click the Log Off link.

e Status Report | Lucinda Swamp LoaOff ‘& ©1 2 ¥
-
JfDSHB sBXvo ) THR-HIBGEB-Wa: aTE§
f Font v Sze v Av B I U &Ev M H
Tenure Status Report
Tenure Home Organization: 56020000
Employee Namea TenweTrack | Tenure | Terure ‘ RankChenge | Mandatory | Tenure Granted
D StartDate Status Code Status Date Review Date Date
23455780 | Apple,Candy Aug 16, 2007 NTK Tenure Aug 16, 2007 May 1, 2013
12:00:00 AM Accruing | 12:00:00 AM 12:00:00 AM
99542490  Bacon,Chris P Aug 16,2007 | NTK Tenure Aug 16,2007  May 1, 2013
12:00:00 AM Acouing  12:00:00 AM 12:00:00 AM
10226630  BallCrystal TEN Tenure Jul 1, 1982
12:00:00 AM
11942340 DoverEdeen TEN Tenure Aug 10, 1550
12:00:00 AM
37786100 Dwyer,Barb 3 1, 2001 TEN Tenwre 3ul 1, 2009 May 1, 2009 3ul 1, 2009
12:00:00 AM 12:00:00 AM 12:00:00 AM 12:00:00 AM . |
92237000 | Ella,SamN TEN Tenure Jul 1, 1976
12:00:00 AM
13572468 Flay Sue TEN Tenure Jul 1, 1984
12:00:00 AM
12345678 Gator, Albert 1 1, 1987 TEN Tenure Jd 1, 1992
12:00:00 AM 12:00:00 AM
72576870 |HeadW.T TEN Tenure 3d 1, 1980
12:00:00 AM
17300040 lefnw Oren TEN Teaure 1l 1. 1882
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