Employee Headcount & FTE

Report 8.9

Business Process Guide

é To view online tutorial, visit: http://www.fullerton.edu/cms/Training/docs/index.html

The Employee Headcount & FTE Report allows departments to view salary and benefit information by
FTE and headcount for every position within their department. Access to this report and specific CMS
departments is defined by the user’s security access.

Frequency: Ad hoc

Step 1:
Navigate to the correct page:

Menu > CSUF HR > HR Reports
> EE Headcount and FTE

Note: You may navigate to the
appropriate link using the menu
list on the left or the link in the
body of the page.

[T—)

[> by Favarites

[ 5L 5A Baseline

= CSUF HR

[- APS

[» PTF

[> Custom Setup

~ HR Reports
[» Security
— EE Headcount and FTE

fadll htain Menu = CSUF HR =

= Salary/Status Changes/EE Hist
SalaryiStatus Changes/EE Hist

EE Headcount and FTE

_ SalanyStatus
Changes/EE Hist

The EE Headcount and FTE
Report Page displays.

Step 2:

Run Control ID identifies specific
run control settings for a specific
report or process. A Run Control
ID must exist in order to run a
CMS report or process.

Click Zearch to see what run

controls you have available to you.

@If this is your first time
running the report, click Add a
New Value and continue to Step
2A.

EE Headcount and FTE
Enter any information you have and click Search. Leave fields hlank for a list of all values.

Add a New Va

Find an Existing Value

Search by: Run Control ID begins with
[Icase Sensitive

anced Search

Find an Existing Value | Add a Mew Yalue

Step 2A:

Add a Run Control ID

You can name your Run Control
ID any name. You cannot use
spaces; use underscore ( _)
instead.

Click Add

EE Headcount and FTE

Add a New Value

Find an Existing Walue

Run Control ID:|Headcount_FTE

Find an Existing Walue | Add a Mew Value
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Step 3: Run Control Il: Headcount_FTE Eeport Manager Process Monitor Run |

The EE Headcount and FTE Page
displays.

The Business Unit automatically
defaults to “FLCMP”; you do not
need to change this value.

If necessary, enter an “As of

Date™:

- As of Date: the date in this field
runs information up through the
date you specify. It defaults to
the last run date or if this is the
first time running the report it is
set to the current system date.

Next, select one of the following:
- Division
- College/Unit
- Departments

You may also use the Q icon to
look up the appropriate values.

Report Parameter(s)
*Business Unit: [FLCMP L
V" AsOfDate:  |06/30/2008 [+ \

sose One Rollup Level or Depa
Division Q
College Unit Q

Department Q
.

& If you do not have access to run this report at the Division or College
level, enter your Department ID number instead. You cannot view departments
you do not have access to.

Step 4:

Once the required fields are

complete click Run

Run Control Il Headcount_FTE Report Manager PrucessMnnitur( Run 1

Report Parameter(s)
‘Business Unit: [FLCMP &
As Of Date: 06302008 [

Choose One Rollup Level or Department
Division [ e
College Unit li aQ
Department [ e

CSUF Date Last Revised: 06/30/2008 Page 2 of 11




Employee Headcount & FTE Report 8.9

K
CMS
FULLERTON

Step 5:

The Process Scheduler page
appears.

Complete the following fields:
Server Name=PSUNX

Type = Web

Format = PDF

Leave all other fields as is.

Process Scheduler Request

User ID: LLEDYARD

Run Contrel ID: Headcount_FTE

Server Name: IPSUN}( =] dunate:

Recurrence: | =1 RunTime:

Time Zone; Q

Process List

v EE Headcount and FTE

Cancel |

[Deseripion ~ [ProcessName  |Process Iype

FULAWD45 SGR Report

OB/202008 El

2:18:28PNM Resgetto Current DatelTime |

‘Type

*Format

Distribution

Step 6:
For troubleshooting purposes, you

must specify the “Distribution”
information.

Click on the PistiBution jn

Process Scheduler Request

User ID: LLEDYARD

Run Control ID: Headcount_FTE

Server Name: I PSUNX j' Run Date:

-

Recurrence:

Time Zone: Q

Process List

Run Time:

0B/30/2008 El

218:28PNM Resetto Current DatelTime |

I EE Headcount and FTE FULMND A5 SGER Report ‘web
. 0K C |

Note: This step must be | o [ const |
completed only once per report.
Step 7: Distribution Detail

Process Name: FULLCDOY
The Distribution Detail page b .

TOCESS e S0R Repart
appears. w -

Folder Name: | j

Click on the button to add a
new row.

Distribute To

*Distribution 1D

| user ~| jp92248628

Step 8:

In the new row, complete the
following fields:

- ID Type: Role
- Distribution ID: FS HR

Q

Then click the look up icon ™.

Distribution Detail

Process Name: FULLCDOM

Process Type: S0R Report

Folder Name: |

Distribute To

“Distribution ID
[user =] [3az248625 Q [ [=]
{| Rote ~lFsHr | o) =
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Step 9:

The Distribution ID look up page

appears. Click on the link
|FS HERepaort Distribution List

Look Up Distribution ID
Search by: |Distribution ID | begins with F5 HR

Look Up | Cancel |Advanced Lookup

q

Step 10:

Verify the Distribution Detail page
for accuracy.

Once complete, click LL

Distribution Detail
Process Name:  FULLCDO

Process Type: SR Report

Folder Name: |

Distribute To

|
Q [+ [=]

[Rale q [+ =]
Emailony |

Email Subject: Email With Log O Email Web Report O

*Distribution 1D
x| |pa2248626
| [Fs HRReport Distribution List

|User

Message Text:

Email Address List:

Cancel |

Step 11:

The Employee Headcount and
FTE process page appears with a
Process Instance number.

This is a confirmation number for
your reference.

P ot
Process Instance:93555

Run ControlID:  Headcount_FTE Eeport ananger
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Step 12:

Lo Run Control ID:
After you have initiated the
process you can check the status

and view the attendance reports
by clicking Report Manager.

Headcount_FTE

Run

Eeport anager Plocess Monitor

Pracess Instance:93595

Step 13:

Administration
The Report Manager page View Reports For
displays. User ID:

[[ows A Reean )

Status: |

b | Folder: |

v | Instance: | to: |

If the report name does not appear

ina hyperlink ie EE Headcount and FTE
the process has not finished.

Report List

41232 890839
Click Fefresh o ypdate the
status of the process. You may

EE Headcount and FTE

Fir=st E 1cf 1 |I| Last

ze | Find |

047282008
10:07:43AM

Acrobat

FPosted
{7.pdf)

Details

have to click this button several
times before the process is
Posted.

When the status “Posted” appears
next to the process you initiated,
you can click the Report name

to access the report.

The report will open in a new
window as a PDF document.

Note: The report may also be
opened in MS Excel. Follow the
steps on page 5-7 to utilize this
feature.
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In addition to the PDF file, the EE Headcount and FTE Report can also be opened in Microsoft Excel.

Step 1:

A text file of this report is also
available by clicking “Details”.

Right-click the file with “.txt”
extension. Save it on your local
drive.

Open the file through MS Excel.

The Report Detail page displays.

Administration
View Reports For
Useri:  LLEDYARD | Type: |  ~|tast | 1[Days  v| Refresn |

Status: | V| Folder:| V|Instance: | to: |

Report List

Description

Request Date/Time

04/29/2008
3:03:41AM

Acrabat
{".pdf)

F 41247 40855 EE Headcountand FTE

Posted 1@

Report Detail

Report ID: 41245 Process Instance: 90253 Message Log
Name: FULAWD45 Process Type: SOR Report
Run Status:  Success

EE Headcount and FTE
Distribution Details

Distribwution Node: HFULTRS

Expiration Date:

0453002008

File Size es Datetime Created
Messane Log 1577 0452852008 1:23:23.000000F W FDT
fulawld4s 90853 PDF 4878 04528/2008 1:23:23.000000PM PDT
Trace File a15 0452852008 1:23:23.000000FPW PDT

fulawids 90853 bd

Distribute To

04§28/2008 1:23:23.000000PM PDT

Distribution ID Type *Distribution ID
User KKEE

Step 2:
open x|
Open the .txt file in MS Excel. e He-3XoE-
Remember to change “Files of O Drcmans
type” to Text Files. (& pesitop
@I\Dqgcuments
Select the report. Click R
ompuker
Cpen |- gy
File name: ;I
I Flles of Bvpe: oyt Files (*,prm; * bxt; *.csv) I j
e
Tools |~ % Open H Cancel
L F
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Step 3:

Click for step 1

through Text Import Wizard.

Text Import Wizard - Step 1 of 3 2=l

The Text Wizard has determined that vour data is Delimited.

If this is correct, choose Mext, or choose the data type that best describes vour data.

riginal data type

Choose the file bype that best describes vour data:

" Fixed width - Fields are aligned in columns with spaces between each Field,

- Characters such as commas or tabs separate each field,

Start import &k row; |1 5‘ File origin: 437 OEM United States j

Preview of file Ciitempifulawd4S 90852, Ext,

5
[}
i
g
=
4

[fun Date: 04/Z8/2008 -
[Fun Time: 01:09:3Z PM

PiwvisionOCollege /MnitODepartmentOlept IDOJob#OJob DescriptiondSalary Gra
Executive Wice PresidentOExecutitve Vice PresidentOExecutive Wice Preside

| »

Cancel | < Back | Tk = I Einish |

Step 4:

Click for step 2

through Text Import Wizard.

Text Import Wizard - Step 2 of 3 A |

This screen lets wou set the delimiters wour data contains. You can see how vour bext is affected in the preview

below,

rDelimiters
V¥ Tab
[~ Semicolon
[~ Comma
[~ space

[ Other: I_

~Drata preview

[ Treat consecutive delimiters as one

Texk gualifier; -

il

alifornia State Tniwersity, Fullerton -
MDLOTEE HEADCOUNT & FTE ZALARIES & BENEFITS
eport ID: FULAWO45

= 0f: 04728708

uan Date: 0472072002

Cancel < Back Einish

CSUF Date Last Revised: 06/30/2008

Page 7 of 11




Employee Headcount & FTE Report 8.9 -i-
C

Step 5; /%]

This screen lets you select each column and set the Data Format,

Finish olumn data format————
Click — for step 3 D @]
‘meneral corrverts numeric values to numbers, date walues o dates, and all

through Text Import Wizard. " Text VRIS i et

" Date: MDY - Advanced... |

" Do not impart colurn (skip

Daka previe

, Fullerton
OUMT & FTE SALARTES & BENEFITS
FULAWO45

Cancel < Back MExt =

Step 6: . S : : : S _

The Employee Headcount and
FTE Report opens in MS Excel.

It includes details for each
department, college/unit or
division requested.

L!BThe text report does not
include totals or sub-totals. Use
MS Excel functionality to calculate
columns.

Aoa e w| telawods_soss3Ed L  summas )
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The Employee Headcount and FTE report appears:

Report view at the Department Level

Eeport IT: FULAWO4S California State Tniversity, Fullarton Fage 1 af 1
Emplcye=s Headcoumt & FTE (2taffing Compariscns) Salaries & Bsnefits Fun Cate: 04/28/08
Az of: o4/ 28/ 08 Run Time=: 1&:90B: 15_~AH
Departmant: 10057 -CH2
Jobd Job Descriptiom Salary Grads H=adoocwunt FTE Liow Bace High Bace Avrars Eags Hadian Eas= Tobal Salari=g Total Banefits
o400 Analyst/Frogrammer 1z Mo CAREER 4 4.00 BZ, 89EE 57,164 a5, 346 28,832 3ET, 384 121,674
odlo Cp-erating Eya i:nal*_lrnt 12 Ho CAREER 1 1.00 57,852 57,852 87,3982 a7, 5393 57,852 a
o410 Cp=rating Sys Analyst 12 Ho EXFEERT 1 1.00 105,836 105,936 135,336 105, 3348 105,936 31,349
o420 Info Tech Consultant 12 Ho FOUMDATIOH 1 Q.19 4,10% 4,.10% 4,105 4,133 4,.10% ES
o420 Info T=ch Consultant 12 Ho CAREER 2 2.00 E7, . 848 EE, 552 63,130 63,120 115,240 41,075
o420 Info T=ch Consultant 12 Ho EXFEERT 1 2.50 40, 85z A0, 852 40,382 40,532 A0, 852 14,562
103E Admin Bupport Coord 1z Mo COCRDINATCE I 1 1.00 33,856 33,585 33,898 33,638 33,585 2,935
103E Admin Support Cocrd 1z Mo COCRDINATCR II 2 2.00 33,042 43, 1B& 41,115 41,115 BZ 230 21,554
1038 Admin .ﬁnﬂlfnt."ﬂpclst 12 Ho EREMET I 1 1.00 El, 26 El, 26 51,254 51,254 El,2e4 23 ,EE4
1038 Admin Analyst/Spclst 12 Ho EXEMFT II -1 4.40 JE QEE E%,132 §E, 798 58,100 278,988 110,844
1370 Student Ascistant ETUDNT-NEA z Q.29 1,487z 1,924 1,998 1,E38 3,796 a2
1374 Brdg 2tuds=nt Acoistant ETUDNT-HEAR 1 2.19 1,83z 1,83z 1,832 1,832 1,83z EQ
4550 Sp=cial Cocnoultant EFC COHEUL 2 2.00 E,TEDQ 13,345 14,048 14,048 2g,055 z,355
Department Total z4 .33 1,83z 105,936 50,523 51,E02 1,21z, 554 331,250
Report view at the College/Unit Level
Eeport ID: FULAWC4S California gtate University, Fullerton Fage 10 of 14
Divieion: IT - Infermation Techmology Employes H=adcowmk & FTE [(Staffing Compariscno) Salaries & Banefits Run Cate: 04/25/08

follege/Onit: IT - TitanCard Opsrations Az Of: o4f2e/08 Run Time: 05:32:01_AH
Department: 10226-IT - Titancard Oparaticnoo
Tcbd Job Descripticm Ealary Srads Headoount ETE Low Bage High Bace Aorsrage EBass H=dian Eas= Tobal Salari=o Total Benefits
103E Admin Support Cocrd 1z Mo COORDINATCR I 1 1.00 3g,828 3g,828 &, 828 36, 628 35,828 14,622
1038 Admin Analyst/Spclst 13 Ho ELEMET II 1 1.00 &2, 5BE &2,5B8 53,588 53,588 &2, 588 23,748
1a70 Student Assistant ETUDHNT-HEAR 11 1.190 1,564 1,87 1,772 1,747 15 450 ]
1574 Brdg Studsnt Acoistant ETUDNT-HEA 1 0.10 1,872 1,87z 1,872 1,872 1,87z 114
Department Total 14 3,20 1,564 &3, 5BE B, 598 1,758 121,778 15, 484
gub-Total by Ztudent Assiotant 1% 1.z0 1,564 1,876 1,780 1,758 21,362 114
gub-Total by Staff 3 2.00 Je, 821e &3, 5BE 50,208 50,204 100, 418 38,370
gub-Total by Job Code 1035 1 1.00 Je, 821e g, 82e 36,8928 35,824 g, 42g 14,622
gub-Total by Job Cods 1038 1 1.00 &2, 5BE &3, 5BE 53,5488 §3,584 E3,5BE 3, T8
gub-Total by Job Code 1870 11 1.10 1,564 1,87 L7 1,747 13,450 a
gub-Total by Job Code 1874 1 q.10 1,872 1,872 1,a72 1,872 1,872 114
Tollege /Mol Total 14 3.20 1,564 &3, 5BE B,53B 1,738 121,778 33,484
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Report view at the Division Level

Rapact ID: FULASI4S Califconia State Uniwecsity, Follestan Fege 14 of 14
Civision: IT - Information Tschoolegy Erplayss Hesdoounmt & FTE |Gcaffing Comparisone) Salariss & Benafits Fun Cata: 04728708
Ccllege/Ooit: IT - Daks Cenkex Am cE: Daf28/08 Fun Time: OF:3%:07_AM
Cepartmsnt: 10308-IT - Dats Csotsr

Jcks Job Dmaccipkicn Sulacy Grada FIE low Bans Tatal Gemefits
Infa Tech Consultant 13 Mo CAREER 1.0 8,604

Capartosat Totml 1 1.00 £2, 004 £2, 004 55,604 55, 604 £8, 604
Bub-Toeal by oewEE 1 1.0a £8 804 &8, 604 48, £04 48, £04 8,804 31,248
Bub-Toeal by Job code DAZD 1 1.0a £8 804 &8, 604 48, £04 48, £04 8,804 31,248
Pellage/Onie Total 1 1.0a £8 804 &8, 604 48, £04 48, £04 8,804 31,248
gubi-Toeal by MFFR 11.040 20,004 118,053
Bub-Tceal by Specisl Coneultant 3.1a 4,820 11,173
gubi-Tocal by Otodsnt Aseiscant 8.00 1,664 1,B74
Bub-Toeal by oewEE B4 40 a =5,000 2,
sub-Total by Werk Seudy - Oo Csxpus L v.aa 1,953
sub-Tocal by Jeb Cods D4DD 14 13.%84a 21,768 231,106 1,104,442
Bub-Total by Job code Dd1D 4 4.0 T=,708 1se,372
sub-Tocal by Jeb Cods 04ID a1 i7.6a a 2,391,411
Bub-Total by Job code DA3D 14 14.00 41,794 = D48
gub-Tocal by Job cods DdAD 1 1.0a 4%, 544
Bub-Total by Job code DAED £ £.0a 4z, 528 1z#,111
Sub-Tceal by Job Cods 1031 1 ©.59 18,072 11,78
Bub-Total by Job code 103E ] 2.0 11,894 147 L
Sub-Tceal by Job Cods 103E s 7.44 158
Bub-Total by Job osde 1E7T 1 i.oa [}
Bub-Total by Jeb Cods 12EE L4 .49
Bub-Total by Job code 1ETH T4 7.4a 1,884 11g, 498
Sub-Tceal by Job Cods 1871 s ©.aa 15,627 o
Bub-Total by Job code 1ETL =z ©.2a
Bub-Total by Jeb Cods 3300 1 i.ma
Bub-Tctal by Job code 330E s 5.0 11=,82a 141,832
Sub-Tceal by Job Cods 3311 s 5.00 20,004
Bub-Tctal by Job code ASED s .14 4,822
Civisico Total 1z 137,33 a 34,733
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The following table lists CMS field names and their definitions used for the Employee Headcount and FTE
Report:

Field Definition

Job# Identifies the job code number.

Job Description Identifies the job classification

Salary Grade Identifies the grade/range for the specified job code.

Headcount Identifies the total number of employees occupying the specified job code.

FTE This field contains the calculated percentage of standard hours the employee works per

work period based on the job code definition of standard house per work period.
Note: Job Code 1868, 1870, 1871, 1872, 1874, 1875 do not reflect the actual FTE for each
student assistant.

Low Base Identifies the lowest salary paid for the specific job code for the department.

High Base Identifies the highest salary paid for the specific job code for the department.

Average Base The average salary amount being paid in the job code, calculated by adding all salary
amounts and dividing by the total FTE.

Medium Base Identifies the middle salary paid for the specific job code for the department.

Total Salaries Represents the total salaries paid by job code for all employees listed in that particular job
code.

Total Benefits Represents the total benefits paid by job code for all employees listed in that particular job
code.

Sub-Totals by Job Represents sub-totals from all fields categorized by job function (MPP, Lecturer, Dept Chair,

Function Staff, Student, etc)

Sub-Totals by Job Represents sub-totals from all fields categorized by job code (0400, 1800, 3300, etc)

Codes
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