LCD Employee Funding Report

8.9

Business Process Guide

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

The LCD Employee Funding Report allows identified users to view positions that are funded from their
department based upon a ChartField string. 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 > LCD >
LCD Reports > Employee Funding

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

ZLCD
[» LCD Processes

ﬁ LCD Reports

Eciit "L CD Reports" Folder

[ LCD Inouiry
» LCD Reports
— Employee Funding
— Expenditure Projection

Labor Expense by
Department

Expenditure Projection

Employee Funding

— Labor Expense by
Denartment
[» Position Wizard

The Employee Funding Report
Page appears.

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 Search to see what run
controls you have available to you.

If this is your first time running the
report, click Add a New Value.

Find an Existing Value

Add a hle

Search by: Run Control ID begins with

" case Sensitive

Advanced 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

Add a New Value

Find an Exist

Run Control ID: |LC D_Employes_Funding
Add

Find an Existing Walue | Add a Mew Value
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Step 3:

The Employee Funding page
appears.

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

Enter information into the following
required fields:

- Department ID

- Asof Date

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

To print non-funded employees
only, click the box r

Funding by Employee

Run Control 1D:

‘Business Unit FLCMP O
Department 10037 Q,
030172008 [3

As of Date

Additional Report Parameters

LZD_Employee_Funding

I Print Non-Funded Employees Only

Step 4:

Once the required fields are

complete click Run

Funding by Employee

Run Control 1D:

LCD_Reports

Report Manager Process Monitor

Run

Step 5:

The Process Scheduler page
appears.

Complete the following fields:

Process Scheduler Request

User ID: LLEDYARD Run Control ID: LCD_Reparts

Server Name: I PEUNK vl Run Date: 07i31/2007 El

Recurrence: | ™| BRunTime: 10:00:1 24 Resetto Current DatelTime |
Time Zone: Q

Process List

Server Name=PSUNX Select |Description Process Name Process Type
Type =Web e FULLCDO1 FULLCDO SGR Report ~| Distribution
Format = PDF

. . 0K | Ccancel |
Leave all other fields as is.
Step 6 Process Scheduler Request

User ID: LLEDYARD Run Control ID: LCD_Reparts

For troubleshooting purposes, you ServerName: | PBUNK ~| Runpate:  [0731/2007 H
must specify the “Distribution” Recurrence; I 'l Run Time: 10:00:12AM Resetto Current Date/Time
information. Time Zone: Q

Click on the PistiBution jn

Note: This step must be
completed only once per report.

Select
17

Process List

Description
FULLCDO1

Process Name

FULLCDO1

0K | Cancel |

Process Type
S0R Report
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Step 7: Distribution Detail

The Distribution Detail page
appears.

Click on the button to add a
new row.

Process Name: FULLCDOT

Process Type: SGR Report

Folder Name: | j

Distribute To

*Distribution 1D
392248626

[

|User

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: | j
Distribute To

*Distribution ID
[ User =] |s92243628

|| Rale

MIEEEE

Step 9:

The Distribution ID look up page

appears. Click on the link
|FS HRRepart Distribution List

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

Look Up | Cancel |Advanced Lookup

Search Results

Wi Ly} First [g] 1 of 4

Digtribidinm IN Description

AFS HREReport Distribution LisPHR Report Distribution List
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Step 10:

Verify the Distribution Detail page
for accuracy.

Once complete, click LL

Distribution Detail
Process Name:  FULLCDO

Process Type: SR Report

Folder Name: | j

Distribute To
*Distribution ID

[user ~| Ba2243628 Q [# [=]
| Role | F5 HRReport Distribution List Q #H =
Email Subject: Email With Log [ Email Web Report [

Message Text:

Email Address List:

Cancel |

Step 11:

At the Process Scheduler page,

click oK |

Process Scheduler Request

User II: LLEDYARD Run Control Il LCD_Reports

Server Name: I PEUN 'l Run Date: 0Fi31/2007 el
Recurrence: I 'l Run Time: 10:00:1 2AM Resetto Current DatedTime I
Time Zone: a,

Process List

Select (Description Process Name Process Type ‘Type *Format
cd FULLCDOM FULLCDO1 S0OR Report IWeb 'l IF'DF ‘l Distribution
Cancel |
Step 12: Funding by Employee
The Employee Funding process Run Control ID:  LCD_Repaorts Report Manager Process Monitor Run |

page appears with a Process
Instance number.

This is a confirmation number for
your reference.

Frocess Instance:51610
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Step 13:
After you have initiated the Run Control ID:  LCGD_Reports _Run_|
process you can check the status S
and view the attendance reports
by clicking Report Manager.
Step 13a: List

The Report Manager page
appears.

If the report name does not appear

in a hyperlink (i.e ELMLLEDOT)
the process has not finished.

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

View Reports For

Folder:E 'l Instance to:
Name: Created On; El

Custornize | Find | %

Last: |_1 I Days 'l
First El 10f 1 |I| Last

Report Description

Folder Hame

07131707

FULLCDOT 10:03AM

General
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The Employee Funding report appears

Repont ID: FULCDO1-00 California State University at Fullerton Report Date: 073107

Page 1 of 3 Fundng by Employee Department Report Report Time: 10:03:08
Department: 10057 - CMS Project
Using an Effective Date of: 070272007

Name Empl ID - Rede Department Poston Jobcode

 Budgerlevel  Pool  Agevcy Unit Effe Acct €4/ Pet Fumd Class Project Programs

Apple Marilyn 300403487 -4 10057 | CMS Project 00025690 - Smudent Assistant 1870
Poiz Pool G0l 142541 07/01/2007 10057-G- - -601300 / 100 THEFD

Apple.Mazilya 802403287 5 10057 - CMS Project 00025058 - Brdg Srudent Assistant 1374
Position 242541 07/01/2007 10057-G- - -601803 / 100 THEFD

Baniay, Row 800051344 -0 10057 - CMS Project 00027135 - Admin Support Coord 12 Mo 1035
Posn Pool GOl 4184 070172007 10057-G- - -601300 / 100 THEFD

Coat Mgl 800744344 - 2 10057 - CMS Project 00026763 - Admin Support Coord 12 Mo 1035
Posa Fool GOl 14254) 07/01/2007 10057-G- - -601300 / 100 THEFD

Dever, B 862252052-0 10057 - CMS Project 00027137 - Info Tech Cosulant 12 Mo 420
Posn Pool G0l 1 070172007 10057-G- - -601300 / 100 THEFD

Bmbe e, Paly 800020836 -0 10057 - CMS Project 00026560 - AcalystProgrammer 12 Mo 400
Posz Fool GOl 14254] 07/01/2007 10057-G- - -601300 / 100 THEFD

Franen, Jin $00100844 - 0 10057 - CMS Project 00027164 - Admin Analyst/Spelst 12 Mo 1038
Posa Pool GOl MU541 070172007 10057-G- - -601300 / 100 THEFD

Gamon, Ted 802832478 -0 10057 - CMS Project 00027115 - Admin AzalystSpelst 12 Mo 1038
Poiz Fool G0l 142541 07/01/2007 10057-G- - -601300 / 100 THEFD

Les®r, Bary 800564585 - 0 10057 - CMS Project 000245088 - Admin Analyst/Spelst 12 Mo 1038
Posn Pool GOl 541 07012007 10057-G- - -601300 / 100 THEFD

Mackr, Metak 300835406 -0 10037 - CMS Project 00024338 - AvalystProgrammer 12 Mo 400
Posz Pool G0l 142541 07401/2007 10057-G- - -601300 / 100 THEFD

gy, Peer 800427460 - 0 10057 - CMS Project 00023064 - Nerwork Aralyst 12 Mo 430
Posn Pool GOl 242533 07/01/2007 10057-G- - -801300 / 100 THEFD

Thompson, Mary 800120727 -0 10057 - CMS Project 00026919 - Info Tech Consultant 12 Mo 00
Posz Pocl GOl 24134] 070172007 10057-G- - 601300 / 100 THEFD

WikorJm 802750545 - 0 10057 - CMS Project 00026330 - AnalystProgrammer 12 Mo 400
Poan Fool GOl 2541 07/01/2007 10057-G- - -801300 / 100 THEFD

Wil cn, Wil 800527384 -0 10057 - CMS Project 00023102 - Admin AzalystSpelst 12 Mo 1038
Posn Pool GOl 24234] 070172007 10057-G- - -601300 / 100 THEFD

Ze, Hatty 809353576 -0 10057 - CMS Project 00023585 - Infio Tech Consultant 12 Mo 420
Posz Fool GOl 42533 07/01/2007 10057-G- - -801300 / 100 THEFD

Zeayy. Jeny 802243626 - 0 10057 - CMS Project 00026348 - Admin Analyst/Spclst 12 Mo 1038
Posn Pool G0l 24234] 070172007 10057-G- - -601300 / 100 THEFD
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The following table lists CMS field names and their definitions used for the LCD Employee Funding

Report:
Field Definition
Name Displays the employee’s hame as Last, First Middle Initial.

Budget Level

This field identifies the budgeting level for the employee’s position.

Pool

Used to identify a group of positions with a funding source.

Empl ID — Rcd #

This identifies the employee’s Campus Wide Id Number and Employee Record Number.

Agency/Unit This field contains the number used to separate documents, such as paychecks, produced
by the SCO PIMS System.

Effdt This field identifies the date in which the employee’s position information is effective.

Department This field displays the department number and name for each employee listed.

Acct Cd/Pct

Position This field identifies the CMS position that an employee occupies within a specific
department. Unlike the SCO position number, the CMS position number has no meaning
behind it. It is a randomly generated eight digit number that has data elements attached to it
which define an appointment for a person.

Fund This field identifies the funding source for the employee’s position.

Class This field is an extension of the department number. Information in this column only
appears if applicable.

Jobcode Identifies the job classification of the employee.

Program This field is used by Accounting Services for reporting purposes at the Chancellor’s Office.

Project This field is an extension of the account. Departments use this field to track expenditures at

a very specific level.
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