Quick Reference Guide
LCD Employee Funding Report 9.0

é To view online tutorial, visit: http://www.fullerton.edu/ittraining/peoplesoft/HR/hr.asp

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

Processing Steps Screen Shots
Step 1:
Navigate to the correct page: o T
. Favirites :
Main Menu > CSUF HR > LCD > Scarch Menu: 5
LCD Reports > Employee Funding. | |’ N & &
gomch (] CEU Temp Faculky »
i 3 CSUF HR.
) ¥ E RO Fullerton Sa Custornizatioln (1 HR Reports 3
- gggﬂgﬁg ) Self Service o HR ‘Ijnquire . 3
. {1 Student Workers 3
You may naVIQate to the l;glél‘\f;;r:l S g‘::ji’;ig ;E;\QE;EE, E Employee Self Service »

- Manager

appropriate link using the menu list b Glonalps C1 RoPorting Tooks

Lo

| Reparting [ PeonleTodls 7 Position Wizard (3 LCD Inguiry »

on the left or the menu navigation at | ||» peosieTa [ change by passwor ETEIEEE| [TEvmerme
[~ Change [] My System Profie = L el

the top of the page - by svster 5] Sday Expent & Fropcion

Step 2:

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

Click Search to see what run (S—E_m’ﬂ‘d“ame'j Search

controls you have available to you.

Find an Existing Yalue Add a ke

[ Case Sensitive

Find an Existing Value | Add a MNew Yalue

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

B FULLERTON

Add a Run Control ID

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

Eind an Existing Value | Add a New value

Fan Control 1D | C0_Employee_Funding

Add

Find an Existing Value | Add a Mew Valug

Click Add.
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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:

e Department ID
e As of Date

You may also use the magnifying

glass icon ( Q‘) to look up the
appropriate values.

To print non-funded employees
only, place a check mark in the box
(5.

Funding by Employee

Run Control 10:

LCD_Employvee_Funding

‘Business Unit FLCMP O
Department 10057 Q
03i01/2008 [z

As of Date

Additional Report Parameters

I Print Non-Funded Employees Only

Step 4:
Once the required fields are
complete click Run.

Funding by Employee
Run Coprad Il LCD_Repors Report Manager Process Monidos

Step 5:
The Process Scheduler page
appears.

Complete the following fields:
e Server Name=PSUNX

e Type =Web

e Format = PDF

Frocess Scheduler Request

User lix LLEDYARD Fam Comtrod ic LCD_Repons

Soreer Hanme: PEUMK "I Fam Dates AER I L

Rocimisnce; ] =1 oy Ty 1000:1 2AM Resatto Currant DateMime |
Time Jone: Q

BOR Report

F  FuLLCDOl

0K Cangel
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Step 6: Process Scheduler FHequest

For troubleshooting purposes, you User It LLEDWARD fum Control I LCD_Repars

must ify the “Distribution”

X fUS Sp_eny € S bU 0 Soryt Harme: PEUNX =| P Diate: o 2007 I

information. — [ =] et 000028 Resatio Currant DateMims |
T Fone: Q

Click on the Distribution link.

= FULLCDO1 FULLCDO

S0R Report

[wen =] [FOF

| Distribuson
L

This step must be completed ok | _cancal
only once per report.

Step 7. 7 L . Distribution Detail
The Distribution Detail page
appears. Process Nane:  FULLCDO

Process Type:  S0R Repod

Folder Name: | :I

Click on the plus icon () to add
a new row.

Step 8: S— _
In the new row, complete the Distribution Detail
following fields: Process Name:  FULLCDO

Process Type:  SOR Report

e ID Type: Role
e Distribution ID: FS HR

Folder Hame: | ﬂ

Then click the magnifying glass icon User ~] lsa2248676 Q =

) [Fee  =IFser | @& =

Step 9:

Look Up Distribution ID

The Distribution ID look up page

appears. Search by: [Distribution ID ¥] begins with F5 HR
Click on the link, FS HRReport
Distribution List. Look Lip | Cancel | Advanced Lookup

Search Results

o] First [q] 1 of1

Digtribution IN Description

(F S HEReport Distribution ListHR Report Distribution List
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Step 10:
Verify the Distribution Detail page
for accuracy.

Once complete,click OK.

Distribution Detail

Process Name:  FULLCDOT
Process Type:  SOR Report
Folder Name: [

Distribute To

| poz248626
~| FS HRReport Distribution List

IUSET

Role

Email Subject:

Message Text:

Email Address List:

Cancel I

Email With Log C

Q [# =
Q, [# =]

Email Web Report [

Step 11:
At the Process Scheduler page,
click OK.

Process Scheduler Request

User I LLEDYARD

Sorver Hame: PEUNK =
Racimisice; IllI
Tirme Zone: a,

FULLCDOM

Fom Coatrol i LCD_Repons

orE 00T "
1000;1 2AM

Famy Dtz
i Tiowis

Foesatio Currand Dateima |

SER Report

ity v
Distribugon

Instance number.

This is a confirmation number for
your reference.

F  FuLLCDO [wen =] [FrOoF =]
e
Step 12:
The Employee Funding process | Funding by Employee
page appears with a Process Fan Contred e LCOD_Reports Repor Mansger Process Monilor Run ]

Frocess Instamee 51640
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Step 13:
After you have initiated the

process you can check the status
and view the attendance reports

by clicking Report Manager.

Fun Controd e LCD_Reports

Fun

Process Instance 51610

Step 13a:
The Report Manager page

appears.

If the report name does not appear
in a hyperlink (i.e FULLCDO01),
the process has not finished.

Click Refresh to update 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.

\iew Reporis For

nstane: e m.‘
Created O W Last: 1 |Dars "l
o731y
Gngral 100240 2225 1810
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FINAL

Report ID: FULCDO1-00 California State University at Fullerton Report Date: 073107
Page | of 3 Funding by Emploves Department Report Report Time: 10:03:08
Department: 10057 - CMS Project
Using an Effective Date of: 07022007

Name Eampl ID - Reds Department Foston Jobcode

__Budmetlevel  Pool  Agercy Unet B AcciCd /Pt Fumd Clasg Proj#ct Prognm

Apple Marilya 302493487 - 4 10057 p CMS Project 00025690 - Studeat Assistant 1870
Posn Pool GOl 242541 07/01/2007 10057-G- - 601300 / 100 THEFD

Apple Mazilya $02403487 - 5 10037 - CMS Project 00025038 - Brdg Smudent Assistes 1874
Pesiten 242541 07012007 10057-G- - 601803 / 100 THEFD

Bannaty, Row 300081344 -0 10057 - CMS Project 00027135 - Admin Suppost Coord 12 Mo 1035
Posa Pool GOl M 07/01/2007 10057-G- - -601300 / 100 THEFD

Cost bl 800744344 - 2 10057 - CMS Project 00026763 - Admia Support Coord 12 Mo 1035
Peaa Pool GOl 24541 070112007 10057-G- - 601300 / 100 THEFD

DeNmr SR 302259052 -0 10057 - CMS Project 00027137 - Info Tech Consultnt 12 Mo 0420
Posa Pool 0 541 07/01/2007 10057-G- - -601300 / 100 THEFD

Bube i, Ral 300020836 -0 10057 - CMS Project 00026660 - AcalystProgrammer 12 Mo 0400
Pean Pool GOl 24541 07/01/2007 10057-G- - 601300 / 100 THEFD

Franten, Jin 300100446 - 0 10057 - CMS Project 00027164 - Admin AmalysySpelst 12 Mo 1038
Posa Pool GOl 242341 07/01/2007 10057-G- - 601300 / 100 THEFD

Gama, Ted 3028324780 10057 - CMS Project 00027115 - Admin Asalyst'Spclst 12 Mo 1038
Posz Pool GOl 24254) 07/01/2007 10057-G- - 601300 / 100 THEFD

Leser, Mty 300564385 - 0 10037 - CMS Project 00026088 - Admin AzalysySpelst 12 Mo 1038
Pesa Pool G0l 24541 07/01/2007 10057-G- - -601300 / 100 THEFD

Ml etk 399856406 - 0 10057 - CMS Project 00024338 - AcalystProgrammer 12 Mo 0400
Pesa Posl GOl M 07/01/2007 10057-G- - -601300 / 100 THEFD

QAR PERI 300427260 - 0 10057 - CMS Project 00023064 - Nerwork Azalyst 12 Mo 0430
Pean Pool G0l 24538 07/01/2007 10057-G- - -601300 / 100 THEFD

Thampace. Mty $00120727-0 10057 - CMS Project 00026918 - Ino Teck Consultast 12 Mo 400
Posa Posl GOl M 07/01/2007 10057-G- - -601300 / 100 THEFD

Wiko.Jim 802780545 - 0 10057 - CMS Project 00024830 - AzalystProgrammer 12 Mo 400
Pean Pool GOl 24541 07/01/2007 10057-G- - -601300 / 100 THEFD

Willkams o, Yl 3005273840 10057 - CMS Project 00023102 - Admin AzalystSpelst 12 Ma 1038
Posa Pool GOl M4 07/01/2007 10057-G- - -601300 / 100 THEFD

2, Harry $00353576- 0 10057 - CMS Project 00023585 - Info Tech Consultmzt 12 Mo 0420
Pean Pool GOl 24533 07/01/2007 10057-G- - 601300 / 100 THEFD

Zeaity, Jety 302248826 -0 10057 - CMS Project 00024348 - Admin AzalystSpelst 12 Mo 1038
Posa Pool GOl M4 07/01/2007 10057-G- - -601300 / 100 THEFD

Last Revised: 03/01/12

Page 6 of 7



BPG-LCD Employee Funding Report 9.0 FINAL

The following table lists CMS field names and their definitions used for the LCD Employee Funding

Report:
Field Definition
Name Displays the employee’s name 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 — Red #

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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