Business Process Guide
HR Employee Headcount & FTE Report 9.0

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

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

Processing Steps

Screen Shots

Step 1:

Navigate to the correct page:

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

«

You may navigate to the
appropriate link using the menu list
on the left or the navigation menu at
the top of the screen.

wd FULLERTON
Favorites | Main Menu
Personalize >Sarch Menu: ®
Searchi ) sy sa Baseline v

3 ¢5U Temp Faculty L4

b Sy A SR
= h 3 Fulerton SA Customizatio — HR Reports
I» ZSUF HR £3 HR Inquire GI EE Headcount and FTE |
4 Fullenunl £ Self service 9 Student Workers G Salary/Status Changes/EE Hist
E nSﬂElfSENI &3 Manager Sef Service 1 Employee Self Service 4

anager /
b Giobal Pz 3 Global Payroll & APsence 2 Absence Management ,
[ Campus  J Campus Community o LoD .
[ StudentA (O Student Admissions 3 Position Wizard N
b setUpHE iy get yp HRMS
S B [ Satlin SACR L3

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
and continue to Step 2a.

EE Headcount and FTE

Enter any information you have and click Search. Leave fields blank for a list of all values.

Find an Existing Value Add a Mew Value

Limit the number of results to (up to 300); |300
Search by: Run Control ID begins with |

[ case sensitive

Search | advanced Search
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BPG-HR Employee Headcount & FTE Report 9.0 FINAL
Processing Steps Screen Shots
Step 2a:
Add a Run Control ID EE Headcount and FTE
You can name your Run Control ID
any name. You cannot use spaces; Find an Existing Value | Add a New Value
use underscore (_) instead. =
Click Add. Run Control ID: Headcount_FTE
Add
Step 3:
The EE Headcount and FTE Page Run |

displays.

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

If necessary, enter an 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:
e Division

o College/Unit

e Departments

You may also use the magnifying

glass icon (O\) to look up the
appropriate values.

& 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.

Run Control I Headcount_FTE

Report Manager Process Monitor

Report Parameter(s)

“Business Unit: |FLCMP 2,
0302/2012 [=

As Of Date:

“hoose One Rollup Level or Departms

Division Q
College/Unit Q
Department Q
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BPG-HR Employee Headcount & FTE Report 9.0 FINAL
Processing Steps Screen Shots
Step 4:
Once the required fields are Run Control ID: Run

complete click Run.

Headcount_FTE

Report Parameter{s)

Eeport Manager Process Monitor

*Business Unit: [FLCMP &
03/02/2012 [=)

As Of Date:

Division Q
College/Unit Q
Department Q

Choose One Rollup Level or Department

Step 5:
The Process Scheduler page
appears.

Complete the following fields:
e Server Name=PSUNX

Leave all other fields as is.

Process Scheduler Request

UserID: HR_DIST_USER

Run Control ID: Headcount_FTE

Process List

EE Headcount and FTE

OK | Cancel |

Server Name:; PSUNX hd | Run Date: 03/02/2012 Enl
Recurrence: Run Time: 9:13:52AM Reset to Current Date/Time |
Time Zone: Q

Description Process Name Process Type *Type *Format Distribution

FULAWD4S S0OR Report Web PDF Distribution

Step 6:

For troubleshooting purposes, you
must specify the “Distribution”
information.

Click on the Distribution link.

This step must be completed
only once per report.

Process Scheduler Request

UserID: HR_DIST_USER

Run Control ID: Headcount FTE

Server Name: PSUNX h
Recurrence:
Time Zone: Q

Process List

EE Headcount and FTE

oK Cancel

Select |Description Process Hame Process Type *Type *Format Distribution

Run Date: |03/02/2012 [
Run Time: 913:52AM

Reset to Current Date/Time I

FULAWOD45 S0R Report Web FDF

Distribution
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BPG-HR Employee Headcount & FTE Report 9.0

FINAL

Processing Steps

Screen Shots

Step 7:
The Distribution Detail page
appears.

Click on the plus icon () in the
Distrubte To section to add a new
row.

Distribution Detail

Process Name: FULAW045
Process Type:  SQR Report
Folder Name: M

Retention Days: 45
Email Only

Email Subject: Email With Log: [ Email Web Report: [

Message Text:

Email Address List:

Distribute To
“Distribution ID e
User ~ [B00484735 e} [E3] |1

Step 8:
In the new row, complete the
following fields:

e ID Type: Role
e Distribution ID: FS HR

Then click the look up icon (O\).

Distribute To

User ~ 200484735

Role + [FSHR|

Step 9:
Click on the FS HRReport
Distribution List link. \

Look Up

Look Up Distribution ID

Distribution D« hegins with [FS HRE

Search by:

Look Up | Cancel |Advanced Lookup

Search Results

Firzt [l 10of1 | Last

Description
FS HREReport Distribution ListHR Report Distribution List
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BPG-HR Employee Headcount & FTE Report 9.0

Processing Steps

Screen Shots

Step 10:
Verify the Distribution Detail page
for accuracy.

Once complete, click OK.

Distribute To
*Distribution ID ’_’_
User ~ (300484735 Q [+ =
Raole ~ |FS HRReport Distribution List Q [=]
QK Cancel |

Step 11:
Click OK again at the Process
Scheduler Request page.

FINAL

Process Scheduler Request

UserID: HR_DIST_USER Run Control ID: Headcount_FTE

Server Name: PSUNX - Run Date: |03/02/2012 E
Recurrence: Run Time: |9:13:524M Resetto Current Date/Time |
Time Zone: Q

Process List

Select | Description Process Name Process Type Type *Format Distribution

EE Headcount and FTE FULAWD45 S0R Report Web FDF Distribution

ok | cancel |

Step 12:

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

This is a confirmation number for
your reference.

After you have initiated the
process you can check the status
and view the reports

by clicking Report Manager.

Run Control I~ Headcount_FTE

Report Manager | Process Moniter Em

I Process Instance: 1416139 I

Report Parameter({s)

*Business Unit: |FLCMP Q

Last Revised: 03/02/12

Page 5 of 11




BPG-HR Employee Headcount & FTE Report 9.0

FINAL

Processing Steps

Screen Shots

Step 13:
If the report name does not appear

in a hyperlink (i.e.EE Headcount
and FTE) 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 as a PDF document.

Follow the steps below to
access the report in Microsoft Excel
format or skip to page 10.

Administration Archives

View Reports For

User ID: HR_DIST_USER  Type: ~ Last -

Status: -

~ Instance: | Io:|
s & First B 1 or4 B Last

Details

Folder:

Format Status

03/0212012 Acrobat

9220240 (pan | oSted

Details

Opening the Headcount and FTE
Report in Microsoft Excel

Step 1:
A text file of this report is also
available by clicking Details.

Administration Archives

View Reports For
1 Day

Folder: ¥ Instance: | to:|
First Il 4 o 4 BN Last

Details

User ID: HR_DIST_USER  Type: v Last -

Status: A

Report List

Customize | Find |
Request
Date/T
Q3022012 Acrobat
9:22:024M (*.pdf)

Report (Prcs -
Select m Instance Description Format Status

1484 1416139 EE Headcount and FTE Posted D
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BPG-HR Employee Headcount & FTE Report 9.0 FINAL

Processing Steps Screen Shots
Step 2: Report Detail

Right-click on the file with “.txt”

extension.

) . ReportID: 1434 Process Instance: 1416139 Message Log
Save it on your local drive.
Name: FULAWO45 Process Type: SOR Report

Run Status: Success

EE Headcount and FTE

Distribution Details

Distribution Node: HAFULTST Expiration Date: 04/16/2012
File List
Hame File Size (bytes) Datetime Created
SOR FULAWO045 1416139.1og 1,683 03/02/2012 9:22:24 7711534
fulaw045 1416139.PDF 1,818 03/02/2012 9:22:24 7711534
fulaw045 1416139.0ut 785 03/02/2012 9:22:24 7711534
fulawd45 1416139.bd 328 03/02/2012 9:22:24 7711534

Step 3:
Open the .txt file in Microsoft Excel. CEN——— A
Remember to change “Files of type” lodkiu [ O3 teno =z @-a X -
to Text Files. oy [ I
o Do
Select the report. Click Open. O ot
i?wx-
- i
s =
Pl o D00 [Tt Fies (* gamy * k) *.05) I =]
b o] B ocd_|
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BPG-HR Employee Headcount & FTE Report 9.0

Processing Steps

Screen Shots

Step 3:
Click Next for step 1 through Text
Import Wizard.

Text Import Wizard - Step 1 of 3 i |

The Text Wizard has determined that your data is Delimited.
If this is correct, choose Mext, or choose the data type that best describes your data.

riginal data bype

Chaoose the File bype that best describes vour daka:

- Characters such as commas or tabs separate each field,
" Fixed width - Fields are aligned in columns with spaces between each field.

Start import at row: |1 E‘ File arigin: 437 1 OEM United States j
Preview of file Citempifulawl4s 90852 Ext,
fun Date: 04/28/2008 -

Par Time: 01:03:32 PM

PivisionOCollege /ThitODepartmentOlept IDOJob#0Job DescriptionOSalary Gra
Executive Vice PresidentOExecutiwe Wice PresidentOExecutive Wice Preside

| »
Cancel = Back | Texk = I Einish

5
[
i
g
=
4

Step 4:
Click Next for step 2 through Text
Import Wizard.

FINAL

Text Import Wizard - Step 2 of 3 x|

This screen lets vou set the delimiters wour data contains, You can see how your text is affected in the preview
bedaw,

rDelimiters
W 1ab
[ Semicalon [ Treat consecutive delimiters as one
™ Comma
- Texk gualifier: |" -
o Space
[ Cther: I
~Data preview
alifornia State University, Fullerton -
MPLOYEE HEADCOUNMT & FTE SALARIES & BENEFITS
eport ID: FULAWO45
= 0f: 047Z83/02
narn Date: 042872008 -
kil ’

Cancel < Back Finish
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BPG-HR Employee Headcount & FTE Report 9.0

FINAL

Processing Steps

Screen Shots

Step 5:
Click Finish for step 3 through Text
Import Wizard.

Te;

nport Wizard - Step 3 of e |

This screen lets vou select each column and set the Data Farmat,

olumnn data Farmat

&+ General . . ;

- General' converts numeric values ko numbers, date walues to dates, and all
Text remaining values to text,

" pate: MDY -

Advanced |

" Do not import column {skip)

Data preview

Cancel < Back Iiexk =
Steg 6: A B c D E F G H J K L M N o B
1 | California State University, Fullerton [
The Employee Headcount and FTE 2 EMPLOYEE HEADCOUNT & FTE SALARIES & BENEFITS
. 3 Report ID: FULAW045
Report opens in MS Excel. | s OF 0472808
5 |Run Date: 04/28/2008
6 Run Time: 01:23:10_PM
. . 7
|t InCIUdes detalls for eaCh 8 Division College/UDepartmeDeptiD  Job# Job DescriSalary Gra Headcoun FTE Low Base High Base Average BMedian B:Total SalaiTotal Benefits|
; IR 9 |IT- Inform CMS cMs 10057 400 Analyst/P CAREER 4 4 82956 97,164 89,346 88,632 357,384 131,674
department, coIIege/unlt or division 10 1T - Inform cMs cms 10057 410 Operating CAREER 1 1 97,992 97,992 97,992 97,992 97,992 0
requested 11 [IT - Inform CMS cMs 10057 410 Operating EXPERT 1 1 10593 105936 105936 105936 105936 31,340
12 |IT - Inform CMVs cms 10057 420 Info Tech FOUNDAT 1 01 4109 4109 4109 4109 4,109 65 |=
13 |IT - Inform CMS cMs 10057 420 Info Tech CAREER 2 2 57,648 68,592 63,120 63,120 126240 4L075
14 |IT - Inform CMS cms 10057 420 Info Tech EXPERT 1 05 40,892 40,992 40,992 40,992 40,992 14,562
15 |IT - Inform CMS cMs 10057 1035 Admin Su|COORDIN, 1 1 33,696 33,696 33,696 33,696 33,696 13,995
16 |IT - Inform CMVS cms 10057 1035 Admin Su|COORDIN, 2 2 39,042 43188 41,115 41115  $2230 21,584
The text td t 17 |IT - Inform CMS cMs 10057 1038 Admin An EXEMPTI 1 1 51,264 51,264 51,264 51,264 51,264 23,584
€ [ext report aoes no 18 |IT - Inform CMS cms 10057 1038 Admin An EXEMPT I 5 4.4 36065 69,132 55798 59,100 278,988 110,844
H 13 |IT - Inform CMS cMs 10057 1870 Student A STUDNT-N 2 02 1872 1924 1,898 1,898 3,79 0
include totals or sub-totals. Use 20 |IT - Inform CMVS cms 10057 1874 Brg Stuch STUDNT-N 1 01 1,832 1,832 1,832 1,832 1832 60
Microsoft Excel functiona“ty to 21 |IT- Inform CMS CMS 10057 4660 Special CcSPC CONS 2 2 8750 19,345 14,048 14,048 28,095 2,356
22
calculate columns. F |
2 —
25
26 E
H 4 v ]| fulaw0as_gosss T [ il i
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BPG-HR Employee Headcount & FTE Report 9.0

The Employee Headcount and FTE report appears:

Report View at the Department Level

FINAL

Report ID: FULAWOAS California State University, Fullerton Fage 1 of 1
Employss Headcount & FIE (Staffing Compariscns! Salaries & Benefito Fun Date: 04/28/08
Az 2f: o4f28 08 Fun Time: 10:0B:15_AM

Department: 100 THE
Job# Job Description Balary Grade Headoownt Liow Base High Base Averags Bass He=dian Eass Total Salariss Total Benefits
odon Analyst /Frogrammer 12 Mo CRREER 4 4. BZ, 9EE 184 85,348 %8, €32 131,874
odlo Cparating Sys Analyst 121 Mo CRAREER 1 1. 57,952 EEH] 87,392 @7, 32 a
odlo Cparating Sys Amalyst 12 Ho EXFERET 1 1. 10g, 836 LR 105,936 105, 535 105,836 11,340
[F3-1 Info Tech Consultant 12 Ho FCUNDATION 1 a. 103 4,108 4,108 4,108 €5
[F3-1 Info Tech Consultant 12 Ho CAREER z a. Esz £3,120 53,120 126,240 41,075
vazv Info Tech Consultant 12 Ho EXFERT 1 a. EEH] 40,392 40,332 40,952 14,562
1038 Admin Suppert Cocrd 12 Mo COCRDINATOR I 1 1.0 32,686 33,896 33,696 33,656 13,595
1038 Admin Support Cocrd 12 Mo CCORDINRTCR IT z 2.00 42,188 41,115 41,115 BZ, 230 1,554
1038 Admin Analyst/Spclst 12 Ho EXEMET I 1 1.00 51,264 51,264 51,264 23,684
1038 Admin Analyst/Spclst 12 Ho EXEMET II 5 4.40 65,132 55,798 53,100 110, B4
1870 student RAssistant ETULNT-HEA z a.z0 1,822 1,888 1,838 a
1874 Brdg ftudent Accistant ETULNT-HEA 1 a.10 1,83z 1,832 1,832 2]
4560 Spacial Compultant EFC CONEUL 2 2.00 12,345 13,048 14, 048 356

Department Total 24 a.30 1,832 108, 838 50,523 51,802 1,212,554 381,280

Report View at the College/Unit Level

Report ID: FULAWD4S
Divisiem: IT - Information Technology

collage/tnit:
Dspartment: 10216-IT - Titancard Opsraticns

bt
Toas
1038
1870
1874

IT - Titancerd opsraticma

Job Descripticn

Employes Headcount & FTE (Staffing Compariscns) Salaries & Benefits

Salarv Grade

California State University, Fullertecn

Admin Suppart Socrd 12 Mo
Admin Analyst/Spclst 12 Mo
Student Assistant

Brdy Student Aspistanmt

COCRDINATCR I
EREMPT IT
STUDNT-HEA
STUDNT-HEA

As Of: o4/28/08

High Bace

Averags Bass

Median Base

Total Salaries

2g, 828
€3, 588
1,978
1,872

2e, 328
53,588
1,772
1,872

35,828
53,588
1,747

1,872

26,828
€3, 588
15,450
1,872

Fage 10 of 14
oa/2s/08
©3:32:01_AM

Fun Date:
Pun Time:

Department Total

62,588

B, 698

121,778

gub-rotal
gub-rotal

by studsnt Asaiotant
by staff

gub-rotal
gub-rotal
gub-rotal
gub-rotal

Job Cods
dob cods
Job Cods
Job Cods

by 1035
by
by
by

College/Onit Total

1.z0
2.00

1,668
36,828

36,828
€3, 588
1,664

1,978
£2,588

35,828

1,780
50,208

3g, 828
53,588
1,772
1,872

B, 698

1,788
50,208

38,828

53,538
1,747

21,382
100,416

3E, 828
€2, 588
15,450
1,872

121,778

114
38,370

14,622

Report View at the Division Level

Rapart I0:

FULAMI4L

Cdviedso: I7 - Ioformation Tachzolegy
Ccllegs/Oodt: IT - Daka Csukez
Caparemant: 10308-IT - Daks Cantar

Jek

Tz Dmazrizeien

salary Grada

Erplayss Hesdceumt & FTE |Gaffing Compa

Inka Tech Conaultant 13 Mo

cANEER

Hasdmzunt
3

californin State Univecsicy

Ra oE:

Fullart
anu)

an
ariss & Bsnsfite

Fage 14 of 14
Run Cmta
Run Tima

Taeal Damefi

i,

Capactmsat Totml

Sub-Teeal by DeafE
Sub-Total by Job Cods 420

Collage/Onie Tetal

sub-Tceal
sub-Tceal
Bubi-Teral
Bubi-Teral
Bubi-Teral

by wBF
by Special Conmultant
by Otudent dswiscant

by DeafE

sub-Tceal
sub-Tceal
Zub-Tckal
Bub-Tokal
sub-Tceal
sub-Tceal
sub-Tceal
Zub-Tckal
Zub-Tckal
Zub-Tckal
Bubi-Teral
sub-Tceal
sub-Tceal
Zub-Tckal
Zub-Tckal
Zub-Tckal
Bubi-Teral
Bubi-Teral

(214
[Z51
odze
%1
oddn
odED
1032
10328
102
1877
1EBEE
1870
1871
87
a0
1306
1313
456D

Civieico Total

by Werk Skudy - 0m Caspus

17, ee1

3,188,248

Last Revised: 03/02/12

Page 10 of 11



BPG-HR Employee Headcount & FTE Report 9.0

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
Function

Represents sub-totals from all fields categorized by job function (MPP, Lecturer, Dept Chair,
Staff, Student, etc)

Sub-Totals by Job
Codes

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