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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.  
 

 

 
 

 
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. 
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Processing Steps Screen Shots 
 
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. 

 

 
 

 
Step 3: 
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. 
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 magnifying 

glass icon ( ) 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. 
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Processing Steps Screen Shots 
 
Step 4:  
Once the required fields are 
complete click Run. 

 

 
 

 
Step 5:  
The Process Scheduler page 
appears. 
 
Complete the following fields: 
• Server Name=PSUNX 
 
Leave all other fields as is. 
 

 

 
 

 
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. 
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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.  
 

 

 
 

 
Step 8: 
In the new row, complete the 
following fields:  
• ID Type: Role  
• Distribution ID: FS HR  
 

Then click the look up icon ( ).  
 

 

 
 

 
Step 9:  
Click on the FS HRReport 
Distribution List link. \ 
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Processing Steps Screen Shots 
 
Step 10:  
Verify the Distribution Detail page 
for accuracy.   
 
Once complete, click OK. 

 

 
 

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

 

 
 

 
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. 
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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. 
 

 

 

 
Opening the Headcount and FTE 
Report in Microsoft Excel 
 
Step 1:  
A text file of this report is also 
available by clicking Details. 
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Processing Steps Screen Shots 
 
Step 2: 
Right-click on the file with “.txt” 
extension.   
 
Save it on your local drive. 
 

 

 
 

 
Step 3: 
Open the .txt file in Microsoft Excel. 
Remember to change “Files of type” 
to Text Files. 
 
Select the report.  Click Open. 
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Processing Steps Screen Shots 
 
Step 3: 
Click Next for step 1 through Text 
Import Wizard. 

 

 
 

 
Step 4: 
Click Next for step 2 through Text 
Import Wizard. 
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Processing Steps Screen Shots 
 
Step 5: 
Click Finish for step 3 through Text 
Import Wizard. 

 

 
 

 
Step 6: 
The Employee Headcount and FTE 
Report opens in MS Excel.   
 
It includes details for each 
department, college/unit or division 
requested.   
 

The text report does not 
include totals or sub-totals.  Use 
Microsoft Excel functionality to 
calculate columns. 
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The Employee Headcount and FTE report appears:  

Report View at the Department Level 

 

Report View at the College/Unit Level 

 

Report View at the Division Level 
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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 
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) 

 
 
 


