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Introduction to
Overview of Cyborg Reporting Options

The Solution Series provides a great deal of flexibility when you want to report on
data in the system. This class provides an overview of the reporting options provided
by The Solution Series.

Cyborg provides several tools within The Solution Series to help you analyze and
report on information about your organization, employees, and payroll. These tools are
suited for different reporting purposes, and you will achieve the best results by using
the tool that best suits your reporting requirement. The tools available to you with The
Solution Series include:

B Solution View
B Reporting Administration

e Cognos Impromptu

e Cognos PowerPlay and Analytics
B Communications events

The types of reports that can be produced when reporting on information in The
Solution Series include:

B Cyborg-delivered packaged reports
e (Cyborg Scripting Language (CSL) reports
e Pay process reports

B Queries

B Reporting Administration reports

Scenario

During this class, an example report will be produced using some of the reporting tools
discussed. This example should facilitate illustration and comparison. The report will
be created using the criteria as outlined here:

The requirement is to produce a report that lists the following:

B The employees’ legal name

B Their city and state

B Their annual salary

B The date of their next scheduled salary review

Only those employees who have a job code higher than 12550 and earn more than
$35,000.00 annually need be displayed.

In addition, at the end of the list, there should be a count of employees listed, as well
as a total and an average of their annual salaries.

Reference: 51IntrroReporting-US10-PG Issue: 2.0
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Packaged reports

Packaged reports are traditional reports produced to assist in the management of
information within The Solution Series. These types of reports can be launched online
to run as a background process or scheduled to run on a regular basis.

Cyborg-delivered reports

Cyborg delivers hundreds of packaged reports using Cyborg’s Fourth Generation
scripting language, Cyborg Scripting Language (CSL). These reports are available for
use as delivered, or for customization. You can also use CSL or Solution View to
create your own reports.

Refer to the Cyborg Scripting Language training materials for details on how to
customize and create Cyborg Scripting Language packaged batch reports.

Refer to the Solution View documentation and training for details on how to create
batch report programs using Solution View.

To help you identify reports that your organization may wish to run, you can view the
details and an example of each Cyborg-delivered report by using the Report
Information icon in the Navigator:

Issue: 2.0 Reference: 51IntroReporting-US10-PG
2 February 2003 The Solution Series Version 5.0
© 2003 Cyborg Systems, Inc.



Introduction to Cyborg Reporting

Overview of Cyborg Reporting Options

ary Perquis

pany Property

IPED'S Ernplaoy
EEOD-4 Reparting It
+ Emnplo
Ermployme

ignment [rnguiry

8
=]
g
=]
=]
=]
=]
=]
= .
=]
=]
=]
il

B Cyborg Systems

Report Quick Reference

This section provides a quick reference guide to the Human Resource Manz
Three Time and Attendance reparts are included for your convenience.

See also:

Absence Log-By Absence Type [5C-RPT)
Absence Record-By Employee-Specified Period (EB-RPT)
Active Applicants Yith Specific Education {[U-RP

Active Applicants With Specific Skills (0%-REP'

Alphabetic Listing Of Active And Inactive Employees (1A-RPT)
Alphabetic Listing Of Active Applicants (1B-RPT)

Alphabetic Listing Of Active/nactive Applicants (0A-RPT)
Alphabetic Listing (3C-RF

Anniversary Listing (1F-RPT)

Applicant Cedificates, Licenses, and Permits (OF-RP

Applicant Education And Skills Profile {0H-RP

Applicant Expired Cerificates, Licenses, And Permits (0G-RP
Applicant Interview Responsedegative (D4CRPT)

Applicant Interview Response/Positive (J40RP

Applicant Listing By Job Code [0)-RPT)

Applicant Listing By hajor Code And Education Level [0P-RPT)
Applicant Listing By Position Mumber (OK-RPT)

Applicant Listing By Skill Code And Proficiency Rating (0R-RPT)
Applicant Listing By Source [05-RPT)

Applicant Listing By Status (0-RP

Applicant Listing By Training Course {0T-RPT)

Applicant Listing With Specified Training Course {1W-RF
Applicant Mailing Address Labels (00-RPT)

PR T

T s T

Alternatively, you could perform a search from within the online help to find which
delivered reports may meet your reporting need (select Help > Help on all of the
Solution Series). For instance, you may wish to find out which of the delivered reports
produces an alphabetic listing of employees. The example that follows shows how the
Ask Me feature of the online help can be used to assist you:

Reference: 51IntrroReporting-US10-PG
The Solution Series Version 5.1
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Help Topics: The Solution Series /5T

what reports list emplopess alphabetically? |—

Quick References -
Quick References -
Quick References -
Quick References -
Quick References -
Quick References -
Guick Aeferences -

Fepart Quick Feference -
Fieport Quick Referehce -
Feport Quick. Aeference -
Fepart Quick Feference -
Feport Quick FAeference -
Fepart Quick Feference -
- &lphabetic Listing OF Active &nd Inactive Employees [14-RP

Report Quick Reference

Dizciplinary Actions Report [3k-RPT]

Outstanding Relocation Advances [34-APT)

Toatal Relocation Houze Hunting Expenszes [35HRPT]
Total Relocation Moving Expenzes [35MAPT)

Total Relacation Shipping Inventory Costs [355RPT]
Total Relocation Temporary Living Expenzes [33TRPT)

Double-clicking on one of the options presented will display some information on that
report, as can be seen in the example that follows, and will also provide a link to an
example of that report so that you can check to see if it contains the information that

you need.

Issue: 2.0
February 2003
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Help Topics: Using The Solution Series: Adminisk

Contents | Index | Find |

Click a topic, and then click Display. Or click another tab. such az Index.

e |

P =d Re :

Uzing Packaged Reports
@ Introduction
@ Fackaged reporting
@ Report groups
@ t ethiods for launching reports online
@ R eport confirmation
@ Online process monitoring
@ Online viewing of completed reportz
IE Feport dizpozition
IE Initiate scheduled reports for batch proceszzing
@ Held report=
IE Organization report restrictions
@ How To

@ Uszing Cluery

=

Cloze I Frint... |

Cancel I
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Bl Cyborg Systems [_ (O] x|

Jopons [« [ » | Home | Cose |
Alphabetic Listing (3C-RPT)

e
Example

The Alphabetic Listing report (3C-RPT) provides an alphabetical listing of active employees on file. Madification
instructions to print this report in strict alphabetical sequence (not by organization), are documented internally in the
report source program.

Business Tasks

This report is used to complete the following business tasks:

B Review employee organization level information.
B erify active emplovee total count.

Report field details

Column title Description

Employee Name Employee's legal name.

Control Cne A, value that represents the highest level of your company's hierarchy.
Control Twwa A value that represents the second level of your company's hierarchy .
Control Three Organization level 3 value assigned this employee.

Contral Faur Organization level 4 value azsigned this employes.

Control Five Crganization level 5 value assigned this employes.

Control Six Crganization level § value assigned this employee.

Employee Number Unigue employee idertifier, up to 10 characters in length.

Social Security Unigue employes idertifier used for taxation in the US4,

Report sort order

As delivered, the sort arder of this repart is CONTROL-1, CONTROL-2, and EMPLOYEE-NAME.
Parameter options and setup
There are no parameters specified for this report.

See also:

® Reports used for hiring, rehiring, reinstating, recalling, and
transferring employees
For Information abowt this report,

Launching a report

When launching a report online, you have the choice of running reports directly from
the Report Group Activities form (RGMSTR), from the menus and Navigator, or from
checklists. For example, you could produce an employee listing of training courses by
selecting the appropriate Cyborg-delivered (or customized) report from the Report
Group Activities form (RGMSTR) and clicking the Execute button:

Issue: 2.0 Reference: 51IntroReporting-US10-PG
6 February 2003 The Solution Series Version 5.0
© 2003 Cyborg Systems, Inc.
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Emplo

[ Report Group Activities

EED-1 Report - White Collar Trainees (F1ERRG)

EEQ-1 Report - White Collar Trainees (F1-RRG)

EEQ-1 Report by Control-1-2(70-RRG)

EEQ-1 Report by Establishment (FOERRG)

EEQ-5 Report - Active Employees(¥5-RRG)

Emergency Contact Listing (3F-RRG)

Emergency Medical Inforamtion(5W-RRG)

Employee Course Mominations(31TRRG)

Employee Headcount Listing (1N-RRG)

Employee Job History Listing(3Z-RRG)

Employee Job Listi(3N-RRG)
of Skil

Enployee ¥

Employee Personal Data Profile(lJ-RRG)
Employee ScheduledfMominated Training (315RRG)
Employee Training History (21RRRG)

Employee Training Schedule(20RRRG)
EmployeefLabor Relations Test Reports(ER0001)

Or you could select it from the menu or Navigator:

1R RG] Ernpla

The following chart shows the steps used in launching a report:

Reference: 51IntrroReporting-US10-PG Issue: 2.0

The Solution Series Version 5.1
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Select a launch
method.

v v v

Select a report group from Select a report group from Select a report group from
the Report Group A the Navigator the menu
form (RGMSTR). gator. '
[ ]
v v
Click the Parameters Enter report parameters on
button and enter report the displayed Parameter
parameters. Selection form.
Click the Companies Select organizations on the
button and select displayed Limit Companies
organizations. form.

!

Select a processing
method on the displayed
Execute Report Group

form.
v v
Click the Execute button to Save the Execute Report
Group form to launch the
launch the report.
report.
[ I
Confirmation of report
launch is displayed.
Launch Process Monitor to
view the report status and
reject messages.
View the detailed process
log from the Process
Monitor.
v ‘
View the completed report Launch Report Viewer to
from the Process Monitor. view the completed report.
[ ¢ ]
Search, save, print, or
delete the report.
Issue: 2.0 Reference: 51IntroReporting-US10-PG
8 February 2003 The Solution Series Version 5.0
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Monitoring report progress

You may find it helpful to monitor the progress of a report. If a report is expected to
produce a very large output file, you may be able to determine and resolve significant
errors before the report process ends.

Using the Process Monitor utility, you will be able to determine which processes and
reports have been completed. You can also view and print the completed reports from
the Process Monitor.

The Process Monitor utility
The Process Monitor utility allows you to view the progress of a report while it is
running. It also stores logs of previously run reports. Using this utility, you can set up

and select processes by ‘environment’, or by user.
- " |Eefresh Lists | nvironment

|Ex1t Process Monitor | drop-down list

|; iew Report | [®] Cyborg Process Monitor (CybMon i mE E

Specify a User Directory per
[View Log B aEal=]

[Cog arop-down tist | TS i1 e YRG0 g

Start of Report — Operator ID: M.0. Name s

Step 1 Extract Report Data
N N 9:87 Step 2 Sort Report Data

| Log Display window | P Ste: 3 Print ngort Data

Report concluded

Clean-up process

Server Request Complete

AN

Report files produced by the job

FILES CYEMOMN MY-RRG-17

Actual log file FILES CYBMON MY-RRG-18

FILES CYEMON MY-RRG-19
CYBMON Wed 08/30/2000 9:07p Start of Report - Operator ID: M.O.

|Statlls Of the report | 9:07p Step 1 Extract Report Data
& Refer to the Using the Solution Series: Administrative Solutions documentation for
further information on the Process Monitor utility.
Reference: 51IntrroReporting-US10-PG Issue: 2.0
The Solution Series Version 5.1 July 2003 9
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View the process log

You can view the process log in three different ways. First, the checklist in the Log
Display window is a display of the log by steps. A checkmark and time stamp will
signal the completion of the step.

FYPTITNINdexNE_1ShusershS. 0MY-RRGLLOG =

Start of Report - Operator ID: M.0.
Vi| 9:87p | Step 1 Extract Repwrt Data

Vil 9:87p | Step 2 Sort Report Data

Step 3 Print Report Data

Report concluded

Clean-up process

Server Request Complete

After all the steps have been completed, the status bar at the bottom of the process log
will display ‘Completed’.

The second method to view the process log is the scroll window on the bottom section
of the Process Monitor. This window will permit you to scroll through the file looking
for messages or errors. Errors will be displayed in red. There will also be a red error
message flashing ** Warning Errors ** on the status bar located at the bottom of the
Process Monitor.

CYBMCM Fri 07/30/1992 11:14a Start of Report - Operator ID:
CYEMON Fri 07/30/1993 11:14a Step 1 Extract Repart Data
e T ST

INVALID VIEW NAME MLM1 495393901002 OEE S85-55-500
CYEMON Fri 07/30/1999 11:14a Step 2 Sort Report Data

KMo,

| Status: Completed on Fri07/30/1999 &t 11:14am. Elapsedtime: Ohr{s) Tminute(s)  [*WaningEros ™

The third method to view the process log is to display it in a separate window. Display
the entire log by using the View Log button or by selecting from the menu:

File » View Log

February 2003 The Solution Series Version 5.0
] © 2003 Cyborg Systems, Inc.
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[®] Cyborg Process Monitor [CybMon]

Ctrl+L

t - Operator ID.
Report Data i

<% CybMon Yiew - F-\P737\index\6_15\users\5 0VA-RRG LOG

STEPS CYBMOMN Start of Repart - Operator 1D: 5.0

STEPS CYEMOM Step 1 Extract Report Data

STEPS CrBMOM Step 2 Sort Report Data

STEPS CYBMON Step 3 Print Report Data

STEPS CYEMOM Report concluded

STEPS CYBMOM Clean-up piocess

STEPS CYBMON Server Request Complete

FILES CYBMON 1A-RRG

FILES CYBMON 14-RRG-17

FILES CYEMON 14-RRG-16

FILES CYBMON 14-RRG-19

CYBMON Tue 07/25/2000 B:14p Start of Repart - Operator 1D: M.O
CVBMOM Tue 07/25/2000 £:14p Step 1 Extract Report Data
CVBMOM Tue 07/25/2000 E:14p Step 2 Sort Report Data

WF:AP7ITindextE_154Datar . \ProghP4SSORT
INFUT COUNT = 0000052

BEGIMNING OUTPUT PHASE

OUTPUT COUNT = 0000082

||F:APT I index\E_15\Data>ECHO OFF
CYBMOM Tue 07/25/2000 E:14p Step 3 Print Report Data
CYBMON Tue 07/25/2000 E:14p Report concluded

CVBMOM Tue 07/25/2000 E:14p Clean-up process

Note if the process log is not complete, this window will not refresh automatically. Use the
Refresh button to manually invoke the refresh function.
Viewing a report from the Process Monitor
You may select a report to view by double-clicking on the report in the Reports
window in the Process Monitor dialog. The Report Viewer utility is launched in a
separate dialog and the selected report is displayed. Only reports that have an
extension of LIS are viewable. LIW files are reports that are in progress.
Complete
Complete
2284 Cormplate
118431 Complete
0 Complete
23000 Complete
1l Complete
806 Complete
941 Complete
Reference: 51IntrroReporting-US10-PG Issue: 2.0
The Solution Series Version 5.1 July 2003 ] ]
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An error message is displayed if a file with an extension of LIW is selected:

CybMon [ ]

& Only files with a Completed status and & LIS extension are viewable

Online viewing of completed reports

After a report has been initiated online, you may want to review it prior to making the
decision to save or print it. Viewing the report online provides you with an opportunity
to review any errors and verify the report content and totals.

The Report Viewer is a Solution Series utility that provides a quick and intuitive
method to manage, view, print, save, and delete selected reports.

The Report Viewer displays the completed report in a customizable window. The
reports are stored in your own user folder, and you can customize your viewing and
printing preferences. You can print all or selected portions of a report, and you can
search and jump within reports. You can also save and delete reports.

orm [Environment
rop-down list drop-down list

tl)elete a report I t[’rint I
|Exit Report Viewer

ISaveAs
5000 -

EFOF: P73 7 index\6_1E\users\8. 0V ikl-rg. lis

[J 529999 - ACME MANUFACTURING PRODUCTION MFTG ORGANIZATION - BIRTHDAY LISTING
Tree view of --[] 399995 - ACME MANUFACTURING PRODUCTION MFTG ORGANIZATION - EMPLOYEE HEADCOUNT
report group --[] 999999 - ACME MANUFACTURING PRODUCTION MFTG ORGANIZATION - ALPHABETIC LISTING

Cyborg Report Yiewer [CybPrt)

Css8 =0034( (999355 (FO4F01{ ({<CTRLRT i5.0.D Y19:17:33 07-25 O

---STALTING-PREEE ENTER TO CONTINUE---

Re Ort CEES <0024 o (ROUTER{ (S.0.007 i PLB:17:33 07-Z5 000
p CORPOPATION 3939 ACHME MANUFACTURING BIRTHDAY LISTING
IDIVISTON 9939 PRODUCTION MFTG ORGANTIZATION A% OF 01-01-1386
BIRTH BIRTH CTL CTL CTL SEX
MONTH DAY EMPLOYEE NAME THREE FOUR BIX cor

JANUARY 03 CMEYLA, JANE 3388 4488 5608 F
JANUART o2 STEMMAN, SAMANTHA feded=i=) 4428 e&02 F
JANUART 17 HALL, RHODMA D feded=i=) 4428 e&02 F
JANTARY 17 HANCOCE, STEVEN W jedciele] n
JANTARY 17 HILLEF, THOMAE jedciele] n
TN DY 17 LT w

STICY W

Issue: 2.0 Reference: 51IntroReporting-US10-PG
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From the Report Viewer, you may select a report to view by clicking the Open Report
button on the toolbar. The Open dialog will display all the output files available in the
specified User directory. You may select a report (LIS file) from the list to view it.

The status bar at the bottom of the Report Viewer window displays the total number of
pages in the report.

& Refer to the Using the Solution Series: Administrative Solutions documentation for
further information on the Report Viewer utility.
Scheduling a report
Rather than launching a report manually and viewing the results online, you could
schedule a report to run automatically on a regular basis and get a printed output. You
would need to arrange this with your System Administrator.
& Refer to the Technical Administration documentation for details on running batch
jobs.
Scenario
To produce the required report as outlined in the scenario at the start of this chapter,
you would need to create a Cyborg Scripting Language (CSL) program, or customize
an existing CSL program. You would then add the report to a report group using the
Report Group Activities form (RGMSTR), and to the Navigator, menu, or checklist,
and run it online. The resulting report would look similar to the following example:
il Cyborg Report Yiewer [CybPrt)
Bl ) ‘ = | ® | e Manual Printer Setup
SO verslirelysql T\ Userst 5. 0l lyrpes. Lis
D 233398 - ACME MANUFACTURING PRODUCTION MFTC ORCANIZATION - EMPLOYEE SALARY SURVEY
5
=
C328 <0177( (333333 (FO4FO0L{ {<CTRLRT (3. 0.D y10:18: 83 03-13 X000
---STARTING-PRESS ENTER TO CONTINUE-—-—
Cs8s <0770 ¢ ({ROUTER{ (8.0.207 i 110:18:53 03-13 0O
CORPORATION 353 ACHME MANUFACTURING EMPLOYEE SALARY SURVET DEDPT
DIVISION 8253 POOLUCTION MFTGC ORCANIZATION AE OF: 02-132-2001 KPRO
ANNULL NEXT-REVIEW
EMPLOTEE-NAME-ZE CITY/STATE SALARY DATE
(ADAME, DICHADD CHICACGO, IL 28,EZ1.44 0l-01-13287
ANDERS, FALEN LAGRANGE, IL 29,983.04
[EARNES, JOHMNSON OAKLAND, MJ a7,180_84
[EARTHOLOW III, JOMATHAN CLENVIEW, IL 238,300.00 0l-01-138¢
ELOOM, ALEMANDER GLENVIEW, IL 37,999.92
CHOU, LO OAKEROOK, TIL 37,752_00
COLLINZ, ANNA M VILLL PAPE, IL 28,687 60 10-01-138¢
GRIFFITH, EERNARD VILLA PARE, IL 50,000.08
GRIFFITHS, ROBERT VILLA PARE, TL &0, 000_08
LRTMES THENDNDE WITLLL PADE TT. A7 999 27 NAR=N1-192F
Reference: 51IntrroReporting-US10-PG Issue: 2.0
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Note the example shown has been displayed online using Report Viewer (CYBPRT), but you
could also view the report using the VIEW utility.

The totals you requested are displayed at the end of the report:

GRIMES, THEODORE VILLA PARK, IL GZ,399.82 06-01-1986
HALL, RHODMA D CHICAGO, TL 1,662, 970_40
JOHMSEN, RICH JAMAICA ESTATES, NY 58,439.96 11-01-19285
LANMON, PATRICE EL SEGUNDO, CA 44 Zoo_on
LAUCHLIN, SANDRA T EL EECUNDO, CA 4E5,000.00
MARGOLIS, DAVID OAK LAWH, IL 40,500.00
MOORE, SAMUEL JAMAICA ESTATEE, NY &0,000.00 10-01-192E
MORITZ, EATHERINE C EL ZEGUNDO, CA 45,000.00 09-01-1335
PATEL, LAURENCE CHICACO _T1 42,314.96

TEACHE: VILLA PARK, IL
*CONTROL-1-2 9999333
EMPLOYEE COUNT: 19
AVERAGES:

*REPORT CODE

EMPLOYEE COUNT: 13

AVERLGES: 13%,152. 64
CEES <0177( | (RTPENT{ (XPROP ' YL0:18: 53 03-13 000
---—Complete----

& Refer to the CSL training materials for further information on creating or customizing

CSL programs.

Pay process reports

Some reports are delivered and run by the payroll process. Pay process reports must be
selected (and loaded) before you process the payroll, using the Report Requests form
(DD-SCR). This does not mean that you must select the same reports each time you
process payroll—once you have established a report’s selection criteria on the Report
Requests form (DD-SCR), its Report Select value remains for all subsequent payroll
runs until you turn it off.

Issue: 2.0 Reference: 51IntroReporting-US10-PG
] 4 February 2003 The Solution Series Version 5.0
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Do Mot Print
Do Mat Print
Do Mot Print

I

The Report Requests form (DD-SCR) is used to add, change, or delete report requests
by organization. The various fields determine whether the report has been requested
for execution during a payroll or maintenance run and what type of information will be
reported from the organization and employee records. Report requests are maintained
in a portion of the organization-level setup.

& Refer to the Payroll Reports and Balancing documentation and training for further
information on setting up and scheduling payroll reportsl.
Reference: 51IntrroReporting-US10-PG Issue: 2.0
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Solution View

Query Writer

Solution View is a delivered user tool for developing forms, fields, on-request queries,
extracts, and reports. It provides live data access across all system components. With
Solution View you have the ability to specify data fields to be displayed and utilize a
comprehensive range of mathematical operations (such as total, average, and count).

solution Yiew Tool Kit Option: Wi

Name of Frogram: X | Title: |

Frogram Type Lotion

) Entry Screen 0 ndd

) New User Fields " Change

€ Query C Delete

) Report 0 Inquiry

) PC Download ) Program List

) Extract Routine ) Program List By User
€ Copy Program

Module: i Security Code: _ |

Solution View is & Registered Trademark of Cyborg Systems. lnc.

Solution View consists of two main components:

B Query Writer, which is used to write programs that are run online by the Query
program.
B Report Writer, which is used to write programs that are run in batch processing.

The Query Writer is a Solution View tool used to write programs that are run online
by the Query program. The data you request is displayed on a series of forms that can
be viewed consecutively, and totals can be displayed at the end of the report. You are
not required to know the Cyborg Scripting Language (CSL) programming language.

Solution View allows you to create a query that generates the specific information you
want using live data.

Queries are typically used for getting specific information quickly and easily, rather
than reporting on more complicated information. For example, you need to establish
which employees have a certain code in a particular field as you are considering
amending an option list, and you want to be sure that you know which employee fields
will be affected. You could, in this case, create a query and run it using the Query
dialog box.

16
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Launching a query
It is not possible to launch a query from the Report Group Activities form (RGMSTR).
Rather, you would view the query online using the Query dialog box:

Employes Nurber

ACHME MANUFACTURING

Depending on which option you select as the Key, you can display the report by
Employee Number, Employee Social Security Number, or Employee Name. The From
and To options allow you to select a range of employees to be shown in the report.
The resulting report displays and lists all employees who fit the criteria of the Query
program and who are within the range of the From and To fields.

Scenario
Using Query to produce the report outlined in the scenario, the resulting report would
resemble the following example:

Reference: 51IntrroReporting-US10-PG Issue: 2.0
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If the report extends to more than one page, pressing Enter will allow you to view the
rest of the report, one form at a time. A prompt will show when the totals are ready to
be displayed:

Pressing Enter will display the requested totals:

A hard-copy of your Query report may be produced by executing Query in batch

mode.
& Refer to the Technical Administration documentation for details on running batch
jobs.
& Refer to Using Solution View training materials for further information on Query
Writer.

Issue: 2.0 Reference: 51IntroReporting-US10-PG
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Report Writer
Similar to Solution View Query, the Solution View Report Writer is a report writing
tool that helps you create The Solution Series batch reports without needing to write
Cyborg Scripting Language (CSL) code. Once you have written the report, using the
formatted forms provided, you can add the report to a report group using the Report
Group Activities form (RGMSTR), (and, if you wish, to the menus, Navigator, and
checklists), and run it just like the Cyborg-delivered CSL reports.
Scenario
To produce the required report as outlined in the scenario earlier in this chapter, you
would need to create a Cyborg Scripting Language (CSL) program using Solution
View Report Writer, (or you could amend an existing CSL program). You would then
add the report to a report group using the Report Group Activities form (RGMSTR),
and to the Navigator, menu, or checklist, and run it online. The resulting report would
look similar to the following example:
- Cyborg Report Yiewer (CybPrt)
I anual Printer Setup
E-[JI:vp7slirelysgl?\Users\ S, 0\ Myrpes. lis
DQSQQSQ - ACME MANUFACTURING PRODICTION MFTG ORGANTZATION - EMPLOYEE SALARY SURVEY
=
=
CEEE <0177 (993393 (FO4FOL{ {<CTELET (E.0.D Y1l0:18:63 02-13 OO
—---STARTING-PRESS ENTER TO CONTINUE---
cEs2 «0177( o (ROUTEDR( (g.0.z07 i Y1l0:18:582 03-13 XDCOL
CORPORATION 5% ACHE MANUFACTURING EMPLOYEE SALARY SURVEY REPT
DTWISTON 99593 PRODUCTION MFTG ORGANIZATION A% OF: 03-13-2001 HPRO
ANNUAL HEXT-REVIEW
EMPLOTEE-NAME-Z5 CITT/STATE SALARY DATE
(ADAMES, RICHARD CHICAGD, IL 38,22Z1.44 0l-01-1287
[ANDERS, KAREN LAGRANGE, TIL 39,983 04
[EARNES, JOHNESON DAKLAND, HNJ 27,120._824
BARTHOLOW III, JOMATHAN GLENVIEW, IL 32,900.00 0l-01-12868
ELOOM, ALEXANDER GLENVIEW, IL 37,939 92
CHOU, LO QAFEROOK, IL 27,782.00
COLLINS, ANNA M VILLA PARE, IL 39,657.60 10-01-1286
CRIFFITH, BERMAID VILLL PAPE, IL £0,000_ 02
CRIFFITHE, ROBERT VILLA PAPE, IL &£0,000_ 02
LRTMEX  THROADORE WTILLA PARE TT. A7 399 A7 NA=N1-198A
Note The example shown has been displayed online using Report Viewer (CYBPRT), but
you could also view the report using the VIEW utility.
Reference: 51IntrroReporting-US10-PG Issue: 2.0
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The totals you requested are displayed at the end of the report:

CRIMEZ, THEODORE VILLA PARK, IL EE, 338 82 0g-01-192&
HALL, RHODNA D CHICAGO, IL 1,662,370.40

JOHMZEN, RICH JAMAICHL ESTATES, NY 2,499 3¢ 11-01-192E
LANMON, PATRICE EL ZEGUNDO, CA 44,z00.00

LAUCHLIN, SANDRR T EL EECIMNDO, Ch 4E5,000.00

MARGOLIS, DAVIL 0AK LAWN, IL 40, 500.00

MOORE, SAMUEL JAMATCA ESTATES, NY &0,000_00 10-01-1985
MORITZ, EATHERINE C EL SEGIUNDO, CA 45,000.00 09-01-1925
PATEL, LATTRENCE CHICACO _TI 43,314 96

TEACHEN VILLA PARK, IL

*CONTROL-1-Z 235993 z,529,500.14
EMPLOYEE COUNT: 13

AVEDLGES: 133,152,
W ~Tzo,on00.
EMPLOYEE COUNT: 13

AVERAGES: 133,157 64

oEEg <0177( | (DTOONT{ {XPROD [ )L0:18: 53 03-13 0004
————Couplete-—--

& Refer to Using Solution View training materials for further information on Report
Writer.
Issue: 2.0 Reference: 51IntroReporting-US10-PG
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Communication events

In addition to recording and reporting on employee information in The Solution
Series, your workflow process may require that some of that information be
communicated to the employee or other areas of your organization. The Solution
Series provides a communication events tool for this purpose.

Communication events are letters or emails that can be triggered automatically or
manually within The Solution Series. Communication events include data from the
current form or record. For example, you could set up a communication event that
automatically generates a salary increase confirmation letter to an employee when his
or her salary is changed on the Salary Assignment/Changes form (40-SCR).

Workflow management can be substantially enhanced when you implement
communication events to replace the often unwieldy task of communicating manually.
Coupled with the speed of email to reach the recipients at your location and around the
world, keeping people informed about updates to The Solution Series employee
database through automated events can help to improve the overall performance of
your organization.

After it has been implemented, a communication event is system-wide and available to
all system users. However, each user can specify unique options to provide
departmental flexibility. Consider the following examples of ways to use the
communications event process to improve workflow and communications capabilities
throughout your organization:

Email notifications to managers about applicants or candidates
Welcome letters based on new hire information

Email confirmations of employee job and location changes
Congratulatory letters for employee promotions

Email notifications of employee transfers or leaves of absence
Scheduling confirmations for annual reviews

Salary and salary range change notifications

Disciplinary action and grievance communications

Email notifications of training course refund information

Refer to the Optimizing System Features documentation for further information on
implementing communications events.

Reference: 51IntrroReporting-US10-PG Issue: 2.0
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Letter communication event

22

A letter communication event provides your organization with the ability to
automatically generate customized letters based on specific trigger parameters. It can
be triggered automatically or manually.

Microsoft Word template and merge features are included in the letter communication
event process. All the functionality will work as described by Microsoft while creating
the letter text. In addition, you will be able to insert fields from The Solution Series
forms into the text so that employee-specific information can be automatically
displayed.

The following example could be the text of a letter that is sent to an employee who has
been awarded a bonus or commission:

¢Date_Recordeds
Congratulations «Employes_MNames,

Fouhave been awarded a «HED_Xrefs in the amount of b mount_Awardeds. Vou will receive this
atnount on ¢Date Paids.

Sincerely,

G Zarmin
Vice President, HR

Issue: 2.0 Reference: 51IntroReporting-US10-PG
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Email communication event

An email communication event provides your organization with more capabilities than
standard email software. You are provided with multiple methods for specifying the
email recipient. In addition, you are able to insert data from The Solution Series forms
into the text, so that employee-specific information can be automatically displayed.

The following example could be the text of an email that is sent to an employee on
registration for a class:

Class registration notification

“r'our registration for the «Courses class has been approved and scheduled,

The clazz starts on «Start Date: and will be held in «Training Location:s.

If you are unable to attend this clazs, pleaze notify me at least hwo days prior
to the stark date.

Thank you,

Marilyn Hartrman
Training Coordinator

Reference: 51IntrroReporting-US10-PG Issue: 2.0 2 3
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Reporting Administration

Extract

%—» Extract

Reporting Administration combines the power of the business intelligence tools from
Cognos Corporation, a Cyborg strategic partner, with a value-added relational
database (datamart) package from Cyborg. Reporting Administration includes the
following:

B Additional functionality in The Solution Series so you can launch the Cognos
reporting tools directly from The Solution Series.

Cognos reporting tools (Impromptu, PowerPlay).

Cyborg-specific Impromptu catalogs for the delivered Data Mart, which promote
intuitive user access to the data extracted from The Solution Series and placed in
the datamart.

B Support for Cognos’ PowerPlay Online Analytical Processing (OLAP) package
and the delivered Workforce Planning Models.

Data from The Solution Series is extracted and then loaded into the Workforce Data
mart. The data is then available for access by the Cognos tools, Impromptu and
PowerPlay, through the catalogs and cubes.

The baseline of activities necessary to (re)populate the datamart can be logically
divided into three stages:

B Extracting all necessary data from The Solution Series
B Splitting the extracted data into per-table groupings (files)
B Loading the data for each table individually into the Workforce Data Mart

There are two extract/import processes performed, depending on the type of data
wanted—core system or Labor and History. The core system extraction copies data
from the System Control Repository and Employee Database and places the copied
data in the Datamart Extract File (FILE36), a temporary system file. A COBOL
program, the Datamart Extract File Splitter (RSPLIT), creates separate files for every
representative table, with the Datamart Extract File as input. A script generated by the
extract process truncates (empties) the target datamart table via a platform-specific
interpreter. A bulk loader then loads the data from the tables created by the splitter
program into the datamart table.

The following figure depicts the extraction process:

24

Impromptu
_ N ———
> Split Load
Tables Datamart Catalogs
PowerPlay
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The core system extract has been enhanced to support both a full or
incremental extract. The system administrator has the ability to run the
extract in Full or Incremental mode. After implementation a full core system
extract will be performed. Afterwards, organizations may employ the
incremental extract methodology to improve system performance. The
incremental extract only occurs for employee-level segments since the last
extract. The incremental extract process only works for the employee level
data extracts and does not apply to Position Administration or Company data.

Note The data in the Workforce Data Mart is only as current as the last extract. How
frequently an extract is run is dependent on your organization’s needs.

Data mart

The extract process automatically (re)populates the Data Mart. The Data Mart is a
relational database on the server that contains tables populated by the enhanced data.
Reporting Administration Data Mart tables contain the following data:

Company Information

Employee Information

Position Management Information

Earnings and Deductions

Labor and History

Training Administration

Employee Skills, Competencies, and Abilities
Benefits Administration

When the data is pulled from The Solution Series during the extract process,
Reporting Administration is able to automatically populate its tables, making the data
available for users to report upon.

Refer to The Solution Series Data Model for detailed information on the datamart.

Impromptu

The Impromptu tool is an integrated part of Reporting Administration. It simplifies
on-request reporting for data extracted from Solution Series.

Impromptu uses catalogs, LAN-based repositories of business knowledge and data-
access rules, to allow an end user to capture and report on information without having
to know SQL syntax or understand cryptic field names. The data in the catalog is
organized for business use, as well as for system efficiency.

Catalogs

Cognos Impromptu users write reports that include both database and formatting data
for a pleasing, informative presentation. An Impromptu catalog (one or more) is
required before reports can be written. The catalog presents a filtering of the raw
database organization that allows easy, quick report generation.

Reference: 51IntrroReporting-US10-PG Issue: 2.0
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PowerPlay

26

Four catalogs, essential for Cognos Impromptu to report on Solution Series data, are
delivered with Reporting Administration:

B General catalog (contains information most commonly used by the HR generalist)
B Payroll catalog (includes Labor and History)

B Training Administration catalog

B Benefits Administration catalog

Scenario
Using Impromptu, the report produced for the common scenario we are using would
resemble the following sample:

Date: 0301372001

Employee Annual Salary
EE Legal MNare - Last, First City/State-EE EE Annual Salary | Mext Review Date
ADAMS, RICHARD CHICAGD, IL 38221.44 | 01-01-1987
AMDERS, KAREN LAGRAMGE, IL 39983.04
BARMES, JOHNSON OAKLAMD, MJ B7180.84
BARTHOLOWY IIl, JOMATHAN | GLENWIEW, IL 39900.00 | 01-01-1936
BLOOM, ALEXANDER GLEMWIEW, IL 37999.92
CHOU, LO OAKBROOK, IL 37752.00
COLLING, ANMA MARIE WLLA PARK, IL 39657 .60 | 10-01-1986
GRIFFITH, BERNARD WLLA PARK, IL 50000.08
GRIFFITHS, ROBERT WLLA PARK, IL 50000.08
GRIMES, THEQDORE WLLA PARK, IL 5299982 | 05-01-1986
JOHMSEN, RICH DAMIEL JAMAICA ESTATES, NY 68459 95 | 11-01-1985
MOORE, SAMUEL JAMAICA ESTATES, NY 50000.00 | 10-01-1285

Once created, this report can be sorted or formatted online to achieve a polished result.

Refer to the Using Reporting Administration training materials for further details on
using Impromptu.

The PowerPlay tool is a layer removed from Reporting Administration. It allows you
to perform multi-dimensional analysis of your data. This is called Online Analytical
Processing (OLAP), and provides a means to view data in terms of business trends.
You can automatically build structures and summarize data for use in PowerPlay. The
delivered Cyborg datamart can be accessed and utilized by this tool.

When using PowerPlay, you examine compiled data that is presented in PowerPlay
‘cubes’. To support the cube presentation of data, you must have an appropriate
catalog, Impromptu reports, and additional parameters (dimension maps,
measurements, and banding definitions), in a compilation ‘template’ known as a
PowerPlay model. Each PowerPlay model must be designed to support data analysis
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for a specific area of interest, such as workforce planning. Cyborg delivers two
PowerPlay models: one Workforce Planning model for organizations using Position
Administration, and one Workforce Planning model for organizations that do not use
PositionAdministration.

& Refer to the Using Reporting Administration training materials for further details on
using PowerPlay.
Reference: 51IntrroReporting-US10-PG Issue: 2.0
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Analytics

eCyborg Analytics refers to the web-based capabilities offered through Cognos’
PowerPlay Web product. Customers can access their analytics cubes anywhere,
anytime through a browser. eCyborg 5.0 featured two delivered PowerPlay models
(cubes): one for Position Administration and one for non-Position Administration data;
these cubes are currently offered with Reporting Administration.

eCyborg 5.1 Analytics seeks to further enhance an organization’s ability to measure
and analyze the performance of their employees by offering three, possibly four, new
analytics models. These cubes will be created using PowerPlay. Once created, the
models are able to be viewed via PowerPlay Web. When data is updated, users must
refresh the cube data using PowerPlay (at the Client level). This cannot be done using
PowerPlay Web as it is a read-only application.

‘2 Cognos Upfront - Microsoft Internet Explorer provided by Cyborg Systems, Inc. =151
| Fie Edit iew Favortes Tool  Help ‘
|| wrak ~ = - @ ) b | Disewch [Favarites iveda | By S 0 - =] B
=« =
? WORLDWIDE SYSTEMS, INC.
Home | Personalize | Log Off | Help
Newwsindes
Organizational Effectiveness
Neww  Edtw Vieww | NewsBox Properies
: by Cyborg S =
| File Edit view Favorites Todle Help |
2] 7} | @search GFavorites @hmedia (B | G- S = n
IE— KNGS
~ ABC M . ing ABC Manufacturing n +
<
2000 Q 1 |All Locations -
Head Count
[ an Benefits Cost
B other Expenses
O EE Annual Salary
B Total Expense per Employee g
=
E Plastics ~ Wood
Ietal
] s L LI
] ) @ o (32 b= 9 (5 | B0 =I|Mes =165 R EA @ EMEHEY 20 @ 7 HGE
[ [ B ocalintranet 4
L]
& [ [ [BE Cocalintranet

The new models being delivered are:
e  Turnover Analysis

e Time Away (Absence) Analysis
e  Work Related Injury Analysis
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Analytics Cubes

Turnover Analysis Model

This cube allows an organization to evaluate its turnover from a number of different
employee, organizational structure and occupation perspectives. Analysis can be
performed on the employee demographics of gender, age, and length of service.
Analysis can also be performed against structural elements of the organization such as
organization units, jobs, and positions. The reasons that employees are leaving can be
evaluated against these elements to pinpoint problem areas and areas of success.

Time Away (Absence) Analysis Model

This cube allows an organization to evaluate its absenteeism as an employee relations
or relationship management metric. Determining whether absenteeism is increasing or
decreasing is important and being able to pinpoint segments of high absenteeism to
determine the root cause of this absenteeism is the first step in determining most
effective corrective initiatives.

Work Related Injury Analysis Model

This cube provides an organization with the ability to evaluate the work-related injury
history from the perspective of severity and frequency. The alternate drill-down paths
from Injury Category through to the specific injury description allow the user to
evaluate severity along with the additional measures of number of days lost and
number of days restricted. This evaluation can be performed for the organization as a
whole or down through the organizational structure to pinpoint problem areas and
areas that are showing improvement. Employee demographics of age, sex and length
of service can be evaluated in relation to the other dimensions. Occupations groups,
jobs and positions add more dimensions for analysis.

Compensation Change Analysis Model

This cube allows the organization to evaluate changes in monetary
compensation specific salary, bonuses, commissions and monetary
perquisites. It allows the monetary compensation factors to be analyzed from
a number of different employee, organizational structure and occupation
perspectives. Analysis can be performed on the employee demographics of

Reference: 51IntrroReporting-US10-PG Issue: 2.0
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gender, age, and length of service. Analysis can also be performed against
structural elements of the organization such as organization units, jobs and

positions.
& Refer to the Using Reporting Administration for further information on the delivered cubes.
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How to determine which reporting option to use

As you have learned, there are many ways to report on data from The Solution Series.
Which reporting option to use could be confusing, and there is not always just one
option to use to produce the report you need. There are some important factors to
consider which help in your decision as to the best option. Here are some questions
you can ask yourself when needing to create a report:

B How current does the data need to be?
Packaged reports, Solution View, RG reports, and communication events all use
live Solution Series data, whereas Reporting Administration uses data that has
been extracted from The Solution Series into the Workforce Data Mart—the data
available is therefore only as current as the last extract. You would need to contact
your administrator to establish how frequently the datamart is updated.

B How easy does the process need to be to create the report?
Reporting Administration tools (Impromptu and PowerPlay) are powerful and very
easy to use and enable you to quickly and easily produce business-driven reports,
and to manipulate the data and format those reports online to achieve a pleasing
and readable report.

Cyborg-delivered packaged reports are extremely easy to run online.

However, knowledge of Cyborg Scripting Language (CSL) is needed if you need
to customize the delivered reports or create new batch reports.

B Will the data need to be manipulated online?
Reporting Administration tools allow you to manipulate the data online to answer
your questions quickly and easily.

B Does the data need to be displayed graphically?
Impromptu and PowerPlay allow you to display the reported data in a number of
graphical styles.

B Does this report need data produced during a pay run?
Report Generator reports are used for payroll-produced data.

This list is by no means exhaustive. The chart that follows may help you further in
your decision process when deciding which Cyborg reporting option to use to meet a
reporting need.

Reference: 51IntrroReporting-US10-PG Issue: 2.0
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Packaged Queries Pay Process Reporting Communication
Reports Reports Administration Events
Report Criteria| Existing| New |Existing| New | Existing | New [Impromptu (PowerPlay| Email | Letter
Data Needed
Payroll v v v v v v v v v
HR/Benefit v v v v v v v v v
Applicant v v v v v v
Tracking
Position v v v v v
Administration
Data Currency
Up to the v v v v v v
minute
As of extract v v v v
date
Presentation
Format
List report v v v v v v v v v v
Crosstab v v
report
Graphics v v
Extract file v v v v v v v
Delivery
Method
E-mail v v v
Online viewing v v v v v v v v Preview|Preview
Printed report v v v v v v v v v
Type of report
Statutory v v v
reporting
Trend analysis v
Summary v v v v v v
reporting
Issue: 2.0 Reference: 51IntroReporting-US10-PG
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Practice

Determine which reporting option is the most appropriate for producing the following
reports:

1. You have been asked to provide an up-to-date alphabetic listing of all active and
inactive employees.

2. You would like a report containing an employee’s name and address details (old
and new) to be automatically generated when changes are made to the Employee
Name and Address form (FF-SCR). The report should be sent to the employee
concerned for verification of the changes.

3. You have been asked to provide an alphabetic listing of all active employees
which can be used as an internal telephone listing. It should show the employee
name (surname, first name), their work phone number, location, and job title.

4. Use the delivered catalogs to create a custom report containing the following
information:

Job Salary Grade, Job Title, Employee Number, Employee Legal Name (Last,
First), Employee Annual Salary, Hourly Rate, and Pay Frequency.

5. You need to know how many people were employed within the ACME
RETIREES organization, Production MFTG, Region 3333, in May 1998. Use the
delivered non-Position Management PowerCube to answer this question.

Reference: 51IntrroReporting-US10-PG Issue: 2.0
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Chapter 1—About This Manual

CHAPTER 1

About This Manual

Welcome

This manual has been designed to guide you through the use of The Solution Series to
perform your business tasks.

This manual has been designed as a reference document. It is also used in classroom
training. You will find sufficient detail for self-study, before and after classroom training.

Who should use this manual?
This manual is designed to be used by anyone who will be working with the Solution Series
administrative solutions. It will be useful to new users and to users who will be setting up
or maintaining Solution Series utilities.

Prerequisite skills
Users of this manual should have a basic understanding of Microsoft Windows 2000.

How this manual is organized

This manual has been organized to make it as easy to use as possible. The chapters are
grouped accordingly into the following parts:

Part Chapters Description

1. Introduction 1-3 Provides an overview of the manual and The
Solution Series.

2. Working with | 4-9 Provides concepts and detailed instructions for

The Solution navigating, using support tools and entering,

Series modifying, and deleting data.

3. Reporting 10-12 Provides concepts and detailed instructions for
navigating, using support tools and entering,
modifying, and deleting data.

4. Appendices A-C Provides detailed reference information.
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Following are descriptions of the chapters within the parts:

Part 1: Introduction

The chapters in Part 1 describe this manual and provide an overview of The Solution

To learn about

How the manual is organized, where to find
what you are looking for, who should use the
manual, and where to get help.

The functions and features of The Solution
Series.

Series:
Read this chapter
1 About This Manual
2 Overview of The
Solution Series
3 Getting Started

Signing on and off, and changing a user code
and a password.

Part 2: Working with The Solution Series
The chapters in Part 2 describe how to utilize and navigate the Work Area:

Read this chapter

To learn about

4

Exploring the Work
Area

How the Work Area is organized, and about
toolbars, menus, and the Navigator.

Personalizing the
Work Area

Specifying layout, display detail, form and
table options.

Navigating the System

Different ways of navigating through the
system and displaying information.

Personalizing
Navigation Options

Adding, customizing, and removing a
bookmark or favorite.

Using the Support
Tools

The types of support tools, including help files
and online manuals.

Working with Data

Viewing, adding and modifying data, employee
information deletion and system messages

Part 3: Reporting
The chapters in Part 3 describe describe the reporting options available in The Solution

Series:
Read this chapter To learn about
10 Reporting How Reporting Administration can be used to
Administration meet your reporting needs.
11 Using Packaged How to set up and run reports and report
Reports groups.
12 Using Query The online Query facility.
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Part 4: Appendices
The appendices in Part 4 contain the following quick reference appendices:

Use this appendix To learn about

A GUI Controls Quick The various buttons and toolbars available.
Reference

B Practice and Review Detailed answers to the practices and reviews
Answers at the end of the instructional chapters.

C Dialog Quick Quick reference guide to dialog boxes in The
Reference Solution Series.

How to use this manual

This manual has been designed as a reference manual as well as a training manual. It has
been written to facilitate self-study before and after classroom training.

Table of contents
This manual has been carefully designed for ease of use. All our manuals are written to be
task oriented to help you complete your business tasks using our software.

The table of contents lists all the tasks and their respective chapters.

Glossary of terms
A Glossary of Terms section is provided to explain terms used in the documentation.

Index
An index is provided to help you locate specific information.

This document was designed to reduce your need for an index. You should find the table of
contents sufficient.

Introductory chapters

It is important that you read the introductory chapters first. Chapter 1 will help you get the
most out of the information we have provided. Chapter 2 provides a high-level overview.
Read it to get the big picture before reading the detailed instructional chapters.

Instructional chapters

All chapters, other than the introductory chapters, are instructional chapters. They contain
detailed instructions on how to complete the business tasks. Each instructional chapter has
the following distinct sections:

Key concepts

Always read the conceptual information first. This will help you understand why you have
to perform certain tasks. It will also help you make decisions about your options and help
you understand the importance of performing certain tasks. Exercises to help you apply the
concept to a business task are included at the end of most concepts.
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Note:

Note:

Conventions used

Note:

Apply the Concept

To be certain that you have understood the key concepts in a chapter, complete the Apply
the Concept exercises provided. The answers to these exercises can be found in the
appendixes.

Detailed Directions
Detailed Directions provide the specific steps to complete a task. The Detailed Directions
contain navigation for both North American and UK users.

A supplemental training data document accompanies this manual, which provides examples
of data that you can use with the Detailed Directions. Using the data provided in this
document to complete the tasks will help to give you a better understanding of the task you
are performing.

To successfully complete a task using this data, you may have to complete the previous
tasks in the manual using the data provided. The training data document uses the test data
installed with our software, and for the exercises to work as shown, this test data must not
be altered.

To complete the Detailed Directions using the example data in the training data document,
you must either have your own copy of the test data or have the test data restored for you.

Extended Practice

To be certain that you have understood the tasks in a chapter, complete the Extended
Practice provided. The Extended Practice gives you the opportunity to complete one or
more tasks without step-by-step guidance. The answers to these exercises can be found in
the appendixes.

To be able to complete the Extended Practice exercises in the manual, you must have
completed all the previous exercises. You must also use the test data delivered with the
software. This test data must not be altered.

Review of Questions Answered

To be certain that you have understood all of the information in a chapter, complete the
Review of Questions Answered at the end of a chapter. The answers to these questions can
be found in the appendixes.

in this manual

The underlying page layout and design of this manual are meant to be as intuitive as
possible for you. Our intent is to make it easy for you to navigate through the manual and
concentrate on learning and doing.

Cross-references
Wherever appropriate, we provide cross-references to help you find additional information
or further discussion of a specific topic.

Refer to a cross-reference to find more detail or more discussion on a given topic.

Notes
Whenever there is important information you should be aware of, we provide a note.

You will find tips or quick techniques covered in notes.
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How to get additional help

If you cannot find the answers to your questions in this manual, contact Customer Support,
who will be able to answer specific questions and give you general advice on training.

Please visit our web site http://www.hewitt.com for the latest schedule of available courses
and course descriptions.

Suggestions and feedback

We value your feedback on our performance support materials. Please forward any
comments on this manual to Customer Support.
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CHAPTER 2

Overview of The Solution Series

In This Chapter

INEFOAUCTION .ttt et 10
APPHCALION SOIULIONS .......vciieciiec e 11
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Introduction

This section provides you with the 'big picture' of The Solution Series. You will learn how
it is organized into components, how your organization and its employees are identified to
the system, and what reporting options are available.

10
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Application solutions

The Solution Series provides an integrated solution to your organization's Human Resource
processing needs. The Solution Series offers the following administrative solutions:

Human Resources Administration
Benefits Administration

Payroll Administration

Time and Attendance Administration
Distributed Administration

eCyborg Analytics

Human Resources Administration

Human Resources Administration provides organizations with a comprehensive, strategic
solution to their human resource management requirements in these mission-critical areas:

Employee Resourcing

Recruiting and selecting employees

Hiring, rehiring, reinstating, recalling, or transferring employees
Managing employee attendance

Managing employee status changes, leaves and returns, and separations
Position Administration and Complement Control

Requisition Tracking

Employee Development

= Tracking employee skills, competencies, and training
= Tracking performance appraisals

= Training Administration

Employee Relations
= Managing employee health and safety
= Tracking disciplinary actions and grievances

Employee Compensation
= Managing employee compensation

= Tracking employee relocation expenses
= Allocating and recovering property from an employee
= Salary Administration
= Benefits Administration
& Refer to the appropriate component documentation for more information.

11



Using The Solution Series: Administrative Solutions

Payroll Administration

&

Payroll Administration provides the capability to internally manage the entire payroll and
taxation process. The regulatory compliance, integration of payroll data with other
applications, and control offered provide a solution for business operations of any size.

Payroll Administration provides a variety of features including the following:

Virtually unlimited earnings and deductions
Comprehensive tax processing and reporting
In-depth labor distribution

Bank services

Multi-currency

Complete online payment history tracking
Online pay calculation

Online retroactive pay calculation

General ledger interface

Refer to the Payroll documentation for more information.

Time and Attendance Administration

Time and Attendance Administration provides a table-driven data structure that gives users
the flexibility to quickly and easily define, maintain, and change policy and scheduling
rules. Its open design allows a wide choice of:

= Time entry methods
= Computing platforms
= Payroll interfaces

The system calculates all categories of hours for input to the payroll process, based on
company-defined pay policies. Time entries for special hours may be created online.

Because Time and Attendance Administration is an integrated component of the system, it
shares a common database, and has access to human resource information including
employee status, emergency contact data, work restrictions, injury and other medical
information, education and training, skills and abilities, and detailed termination data.

Refer to the Using Time and Attendance Administration documentation for more
information.

Interactive Workforce

Interactive Workforce is a member of the eCyborg family of web-based applications for
HR management. It has been developed to integrate with the best-in-class HR Management
Solution.

Interactive Workforce is a web-based employee self-service application that gives your
employees real-time access to view, add, and update their personal information via a user-
friendly, web-based interface. It does not display the forms used in the administrative
solutions; rather, Interactive Workforce presents web pages on which users enter or update
information.

12
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Interactive Workforce gives managers real-time access to data about their team and the
ability to approve employee requests.

The modules included in eCyborg Interactive Workforce are:

= Interactive Employee
= Interactive Benefits
= Interactive Manager

Refer to the Interactive Workforce documentation for more detailed information on the
configuration and use of this functionality.

13
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Tables

Most application tables contain standard information about your organization. A few
application tables, such as the Company Cross-Reference Table-HR Control Numbers, are
used strictly for internal processing.

Using application tables greatly reduces the amount of information to be keyed in for an
employee; instead, key data entered is cross-referenced to the tables. For example, the Job
Code Table contains all possible jobs for an organization and some generic job-related
information associated with those jobs. After validation, the information from the tables is
referenced by the employee record.

There is a form associated with each table, allowing you to view or modify information.
You can also run packaged reports showing the values for each table.

The following figure shows an entry in the Job Code Table form (TA-SCR):

[Job Code Table Control Number= 9359 |

Job Code= §
Job Code EXteEr

ool
Effective Date= 01-01-1925)

Job Title: ASSEMBLY LINE WORKER |
Salary Grade: 518
‘Workers Comp Code: LERO1]

Survey Indicators: |

Occupation Group:  Mise Plnt &sys Opertr J —FL3& Classification
Assigned Shift:  1st shift ;I F Exermnpt
+ Mon-exempt
Jab Type: | Hourly Union =]
—Previous Jobr
Uniaon ob:  Lid Fitter =
Job Cocle: |
Trainee Job: ot A Trainee Job LI Extent: |

14
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The Job Code defined in this table can then be entered when hiring or promoting an
employee. This figure shows that employee Steve Austin has been assigned Job Code
17857. The information set up on the Job Code Table is displayed at the employee level on
the Job Assignment/Changes form (05-SCR):

0G-22 ]
stocree o]

promoton o]
17857 | 0001

AFL-CI0 =]

You can use the same tables for all organizations, or each organization can have its own set
of tables.

Refer to the appropriate component documentation for more information on setting up
tables.

15
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User tools

S

User tools help you tailor the system to meet your needs. With the user tools, you can
perform a variety of tasks, including the following:

= Change your display options

= Change your user code and password

= Look up information for an employee using a phonetic search on the employee's name

& Refer to the Contents and Index for this manual to locate more information on the user
tools.

16
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Administrator tools

@

Administrator tools allow you to set up and manage certain features to automate and

standardize user tasks. You can perform a variety of tasks using the administrator tools,
including the following:

= Create letter and email communication events
= Create checklists
= Create templates used by system functions

Refer to the Contents and Index for this manual and the Optimizing System Features
documentation to locate more information on the administrator tools.

17
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Security tools

2

Security tools will only be available to the Security Officer at your site. Using the Security
tools, the Security Officer will be able to perform tasks such as:

= Establish and maintain employee security
= Maintain user profiles

Refer to the Setting Up and Maintaining Security documentation for more information on
these tools.

18
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Development Tools

@

Development tools allow you to tailor the system. Using the development tools you can
perform a variety of tasks, including the following:

= Access database utilities
= Access system operation forms
= Access programming utilities

& Refer to the Technical Administration documentation and the programming documentation
for information on these tools.

19
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Performance support tools

@

Extensive performance support tools are available, including the following:

= Standard Windows help—cue cards, context-sensitive help, and so forth

= Electronic documentation—the complete set of One-Stop Documents that you can view
and print

& Refer to Using the Support Tools (on page 197) for more information.

20
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Data concepts

No matter what your role, you need to understand the following to work effectively with
the system:

= Organizations
= Employee Numbers
= Tables

Organization structure

Your organization's structure will be mapped into organization levels in the system. The
first two levels are used to define each company/organization separately on the Employee
Database for reporting purposes. These levels relate to the two parts of the six-position
Organization number. They are defined as follows:

= Organization (part 1)—Positions 1 and 2. Indicates the highest level within your
company/organization's hierarchy. This usually refers to the corporate level.

= Organization (part 2)—Positions 3 through 6. Indicates subdivisions within an
organization, or indicates a second level within the hierarchy.

= Organization—Represents a combination of both parts; that is, positions 1 through 6. It
is synonymous with company/organization.

Consider the following example:

Organization level Identifier | Stands for
Organization (part 1) AC ABC Department Store
Organization (part 2) usbv United States Division

This Organization identifier is typically shown together as ACUSDV.

The system is delivered with a series of test organizations, including the following. Notice
that the delivered test organizations all start with 99. Part 2 of the Organization number is
different for each:

Organization Stands for

993333 ABC Solutions, Inc—unpaid applicants
995555 ABC Solutions, Inc—retirees

999999 ABC Solutions, Inc—active employees

Even if you will not be defining Organizations, you need to understand their importance.
When working with the system, you must make sure that you are using the correct
Organization. Only the current Organization's data will be available to you.

Refer to Navigating the System (on page 129) for information on viewing a list of defined
organizations and information on changing the current organization.

21
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3% The Solution Series 5.0

As shown in the following figure, the current Organization number will display in the
Status bar at the bottom of the Work Area.

In this example, the current Organization is the test company 999999:

Employes Infor mation ALSTIM, STEVEM |

Name Codez

Employee kbr> 1234
ighificant Cates

Title: iy i (‘ Birth: 07-15-1555|

Employment: 05-03 - 1383|
First: STEVEN | Termination: |

Middle: |
Last: AUSTIN

Suffiz: i Gender:  pale i

Address: 2314 W MILWAUKEE AVE | Race: white-Mot Hispanic i
ALPT &

City/State: CHICAGO
Country:  se,

sshi: 123] 45] 6789

Position:

|
JIL] &0614 | FLSA i
Frequency: weekly i
Payment Type:  Hourly-TE Recuired i

SYSTEHS=

Considerations for defining an Organization
Consider the following when defining your organization:

Reports—delivered reports sort first by Organization part 1, then by Organization part
2.

Security—security is established by organization.

Payroll processing—basic payroll processing, for example, tax calculations and pay
period tax reporting for employees, occurs at the organization level.

Federal employer identification number—a single employer ID must apply to all
employees in a single organization. Year-end tax reporting will process information
together for all employees assigned to Organizations with the same employer ID
number.

Table record processing—policy guidelines that reference jobs, salary grades, and
benefits can differ by organization. Alternatively, they can be established as guidelines
that apply to all organizations.

22



Chapter 2—Overview of The Solution Series

Note:

Examples of Organization definitions

There are different ways to utilize the setup of your Organization. For example, you may
have three legal entities that require a grand total for each entity. That is, they are unrelated.
You could set up your Organization values as follows:

Organization Organization Organization
(Part 1) (Part 2)
Legal entity 1 AC CORP ACCORP
Legal entity 2 cC CORP CCCORP
Legal entity 3 EC CORP ECCORP

Or, you might have one legal entity with three different locations. You require one grand
total for all locations combined, in addition to separate totals for each location. You could
set up your Organization values as follows:

Organization Organization Organization
(Part 1) (Part 2)
US Division AC usbv ACUSDV
Canadian Division AC CNDV ACCNDV
European Division AC EPDV ACEPDV

In this example, because each Organization, part 2 is unique, each location would generate
its own totals. And, because the Organization part 1 is the same for all the locations, there
would also be an automatic grand total for all locations.

Organization is used not only to reflect the structure of your company/organization, but also
to reflect how you want to store and process information. You may want to set up
Organizations for the following situations:

= Applicants
= Retirees
= Terminated employees

The Organization value cannot begin with a '9' or a 'Z'. These characters are reserved for
delivered test data and audit records.

Refer to the Technical Administration documentation for information on consolidated and
roll-up reporting.

Control Numbers

Control Numbers can be less than 4 "visible" characters. However, Solution Series registers
each Control Number as 4 characters long because it counts blanks as valid characters. For
example, if you enter a Control Number of "A-B-C", Solution Series reads it as "A-B-C-
blank".

23
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Employee Numbers

Note:

After your Organizations are defined on the Employee Database, you can begin adding
employees. Each employee is uniquely identified by an Employee Number. This number
provides access to the employee's data; it is the primary key to the employee's master
record.

Employee Numbers are user-defined and have a maximum of 10 characters. You can use
any combination of letters and numbers when defining Employee Numbers. However, the
first character cannot be an 'L'. During implementation planning, you will determine the
format for Employee Numbers in your organization.

Employee Numbers beginning with an ‘L' are treated as 'Labor Only' employees by the
payroll calculation program. No checks are produced for these employees.

Following are examples of Employee Numbers:

= 123456789 (Social Security Number)
= 1234
= AB1234

Employee Numbers must be unique within Organization; the system will edit for duplicates
within each Organization. If an employee is transferred to a different Organization, you
have the option of changing the employee's Employee Number.

When you work with the system, you indicate what Organization you want to work with,
and within that Organization, which employee you want to add or work with.

Refer to Navigating the System (on page 129) for information on changing to a different
employee.

Like the Organization, the Employee Number is displayed in the Status bar of the Work
Area.

24
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+¥ The Solution Series 5.0

The following figure shows the Employee Number '1234" displayed for employee Steve

Austin:

STEVEN
]
AUSTIN

=

2314 W MILWAUKEE AWE

5739

60614

White-Mot Hispanic =]
=
Weekly Ea

Hour ly-TE Reduired |—

25
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Reporting options

Several tools are provided to help you analyze and report on information about your
organization and employees. These tools are suited for different reporting purposes, and
you will achieve the best results by using the tool that best suits your reporting requirement.

Options for reporting on information in The Solution Series include the following:

= Reporting Administration
= Delivered packaged reports
= Solution View (online queries and packaged reports)

Reporting Administration

Packaged reports

This reporting option combines the power of the business intelligence tools from Cognos
Corporation, a strategic partner, with a value-added relational database (Workforce Data
Mart) package. Reporting Administration includes the following:

= Ability for you to launch the Cognos reporting tools directly from the Launch toolbar

= Solution Series Impromptu catalogs for the delivered data mart, which promote
intuitive user access to the extracted data

= Cognos reporting tools (Impromptu, PowerPlay)

= Support for Cognos' PowerPlay Online Analytical Processing (OLAP) package and the
delivered Workforce Planning models

Refer to Reporting Administration (on page 271) for more information on performing
relational reporting.

We deliver hundreds of report groups containing packaged reports developed using the
Cyborg Scripting Language (CSL). You can schedule these reports to be run using the
Report Group Activities form (RGMSTR). Or you have a choice of running these reports
online directly from the Report Group Activities form (RGMSTR), from the menus and
Navigator, or from checklists.

To supplement this process, the Process Monitor utility allows you to monitor the status of
any report that is running. Similar to the View Held report form (VIEW), the Report
Viewer utility displays the completed report in a customizable window. You can print all or
selected reports from the report file, and you can search and jump within reports. You can
also save and delete reports.

To help you identify reports that your organization may wish to run, you can view the
details and an example of each delivered report by using the Report Info icon in the
Navigator.

These reports are available for use as delivered or for customization. You can also use
Cyborg Scripting Language to create your own reports.

Refer to Using Packaged Reports (on page 295) for more information on reporting.

26
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Solution View
Solution View is a delivered user tool that includes the following capabilities:

Create and run Queries

Create reports

Create extracts

Create new forms from new fields
Create forms from existing fields

Refer to Using Query (on page 369) for information about this facility.

27
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CHAPTER 3

Getting Started
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Introduction

Before you can use The Solution Series, you need to be connected to the system. This
section describes how to log on to The Solution Series and explains what the user code and
password are and how they are used.

Tasks
This section explains the following:

Logging on to The Solution Series
Changing your user code
Changing your password

Logging off

Prerequisites
Before you can log on to The Solution Series, you must be set up as a user and be given a
user code and password by your Security Officer.

You should also be a competent computer user and be familiar with Microsoft Windows
2000 or higher.

Questions answered
The following questions are answered in this section:

1. What information must you have before you can log on?

2. How can user codes and passwords be used as part of your organization's security
strategy?

3. How do you log out of the system?
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The process of logging on

Note:

Note:

Note:

Note:

Logging on to The Solution Series is a very simple task. However, before you can log on,
your Security Officer will need to give you a user code and a password. You will need to
enter these when you log on, as they identify you to the system.

Your user code and password are used for security purposes and should not be written
down or revealed to anyone.

Your user code and password can be used to access The Solution Series using the Web
Client.

This user code and password will not give you access to eCyborg Interactive Workforce. If
you use Interactive Workforce, you will be given a separate User ID and password to gain
access.

When you first run The Solution Series, a welcome splash screen displays:

Welcome

Tostart The Solution Series, click Start

To access help on The Solution Series, click Support

E.

& Cyborg Systems Inc., All Rights Reserved

Start Support Exit M Do not show this dialog again

The buttons on this screen are used to do the following:

= Start—to access The Solution Series

= Support—to access Help on all of The Solution Series help file. From this help file you
can access all the help files that are delivered with The Solution Series.

= Exit button—to cancel the logon process.

You can stop the welcome screen from being displayed each time you access The Solution
Series. To stop the welcome screen from appearing, select the ‘Do not show this dialog
again' check box.

If you select this check box, you will still be able to access the help files from either The
Solution Series Help menu or Toolbar.

When you select the Start button, the Login dialog box will display.
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The Login dialog

Note:

The Solution Series Login

Defak [l

To log on to The Solution Series, you must enter the following three pieces of information:

= Your User code
= Your Password
=  Environment

For security purposes, if you enter the wrong password three times in succession, your
session will be locked out. If this happens, you will need to exit The Solution Series and
then try and log on again using the correct password. If you cannot remember your
password, contact your Security Officer.

While your login details are being validated and your system is loading, the following
screen will display:

©),

Aligning your workforce™

Loading Menus...

& Cyborg Syslems Inc., All Righls Reserved
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3% The Solution Seties 5.0

Emergency Contacts

Mon-tonetany Perquisi

When you have completed the logon process, the Work Area displays:

Refer to Exploring the Work Area (on page 49) for more information on the Work Area.

If, in a previous session, you started to complete a checklist and then paused the process,
the Resume A Checklist dialog will display the next time you log on.

See also:
B Logging on with paused checklists (on page 38)
For an explanation of Paused Checklists.

B Understanding user codes and passwords (on page 34)
For an explanation of user codes.

B Understanding which environment you should log on to (on page 36)
For an explanation of environments.
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Understanding user codes and passwords

When you log on, you are prompted to enter a user code and password, which will be given
to you by a Security Officer. Your user code and password are used by the system for
security purposes to identify you as a valid user when you sign on.

Note: Your user code and password are case sensitive (upper case, lower case). You must enter
your user code and password using the correct case.

Note: For security purposes, when you enter your password it is displayed as a series of
asterisks.

You can change both your user code and password at any time. You may want to change
them to something that you find easy to remember. If you want to change your user code,
you must use the Change User Code dialog box. If you want to change your password, you
must use the Change Password dialog box.

Note: Your organization may not allow end users to change their password—you may not have
access to the Change Password dialog box.

Note: The system may be set up to prompt you to change your user code on a regular basis.
Displaying your user code
You can display your user code on the About The Solution Series dialog box.
Select the following menus to access this dialog box:
Help >About The Solution Series

About The Solution Series x|

The Solution Series®
Copyright© 1994, 1595, 1996, 1997, 18595, 2000, 2002, 2003
Cyborg Systems Inc. Al rights reserved.
The Solution Series ® and Cyborg Systems® are registered
trademarks of Cyborg Systems, Inc.
All other names are trademarks or registere d trademarks of their
respective owners.

Wergion: 5.1 [client executable 5.1.0] User |D: U-m
Erwirorment:  PSS1RS! Session Number: 0108

Refer to the Detailed Directions (on page 40) in this section for more information on these
dialog boxes.

See also:

W Logging on to The Solution Series (on page 40)
For detailed directions on logging on to The Solution Series.
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B Changing your user code (on page 42)
For detailed directions on changing your user code.

B Changing your password (on page 43)
For detailed directions on changing your password.
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Understanding which environment you should log on to

When you log on, you are also prompted to select which environment you want to log on
to. Typically an organization will have two environments—a test environment that is used
by new users while they learn how to use the system; and a live environment that contains
your organization's data.

Your organization may have other environments, such as a test environment for year-end
testing. When you log on, you must select which environment you want to use.

When you are assigned a user code and password, you should also be told which
environment to use.
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Understanding sessions and session numbers

A session is a generic term used to describe the action of logging on to the system. Each
time you log on to The Solution Series, you create a session number. This session number
is stored by the system for audit purposes.

Displaying your session number
Session numbers are displayed on the About The Solution Series dialog box.

Select the following menus to access this dialog box:
Help | About The Solution Series

About The Solution Series

The Salution Series®

Copyright® 1934, 1995, 1996, 1997, 1998, 2000, 2002
Cyborg Systems Inc. Al rights reserved.
The Solution Series® and Cyborg Systems® are re gistere d

trademarks of Cyborg Systems, Inc.

All other names are trademarks or registere d trademarks of their
respective owners.
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Logging on with paused checklists

The Solution Series has a feature that allows you to create checklists. The system is
supplied with a default checklist called Hire a New Employee, which you can use to add
new employees to the system.

If, in a previous session, you started to complete a checklist and then paused the process,
the Paused Checklists dialog box will be displayed the next time you log on.

Paused Checklists

©

= | w |

If you click Yes to see the paused checklist(s), the Resume A Checklist dialog box then
displays. You can select a checklist and resume the checklist process.

Resume A Checklist

Applicant Mew Hire 06-24-2002 15:36 333333 MEYER. JUNE

HESITE)

Refer to Navigating the System (on page 129) for more detailed information on checklists.

See also

B Logging on to The Solution Series (on page 40)
For detailed directions on signing on to The Solution Series.
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Log out methods

You can log out of The Solution Series using standard Windows actions.

If you usually use the mouse to navigate around the system, you can use the Exit button on
the Standard toolbar to log out of the system.

@

If you use the menus as your navigation method, you can use the Exit option on the_ File
menu to log out of the system.

See also:

B Logging out of The Solution Series using the toolbar (on page 45)

B Logging out of The Solution Series using the File menu (on page 45)
For detailed directions on logging out of The Solution Series.
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks

Logging on to The SoIUtion SErieS.........ccceveiiiiiiiiieiece e 40
Changing YOUT USET COUE .....c.veueiiieriieiiieieieieese et 42
Changing Your PASSWOIT..........ccovrueririrenieieirieesiere st 43
Logging out of The Solution Series using the File menu...........cccccoceveennnee. 45
Logging out of The Solution Series using the toolbar.............ccccoceieieincnn. 45

Logging on to The Solution Series
To log on to The Solution Series, follow these steps:

1. Access The Solution Series
The Solution Series can be accessed from the Programs menu or through a shortcut.
2. Click Start

When you first access The Solution Series, a welcome splash screen is displayed. From this
screen you can access the Start button or the Support Interface.

Note:  The welcome splash screen can be disabled. If this screen does not appear, go to the next
step.

Welcome

To start The Solution Senies, click Start

To access help on The Solution Series, click Support

borg Systerns Inc., All Rights Reserved

Start Support Exit M Do not show this dialog again

3. Type Your User Code
In The Solution Series Login dialog box you must enter your user code. This will initially
have been provided by your Security Officer. A user code can be up to 18 alphanumeric
characters long.
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Note:

Note:
Note:

Your user code and password are case sensitive (upper case, lower case). You must enter
your existing user code using the correct case.

The Solution Series Login

Type Your Password

Enter your password. This will initially have been provided by your Security Officer. If you
have forgotten your password, please contact your Security Officer who will provide you
with a new one. A password can be up to 14 alphanumeric characters long.

For security purposes, your password is displayed as a series of asterisks.

Your user code and password are case sensitive (upper case, lower case). You must enter
your existing password using the correct case.

Select an Environment
Select the environment you want to use. Typically your organization will have a live
environment and a test environment.

The Solution Series Login

Click OK or press Enter
The Solution Series will establish a connection to the server and verify your user code and
password.
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If you completed the previous steps, the results should look similar to the example that
follows:

5% The Solution Seties 5.0

Note: If, in a previous session, you started to complete a checklist and paused the process, The
Solution Series will display the Paused Checklists dialog box the next time you log on.

See also:
W The process of logging on (on page 31)
For more information on the sign on process.

B Logging on with paused checklists (on page 38)
For more information on paused checklists.
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Changing your user code

Note:

You can change your user code at any time, or The Solution Series may be set up to prompt
you to change your user code on a periodic basis. You enter your user code when you log
on. To change your user code, complete these steps:

Access the Change User Code dialog box
Access this dialog box by making the following selections on the Navigator:

Component: '@' User Tools
Process: User Tools

Task: @ Change User Code

Type your New user code
Type the new user code. A user code can be up to 18 alphanumeric characters long.

You can enter your new user code using either case (upper or lower) or a mixture of both.
However, the new user code will be case sensitive.

Confirm your user code
Retype your user code in the Confirm user code text box.

Click OK
To change your user code, click OK.

If you completed the previous steps, the results should look similar to the example that
follows:

Information

(1)

See also:

B Understanding user codes and passwords (on page 34)
For more information on user codes.
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Changing your password

Note:

Note:

Note:

You can change your password at any time. You enter your password when you log on. To
change your password, complete these steps:

Your organization may not allow you to change your password.

Access the Change Password dialog box
Access this dialog box by making the following selections on the Navigator:

Component: '@ User Tools
Process: User Tools

Task: @ Change Password

Type your Old password
Type your existing password in the Old password text box.

Your password is case sensitive (upper case, lower case). You must enter your existing
password using the correct case.

Type your New password
Type a new password. A password can be up to 14 alphanumeric characters long.

You can enter your new password using either case (upper or lower) or a mixture of both.

Confirm your new password
Type your new password again.

To check that you have entered the correct new password, The Solution Series will
compare this entry with the entry you made in Step 3.

Operator ID

The Operator ID is assigned by your security officer and cannot be changed. The Operator
ID is used for audit purposes and is shown on this dialog box for display purposes only.
Click OK

If the entries you made in Steps 3 and 4 match, your password will be changed and a
confirmation dialog will be shown.

If the entries you made in Steps 3 and 4 do not match, an error message displays. You will
need to repeat Steps 3 and 4.
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If you completed the previous steps, the results should look similar to the example that
follows:

Information

o

o

See also:
B Understanding user codes and passwords (on page 34)
For more information on passwords.

Logging out of The Solution Series using the File menu

You can log out from The Solution Series using one of two preferred methods:

= Logging out using the File menu (this task)

= Logging out using the toolbar (see "Logging out of The Solution Series using the
toolbar" on page 45)

To log out using the File menu, follow this step:

Access the Exit menu option
Access this menu option by choosing:

FEile P> Exit

Logging out of The Solution Series using the toolbar

Note:

You can log out of The Solution Series using one of two preferred methods:

= Logging out using the File menu (see "Logging out of The Solution Series using the
File menu" on page 45)
= Logging out using the toolbar (this task)

To log out using the toolbar, follow this step:

To complete this task, the Standard toolbar must be displayed.

Click the Exit button
Click the Exit button.

See also
W Standard toolbar (on page 55)
For more information on the Standard toolbar.
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Review of Questions Answered

1. What information must you have before you can log on?

2. How can user codes and passwords be used as part of your organization's security
strategy?

3. How do you log out of the system?
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Working with The Solution Series
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Introduction

Tasks

Prerequisites

This section introduces you to The Solution Series interface. We refer to the interface as
your Work Area. Your Work Area contains all the navigation methods and tools that you
need to interact with the administrative solutions. The forms and dialog boxes that you need
to enter data into are all displayed in the Work Area.

This section explains how to perform the following task:

= Using a shortcut menu

Before you can complete the task in this section you must log on to The Solution Series.

Refer to Getting Started (on page 29) for more information on how to log on to The
Solution Series.

Questions answered

The following questions are answered in this section:

What is the Work Area?

What are the different types of menus?
What is the Navigator?

What is the Form area?

What is the Message area?

What is displayed on the Status bar?
What is a user profile?

What are the shortcut menus?

N~ wWNE
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What is in the Work Area

The Work Area describes the entire display area that you see after you log on. The Work
Avrea can be tailored to meet the needs of your organization and your personal work style.
When you log on, the Work Area should look similar to this:

=¥ The Solution Series 5.0

cant Info

Informatior
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Menu bar

Toolbars

Mawigator

Form area

hWessage area

Status bar

m m m m m

g
g
g
=l
g8
g8
=l
=l
L

The Work Area can be broken down into six distinct areas:

= Menu bar (on page 53)

= Toolbars (on page 54)

= Navigator (on page 61)

= Form area (on page 63)

= Message area (on page 64)
= Status bar (on page 65)
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Menu Bar

Function menus

The menu bar provides a way to access forms and perform actions.

I

The menus can be grouped into two categories:

= Function menus (File, Edit, View, Bookmarks, Actions, Go and Help)
= Applications menus (HR, Benefits, Payroll, TA (Time and Attendance), and Tools)

If you are familiar with Microsoft Windows, you should be familiar with four of the
Function menus—File, Edit, View, and Help.

The remaining Function menus (Bookmarks, Actions, and Go) allow you to take actions
while working. For example, you can use the Actions menu to save or cancel data that you
have entered into a form, or to delete a record.

Applications menus

These menus provide access to the business components of The Solutions Series and to its
tools and utilities. The Applications menus are HR, Benefits, Payroll, and TA (Time and
Attendance). The tools and utilities for The Solution Series are accessed via the Tools
menu.
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Toolbars

The toolbar contains buttons that you can use to initiate activities. There are several
different toolbars:

Standard (see "Standard toolbar" on page 55)

Standard with text (see "Standard with text toolbar" on page 55)

Office integration (see "Office integration toolbar" on page 56)

Payroll (see "Payroll toolbar" on page 56)

Position Administration (see "Position Administration toolbar" on page 56)
Launch (see "Launch toolbar" on page 57)

Selection (see "Selection toolbar" on page 57)

Checklist (see "Checklist toolbar" on page 58)

Favorites (see "Favorites toolbar" on page 59)

Support Systems (see "Support Systems toolbar" on page 60)

The toolbar menu can be accessed from the View menu, or you can open the shortcut menu
by right-clicking on the toolbar to display the list:

You use the last option, Customize, to select which toolbars to display and to modify which
buttons display.

Refer to Personalizing the Work Area (on page 81) for more specific information on
Toolbars.

See also:
W Shortcut menus (on page 69)
For more information on shortcut menus.
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Standard toolbar

&

The Standard toolbar contains items such as Save, Cancel, Exit, and Delete. The Standard
toolbar is delivered with The Solution Series.

The following buttons are included on the Standard toolbar:

Button

Description

Exit—exits The Solution Series

Print—prints the current Work Area

Save—saves the current data

Cancel—cancels changes made to the
current data

Employee—accesses the Employee
Selection dialog box

Select—displays the Selection list in the
Message area

Show Paused Checklists—accesses the
Resume A Checklist dialog box

Back—displays the previous record (form,
table, and so forth)

Back drop-down—displays list of up to
nine previous records

Forward—displays the next record (form,
table, and so forth)

Forward drop-down—displays list of up to
nine next records

Add Bookmarks and Favorites—adds the
current form to the Bookmarks menu

Clear Fields—clears the data in the current
record (form, table, and so forth)

Goe o eaaneaNSoa

Delete This Entry—deletes the current
selected record (form, table, and so forth)

Refer Navigating the System (on page 129) for more information on using these buttons.
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Standard with text toolbar
The Standard with text toolbar has the same buttons as the Standard toolbar while also
displaying the button labels.

Office integration toolbar

The Office integration toolbar allows you to integrate system data with other desktop
applications. The following buttons are included on the Office integration toolbar:

Button | Description

@ Select a Letter—Generate a letter
manually

@ Select an Email—Generate an email
manually

% Show Queued Letters List—Show and
print queued letters

Import Manager—Import data

& Refer to Communication events (on page 151) for more information on using these

buttons.
Payroll and Position Administration toolbars
The Payroll module and Position Administration component have their own toolbars.

Payroll toolbar
The following buttons are included on the Payroll toolbar:

Button | Description

Restore—restores you to the Online Pay
Calculation form (PAY-CP) after
processing a 'What If' or an 'Update’

What-If—allows you to view calculated
data without updating the employee record
Update—updates the employee's record
by applying the calculated pay
information

EE B

& Refer to the Payroll documentation for more information on using these buttons.
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Launch toolbar

Note:

Selection toolbar

Position Administration toolbar
The following buttons are included on the Position Administration toolbar:

Button | Description

Job—the action associated with this
button depends on where you are in
Position Administration.

Org Unit—the action associated with this
button depends on where you are in
Position Administration.

Position—the action associated with this
button depends on where you are in
Position Administration.

Incumbent—used to 'drill down' from
Position level forms. Access incumbents
associated with the positions.

I E B D

These toolbars are used for these specific applications. Refer to the particular
documentation for each application for more detailed information on these toolbars.

The Launch toolbar is defined by you and provides a way to access applications that you
use with The Solution Series. For example, with just one click you could access
applications such as Impromptu. The sample below shows buttons for the Process Monitor,
Report Viewer, Document Explorer, and Launcher:

Refer to Personalizing the Work Area (on page 81) for more information on how you add
applications to the Launch toolbar.

The Document Explorer and Launcher functionality is available in Windows and Unix
environments only.

The Selection toolbar allows you to navigate through the records in the Selection list which
is displayed in the Message area.

To display the Selection list for a form, you click the Select button.

=)

You can then use the Selection toolbar to navigate the Selection list.
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Checklist toolbar

The following buttons are included on the Selection toolbar:

Description
Button

Up—moves up to the previous record in
the Selection list

Down—moves down to the next record in
the Selection list

Top—moves to the first record in the
Selection list

2 Refresh—refreshes the Selection list

When multiple records are available for display on a form, these records can be displayed
and listed in the Message area. The Message area can always be displayed, whether a form
has multiple records or not. To select a different record, use the buttons in the Selection
toolbar to move up or down through the records. If you add or edit a record, you can also
refresh the list to update what is displayed in the Message area.

o 500 oo 01-01-1998 15:30 - £3:30

o e oo 01-01-1998 07:00 - 15:30

o 700 01 01-01-1998 07:00 - 15:00 SHIFT
o 700 oo 01-01-1998 07:00 - 15:00 SHIFT
o 800 a0 01-01-1998 07:00 - 15:30

o @00 0o 01-01-1998 ACHME MASTER FOLICY
o To0L 14 01-01-1991

01:00 START TINE =

The Message area also displays error messages.
Refer to Message area (on page 64) for more information on the message area.

Refer Working with Data (on page 219) for more information on error messages.

A checklist is a list of tasks to be performed in sequence within the Navigator. For example,
the 'New Hire' checklist delivered with the system allows you to add new employees to the
system.

When you use a checklist, you can use the Checklist toolbar to do the following:

= Save aform

= Move to the next form in the checklist

= Move to the previous form in a checklist
= Pause the checklist

= Finish the checklist
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Favorites toolbar

The following buttons are included on the Checklist toolbar:

Button | Description

Save—saves the form

Next—moves to the next form in the
checklist

Previous—moves to the previous form in
the checklist

Pause—pauses the checklist

Finish—finishes the checklist

When you are using a checklist, the items of the checklist appear in the Navigator area:

Checklist

New Hire

¥ || 1. Basic Details
b
3. Salary Review Date

4. Earnings and Deductions
5. Tax Information

6. Dependent Information
7. Skills and Compelencies
8. Education Details

Finish Checklist
Pause Checklist

Refer the Optimizing System Features documentation for more detailed information on
creating checklists.

The Favorites toolbar allows you to quickly access a form, checklist, or dialog box with one
click or key press. This means that you can access these items without having to navigate to
them using either the menus or the Navigator. The Favorites toolbar gives you even quicker
access to the functions that you use regularly as part of your job.

The contents of the Favorites toolbar is defined by you, so no favorites are delivered with
the system.

In this example, you can see that two forms have been added to the Favorites toolbar:

Refer to Personalizing Navigation Options (on page 177) for more information on how
you add items to the Favorites toolbar.
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Support Systems toolbar
The Support Systems toolbar allows you to access three types of support tools:

= Help on all of The Solution Series—Access all the Windows help files for all of the
components that are delivered with The Solution Series, enabling you to navigate
through the help for all of the administrative solutions.

= Help for this form—Access Help for the form that is currently being displayed in the
Form area.

= What's This help—Switches you into a special mode in which you can get help on
different objects in the Work Area, including buttons and menus.

The following buttons are included on the Support Systems toolbar:

Button | Description
g Help Menu—access the delivered
Windows help files
2 Help on This Form—access Help for the
: selected form

K? What's This?—standard Microsoft Help
: tool

& Refer to Using the Support Tools (on page 197) for more information on these support
tools.

See also:
W Effect of user options (on page 67)
For an explanation of how you can customize the Toolbar.

W Shortcut menus (on page 69)
For information on the Toolbar shortcut menu and how to access it.
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Navigator

The Navigator provides an easy way to navigate the system. It uses a three-level navigation
format that is composed of the following:

= Components
= The Processes associated with components
= The Tasks associated with a process

To navigate the system using the Navigator, you must first select the correct component.
Each component of The Solution Series is represented by an icon.

If you are unsure of the meaning of an icon, you can place the pointer over the icon and the
ToolTip will display the component name:

ployes Resourcing

To navigate through the different components, you must click the arrows at the ends of the
Component bar. When the component you are looking for is in view, click its icon to
display the processes for that component.

h Location

ary Change

61



Using The Solution Series: Administrative Solutions

Using the different

&

&

Note:

After you select a component, you then select a process. Each process is represented by a
process bar. A process is used to categorize a group of related tasks. After you select a
process, you can then select a task.

Each task is represented by an icon and a description. Each icon indicates the type of task
associated with it. The task icons include the following:

Icon Description

@ Checklist

(5] Dialog Box

e Form
€ib Report
£ Wizard

When you select a task, the associated item (form, dialog, and so forth) is displayed in the
Form area.

Refer to Navigating the System (on page 129) for more information on the Navigator.
Refer to Working with Data (on page 219) for more information on completing tasks.

navigation methods
The following methods are available for navigating the system:

= Navigator

= Menu

= Shortcut keys

= Shortcut menus

Your personal preferences determine which method you use. We recommend that you use
the Navigator, as it has been designed to reflect the different business tasks and processes
of a typical user.

If you do not use the recommended display settings for The Solution Series, you may be
able to see only parts of the Work Area. In this case, you need to use a combination of the
different navigation methods.

See also:
W Effect of user options (on page 67)
For an explanation of how you can customize the Navigator.

W Shortcut menus (on page 69)
For information on the Navigator shortcut menu and how to access it.

W Using a shortcut menu (on page 79)
For detailed directions on accessing a shortcut menu.
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Form area

4% The Solution Seties 5.0

nent/Change

w Employee Curmenl

Note:

When you select a form, the form will be displayed in the Form area:

pifiloyvee Mbr= 1234 Mame Code=

ighificant Dates————————————
Title:  pir i Birth: 07Y-15-1359]
Emplayment: 09-03-1363]
First: STEWEMN Termination: ]
iddle:
Last: AUSTIN |
Suffix: i Gehoer:  nale i
Sodress: 2314 W MILWAUKEE AVE | Race: white-hot Hispanic i
AFT & |
City/State: CHICAGOD |1l &o6l4 | FLSA: i
Countey:  [5a, i

Frequency’ iwieekly i
Payment Type:  Hourly-TE Required i

SSN: 123] 45| 5789]

Position:

SYSTEHS=

When you log on to The Solution Series, the Form area will be blank.

When you enter data on a form, you can use the Save or Cancel buttons on the toolbar to
save or cancel the information. It is good practice to clear data from the form or table
before entering new data. To create a blank form, use the Clear Fields button. This button
removes any data from the text boxes, but does not delete the record. If you need to delete
the record, use the Delete button.

If you are unsure which are the correct buttons, hover the pointer over the buttons on the
toolbar to see the ToolTip giving the name of the button.

Refer to Working with Data (on page 219) for more information on using forms.
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Message area

The Message area is used to display two types of information.

First, it is used to display information, warnings, and reject messages in response to data
that you have entered on the form.

€ Reject Messages
+ Start EARLYWARNING can't be later than EVENT-START
12 Information Messages

A Reject message means that Cyborg has found a senous
problem with your information, and iz unable to proceed
until the: problem is corected.

An example of a Reject message would be entering an
employee start date that is earlier than the employes

Second, it displays a selection list for forms that have multiple occurrences of the same type
of information. You can use a selection list to choose the record that includes the
information you want to work with.

The following example shows a Selection list for the Policy Master form (PT1SCR) used in
the Time and Attendance system. Depending on your user options, the Selection list may be
displayed automatically. To display it manually, you must click the Select button.

0l-01-1998 15:30 23:30
0l1-01-1998 07:00 15:30
0l1-01-1996 07:00 15:00 SHIFT

01-01-1998 07:00 15:00 SHIFT
01-01-19%98 07:00 - 15:30
01-01-1998 ACME MASTER POLICY
01-01-1991 01:00 START TIME
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Status bar

Note:

The Status bar is used to display additional information about the data you have selected in
the Form area. By default, the Status bar will display the following:

= Current Organization number, for example ‘Org 999999'
= Current Employee Number, for example 'Employee 1234'

| [ 0933333 Employes: 1234 [ |

The Status bar can be customized to display additional information.

See also:
W Effect of user options (on page 67)
For an explanation of how you can customize the Status bar.
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Effect of your user profile

A user profile is created and maintained for you by a Security Officer. Each user has a user
profile. A user profile is used for security purposes to determine what you can and cannot
do while you are using the system and which parts of the system you can access.

For example, confidential information such as salary details are usually accessible only to
users in your organization's payroll department. Typically, users who do not work in the
payroll department would not receive access to the Salary Administration component.
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Effect of user options

Layout

The Options dialog box allows you to personalize your Work Area so that the Work Area
displays in a manner in which you feel most comfortable. For example, you can use the
Options dialog box to increase the size of the font used on the forms.

The Options dialog box contains five tabs:

Layout
Display
Forms
Updating
Letters

The options available on each tab control a distinct part of the system.

The Layout tab options determine what displays on the Work Area.
For example, if you prefer to use the menus to navigate the system, you can turn the
Navigator off.

Refer to Personalizing the Work Area (on page 81) for more specific information on the
Options dialog box.
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Display

Forms

Updating

Letters

The Display tab options determine how information on the Work Area displays.
One of the options of the Display tab allows you to control the automatic display of
multiple records in the message area.

Refer to Personalizing the Work Area (on page 81) for more specific information on the
Options dialog box.

You can use the Forms tab to change the format in which employees names display in the
title bar of the form or change the font and font size that appear on a form.

Refer to Personalizing the Work Area (on page 81) for more specific information on the
Options dialog box.

You can use the Updating tab to determine how frequently data on local tables is updated.

Refer to Personalizing the Work Area (on page 81) for more specific information on the
Options dialog box.

You use the Letters tab to specify when and how letters that are generated from a
communication event are printed. You can also specify the location of letter templates that
have already been set up.

Refer to Personalizing the Work Area (on page 81) for more specific information on the
Options dialog box.
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Shortcut menus

Many of the different parts of the Work Areas and forms have shortcut menus. You access
shortcut menus with a right-click of your mouse. The contents of the shortcut menus will
depend on the location from which you access them.

Note: If you are left-handed and the default settings of your mouse have been changed, you will
need to use the left mouse button. When you see the words 'right-click’, you will need to
reverse this action and 'left-click'.

See also:
B Using a shortcut menu (on page 79)
For detailed directions on accessing a shortcut menu.

Toolbars shortcut menu
When you right-click on a toolbar, you access the Toolbar shortcut menu:

From this menu, you can select which toolbars display, and you can access the Customize
dialog box.

Customize

Standard

[ standard with kext
[ Office inkeqgration
CIPayrall

[ Pasition Management

Support Syskems
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Refer to Personalizing the Work Area (on page 81) for more specific information on
toolbars.
See also:

W Using a shortcut menu (on page 79)
For detailed directions on accessing a shortcut menu.

Navigator shortcut menu

When you right-click on the Navigator, you access a shortcut menu that has an option for
controlling the display size of the task icons. Depending on the current Navigator display,
the option will be 'Small Icons' or ‘Large Icons'.

The following figures show the results of 'Small Icons' and ‘Large Icons'":

MName and &d

Applied for

Pre-Transfer Infarmation

Update A

See also:
B Using a shortcut menu (on page 79)
For detailed directions on accessing a shortcut menu.
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Message area shortcut menu

When you right-click on the Message area, you access a shortcut menu that displays the
following three options:

b Increase-Merit 23
1] Increase-Merit Frogr
o Increase-Fromotional
12 Increase-Merit Frogr
1
1

- Increase-Merit Progr
2-17-1878 Hew Hire

= Select this item—When you have selected a record in the Message area, you can use
this option to display the record in the Form area.

= Refresh selection list—When you save a new record, you can use this option to refresh
the Selection list.

= Hide message area—Hide the Message area when not in use

See also:
B Using a shortcut menu (on page 79)
For detailed directions on accessing a shortcut menu.
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Shortcut menus and forms

There are a number of different shortcut menus available on a form. Which one you access
is determined by where your pointer is positioned when you right-click. The different
shortcut menus are accessed by right-clicking on one of the following:

Blank area on the form

Text box

Date text box

Option list

Time text box

Forms when used in a checklist

Blank area on the form

When you right-click on a blank area of a form, you access a shortcut menu that displays

the following options:

Save This Form

Cancel This Form

Select An Employee

Show selection (if available)

Some of these may be grayed-out, depending on the situation.

If you select the Select An Employee option, the Employee Selection dialog box appears.
This dialog box allows you to change the employee with which you are currently working
by entering any one of three pieces of employee information.

ﬂ
Employee Details
Mumber:
Mame: |
Social Sec Mbr:
Organization Details
Drganization: |4BC SOLUTIONS INC. =l
QK | Cancel | Help |

If there are any additional options available for a particular form, they are displayed at the
end of the shortcut menu. Typically, these additional options are the names of related forms
that you may want to access next. In this example you can access the following forms:
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= Emergency Contact/Physician (16-SCR)
= Beneficiary/Bond Owner Information (58-SCR)

[Shouse/Dependent Information  ADSTILSTEVEN |

AUSTIN, JULIANNE

Daughter l_
Full Time Student =]

12-27-1965
24
a7

53
2-07588

See also:
B Using a shortcut menu (on page 79)
For detailed directions on accessing a shortcut menu.

Text box shortcut menu
When you right-click on a standard text box, one that does not contain a date or time, you
access a shortcut menu that displays the following options:

Cut

Copy
Paste

What's This?

You can use the first three editing options as you would in other applications. The last
option, What's This?, displays help specific to the text box.

See also:
B Using a shortcut menu (on page 79)
For detailed directions on accessing a shortcut menu.
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Date text box shortcut menu

When you right-click on a date text box, you access a shortcut menu that displays the

following options:

= Show Calendar
= Insert Today's date
=  What's This?

23

4 W HMILWAUKEE AVE

APT &

CH

CAGOD IL] &0614

1sa,
6769

WhiteNot Higanie |
T
wey |l
HouryTE Requres |

If you select the Show Calendar option, the Calendar dialog box appears.

Calendar

You can select a date from the Calendar to insert into the date text box.

See also:

B Using a shortcut menu (on page 79)
For detailed directions on accessing a shortcut menu.

74



Chapter 4—Exploring the Work Area

Option list shortcut menu
When you right-click on an option list, you access a shortcut menu that displays the
following three options:
= Edit Option List
= Search Option List
= What's This?

07-15-1959
09-03-1933
|

STEVEN
|
BISTIN

I mee =
2314 W MILWAUKEE AVWE ‘white-hot Hispanic =]

APT &
CHICAGD IL] &0614
Lsa,

6760

If you select Edit Option List, the Option List Editor dialog box displays in option list code
sequence:

Option List Editor

e |

[Mone] : Active
Wweekly Active
Biwfeekly Active
Semi Monthly Active
Monthly Active
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If you select Search Option List, the Search Option List dialog box displays:

Search Dption List - Pay Frequency

Refer to the Optimizing System Features documentation for more detailed information on
editing option lists.
See also:

B Using a shortcut menu (on page 79)
For detailed directions on accessing a shortcut menu.

Time text box shortcut menu

When you right-click on a time text box, you access a shortcut menu that displays the
following options:

= Show Clock
=  What's This?

Human Resource Mgmt |—
11-10-1994

Mew Orleans

=
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If you select the Show Clock option, the Clock dialog box displays:

You can select the time from the Clock dialog to insert into a time text box.

See also:
B Using a shortcut menu (on page 79)
For detailed directions on accessing a shortcut menu.

Shortcut menus for forms used in a checklist

When a form is part of a checklist, the shortcut menu that appears when you right-click on a
blank area of the form is different.

When you right-click on a blank area of a form, you access a shortcut menu that displays
the following default options:

Save This Form
Cancel This Form
Next Item
Previous Item
Finish Checklist
Pause Checklist
Show Selection

1
01-09-19587
I

Phwsical Exam #1 |—
Under Consideration |—

o
Chicago Facility =]

If there are any additional options associated with the form, they will appear at the end of
the shortcut menu.
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Refer to Navigating the System (on page 129) and the Optimizing System Features
documentation for more information on checklists.

See also:
W Using a shortcut menu (on page 79)
For detailed directions on accessing a shortcut menu.
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks

USiNg @ ShOMCUL MEBNU......ocviiiiicici et 79

Using a shortcut menu
To access a shortcut menu, position the pointer over the item and right-click.

1. Position the pointer
Position the pointer above an item on the Work Area and right-click.

2. Select a menu option
Select an option from the shortcut menu.

See also:
W Shortcut menus (on page 69)
For more information on how to access the different shortcut menus.
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Review of Questions Answered

1. What is the Work Area?
2. What is the Navigator?

3. What is the Form area?

4. What is the Message area?

5. What is a user profile?
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CHAPTER 5

Personalizing the Work Area

In This Chapter

LR (oo [UTox 1[0 ] o AR 82
USEE OPLIONS ...ttt 83
B0 1] 2=V £ RUROTY 94
The Launch t00IDAr.........ceoiiiiiiicie ettt 105
LOQ ON OPLIONS ...ttt enea 106
Detailed DIFECHIONS ...cvveviiieiricre ettt 107
Review of QUEStIONS ANSWEIEU...........cccceiviiieieieese e 127
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Introduction

Tasks

Prerequisites

You have your own responsibilities and your own way of organizing your work. The
Solution Series provides you with the ability to personalize the system to match the way
you work. This section describes how you can personalize the Work Area to meet your
needs.

The following tasks are discussed in this section:

Setting layout options

Setting display options

Setting form options

Setting updating options
Setting letters options
Showing/hiding a toolbar
Changing the location of a toolbar
Modifying a toolbar

Creating a custom toolbar
Renaming a custom toolbar
Deleting a custom toolbar
Modifying the Launch toolbar
Setting personal sign on options

Before you can begin to personalize the Work Area, you must have:

= Logged on to The Solution Series
= Been given authority to customize your user options

Refer to Getting Started (on page 29) for information on how to log on to The Solution
Series.

Questions answered

The following questions are answered in this section:

What areas of the Status bar can you control?

What two areas of the Work Area can you show or hide?
How can you personalize the way forms look?

Where can you move toolbars?

What is the Launch toolbar?

aorwdE
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User Options

Layout options

You have your own preferences and work style. The Solution Series gives you the
flexibility to customize the Work Area to the way you work.

There are several ways that you can personalize the Work Area:

Layout of the Work Area—what is displayed in the Work Area and on the status bar
Display—how messages, menus, and icons are presented

Forms—how forms look and work

Updating—when local tables, if used, are updated

Letters—when and how communication event letters are printed

You use different tabs on the Options dialog box to personalize these parts of your Work
Area. This dialog box is part of the User Tools component.

Setting layout options gives you the flexibility to determine what is and is not shown in the
Work Area. You can customize the layout of the Work Area in the following ways:

= Display certain areas on the status bar
= Display or hide the Message area
= Display or hide the Navigator

You control the layout of the Work Area using the Options dialog box Layout tab:

83



Using The Solution Series: Administrative Solutions

Status bar display

The status bar has several display areas. By default, two areas are shown—organization
number (Org) and employee number (Employee). There are three areas that you can show
on the status bar:

= Field descriptions—option list names and values and text box descriptions
= Session number—your session number
= Technical details—the name of the current form

You can select one or all of these areas for display. When unchecked, the corresponding
status bar area is left blank.

The following is an example of the status bar with all three areas selected for display:

<7 The Solution Series 5.0

Employee Information AUSTIN, STEVEN |

Employes Mbr= 1234 hlame Codex
ignificant Dates— |
Title: pr i Birth: 07-15-1959
Employment: 09-03-1983
First: STEYEN | Termination
Micldle: |
Last: AUSTIM |
Suffix: i Gender:  pigle i
it Address: 2314 W MILWAUKEE AVE | RACE: white-Mat Hispanic i
AFT & |
formation 2 Citw/State: CHICAGO | 1L} 60614 | FLSA: i
Country: s i

Freguency: weekly i
Payment Type: Hourly-TE Required i

S5M: 123] 45] 6783
Position:
Empla act Information

Job ChangePromotion

Position Location

Salary Change
SYSTEHS®

Technical Session
details number description

Navigator/Checklist and Message area

From the Options dialog box, you can control whether the Message area and Navigator
display in the Work Area. If you are working in a low screen resolution (640 x 480), you
may want to hide the Navigator and Message area so that the forms will fit on your screen.

You can choose to always display the Message area or only display it when there is
information to display.
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You can either show or hide the Navigator. A check mark next to 'Show
Navigator/Checklist' in the Options dialog box indicates it is selected to display.

The following examples show the Work Area with and without the Navigator and Message
area:

% The Solution Series 5.0

w
09-03-1383
]

]
RUSTIN

= wae =)
2314 W MILMAUKEE AYE hite-not Hispanic |
APT 8
e o)

wety |5
Haurly-TE Required =]

6789
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¥ The Solution Series 5.0

) S

07-15-1959)
09-03-1983
TEWEN

USTIN

2314 W MILYAUKEE AvE wihite-hot Hispanic

AP
CH

T8
1CAG0 IL] 80614

Weekly

Hourly-TE Required

45] 6789

Note:  You can also resize the Navigator and Message areas using standard Windows techniques.

See also:
W Setting layout options (on page 107)
For detailed directions on setting or changing layout options.

Display options

You will use menus and buttons and receive various messages as you work. You can
change how messages, menus, and buttons are presented:

Show or hide numbers on messages

Show program names

Select an organization by number or name

Show selection lists in the Message area on non-dated and dated forms
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You control these using the Options dialog box Display tab.

Message numbers

Messages are displayed in the Message area. You can choose to display reject, warning,
and information messages with or without a message number.

The following example shows a reject message with a message number:

€) Reject Messages
+ SC289R: ZIP code entered Not Numeric
1 Information Mes sages

until the problem is conected.

birth date.

The following example shows a reject message without a message number:

A Reject meszage means that Cyborg has found a serious
problem with your information, and is unable to proceed

An example of a Reject message would be entering an
employee start date that is earlier than the employes

€) Reject Messages
+ ZIP code entered Not Numeric
L2 Information Messages

until the: problem iz comected.

birth date.

A Reject message means that Cyborg has found a serious
problem with your information, and is unable to proceed

An example of a Reject message would be entering an
employee start date that is earlier than the employee
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Forms options

Program names
You can choose to display program names where ever you choose a program.

The examples below show a menu with and without program names:

Selection lists

Some forms, such as the Salary Assignment/Changes form (40-SCR), could have multiple
records. The most recent record is displayed in the form. Using the Employee form
selection lists options, you can elect to automatically list all the form records in the
Message area for dated and non-dated forms that have multiple records.

See also:
W Setting display options (on page 109)
For detailed directions on setting or changing display options.

The Solution Series uses forms to display and enter data. You can personalize these forms
in the following ways:

= Display the employee's surname first or last
= Control the automatic movement of the insertion point from one text box to the next
= Design how the form looks
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You use the Options dialog box Forms tab to personalize forms:

|
. I

Employee name

When performing an employee-related task, the employee's name displays in the form
header. You can display the employee's name in one of two ways by making the
appropriate selection in the Employee name format section of the Forms tab:

= Last name, first name
= First name, last name

Your selection does not affect how data is stored or entered and displayed in text boxes.

Auto tab between text boxes

The 'Auto tab between text boxes' check box determines what the insertion point will do
when you completely fill a text box. When "Auto tab between text boxes' is checked, the
insertion point will automatically move to the next text box when you enter the last
character.

When 'Auto tab between text boxes' is unchecked, the insertion point will remain at the end
of the text box in which you are entering data. To move to the next text box, you must press
Tab.

Form Design

The Solution Series is delivered with an internal font called Cyborg. As delivered, text and
data on all forms display in 8pt type size using the Cyborg font. You may want to change to
a larger font if you are working on a small monitor.

Using the Forms tab, you can change the font to any fixed-width font currently defined in
your Windows system. You can also specify the size of the fixed-width font.
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Updating options

When 'Cyborg font' is checked, forms display in Cyborg font and the Font option list is not
enabled. To select a different font, deselect the Cyborg font; the Font option list will
become enabled and you can select a fixed-width font and size.

You can also change the form background. Select 'Show form background' to display the
background with the Cyborg watermark. When unchecked, the Cyborg watermark is not
displayed.

See also:
W Setting form options (on page 110)
For detailed directions on setting or changing form options.

Some data within The Solution Series are stored in the form of tables. For example, the Job
Codes table stores the job titles and codes that are used on the Job Assignment/Changes
form (05-SCR).

Some tables may be very large and may not change often. A copy of these tables can be
stored locally. If your system is set up to use local tables, then you will have the option to
control when these tables are updated from the server. Controlling when the tables are
updated can give you the best performance for your circumstances.

You control when local tables are updated from the Options dialog box Updating tab:

If you want to update your local tables immediately, you can click Refresh now. Updating
the tables immediately does not effect the selection made on the Updating tab.
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Letters options

You can also select one of the following options to determine when local tables are updated
in the future:

Every time the selection list is called—Iocal tables are read from the server when used
Every time | log in—local tables are updated after each sign on

At the start of each day—Ilocal tables are updated after the first sign on of the day

At the start of each week—Ilocal tables are updated on the first sign on of a Monday
Ask me when the selection list is called—when a local table is used, prompt for
updating

= Never—do not update local tables

Check with your Systems Administrator to see how often you should update your local
tables.

See also:

B Setting updating options (on page 111)

For detailed directions on updating local tables, or specifying when they need to be
updated.

Letters can be manually or automatically generated when you work with a form. For
example, a letter might be automatically generated when an employee's salary is changed
on the Salary Assignment/Changes form (40-SCR).

On the Letters tab, you can control when and how letters are printed:

= Printed immediately, queued for later printing, or prompt before printing
= Use the default printer
= Close the word-processing application after printing

You can also specify where letter templates that have already been set up are located.

[options
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When you select 'Print immediately’, the letter is sent directly to the printer.

Selecting 'Queue letters for merging' sends generated letters to a queue, which you can later
access at any time from the Office Integration toolbar. From the queue, you can view, edit,
and print the letters at a time that is convenient for you. Multiple occurrences of the same
type of communication event letter are merged into one document.

Selecting 'Ask me when ready to print' allows you to decide what to do with the letter when
it is generated. When the letter is generated, you are given the option to view it, print it, or
add it to the queue.

When a communication event letter is created, the templates associated with the letter event
are stored in the location specified on the System Options form (SCOPTS). This location
applies to all users.

[Swstem Options

—Other Option:

User Code Life Span: (SR

Overall Max Limes: 60]

[" Production Wersion

RTPRNT Max Lines: 54| [¥ Reject On 7 HELP
‘when Mo Entry Made

—Control 1-
[T Alternate Language
Sigh-on Default: 353535]

Consolidate To: | ¥ GUI Client

—Main Document Path

The Path to templates group box on the Options dialog tells the system where to look for
letter templates that have already been created when you trigger a letter communication
event. When the 'Use default Template path' check box is checked, the system looks for the
templates in the location specified on the System Options form (SCOPTS).

You can override where the system first looks for existing templates by leaving the 'Use
default Template path' check box unchecked and entering a location (drive and path) in the
text box. This override location only applies to letter communication events triggered from
your computer. Overriding the default location may be useful if the templates are stored on
a network drive to which you temporarily do not have access. The letter templates must be
copied from the location specified on the System Options form (SCOPTS) to the location
you specify on your Options dialog. When a letter communication event is triggered, the
system first looks for the templates in the override location specified on the Options dialog.
If the templates are not found, the system then looks in the location specified on the System
Options form (SCOPTS). If the templates are still not found, an error message is displayed.

Refer to Navigating the System (on page 129) for more information on viewing, editing,
and printing queued letters.
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See also:

W Setting letters options (on page 112)

For detailed directions on setting or changing when and how communication event letters
are printed.
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Toolbars

The Solution Series is delivered with a default set of function toolbars that perform various
actions. Toolbars enable you to perform a variety of tasks with one click of the mouse.
Utilizing toolbars will make your job easier and will help you work more efficiently.

There are several types of toolbars:

= Function—contains delivered functional items such as back, forward, cancel, and
change the employee you are working with.

= Favorites—contain links to forms, Cyborg Scripting Language programs, and checklists
that you define.

= Launch—provides access to other applications. You can add any application installed
on your computer to your Launch toolbar.

Refer to Personalizing Navigation Options (on page 177), for information on defining
favorites.

There is one Favorites toolbar and one Launch toolbar. There are eight delivered function
toolbars:

= Standard—exit, print, save, cancel, select an employee, show selection, display paused
checklists, back, forward, create bookmark, clear all fields, and delete

= Standard with text—the Standard toolbar with button descriptions

= Office Integration—select a letter or email communication event, view and print

queued letters

Payroll—restore data, what-if, and update mode

Position Administration—job, organization unit, position, and incumbent

Selection—selection list navigation actions

Checklist—navigation and control actions for the Checklist

= Support Systems—access to the help menu, form help, and what's this? function

You can get the most out of toolbars by personalizing them to meet your own specific
needs. There are several ways in which you can personalize them. You can show and hide
toolbars, move toolbars, modify toolbars, and create your own toolbars.

Showing and hiding toolbars

Your job may never require the use of all of the delivered toolbars, or you may only use a
toolbar, such as the Payroll toolbar, once or twice a month.

You can show or hide a toolbar anytime. Your action takes effect immediately and remains
in effect until you change it again. The procedure is the same whether you are showing or
hiding a toolbar.

The quickest way to show or hide a toolbar is to use the toolbar shortcut menu. You can
display the toolbar shortcut menu by right-clicking over the Toolbar area or by using the
View menu. A check mark next to the toolbar indicates the toolbar is showing; a toolbar
without a check mark indicates the toolbar is hidden. To change a toolbar's current setting,
you select or deselect it.

94



Chapter 5—Personalizing the Work Area

Moving toolbars

The following example shows the toolbar shortcut menu with the Standard, Selection,
Favorites, Launch, and Support Systems toolbars showing. Although not shown here, you
can show and hide any custom toolbars that you have created from this shortcut menu.

=% The Solution Series 5.0

mployee Information

Employee Mbr> 1234

Enlicant Dates

Birth: 07-15-1353)
dloyment: 09-03-1953]
First: STEVEN inat ion. |

Midcile:
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AFT 8
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Cauntry: 3

E ek by i

Payment TYpe:  Hewrly-TE Required =

Title:

hir

SSH: 123] 45| 6789

Pasition:

SYSTEHSS

If you display more toolbars than can fit on one area, only part of one or more toolbars will
display. An arrow will display in the upper right corner of any toolbar that is not displaying
all of its buttons. To see the whole toolbar, move it to another line in the toolbar area or an
entirely different area.

The following example shows the Support Systems toolbar with only one of its buttons
displayed. The arrows (>>) indicate that there are more buttons on the toolbar.

See also:
B Showing/hiding a toolbar (on page 114)
For detailed directions on showing or hiding a toolbar.

Another way that you can personalize the Work Area is by organizing the toolbars to the
way that you work. You can move a toolbar almost anywhere on the Work Area. For
example, you can change the order in which the different toolbars appear or move a toolbar
off of the Toolbar area so that it is 'floating' in the Work Area. Each toolbar can be moved
independently.
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To move a toolbar off of the Toolbar area, you simply drag it by its move handle to another
location. The following example shows the Support Systems toolbar with a move handle on
the left:

e

To put back a 'floating' toolbar, drag the toolbar by its title bar back to the Toolbar area.
The following example shows the Support Systems toolbar with a title bar:

Suppork Syl_

ChE L

The following example shows the Standard toolbar ‘floating' in the Message area:

<? The Solution Series 5.0

Employee Information ALGTIN, STEVEN ]

Employee Hbr> 1234 Mame Code=
ignificant Dates——————
Title: i Birth: 07-15-1359]
Employment: 09_03-1983
Firsk: STEYEN | Termination:
Micidlle: |
Last: AUSTIN
Sutfix: i Gender:  pale i
Address: 2314 W MILWAUKEE AVE 1 Race! ihite-Not Hispanic i
APT B |
City/State: CHICAGO 1L} 60614 FL3A. i
Country: Usa, i
Frequency: weekly i
S8hi: 123] 45] 6783

Payment Type: Hourly-TE Required i

Position:

Standard

If you show more toolbars than can fit on one toolbar line, you can create a second line of
toolbars by dragging one or more toolbars slightly below the original line. Creating a
second toolbar line takes space away from other sections of the Work Area.

The following example shows the Favorites toolbar (Document Maintenance) on a line
below the other toolbars:
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¥ The Solution Series 5.0

09-03-1983
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See also:

B Changing the location of a toolbar (on page 115)
For detailed directions on moving a toolbar.

Modifying toolbars

As you work with The Solution Series day to day, you may find that you use certain toolbar
functions more often than others or some not at all. You can modify a toolbar in the
following ways:

= Delete buttons

= Move buttons

= Add buttons

= Customize display characteristics
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Note:

You use the Customize dialog box to modify function toolbars. From this dialog box, you
can delete buttons, move buttons, add buttons, and create your own toolbar. You can also
show and hide a toolbar. Any custom toolbars that you create will be listed in the Toolbars
area with the delivered toolbars.

Customize

Standard

[ standard with tesxt
[l Office inkegration

[ IPayrol

[~ Pasition Management
Laurch

Selection

[ Checklist

Favorites

Support Systems

You can show and hide the Launch and Favorites toolbar from the Customize dialog box,
but you cannot modify them using this dialog box.

See also:
B The Launch toolbar (on page 105)
For information on adding and deleting buttons from the Launch toolbar.

Refer to Personalizing Navigation Options (on page 177), for information on adding and
deleting buttons from the Favorites toolbar.

Deleting buttons

Using the Customize dialog box, you can delete buttons from a function toolbar that is
showing. To delete a button, you simply drag it off of the toolbar.

Moving buttons

You may want to change the display order of buttons on your function toolbars according
to how often you use them. You can move a button on its own toolbar or to another toolbar.
You drag the button to the new location and release the mouse button when the insertion
point (I-beam) displays where you want the button to be placed. The insertion point
displays on the toolbar only when you drag a button over it. The example that follows
shows the insertion point between the third and fourth icons:
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Note:

See also:
B Moving buttons on a toolbar (on page 118)
For detailed directions on moving a button on a toolbar.

Adding buttons

You can also add buttons to function toolbars. You can restore a toolbar button that you
previously deleted or add a button that was not there to begin with. The toolbar must be
showing in order to add a button.

To add a button, you use the Customize dialog box Commands tab. From the Commands
tab, you select a category and then a button.

The following is an example of the Commands tab with the Actions category selected:

Customize

File
Edit
Bookmarks

Position Management
Office Integration

The Description is not used at this time.

Each category contains one or more buttons that you can add to a toolbar. The following is
a summary of what each category contains:

File—print and exit commands

Edit—commands used while editing such as cut, copy, and paste
Bookmarks—add bookmark and customize bookmark buttons
Actions—functions such as save, cancel, clear, change employee, and query
Go—navigational commands such as back, forward, up, down, and refresh
Help—support buttons such as form help and what's this

Payroll—what-if and update mode, restore data

Position Management—choose a job, organization, position, or an incumbent
Office Integration—select a letter or email, show queued letters list

Refer to Personalizing Navigation Options (on page 177), for information on creating
bookmarks.
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After you select a category, adding a button to a toolbar is as simple as dragging the button
from the Commands tab to the toolbar. You can add one or more buttons from any of the
categories to the toolbar, one at a time. You can add a new button before or after one that is
already on the toolbar.

See also:
W Adding buttons to a toolbar (on page 116)
For detailed directions on adding a button to a toolbar.

Customize display characteristics

You can change the display characteristics of toolbar buttons using the Options tab on the
Customize dialog and the toolbar button menu. The selections you make on the Options tab
apply to all toolbar buttons. The selections you make from the toolbar button menu apply
only to the selected button.

You can do the following from the Options tab on the Customize dialog box:

Display all toolbars with Large icons

Show ToolTips (when the pointer is held over a button)

Show shortcut keys in ToolTips if one exists

Show Menu animations on pull-down menus—unfold, slide, or random

Customize
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The following example shows the toolbars with large icons:

¥ The Solution Series 5.0
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ignificant Dates—————
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Position:

SYSTEMWS®

i Save [Chi+5

You can customize a specific button's display using the toolbar button menu. You display
the button menu by first displaying the Customize dialog box and then right-clicking the
button.

You can make the following changes to using the toolbar button menu:

= Reset the button to its original settings

= Delete the button from the toolbar

= Display the button's default style

= Display only the button's text (instead of its image)

= Display only the button's text in menus

= Display the button's text and image together

= Begin a group (a vertical separation line) with the selected button
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Custom toolbars

The following example shows the menu for the Save button:

=% The Solution Series 5.0

Employee Information ALSTIM. STEVERN \

Emplowee Mbr= 1234 Mame Code> 001]
ignificant Dates
Birt

Title: wr i th: 07-15-1959)
Employment: 02-03-1983
First: 5 TEWEN Termination:

Customize

Information 2 Standard
] Standard with text
[ Office integration

CIPayrall
lourly-TE Reguired

[ Position Management

Support Systems

SYSTEHS®

The following examples show different displays of the Save button based on various
selections from the toolbar button menu—default, text only, text and image, and text and

image with the name changed.

2 B B S

The following example shows the Cancel button as the beginning of a group:

Each delivered toolbar contains a group of related buttons. For example, the Support
Systems toolbar contains support and help related buttons. Instead of using some or all of
the delivered toolbars, you may want to create your own custom toolbars.

After you have created a custom toolbar, you can modify it. You can also rename and
delete a custom toolbar.

Creating custom toolbars
You can create as many custom toolbars as you like using the Customize dialog box.
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When you create a custom toolbar, you will be prompted to enter a name in the New
Toolbar dialog box. The system will display a default name.

An example of the 'New Toolbar' dialog box follows:

After you have named the custom toolbar, it will display in the Toolbars area of the
Customize dialog box and in the Work Area.

In the dialog box below, the custom toolbar ‘My Toolbar' was added:

Customize X

2 My Toolbar

After you have named the custom toolbar, you can begin adding buttons to it.

See also:

B Creating a custom toolbar (on page 119)
For detailed directions on creating a custom toolbar.
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Modifying custom toolbars

After you have created a custom toolbar, you can modify it to meet your changing needs.
As with the delivered toolbars, you can delete, move, and add buttons after displaying the
Customize dialog box.

Renaming custom toolbars
As you add and delete buttons from your custom toolbar, the name that you originally
assigned it may no longer apply. You can rename a custom toolbar.

To rename a custom toolbar, you must select it in the Customize dialog box. When you
select a custom toolbar the Rename and Delete buttons become active.

You use the Rename Toolbar dialog box to change the name.

Rename Toolbar

See also:
B Renaming a custom toolbar (on page 122)
For detailed directions on renaming a custom toolbar.

Deleting custom toolbars
When you no longer need a custom toolbar, you can delete it.

To delete a custom toolbar, you use the Customize dialog box. You will be prompted to
confirm the deletion.

Delete Toolbar

See also:
W Deleting a custom toolbar (on page 122)
For detailed directions on deleting a custom toolbar.
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The Launch toolbar

The Launch toolbar gives you access to other applications installed on your computer.
From the Launch toolbar, you can start other applications such as Microsoft Word, Lotus
Notes, and Cognos Impromptu.

You can add, edit, and remove Launch toolbar applications using the Customize Launch
Bar dialog box. You access this dialog box from the Navigator.

The following is an example of the Customize Launch Bar dialog box with Word and
Impromptu:

Customize Launch Bar

When you add or edit applications, you will use a dialog box similar to the Add Launch Bar
Item dialog box shown below. To add an application, you must identify the application
program by its executable filename. You can also enter a ToolTip title, working directory,
and any application parameters. You can browse your computer when entering the program
and working directory.

Add Launch Bar Item

[
I

I
I
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Log on options

Each time you log on, the Solution Series applies system defaults specific to your user
code. These defaults include the default sign on organization and whether labels and text on
forms display in the primary or in a secondary language.

You can change these defaults using the Operator Options form (MYOPTS). After you
make a change, the defaults become effective the next time you sign on.

The following is an example of the Operator Options form (MYOPTS). The default sign on
organization is 999999. A second language is not being used.

| Operator Options |

Second Language: M|

Changing the default log on organization

You may consider changing the default log on organization if you work within different
organizations at certain times of the week or month. For example, if you work with retired
employees in a different organization from current employees the last week of the month,
you could change the default organization so that each time you log on you are working
with the organization with retired employees.

Using a second language

A second language gives your organization the flexibility to set up and display text box
labels and text on forms in a primary or secondary language.

Use the Second Language text box on the Operator Options form (MYOPTS) to select
either the primary or secondary language. Enter 'N' to use the primary language or 'Y" to use
the secondary language.

See also:
W Setting personal log on options (on page 126)
For detailed directions on specifying personal log on options.
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks

Setting 1ayout OPLIONS........coveiiicicece e 107
Setting display OPLIONS ......cc.oviiiiiiiieee e 109
Setting form OPLIONS .......c.veieiiirire e 110
Setting updating OPLIONS .......c.oiiiiiii e 111
Setting 1etters OPLIONS ........ooviieeei e 112
Showing/hiding @ toOIDAN ..........ccoiriiiiicic e 114
Changing the location of @ toolbar ..........cccevveiiiieic e 115
Adding buttons t0 @ tOOIDAT ..........cccereieiiiceere e 116
Deleting buttons from a tooIbar...........cccoveveiiiiiiesec e 118
Moving buttons 0N @ tooIbar............ccceieieiciie e 118
Creating a custom toolbar

Renaming a custom to0IDAr ... 122
Deleting a custom t00IDA...........c.ociiiiiiiiiee e 122
Adding buttons to the Launch toolbar ..............ccocoveiiiiiiiiiiieeeceee 123
Editing buttons on the Launch toolbar...............ccccoieriiiiiniieneeece e 124
Removing buttons from the Launch toolbar............ccccoeveiiiiienciciee, 125
Setting personal 10g 0N OPLIONS ......cccviiviiiieicicece e 126

Setting layout options
To set or change layout options, complete the following steps:

1. Access the Options dialog box
Access this dialog box by making the following selections from the Navigator:

Component: @ User Tools
Process: User Tools

Task: @ Change Options
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An Options dialog box similar to the following example displays:

Select Show field descriptions

Select 'Show field descriptions' to show option list names and values and text box
descriptions on the status bar when the insertion point is in a text box. When unchecked,
this status bar area will be blank.

Select Show session number
Select 'Show session number' to show your current session number on the status bar. When
unchecked, this status bar area will be blank.

Select Show technical details
Select 'Show technical details' to show technical information on the status bar including the
program name of the current form. When unchecked, this status bar area will be blank.

Select Message box
Select 'Keep on screen' to display the Message area or 'Hide when not in use' to hide it
when there is nothing to display in this area.

Select Navigator/Checklist

Select 'Show Navigator/Checklist' to display the Navigator in the Work Area. When
unchecked, the Navigator will not display and the Form area and Message area (if selected)
will use its space.

Click OK
The Options dialog box closes and any changes will take effect immediately.

See also:
® Layout options (on page 83)
For more information on setting layout options.
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Setting display options
To set or change display options, complete the following steps:
1. Access the Options dialog box
Access this dialog box by making the following selections from the Navigator:

Component: '@' User Tools
Process: User Tools

Task: @ Change Options

2. Click Display
Click the Display tab.

An Options dialog box similar to the following example will display:

3. Select Rejects, warnings and information
Select 'Only show message' to not show message numbers with reject, warning, and
information messages, or select 'Show message and number' to display message numbers.

4. Select Show program names

Select 'Show program names' to display the six-character program name along with the task
name on menus. When unchecked, only the task name is displayed.

5. Select Select Organization by number
Select 'Select Organization by number' to present the organization as a six-character
alphanumeric entry text box on all dialogs except the command dialog. When unchecked, a
list box is presented with only the organization name.
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Note:

Select Auto show on non-dated forms
Select 'Auto show on non-dated forms' to show selection lists in the Message area when
there are multiple occurrences for a form that is not keyed on a date.

Select Auto show on dated forms

Select 'Auto show on dated forms' to show selection lists in the Message area when there
are multiple occurrences for a form that is keyed on a date.

Click OK

The Options dialog box closes and any changes will take effect immediately.

You can also resize the Navigator and Message areas using standard Windows techniques.

See also:
m Display options (on page 86)
For more information on setting display options.

Setting form options

To set or change form options, complete the following steps:
Access the Options dialog box
Access this dialog box by making the following selections from the Navigator:

Component: @ User Tools
Process: User Tools

Task: @ Change Options

Click Forms
Click the Forms tab.

An Options dialog box similar to the following example will display:
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3. Select Employee name format

Select 'Lastname, Firstname' to display the employee's surname first, or select 'Firstname
Lastname' to display the employee's surname last.

4. Select Auto tab between text boxes
Select 'Auto tab between text boxes' to have the system automatically tab to the next text
box when the last character of a text box is entered. When unchecked, you must press Tab
to move to the next text box.

Form Design
5. Select Show form background

Select 'Show form background' to display the background with the Cyborg watermark.
When unchecked, the Cyborg watermark is not displayed.

6. Select Cyborg font
Select 'Cyborg font' to display text box labels and data in the Cyborg font embedded in the
product. When unchecked, the Font option list will become enabled, and you can select any
fixed-width font currently defined in Windows.

7. Select Size
When 'Cyborg font' is unchecked and you have selected a font from the Font option list,
you can select the size of the selected font.

Note: Depending on your screen resolution and font selection, selecting a large font size may
expand the Form area beyond the viewable area of your screen.

8. Select Fant
When 'Cyborg font' is unchecked, you can select any fixed-width font currently defined in
Windows.

9. Click OK

The Options dialog box closes and any changes will take effect immediately.

See also:
B Forms options (on page 88)
For more information on setting forms options.

Setting updating options
To update local tables or specify when they are to be updated, complete the following steps:

1. Access the Options dialog box
Access this dialog box by making the following selections from the Navigator:

Component: '@' User Tools
Process: User Tools

Task: @ Change Options

2. Click Updating
Click the Updating tab.
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An Options dialog box similar to the following example will display:

Options X ]

Select Update local tables
When local tables are used, you can select when they are updated. Click 'Refresh now' to
update local tables immediately.

Select one of the options to set when local tables are updated:

Every time the selection list is called—Ilocal tables are read from the server when used
Every time | log in—local tables are updated after each sign on

At the start of each day—Ilocal tables are updated after the first sign on of the day

At the start of each week—Ilocal tables are updated on the first sign on, on a Monday
Ask me when the selection list is called—when a local table is used, prompt for
updating

= Never—do not update local tables

Click OK
The Options dialog box closes.

See also:
B Updating options (on page 90)
For more information on setting updating options.
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Setting letters options
To set or change when and how communication event letters are printed, complete the
following steps:

1. Access the Options dialog box
Access this dialog box by making the following selections from the Navigator:

Component: '@' User Tools
Process: User Tools
Task: @ Change Options

2. Click Letters
Click the Letters tab.

An Options dialog box similar to the one shown below will display:

Dptions

3. Select a Letter printing option
Communication event letters can be generated manually or automatically based on a task
that you perform. You can specify when these letters print.

Select one of the options:

= Print immediately—Iletters print as soon as they are generated.

= Queue letters for merging—Ietters will be placed in a queue for printing. You can
access the queue from the Office Integration toolbar.

= Ask me when ready to print—you will be prompted when a letter has been generated
and is ready for printing.

4. Select Use default printer
Select the Use default printer check box to print letters on the default printer.
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Select Close after printing

Select the Close after printing check box to close the word-processing application after the
letter has been printed.

Specify the Path to templates

Templates are used for the communication event letters. You can use the default location,
which is entered on the System Options form (SCOPTS), or specify another location for
where created templates are located. The path entered here only overrides the default
location for communication event letters that have already been created.

Select the Use default Template path check box to use the default location.

Clear the Use default Template path check box to specify a location other than the default.
After you have cleared the check box, you can enter a location in the text box or select one
using the Browse button.

Click OK
The Options dialog box closes.

See also:
W Letters options (on page 91)
For more information on setting letters options.

Showing/hiding a toolbar

Note:

Note:

You use the same procedure to hide a toolbar as you do to show a toolbar. To show or hide
a toolbar, complete the following steps:

Point to a toolbar and right-click
Move the pointer over any toolbar and right-click to display the shortcut menu.

You can also use the View menu to display the toolbar shortcut menu.
A shortcut menu of toolbars displays.

If you move the pointer over an active icon and keep it there before right-clicking, the title
of that icon will appear.
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If you completed the previous step, a shortcut menu of toolbars similar to the following
example will display. The toolbars that are checked on your shortcut menu may be different
than those shown here:

2. Select a toolbar
Select the toolbar that you want to hide or show.

If you completed the previous step, the Support Systems toolbar will close if it was
showing before you started the Detailed Directions, otherwise the toolbar will be displayed
if it was not already showing.

See also:
B Showing and hiding toolbars (on page 94)
For a further explanation of showing and hiding toolbars.

Changing the location of a toolbar
To change the location of a toolbar, complete the following:

Point to the toolbar move handle or title bar and drag the toolbar to a
new location

If the toolbar is docked (in a toolbar area), position the pointer over the toolbar's move
handle and drag it to the new location. If the toolbar is not docked (‘floating’), position the
pointer over the toolbar's title bar and drag it to the new location.
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If you completed the previous step, the Support Systems toolbar should be positioned in the
lower right corner:

5% The Solution Series 5.0
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See also:

B Moving toolbars (on page 95)
For an explanation of moving toolbars.

Adding buttons to a toolbar
To add a button to a toolbar, complete the following steps:
Note: Before you can add buttons to a toolbar, the toolbar must be showing on the Work Area.

1. Point to a toolbar and right-click
Move the pointer over any toolbar and right-click to display the shortcut menu.

Note: You can also use the View menu to display the toolbar shortcut menu.
A shortcut menu of toolbars displays.

2. Select 'Customize...'
The Customize dialog box displays.
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3. Click Commands
The Commands tab is displayed.

Customize

Position Management
Office Integration

4. Select Categories
Select the category from which you want to add a button to the toolbar.

After you have selected a category, the category name is highlighted and the list of buttons
for the selected category displays in the Commands area of the Customize dialog box. The
following is a summary of what each category contains:

File—print and exit commands

Edit—commands used while editing such as cut, copy, and paste

Bookmarks—add bookmark and customize bookmark buttons

Actions—functions such as save, cancel, clear, change employee, and query
Go—navigational commands such as back, forward, up, down, and refresh
Help—support buttons such as form help and what's this

Payroll—what-if and update mode, restore data

Position Management—choose a job, organization, position, or an incumbent

Office Integration—select a letter or email, show queued letters list, Import Manager

5. Drag a button to the toolbar
When you drag a button to the toolbar, an I-beam (insertion point) indicates where the
button you are dragging will be placed in relation to existing buttons.

To place the button you are dragging last on the toolbar, drag the button near the lower
right corner so that the insertion point is displaying to the right of the last button already on
the toolbar.

To place the button you are dragging before another button, drag the button over the left
side of the existing button so that the insertion point is displaying to the left of the existing
button. The button is placed on the toolbar after the mouse button is released.

Repeat Steps 4 and 5 until you are finished adding buttons to the toolbar.
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Click Close
The Customize dialog box closes.

See also:
B Modifying toolbars (on page 97)
For an explanation of adding buttons to an existing toolbar.

Deleting buttons from a toolbar

Note:

Note:

To delete a button from a toolbar, complete the following steps:

Before you can delete buttons from a toolbar, the toolbar must be showing on the program
window.

Point to a toolbar and right-click
Move the pointer over any toolbar and right-click to display the shortcut menu.

You can also use the View menu to display the toolbar shortcut menu.
A shortcut menu of toolbars displays.

Select 'Customize...'
The Customize dialog box displays.

Drag the button off of the toolbar
Drag the button completely off the toolbar and release the mouse button. The button is
deleted from the toolbar.

Repeat this step for any other buttons that you want deleted from the toolbar.

Click Close
The Customize dialog box closes.

See also:
B Modifying toolbars (on page 97)
For an explanation of deleting buttons from a toolbar.

Moving buttons on a toolbar

Note:
1.

Note:

To move a button on a toolbar, complete the following steps:
Before you can move a button, the toolbar must be showing on the program window.

Point to a toolbar and right-click
Move the pointer over any toolbar and right-click to display the shortcut menu.

You can also use the View menu to display the toolbar shortcut menu.
A shortcut menu of toolbars displays.

Select 'Customize...'
The Customize dialog box displays.

Drag the button to its new location on the toolbar
An I-beam (insertion point) indicates where the button you are dragging will be placed in
relation to existing buttons.
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Note:

Creating a custom

Note:

To place the button you are dragging before another button, drag the button over the left
side of the existing button so that the insertion point is displaying to the left of the existing
button.

To place the button you are dragging last on the toolbar, drag the button near the lower
right corner so that the insertion point is displaying to the right of the last button already on
the toolbar. The button is placed on the toolbar after the mouse button is released.

Make sure the button you are moving is over the toolbar—and the insertion point is
displaying—before releasing the mouse button.

Repeat this step for any other buttons that you want to move.

Click Close
The Customize dialog box closes.

See also:
B Modifying toolbars (on page 97)
For an explanation of moving buttons on a toolbar.

toolbar
To create a custom toolbar, complete the following steps:

Point to a toolbar and right-click
Move the pointer over any toolbar and right-click to display the shortcut menu.

You can also use the_ View menu to display the toolbar shortcut menu.
A shortcut menu of toolbars similar to the following example displays:
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2.

Select 'Customize...'

The Customize dialog box displays. Your display may look a different than the following
example:

Customize

Click New

The New Toolbar dialog box displays. A default name is displayed in the Toolbar Name
text box.

New Toolbar

Enter the new toolbar name
Enter a name for the custom toolbar.

Click OK
The toolbar name is added to the Customize dialog box and the toolbar displays in the
program window.
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6. Click Commands
The Commands tab is displayed.

Customize

Position Management
Office Integration

7. Select Categories

Select a category from which you will select one or more buttons to add to the newly
created custom toolbar.

After you have selected a category, the category name is highlighted and the list of buttons
for the selected category displays in the Commands area of the Customize dialog box.

8. Drag a button to the custom toolbar
Drag the desired button from the Commands area of the Customize dialog box to the newly
created custom toolbar. If you are adding the first button to the newly created custom
toolbar, an I-beam (insertion point) will display on the left side of the custom toolbar when
you are positioned over the custom toolbar. The button is added to the custom toolbar after
you release the mouse button.

When you are adding subsequent buttons to the custom toolbar, the insertion point indicates
where the button you are dragging will be placed in relation to the other button(s). To place
the button you are dragging last on the custom toolbar, drag the button near the lower right
corner so that the insertion point is displaying to the right of the last button already on the
toolbar. To place the button you are dragging before another button, drag the button over
the left side of the existing button so that the insertion point is displaying to the left of the
existing button.

Repeat Steps 7 and 8 until you are finished adding buttons to the custom toolbar.

9. Click Close
The Customize dialog box closes.

See also:
B Custom toolbars (on page 102)
For an explanation of custom toolbars.
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Renaming a custom toolbar

Note:

To rename a custom toolbar, complete the following steps:

Point to a toolbar and right-click
Move the pointer over any toolbar and right-click to display the shortcut menu.

You can also use the View menu to display the toolbar shortcut menu.
A shortcut menu of toolbars displays.

Select 'Customize...'
The Customize dialog box displays.

Select the custom toolbar

Select the custom toolbar to be renamed. The toolbar name is highlighted and the Rename
and Delete buttons become active.

Click Rename
The Rename Toolbar dialog box displays.

Enter a name
Enter the new name for the custom toolbar.

R ename Toolbar E

Test01]

[ o< | cucd |

Click OK
The custom toolbar is renamed.

Repeat Steps 3 through 6 to rename other toolbars.

Click Close
The Customize dialog box closes.

See also:
B Custom toolbars (on page 102)
For an explanation of custom toolbars.
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Deleting a custom toolbar
To delete a custom toolbar, complete the following steps:

1. Point to a toolbar and right-click

Move the pointer over any toolbar and right-click to display the shortcut menu.
Note: You can also use the View menu to display the toolbar shortcut menu.

A shortcut menu of toolbars displays.

2. Select 'Customize...'
The Customize dialog box displays.

3. Select a custom toolbar

Select the custom toolbar to be deleted. The custom toolbar name is highlighted and the
Rename and Delete buttons become active.

4, Click Delete

Click the Delete button and the system displays a warning message, prompting you to
confirm the deletion.

5. Click OK
The custom toolbar is deleted.
6. Click Close

The Customize dialog box closes.

See also:
B Custom toolbars (on page 102)
For an explanation of custom toolbars.

Adding buttons to the Launch toolbar

To add an application to the Launch toolbar after installation, complete the following steps:

1. Access Customize Launch Bar dialog box
Access this dialog box by making the following selections from the Navigator:

Component: '@' User Tools
Process: User Tools

Task: & Customize Launch Bar

2. Click Add
The Add Launch Bar Item dialog box displays.

3. Enter the Title

Enter the title for the button to be added to the Launch toolbar. The title will display as a
ToolTip.

4. Enter the Program

Enter the executable path and program name for the button to be added to the Launch
toolbar.
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Note:

Note:

You can use the standard Windows browsing technique to enter the program by clicking the
Browse button directly to the right of the Program text box.

Enter the Working Dir
Enter the working directory path for the application.

You can use the standard Windows browsing technique to enter the working directory by
clicking the Browse button directly to the right of the Working Dir text box.

Enter Parameters
Enter any application parameters.

Click OK

The Add Launch Bar Item dialog box closes and the button is added to the Customize
Launch Bar dialog box Applications section.

Repeat Steps 2 through 7 to add additional buttons.

Click Done
The Customize Launch Bar dialog box closes. If the toolbar is showing, the button is added
to the Launch toolbar.

See also:
W The Launch toolbar (on page 105)
For an explanation of modifying the Launch toolbar.

Editing buttons on the Launch toolbar

To edit an application on the Launch toolbar after installation, complete the following
steps:

Access Customize Launch Bar dialog box
Access this dialog box by making the following selections from the Navigator:

Component: @ User Tools
Process: User Tools

Task: '@' Customize Launch Bar

Select an application
Select the application to be edited.

The Edit and Remove buttons become active and the icon for the selected application is
displayed below the Help button.

Click Edit
The Edit Launch Bar Item dialog box displays with information about the application.

Enter the Title
Enter the title for the selected button.

Enter the Program
Enter the executable path and program name for the selected button.
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Note:

Note:

You can use the standard Windows browsing technique to change the program by clicking
the Browse button directly to the right of the Program text box.

Enter the Working Dir
Enter the working directory path for the application.

You can use the standard Windows browsing technique to change the working directory by
clicking the Browse button directly to the right of the Working Dir text box.

Enter Parameters
Enter any application parameters.

Click OK
The Edit Launch Bar Item dialog box closes.
Repeat Steps 3 through 8 to edit additional buttons.

Click Done
The Customize Launch Bar dialog box closes.

See also:
B The Launch toolbar (on page 105)
For an explanation of modifying the Launch toolbar.

Removing buttons from the Launch toolbar

Note:

To remove an application from the Launch toolbar after installation, complete the following
steps:

Access Customize Launch Bar dialog box

Access this dialog box by making the following selections from the Navigator:

Component: '@' User Tools
Process: User Tools

Task: @' Customize Launch Bar

Select an application
Select the application to be edited.

The Edit and Remove buttons become active and the icon for the selected application is
displayed below the Help button.

Click Remove

Click the_ Remove button and the system displays a warning message, prompting you to
confirm removal.

Click Yes

Click Yes to confirm removal of the selected application from the Launch toolbar.

The Warning dialog box closes and the application is removed from the list of Applications
in the Customize Launch Bar dialog box.

The application icon is not visually removed from the Launch toolbar until the Customize
Launch Bar dialog box is closed.
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Repeat Steps 2 through 4 to remove additional applications.

Click Done
The Customize Launch Bar dialog box closes.

See also:
W The Launch toolbar (on page 105)
For an explanation of modifying the Launch toolbar.

Setting personal log on options

Note:

To specify personal log on options, complete the following steps:

Access the Operator Options form
Access this form by making the following selections from the Navigator:

Component: @ Administrator Tools
Process: Administrator Tools
Task: = Specify Defaults

The existing log on defaults are displayed.

Enter an Organization
Enter the six-character Organization (Control 1-2) you want as the default the next time you
log on.

Enter Second Language
Enter 'N' to use the primary language, "Y" to use the secondary language.

Save the form

Press Enter or click the Save button to save the form. The operator log on options are
saved.

Changes will become effective the next time you log on.

See also:
® L og on options (on page 106)
For an explanation of the Operator Options form (MYOPTS) and default log on options.
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Review of Questions Answered

1. What areas of the Status bar can you control?

2. What two areas of the Work Area can you show or hide?

3. How can you personalize the way forms look?

4. Where can you move toolbars?

5. What is the Launch toolbar?
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Introduction

Tasks

Prerequisites

&

The Work Area is where you begin to interact with The Solution Series. Your personal
preferences determine how you navigate around the Work Area and the rest of the system.
This section introduces you to the different navigation methods and tools designed to help
you gain the most from The Solution Series.

This section explains the following tasks:

Using the Navigator

Switching between forms

Accessing a bookmark

Accessing a checklist

Pausing a checklist

Resuming a paused checklist

Changing to a different employee or organization
Displaying a list of organizations
Triggering a letter communication event
Triggering an email communication event
Viewing and editing queued letters
Printing a queued letter

Before you can complete the tasks in this section, you must log on to The Solution Series.

Refer to Getting Started (on page 29) for more information on how to log on to The
Solution Series.

Refer to Exploring the Work Area (on page 49) for more information on using the work
area.

Questions answered

The following questions are answered in this section:

How is the Navigator organized?

What is the relationship between the Navigator and menus?

What effect does your user profile have on information you can access?
What method is provided to allow for switching between forms?

What are checklists?

What method is provided to allow the selection of a different employee?

ok wnpE
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The Navigator

Note:

The Navigator provides the best method for navigating the system. The Navigator is
positioned on the left side of the Work Area. The Navigator is made up of these three
levels:

= Components
= Processes—each process is associated with a component
= Tasks—each task is associated with a process

Employee Information
Employee Information 2
Per nfarmation
Telephone/F
Employes Contact Infarmation
Job Change/Pramotion
Lacation Change

nent/Change

Wiew Emplopes Currenl

of Location

Salary Change

By selecting the different items on these levels, you navigate to the item (form, dialog box,
checklist, and so forth) that you need.

The Navigator may only be controlled with the mouse.

Refer to Personalizing the Work Area (on page 81) for more information on how to hide
and show the Navigator.
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Components

Note:

Note:

To navigate the system using the Navigator, you must first select the correct component.
Each component in the system is represented by an icon.

Your user profile will determine the components to which you have access. The component
bar can display a limited number of component icons. If you have access to more
components than can be displayed, you will need to use the arrows on the Component bar
to navigate to them. Click the arrow at either end of the Component bar to navigate to the
different components.

EOWOO N

When the component you are looking for is displayed, you must click its icon to display the
processes associated with that component.

Refer to Working with Data (on page 219) for more information on how to select
components using the Navigator.

Your user profile determines which components you can access—you may not have access
to all of the components shown here.

The Solution Series Development Tools, Security Tools, Administrator Tools, and User
Tools are also represented by a component icon.

See also:
B Relationship between components and menus (on page 132)
For more information on components, including a list of components.

Relationship between components and menus

Each component on the Navigator has an equivalent menu option. These menu options
represent the different administration solutions:

HR

Benefits

Payroll

Time and Attendance (TA)
Tools

For example, the component 'Employee Resourcing' is part of the HR application. To
access the different processes in this component using the menu, you would select:

HR P> Employee Resourcing
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Note:

Applications.

Componerts

To identify the different applications on the Component bar, each application's icons are
displayed using a different color.

The HR application

The HR application consists of the following components that can be accessed from the

Navigator or the menus:

Component on the
Navigator

Equivalent description on the
menus

>

Employee Resourcing

Employee Development

Employee Relations

Employee Compensation

Salary Administration

HR Setup

Position Administration

Requisition Tracking

LODO0009

Training Administration
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The Benefits application
The Benefits application consists of the following components that can be accessed from
the Navigator or the menus:

Component on Equivalent description on the

the Navigator menus

6 Health Welfare Plan
Enrollment/Maint

@ Deferred Plan
Enrollment/Maintenance

.@. Flex Plan Enrollment/Processing

@ Benefit Plan Setup and
Maintenance

The Payroll application
The Payroll application consists of the following components that can be accessed from the
Navigator or the menus:

Component on Equivalent description on
the Navigator the menus

@. Employee Payroll

.@. Payroll Setup Processing
@ Payroll Year end

The Time and Attendance application
The Time and Attendance application consists of the following component that can be
accessed from the Navigator or the menus:

Component on Equivalent description on the
the Navigator menus
.@. Time and Attendance

The Tools application
The different tools that are available with The Solution Series can be accessed from the
Navigator or the menus:

Component on the Equivalent description on
Navigator the menus

0 Reporting
@ User Tools

@ Administrator Tools
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Component on the Equivalent description on
Navigator the menus

@ Security

@ Development Tools

Your user profile and Navigator components

Process bars

Note:
Note:

A user profile is created and maintained for you by a Security Officer. Each user of The
Solution Series will have a user profile. Your user profile determines what you can and
cannot do, and which parts of the system you can access.

For example, your user profile determines which components you can access. Confidential
information such as an employee's bank account details are usually only accessible to users
in your organization's payroll department. Users of The Solution Series who do not work in
the payroll department would not be given access to the Employee Payroll component.

After you select a component, you must then select a Process bar. A Process bar is used to
categorize the different tasks within a component. When you first sign on to The Solution
Series the Process bars are displayed at the top of the Navigator. When you click a
collapsed Process bar, it expands to reveal its tasks.

As you move from component to component, the system remembers the Process bars you
have selected, and displays the same Process bars when you navigate back to those
Components. This means that you do not have to repeat the navigation process each time
you return to a component you have previously accessed.

The structure of a Component will be refreshed the next time you log on.
Some components have only one Process bar.
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Tasks

Companent icons

e, Fihie, Fereiee o Expoyes 4
> Collapsed processes
Fiorage Torriairs Lomes ad At

lazic Employee Information

nfarmation 2

M M M M D M M D @ [ @m

Refer to Working with Data (on page 219) for more information on how to select and use
Process bars.

Each task is represented by an icon and a description of the task. The icon associated with
each task indicates the type of task. The task icons include the following:

Icon Description
@ Checklist
i Dialog Box
& Form

b Report

] Wizard

When you select a task, the associated item is displayed in the Form area.

If all of the tasks associated with a process cannot be displayed at once, a scroll button is
displayed at the bottom of the list. Click the scroll button to see the hidden tasks. When you
click the scroll button at the bottom of the list, a scroll button will appear at the top of the
visible list. Use these scroll buttons to view the different tasks in a Process bar.
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al Infarmation

Telephare. pplicant Info

Emplayee Contact | nfarmation

Job Change/Fromation

Scroll buttons used

to mowve through
the list of tasks

Dependent Information

Emerge

Refer to Working with Data (on page 219) for more information on how to select a task.

See also:
B Using the Navigator (on page 156)
For detailed directions on using the Navigator.
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Back and Forward buttons

The Solution Series records a list of the forms that you have accessed in a session. The
Back and Forward buttons are a quick way to switch between these forms.

After you have accessed two or more forms, the Back button is enabled.

The Back button provides a quick way to switch to an earlier form in the list for a specific
employee. Once you click the Back button, the Forward button is enabled.

(3]

You can use the Forward button to move forward through the list. When you reach the end
of the list, the appropriate button will be disabled.

You can also use the Back and Forward drop-down buttons to recall forms that you have
used.

Clicking one of the drop-down buttons will display a list of up to nine forms. The form and
employee name is displayed on the list. You can directly select the form you want to recall
rather than paging through the forms one-by-one.

Following is an example of the list displayed from the Back drop-down button:

See also:

B Switching between forms one-by-one (on page 159)

B Switching between forms by selection (on page 161)

For detailed directions on using the Back and Forward buttons.
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Form shortcut menus

When you right-click a blank area of a form, you access a shortcut menu that has the
following options displayed:

Save This Form

Cancel This Form

Select An Employee

Show Selection (if available)

If there are any additional options available for the particular form, they are displayed at the
end of the shortcut menu. Typically, these additional options are the names of related forms
to which you may want to navigate. In the following example, you could navigate to the
following forms:

= Emergency Contact/Physician (16-SCR)
= Beneficiary/Bond Owner Information (58-SCR)

[Shouse/Dependent Information  ADSTILSTEVEN |

AUSTIN, JULIANNE

Daughter l_
Full Time Student =]

12-27-1965
2453
972 -0769)
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Bookmarks

You use forms and checklists to perform various tasks when using the administrative
solutions. Each task, such as updating an employee's address, uses a specific form. You can
easily access all of the various forms using the Navigator or related menus. Bookmarks
give you quick access to the forms and checklists that you use most often.

Bookmarks show up as menu items on the Bookmarks menu.

When you first begin using The Solution Series, the Bookmarks menu contains the
functions for adding and customizing bookmarks. If the Document Launcher is installed at
your site, the Set Launch Employee utility may be added to the menu as shown below:

When you create a bookmark, it is immediately added to the Bookmarks menu. In the
example below, the Salary Assignment/Changes form (40-SCR) has been added to the
Bookmarks menu:

You can access a form or checklist using a bookmark by selecting it directly from the
Bookmarks menu or pressing a function key if you have assigned one.

Refer to Personalizing Navigation Options (on page 177) for more information on adding
and customizing Bookmarks, and assigning function keys to bookmarks.

See also:

W Accessing a bookmark (on page 163)
For detailed directions on accessing bookmarks.
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Understanding checklists

A checklist provides a way to link different items (forms, dialog boxes, checklists, and
report groups) to create a workflow. Each of these items can then be completed
consecutively, using the checklist to navigate them. For example, The Solution Series is
delivered with a checklist called 'New Hire'. This checklist contains all the items that need
to be completed in order to add a new employee to the system, and optional information
you might want to add.

Checklist

Hew Hire

:
»|| 2. Performance éppraisal Date

3. Salary Review Date

4. Eamings and Deductions Checklist tems
9. Tax Information

6. Dependent Information
7. Skills and Competencies

8. Education Details

Finish Checklist
Pause Checklist

Checklists eliminate the need to navigate to individual items. They also ensure that all the
items that are part of a workflow are presented for completion. When you access a
checklist, you are presented with a list of items in the sequence in which they should be
completed.

Refer to the Optimizing System Features documentation for more detailed information on
using checklists to design a business process.

See also:
W Accessing a checklist (on page 164)
For detailed directions on accessing a checklist.

You can navigate through a checklist using any one of the following four methods:

= The checklist displayed in the Navigator
When you complete an item in a checklist, you can click the next item in the checklist.
When you click the next item, The Solution Series will check the record and save it. If
the record cannot be saved, the appropriate message (Reject, Warning, Information)
will display in the Message area.

When you complete the mandatory items in a checklist, you can click Finish Checklist
or Pause Checklist.
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Checklist

New Hire

1. Basic Details
3. Salary Review Date

4_ Earnings and Deduchions
5. Tax Information

6. Dependent Information
7. Skills and Competencies
8. Education Details

Finish Checklist
Pause Checklist

The Checklist toolbar

The buttons in the Checklist toolbar are used to perform the actions described next. If
the Checklist toolbar is not displayed, use either the View menu or the toolbar shortcut
menu to access it.

Button | Description

Save—saves the form
Next—moves to the next form in the checklist

checklist
m Pause—pauses the checklist

- Finish—finishes the checklist

Previous—moves to the previous form in the

3.

Access keys

An access key is indicated by an underlined letter in a menu option. To use the checklist
access keys, you must perform two actions. You must first access the Go menu by
pressing 'ALT+G'. You can then select an access key for one of the five checklist
actions. For example, you would press 'N' to access the Next Item.
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Access keys|

= Shortcut keys
To use the checklist shortcut keys, you must perform one action. For example, to move
to the next form in a checklist, you would press 'CTRL+N'. The shortcut keys are
displayed on the Go menu.

Shortout keys

See also:
B Accessing a checklist (on page 164)
For detailed directions on accessing a checklist.
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Checklist symbols

Note:

When you use a checklist, you need to be aware of what the symbol next to each item on
the checklist means.

Items in a checklist can be mandatory or optional. A mandatory item must be completed
before the next checklist item can be accessed. A mandatory item is displayed with a gray
triangle next to it. In the New Hire checklist shown next, the first two items are mandatory:

Checklist
New Hire

ma#||1. Basic Details

2. Performance Appraisal Date

3. Salary Review Date
Dizabled forms/ 4. Eamings and Deductions

grayed out

First form enabled

1. Tax Information

6. Dependent Information

7. Skills and Competencies

Finish Checklist 8. Education Details

displayed usin oy = i
play g Finish Checklist Pause Checklist

the color red i i
Pause Checklist — displayed using
the color green

Until the mandatory items are completed, optional items are displayed in gray and are not
accessible. After the mandatory items are completed, the optional items will be enabled.
Their color will be changed to black.

Until the mandatory steps are complete, the Finish Checklist control will be displayed in
red or not available, depending on checklist options. The Finish Checklist control is
displayed in green when all mandatory steps have been completed. The 'Pause Checklist'
item is displayed in green.

If the Finish Checklist control is available (displayed in red), the checklist can be stopped
even though all mandatory steps have not been completed. Stopping a checklist, however,
cancels all further processing.

The next example shows the 'New Hire' checklist after the first three items have been
completed. When an item is completed, a red check or tick is displayed next to it.

When you complete the mandatory items in a checklist, you can click one of the following
checklist controls:

= Pause Checklist—to pause the checklist and return to it at a later date.
= Finish Checklist—to finish the checklist and complete the process.

Checklist
Mew Hire

1. Basic Details

A red check means
that the form has
been completed

2. Performance Appraisal Date Forms enabled snd
3. Salary Review Date dizplayed in black
4. Earnings and Deductions

LRk
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The next example shows the 'New Hire' checklist with all the items completed:

Checklist

Hew Hire:

. Basic Details :

. Performance Appraisal Date

. Salary Review Date

Earnings and Deductions

Tax Information

. Dependent Information

. Skills and Competencies

. Education Details

Lsislsniwiwl | |
[~ o 1t p =

Bath checklist .
controlz display || Finizh Checklist
uzing the color green | Pause Checklist

Resuming paused checklists

You can pause a checklist for a number of reasons. For example, if you are using the New
Hire checklist and you do not have the employee's birth date, you could pause the checklist
and complete it at a later date when you have the information.

A paused checklist can be accessed in the following three ways:

= When you log on
= From the Actions Menu
= From the Standard toolbar

When you log on

If you have paused checklists on the system, the Paused Checklists dialog box will be
displayed the next time you sign on:

Paused Checklists

(1)

e | % |

145



Using The Solution Series: Administrative Solutions

To resume a checklist, select it and click Resume.

Resume A Checklist

Applicant Mew Hire 06-24-2002 15:36 333333 MEYER. JUNE

[HEsume!

From the Actions menu
You can also access a paused checklist from the Actions menu. If you select 'Show Paused
Checklists', you access the Resume A Checklist dialog box.

From the toolbar
Another way to access a paused checklist is to click the Show Paused Checklists button to

access the Resume A Checklist dialog box.
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See also:
B Pausing a checklist (on page 167)
For detailed directions on pausing a checklist.

B Resuming a paused checklist (on page 168)
For detailed directions on resuming a paused checklist.

Finishing a checklist

When you complete a checklist and click Finish Checklist, the Checklist Complete dialog
box is displayed. This dialog contains a summary of the information entered into the
checklist. For example, if you complete the New Hire checklist, the dialog box will contain
information such as the Employee Name and Number. You can also print the contents of
this dialog box by clicking the Print button.

Checklist Complete

Checklist name : New Hire

Organization : 999999
: 1234
: AUSTIN, STEVEN
: 06-11-1998 15:06
: D6-11-1998 15:06
: 06-11-1%58 15:07
: 0187

. Basic Details Completed
. Performance Appraisal Date Completed
. Salary Review Date Completed
. Earnings and Deductions Completed

Types of checklists
There are two types of checklists:

= Universal—available to everyone who is logged on to The Solution Series
= Personal—only available on the PC where they were defined

Universal checklists

Universal checklists are available to all users of The Solution Series. One universal
checklist is delivered with The Solution Series--The New Hire checklist. Additional
universal checklists can be created by anyone with the appropriate security profile, and then
added to the system using the Menu Editor.

& Refer to the Optimizing System Features documentation for more information on the Menu
Editor.

Universal checklists can be accessed using the Navigator or the corresponding menu. For
example, the delivered universal checklist can be accessed by the following methods.

Using the Navigator:
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Component: % Employee Resourcing
Process: Hire, Rehire, Reinstate an Employee
Task: ® Hire aNew Employee

Using the following menus:

HR P> Employee Resourcing P> Hire, Rehire Reinstate an Employeel™ Hire a
New Employee

Personal checklists

Personal checklists are available only on the PC where they were created. Personal
checklists give you the opportunity to personalize the way you work and create checklists
that improve your efficiency. For example, a user typically completes six forms for an
employee. To complete these forms, the user normally would have to use the Navigator to
access each form. If they created a checklist, they would only need to access the checklist.

By default, all personal checklists appear on the Bookmarks menu.
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Switching between different employees and
organizations

If you have more than one organization established on The Solution Series, you will need to
be able to switch between these organizations easily and quickly. Within these
organizations, you will also need to switch between different employees just as easily.

For example, if you need to enter salary information for a number of employees, you will
want to be able to switch employees after you complete a Salary Assignment/Changes form
(40-SCR) for each of them.

To switch between organizations and employees, you use the Employee Selection dialog
box:

Employee Selection x|

~Employee Detail

Mumber: I

Hame: I

Social Sec Mbr: I

~Organization Detail

Diganization: JABC SOLUTIONSINC. =l

QK I Cancel | Help |

To access this dialog box, click the Change Employee button on the toolbar.

Alternatively, use the shortcut menu and choose the menu option Select An Employee.

This will display the Employee Selection dialog box.
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Employee Selection x|
Employee Details
Mumber:
Mame: |

Social Sec Mbr:

Organization Details

Diganization: |ABC SOLUTIONS INC, =l

QK | Cancel | Help |

You can also access the Employee Selection dialog box by using the shortcut key CTRL+E.

See also:

B Changing to a different employee or organization (on page 169)

For detailed directions on selecting a different employee or organization.
B Displaying a list of organizations (on page 170)

For detailed directions on displaying a list of organizations.
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Communication events

Communication events are letters or emails that can be triggered automatically or manually
within The Solution Series. Communication events include data from the current form or
record. For example, your manager may set up a communication event that automatically
generates a Salary Increase confirmation letter to an employee when his or her salary is
changed on the Salary Assignment/Changes form (40-SCR).

Communication events are triggered by the forms and checklists with which you work.
How much interaction you will have with communication events depends on the options
selected during setup.

Manually triggering a communication event

You may have the option to manually generate a letter or email while working with a
specific form, depending on the user options selected. The Select a Letter or Select an
Email button on the Office integration toolbar will become available if there is a
communication event associated with the form and it can be manually triggered.

9 2

The buttons will display the Letter Selection or Email Selection dialog box respectively,
from which you can trigger a communication event.

The following is an example of the Letter Selection dialog box with one communication
event:

Letter Selection
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Queued letters dialog

Note:

Communication event letters, whether generated automatically or manually, can be printed
immediately or queued for printing later. You determine when letters are printed through
your user options.

If you decide to queue the letters for printing, you use the Queued Letters dialog to view
and print them. You use the Show Queued Letters List button on the Office integration
toolbar to display this dialog.

Following is an example of the Queued Letters dialog box:

Queued Letters

Last Printed - Salary charge letter [1]

The Queued Letters dialog box lists all of the letters queued for printing. The letters are
grouped by communication event title. The number in parentheses following the title
indicates how many occurrences of the same type of letter are queued for printing.

You can print queued letters directly or view them in Microsoft Word from the Queued
Letters dialog box. Viewing the letters gives you the capability of editing and printing them
using the functions and tools in Microsoft Word.

If the communication event letter that was selected contained more than one generated
occurrence, as indicated by a number greater than one in parentheses, all occurrences will
be printed or viewed in one document.

When you view or print a letter, it becomes the 'Last Printed' letter and in effect deletes the
previous Last Printed letter. For example, if you viewed the two Bonus letters in the
Queued Letters dialog box just shown, they become the ‘Last Printed' and the Salary bonus
letter is deleted as shown in the Queued Letters dialog box that follows:
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Queued Letters

MNew Hire |etter [1]
Last Printed - Bonus letter {2)

See also
B Triggering a letter communication event (on page 172)
For detailed directions on manually triggering a letter communication event.

Email preview dialog
Email communication events can be set up to trigger automatically when you work with a
form or checklist. As you work, you may see a preview of an email communication event
before it is sent, depending on the options selected when the event was set up. The email
will be displayed in the Email Preview dialog box as shown in the next example:
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The Email Preview dialog box shows you the recipients and the text of the email.
Depending on the options set for the email, you may be able to modify the recipients of the
email and append a note.

If you are able to modify the recipients, you can remove a recipient by selecting it and
pressing the Delete key on your keyboard, or you can add a recipient by using one of the
buttons in the Recipients group box.

See also:
W Triggering an email communication event (on page 172)
For detailed directions on manually triggering an email communication event.

B Viewing and editing a queued letter (on page 173)
For detailed directions on viewing or editing a communication event letter.

W Printing a queued letter (on page 173)
For detailed directions on printing a communication event letter.
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Exiting before printing queued letters
If you exit The Solution Series before printing communication event letters that have been
queued, the system will remind you that you have not printed them with the following
Information dialog box:

Information

If you click Yes, the Queued Letters dialog box is displayed, giving you the option of
viewing or printing them. If you click No, the letters remain in the queue, and The Solution
Series is closed.

& Refer to Personalizing the Work Area (on page 81) for more information on setting
letters printing options.

& Refer to the Optimizing System Features documentation for more information on using
checklists for designing a business process.
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks

USING the NaVIGATOT ......c.oiviieieiceciisicseeee et 156
Switching between forms 0Ne-by-0Ne..........ccccoveieiriniineneeeee 159
Switching between forms by Selection............ccocvereiiiiiiin 161
ACCEeSSING 8 DOOKMATK .......c.ciuiiiieiiiee e 163
ACCESSING 8 ChECKIISE ... 164
Pausing @ ChECKIIST..........cooiieiee s 167
Resuming a paused CheckliSt ..o 168
Changing to a different employee or organization...........c.ccoceeeeververvinennn 169
Displaying a list of 0rganizations...........ccccceeveieiiiiiiiencicieie e 170
Triggering a letter communication BVENt ..........c.ccoeveiiiininenerceeeree 172
Triggering an email communication BVENLt.............ccevirireneniercieeccsenine 172
Viewing and editing a queued letter...........cocooeieieieiiiiinere e 173
Printing @ qUEUE IELEEN .........oouiiie e 173

Using the Navigator

The Navigator is made up of these three levels:

= Components
= Processes—each process is associated with a component
= Tasks—each task is associated with a process

To use the Navigator to access a Task, complete the following steps:

1. Access a Component icon
To display a Component icon, you must navigate to it by clicking the arrows on the
Component bar.

2. Click the Component icon
To access the Process bars, click the Component icon.
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If you completed the previous steps, the results should look similar to the example that
follows:

Note: When you first Navigate to a Component, the Process bar that has been identified as being
the most frequently used will always be open.

3. Click a closed Process bar
To view the tasks associated with a closed Process bar, click it. The Process bar will expand
to display the tasks associated with it.
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If you completed the previous steps, the results should look similar to the example that
follows:

A Report Infarmation

4, Click a task
To access a task, click the task icon.

If you completed the previous steps, the results should look similar to the example that
follows:

| Course Directary Control Mumber= 39 |

Course>  Human Resource hgmt LI

Effective Date= 01-01-1934|

Description: Introduction to Human Resource Management |
Comments: This course provides an overview of HR functions. |

Subject:  HR Management j
Training Units: 20|
Type: Lecture ~|
Duration {(Hoursy: 24 0]
Training Area: | Corporate Services d
Murmber Of Students
Course Level:  |ntroductory LI
Minimirm: 3| Macinnuim: E]|
Provider:  apa, LI
| Objectives | Skills | Costs | Prerequisites | Copy
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See also:
B The Navigator (on page 131)
For more information on using the Navigator.

B Components (on page 131)
For more information on Components.

B Tasks (on page 136)
For more information on Tasks.

Switching between forms one-by-one

Note:

The Back and Forward buttons enable you to switch between forms that you have accessed
previously in a session. This means that you can use the Back and Forward buttons to move
quickly between forms and tables that you use repeatedly.

For example, you may want to copy information such as address details from one form to
another. The Back and Forward buttons are a quicker way of moving between these two
forms.

The Back and Forward buttons are enabled only when you have accessed two or more
forms.

There are two ways that you can switch back and forth between forms:

= Switching between forms one-by-one (this task)

= Switching between forms by selection (on page 161).

This task explains how to switch between forms one-by-one. To do this, complete these
steps:

Click Back

Click the Back button on the Standard toolbar to access a form you have previously
accessed.

2]

The Back button will be disabled when you reach the first form you accessed in a session.
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12-17-
25664-48

35 41065

2. Click Forward
To move forward one-by-one through the forms you have accessed, use the Forward button
on the Standard toolbar.

The Forward button will be disabled when you reach the last form you accessed in a
session.

See also:
B Back and Forward buttons (on page 138)
For more information on switching between forms.
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Switching between forms by selection

Note:

The Back and Forward buttons enable you to switch between forms that you have accessed
previously in a session. This means that you can use the Back and Forward buttons to move
quickly between forms and tables that you use repeatedly.

For example, you may want to copy information such as address details from one form to
another. The Back and Forward buttons are a quicker way of moving between these two
forms.

The Back and Forward buttons are enabled only when you have accessed two or more
forms.

There are two ways that you can switch back and forth between forms:

= Switching between forms one-by-one (on page 159)

= Switching between forms by selection (this task)

This task explains how to switch between forms by selection. To switch between forms by
selecting the form follow these steps:

Click the Back drop-down
Click the Back drop-down button on the Standard toolbar to access the list of forms you
have previously accessed.

The list will display up to nine forms.

Select a form
Select a form from the list by clicking on it.
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Note: Up to nine forms will be displayed on the list. After you select one of the forms from the list,
the list will be refreshed.

07-15-1939
12-17-1378
STEVEN
]
BUSTIN

__________ Mie =

2314 W MILWAUKEE AY ‘white-Mot Hispanic 4
807

AP

CAlCaGn [RGGD =
United States a2

‘Weekly I_
Hourly-TE Required I_

6789

3. Click the Forward drop-down

Click the Forward drop-down button on the Standard toolbar to access the list of forms you
have accessed.

The list will display up to nine forms.
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4.

Select a form
Select a form from the list by clicking it.

[ Spouse/ Dependent Information ALSTIN, STEVEM

Dependent D> [IEY
Mame: AUSTIN. JUL | ANNE |

Relationship:  Daughter

Student Status:  Full Time Student hd | £

Birth Date: 12-27-1965] {* Female
Soc Security Nbr: 32' 67| 4453] " Male
Telephone Mumber: 312] 372 -0785| ' Unclassified
Insurance Carrier: |

Employer Name:
Address:
City/State:

ZIP Code: | _| Alternate Taxpayer 10

See also:
B Back and Forward buttons (on page 138)
For more information on switching between forms.

Accessing a bookmark

Note:

To complete this task, you must first add a bookmark that you can access. Access the
Employee Information form (EF-SCR) for Employee Number '1234', and add it to your
Bookmark menu.

Access this form by making the following selections from the Navigator:

Component: % Employee Resourcing
Process: Maintain Basic Employee Details

Task: F Basic Employee Information
Add this form to the Bookmark menu by making the following selecting on the menu:

Bookmarks P> Add Bookmarks and Favorites
Click Done.

Refer to Personalizing Navigation Options (on page 177) for more information on how to
add a bookmark.

Bookmarks show up as menu items on the Bookmarks menu. They give you quick access to
the forms and checklists that you use most often.

You need to have previously added a bookmark to the menu before you can access it.

Access a Bookmark
Access a bookmark, that you have previously added to the Bookmark menu.
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Note:

To access a bookmark make the following selections on the menu:
Bookmark > (Your bookmark)

You can also access a bookmark by pressing a function key if you have assigned one.

mployee Information

See also:
W Bookmarks (on page 140)
For more information on bookmarks.

Accessing a checklist

Checklists provide a way to link multiple items that you can access and work through using
a list displayed in the Navigator. There are two types of checklists—universal and personal.
Universal checklists are available to all users of The Solution Series, while personal
checklists are available only on the PC where they were created. In this example you are
going to access a checklist that is delivered with The Solution Series.

Access a checklist
Access a checklist you want to use.

Access this checklist by making the following selections from the Navigator:

Component: % Employee Resourcing
Process: Hire, Rehire, Reinstate an Employee

Task: ® Hire aNew Employee

Select which checklist you want to use (optional)

In the Hire a New Employee checklist, there are two types of employees that you can hire.
To proceed, you must select which type of employee you want to use. Skip this step if your
checklist does not offer a similar option.

Select which type of employee you want to use:

= New Hire from Applicant Tracking system—if the employee's record has already been
entered on The Solution Series.

= New Hire not currently on the system—if there is no existing record of the new
employee.
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Select a date

On the Select Date dialog box, select a default effective date for the forms in this checklist.

Select Date

9 10 1 12 13 1415
1617 1819 20 A 2
Pl ® X W/ 23
30

Enter a Number, Name or Social Sec Nbr
Enter the employee number, name, or Social Sec Nbr of the applicant you want to create as

a new employee.
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5. Select an Organization
In the Organization option list, select the organization in which you want to create the new
employee.
]
~Employee Detail
Mumber: I
Mame: I

Social Sec Mbr: I

—Organization Dretail

Organization: JABC 3OLUTIONS INC. =l

QK I Cancel | Help |

6. Click OK or press Enter
Click OK to access the checklist.
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If you completed the previous steps, the results should look similar to the example that
follows:

+% The Solution Series 5.0

" "
Applicant New Hire =

1. Job/Position Information
2. Applicant Hire Information

3. Make the Applicant an Employee ]
4. Mew Hire activity status
5. Employee information _|—
6. Salary details

7. Additional Personal Information

8. Employee telephone details Physical Exam #1 = 9999499
Under Consideration |— Region 3333 |—
thicaga Facility =

Finish Checklist

Pause Checklist

| 01 01-09-19357 18030 oool LEAD QUALITY IWSFECTOR
] 02 11-11-1967 30650 oool FIELD CONTACT TECHMICIAM

See also:

B Understanding checklists (on page 141)
For more information on checklists.

Pausing a checklist

When you have accessed a checklist, you can pause it at any time. You may need to do this
if you discover that you do not have the necessary information to complete the checklist
items.

Click the Pause Checklist control
To pause the checklist, click the Pause Checklist control on the toolbar or on the Navigator.

On the toolbar, click:
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Or, on the Navigator, click:

_Pause Checklist

Resuming a paused checklist

Note:

3.

To resume a paused checklist, you use the Resume A Checklist dialog box. This dialog box
can be accessed in three ways:

= When you sign on to The Solution Series

= From the toolbar

= From the Actions menu

In this example, you access the Resume A Checklist dialog box from the toolbar.

Access the Resume A Checklist dialog box
Click the Paused Lists button on the Standard toolbar to access the Resume A Checklist
dialog hox.

The Resume A Checklist dialog box can also be accessed from the Actions menu and when

you log on to The Solution Series.

Select a paused checklist
Select the paused checklist you want to resume.

Resume A Checklist

Applicant Mew Hire 06-25-2002 10:45 333333 BENTKOWSKL TIMOTHY A002

fEEsE

Click Resume
To resume the checklist, click the Resume button.
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If you completed the previous steps, the results should look similar to the example that
follows:

+% The Solution Series 5.0

|

Checklist Job Or Position &pplied For BEENTKOWSEKL TIMOTHY |

Applicant New Hire

|ob Sequence Mumber> il =

1. Job/Position Information

L L L Date st Considered: 01-09-1957]
|| 2. Applicant Hire Information
3. Make the Applicant an Employee

Requisition [D:
4. Mew Hire activity status

5. Emplopee information Position:
6. Salary details
7. Additional Personal Information

8. Employee telephone details Interwiew SERtUS:  Physical Exam #1 i Org: 959993
Finish Checklist Standing:  Under Consideration Dept: Region 3333
Pause Checklist
EEO Lac:  Chicago Facility i

Jaby Infor mation

| 01 01-09-19357 18030 oool LEAD QUALITY IWSFECTOR
] 02 11-11-1967 30650 oool FIELD CONTACT TECHMICIAM

See also:

B Resuming paused checklists (on page 145)
For more information on paused checklists.

Changing to a different employee or organization

The Employee Selection dialog box can be used to select a different employee or
organization.

In this example, you are going to select a different Employee Number and Organization.

Before you can complete the steps in this example, you need to have selected a form, an
employee, and an organization. Access the Employee Information form (EF-SCR) for
Employee Number '1234', in Organization '‘Acme Manufacturing'.

1. Access the Employee Selection dialog box
Click the Employee button to access the Employee Selection dialog box.
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Note: Before you can change to a different employee or organization, you must access a form.

Employee Selection x|
Employee Details
Mumber:
Mame: |

Social Sec Mbr:

Organization Details

Diganization: |ABC SOLUTIONS INC, =l
QK | Cancel | Help |
2. Enter a Number, Name, or Social Sec Nbr

Enter a number, name, or Social Sec Number of the employee you want to use.

3. Select an Organization
Select the Organization that you want to use.

If you completed the previous steps, the results should look similar to the example that

follows:
ﬂ
Employee Details
MNurnber: ’W
Mame: |

Social Sec Mbr:

Organization Details

Diganization: |4BC APPLICANTS =l

QK | Cancel | Help |

4. Click OK
When you click OK, the form will display the record for Employee Number. The
Organization and Employee number on the Status bar will change.
See also:

B Switching between different employees and organizations (on page 149)
For more information on how you switch between different employees and organizations.

Displaying a list of organizations
To display a list of the organizations that have been established on The Solution Series, use
the Organization Listing form (COLIST).
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Access the Organization Listing form
Access this form by making the following selections on the Navigator:

Component: @ Development Tools
Process: Employee Database Utilities

Task: F Listall Organizations

If you completed the previous step, the results should look similar to the example that
follows:

Press Enter
The Organization Listing form (COLIST) can have multiple pages. To view the next page
of records, press Enter.

The following message will appear when all the records on file have been viewed.
'----Complete----'

If you completed the previous step, the results should look similar to the example that
follows:
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Triggering a letter communication event

Note:

To manually trigger a letter communication event, complete these steps:

You can manually trigger a letter communication event only if an event has been set up for
the current form with the "Trigger when selected from toolbar' option.

Click the Select a Letter button
Click the Select a Letter button on the Office integration toolbar.

The Letter Selection dialog box displays.

Select a letter communication event
Select the letter communication event by clicking on it.
The event is highlighted.

Click OK
Click the OK button to generate the selected event.

The Letter Selection dialog box is closed and the letter communication event is generated.
The letter will either print or be queued for printing, depending on the user options settings.

See also:
B Communication events (on page 151)
For information on manually triggering a letter communication event.

Triggering an email communication event

Note:

To manually trigger an email communication event, complete these steps:

You can manually trigger an email communication event only if an event has been set up
for the current form with the 'Trigger when selected from toolbar' option.

Click the Select an Email button
Click the Select an Email button on the Office integration toolbar.

The Email Selection dialog box displays.

Select an email communication event
Select the email to print by clicking on it.
The event is highlighted.

Click OK
Click the OK button to generate the selected event.
The Email Selection dialog box is closed and the email communication event is generated.

If the email communication event was set up with the Display email preview option, a
preview of the email will display.
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See also:
B Communication events (on page 151)
For information on manually triggering an email communication event.

Viewing and editing a queued letter

Note:

Note:

To view or edit a communication event letter that has been queued for printing, complete
these steps:

Access the Queued Letters dialog box
Click the Show Queued Letters List button on the Office integration toolbar to access the
Queued Letters dialog box.

Q|

The Show Queued Letters List button will be grayed out if there are no letters in the queue.
Select a letter

Select the letter to view or edit by clicking on it.

The letter is highlighted.

Click View

Click the View button to view or edit the selected letter.

Microsoft Word is started, data from The Solution Series is merged, and the letter is
displayed in the word-processing application.

If the communication event letter that was selected contained more than one generated
occurrence, as indicated by the number in parentheses following the letter event title, all
occurrences will be displayed in one document.

Edit and print the letter (optional)
If desired, you can edit and print the letter using the word-processor's functions.

Exit the application
Click the Exit button to close the word-processing application.

The word-processing application is closed. The letter that was viewed becomes the Last
Printed letter in the Queued Letters dialog.

Click Close
Click the Close button to close the Queued Letters dialog box.

See also:
B Communication events (on page 151)
For information on viewing queued letters.
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Printing a queued letter

Note:

Note:

To print a communication event letter that has been queued for printing, complete these
steps:

Access the Queued Letters dialog box
Click the Show Queued Letters List button on the Office integration toolbar to access the
Queued Letters dialog box.

Q)

The Show Queued Letters List button will be grayed out if there are no letters in the queue.

Select a letter
Select the letter to print by clicking on it.
The letter is highlighted.

Click Print
Click the Print button to print the selected letter.

The letter is sent to the printer.

If the communication event letter selected contained more than one generated occurrence,
as indicated by the number in parentheses following the letter event title, all occurrences
will be printed in one document.

Click Close
Click the Close button to close the Queued Letters dialog box.

See also:
B Communication events (on page 151)
For information on printing queued letters.
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Review of Questions Answered

1. How is the Navigator organized?

2. What is the relationship between the Navigator and menus?

3. What effect does your user profile have on information you can access?

4. What method is provided to allow for switching between forms?

5. What are checklists?

6. What method is provided to allow the selection of a different employee?

175






Chapter 7—Personalizing Navigation Options

CHAPTER 7

Personalizing Navigation Options

In This Chapter

o100 [UTox 1[0 AU 178
{27010 (4 14 PR 179
[ Y0 | (TSR 183
Detailed DIrECHIONS ......cvveicvieieie ettt e e 185
Review of QUEStIONS ANSWEIE..........cceiiriirieieieise e 195

177



Using The Solution Series: Administrative Solutions

Introduction

Tasks

Prerequisites

The Solution Series gives you easy access to all information through the Navigator and
menus. However, the tasks you perform most often will probably require access to only a
limited set of information. By using two navigation tools, bookmarks and favorites, you can
access the information that you need most often more quickly. This section describes how
you can personalize these navigation options to make accessing the information you need
as quick as possible.

The following tasks are discussed in this section:

Adding a bookmark

Customizing a bookmark

Customizing the order of the Bookmarks menu
Removing a bookmark

Adding a favorite

Removing a favorite

Before you can begin personalizing navigation options, you must have signed on to The
Solution Series.

Refer to Getting Started (on page 29) for information on how to sign on to The Solution
Series.

Questions answered

The following questions are answered in this section:

1. What is a bookmark?
2. What is a favorite?
3. How can you customize bookmarks and favorites?
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Bookmarks

You use forms and checklists to perform various tasks within The Solution Series. Each
task, such as updating an employee's address, uses a specific form. You can easily access
all of the various forms using the Navigator or related menus. Bookmarks give you quick
access to the forms and checklists that you use most often.

Bookmarks show up as menu items on the Bookmarks menu.

When you first begin using The Solution Series, the Bookmarks menu contains only the
functions for adding and customizing bookmarks.

An example of the Bookmarks manual follows:

When you create a bookmark, it is immediately added to the Bookmarks menu.

In the example below, the Salary Assignment/Changes form (40-SCR) has been added to
the Bookmarks menu:

You can access a form or checklist using a bookmark by selecting it directly from the
Bookmarks menu or by pressing a function key if you have assigned one.

Adding bookmarks

Note:

Since bookmarks give you quick access to forms and checklists, you should consider
adding bookmarks for the forms and checklists that you use often. This will increase your
efficiency by giving you quick access to the forms and checklists you use most in
performing your day-to-day tasks.

Bookmarks are listed in the order that they are added. However, you can change the order.
When you create a personal checklist, it is automatically added to the Bookmarks menu.
Refer to the Optimizing System Features documentation for more information on creating
checklists.

When you add a bookmark, you must first access the form or checklist using the Navigator
or menus. Then, use one of the following methods to add the form you accessed as a
bookmark:

179



Using The Solution Series: Administrative Solutions

= Add Bookmarks and Favorites button on the Standard toolbar
*,
= Bookmarks menu
The form or checklist is then added and displayed in the Customize Bookmarks and
Favorites dialog box.

The example below shows the Salary Assignment/Changes form (40-SCR) added to the
Bookmarks list:

Customize Bookmarks and Favontes

ment! Changes

From the Customize Bookmarks and Favorites dialog box, you can edit, remove, change
the order by moving the bookmark up and down, or simply finish the task of adding the
bookmark.

See also:

B Adding a hookmark using the Add Bookmarks and Favorites button (on page 185)
B Adding a bookmark using the menus (on page 186)

For detailed directions on adding a bookmark.

Customizing bookmarks

When you add a bookmark, the name that is added to the Bookmarks menu is that of the
form or checklist. You can change the title to something that is more meaningful to you.
For example, if you are converting from another system, you might customize the title of a
bookmark to use a title that combines a name from your old system with the form name
from The Solution Series.

You may also want to change the title to allow you to get more items on the Favorites
toolbar. Decreasing the length of the title will decrease the size of the button.

In addition, you can assign a function key to a bookmark. Assigning a function key allows
you to display the form or checklist by pressing the key.

You use the Customize Bookmarks and Favorites dialog box to select the bookmark to
customize.

The example below shows the Employee Information bookmark selected:
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Customize Bookmarks and Favorites

9 Documnent Maintenance

Selecting a bookmark enables the Edit and Remove buttons. If there is more than one
bookmark, selecting a bookmark will also enable the Move up and Move down buttons,
allowing you to change the selected bookmark's position relative to others on the menu. If
you select the first or last bookmark, only one of these buttons will be available. You can
also drag and drop a bookmark to change its position.

When you customize a bookmark, you will use the Edit Bookmark dialog box. From this
dialog box you can customize the bookmark by changing the title, adding it to the Favorites
toolbar, or assigning a function key.

You can customize the title using any alphanumeric name up to 30 characters. You can
assign the bookmark to any of the function keys in the drop-down list.

Edit Bookmark

Employes Infa

See also:

W Customizing a bookmark (on page 188)
For detailed directions on customizing a bookmark or favorite.

B Customizing the order of the Bookmarks menu (on page 189)
For detailed directions on customizing the order of the Bookmarks menu.

181



Using The Solution Series: Administrative Solutions

Removing bookmarks
If your job responsibilities or day-to-day tasks change, you may want to remove a
bookmark that accesses a form or checklist that you no longer use.

When you remove a bookmark, the system will display a warning message, prompting you
to confirm the removal.

Note: If a bookmark is selected as a favorite, removing the bookmark will also remove it from the
Favorites toolbar.

See also:
B Removing a bookmark (on page 191)
For detailed directions on removing a bookmark.
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Favorites

Adding favorites

Note:

Favorites are a subset of bookmarks; they are bookmarks that you select to display on the
Favorites toolbar. Favorites give you even quicker access to forms and checklists than
bookmarks on the Bookmarks menu. Because favorites become buttons on the Favorites
toolbar, you can access a form or checklist with just one mouse click.

The following example shows three bookmarks on the Bookmarks menu—Document
Maintenance, Employee Information, and Salary Assignment/Changes. Document
Maintenance has been selected as a favorite and displays as a button on the Favorites
toolbar:

¥ The Solution Series 5.0

Mame Code>
Mr i
STEVEN |

i T —

Suffix: i Gendler:  Male i
Address: 2314 W MILMAUKEE aWE | Race: white-Mot Hispanic i
APT & I
City/State: CHICAGD | IL] 60614 | FLSA: i
Country: (5s
Frecuency: weekly i
Fayment TYPe:  Hewrly-TE Recuired i

ignificant Dates————
Birth: 07-15-1959]

Employment: 0503 - 1983

Termination: |

SSN; 123] 45] 6789

Pasitian:

SYSTEHSS

Favorites give you the quickest access to forms and checklists. You may want to consider
adding the two or three bookmarks that you use most often to the Favorites toolbar.

Before you can add a favorite, you must first add it as a bookmark.

You use the Customize Bookmarks and Favorites and Edit Bookmark dialog boxes to add a
favorite. A check in the Display on favorites toolbar check box indicates a favorite.

The following example shows the Salary Assignment/Changes bookmark selected as a
favorite:
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Note:

Edit Bookmark

Salary Assignment/Changes

After you close the Edit Bookmark and Customize Bookmarks and Favorites dialog boxes,
any bookmark that you have selected as a favorite will be added as a button to the Favorites
toolbar.

The icon associated with the form and the bookmark title displayed in the Customize
Bookmarks and Favorites dialog box are used to create the button that displays on the
Favorites toolbar. If the bookmark title is long, you may want to consider customizing it to
reduce the size of the button.

The Favorites toolbar must be showing in order for you to see any bookmark that you
added as a favorite.

Refer to Personalizing the Work Area (on page 81), for information on how to show
toolbars.

See also:
B Adding a favorite (on page 192)
For detailed directions on adding a favorite.

Removing favorites

If your responsibilities change or you do not use a favorite as often as you used to, you can
remove it.

You use the Customize Bookmarks and Favorites and Edit Bookmark dialog boxes to
remove a favorite. To remove a favorite, you clear its Display on favorites toolbar check
box. Clearing the check box only removes the bookmark from the Favorites toolbar; it does
not remove the bookmark from the Bookmarks menu.
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks

Adding a bookmark using the Add Bookmarks and Favorites button .......... 185
Adding a bookmark using the MenuS ............ccocviriniiiiniieeee 186
Customizing a DOOKMArK...........cccooiiiiiiiiie e 188
Customizing the order of the Bookmarks Menu ..........ccccceeeeverencieennneenn 189
Removing a DOOKMArK ...........ccoiiiiiieie e 191
AddiNG @ TAVOIITE.....veieiieeee et 192
REMOVING @ FAVOIILE ..o 193

Adding a bookmark using the Add Bookmarks and Favorites button

There are two ways that you can add a bookmark—using the Add Bookmarks and Favorites
button or using the menus.

To add a bookmark using the menus, follow the steps for the task Adding a bookmark
using the menus (on page 186).

To add a bookmark using the Add Bookmarks and Favorites button, complete the following

steps:
1. Access the form or checklist that you want to bookmark

Use the Navigator or menus to access the form or checklist that you want to bookmark.
2. Click Add Bookmarks and Favorites

Click the Add Bookmarks and Favorites button on the Standard toolbar to add the displayed
form as a bookmark.

(]

The Customize Bookmarks and Favorites dialog box is displayed with the form added.
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If you completed the previous steps, the results should look similar to the example that
follows:

Customize Bookmarks and Favorites

Click Done
The Customize Bookmarks and Favorites dialog box is closed. The form or checklist is
added to the Bookmarks menu.

See also:
® Adding bookmarks (on page 179)
For more information on adding bookmarks.

Adding a bookmark using the menus

There are two ways that you can add a bookmark—using the Add Bookmarks and Favorites
button or using the menus.

To add a bookmark using the menus, follow the steps for the task Adding a bookmark
using the Add Bookmarks and Favorites button (on page 185).

To add a bookmark using the menus, complete the following steps:

Access the form or checklist that you want to bookmark
Use the Navigator or menus to access the form or checklist that you want to bookmark.

186



Chapter 7—Personalizing Navigation Options

If you completed the previous steps, the results should look similar to the example that
follows:

[Additional Personal And 1D Information AUSTIN, STEVEN |
rVisa
Effective Date> [IEEriapil=p
Marital Status:  Divorced d d
Dependents: 2 jﬁ Expires On: |
Prior Mame: | security Clearance
Citizenship: s, LI ;I
Military Status: peferred L. Agency: |
-9 Verification
Verification:  Documents Werified = Identity:  Drivers License =l
1D Pravided:  Prow'd 2 Documerts d Emplay ment: 115 Birth Cert. ﬂ

Access the Customize Bookmarks and Favorites dialog box
Access this dialog box by making the following selections from the menus:

Bookmarks Add Bookmarks and Favorites
The form or checklist is added to the Customize Bookmarks and Favorites dialog box.

If you completed the previous steps, the results should look similar to the example that
follows:

Customize Bookmarks and Favorites

9 Document Maintenance

Employes Infarmation
And D Informati..

Click Done

The Customize Bookmarks and Favorites dialog box is closed. The form or checklist is
added to the Bookmarks menu.

See also:
® Adding bookmarks (on page 179)
For more information on adding bookmarks.
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Customizing a bookmark

To customize a bookmark or favorite, complete the following steps:

Access the Customize Bookmarks and Favorites dialog box
Access this dialog box by making the following menu selections:

Bookmarks P> Customize Bookmarks and Favorites

Select the bookmark

Select the bookmark to be customized. The Edit and Remove buttons are enabled. The
Move up and Move down buttons may also be enabled depending on how many bookmarks
there are and which bookmark is selected.

Click Edit
The Edit Bookmark dialog box is displayed. The current menu title, favorites check box,
and assigned function key are displayed for editing.

If you completed the previous steps, the results should look similar to the example that
follows:

Edit Bookmark

Enter a Title

Enter the new menu title, up to 30 characters. The title you enter will display on the
Bookmarks menu and on the Customize Bookmarks and Favorites dialog box.

Assign a function key (optional)

You can assign a function key to the bookmark by clicking the Assigned function key drop-
down button and selecting a function key from the list.

Click OK
The Edit Bookmark dialog box is closed.
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If you completed the previous steps, the results should look similar to the example that
follows:

Customize Bookmarks and Favorites

I ainterance
Employes |nfo F2
Additional Personal &nd 1D Informati..

Repeat Steps 2 through 6 to customize other bookmarks.

7. Click Done
The Customize Bookmarks and Favorites dialog box is closed. The title is changed on the
Bookmarks menu and on the Favorites toolbar if the bookmark was a favorite.

See also:
B Customizing bookmarks (on page 180)
For more information on customizing bookmarks and favorites.

Customizing the order of the Bookmarks menu
To customize the order of the Bookmarks menu, complete the following steps:

1. Access the Customize Bookmarks and Favorites dialog box
Access this dialog box by making the following menu selections:

Bookmarks P> Customize Bookmarks and Favorites
If you completed the previous step, the results should look similar to the example that
follows:

Customize Bookmarks and Favorites

9 Document Maintenance
Employes Info F2
Additional Personal &nd 1D Informati..
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Note:

Select a bookmark to move

Select the bookmark whose position on the Bookmarks menu you want changed. The Edit
and Remove buttons are enabled. The Move up and Move down buttons may also be
enabled depending on how many bookmarks there are and which bookmark is selected.

The Customize Bookmarks and Favorites dialog box displays the bookmarks in the same
order as the Bookmarks menu. Any changes you make to the Customize Bookmarks and
Favorites dialog will be reflected on the Bookmarks menu.

Click Move up or Move down

If you want to move the selected bookmark towards the top of the list, click the Move up
button. If you want to move the selected bookmark towards the bottom of the list, click the
Move down button.

You can also drag and drop a bookmark to change its position in the menu.

If you completed the previous steps, the results should look similar to the example that
follows:

Customize Bookmarks and Favorites

e Document Maintenance
Additional Personal &nd 1D Informati...
Employee Info F2

Repeat this step until the selected bookmark is in the desired menu position. Repeat Steps 2
and 3 to customize the order of other bookmarks.

Click Done
The Customize Bookmarks and Favorites dialog box is closed. The new order will be
reflected on the Bookmarks menu.

If you completed the previous steps, the results should look similar to the sample that
follows:
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See also:
B Customizing bookmarks (on page 180)
For more information on customizing bookmarks and favorites.

Removing a bookmark
To remove a bookmark, complete the following steps:

1. Access the Customize Bookmarks and Favorites dialog box
Access this dialog box by making the following menu selections:

Bookmarks P> Customize Bookmarks and Favorites

2. Select the bookmark
Select the bookmark to be removed. The Edit and Remove buttons are enabled. The Move
up and Move down buttons may also be enabled depending on how many bookmarks there
are and which bookmark is selected.

If you completed the previous steps, the results should look similar to the example that
follows:

Customize Bookmarks and Favorites

ent Maintenance

Additional Personal &nd 1D Informati..
Emploves Info

3. Click Remove

Click the Remove button, and the system displays a warning message prompting you to
confirm removal.

Remove Bookmark

/1

e | |

4, Click Yes
Click Yes to remove the bookmark and the bookmark is removed from the Customize
Bookmarks and Favorites dialog box.

Repeat Steps 2 through 4 to remove other bookmarks.

191



Using The Solution Series: Administrative Solutions

5. Click Done
The Customize Bookmarks and Favorites dialog box is closed. The bookmark is removed
from the Bookmarks menu.

See also:
B Removing bookmarks (on page 181)
For more information on removing bookmarks.

Adding a favorite
To add a favorite, complete the following steps:
Note:  To add a favorite, you must have already added it as a bookmark.

1. Access the Customize Bookmarks and Favorites dialog box
Access this dialog box by making the following menu selections:

Bookmarks P Customize Bookmarks and Favorites

If you completed the previous steps, the results should look similar to the example that
follows:

Customize Bookmarks and Favorites

nt b aintenance

2. Select the bookmark
Select the bookmark to be customized. The Edit and Remove buttons are enabled. The
Move up and Move down buttons may also be enabled depending on how many bookmarks
there are and which bookmark is selected.

3. Click Edit
The Edit Bookmark dialog box is displayed. The current menu title, favorites check box,
and assigned function key are displayed for editing.

4. Click the Display on favorites toolbar check box
Click the Display on favorites toolbar check box to display the selected bookmark on the
Favaorites toolbar.

The check box is checked. The bookmark will display on the Favorites toolbar when this
check box is checked.
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If you completed the previous steps, the results should look similar to the example that
follows:

Edit Bookmark

Employes Infa

5. Click OK
The Edit Bookmark dialog box is closed.

Repeat Steps 2 through 5 to add other bookmarks to the Favorites toolbar.

6. Click Done
The Customize Bookmarks and Favorites dialog box is closed and the bookmark is added
to the Favorites toolbar.

If you completed the previous steps, the results should look similar to the example that
follows:

See also:

B Adding favorites (on page 183)
For more information on adding favorites.

Removing a favorite
To remove a favorite, complete the following steps:

1. Access the Customize Bookmarks and Favorites dialog box
Access this dialog box by making the following menu selections:

Bookmarks P> Customize Bookmarks and Favorites

2. Select the bookmark
Select the bookmark to be customized. The Edit and Remove buttons are enabled. The
Move up and Move down buttons may also be enabled depending on how many bookmarks
there are and which bookmark is selected.

3. Click Edit
The Edit Bookmark dialog box is displayed. The current menu title, favorites check box,
and assigned function key are displayed for editing.
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4, Clear the Display on favorites toolbar check box
Click the Display on favorites toolbar check box to clear it and remove the bookmark from
the Favorites toolbar.

5. Click OK
The Edit Bookmark dialog box is closed.

Repeat Steps 2 through 5 to remove other bookmarks from the Favorites toolbar.

6. Click Done
The Customize Bookmarks and Favorites dialog box is closed and the bookmark is
removed from the Favorites toolbar.

Note: Clearing the Display on favorites toolbar check box only removes the bookmark from the
Favorites toolbar; it does not remove the bookmark from the Bookmarks menu.

See also:
B Removing favorites (on page 184)
For more information on removing favorites.
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Review of Questions Answered

1. What is a bookmark?

2. What is a favorite?

3. How can you customize bookmarks and favorites?
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CHAPTER 8

Using the Support Tools
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Introduction

The Solution Series support tools provide point-and-click access to a comprehensive set of
product information. Whether you are looking for directions for completing a task, an
example of a report, or context-sensitive help the information is available to you. This
section explains the purpose of the delivered support tools and how to use them.

Tasks
This section explains the following:

Accessing the Help menu

Accessing help for all of The Solution Series
Accessing help for a component

Accessing context-sensitive help for a form

Accessing context-sensitive help for text and list boxes

Prerequisites
You should be familiar with using standard Windows help.

Questions answered
The following questions are answered in this section:

1.  What types of online help are provided?
2. How do you access help on all of The Solution Series?
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The Help system

Modular help files

To effectively use the Help system, you should understand how it is organized and what
types of help are available. There are several ways in which you can get help online with
The Solution Series:

= Modular help

= Standard online help

= Step-by-step directions

= Conceptual information

= Quick reference information
= Full text search

The system is delivered with a number of help files, allowing you to install and view only
the help for the components of the system that you use. Using modular help files means that
you have two ways of looking at help:

= Help on all of The Solution Series—displays help on the entire system, allowing you to
search for information even if you are not sure of its location in the system.

= Help on a specific part of the system—allows you to search for and display help relating
only to the component of the system in which you are interested.

Help Topics: The Solution Series

Choose this for
help an using
the systemn

Help on Uszing Human Resources Adikgistration

. Help on Uzing Position Management Adrigistration
Choose this for

help on a specific
part of the system

Help on Uszing Requizsition Tracking

Help on Uszing Salary Administration

Help on Using Training &dministration

Help on Implementing Human Resources Adghini
@ Payroll Help
@ Time and Attendance Help
& Technical Help

When using the system, you can also access help for a component by selecting the Help
menu—the help for the component option changes dynamically depending on which form
you are currently accessing.
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In the following example you can access the help file for Salary Administration while the
Scheduled Salary Review Data form (43-SCR) is current:

Mexct

T

Distribution Data: 11TH-3344 |
Distribution Date: 11-01-1986|

Reviewer Mame: W INTER, ROGER |
Expected Return: 11-21-1386]

Actual Return: |

Both help for all of The Solution Series and help for a specific component use standard
Windows help.

See also:
B Accessing help for all of The Solution Series from the menus (on page 213)
For detailed directions on accessing help for all of The Solution Series.

W Accessing help for a component from the menus (on page 214)
For detailed directions on accessing help for a component.

Standard Windows help

Extensive standard Windows help is provided with The Solution Series, including the
following:

Step-by-step directions (cue cards)
Related topic information
Conceptual information

Quick reference information

Full text search

Step-by-step directions (cue cards)
Step-by-step directions are provided for tasks and displayed in cue cards. Cue cards stay
open until you explicitly close them, providing an ongoing source of support while you
complete a task.

You can display two levels of information in cue cards—in detail and in brief. 'In detail'
lists the steps and provides additional rationale and tips. 'In brief' lists only the steps.
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The following figure shows the 'In brief' display for the task 'Recording formal education
details":

E Cyborg Systems

____ =loix
HebTopics| Bock | P | Optons [ <« | » |

Recording formal education details (In
Brief)

To record formal education details, follow these steps:

Access the Formal Education form {(30-SCR)
Select the Education Level

Select the School Code

Select the Major

Select the Minor

Enter the Years Attended

Enter the Year Graduated

Enter the Grade Point Average (Current)
Enter the Grade Point Average {(Cumulative)
Enter the Credit Hours (Required)

Enter the Credit Hours (Completed)

Click Save or press Enter

MO0 O A L R

- =
-

-
[t

Related Tasks

If enabled, the Previous and Next arrow buttons will take you to other tasks you might
complete in a series.

To access step-by-step directions for a task, you access the help for a form and then select
the particular task from the 'See also' list.

Related topic information
Each task provides links to related tasks. For example, the task for 'Recording formal
education details' contains the following links to related tasks:

Topics Found

] din hd

Tracking certificates, licenses. and permits
Tracking driver license information

Tracking professional azzociation memberships
Tracking training scheduled and/or taken

Tracking tuition costs
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Conceptual information
Supporting conceptual information is provided for all tasks in the help. You can access
these by looking in the help for a component.

For example, the Salary Administration component offers the following conceptual help on
entering the results of a performance appraisal:

Help Topics: Using Salary Administration

= pfiministering the Review Process
efing the Results of the A o

2] Entering the Results of the Review Process

@ Introduction

@ Performance ratings and how they are uzed

m Methods of entering zalary changes
Methods of entering salary changes
@ Diirect entry of zalary changes
@ Multiple increases on the same date
@ Conversion of salary budget data to an actual zalary ghe
@ Wiewing future-dated salary changes
@ Monetary perquisites and bonuzes

eview schedules

&R
@HDWTU
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If you select the concept 'Performance ratings and how they are used', the following
information will be displayed:

E Cyborg Systems

[ Hel Togics | pin [ oo [ o« | » | Qe |

Performance ratings and how they are used

Once you have completed the review process and manually completed the performance appraisal farm, you must =
record the rating information on the ermployee's record. [

A specific rating, as well as an average rating for weighted categories, may be entered. You may record a
promatability assessment and date the employee should be considered for promation as well as the employee's
willingness to travel or relocate and his or her geographic preference. The reviewer's identification can be a unique
number used to identify the reviewer in the event that questions arise pertaining to a particular rating or the overall
consistency of the reviewer

D text box used to link an employee record
may enter a value in this text box or let it be

budget process

The new rating that results from the performance appraisal will be used by next year's pay-for-perfarmance Salary
Budget tables to generate a proposed increase

= Referto Creating Annual Salary Budgets for Ermployees for more information about using performance
appraisals to generate employes salary budget records

See also:

&  Recording performance appraisal resuits
For detailed directions on entering the performance appraisal results

See Also

Entering the Results of the Review
Process

Introduction

Ilethods of entering salary changes

Review schedules

How To

Quick reference information
Quick reference information is provided for a variety of information, including the

following:
= Reports
= Forms

= Option lists
= Dialog boxes
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Full text search

This information is accessed from the Quick References section of the help:

Help Topics: Using Benefits Administration

& Introduction

@ Plan Design

@ Enrollment

@ Employee Benefitz M aintenance
@ Flan Administration

Report Quick Reference
@ Calculation Option List Quick Reference
@ Funding of Deferred Plans
@ Working with Stock Plans
@ Technical Considerations
@ Accumulation HEDs and 401(k] Plans
@ Form Quick Reference
@ Glozzary of Terms

The Find tab offers the standard Windows full-text search facility. The first time that you
access this, the Find Setup Wizard will display so that you can build the search database.

Find Setup Wizard

Once the database has been created, you can use the Find tab to search the help files using a
word or phrase.
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Report information

You can access report information directly from the Navigator. Most processes contains a
Report Information item; this item is always the bottom item in the list.

The following figure shows the tasks and Report Information item for the process Track
Performance Appraisals. To view report information, click the button to the left of the
Report Information entry.

# Report Information

The report topic lists all of the reports associated with a component. You can then choose a
specific report for more detailed information.
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If you selected quick reference help on the 'Performance Appraisals Schedules for Month of
XX (1R-RPT)', the following information would be displayed. Click the small picture of

the camera to see an example of the report.

B Cyborg Systems

Performance Appraisals Scheduled For Month Of: XX {(1R-RPT)

Ezamgle

The Perfarmance Appraisals Scheduled For Month Of 33X report [1R-RPT) lists performance appraisals scheduled
for a specified maonth and year. Space is provided to manually record the reviewer's name, distribution data,
distribution date, and expected return date.

Business Tasks
This report is used to complete the following business task
| ] Track employees who have a pedormance appraisal due in the future.

Report field details

Column title Description

Ctrl Three Oraanization level 3 value assigned to this employee.
Ctrl Four Organization level 4 value assigned to this employee.
Ctrl Five Organization level 5 value assigned to this employee.
Ctrl Six Organization level B value assigned to this employee.
Employee Mame Employee's legal name.

Employee Mumber  Unigue employee identifier, up to 10 characters in length.

Appraisal Scheduled Date Date the next performance appraisal is to be performed.
Appraisal Scheduled Type “alue and description of the type of review to be performed.
Job Information Date  Effective date of the job assigned to an employee.

Job Information Title  Description of the job assigned to an employee

Report sort order

Mg delivered, the sort order of this report is CONTROL-1, CONTROL-2, CTRL-THREE, CTRL-FOUR, CTRL-FIVE,
CTRL-SIX

Parameter options and setup
QOption Setup
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Context-sensitive help

Help on forms

Several levels of context-sensitive help are available:

=  Form-level
= Text or list box level
= Dialog level

To learn the purpose of a form, use the form-level help. To access form-level help, access a

form and click the Help on This Form button on the toolbar.

For example, if you click the form-level help button on this form:

| Scheduled Salary Review Data ALSTIN, STEWEN

IMext Review Date= 12-01-1986]
Type of Review: <3| Review &nnual ;I
Distribution Data: 11TH-3344 |
Distribution Date: 11-01-1936|
Reviewer Mame: WINMTER, ROGEFR |
Expected Return: 11-21-2002|
Actual Return: | |

...you will see this:

ﬂ Cyborg Systems

| Help Topics| | e | gotons | o« | » | e |
Scheduled Salary Review Data (43-SCR)

The Scheduled Salary Review Data form (43-5CR) is used to record data for an employee's next scheduled salary
review. YWhen the review date has been reached and the salary review form sent out, distribution data can be added to
identify the person to whorm the form was sent, where, when, and the expected return date

The next review date is used by the following reports to determine who is eligible for a salary review,

u Scheduled Salary Reviews Within Selected Months report
u Salary Review Authorization Form |

u Salary Review Authorization Form Il

Business Tasks
This form is used to perform the following business task

u Setting up the salary review schedule
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The Business Tasks section in the help provides links to detailed directions for business
tasks associated with this form.

See also:

B Accessing context-sensitive help for a form (on page 216)
For detailed directions on accessing context-sensitive help for a form.

Help on text and list boxes

To access help on text and list boxes on a form, use the 'What's this?" help. To access
'What's this?" help, click the "What's this?"' button from the Support Systems toolbar, and
then click in the box you want to know about.

[

For example, if you wanted to know about the Address text box on the Employee
Information form (EF-SCR), you would drag the help icon to 'Address' and click.

The following figure shows the help for the Address text box:

E Cyborg Systems

ADDRESS

Description
This alphanurmeric field contains 30 characters.

Business Use
The Address field is used to enter the street number and street name portion of the applicant's address.

See also:

W Accessing context-sensitive help for text and list boxes (on page 216)
For detailed directions on accessing context-sensitive help for a box or list.

Help on dialog boxes

Clicking the Help button on a dialog box will display the help associated with that dialog.

Employee Selection x|
~Employee Detail
Mumber: I
Mame: I

Social Sec Mbr: I

—Organization Dretail

Organization: JABC 3OLUTIONS INC. =l

QK I Cancel | Help |
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For example, if you click the Help button on the Employee Selection dialog you will see
this:

yborg Systems

Employee Selection

If you have mare than one organization established, you will need to be able to switch between these organizations
easily and guickly. Within these organizations you will also need to switch between different employees just as easily.

Faor example, if you need to enter salary information for a number of ermployees, you will want to be able to switch
emnployees after you complete a Salary Assignment/Changes form for each of them.

To switch between organizations and employees, you use the Employee Selection’ dialog box. To access this dialog
box, click the Employee button on the toolbar.

Accessing employee data

In order to view a record for an employee, you need to identify to the system which employee's record you want to
AcCess.

There are a number of different ways to access an ermployee's record. You can access an employese's records by
entering the relevant information in one of three text boxes in the Employes Selection dialog box

| ] Mumber—the Employee Mumber
| ] Mame—the employee's name
u Social Sec Nbr—the employee's Social Security Mumber

‘fou must then select which organization the employee belongs to.

When you have entered the relevant information, click OK to access the employee's record.

When you enter an employee’s name, you can enter either the complete name using the correct mix of upper and
lower case, or just the last name. If you enter the employee's last name the Select an Employee dialog box will
display, from which you can select the exact employee and access his or her record.

See also:
- Changing to a different empioyee or organization
To learmn how to use the Employee Selection dialog box to change employees or organizations.

& Dispiaving empioyee data using Employee Mumber, name or Social Security Mumber
To learn how to display employes data using vanous methods.

Communication event dialogs

Help is displayed in a separate window on the right of the dialog boxes that help you create
and maintain letter and email communication events. This help automatically changes as
you work through the various text boxes and options on the dialog boxes. Using the
navigation and dialog buttons, you can access help for specific text boxes and options or
hide the help window.
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The following example shows the help displayed as a part of the Create Communication
Event dialog box:

Create Communication E vent

Enter a unigue name, up to 40
characters, that identifies this
communication event.

Users will see this title if you
allow them to trigger this
communication event manually.
The title cannot contain the
following characters: \/: * ? <

210



Chapter 8—Using the Support Tools

Electronic documentation

We host a full set of One-Stop Documentation on the Hewitt eCyborg Customer Center
Documentation pages.

Customer Center

Home = eCyborg Home > Customer Center » Documentation > Morth America

home 5.x Documentation 5%
eCyborg home b ledgeb
pmducts New eCyborg KnDWIEdgem_se . * |nstallation Guides for
The eCyborg Knowledgebase is a compiled HTML file ((CHM} Cybon
about eCyh-::rg containing the content of our North American 5.1 eCyborg * Installation Guides for The

Documentation library. It allows quick, easy searches to find the Solution Series

services information you seek. Zipped up with the file is a quick user guide, * Uparade Guides
) ) A pg
alliances including search tips and recommendations. .
Introductory
news & events * Human Resources
We built the eCyborg Knowledgebase with multiple search options. Administration
case studies Are you someone who looks in the Table of Contents to locate * Payroll Administration
Fayroll Administration

information? Do you go directly to the Index to see f you can find * Requlatory

global locations _ . )
the information you require? Or maybe you prefer to open up a PDF * Programming

customer center file and search for references to a term or phrase? This * Systern Administration
Recent Announcements knowledgebase can quicken your search for the information you * |nteractive Workforce
Support need. * Reporting Administration
Professional Semvices * Distributed Administration
Presentations Manual Name Version Issue No. Issue Date * Documentation Soon to
User Groups eCyborg Knowledgebase Be Retired
Product Updates *  eCyborg Knowledgebase 5x 1.0 January 2004
) ) 4.x and 3.x
Leamning Semices
Documentation * Installation. Release. and

Upgrade Guides for The

Lctine e FOT A

Each of these electronic manuals is a complete One-Stop Document; it includes all of the
appendices, glossary, index, and the training exercises you would find in a printed manual.
You can access and view this set of One-Stop Documentation user manuals, allowing you
to print an entire manual or sections of a manual.

Note: If you do not have access to the Customer Center, speak to your Administrator, who should
be able to access the documentation for you.
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Note:

These manuals may be stored locally on a network server. Consult your System
Administrator for specific instructions on how to access the electronic documentation at
your site.

The electronic documents are saved in the Portable Document Format (PDF) from Adobe
Systems, Inc. You cannot view these documents in your word processor, rather you would
use the Adobe Acrobat Reader (available as a free download from Adobe Systems, Inc.).

Adobe Acrobat Reader

The Adobe Acrobat Reader is a tool produced by Adobe Systems, Inc. The Acrobat Reader
allows you to access Acrobat documents we have produced. These documents can be used
online, or printed out for an exact replica of the documentation. The Adobe Acrobat Reader
will help you to:

= Access and read all electronic documentation

= Search for any word or phrase within a document

= Search for any word or phrase across all electronic documents

= Print out a hard copy of any document precisely as it would have been produced

Refer to the Adobe Acrobat Online Guide for further information on how to use the Adobe
Acrobat Reader. You can access the Adobe Acrobat Online Guide by starting the Acrobat
Reader and selecting the Help menu and then the Reader Online Guide option.
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks
Accessing help for all of The Solution Series from the menus..................... 213
Accessing help for all of The Solution Series from the Support

SYSEMS LO0IDAN ... 213
Accessing help for a component from the menus............ccccooioiiniiiicinns 214
Accessing help for a component from the Solution Series help file ............. 214
Accessing context-sensitive help fora form.........ccccviiiiiiiiciiiiee 216
Accessing context-sensitive help for text and list bOXes...........cccoccvvireenne 216

Accessing help for all of The Solution Series from the menus

Accessing help for all of The Solution Series from the Support Systems

toolbar

You can access help for all of The Solution Series from:

= The menus (this task)

= The Support Systems toolbar (see "Accessing help for all of The Solution Series from

the Support Systems toolbar" on page 213)

To access help for all of The Solution Series from the menus, make the following
selections:

Help | Help on all of The Solution Series

See also:

B The Help system (on page 199)
For more information about help on The Solution Series.

You can access help for all of The Solution Series from:

= The menus (see "Accessing help for all of The Solution Series from the menus" on

page 213)
= The Support Systems toolbar (this task)

To access help for all of The Solution Series, follow this step:

Click Help for all of The Solution Series

Click the Help for all of The Solution Series button on the Support Systems toolbar.

@
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See also:

B The Help system (on page 199)
For more information about help on The Solution Series.

Accessing help for a component from the menus

You can access help for a component from:

=  The menus (this task)
= The Support System toolbar (see "Accessing help for a component from the Solution
Series help file" on page 214)

To access help for a component, make the following selections:

Help > Help on component_name

The component name shown reflects the component associated with the form currently
displayed in the Form area. If no form is displayed in the Form area, then access will be to
all of the help.

See also:
B The Help system (on page 199)
For more information about help on The Solution Series.

Accessing help for a component from the Solution Series help file

To access help for a particular component of the system, follow these steps:

Access Help for all of The Solution Series
Access help for all of The Solution Series, by clicking the Help on all of The Solution
Series icon on the Support Systems toolbar.

@

Alternatively, make the following menu selection:
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Help P> Help on all of The Solution Series

Help Topics: The Solution Series

L4 General Help

@ Human Resources Help
@ Payroll Help

@ Time and Attendance Help
@ Technical Help

Double-click an item containing a component or the Technical
Documentation
Double-click the item in which you are interested.
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3.

Double-click the item in which you are interested
Double-click an item and the help file will be opened.

Help Topics: The Solution Series

&= General Help
m Hurmnan Resources Help
@ Help on Uszing Benefitz Sdministration
Help on Using Human tioh
@ Help on Uszing Position Management Administration
@ Help on Using Requizsition Tracking

@ Help on Using S alary Administration

@ Help on Using Training Adminizstration

@ Help on Implementing Human Rezources Administration
@ Payroll Help
@ Time and Attendance Help
@ Technical Help

See also:

B The Help system (on page 199)
For more information about help on The Solution Series.

Accessing context-sensitive help for a form

2.

Note:

To access context-sensitive help for a form, access a form and follow these steps:

Access aform
Access the form for which you want to see help.

Click the Help for this Form button
Click the Help for this Form button on the toolbar.

You can also access form-level help by pressing F1.

See also:
® Help on forms (on page 207)
For more information about help on forms.
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Accessing context-sensitive help for text and list boxes
To access context-sensitive help for a box or list, access a form and follow these steps:

1. Access a form and position the pointer

Access the desired form and then position the pointer in the text or list box for which you
want to see help.

2. Click the 'What's This?' button

Click the "What's This?' button on the Support Systems toolbar. The pointer will now have a
question mark associated with it.

G

3. Drag the help pointer to the box or list
Drag the help pointer to the box or list about which you want help.
4. Click the box or list

Click to display the context-sensitive help.

See also:
W Help on text and list boxes (on page 208)
For more information about field-level help.
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Review of Questions Answered

1. What types of online help are provided?

2. How do you access help on all of The Solution Series?
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CHAPTER 9

Working with Data

In This Chapter
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Introduction

Tasks

Prerequisites

Questions answered

When you begin to enter data into The Solution Series, you need to know how to select
different employees, as well as the different formats that the system will accept when you
enter different types of data. This section tells you how to access a different employee and
explains the different data formats.

This section explains the following:

Displaying employee data using Employee Number, name, or Social Security Number
Displaying employee data using phonetic search
Displaying a selection list in the message area
Choosing a record from a selection list
Displaying an employee profile

Clearing all boxes on a form

Entering dates

Entering numeric data

Using option lists

Saving changes to a form

Canceling changes to a form

Adding a record

Modifying a record

Deleting a record

Responding to reject messages

Responding to warning messages

Before you can complete the tasks in this section you need to have completed the
following:

Logged on to The Solution Series.

Read Exploring the Work Area (on page 49) that introduces you to The Solution Series
interface.

Read Navigating the System (on page 129) that explains how you navigate The
Solution Series.

The following questions are answered in this section:

ok wphE

What methods are available for viewing employee and organizational data?
What types of numeric data are used?

What are option lists and how are they used?

What actions can be performed when working with forms?

How are employee and organizational data deleted?

What types of system messages are provided?
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Viewing data

When using The Solution Series, you work with both employee and organizational data.
This section explains how to access employee data.

Accessing employee data

Employee data is stored in records that contain information that is specific to an employee.

In order to view a record for an employee, you need to identify to the system which
employee's record you want to access.

You can access an employee's record by entering the relevant information in one of three
text boxes in the Employee Selection dialog box.

= Number—Employee Number
= Name—Employee Name
= Social Sec Nbor—Employee Social Security Number

Employee Selection x|
Employes Details
MHumber:
Mame: |

Social Sec Nbr:

Organization D etails

Drganization: |4BC SOLUTIONS INC. =]

Ok | Cancel | Help |

You must then select the organization to which the employee belongs.

When you have entered the relevant information, click OK to access the employee's record.
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When you enter an employee's name, you can enter either the complete name using the
correct mix of upper and lower case, or just the last name. If you enter the last name, the
Select an Employee dialog box will be shown, from which you can select the exact
employee and access his or her record.

Select an Employee

MORSE, GORDAN 886-88-8004
MOREAL, GARDNER 888-88-8009
Meyer, June 888-88-8001
MORITZ, KATHERINE C. 888-88-8007
MUIR, LINDA 888-88-8003
MERTZ, LYNNE C, 990-09-8006
MOHR. MICHAEL T. 888-88-8010
MORRIS, ROBERT 888-88-8005
MOORE, SAMLEL 854-85-8002
MALRICE, STACYE. 888-88-8008

See also:

m Displaying employee data using Employee Number, name or Social Security Number
(on page 244)

For detailed directions on viewing employee data.

Accessing an employee using phonetics

There may be occasions when you are provided with an employee's name, and you need to
check the system to ensure that you have the correct spelling and that there are not several
employees with a similar name.

When you enter a name on the Employee Phonetic Name Lookup form (PHONET), any
name that sounds close to your guessed spelling is displayed, so that you can find the
correct spelling.
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When the results of the search are displayed, you can find out:

Which organization he or she is in

The Employee Number

The correct spelling of the employee's name
The Social Security Number

The Sex of the employee

When you have this information, you can use the Employee Selection dialog box to access
the employee's record.

See also:
B Displaying employee data using phonetic search (on page 246)
For detailed directions on using the Employee Phonetic Lookup form.
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Viewing multiple occurrences of data on a form

When you access a form that contains historical or multiple occurrences of data, the most
current data will be displayed. If a form has multiple or historical records, you can access
these records through the Selection list. For example, from the Location
Assignment/Changes form (05CSCR) you can access the history of an employee's location
and assignment changes. The Selection list is displayed in the Message area.

You can display the Selection list manually using the Selections button on the Standard
toolbar. The Selections button is only enabled when there are multiple or historical records.

(=]

The Selection list can be displayed automatically when there are multiple or historical
records by setting your user options. You can elect to display records automatically, if the
form does not have a date as its first key field, if the form does have a date as its first key
field, or both.

The following example shows the history of Steve Austin's location and assignment

changes:
[Location AssighmentfChanges AUSTIN, STEWEN
Effective Dates ~HR Location
Key Separator> 1st Occurrence LI
Type Of Change> Chg to Ctrl & Only =) OL3: Region 3030 ~|
EED Establishment: Chicago Facility | OL4: pepartment 4040 |
Geographic Range: u|| Locations ;I OLS: section 5050 ;I
Mail Distribution: B2-5TNS | OLG: Group 6060 ;I
Job Information TELM Information
Effective: 06-30-1981 State: Illinois
CodefExtent: 17357 0001 County: IL Cook
Job Title: ASSEMELY LINE WORKER City: IL Chicago
Org: 99 99939 SMSA: Chicago. IL
Selection list Effective Key EEOD
button Date Separator Type Of Change E=ztablishment
Mﬁ\_l 06-30-1951 9 Cl6 Chg to Ctrl & Only oool1
1 12-17-1978 9 CO0 Conversion to CBSY ool
Record ,ﬂfl

Meszage area

You can select a record from this list and display it in the Form area by doing one of the
following:
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= Double-clicking anywhere on an item in the list

= Clicking the button

= Using the up and down arrows on the Selection toolbar to display in the Form area the
different records listed on the Selection list

Up Selection Refresh Selection
List 0 List
i ’ )
Down Selection Top of Selection
List List
See also:

W Displaying a selection list in the Message area (on page 250)
For detailed directions on accessing multiple occurrences of a form.

W Choosing a record from a selection list (on page 248)
For detailed directions on selecting a record from the selection list.

Employee Profiles

You can use an employee profile to view a summary listing of all or part of an employee's
data. The Online Employee Profile form (PROFIL) displays data from different parts of an
employee's master record. An employee profile can be used to view data on an employee's
benefits, training, or absences.

[OnTine Employes Frofile LUSTIN, STEVEN

[T Entire Frofile

[T Basic HR Information

All =elections below include a profile
of basic personal information

I- Benefi ts

[T Health And Safety
[~ Compensation/Budgets
[T Enployes Relations
[ EdiTrainingsskills
[T tssigned Position(s)
[T Recorded ibsences

Note: This feature is typically used by experienced users who are very familiar with employee
data.

See also:
m Displaying an employee profile (on page 248)
For detailed directions on displaying an employee profile.
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Using multiple sessions to view additional data
If you need to view two forms at once, you can run multiple sessions of The Solution Series
and either toggle between the two sessions, or adjust the size of the Work Area so that you
can see two forms simultaneously.

<7 The Solution Series 5.0

05-01-1985

o gevew st o
8TH-2431

07-15-1958)
09-03-1953

TR
2314 W MILWAUKEE AVE hite-bot Hisganic =
APT B
CHI A0 iUE0es O
WA

wey [l

Hourby-TE Required =}

45] 6769
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Adding and modifying data

There are different types of text box in The Solution Series:

Key
Character
Date
Numeric

In order to enter data correctly, you need to know what types of data can be entered into the
different types of text boxes.

Key text boxes
Every form will have at least one key item (text box, option list, and so forth). The Solution
Series uses key items as the means of making each record unique. A key item is identified
by a > (greater than) symbol next to the text box or display on a form.

For example, there are two unique items on the Driver License Information form (25-SCR),
License ID and Date. These items are needed in order to make the record unique:

| Driver License Information ALSTIN, STEWEN

icense D=

Key text hoxes
Datex

Mumber: £245-9904-8571 |
State: ILLINOIS |
Class: *EB* |

Restrictions: MOMWE |

Expiration: 07-15-123591)

Character text boxes

Character text boxes are alphanumeric text boxes. They can contain text or numeric
characters. Two types of character text boxes are used in The Solution Series:

= Unformatted character text boxes—contain 1 to 60 characters that can be entered in any
order or format.

= Formatted character text boxes—contain 1 to 30 characters that must be entered in a
specific format.
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Date text boxes

Date information is presented in the following formats:

= MM-DD-CCYY (US and Canada, excluding Quebec)
= DD-MM-CCYY (elsewhere)
= MM—Month (01 for January, 12 for December)
= DD—Day (01 for the first of the month, 10 for the tenth of the month)
= CC—=Century (19 for the twentieth century, 20 for the twenty-first century)
= YY—Year (02 for the second year of the century)

For example 12-31-2002 represents December 31, 2002 in the MM-DD-CCYY format. 31-
12-2002 represents December 31, 2002 in the DD-MM-CCYY format.

Dates can be entered by doing one of the following:

= Manually entering the date in the correct format
= Using an action to insert today's date
= Using the Calendar dialog box to insert any date

Inserting today's date
You can insert today's date into a date text box either by manually typing it, or by using one
of the following methods:

= Shortcut menu—position the pointer over a date text box and right-click. Then select
Insert today's date.
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= Shortcut key—SHIFT+ALT+D

Inserting any date
You can use the Calendar dialog box to insert a date into a date text box. When you access
this dialog box, you can navigate to a specific date.
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|
Moves back Moves forward
ayear — 1 <<| < | July 1988 b | by ! a year
WMoves back T | 5un|Man] Tue [wed| Thu| Fi [ Sat| TJ—._Moves forward
a month
a manth 1 z
3 4 5 6 7 8 19
m o112 13 14 RERe Highlight & date
17 18 19 20 21 22 23 and click Ok
24028 26 27 28 29 3

Cancel |

To access the Calendar dialog box, select one of the following:

= Shortcut menu
Position the pointer over the date text box and right-click. Then select Show Calendar.

= Shortcut key—CTRL+D

= Access key—ALT+A A, C
You can use the different controls to select a different year and month, and then select

the date you require by clicking OK.
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Date Function:

See also:
B Entering dates (on page 252)
For detailed directions on entering dates.

Numeric text boxes

The Solution Series is delivered with several types of numeric text boxes. When you enter
numerical data that contains decimals into these text boxes, you must follow certain
formats. The numeric text boxes include the following:

Rates

Hours
Percentages
Amount/Salary

See also:
B Entering numeric data (on page 254)
For detailed directions on entering numeric data.

Numeric text boxes and decimals
Most of the numeric text boxes use decimal places.

When you enter numeric data that contains decimal places, you can either enter the decimal
place manually, or let the system enter the decimal for you.

The following formats must be used when entering numeric data that contains decimals.
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Rate text boxes
A rate text box uses four decimal places. For example, 12.40 can be entered as:

= 12.40
= 12.4000
= 124000

Hour text boxes
An hour text box uses two decimal places. For example, 40 hours can be entered as:

= 40.
= 4000

Percentage text boxes
A percentage text box uses two decimal places. For example, 33.3% can be entered as:

= 333
= 3330

Amount and Salary text boxes
An amount or salary text box uses two decimal places. For example, 1,000.00 can be
entered as:

= 1000.
= 100000
See also:

B Entering numeric data (on page 254)
For detailed directions on entering numeric data
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Option lists

An option list contains a list of predefined options from which you may choose. You must
choose one of the predefined options as your selection. In contrast to a character text box,
you can not key your own data into an option list.

For example, the Frequency option list (PP29) on the Employee Information form (EF-
SCR) has the following options:

None

Bi Weekly
Monthly

Semi Monthly
Weekly

The Solution Series is delivered with default options for the different option lists. These
options can be amended to add or remove items to meet the requirements of your
organization.

For example, you could amend the list in the above example to include Quarterly as a
frequency type.

& Refer to the Optimizing System Features documentation for more information on how to
edit option lists.

See also
B Entering numeric data (on page 254)
For detailed directions on using option lists.

Types of option lists
There are two types of option lists:
= Standard option lists—identified by a drop-down arrow
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Standard option list

Big option lists—identified by an ellipsis

Otion list Drap-down arrovy Big option list
/ellipsis
-
| Formal Education AUST|IM, STEVER
. I/
Education Level= - i
=l

Schoal Codes J

Major: _I

Minar: _I

Year Grade Point Averages—— | Credit Hours

Years Attended: | Current: | Required: |
‘ear Graduated: | Cumulative: | Completed: |

You can use one of the following methods to select an option in the option list:

Education Level= =1

Click the drop-down arrow to display the option list. Select an option by clicking it.
When you select an option, the list collapses and your selection is displayed.

Use the access key ALT+DOWN ARROW to select the option list. Then use the UP
ARROW and DOWN ARROW to select an option. When you have selected an option,
press Enter.

Select an option list and use the UP ARROW and DOWN ARROW to select an option.
When you have selected an option, press Enter.

Use the shortcut menu and select the Search Option List menu option.

(Mone) -

APost Conversion

GTrade Conversion

Aszoc Deg Arts

Aszoc Deg Bus & Comm

Aszoc Deg Businss

Aszoc Deg Data Proc

Azzoc Deg Hith Senv d

See also:

B Selecting an option from an option list (on page 255)
For detailed directions on using an option list.
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Big option list

A big option list is indicated by an ellipsis (three dots where the drop-down arrow would
normally be displayed):

‘:i :

v

A big option list is used to help you narrow the selections from a large list. For example, on
the Formal Education form (30-SCR) the School Code option list (HR32) contains too
many education establishments to be displayed in a standard drop-down list box.

When you access a big option list, the Search Option List dialog box is shown:

| For mal Education ALSTIN, STEVEN |
Education Level> GGG vI
School Code _i :?SI? option
Major: |

Search Option List - School Code x|

Cancel |

Search Criteria | Settingsl

LI

Search for: Search Cption List

dialog box

Help |

The Search Option List dialog box contains two tabs—Search Criteria and Settings.

Search Criteria tab

The Search Criteria tab contains the Search for text box. To search for an option, enter
either its complete name or part of its name. For example, you could enter all or part of the
name of the educational establishment you want to select.

Settings tab

When you have entered an option, you can click the Search Now button, or you can refine
your search using the options on the Settings tab.
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Search Option List

= Options group box
Choose to search for an option that either Starts with or Contains your choice.

= Search Items group box
Choose to search for a Description of the educational establishment or its Code.

= Display group box
Choose the Codes check box to display the code for each educational establishment.

= Sort Order group box
Choose to sort the educational establishments alphabetically by Description or Code.

If you have used the Settings tab to refine your search, click the Search Now button to
begin the search.

If the system finds an option(s) that matches your selection, the Search Option List dialog
box expands to reveal the results:
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Search Option List

If your option is displayed, you can select it and click the Select button.

If your selection is not displayed, you can try again by entering a new option in the Search
for text box.

See also:
B Selecting an option from a big option list (on page 256)
For detailed directions on using a big option list.
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Form actions

When you access a form, The Solution Series provides you with a range of options.

Note: You can not close a form on the Form area. In order to protect confidential information
from being observed on your screen, you should either log out of The Solution Series or
minimize it when you are not using it.

The following table contains the options that are available:

Button [ Name Description

@ Print the current | Prints the current Work Area.

window

@ Save Saves the current data. This button is enabled when
you have entered new data or amended existing
data.

@ Cancel Cancels changes made to the current data. This
button is enabled when you have entered new data
or amended existing data.

6 Change Accesses the Employee Selection dialog box.

Employee

e Select Displays the Selection List in the Message area.
This button is enabled when there are multiple
records for the form you have accessed.

@ . Back (form) Displays the previous record or records (form,

table and so forth). This button is enabled when
you have accessed two or more forms in the
current session.

&)

Forward (form)

Displays the next record or records (form, table
and so forth). This button is enabled when you
have accessed two or more forms in the current
session.

@ Add Bookmarks | Adds the current form to the Bookmarks menu.
and Favorites
Clear Fields Clear the data in the current record (form, table and
so forth).
@ Delete This Deletes the current selected record (form, table and
Entry so forth).
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Shortcut menu

There are a number of shortcut menus available on a form. The one you access is
determined by the location of your pointer when you right-click. A shortcut menu is
accessed by right-clicking on one of the following:

= Blank area on the form

= Text box

= Option list

= Date text box

=  Time text box

=  Form when used in a checklist

[ Hired &pplicant Pre-Transfer Information ALSTIM, STEVERM
Date: 07-02-2002]
IRty [eites Save This Form
Salary Per Period: | Canicel This Form ation Levels
Mext Item
Annual Salary: | Previous Item 1
Pay Frecuency: Finish Checklist... |
——  Pause Checklist
Hours Per Period: | ;I
S S BRI
Geographic Range: =] L ;I
Payment Type: ;I 5: ;I
EED Establishment: =l 62 =l

& Refer to Exploring the Work Area (on page 49) for more information on shortcut menus.

Options for updating data

When you access a form it will generally be populated with the most recently entered data.
When you are entering new data on a form that already has data displayed on it, you have
three choices:

= Clear all the data
= Clear existing data for specific text boxes
= Key over the existing data

Clearing all data boxes on a form
When entering new data, we recommend that you first clear the form to remove all the data
from the text boxes. Clearing the form does not delete the existing information.
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To clear a form, you can use one of the following:
= Clear Fields button on the Standard toolbar

= Clear Fields menu option on the Actions menu
= Access key ALT+A, L

See also:
B Clearing all boxes on a form (on page 251)
For detailed directions on clearing text boxes on a form.

Clearing existing data from alphanumeric text boxes
To clear existing data from a field, type a pound or hash sign (#) in the first position of the
text box.

significant Dates

Birth: 07-15-1939,
Employment: #1-02-2000|
\.\HnTination: | l

B er——

B

When you press Enter, the existing data will be cleared.

snificant Dates
Birth: 07-15-1939
Employment: 4

Termination: L

This method of clearing data is useful when you want to keep some of the existing data, and
only need to change data such as dates.

Keying over existing data

You can enter new data on a form by keying over the existing data. However, if you do
this, you run the risk of mixing up the existing data with the new data and saving the wrong
data.

See also:
B Modifying a record (on page 262)
For detailed directions on modifying information on a form.
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Record deletion

Note:
Note:

If a record is no longer required or an error was made when the data was originally entered,
it is possible to delete the record. If an error was made on the original record, it should be
possible to amend the record and then save the correct data. This is the recommended way
of dealing with data errors.

A record can be deleted from the system by doing one of the following:

= Clicking the Delete button on the Standard toolbar.

= Selecting the Delete This Entry menu option on the Actions menu.

The first non-key field must have an entry in order to delete a record.

Caution should be taken when you delete information from The Solution Series.

See also:
W Clearing existing data from alphanumeric text boxes (on page 240)
For more information on how to clear existing data from an alphanumeric text box.

B Keying over existing data (on page 240)
For more information on how to amend data on a record.

B Deleting a record (on page 263)
For detailed directions on deleting a record.
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System messages

Note:

Three types of system messages can be displayed in the Message area:

= Reject
=  Warning
= Information

This is the order in which the system will display the messages.

Overview of reject and warning messages

Reject messages

The system validates any data you enter into The Solution Series. If there is a problem with
the data, a warning or reject message will be displayed in the Message area:

@ Reject Messages

Sex Code 1=

in conflict with FPelationzhip Code

& varning Messages
+ [ Is the change to Sex intended? Continue?
1) Information Messages

A Reject message means that Cyborg has found a serious
problem with your information, and is unable to proceed
until the problem is corrected.

A brief explanation of the warning or reject message is displayed. If the reason for the
warning or reject requires a more detailed explanation, you can click the plus sign (+) next
to it. This expands the message to reveal a more detailed explanation.

€ Reject Messages
Sex Code 12 in conflict with Felationzhip Code

Explanation:

The Relationship Code does not equate with the Sex Code you
have entered on this screen, &.g.. Relationship - Daughter:
Sex - Male.

Recommended action:
Change one of the codes so the relationship is logical.

A reject message occurs when data you have entered can not be accepted and is rejected. A
reject message will also be displayed if you have not entered data in a required field. A
reject message must be corrected before you can save the form.

There are two ways to deal with a reject message:

= Correct the data.

= Cancel the form. If you cancel the form you return it to its original condition. The data
will not be saved.
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See also:

B Responding to reject messages (on page 263)
For detailed directions on responding to a reject message.

Warning messages

A warning message informs you that illogical data has been entered, that may or may not
be correct.

There are three ways to deal with a warning message:

= Correct the data—Re-enter the correct data.

= Override the warning message—Override the warning message and accept the data by
selecting the check box.

= Cancel the form—If you cancel the form, you return it to its original condition. The
data will not be saved.

See also:

B Responding to warning messages (on page 265)
For detailed directions on responding to a warning message.

Information messages

An information message is displayed when the system determines that an action you have
performed should be brought to your attention. An information message is also used when a
reject or warning message is displayed. The information message displays a generic
explanation of these message types.

See also:
B Responding to reject messages (on page 263)
B Responding to warning messages (on page 265)

For detailed directions on displaying the additional information about the reject or
warning message.
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks
Displaying employee data using Employee Number, name or Social

SECUNILY NUMDEL ... 244
Displaying employee data using phonetic search............cccocovnincinnennens 246
Choosing a record from a selection list...........ccocoeiiiiiniiiiiece 248
Displaying an employee profile ..o 248
Displaying a selection list in the Message area.........cc.cooevvecvrerenereeieennnns 250
Clearing all boxes on a form
ENtEriNG QateS ...cvvoviiieeieieeieieee e
ENtering NUMENIC data........ccevveiiieiiriirieiecce e
Selecting an option from an option list .........c.cccceveveiiciiicicce e 255
Selecting an option from a big option list ... 256
Saving changes t0 @ FOIM .........cooi i 258
Canceling changes to a form.........ooooiiiiiie e 259
AdAING 8 FECOMT ...ttt 261
MOIfYING @ FECOTT ..ottt 262
Deleting @ FECOMM.......cceiuiiiieieiee sttt 263
Responding t0 rejECt MESSAQES. .....ccvvvvirieieieriieiresieieeerr e sre e e e sresrens 263
Responding t0 Warning MESSAQJES .......ccveveveriresreriesieieesieesesiessesseeessssessens 265

Displaying employee data using Employee Number, name or Social Security
Number
To view data on a form for a different employee, follow these steps:
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Click Change Employee
Click the Change Employee button to access the Employee Selection dialog box.

7]

x
Employes Details
Mumber:
Marme: |
Social Sec Mbr:
Organization D etails
Drganization: |4BC SOLUTIONS INC. =]
QK | Cancel | Help |

Enter a Number, Name, or Social Sec Nbr
Enter an employee Number, Name, or Social Security Number.

Click OK
To select the new employee, click OK.

If you completed the previous steps, the results should look similar to the example that
follows:

[ Employee Information ALUSTIM, STEVEM

Employee Mbr> 1234 Mame Code>
ignificant Dates
Title:  par LI Birth: 07-15-1939
Employment: 12-17-197§
First: STEWEN | Termination:
Middle: |
Last: AUSTIN |
Suffix: ;I Gender:  pale :I
Address: 2314 ¥ MILWAUKEE AW | Race: white-hot Hispanic LI
APT 807
City/State: CHICAGO T s0614 |  FLsA: =
Country:  United States -
Frequency: weekly ;I
SSN: 123] 45] 6789
Payment Type:  Hour ly-TE Required LI
Position:
See also:

B Viewing data (on page 221)
For more information on how to view employee data.
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Displaying employee data using phonetic search

Note:

Note:

In this task, you are unsure of the correct spelling of an employee's last name and do not
know the Employee Number. You will use the Employee Phonetic Name Lookup form
(PHONET) to find out the employee's name and Employee Number. You are looking for an
employee called either More or Moore.

The Employee Phonetic Name Lookup form (PHONET) is useful if you are unsure of the
spelling of an employee's last name. Any name that sounds close to your guessed spelling is
displayed, so that you can find the correct spelling. This form is also useful if you have
several employees with the same last name.

Access the Employee Phonetic Name Lookup form
Access this form by making the following selections from the Navigator:

Component: @ User Tools
Process: ~ User Tools

Task: ZF  Employee Phonetic Name Lookup

Fhonetic Mame Search

Name : | |

sex: |
Name field examples:
Search on last name only: Horris
Last name & first initial: Morris, J

Last and first name=: Morris. lames

You may optionally enter M or F in the Sex field to limit the search.

Enter the Name
For the employee's hame, you can enter one of the following:

= All of the employee's last name (Moore)
= Last name and first initial (Moore, S)
= Last and first names (Moore, Samuel)

If you are using the employee's last name with either the first initial or first name, you must
separate them with a comma.

You must use the correct case (upper and lower) when entering employee names.
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Enter the sex of the employee (optional)
To limit the search to one particular gender, enter one of the following:

= M for male
= [ for female

Click Save or press Enter

To search for the employee, click Save or press Enter. The results of your selection will be
displayed

If you completed the previous steps, the results should look similar to the example that
follows:
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See also:
B Viewing data (on page 221)
For more information on how to view employee data.

Choosing arecord from a selection list

To select a record in a Selection list, complete the steps in this task. You can use the pointer
to select a record, or you can use the Selection toolbar.

Select arecord on the Selection list
Select a record on the Selection list by doing one of the following:

= Click the button next to the record
= Double-click anywhere on the record
= Use the Down button on the Selection toolbar to navigate to the record

See also:
® Viewing multiple occurrences of data on a form (on page 224)
For more information on Selection lists.

Displaying an employee profile

You can use the Online Employee Profile form (PROFIL) to display a specific employee's
master record from the Employee Database. You can choose to display the entire record or
specific information such as Employee Relations.

To display the employee profile, complete these steps:
Access the Online Employee Profile form
Access this form by making the following selections from the Navigator:

Component: % Employee Resourcing
Process: Maintain Basic Employee Details
Task: F View Employee Profile
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Note:

Select Entire Profile (optional)

If you want to display the entire profile for the employee, select this check box. If you
select this option, you do not need to select any of the other check boxes.

Select Basic HR Information (optional)

If you want to display basic HR information for the employee, select this check box. In
addition to basic HR information, you also have the option to select information from other
categories by selecting the relevant check boxes.

Select the type of information you want to display
Select the appropriate check box(es) for the type of information you want to display.

If you have selected the Entire Profile option, you do not need to select these options.
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Click Save or press Enter
To display the employee profile using your selection criteria, click Save.

If you completed the previous steps, the results should look similar to the example that

follows:
[OnTine Employee Profile AUSTIN, STEVEN |
Social Fay Pay Workers Birth
SC Security Freqg Code Status Sex Race Union Comp Date
E 123-45-6789 1 1 M o1 629 CODE3 07-15-1939
Employment Termination Spl Job User Fair Per Key
5C Code Date Code Date Shf Cd Cat Field Labor Over Fields
E 12-17-1978 03-01-1983 2 1 oo 99399
5C Key Name [ Address - Line 2 Address [ City f State f Zip Code
F ool AUSTIN, STEVEN 2314 W MILWAUKEE AV
F ool APT 8 CHICAGOD, IL 6 0614
i i
Rel Social e Birth t
5C Key Cd Dependent Name Security ¥ Date AreafFhone u

Press Enter
The Online Employee Profile is a multi-page form. Press Enter to view the next page.

When you reach the end of the Online Employee Profile, the following message is
displayed:

'----Complete----'

See also:

® Employee Profiles (on page 225)
For more information about employee profiles.

Displaying a selection list in the Message area

Note:

If a form has multiple occurrences or historical records, they can be accessed using a
Selection list.

In order to access a Selection list, the Select button must be enabled.
Access this form by making the following selections from the Navigator:

Component: % Employee Resourcing

Process: _Maintain Basic Employee Details
Task: =k Location Change
Click Select

Click the Select button to display the selection list in the Message area.

=)
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] 06-30-1981 Cl6 Chg to Ctrl 6 Only
] 12-17-1978 CO0 Conversion to CBSY

See also:
B Viewing multiple occurrences of data on a form (on page 224)
For more information on Selection lists.

Clearing all boxes on a form

Note:

Access the Spouse/Dependent Information form (10-SCR) for Employee Number 1234.

It is good practice to clear existing data from a form before you enter new data. To clear a
form use the Clear button.

Access this form by making the following selections from the Navigator:

Component: % Employee Resourcing
Process: Maintain Basic Employee Details

Task: S Dependent Information

Click Clear Fields
Click the Clear Fields button to clear the data from the form.

This button is enabled only when a form is selected.

If you completed the previous steps, the results should look similar to the example that
follows:
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Entering dates

| Spouses Dependent Information ALUSTIR, STEVEM

Dependent 10 |
Marme: |

Relationship: d
Student Status: ;I e
Birth Date: | " Female
Soc Security Mbr: 1 | . Male
Telephone Mumber: | | " Unclassified
Insurance Carrier: |
Employer Mame:
Address:
City/State:
ZIP Code: | | Alternate Taxpayer D

See also:
B Options for updating data (on page 239)
For more information about clearing data from a form.

B System messages (on page 242)
For information on messages that could be displayed when you try to save a record.

In this task, you are going to enter the following information in the Additional Personal and
ID Information form (02-SCR) for Employee Number 1234.

Enter today's date in the 'Expires On' date text box.

You will be required to enter dates throughout The Solution Series. The date you enter will
be determined by the date text box. For example, you may need to enter a past date, today's
date, or a future date. To enter a date, follow these steps:

Access this form by making the following selections from the Navigator:
Component: % Employee Resourcing

Process: Maintain Basic Employee Details
Task: £k Personal Information

Select a date text box
Select a text box that requires a date entry.
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Enter a date
To insert today's date use one of the following:

= Shortcut key—ALT+SHIFT+D
= Shortcut menu—position the pointer over the date text box and right-click. Then select
Insert today's date.

To insert a different date, first access the Calendar dialog box using one of the following:

= Shortcut key—CTRL+D
= Shortcut menu—position the pointer over the date text box and right-click. Then select
Show Calendar.

Calendar

If you completed the previous steps, the results should look similar to the example that
follows:

Ovoreen o S

2 = 12-31-1999
1

Lisa, |

Deferes =]

Documents eriied o] Orvers Lemse |
Prow'd 2 Documents l_ LIS, Birth Cert. |—
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See also:
B Date text boxes (on page 227)
For more information on how to enter a date.

B System messages (on page 242)
For information on messages that could be displayed when you try to save a record.

Entering numeric data

Note:

In this task, you are going to change the following information in the Employee
Information form (EF-SCR) for Employee Number 1234.

Change the Soc Security (SSN) text box to 987-65-4321.
To enter numeric data, complete the following steps:

This example does not contain decimals. When you enter data into a field that uses decimal
places, you must enter it using the correct format.

Access this form by making the following selections from the Navigator:

Component: % Employee Resourcing
Process: Maintain Basic Employee Details
Task: £k Basic Employee Information

Select a numeric text box
Select a numeric text box that requires a numeric entry.

Enter the numeric data

Enter the numeric data in the correct format. If the numeric text box uses decimal places,
you must use the correct format to enter the data. Different types of numeric data include
rates, hours, percentages, and salaries. Each of these types of numeric data have specific
formats when decimals are used.
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If you completed the previous steps, the results should look similar to the example that

follows:
[Emplayee informetion B UETI STEVEN |
Empiloyis Mors 1134 Hamé Code= TN
rSigniicant Dabe—————————
Tk 1 | RAlth; 07-15-1593%
Empleyment: 12.17.1575
Fkst: STEVEM Terminat ke
Middle: 1
Last: ALSTIM 1
Suffi: | Gender: wae i |
Afdres: 7114 ¥ MILVALKEE AW | RRCE. | white- Mot MEpanic :I
AFT_BO7 |
[ity/5kate; CHICAGD N TR FL5A; |
Leunfry:  Linjtec States vi
FPOErcy; skl =
SN 12 3) a5) 6o sy
Faymerit Type, | Howrly-TE Aaguied o |
Peaition:
See also:

B Numeric text boxes (on page 231)
For more information on entering numeric data.

W System messages (on page 242)
For information on messages that could be displayed when you try to save a record.

Selecting an option from an option list

An option list contains a list of predefined options from which to choose. You must select
one of the predefined options. There are two types of option lists:

= Option lists (this task)

= Big option lists (see "Selecting an option from a big option list" on page 256)
In this task, you are going to change the following information in the Employee
Information form (EF-SCR) for Employee Number 1234.

Change the Frequency option list (PP29) to Monthly.

To select an option from an option list, complete the following steps:

Access this form by making the following selections from the Navigator:

Component: % Employee Resourcing

Process: Maintain Basic Employee Details
Task: F Basic Employee Information
1. Select an option list

Select an option list from which you want to select an option.
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Click the drop-down arrow and select an option
Click the drop-down arrow to display the option list and select an option.

If you completed the previous steps, the results should look similar to the example that
follows:

[ Employee Information ALSTIM, STEVEN
Employee Mbr= 1234 Mame Code= 001f
ignificant Dates——————
Title: ny = Birth: 07-15-1939
Employment: 12-17-1978]
First: STEVEN | Termination:
Middle: |
Last: AUSTIN |
Suffi: ;I Gender: pale ;I
Address: 2314 W MILWAUKEE AY | Race: white-Mot Hispanic ;I
AFPT BO7 1
City/State: CHICAGO | IL] 60614 | FLSA: LI
Country:  United States d |
Frequency:
SSN: 987] 65] 4321)
Payment T¥pe: Hourly-TE Required LI
Position:

See also:

W Option lists (on page 233)

W Standard option list (on page 234)
For more information on option lists.

Selecting an option from a big option list

In this task, you are going to change the following information in the Certificates, Licenses
and Permits form (28-SCR) for Employee Number 1234.

= Change the Type of CLP option list (HR59) to Physical Therapist.

An option list contains a list of predefined options from which to choose. You must select
one of the predefined options. There are two types of option lists:

= Option lists (see "Selecting an option from an option list" on page 255)

= Big option lists (this task)

To select an option from a big option list, complete the following steps:

Access the Certificates, Licenses and Permits form (28-SCR) by making the following
selections from the Navigator:

Component: @ Employee Development
Process: Employee Skills, Competencies, Training

Task: '@' Certificates, Licenses and Permits

Select an option list
Select an option list from which you want to select an option.
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2. Click the ellipsis
Click the ellipsis to select the Search Option List dialog box.

[5earch Option List - Round Indicator

3. Enter an option
Enter the name of the option you want to select. You can enter the entire name of the option
or just the first few characters.

4, Click the Settings tab (optional)
Click the Settings tab. Select the appropriate options on this tab to refine your search.
5. Click Search Now

Click the Search Now button to find the option you entered.

6. Select your option
Select the option for which you were searching and click the Select button. The option will
be displayed in the big option list.

szical Therapist

257



Using The Solution Series: Administrative Solutions

If you completed the previous steps, the results should look similar to the example that
follows:

Certificates, Licenses And Permits ALSTIM, STEVEN

Type of CLP= e N
Date Recorded= 10-03 -1979)

CLP Mumber: MYCCT92-17]

Expiration Date: 11-10-1954]
Current Status:  Exp: To Be Renewed ;I
fod |

State Of Issue:  ||linois

See also:

W Option lists (on page 233)

W Big option list (on page 235)

For more information on option lists.

Saving changes to a form

In this task, you are going to change the following information in the Employee
Information form (EF-SCR) for Employee Number 1234. You will then save the form.

Change the Zip Code to 60606.

When you have entered data on a form you will need to save it. To save a form complete
the following steps.

Access the Employee Information form (EF-SCR) by making the following selections from
the Navigator:

Component: % Employee Resourcing
Process: Maintain Basic Employee Details
Task: ZF Basic Employee Information

Enter new data or amend existing data on a form
When you enter new data or amend existing data on a form, the Save button will be
enabled.

Click Save
Click the Save button to save the changes you have made to a form.

9
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If you completed the previous steps, the results should look similar to the example that

follows:
[Empioy=e informetion ALETIRL STEVEN |
Ermplois Norx 1134 Hame Code= [IIY
igriticart Bt
Ttk v =| Beth; 07-15-1933%
Ermployment: 12.17 1975
Fist: STEVEM i Tear minat ion: |
Middle:
Last: ALSTIM 1
Saifie: ;l Gandar.  wake :I
Addresi; 7114 ¥ HILVAUKEE AW | RACE! white-Nat isnanic =l
AFT _BOT |
[ity/State: CHICAGD [T 60614 AL§A; -
Country:  Linited States ri b
Froauercy: ‘weekhy =
SEH: 123 45] 6705
R Fapmenit TyPe: | Hour ly-TE Reguiredd =]
See also:

B System messages (on page 242)
For information on messages that could be displayed when you try to save a record.

Canceling changes to a form

If you enter data on a form and then decide that you do not want to save the data, you need
to click the Cancel button to discard the data.

The Cancel button is enabled when you enter new data or amend existing data.
To use the Cancel button, complete the following steps.

In this task, you are going to change the following information in the Employee
Information form (EF-SCR) for Employee Number 1234.

Change the Payment Type to Salary-Auto Paid.

Access the Employee Information form (EF-SCR) by making the following selections from
the Navigator:
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Component: % Employee Resourcing
Process: Maintain Basic Employee Details
Task: F Basic Employee Information

STEVEN
I
BUSTIN

=
4 W MILWAUKEE AY white-Mot Hispanic 4
807
CAGO L] es1e s
United States a2

‘Weekly I_

45| 6789
Hourly-TE Required I_

Click Cancel
If you enter new data on a form and want to discard the data, click the Cancel button.

If you amend existing data on a form and want to return to the original settings, click the
Cancel button.

If you completed the previous steps, the results should look similar to the example that
follows:

u

STEVEN
I
BUSTIN

_______
2314 W MILWAUKEE AY ‘white-Mot Hispanic 4

APT 8OF

=

United States

Morthly |
Hourly-TE Required I_

65] 4321
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Adding a record

In this task, you are going to add a new record to the Spouse/Dependent Information form
(10-SCR) for Employee Number 1002. Complete this form as shown. Before you enter this
data, use the Clear button to start with a blank form.

To add a new record to The Solution Series, complete these steps:

1. Access aform
Access the form to which you want to add a new record by using the Navigator.

Component: % Employee Resourcing
Process: Maintain Basic Employee Details
Task: ] Dependent Information

[ Spouse/ Dependent Infor mation TOORE, SAMUEL

Dependent ID= 002
Mame:

Relationship:  Son LI
Student Status:  Emplayed FT Student = €
Birth Date: 03 -04-1575] ' Female
Souc Security Mbr: 564 20) 8571 & Male
Telephane Mumber: | | ) Unclassified
Ihsurance Carrier:

Ernployer Mame:
A cldress:
City/State:

ZIP Code: | _| Alternate Taxpayer 1D
2. Enter the new data
Enter the new data on the form.
3. Click Save

Click the Save button to save the information.

]

See also:
B Adding and modifying data (on page 227)
For more information on entering data.

W System messages (on page 242)
For information on messages that could be displayed when you try to save a record.
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Modifying a record

In this task, you are going to modify the Spouse/Dependent Information form (10-SCR) for
Employee Number 1002.

After you have created a form, you can modify the information on it at any time.

1. Access the form you want to modify
Access the form you want to modify by using the Navigator.

Access this form by making the following selections from the Navigator:

Component: % Employee Resourcing
Process: Maintain Basic Employee Details

Task: ] Dependent Information

2. Modify the information
Modify the information on the form. You can:

= Type over all the existing data.
= Type over data in specific fields.

If necessary, you can clear all the data and start with a blank form.

3. Click Save
Click the Save button to save the information.

)

If you completed the previous steps, the results should look similar to the example that
follows:

[Spiouse/ Dependent Information MOORE, SARMUEL |

Dependent D= 002
Marme:

Relationship:  son d
Student Status: | Emplayed FT Student = €
Birth Date: 03-04- 1975 " Female
Soc Security Mbr: 564 200 8571 & Male
Telephone Mumber: | | ™ Unclassified
Insurance Cartier: |

Employer Mame:
Address:
City./State:

ZIP Code: | | Alternate Taxpayer ID
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Deleting arecord

Note:

See also:
B Adding and modifying data (on page 227)
For more information on modifying data.

B System messages (on page 242)
For information on messages that could be displayed when you try to save a record.

In this task, you are going to delete the Spouse/Dependent Information form (10-SCR) for
Employee Number 1002.

If you need to delete a record, complete the following steps:
Caution should be taken when you delete information from The Solution Series.

Access the form you want to delete
Access the form you want to delete by using the Navigator.

Access this form by making the following selections from the Navigator:

Component: % Employee Resourcing
Process: Maintain Basic Employee Details

Task: ] Dependent Information

Click Delete This Entry
To delete the form, click the Delete This Entry button.

1)

Click Yes
To confirm that you want to delete the form, click the Yes button.

See also:
W Record deletion (on page 241)
For more information about deleting a record.
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Responding to reject messages

A reject message displays in the Message area in response to incorrect information you
enter on a form. To respond to a reject message, complete the steps in this task.

In this task, you are going to modify the Spouse/Dependent Information form (10-SCR) for
Employee Number 1234.

In order to see an example of a reject message, you are going to change the gender status
for Julianne Austin from Female to Male.

Access the Spouse/Dependent Information form (10-SCR) by making the following
selections from the Navigator:

Component: % Employee Resourcing
Process: Maintain Basic Employee Details
Task: = Dependent Information

Change the dependent's gender to Male, and click Save.

[ Spouses Dependent Information ALUSTIM, STEWEN

Dependent |D= 002
Marme:

Relationship: | Caughter LI
Student Status:  Full Time Student ;I £
Birth Date: 12-27-1965] " Female
Soc Security Mbr: 352| 67] 4453] & Male
Telephong Number: 312] 372 -0759|  Unclassified
Insurance Carrier: |
Employer Mame:
Address:
CitysState:
ZIP Code: | | Alternate Taxpayer 1D
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1. Click the plus sign (+) to reveal additional information about the
reject message
Additional information about reject message can be displayed by clicking the plus sign (+).

€ Reject Messages

L=« Code 1= n conflict with Pelationzhip Code
A Warning Messages

+ [ Is the change to Sex intended? Continue?
i) Information Messages

& Reject message means that Cyborg has found a serious
problem with your information, and is unable to proceed
until the problem is corrected.

€ Reject Messages

Sex Code 12 n conflict with Eelationzhip Code

Explanation:
The Relationship Code does not equate with the Sex Code you
have entered on this screen, e.g.. Relationship - Daughter;
Sex - Male.

Recommended action.
Change one of the codes so the relationship is logical.

2. Read the reject message
Read the reject message and take the appropriate action. You can do one of the following:

= Correct the error(s)
= Click Cancel to cancel the form

See also:
B System messages (on page 242)
For more information on system messages.

Responding to warning messages
A warning message displays in the Message area in response to information you enter on a
form. To respond to a warning message, complete the steps in this task.

In this task, you are going to modify the Employee Information form (EF-SCR) for
Employee Number 1234.

In order to see an example of a warning message, you are going to change the age of the
employee so that the employee was under 13 when they started employment.

Access the Employee Information form (EF-SCR) by making the following selections from
the Navigator:

Component: % Employee Resourcing
Process: Maintain Basic Employee Details
Task: £F Basic Employee Information
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Change the employee's date of birth to 07-15-1968 (US and Canada, excluding Quebec) or
15-07-1968 (elsewhere) and click Save.

STEVEN
_____
AUSTIN

=

2314 W MILWALKEE AV ‘white-Not Hispanic |
a07y

AP

CHICAGD 61515 =
United States

vonthy o]
987] &5] 4321

sobwy-auto paid o]

1. Click the plus sign (+) to reveal additional information about the
warning message
Additional information on the warning message can be displayed by clicking the plus sign

().

‘ Warning Messages
+ [ Employee is less than 13 years old
(D Information Messages

& Warning message means that Cyborg has found a

problem with your information. Although Cyborg can
proceed if this information is correct, the warning gives
you a chance to review the information in case a

mistake has been made.

& Warning Messages
-0

Explanation:
The system has calculated this employee's age to be less
than 13 years old (by subtracting employee's date of birth
from today's date). |f this is correct, enter 4 in the
Action field. |If an error has been made. enter the correct
employee birth date.

(D Information Messages

2. Read the warning message
Read the warning message and take the appropriate action. You can do one of the
following:
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= Correct the warning(s) and save the form
= Click Cancel to cancel the form
= Select the check box and click Save to accept the warning

See also:
W System messages (on page 242)
For more information on system messages.
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Review of Questions Answered

1. What methods are available for viewing employee and organizational data?

2. What types of numeric data are used?

3. What are option lists and how are they used?

4. What actions can be performed when working with forms?

5. How are employee and organizational data deleted?

6. What types of system messages are provided?
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Introduction

Tasks

Prerequisites

Reporting Administration provides everything you need to perform easy and meaningful
reporting on your organization's data. It integrates all the pieces necessary to deliver a full-
featured turnkey reporting solution. It is easy to use and incredibly powerful.

Features of Reporting Administration include:

Extraction routines

The data model

Cognos reporting tools

As-of reporting

Pre-defined Impromptu catalogs
Delivered PowerPlay models
Enhanced data

This section provides an overview of reporting options available and focuses on Reporting
Administration.

The following tasks are covered in this section:

= Using delivered catalogs to produce custom reports
= Building a report across catalogs

To use Reporting Administration, the following is required:

= Reporting Administration installed

= Cognos Impromptu installed

= Cognos PowerPlay installed

= Access to the relational tables (data mart) resulting from the extraction process

Refer to the Reporting Administration Release Guide for detailed information about these
prerequisites.

Questions answered

The following questions are answered in this section:

What are the two main types of extracts, and what are the differences between them?
If Position Administration is being used, how can a report be sorted by department?
Why are as-of dates important for Reporting Administration?

What is the high-level structure of the General catalog?

Which catalog folder would you look in to add an employee's nickname to your
report?

agrwpE
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Reporting options available

Packaged reports

Note:

Solution View

Several tools are provided with Reporting Administration to help you analyze and report on
information about your organization, employees, and payroll. These tools are suited for
different reporting purposes, and you will achieve the best results by using the tool that best
suits your reporting requirement.

Options for reporting on information in The Solution Series include:

= Packaged reports
= Solution View (online queries and batch reports)
= Reporting Administration

We deliver hundreds of packaged reports developed using fourth generation Cyborg
Scripting Language (CSL). You can schedule the reports to be run using the Report Group
Activities form (RGMSTR). These reports are available for use as delivered, or for
customization. You can also use CSL to create your own reports.

You can locate the delivered reports by launching the Report Group Activities form and
adding a report group.

Refer to Using Packaged Reports (on page 295) for more information on Packaged
Reports.

Refer to the Cyborg Scripting Language training materials for details on how to customize
and create Cyborg Scripting Language packaged batch reports.

Solution View is a delivered user tool for developing forms, fields, on request queries,
extracts, and reports. Solution View consists of two main components:

= Query Writer is used to write programs that are run online by the QUERY program.
= Report Writer is used to write programs that are run in batch processing.

Refer to Using Query (on page 369) for more information on using this reporting tool.

Refer to the Using Solution View documentation for comprehensive information about this
facility.

Reporting Administration

This reporting option combines the power of the business intelligence tools from Cognos
Corporation, a strategic partner, with a value-added relational database (data mart) package.
Reporting Administration includes the following:
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= Additional functionality enabling you to launch the Cognos reporting tools directly
from the Launch toolbar.

= Solution Series Impromptu catalogs for the delivered data mart, which promote
intuitive user access to the extracted data.

= Cognos reporting tools (Impromptu, PowerPlay).

= Support for Cognos' PowerPlay Online Analytical Processing (OLAP) package and the
delivered Workforce Planning models.

Impromptu
The Impromptu tool is an integrated part of Reporting Administration. It makes on-request
reporting for data extracted from The Solution Series easy.

Impromptu uses catalogs, LAN-based repositories of business knowledge, and data-access
rules to allow you to capture and report on information without having to know SQL syntax
or understand cryptic field names. The data in the catalog is organized for business use, as
well as for system efficiency.

PowerPlay

The PowerPlay tool allows you to perform multi-dimensional analysis of your data. This is
called Online Analytical Processing (OLAP), and provides a means to view data in terms of
business trends. You can automatically build structures that summarize data for use in
PowerPlay. The delivered data mart can be accessed and utilized by this tool.

When using PowerPlay, you examine compiled data that is presented in PowerPlay 'cubes'.
To support the cube presentation of data, you must have an appropriate catalog, Impromptu
reports, and additional parameters (dimension maps, measurements, and banding
definitions), in a compilation ‘template' known as a PowerPlay model. Each PowerPlay
model must be designed to support data analysis for a specific area of interest, such as
workforce planning. Two PowerPlay models are delivered: one Workforce Planning model
for organizations using Position Administration, and one Workforce Planning model for
organizations that do not use Position Administration.
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Selecting the reporting tool

Note:

The following figure shows examples of when you would typically use which reporting

tool:

Type of report

Packaged
Reports

Solution
View

Impromptu

PowerPlay

Monthly summary
report of current data
in The Solution
Series

X

Quick query for
current data in The
Solution Series

Quick data reports

Statutory reporting

Summary reporting

Subject matter expert
(such as HR
manager) reports to
define up-to-date
activity

Subject matter expert
(such as HR
manager) reports to
define and report on
activities during a
defined time frame

Subject matter expert
(such as HR
manager) reports to
help plan future
activities

Trend data on
defined subject
matter

New form

Create form field

On request query

Create data extract

X | XXX

Reports created using Impromptu and PowerPlay use data which is only as current as the

last data mart extract.
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Reporting Administration process

Reporting Administration consists of three general processes:

= Extracting data from The Solution Series
= Loading the extracted (and enhanced) data into the data mart
= Reporting against the data mart using Impromptu or PowerPlay

To perform the extract process, Reporting Administration includes the extract routines that
pull the data from The Solution Series. Generally, your system administrator will perform
the extracts. Once the data has been successfully extracted, the system administrator makes
the data mart available for you to create reports against.

Four Impromptu catalogs are provided, so you can easily access and report on the
information in the data mart.
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Enhanced data

Derived data

Reporting Administration is more than just a reporting tool—it offers enhanced data that
makes relational reporting much more powerful. Some of the data enhancements include:

Derived data

Effective date stamping and as-of reporting
Prompts

Data filtering

Reporting Administration allows you to report on derived data. A straight extract from The
Solution Series does not give you easy access to all the employee information you may
need for reporting. Derived data is created as part of the extract from other data in the
extract. For example, there are fields for employee age in the catalog that can be used in
reports to show the employee age in years, in years and months, or in years, months, and
days. These fields are derived from the employee's birth date data stored in The Solution
Series. A derived data field avoids repeated calculations and simplifies reporting, giving
you direct and easy access to employee information.

Position Administration and Employee Locations

If you are using the Human Resources module without Position Administration, your
employees will have an Organization (Control) Level 3 to 6 location present on the
Location Assignment/Changes form (05CSCR). The Organization Level 3 information is
used by the delivered General reports for reporting and sorting purposes. Generally,
Organization Level 3 designates 'Department'.

If you use Position Administration, your employees generally will not have Organization
Level 3 to 6 information; instead, they are assigned to an organization unit. Because of this,
Position Administration employees will not have a populated Location Assignment/
Changes form (05CSCR). To compensate for this, the data extraction process is enhanced
to derive the Org Unit location for Position Administration employees and store it at the
end of the Employee Location table in the data mart. This is derived data, so the employee's
Location Assignment/Changes form (05CSCR) in The Solution Series is never really
updated.

The extraction process works as follows:

= If the employee has Organization Level 3 to 6 information, it is passed onto the
Employee Location table in the data mart. The delivered General reports sort these
records by Organization Level 3.

= If the employee does not have Organization Level 3 to 6 information, the extract will
find the employee's 'reports to' organization unit, then writes that Org Unit ID and
description to the end of the Employee Location table in the data mart. The delivered
General reports will sort these records by Org Unit ID.
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Effective date stamping and as-of reporting

Note:

Two features of Reporting Administration are:

= Effective date stamping
= As-of reporting

Effective dating

In order to perform as-of reporting on your data, the database must know the time period
when the data in a table was effective (or if it still is effective). Each dated data record in
The Solution Series is extracted into the data mart with an effective begin date and an
effective end date. The effective begin date is the effective date of the record in The
Solution Series and the effective end date is derived during the extract process. These dates
are then stored along with the data in the data mart so that it is date stamped for any kind of
as-of reporting you may want to perform.

This does not apply to Position Administration data.

As-of reporting

Because effective start and end dates are captured during the extract/import process for all
dated data in the data mart, you can perform as-of reporting on all the information extracted
from The Solution Series. For instance, you can generate reports on last year's total salary
increase amounts, this year's salary totals, and the salary amounts your organization paid
five years ago.

In order to present the appropriate data for the report you wish to execute, prompts reside in
each catalog. The following graphic shows an example from the General catalog:

----- 2 P-Job Code

----- & P-Job Code Extent

..... 2 PPMJob

P-PM Position
P-OrgLvl 1 No

P-OrgLvl 2 No
P-HR Org Lvl 3No
P-HR OrgLvl 4 No
P-HR OrigLvl5 No
P-HR OigLvlE Mo
=X aP™ Alarna
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If the P-Beginning Date and P-End Date prompts are used in a report, a Prompts dialog box
will be displayed when the report is opened:

—
T

199812-31

This prompt can be activated in one of two ways:

= Log inand run a report that contains data with effective date.
= You may initiate the prompt again for a report by selecting Report > Prompt.

It is important to activate the prompt every time you run a report that requests a different
type of dated material. For example, you would enter dates differently for a report
displaying information for a specific date than for a report displaying information for a
range of dates.

For the best results, enter the same date for both fields, thus requesting information as of a
specific date. Entering a range of dates can result in either a blank report or multiple entries
in a given field. For example, if an employee's mail distribution changes in the course of a
month and you request information about that employee's mail distribution during a date
range, the result will be two mail distribution sites for that employee.
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Prompts

Note:

If the report you launch requires a date range, be sure to either enter the exact date range
you require or dates that reflect a date range extending beyond just the date window you
require for your report. If the date range entered when the Effective Dating prompt is
launched (when the macro is run) is not adequate for the report requirements, a blank report
will be displayed. For example, if the report requires data from August 1, 1990 through
September 1, 1990, ensure that you will be able to view all the data you will need for your
report by requesting an effective date window from July 31, 1990 through September 2,
1990.

Report requires
a specific
window of

July 31, 1990 time September 2, 1990

August 1, 1990 Septemberl, 1990

~
Effective date window
requested extends
beyond the date
window actually
required

As-of reporting is based on information entered into The Solution Series. For instance, if
you entered a future effective date for an employee's salary increase in The Solution Series,
then extract the data from the system before that effective date, the employee’s current
salary on your report does not reflect the increase. This is because the salary increase is
not in effect yet, even though it has been planned for and entered into the system.

A prompt is an expression that is set up to enable you to filter data by typing or picking a
value or a series of values when the report opens. Prompts help you quickly find the
information you need from a report. There are several prompts included in the catalogs.
You can use one or more of these prompts when creating your reports. When you open a
report which uses these prompts, one or a series of dialogs display asking you to enter any
parameters, such as specific organizations, for the information you want displayed in the
report.
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Examples of delivered prompts in the General catalog include:

= P-Beginning Date—this prompt allows you to add the beginning date for data on a
report.

= P-End Date—this prompt allows you to add the end date for data on a report.

Prompts

= P-Birth Month—this prompt allows you to add an employee's birth month details in a
report.

= Prompts can be combined together to produce a single ‘form' which is displayed when
creating or opening the report.

Prompts

Refer to the Cognos Impromptu documentation for instructions on filtering and sorting
data within a report, as well as creating conditions for and editing conditions in your
custom reports.
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Data filtering

&

The catalogs delivered as part of Reporting Administration contain predefined data filters.
These filters act to display the information you request in a logical fashion. For instance, if
you want to display a list of active employees, you want to enter a condition statement in a
filter to more specifically request employees with an active status.

What makes an employee an 'active' employee?

Useful selection criteria has been defined, then placed throughout the catalogs so you can
use it again and again when you are creating your own reports. This selection criteria can
be included in your own report filters as components of those filters. Some of the selection
criteria include:

= All Males [Sex Code ='M]

= All Females [Sex Code ="F]

= All Active Employees [Res Emp Status Code starts with '0' and Employee Number not
starts with 'L"]

= All Employees Except Terminated [substring (Res Emp Status Code, 1, 1) <>'1" and
Employee Number not starts with 'L']

By providing these filters in the catalog, we hope to reduce the effort you need to expend
creating and recreating these filters for your reports. The following sample shows the filters
available to you from the General catalog:

[=®=T ] Compary Information Filte s
& ByOrgLvi1No

& ByOrglvl2MNo

& ByOrglvi1&2No
& ByHR OrgLvl 3No

& ByHR DrgLvli4 No
& ByHR OrgLvi5No
& ByHR ODrgLwviBNo
& ByOrglLvl1 Name
& ByOrgLvl 2 Name
& ByHR OrgLvl 3 Name
& ByHR OrgLvl 4 Name
& ByHR OrgLvl 5 Name
& ByHR OrgLvl 6 Name

Refer to the Cognos Impromptu documentation to learn how to enter a filter condition.
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Cognos reporting tools

Impromptu

PowerPlay

Cognos provides a suite of tools that support your business reporting needs. These tools
include:

= Impromptu for on request and standard reporting
= PowerPlay for Online Analytical Processing (OLAP)

The Impromptu tool is an integrated part of Reporting Administration. It simplifies on-
request reporting for extracted data extracted.

Impromptu uses catalogs, LAN-based repositories of business knowledge and data-access
rules, to allow you to capture and report on information without having to know SQL
syntax or understand cryptic field names. The data in the catalog is organized for business
use, as well as for system efficiency.

This tool provides a means to view data in terms of business trends, allowing a
multidimensional view of a business. You can automatically build structures that
summarize data for use in PowerPlay. The delivered data mart can be accessed and utilized
by this tool.
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Solution Series Impromptu catalogs

The Solution Series catalogs are required before reports can be written. A catalog presents a
filtering of the raw database organization that allows easy, quick report generation.

The delivered catalogs are essential for Cognos Impromptu use. The following catalogs are
delivered:

= General catalog (contains information most commonly used by the HR generalist)

= Payroll catalog (includes Labor and History)

= Training Administration catalog

= Benefits Administration catalog

Each catalog is a file containing the information Impromptu needs to present data logically,
in a way that makes sense to you when creating and running reports. In short, the catalogs
provide logical views of the data. For example, if one relational table contains employee
and salary data and a second table contains employee and department data, the catalog
presents the logical view: employee data, salary data, and department data. Because the
data is presented logically, you do not need to know that the employee data is actually
available from two sources (tables).

A catalog consists of LAN-based repositories of business knowledge and data-access rules
(for example, table joins) that allow you to capture and report on information without
having to know SQL syntax, or understand cryptic field names. By delivering the catalogs
as part of Reporting Administration, we eliminated the time-consuming task of interpreting
and organizing the vast amount of data extracted from The Solution Series.

The catalogs provide a gateway between you and the database, providing data links from
the database standpoint, and providing meaningful field and table aliases from the user
point of view. You can simply point and click to add information to a report, rather than
search for database table joins and segment records. For example, if you want to include
minimum annual salary information on a report, you do not need to know that the correct
information is accessed from the MINIMUM-TYPE-A field in The Solution Series; you
need only access the information by selecting it from the relevant catalog. The catalog
locates the correct data for your report from the data mart.

Each catalog consists of one file that contains several folders, within which the fields
reside. Each of these folders may also have additional folders nested within it.

The Impromptu catalogs provide:

= the Impromptu administrator (database administrator) with an easy way to organize and
secure data.

= the Impromptu user with an easy way to locate and select information to include in
reports.

= the Impromptu software with the necessary information to locate the data in the
database, and thus pull it and display it in user reports.
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Catalog data

The catalogs are a representation of the database structure. When you view a catalog, you
see the structure of the database, much like you can see the structure of a file directory
within Windows Explorer.

The catalogs present the database visually as a directory folder with subdirectory folders.
Within the final subdirectory folder lie the fields, known by Impromptu as ‘columns'’
(representing the data in the data mart) that you can select to include in your report. The
following sample shows the top level folders for the General catalog, by way of example.
The padlock pictures on the directory icons indicate that the data is read-only.

i ompany |nfomation
il Job Tabile Information

3l Employee Personal Information

3l Employment Information

il Compensation And Salary Administration

3l Employee Attendance Information

il Employee Skills And Training =
il Ft-Org Unit Information !
8l PM-Job Information b
3l PM Position Information —

il PM Incumbencies ]
3l Requisition/Applicant Tracking -’

3l EEQ/AAP Reporting Data
3l Prompts

b [ Do blis Do .:J/
-

The delivered catalogs reflect the data that has been extracted from The Solution Series as
part of the default data extraction. The information is organized logically into folders and
subfolders.

General catalog
Top level folders in the General catalog include:

Folder Name

Contains these fields used in your reports

Company Information

Organization information fields

Job Table Information

Job-level and salary-level fields

Employee Personal
Information

Personal employee-level fields

Employment Information

Employment-level fields

Compensation & Salary
Administration

Compensation and salary administration fields

Employee Attendance
Information

Employee attendance fields

Employee Skills and
Training

Employee skills and training fields

PM-Org Unit Information

Position Administration organization unit
information fields
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Folder Name Contains these fields used in your reports

PM-Job Information Position Administration job information fields

PM Position Information Position Administration position information
fields

PM Incumbencies Position Administration incumbency-level
fields

Requisition/Applicant Requisition and applicant tracking fields

Tracking

EEO/AAP Reporting Data Equal Employment Opportunity and
Affirmative Action Program reporting data
fields

& Refer to the Using Reporting Administration documentation for more detailed information

about catalog structure and content.

Payroll catalog
Top level folders in the Payroll catalog include:

Folder Name Contains
Company Information Organization information fields
Employee Personal Personal employee-level fields
Information
Employment Information Employment-level fields
Compensation and Salary Compensation and salary administration fields
Administration
Employee Payroll Employee payroll information fields
Information
Employee HED and Tax Hours, Earnings, and Deductions (HEDs) and tax
Summary Data summary data fields
& Refer to the Using Reporting Administration documentation for more detailed information

about catalog structure and content.
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[a

Training Administration catalog
Top level folders in the Training Administration catalog include:

Folder Name

Contains

Course Administration

Course administration-level fields

Class Administration

Class administration-level fields

Program Administration

Program administration-level fields

Employee Personal
Information

Personal employee-level fields

Employment Information

Employment-level fields

Employee Training
Administration

Employee training administration fields

Employee Skills, Education

and Certs

Employee skills, education and certification
fields

Refer to the Using Reporting Administration documentation for more detailed information
about catalog structure and content.
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Benefits Administration catalog
Top level folders in the Benefits Administration catalog include:

Folder Name

Contains

Company Information

Organization information fields

Employee Personal
Information

Personal employee-level fields

Employment Information

Employment-level fields

EE Benefits Eligibility

Employee benefits eligibility fields

EE Benefits Enroliment,
Coverage & Cost

Employee benefits enroliment, coverage, and
cost fields

Employee Plan Details

Employee plan detail fields

Non-Discrimination Test
Info

Non-discrimination test information fields

Dependents, Beneficiaries &
Bond Holders

Dependant, beneficiary, and bond holder fields

Plan Name and Basic Rules

Plan name and basic rule fields

Plan Coverage &
Contribution Rules

Plan coverage and contribution rule fields

Plan Contribution HED Set
Up

Plan contribution-level fields

Plan Eligibility Rules

Plan eligibility rule fields

Plan Activity and Option
Rules

Plan activity and option rule fields

Plan Flex Rules, Definitions
& Formulas

Plan flex rule, definition, and formula fields

Deferred Plan Rules

Deferred plan rule fields

Plan Search Arguments & Co
to Bene X Ref

Plan search argument and company to benefit
cross-reference fields

Refer to the Using Reporting Administration documentation for more detailed information
about catalog structure and content.

The actual data you want for your report must be manipulated at the field level. For
instance, if you know you want to include a company's address in your report, you can
simply open the Company Information folder, and select the appropriate address field (such
as Complete Address-Company).

See also:
B Using delivered catalogs to produce custom reports (on page 291)
For detailed directions on producing custom reports.

B Building a report across catalogs (on page 292)
For detailed directions on using 'hot files'".

288



Chapter 10—Reporting Administration

Delivered PowerPlay models

What is a model?

What are cubes?

Using PowerPlay, you examine compiled data in PowerPlay cubes that have been
‘transformed' using a PowerPlay model (template). Two models are delivered, the
Workforce Planning Model with Position Administration and the Workforce Planning
Model without Position Administration. You can use PowerPlay tools (such as
Transformer) to generate cubes that can be used to do Online Analytical Processing
(OLAP).

A model is a data structure within PowerPlay Transformer that contains dimensions and
measurements. You can think of a model as a blueprint.

A dimension represents a part of the organization that you wish to explore. For example, in
the Non-Position Administration Workforce Planning model, the dimensions are as
follows:

All Dates
Organization Levels
Occupation

Grade

Employee Status
Race

Sex

Age

Service

A measure is a key performance indicator. Both of the delivered models use the measure
headcount; the Position Administration model also uses the measure Incumbency FTE
Hours.

You see the data for the model when you work with a PowerCube. A PowerCube provides
multi-dimensional presentations of a subset of data provided by a model. You can build
more than one cube from a model.
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Here is an example of a report that uses a cube built for the Non-Position Administration
Workforce Planning model. It shows the headcount and gender by Organization Level 3 for
the month of October, 1999.

* PowerPlay - [PPlay4 of NON-PM CATEGORY [Explorer]]

o]

Region 3030 Region 3333 Region 3388

1999/0ct Female 69 70 387
Male L 405 230
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks
Using delivered catalogs to produce custom reports .........ccooceeveeerereereenes 291
Building a report across Catalogs. ..........covveerirerireireenseeseesee e 292

Using delivered catalogs to produce custom reports
To produce a custom report using the delivered catalogs, perform the following steps:

1. Launch Cognos Impromptu
Launch Impromptu from the Launch toolbar.

2. Open a catalog
The delivered catalogs (*.CAT) are located in the Catalogs directory.

3. Enter an effective date in the Effective Dating prompt
If prompted, enter today's date in both date fields. This ensures that only the current
information will be displayed in your report. Alternatively, you may enter a range of dates,
but if the report you open requires an effective date, the report will either not display data
or may display field data for each occurrence of the information in the field.

|

199812-31

4. Click OK
Click OK.
5. Save the report with a new name in the CUSTREPS subdirectory

If you plan to customize this report, be sure to save and maintain it in the CUSTREPS
subdirectory to keep it separate from the delivered reports.

6. Alter the new report according to Impromptu instructions

7. Alter the filter according to Impromptu instructions
Use standard Impromptu functionality to filter out any unwanted details.
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Save your custom report

See also:
B Solution Series Impromptu catalogs (on page 284)
For a general description of the delivered catalogs.

Building a report across catalogs

Note:

To create a report using data from more than one catalog, perform the following steps:

Create a report
Create a report, selecting the data fields you wish to combine with the other catalog.

Save the report as a hot file
Ask your administrator to save your report as a Cognos 'hot file' in the report directory.

Add hot file to database
Ask your administrator to then add the hot file back into the database.

Access hot file
Access the hot file to create your report.

Refer to the Cognos online help files for more detailed instructions on the use of hot files.
The hot file needs to be refreshed each time the database is updated.
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Review of Questions Answered

1. What are the two main types of extracts, and what are the differences between them?

2. If Position Administration is being used, how can a report be sorted by department?

3. Why are as-of dates important for Reporting Administration?

4. What is the high-level structure of the catalog?

5. Which catalog folder would you look in to add an employee's nickname to your report?
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Introduction

Tasks

Prerequisites

The Solution Series provides you with several tools to help you analyze and report on
information about your organization, employees, benefits, and payroll. This section
explains how to use one of these tools—packaged reports. Included in this section are step-
by-step procedures on how to create, edit, and delete a report group and enter report
parameters for packaged reporting. You will learn how a report group is used to launch
reports, the other methods used to launch a report online, and the facilities that allow you to
monitor the progress of a report and view the report online.

The following tasks are discussed in this section:

Adding a report group

Adding a report group to the menu

Editing a report group

Adding a report to a report group

Removing a report from a report group

Limiting companies included in report processing

Setting report parameters

Launching a report from the Report Group Activities form
Launching a report group from the Navigator

Viewing report progress of a report that is launched online
Viewing a detailed log file of a report that is launched online
Viewing a completed report that is launched online

= Using the Process Monitor

= Using the Report Viewer

Archiving a report that is launched online

Initiating scheduled reports for batch processing

Viewing held reports

Printing held reports

Deleting a held report group

Restricting reports for an organization

Deleting a report group

Before you can begin using packaged reports, you must have logged on to The Solution
Series.

Refer to Getting Started (on page 29) for information on how to log on to The Solution
Series.
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Questions answered

The following questions are answered in this section:

1
2.
3.

©oN O~

What is packaged reporting?

What is a report group?

What is the required naming convention for report groups that are launched from the
menu?

What three methods can be used to launch a report online?

What is the Process Monitor and how is it used?

What is the Report Viewer and how is it used?

How are log files used?

How are reports archived?

How can you make packaged report processing more efficient?
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Packaged reporting

Packaged reports are traditional reports produced to assist in the management of
information within The Solution Series. These types of reports can be launched online to
run as a background process or scheduled to run on a regular basis.

Packaged report features
The following are some of the features that packaged reporting offers:

132 character output

Special print options for control breaking at levels other than the Grand Total
The capability to have multiple sort levels

Formula calculations

Packaged report processing
Packaged reports can be processed online or scheduled prior to their execution. To help you
identify reports that your organization may wish to run, you can view the details and an
example of each delivered report by using the Report Information icon in the Navigator.

Running reports online

When running reports online, you have a choice of running these reports directly from the
Report Group Activities form (RGMSTR), from the menus and Navigator, or from
checklists.

The following chart shows the steps used in the online reporting process.
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Scheduling reports
There are three major steps to scheduling packaged reporting:
= Create a report group

= Submit the packaged report job to run the report group
= View the results of the report(s)
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Report groups

When you use packaged reporting, you can run one or several reports at the same time. A
report group allows you to specify what reports should be run together.

Custom report groups

You can add your own report groups using combinations of delivered reports and reports
that your organization has customized. You can define both public and private report
groups. Public report groups can be scheduled and run by anyone using the system, while
private report groups are only for your personal use.

After you have set up a report group, you can specify any parameters for the reports and
indicate what companies are included in the report processing.

After a new report group is added, you can create a menu item for it by using the Menu
Editor. This will allow you to launch the report from the Navigator or menu. The menu
structure is mirrored in the Navigator. Because of this relationship between the menus and
the Navigator, any changes made to the menus are automatically reflected in the Navigator.
There is no additional work required.

Refer to the Implementing Optimizing System Features documentation for more
information about the Menu Editor.

You can add a report group to a user-defined checklist, so that launching the report is part
of a business task accomplished online. Report groups that are added to a user-defined
checklist must already exist on the menu.

See also:
W Adding a report group (on page 331)
For detailed directions on adding a report group.

W Deleting a report group (on page 364)
For detailed directions on deleting a report group.

Report group requirements
Report groups require the following information:

Name and record source

Reports to be included in the report group

The companies to be included in report processing
Report parameters
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You will use the Report Group Activities form (RGMSTR) as a starting point to define the
information required for report groups. The following is an example of the Report Group
Activities form (RGMSTR):

[Report Group Activities

E trib ot
85-RPT Alternate Key Creation By Dates{B50RRG)
Absence - Timecards Generated(6NIRRG) Edit
Absence Log(6CXRRG)

Absence Log(6C-RRG)

Absence Record(6B-RRGD

Absence Record by Date (6B1RRG)
Absence Record by Emp loyee (6BSRRG)

Delete

Absence Record by Employee(6B2RRG) Reports
Absence Record by Type (GBIRRG)

Absence Record Summary (6B4RRG) Compar ies
Active Employee Personnel Profile | (1KCRRG)

Active Employee Personnel Profile | (1K-RRG) g it
ActiveSfInactive Employee Badges(68-RRG)

Active/Inactive Ring Report. (6AIRRG) Parameters
Actuarial Interface Tape and Audit Rptl4L-RRG)
idp Earnings Report(2E-RRG)

Alpha List ActivesSelect Separated Emps (1B-RRG)
Alpha List-Active & Inactive Employees(1A-RRG) ;I

Execute

B el

From this form you can add, edit, and delete report groups. You can also add reports, limit
the companies or organization units included in reports, specify report parameters, and
launch reports.

Name and record source
You use the Add Report Group form (RGADD) to specify the name, title, records, and
view for a report group. From the Report Group Activities form (RGMSTR), you use the
Add button to access the Add Report Group form (RGADD).

The following is an example of the Add Report Group form (RGADD):

[Add Report Group |

Report Group> | |
Title: |

Source Records: ;I

Report Group View

=+ Public
€ Private

302



Chapter 11—Using Packaged Reports

See also:
B Adding a report group (on page 331)
For detailed directions on adding a report group.

Report group naming conventions

Note:

Note:

&

All delivered report groups end in RG to distinguish them from regular programs. These
report groups can be launched from the Report Group Activities form (RGMSTR), and
from the Navigator or menu.

If you add a report group that will be launched from the menu or Navigator, the report
group name must end in RG. For example, the Birthday Listing report group name is 1G-
RRG and it contains one report, the Birthday Listing report (1G-RPT).

The programs RPTARG and PAYMRG are exempted from this rule. If you have customized
programs that end in RG, consult your technical staff to have them renamed.

Because report groups embedded in a user-defined checklist must already exist on the
menu, this naming convention also applies to checklist-launched report groups.

If you add a report group that will be launched only from the Report Group Activities form
(RGMSTR), the report group name can end in any characters. There is no restriction.

When adding a report group, you must enter a unique name in the Report Group text box.
The name can be up to six characters in length. You will refer to this name later when you
submit the report group for processing and view the results.

The report group name will display on the Report Group Activities form (RGMSTR) if the
Display Details of your user options are set to 'Show program names', as shown in the
following example:

Refer to Personalizing the Work Area (on page 81) for more information on changing
your user options.
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Note:

Note:

What you enter in the Title text box displays on the Report Group Activities form
(RGMSTR).

When you select the Source Records, consider that report processing will be more efficient
if you use separate report groups for those reports that use different source records. For
example, separate reports that process employee Master Records from reports that process
History and Labor Records.

The following are the choices for the Source Records option list (SC39), which you can use
to make report processing more efficient. The default is Employee Master.

Source Records: -
Employee haster

History only

Labar only

Labaor/Hist/Emp Mastr

Paosition Admin

See also:
W Adding a report group (on page 331)
For detailed directions on adding a report group.

Position Administration reports

If you want to add a report group that uses Position Administration reports, you must
identify the Source Records as 'Position Administration'. Position Administration reports
require the completion of additional information. This is necessary because these reports
are processed by organization unit level rather than by organization.

When you select 'Position Administration' from the Source Records option list (SC39), you
will use the Position Administration Report Group Parameters form (RUN-PM) to enter the
additional information required for Position Administration reports.

Position Administration reports are not delivered in report groups.

Delivered report groups

Virtually all of the reports used by The Solution Series are delivered in report groups. A
report group consists of one or more reports that are run together as a group. Each of these
report groups is available on the Report Group Activities form (RGMSTR) and on the
menus and Navigator, so that you can easily launch a report online.

Position Administration reports are not delivered as report groups.

Functional organization of report groups

Report groups displayed on the Report Group Activities form (RGMSTR) are listed
alphabetically by report title, as shown in the following sample:

304



Chapter 11—Using Packaged Reports

85-RPT Alternate Key Creation By Dates =i
Abzence - Timecards Generated

Lbsence Log

Absence Log

Abszence Record

Abzence Record by Date

Absence Record by Employee

Absence Record by Employee

Absence Record by Type

Absence Record Summary

tctive Employee Fersonnel Frofile |

Active Employee Personnel Frofile |
Activellnactive Employee Badges

ActivesInactive Ring Report

Actuarial Interface Tape And Audit Rpt

Adp Earnings Report

Adrienne's reports

Alpha List ActivefSelect Separated Emps

Report groups are listed functionally on the Navigator and menus. Both use the same report
categories:

Navigator processes Tools menu

See also:

B Adding a report group to the menu (on page 335)
For detailed directions on adding a report group to the menu and Navigator.

Reports in the report group

Reports within a report group are identified using the Report Group Contents form
(RPTGRP). When you are adding a report group and save the Add Report Group form
(RGADD) (or Position Management Report Group Parameters form if 'Position
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Note:

Management' was selected as the Source Records), the Report Group Contents form
(RPTGRP) will be displayed automatically. You can also access the Report Group Contents
form (RPTGRP) from the Report Group Activities form (RGMSTR) by clicking the
Reports button.

The following is an example of the Report Group Contents form (RPTGRP):

[Report Group Contents Of 301(K} Excess Contributions Report 2I-RRG |

Reports In Group {Double Click Report To Delete}

EEO-1 Employer Detail Report (FODRFT)

Available Reports {Double Click Repaort To Add}

Benefits Admin
Canadian Empl Equity
EED —
Employee Attendance

Employee Comp

Employee Development LI

|»

You select the reports to add from the Available Reports list box. The list box at first
displays categories of reports. To expand the list of those reports related to a category, click
the '+' sign. Then double-click a report to add it.

You can have a maximum of 20 reports in a report group.
The reports selected for a report group are displayed in the Reports In Group box.

The following sample shows two reports selected:

Reports In Group {Double Click Report To Delete)

4010K) Excess Contributions Report (21 -RFT)
EED-1 Employer Detail Report (70DRFT) F

You can remove a report from the Reports In Group box by double-clicking it.

See also:
B Adding a report group (on page 331)
For detailed directions on adding a report group.

B Adding a report to a report group (on page 341)
For detailed directions on adding a report to a report group.

B Removing a report from a report group (on page 342)
For detailed directions on removing a report from a report group.
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Companies included in report processing

By default, when you create a report group, all of the companies within your organization
will be included in the report processing. You can, however, exclude some by selecting
only those companies that are to be included in report processing using the Limit
Companies form (RGLC12). You access this form from the Report Group Activities form
(RGMSTR) by clicking the Companies button.

The following example shows that only two companies are included. This means only data
associated with those two companies are used in the report processing:

Limit Companies For Alpha List-Active & Inactive Employees 14-RRG
[ ALL All companies on file, EXCEPT any listed below:

|— 991111 ABCACCUMLATORS ACCUMLATOR ORGAMIZATION

N 993333 ABCAPPLICANTS APPLICANT ORGAMIZATION

|— 995555 AEC RETIREE AMD TERM RETIREE ORGAMIZATION

v 996666 ABCSOLUTIONS.HOSPITALS PRODUCTION HOSPITAL

v 999999 ABCSOLUTIDNS INC. PRODUCTION DRGAMIZATION

I AE1000 ABC Solutions, Inc. Midwest Division

If you launch a report by clicking the Execute button on the Report Group Activities form
(RGMSTR), the system assumes you have already entered this information. However, if
you launch a report from the menu or Navigator, this form will automatically display and
allow you to select the organizations to be included in the report run.

Apply the Concept

Based on your understanding of this concept, which method of launching online reports
assumes that you have already entered the report parameters and companies to be included
in the report?

See also:
B Limiting companies included in report processing (on page 342)
For detailed directions on limiting companies in report processing.

Report parameters

A report may require that you specify parameters, such as an effective date, in order to
properly process information. Reports that require parameters have parameter forms
specifically designed for them. You access these forms by clicking the Parameters button
on the Report Group Activities form (RGMSTR).

The Parameters button displays the Parameter Selection form (RPARMS). The Parameter
Selection form (RPARMS) will list all the reports in the report group, including those that
do not require parameters.
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A 'Set Parameters' button will display next to any report that has parameters. You may use
this button to display the parameter form specific to the report, such as in the following
example:

The following example shows the Report Parameters For Scheduled Salary Reviews Within
Month form. In order to schedule this report, you would enter an 'as of' date:

If you launch a report by clicking the Execute button on the Report Group Activities form
(RGMSTR), the system assumes you have already entered this information. However, if
you launch a report from the menu or Navigator, this form will automatically display and
allow you to enter the parameter information.

See also:
W Setting report parameters (on page 344)
For detailed directions on setting report parameters.
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Methods for launching reports online

You may launch a report group online from:

= The Report Group Activities form
= The Navigator

= The menu

= A checklist

Launching areport from the Report Group Activities form

Note:

The Execute button on the Report Group Activities form (RGMSTR) allows you to launch
a report online. The system will launch the report immediately, so the Parameter Selection
form and Limit Companies form must be completed before launching a report in this
manner.

The following example shows the location of the Execute button:

[ Report Group Activities

dd
85-RPT &lternate Key Creation By Dates (B50RRG)

Absence - Timecards Generated(SN3RRG) Edit
Absence Log (6CXRRG)
Absence Log{6C-RRG)

hbsence Record(6B-RRG) EECEE

Absence Record by Date(6B1RRG)

Absence Record by Employee (6BSRRG)

Absence Record by Employee (6B2RRG) Reports

Absence Record by Type(G6B3RRG)

Absence Record Summary (6B4RRG) Companies
Active Employee Personnel Profile | (1KCRRG)

Active Employee Personnel Profile | (1K-RRG) Org Wnit
ActivefInactive Employee Badges (68-RRG)

Active/lnactive Ring Report. (BAIRRG) Parameters

Actuarial Interface Tape A&nd Audit Rpt (4L-RRG)
Adp Earnings Report(2E-RRG)

Alpha List ActivesSelect Separated Emps (1B-RRG)
Apha List-Active & Inactive Employees (1A-RRG) =

R e

If you run the same report twice, the new report will replace the old one. Be sure to save
files to a different name if you want to archive them.

See also:
W Launching a report from the Report Group Activities form (on page 345)
For detailed directions for launching a report from this form.

Using the Navigator or menu to launch a report

All delivered report groups are available by clicking the Reporting component of the
Navigator. You may access the same options on the menu by selecting:

Tools P> Reporting
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Navigator Menu

Emplovee Listing of Training Courses Emplor

When you select a report group from the Navigator or menu, the Parameter Selection form
is displayed first. If a report does not have any parameters, you may bypass the form by
pressing Enter. As each form is saved, the form for the next report is displayed
automatically.

The Limit Companies form is displayed next, so you can select the organizations to be
included in the report.

The last form to be displayed is the Execute Report Group form, as shown in the following
example:
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You must select an option from the Processing Method option list (SC57) and save the
form to launch the report.

See also:

B Launching a report group from the Navigator (on page 348)
For detailed directions for launching a report from the Navigator.
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Using checklists to launch a report

Checklists can link report groups, as well as forms, dialogs, and other checklists within The
Solution Series to guide you through a business process. Checklists can be added to and
accessed from the Bookmarks menu, Favorites toolbar, or the menus and Navigator.

Only report groups that are defined on the menus can be included in a checklist.

Two examples of checklists that include report groups are the payroll checklists that are
delivered in The Solution Series, one for the United States and one for Canada:

|
Run

Rur the In

Fay Document Mumbers

Refer to the Payroll documentation for more information about the Pay Process checklists.

If you wish to add a checklist, you can do so by using the Checklist wizard. The Checklist
wizard is a tool that creates checklists. You may access the Checklist wizard by making the
following selections from the Navigator:

Component: @ Development Tools
Process: System Control Repository Utilities
Task: ] Create/Modify a Checklist

Refer to the Optimizing System Features documentation for more information about
checklists and the Checklist wizard.
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Report confirmation

Regardless of the launch method you choose, once a report is launched, you will receive a
confirmation message, as shown in the following example:
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Online process monitoring

You may find it helpful to monitor the progress of a report run. If a report is expected to
produce a very large output file, you may be able to determine and resolve significant errors
before the report process ends.

Using the Process Monitor utility, you will be able to determine which processes and
reports have been completed. You can also view and print the completed reports from the
Process Monitor.

See also:

W Viewing report progress of a report that is launched online (on page 351)
For detailed directions on viewing the progress of a report launched online.

Launch toolbar access

Note:

You can access the Process Monitor from the Launch toolbar. If the Launch toolbar is not
displayed, you may view it by selecting from the menus:

View P> Customize Toolbars

You may then select Launch from the list. The following toolbar will be displayed on your
desktop:

[=FX:

Your Launch toolbar may also display other applications that you use with The Solution
Series.
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The Process Monitor utility

The Process Monitor utility allows you to view the progress of a report while it is running.
It also stores logs of previously run reports. Using this utility, you can set up and select
processes by ‘environment', or by user.

Refresh Lists Specify a User Directory Enrviranmert Report files produced
per Environment drop-covwen list by the job

Exist Process Monitar

Wigw Repart vhorg Process Moritor [CybMon]

Wiewy Log

o —_—
Leg drop-down list F\P737\index\b_15\users\s, O\MY-RRG.LOG ] stsrs | |5
- I

of Report - Operator ID: M.0. E
v|| 9:87p |Step 1 Extract Report Data
Vil 9:07p |Step 2 Sort Report Data

Log Display window Step 3 Print Report Data
Report concluded

Clean-up process

Server Request Complete

FILES CYEMOMN MY-RRG-17
FILES CYEMOMN MY-RRG-185

Actual log fike FILES CYBMCOMN MY-REG-13
CYBMCN Wed 0&/30/Z000 9:07p Start of Report - Operator ID: M.O.
C¥EMCN Wed 08/30/2000 9:07p Step 1 Extract Report Data
EMCN Wed 0O5/30/2000 : =
Status of the Report

As delivered, the Process Monitor will refresh every five seconds. If you want to manually
refresh the display, you may click the Refresh Lists button on the toolbar.

If you want to change environments, you may select the Specify a User Directory per
Environment button on the toolbar. The Specify User Folder dialog will be displayed.

Note: If you have restricted access to the server, you may need to contact your technical staff to
change environments.

Note: The Specify Environment Folder and Specify User Folder dialogs will display the first time
the Process Monitor utility is run. Consult your technical staff if you do not know the
correct locations.

The Log option list contains a list of all report logs that are located in your user folder. The
log display is similar in appearance to a Solution Series checklist. The scrolling window
displays the latest events in the log. You may select any log from this list to view it.
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The Env option list is used to select which environment the Process Monitor uses. This
field is populated automatically.

The Log Display window is used to display all the steps within that batch job, as well as the
status and completed time of each step. A checkmark appears beside completed steps.
These steps are pre-defined within the batch job.

The Reports area displays the log (LIS) files that were produced by the job. The files are
predefined by the report and its associated batch jobs. The size and the status of the log files
are also shown here. This list can be sorted by clicking any of the title columns. For
example, you may click the Name title bar to sort the files alphabetically by name. You
may double-click the report, or click the View Report button on the toolbar, to view the
report with the Report Viewer utility. Only files with a Complete status can be accessed
using the Report Viewer utility.

Active logs, or logs for reports that are still running, are automatically assigned an LIW
extension. The LIW extension denotes a report that is still in progress, or incomplete. Only
completed reports can be viewed. When completed, the report will be automatically
renamed with an LIS extension. These extensions help the Process Monitor determine
which reports are complete and which ones are still in progress.

The bottom part of the Process Monitor window displays the actual log file. You may scroll
through the log using the scroll bar, or you may view the log in its own window by clicking
the View Log button on the toolbar. Clicking this button accesses a separate window that
can be resized, refreshed, and printed.

If the Process Monitor finds a ***REJECT*** message anywhere in the log file, it will
assume there is an error and display the reject message and its following line in red. There
will also be a blinking warning message in the status bar.

The status bar at the bottom of the Process Monitor displays the status of the report and
whether there were any error messages. The status bar displays 'In Progress' while the job is
running and '‘Completed' when the job finishes. The date, time, and elapsed time of the
completed job are displayed. If there were any errors, a flashing warning message will
appear in red.

Apply the Concept

Based on your understanding of this concept, which of the following launched reports is
active and still running?

1G-RRG.LIW

1G-RRG.LIS

Apply the Concept
Can you view a report while it is active?

See also:
W Viewing report progress of a report that is launched online (on page 351)
For detailed directions for accessing a log file using the Process Monitor.
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View the process log

You can view the process log in three different ways. First, the checklist in the Log Display
window is a display of the log by steps. A checkmark and time stamp will signal the
completion of the step.

FART737\index\B_154users\S. O\MY-RRGE.LOG |

Vil 9:87p |Start of Report - Operator ID: M.0.
Vil 9:87p |Step 1 Extract Report Data

Vil 9:87p [Step 2 Sort Report Data

Step 3 Print Report Data

Report concluded

Clean-up process

Server Request Complete

After all the steps have been completed, the status bar at the bottom of the process log will
display 'Completed'.

The second method to view the process log is the scroll window on the bottom section of
the Process Monitor. This window will permit you to scroll through the file looking for
messages or errors. Errors will be displayed in red. There will also be a red error message
flashing ** Warning Errors ** on the status bar located at the bottom of the Process
Monitor.

CYBMON Fri 07/30/1999 11:14a Start of Report - Operator ID: MO,
CYBNON Fri 07/30/1999 11:14a Step 1 Extract Report Data
##+REJECT#%#

INVALID VIEW NAME MLM1 8999999 M1002Z OEE EE!E—E!E-%UE J=
CYBMON Fri 07/30/1999 11:14a Step 2 Sort Report Data

[Status: Completed on Fri07/30/1999 at11:14am. Elapsedtme. 0 his) 1 minue(s) T [ Warming Exiors

The third method to view the process log is to display it in a separate window. Display the
entire log by using the View Log button or by selecting from the menu:

File P> View Log
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Note:

[®] Cyborg Process Monitor (CybMon)
Eile

% TEPS CvBMON Stat of Riggont - Operatur 10, 5.0,
5 TEPS CyBMOM Shep 1 Exvtract Report Data

5 TEPS CEMION Shep 2 Sert Fegaat Dala

S TEPS CYRMON Shep 3 Fyed Faget Data

JCVEMON Tum O7/25/2000 6180 Sian of Fiepe - Olpesalon I3 MO
JCYEMON Tue O7/25/0000 & 14p Shep 1 Extiact Ao Data
CYRMON Tus O7/25/2000 & 180 Step 2 500 Repot Dsta
JF\PTiMarden'_1 0 sar \ProghPASS0RT

BNPUT COUNT = DODO0BS

HEGINNING OUTPUT PHASE

OUTPUT COUNT = 0000066

+ ECHIO OFF
& 4o Step 3 Prind Repon Data
140 Rlepon conchaded

If the process log is not complete, this window will not refresh automatically. Use the
Refresh button to manually invoke the refresh function.

Apply the Concept
Based on your understanding of this concept, how would you use the process log?

See also:

B Viewing a detailed log file of a report that is launched online (on page 351)
For detailed directions for viewing a log file.
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View a report

You may select a report to view by double-clicking on the report in the Reports window in
the Process Monitor dialog. The Report Viewer utility is launched in a separate dialog and
the selected report is displayed. Only reports that have an extension of LIS are viewable.
LIW files are reports that are in progress.

AUDITRL1.LIS 163122 Complete
AUDITRL2LIS 35129 Complete
CHEQUENUM.LIS 2284 Complete
COMBREG.LIS 118431 Complete

DEPSLIPS LIS 0 Complete
PAYSLIPS LIS 23000 Complete
FPAYATR.LIS 671 Complete
TRANSLOAD LIS 806 Complete
TRANSLOADZ2 LIS 341 Complete

An error message is displayed if a file with an extension of LIW is selected:

CybMon 3

& Only files with a Completed status and a LIS extenzion are viewable

See also:
W Archiving a report that is launched online (on page 355)
For detailed directions for accessing the Report Viewer from the Process Monitor.
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Online viewing of completed reports

Note:

After a report has been initiated online, you may want to review it prior to making the
decision to save or print it. Viewing the report online provides you with an opportunity to
review any errors and verify the report content and totals.

The Report Viewer is a utility that provides a quick and intuitive method to manage, view,
print, save, and delete selected reports.

You may access the Report Viewer directly from the Launch toolbar. If the Launch toolbar
is not displayed, you may view it by selecting from the menus:

View > Customize _Toolbars

You may then select Launch from the list. The following toolbar will be displayed on your
desktop:

Your Launch toolbar may also display other applications that you use with The Solution
Series.

The Report Viewer displays the completed report in a customizable window. The reports
are stored in your own user folder, and you can customize your viewing and printing
preferences. You can print all or selected portions of a report, and you can search and jump
within reports. You can also save and delete reports.
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Delete a report
Exit Repart Wiewer

Save Az

Cpen repart

Tree view of
repart group

Repart view

Status bar

Farm
drop-doswen list

Ervvironment
drop-dovn list

E-OF:1p737 index\6_LlE\users\8. 0\Wkl-ry. lis
599995 - ACME MANUFACTURING PRODUCTION MFTG ORGANIZATION - BIRTHDAY LISTING
[Os99999 - ACME MANUFACTURING PRODUCTION MFYG ORGANIZATION - EMPLOYEE HEADCOUNT
[Os99999 - ACME MANUFACTURING PRODUCTION MFTG ORGANIZATION - ALPHABETIC LISTING

--—STARTING-PREZS ENTER TO CONTINUE---

CE555 <0034( (9993233 (FO4F01l{ (<CTRLRT

(8.0.D 119:17:33 07-25 XKoo

CS88 <0034( (

(ROUTERL (5.0.007 {
99 ACME MANUFACTURING
9999 PRODUCTION MFTC ORCANIZATION

119:17:33 07-25 2000
BIRTHDAY LISTING REPT
AS OF 01-01-1986 1G-R

BIRTH BIRTH CTL CTL CTL CTL
MONTH DAY EMPLOYEE NAME THREE FOUR FIVE 5IX

JANTTART CMEYLA, JANE 3388 4488 5508 6608
JANTIARY STENMAN, SAMANTHA 3388 4488 5508 6608
JANTTARY HALL, BRHODNA D 3388 4488 5508 6608
JANTTARY HANCOCK, STEVEN W 3333 4444 5555 111
JANTTARY HILLER, THOMAS 3333 4444 5555 111
TAMTTE DV WMATDTOR __ STLCV a0 dama ccna £ENA

=l

Creo=c

From the Report Viewer, you may select a report to view by clicking the Open Report
button on the toolbar. The Open dialog will display all the output (LIS) files available in the
specified User directory. You may select a report (LIS file) from the list to view it.

The top portion of the Report Viewer provides a tree view of the selected report group and
all of its components. If you highlight an individual report in the tree view, the beginning of
that report will automatically display. You can print, rename, and delete reports by
selecting the appropriate check box.

If you select the root entry, or the entire report, all of its components will be automatically
selected.

Fo P73 indext 6 10iusersh 8 04 Mkl-rg. lis
E999999 = ACHE MANUFACTURING PRODUCTION MFTC ORCANIZATION - BIRTHDAY LISTING

999999 = ACHME MANUFACTURING PRODUCTION MFTC ORGANIZATION - EMPLOYEE HEADCOUNT
999999 = ACME MANUFACTURING PRODUCTION MFTG ORGANIZATION - ALPHABETIC LISTING

If you want to select one or more of the reports in the report group, clear the root entry
check box and each appropriate report check box.
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| ir 1t Wel-ryg li=
9959993 - ACME MANUFACTURING PRODUCTION MFTC ORGANIZATIOM - BIRTHDAY LISTING

The Form option list is used to select a print format to produce the report. Your
organization can customize these form entries, which can be used to handle any type of
printer. Use the Manual Printer Setup entry to pass no control codes to the printer. This
option is used when the printer is manually configured.

Landscape
Compressed
Compressed/Landscape
T4

T44
Relevé 1
Chegques

The Env option list is used to select the environment used by the Report Viewer utility.
This field is populated automatically from the Environments folder.

Note: The Specify Environment Folder and Specify User dialogs will automatically display the
first time the Report Viewer utility is run. Consult your technical staff if you do not know
the correct Environment or User folder.

The middle of the form displays the report detail. The scroll bars below and to the right of
the report can be used to position the page for viewing or to scroll to other pages.

The status bar at the bottom of the Report Viewer window displays the total number of
pages in the report.

Apply the Concept
What steps would you perform in the Report Viewer tree view to include all but one report?

Apply the Concept
What steps would you perform in the Report Viewer tree view to include all reports?

See also:
B Archiving a report that is launched online (on page 355)
For detailed directions for the two methods of viewing a completed report.
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Report disposition

After the report is completed and you have viewed it to determine its accuracy, you may
rerun the report, search it, print it, or delete it. Keep in mind that storage space could be an
issue on your organization's server, so reports that are no longer needed should be deleted
or moved to another storage location.

If you run the same report twice, the new report will replace the old one. Be sure to save
files to a different name if you want to archive them. To save a report to a different name,
you must select the report and click the Save As button on the toolbar.

To search a report, you must click the Find button on the toolbar. The Find dialog will be
displayed. This tool is especially useful when searching for error or warning messages. The
Find tool searches across entire files, not just selected reports. It finds the first occurrence
of the specified string. Any subsequent search starts wherever the last search finished,
unless you select the Start from Top check box. You can also perform case-sensitive
searches.

To print a report, you must select the report and then click the Print button on the toolbar.
When you select a report to be printed, the Print dialog will be displayed.

To delete a report group, you must click the Delete a Report button on the toolbar. Accept
the warning message to delete the report. You must be assigned the appropriate security to
delete report files. Contact your technical staff for more information.

See also:

W Archiving a report that is launched online (on page 355)
For detailed directions for archiving a report.
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Initiate scheduled reports for batch processing

The Solution Series allows you to initiate packaged reports for batch processing during
your online session. When you initiate or submit packaged reports for processing, you
provide the information for the control record required for execution.

First, you use the Batch Job Initiation Menu form (SUBMIT) to indicate you are initiating a
packaged report.

Then you use the Report Batch Job Initiator form (SUMBIT) to create the batch control
record and determine the report routing and reporting type.

After you have saved the Report Batch Job Initiator form (SUBMIT), the system displays a
message indicating the batch control record has been created.
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Note: This method is used if you are running on a platform other than NT or Unix.

See also:

W Initiating scheduled reports for batch processing (on page 356)
For detailed directions on initiating a scheduled report.
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Held reports

Report summary

Any reports in a report group that you initiated and specified that the output should be held
for online review can be viewed online. Held reports can also be printed and deleted. To
view, print, or delete a held report, you use the View Held Report form (VIEW).

See also:

® Viewing held reports (on page 358)

W Printing held reports (on page 359)

W Deleting a held report group (on page 361)

For detailed directions on viewing, printing, and deleting held reports.

When you first display the View Held Report form (VIEW), a summary of all the report
groups that have been routed for online viewing based on your user code is displayed.

The following example shows two report groups have been held for online viewing:
ACTION ==» [J D-Delete, P-Print. V-Wiew [D ==» 002]

1D# PGS DATE TIHE
002 0004 06-25-1998 15:59:37
003 0009 06-25-1998 16:19:13

The summary information includes the following:

= ID#—number you use to identify which report group to view, print, or delete
= PGS—the number of pages for all reports in the report group

= DATE—the date the report group was processed

=  TIME—the time the report group was processed

From the summary screen, you can view (V), print (P), or delete (D) a report group using
the Action and ID text boxes. The action letter must be entered in uppercase.

If there are no held report groups, the message 'YOU DO NOT HAVE ANY HELD PRINT
FILES' is displayed on the View Held Report form (VIEW).
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Report navigation

See also:
B Viewing held reports (on page 358)
For detailed directions on viewing held reports.

The first panel of information that you see after selecting a report group for viewing will be
system information.

The following is an example of what you might see first when viewing a held report group.
You can press Enter to move forward through the report group:

SIDE === ! L-Left, R-Right PAGE === 0001 LINE === 01| FPages=0004

CS55 =026B¢ ( (ROUTERC (5.0.002Z 115:58:37 06-25 XXXX

Packaged reports can produce up to 132 characters wide and 60 lines long of output. The
View Held Report form (VIEW) is set up for less than this, so you will have to use the
Enter key along with the following text boxes to view the report in its entirety:

= Side—used to view the left side (80 characters) or right side (80 characters) of the
report

= Page—used to display a specific page of the report

= Line—used to display a specific line of a page

The following example shows the result of pressing Enter. It shows the left side of the
second page of an employee listing report:
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SIDE === E L-Left, R-Right PAGE === 0002| LINE === 01] FPages=0004

ORGAMIZATION 99 ACME MANUFACTURING ALPHABETIC LISTING OF ACTIVE
D1V IS 10N 9999 PRODUCTION CTL 1-2 AND INACT IVE EMPLOYEES
EMFLOYEE CTRL CTRL CTRL CTRL
EMPLOYEE - NAME NUMBER THREE FOUR FIVE 31X
ADAMS . RICHARD 1117 3030 4040 5050 6060
ALSON, GEDFFERY 3003 3030 4040 5050 6060
AMDERSEN, KARI 6004 3333 4444 5555 6666
ANDERSON. DANIEL M 1616 3333 4444 5555 6666
AMDREWS . HENRY A. 2013 3388 4488 5555 6666
AUSTIN, STEVEN 1234 3030 4040 5050 6060
Anders, Andrew o012 3030 4040 5050 6060
BALDWIN, ALICE A 1043 3333 4444 5555 6666
BARNES . JOHNSON 2002 3388 4488 5508 6608
BARTHOLOW |11, JOMATHAN 1113 3388 MANU 5555 6060
BEACHEM, JUDITH 6009 3030 4040 5050 6060
BETTS, 1.T. 6003 3030 4040 5050 6060
BISHOP, MARIA 3021 3388 4488 5508 6608
BROWN, WILLIAM R 2005 3388 4488 5508 6608

The following example shows the right side of the employee listing report:

SIDE === E L-Left, R-Right PAGE === 0002| LINE === 01] FPages=0004

FHABETIC LISTING OF ACTIVE REFT FAGE 1
AND INACTIVE EMPLOYEES 1A-R TIME 15:59 DATE 06-25-1998
L CTRL CTRL CTRL MATL HIRE EMFLOYEE

EE FOUR FIVE 31X DISTRIBUT ION DATE STATUS

0 4040 5050 6060 2FLR-22W 02-19-1984 01 Active-Salrd Reg FT
0 4040 5050 6060 2FLR-22W 02-19-1984 01 Active-Salrd Reg FT
3 4444 5555 6666 CORP-STENO 05-16-1974 01 Active-Salrd Reg FT
E} 4444 5555 Bo66 CORP-STE3 04-24-1984 01 Active-5alrd Reg FT
(s} 4488 5555 6666 RC-212 03-09-1986 01 Active-Salrd Reg FT
0 4040 5050 6060 B2 -5TNS 12-17-1978 01 Active-Salrd Reg FT
0 4040 5050 6060 01-08-1998 01 Active-Salrd Reg FT
3 4444 5555 6666 SFLR-12W 08-20-1983 03 Active-Hrly Reg FT
(s] 4488 5508 6608 05-01-1985 01 Active-Salrd Reg FT
(s} MANU 5555 6060 6FLR-BE 03-12-1982 01 Active-Salrd Reg FT
0 4040 5050 6060 B2 -5TN1O 09-26-1983 01 Active-Salrd Reg FT
0 4040 5050 6060 2FLR-22W 03-11-1985 01 Active-Salrd Reg FT
(s} 4488 5508 6608 11TH-4000 07-07-1976 01 Active-Salrd Reg FT
(&1 4488 5508 6608 PLANT-24 07-01-1985 01 Active-5alrd Reg FT
See also:

B Printing held reports (on page 359)
B Deleting a held report group (on page 361)
For detailed directions on viewing, printing, and deleting held reports.
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Organization report restrictions

By default, the system assumes that all reports are valid for an organization; any report can
report on an organization's data. You can override this default using the Optional Report
Schedule Control form (C12RPT). You can use this form to provide additional security in
packaged reporting by limiting the reports that can be processed.

You use the Optional Report Schedule Control form (C12RPT) to specify only those
reports that are valid for a company. For example, maybe you have a corporate organization
for which you want to limit access to certain salary reports. When a report is executed, the
system verifies that the report is a valid report for the company being processed. If it is a
valid report, processing continues. If it is not a valid report, no output is produced.

The Optional Report Schedule Control form (C12RPT) has two panels. On the first panel,
shown below, you specify the company for which you want to restrict reports:

[Optional Report Schedule Control Screen |

Company= |

You use the second panel of the Optional Report Schedule Control form (C12RPT) to
specify which reports can be processed for a company. You can add or delete reports using
this form. After you have added at least one report, any other report that is not listed on the
form will not be processed for the company.
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The following example shows the Alpha List-Active & Inactive Employees report (1A-
RPT) is the only valid report for company 999999:

See also:

W Restricting reports for an organization (on page 362)
For detailed direction on restricting reports for an organization.
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Detailed Directions

This section provides detailed directions on completing a business task.

Tasks

AddiNg @ rEPOIT GrOUD ...vevveveeieitisiesie ettt st se e b sreaens 331
Adding a report group t0 the MEeNU............ccciiiiiriiiiieeeeee e 335
Editing @ repoOrt GrOUP....c..coveieiiiierieie et 340
Adding a report t0 a repOrt GroUP .c..ceeveeeerieriesie e see e 341
Removing a report from a report group..........ccoeeerereereeienene e 342
Limiting companies included in report processing.........ccueeervveerreieneaennns 342
Setting report PAramMELErS. .....c.cvii et 344
Launching a report from the Report Group Activities form.............cccoeenne 345
Launching a report group from the Navigator.........c.ccocevevviviiivenericieieinns 348
Viewing report progress of a report that is launched online...............c.c...... 351
Viewing a detailed log file of a report that is launched online .................... 351
Viewing a completed report using the Process Monitor ...........c.cccccoveinenene 352
Viewing a completed report using the Report Viewer...........c.ccoceeiienennnns 354
Archiving a report that is launched onling...........ccocooeiiiiiiiiiiceeee 355
Initiating scheduled reports for batch processing ..........ccocoeevveerienincennnn 356
Viewing held rEPOIS ....c.voveiiiciiese e 358
Printing held rePOrtS .........covevieieicicece e s 359
Deleting a held report group........covcveeieierieieece e 361
Restricting reports for an organization ............c.ccocevereneincienenereeesee 362
Deleting @ repOrt GrOUP.......couerveieeiiiriesie sttt 364

Adding a report group

The Solution Series is delivered with many different report groups set up for you, but you
may wish to add your own groups using combinations of delivered reports and reports that
your organization has customized. To create a report group, complete the following steps:

1. Access the Report Group Activities form
Access this form by making the following selections from the Navigator:

Component: 0 Reporting
Process: Report Scheduling
Task: £+ Schedule Report Groups

2. Click Add
Click the Add button to create a new report group.

The Add Report Group form (RGADD) is displayed.
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Note:

Note:

If you completed the previous steps, the results should look similar to the example that
follows:

[Add Report Group

Report Group> | |
Title: |

Source Records: d

Report Group Wiew
& Public
" Private

Enter the Report Group name

Enter the name of the report group you are adding. You can enter up to six alphanumeric
characters. This name will be the report group identifier you will use to initiate the report
run or to view reports in the report group online.

The report name must end in 'RG' if you plan to launch it from the Navigator or menu.

Enter the report group Title

You can enter up to 40 alphanumeric characters, so be descriptive. The title will be used to
identify the report group whenever you are using the Report Group Activities form
(RGMSTR).

Select Source Records

Select the type of information you want to process from the Source Records option list
(SC39). What you select is used to identify the type of information this group of reports
will provide. The default is 'Employee Master'.

Processing is more efficient if you separate reports that process employee Master Records
from reports that process History and Labor Records into separate report groups.

Select Report Group View

If you are setting up a report group that may be shared with others using the system, click
'Public'. If you do not want to share the new report group with anyone with a user code
different from your own, click 'Private'. The default is ‘Public'.
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Note:

10.

11.

If you completed the previous steps, the results should look similar to the example that
follows:

[(A.dd Report Group

Report Group= PE - RRG|

Title: PRACTICE EXAMPLE |

Source Records: Employes Master d

Report Group View
& Public
" Private

Save the form
Press Enter or click the Save button.

Your next action depends on whether you selected 'Position Management' as the source
records.

If you selected 'Position Management' source records, the Position Management Report
Group Parameters form (RUN-PM) is displayed. Continue with Step 8.

If you did not select 'Position Management' as the source records, the report group is added
and the Report Group Contents form (RPTGRP) is displayed. Continue with Step 12.

Enter the P.M. Control Number
Enter the Position Management Control Number as it is identified on the Company-To-
Rules Cross-Reference for HR form (AX-SCR).

Enter the As of Date (optional)

Enter the "as of' date for which you want to start reporting in MM-DD-CCYY (US and
Canada, excluding Quebec) or DD-MM-CCYY format (elsewhere). Leave this text box
blank if you want to use the current date.

You can right click in this text box to display the Calendar or insert today's date.

Select the Starting Org Unit
Select the Organization Unit code with which you want to start reporting. All Organization
Units below this selection will be reported.

Save the form
Press Enter or click the Save button to save the form.

The Report Group Contents form (RPTGRP) is displayed.
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12.

Note:

13.

Select reports to include in your new report group

Expand any of the report categories and double-click a report title in the Available Reports
tree view to add it to the report group.

The report is added to the Reports In Group box of the form. Repeat this step to add other

reports. You can have a maximum of 20 reports in a report group.

The bottom list box first displays categories of reports. To expand the list of those reports
related to a category, click the '+' sign. Then double-click a report to add it.

If you completed the previous steps, the results should look similar to the example that

follows:

[ Report Group Contents Of PRACTICE EXAMPLE

PERRG |

Reports In Group {Double Click Report To Delete)

Birthday Listing (1G-RFT)

Available Reports {Double Click Report To Add)

- Alphabetic Listing - Active Employees (3C-RPJa

Anniversary Listing (1F-RPT) =l

tomobile Information (16-RPT)

irthday Listing (1G-REPT)

- Certificte, License & Fermit Report (1I-RPT) =
>|

Press Enter
The form is saved and the report group is added to the Report Group Activities form

(RGMSTR).
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If you completed the previous steps, the results should look similar to the example that
follows:

[Report Group Activities

Faid/Non Paid Absence (BN2RRG) ;l

FBGC Premium Report(8D-RRG)

Pension Adjustment Frocess(PAHTRG) Edit

Perform Appr'|l Mot Recv'd By Exp. Date(l0-RRG)

Physical Examinations Schedule(5Y-RRG)

Plan Beneficiary Listing(4C-RRG)

Plan Dependent Listing (4D-RRG)

Plan Participation Register (4B-RRG)

Plan Premium Statements(4]-RRG) Reports

IFostal Mailing Labels (3iD-RRG)

iPRACTICE EXGHFLE(FE-FEL]
remium Hours Detail (TNEIRG)
Program Memory Map Report(MAPRRG) rg Wit
Program to produce HIP&A Certificate(59KRRG)
Frojected Retirements (3J-RRG) Parameters
FPURGE CONS ID RECORDS (CF-RRG)

QUARTILE DISTRIE BY AFFRAIS AL RATING(1W-RRG)
QUARTILE DISTRIBUTION BY JOB CODE(1X-RRG)
Recalc Benefit Plans(85-RRE) =l

o
=2

Delete

Companies

AL

Execute

See also:

W Report groups (on page 301)

For more information on adding report groups.
Adding a report group to the menu

To add a report group to the menu, follow these steps:

Note: You must have authority to maintain menus prior to starting this task.

Note: Prior to launching a report group from the Navigator or menus, you must add the report
group to The Solution Series using the Report Group Activities form (RGMSTR).

1. Access the Menu Editor
Access this dialog by making the following selections from the Navigator:

Component: @ Development Tools
Process: System Control Repository Utilities
Task: & Customize Menus
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If you completed the previous steps, the dialog that is displayed should look similar to the
example that follows:

+? Menu Editor

Header
Lewvel 0
Lewel 1

Lewvel 2

Lewvel 3

Form

Type Submenu
Bitmap Mo
Separator Mone
Clear Keyps Mo
Fequest Parameters Ma
Menu ltem Menus
Menu Level 1]
Context Mumber Mone

Hide in /eb Client Mo

Expand the 'Menus' item
Click the plus sign (+) to the left of the 'Menus' item in the tree view in the left pane.

Expand the 'T&ools' parent item

Click the plus sign (+) to the left of the "T&ools' parent item in the tree view in the left
pane.

Expand the '&Reporting' submenu

Click the plus sign (+) to the left of the '&Reporting' submenu in the tree view in the left
pane.

Select the report category to receive the new item
Click the report category below the Reporting submenu in the tree view in the left pane.
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If you completed the previous steps, the dialog that is displayed should look similar to the
example that follows:

+? Menu Editor

Header

LewvelO
Lewel 1 oo
Lewvel 2 05
Lewvel 3
H Fuorm
B- T:&oglﬁs R Type Submenu
- bHeporting . Bitmap Mo
EReport Scheduling
N Separator More
Employes Resourcing
Papral Clear Keys Mo
- Benefits Admin R equest Parameters Mo
-- Salary Administratio tehu ltem HRMS
= Menu Level 3
- Company Perzonal Property Infc Context Hurmber Hore
- Non-Monetary Perquisite rform Hide in‘w/eb Client Mo
- Salary Analyzis by Grade
- Diriver License Information
- &utamobile Information
- Over MairmumUnder Minim“

Click the New Form icon

=7

Select the type of item to add by clicking the New Form icon on the toolbar. The Add New
Form dialog appears.

Enter the Item Title

Type the report group title that should appear on the menu. This name can be up to 38
alphanumeric characters. This must match the title that was entered on the Add Report
Group form (RGADD).

Enter the Name
Type the name of the report group. This must be the report group name that was entered on
the Add Report Group form (RGADD).

Enter the Context number (optional)

Type the four-position context number for the help topic. Values must be numeric and
within the range 8000-8999.

This option is only available for components.
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10.

11.

12.

13.

Select Options (optional)
If you are adding a form item, these options will be active. By default, 'Neither' is selected.
No selection is required for a report group item.

Select Menu separator (optional)

Select this check box if you want a line to be drawn above the menu item's position in the
menu list. Separators logically group related items. No entry is required for a report group
item.

Bypass the Component Image selections
These items are not active for a report group item.

If you completed the previous steps, the dialog that is displayed should look similar to the
example that follows:

Add New Form

PRACTICE EXERCISE

Click OK or press Enter
If you are satisfied with your entries, confirm this by clicking OK or pressing Enter.
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14.

15.

If you completed the previous step, the dialog that is displayed should look similar to the
example that follows:

+? Menu Editor

Click Save

Click the Save button on the toolbar to save the new menu record.
Click Exit

g

Header

Expired Certs, Licenses & Permi&| fl Level 0
- Projected R etirements Level 1 i}
- Seniority List Level 2 05
- Employes J.ob List o Level 3 %]
- Salary Hev!ew Author!zat!on Fa Farm FE-RRG
- Salary Review Authonztatlon Fa Type Form
- Future Dated S alary Adjustmenl "
Bitmap Mo
- Current Job Report
. Separator More
- Termination Report
R . Clear Keys Ma
- Employes Job History Listing
- T4 T able Records Batch Repo Request Parameters Mo
. TE AR &C Table Fecords Bat Menu ltem PRACTICE EXERCISE
- TF T able Recards Batch Farm Menu Level 4
. Master File Status Report Context Number Mone
- TG Table Records Batch Form Hide in‘w/eb Client Mo
- WSIB accident listing
- L-5egment Delete Process
azz Salary Update/Report

Click the Exit button on the Menu Editor toolbar. The new report group is now available on
the Navigator and the menu.

If you close the dialog without saving, a Save dialog will be displayed, asking you if you
want to save your changes to the menu structure.

See also:
B Report groups (on page 301)
For more information about adding a report group to the menu.
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Editing a report group
To edit a report group, complete the following steps:

1. Access the Report Group Activities form
Access this form by making the following selections from the Navigator:

Component: 0 Reporting
Process: Report Scheduling
Task: £k Schedule Report Groups

2. Select the report group you want to edit
From the selection list, select the report group you want to edit.
3. Click Edit

The Edit Report Group form (RGCHG) is displayed.

4. Revise the settings you want to change for this report group
Revise the Title, Source Records, and the Report Group View as desired.

Note: If you are editing a Position Administration report group, you will not be able to change
the Source Records.

If you are editing a non-Position Administration report group, you may revise the Source
Records setting, but 'Position Administration’ will not be an option.

If you completed the previous steps, the results should look similar to the example that
follows:

[ Edit Report Group FPE-RRG |

Title: PRACTICE EXAMPLE |

Source Records: Emplayee Master =

Repart Group View——

-

5. Press Enter
The report group is revised and the Report Group Activities form (RGMSTR) is displayed.

See also:
W Report groups (on page 301)
For more information on editing report groups.
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Adding a report to a report group

Note:

To add a report to a report group, complete the following steps:

Access the Report Group Activities form
Access this form by making the following selections from the Navigator:

Component: 0 Reporting
Process: Report Scheduling

Task: £k Schedule Report Groups
Select a report group
From the selection list, select the report group to which you want to add a report.

Click Reports
The Report Group Contents form (RPTGRP) is displayed.

Select a report category and report
Double-click a report title in the Available Reports tree view to add it to the report group.

The report is added to the Reports In Group box of the form. Repeat this step to add other
reports.

The bottom list box first displays categories of reports. To expand the list of those reports
related to a category, click the '+' sign. Then double-click a report to add it.

If you completed the previous steps, the results should look similar to the example that
follows:

[Report Group Contents Of PRACTICE EXAMPLE PE-RRG |

Reports In Group {Double Click Report To Delete}

Anniversary Listing (1F-RFT)
Birthday Listing (1G-REPT)

Available Reports {Double Click Report To Add)

Alpha List ActivesdSelect Separated Emps (1B-f;|

Alpha List-active & Inactive Employees (14-Rbi_y

Alphabetic Listing - Active Employees (3C-RP’
niversary Listing (1F-REPT)

dutonabile |nformation (16-RET) |
| 3

Press Enter
The report is added to the report group and the Report Group Activities form (RGMSTR) is
displayed.

See also:
B Reports in the report group (on page 305)
For more information on adding a report to a report group.
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Removing a report from a report group

To remove a report from a report group, complete the following steps:

Access the Report Group Activities form
Access this form by making the following selections from the Navigator:

Component: 0 Reporting
Process: Report Scheduling

Task: £k Schedule Report Groups

Select a report group
From the selection list, select the report group from which you want to remove a report.

Click Reports
The Report Group Contents form (RPTGRP) is displayed. Reports currently in the report
group are displayed in the Reports In Group box of the form.

Double-click the title of the report you want to remove
The report is removed from the report group.

If you completed the previous steps, the results should look similar to the example that
follows:

[ Report Group Contents Of PRACTICE EXAMPLE PE-RRG |

Reports In Group {Double Click Report To Delete}

Available Reports {Double Click Report To Add)

Benefits Admin s
Canadian Empl Equity

EED

Employee Attendance

Employee Comp
Employee Development LI

Press Enter
Your changes are saved and the Report Group Activities form (RGMSTR) is displayed.

See also:
B Report groups (on page 301)
For more information on report groups.
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Limiting companies included in report processing

Note:

To limit the companies to be included in report processing, complete the following steps:

Because Position Administration reports process data based on a defined Organization
Unit rather than a company, this configuration option is not available to report groups
containing Position Administration reports.

Access the Report Group Activities form
Access this form by making the following selections from the Navigator:

Component: 0 Reporting
Process: _ Report Scheduling
Task: ZF  Schedule Report Groups

Select the report group
From the selection list, select the report group for which you want to limit the companies
used during report processing.

Click Companies
The Limit Companies form (RGLC12) is displayed.

Select the companies you want to include in the report run
Click the check box of each company you want to be included in report processing.
Companies with a check mark will be included in report processing.

If no companies are checked, all will be included in report processing.

If you completed the previous steps, the results should look similar to the example that
follows:

Limit Companies For PRACTICE EXAMPLE PE-RRG
[ ALL Al companies an file, EXCEPT any listed below:

N 991111 ABC ACCUMLATORS ACCUMLATOR ORGAMIZATION

|— 993333 AEC APPLICAMTS APPLICANT ORGAMIZATION

|— 995555 AEC RETIREE AMD TERM RETIREE ORGAMIZATION

|— 996666 ABCSOLUTIONS.HOSPITALS PRODUCTION HOSPITAL

v 999999 ABCSOLUTIOMS, INC. PRODUCTION ORGAMIZATION

N AEB1000 AEC Solutions, Inc. Midwest Division

Save the form
Press Enter or click the Save button and the Report Group Activities form (RGMSTR) is
displayed. The reports in the report group will run only for those companies selected.

The Report Group Activities form (RGMSTR) is displayed.
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See also:
B Companies included in report processing (on page 307)
For more information on including companies in report processing.

Setting report parameters

Note:

To set parameters for a report in a report group, complete the following steps:

Access the Report Group Activities form
Access this form by making the following selections from the Navigator:

Component: 0 Reporting
Process: Report Scheduling

Task: £k Schedule Report Groups

Select the report group
From the selection list, select the report group that contains the report for which you want
to set parameters.

Click Parameters

The Parameter Selection form (RPARMS) is displayed, listing all the reports included in
the report group. A Set Parameters button is displayed next to those reports for which you
may set parameters.

Click Set Parameters for the report you want to set parameters
A Report Parameters form specific to the report is displayed.

The Report Parameters form that displays depends on the report for which you are setting
parameters.

Complete the parameters on the form
Complete the text boxes on the form as necessary.

344



Chapter 11—Using Packaged Reports

If you completed the previous steps, the results should look similar to the example that
follows:

[Report Parameters For Birthday Listing 1G-RFT |

Feport Group - PRACTICE EXAMPLE FE-RRG

As Of Date: 11-23-2000]

Save the parameters form
Press Enter or click the Save button to save the parameters form.

The Parameter Selection form (RPARMS) is displayed. Repeat Steps 4 through 6 to set
parameters for any other reports included in your report group.

Save the form

Press Enter or click the Save button to save the form. The Report Group Activities form
(RGMSTR) is displayed.

See also:

B Report parameters (on page 307)
For more information on setting parameters for reports.

Launching areport from the Report Group Activities form

Note:

To launch a report from the Report Group Activities form (RGMSTR), complete the
following steps:

In a classroom setting, each student must have a unique User Code, Password, and
Operator ID, and user folder to successfully complete the steps for this task.

Access the Report Group Activities form
Access this form by making the following selections from the Navigator:

Component: 0 Reporting
Process: Report Scheduling
Task: £+ Schedule Report Groups

Select the report group
Select the report group that contains the report (s) to be run.
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3. Click Reports
Click the Reports button to view the reports currently in the report group. Change as
necessary.

If you completed the previous steps, the resulting form should look similar to the example
that follows:

[Report Group Contents Of PRACTICE EXAMPLE FE-RRG |

Reports In Group {Double Click Report To Delete}

EETrihday LISTIng. (1G-RF 1]

Available Reports {Double Click Report To Add}

[H-Benefits Admin -
#- Canadian Empl Equity

- EEO
-Employee Attendance

- Employee Comp
[-Employee Development LI

4, Click Save or press Enter
Save the form and return to the Report Group Activities form (RGMSTR).

5. Click Companies
Click the Companies button to view the list of companies to be included in the report.
Change as necessary.

If you completed the previous steps, the resulting form should look similar to the example
that follows:

Limit Companies For PRACTICE EXAMPLE PE-RRG
I ALL All companies an file, EXCEPT any listed below:
l_ 991111 ABC ACCUMLATORS ACCUMLATOR ORGAMIZATION
l_ 993333 ABC APPLICANTS APPLICANT ORGAMIZATION
N 995555 ABC RETIREE AMD TERM RETIREE ORGAMNIZATION
l_ 996666 ABCSOLUTIONS, HOSPITALS PRODUCTION HOSPITAL
v 999999 ABCSOLUTIOMS, IMC. PRODUCTION ORGAMIZATION
" AE1000 ABC Solutions, Ihc. Midwest Division
6. Click Save or press Enter

Save the form and return to the Report Group Activities form (RGMSTR).
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Click Parameters
Click the Parameters button next to each report in the report group and enter the report
parameters.

After entering each report's parameters, press Enter to return to the Report Parameters form.

If you completed the previous steps, the resulting form should look similar to the example
that follows:

11-23-2000

Click Save or press Enter

After the last parameter is entered and you have pressed Enter to return to the Report
Parameters form, press Enter again to return to the Report Group Activities form
(RGMSTR).

Click Execute
Click the Execute button to launch the report.
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If you completed the previous steps, the resulting confirmation form should look similar to
the example that follows:

[ Extecute Report Group

PE-RRG Report submitted successfully.

Laurnch CYBPRT to view output listing{s}

See also:

B Methods for launching reports online (on page 309)

For more information about launching a report from the Report Group Activities form
(RGMSTR).

Launching areport group from the Navigator
To launch a report group from the Navigator, complete the following steps:

Note: Other than Step 1, these detailed directions may also be used to launch a report from the
menu.

Note: In a classroom setting, each student must have a unique User Code, Password, and
Operator ID, and user folder to successfully complete the steps for this task.

1. Access the report group from the Navigator
Access the report group by making the following selections from the Navigator:

Component: 0 Reporting
Process: any selected report group category
Task: & any selected report group

The Parameters Selection form is displayed.

2. Click Parameters
Click the Parameters button next to each report in the report group and enter the report
parameters. After entering each report's parameters, press Enter to return to the Report
Parameters form.
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5.

If you completed the previous steps, the resulting form should look similar to the example
that follows:

Click Save or press Enter
After the last parameter is entered and you are viewing the Report Parameters form, press
Enter to save the form and access the Limit Companies form.

Select the organizations to be included in the report
The Limit Companies form is automatically displayed. Select the check box next to each
organization for which you want to run the report.

If you completed the previous steps, the resulting form should look similar to the example
that follows:

Click Save or press Enter
Click Save or press Enter to save the form and access the Execute Report Group form.
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6. Execute the report group
The Execute Report Group form is automatically displayed. Select either Normal,
Consolidated, or Rollup report processing.

Note: If you are not familiar with consolidated or roll-up reporting, contact your technical staff
or refer to the Technical Administration documentation for more information.

If you completed the previous steps, the resulting form should look similar to the example
that follows:

7. Press Enter
Press Enter to launch the report online.

If you completed the previous steps, the resulting confirmation form should look similar to
the example that follows:
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See also:
B Methods for launching reports online (on page 309)
For more information about launching a report from the Navigator or menu.

Viewing report progress of a report that is launched online

Note:

To view report progress using the Process Monitor, complete the following steps:

In a classroom setting, verify the environment selection with your instructor before you
begin this task.

Access the Process Monitor

Access the Process Monitor by clicking the Process Monitor button on the Launch toolbar.

Select the report log
Select the log file from the Log option list, if it is not already selected.

If you completed the previous steps, the resulting dialog should look similar to the example
that follows:

[P \PTIT e 1SS DL ARG LOG |

Start of Report - Operator ID: 5.0.
Step 1 Extract Report Data

Step 2 Sort Report Data

Step 3 Print Report Data

Report concluded
Clean-up process

Seruer Request Conplete

[CYBNH Mon 05/ 1872000
cYBRGH Hon 08/18/2000 :
CYERCH Mon 0/18/2000 10:36p Clemn-up process

CYBNON Mon 09/18/2000 10:76p Server Pequest Complete

See also:

B Online process monitoring (on page 314)
For more information about using the Process Monitor to access a log file.
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Viewing a detailed log file of areport that is launched online

Note:

To view a log file using the Process Monitor, complete the following steps:

In a classroom setting, verify the environment selection with your instructor before you
begin this task..

Access the Process Monitor

e’

Access the Process Monitor by clicking the Process Monitor button on the Launch toolbar.

Select the report log
Select the log file from the Log option list, if it is not already selected.

Open the log file

B,

Open the log file by clicking the View Log button on the toolbar.

If you completed the previous steps, the resulting dialog should look similar to the example
that follows:

s LybM on View - LAPZINnde\b_15ren\S OVAHRG LOG

CYEMON 14 RRG-TE
CYBMON 14 ARG 19
CYEMON 1 6 1p St of Fliopent - Opession 10 MO
614 Shep 1 Extrac Heperd Data
772572000 614 Step 2 5on Repot Dats

e’ 1 S0 s \ProgPASS0RT
0000088

S ECHO OFF
& 14g Step 3 Prrd Regpon Data
& 1o Flepon conchuded

6 1o Clearvags process I

See also:
B Online process monitoring (on page 314)
For more information about using the Process Monitor to view a detailed log file.
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Viewing a completed report using the Process Monitor

Note:

You can view a completed report from the Process Monitor or the Report Viewer. To use
the Process Monitor to display a report, complete the following steps:

In a classroom setting, verify the environment selection with your instructor before you
begin this task.

Access the Process Monitor

Access the Process Monitor by clicking the Process Monitor button on the Launch toolbar.

Select the report file
Select the report file from the Log option list.

View the report

Click the View Report button on the toolbar to open the Report Viewer utility.

If you completed the previous steps, the resulting dialog should look similar to the example
that follows:

* Cyborg Report Yiewer (CybPrt)

Manual Printer Setup

E-0 £: 1 #7371 index\6_15\users\ 5. 0\PE-RRG. LIS
-[] 929992 - ACME MANUFACTURING PRODUCTION MFTG ORGANIZATION - BIRTHDAY LISTING

CES58 <0174( (999993 (FO4F01( (<CTRLRT {s.0.D JZZ:36:41 03-18 2000(

---STARTING-PRESS ENTER TO CONTINUE---

C555 <0174( ( (ROUTER( (5.0.02% ( 122:36:41 09-18 X000¢

CORPORATION 92  ACME MANUFACTURING BIRTHDAY LISTINC REPT

D IVISTION 9939 PRODUCTION MFTC ORCANIZATION AS OF 01-01-Z000 1G-R
BIRTH EIRNTH CcTL CTL CTL CTL 33
MONTH DAY EMPLOYEE NAME THREE FOUR FIVE SIX col
JANUARY 03 CMEYLA, JANE 3388 4488 5508 6408 F
JANUARY o8 STENMAN, SAMANTHA 3388 4488 5508 6608 F
JANUARY 17 HALL, PHONDA D 3388 4488 5508 6608 F
JANUARY 17 HANCOCE, STEVEN U 3333 4444 5555 6666 n
JANUARY 17 HILLER, THOMAS 3333 4444 5555 6666 n
JawTI DY 17 MUTDTCE __STRCY ¥ 4388 4dna  cena  eena

EEEREE

See also:
B Online viewing of completed reports (on page 320)
For more information about accessing the Report viewer from the Process Monitor.
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Viewing a completed report using the Report Viewer

Note:

Note:

You can view a completed report from the Process Monitor or the Report Viewer. To use
the Report Viewer to display a report, complete the following steps:

In a classroom setting, verify the environment selection with your instructor before you
begin this task.

Access the Report Viewer

Access the Report Viewer by clicking the Report Viewer button on the Launch toolbar.

Open the report

Click the Open Report button on the toolbar.

Open the report group output file
Select and open the report group output file (LIS file). The first report in the report group is
displayed.

Depending on your entry in the tree view of the report group, one or all of the reports may
be viewed.

If you completed the previous steps, the resulting form should look similar to the example
that follows:

i‘i" Cyborg Report Yiewer [CybPrt)

o | ? Manual Frinter Setup

B[] £: \P737vindex\6_15\users\S. 0\PE-RRG. LIS
- [J999953 - ACHE MANUFACTURING FRODUCTION MFTG ORGANIZATION - BIRTHDAY LISTING

CSSS <0174( (999999 (FO4FOL( (<CTRLRT (s.0.p 122:36:41 09-18 X00K

- --STARTING-PRESS ENTER TO CONTINUE---

CSSS <0174 ( (ROUTER({ (S.0.02% ¢ 122:36:41 03-18 XK

CORPORATION 99 ACME MANUFACTURING BIRTHDAY LISTING REPT

DIVISION 9999 PRODUCTION MFTG ORGANIZATION AS 0OF 01-01-2000 1G-R
BIRTH BIRTH CTL CTL CTL cTL 8B
HONTH DAY EMPLOYEE NAME THREE FOUR FIVE SIX con
JANUARY 03 CMEYLA, JANE 3388 4488 EE08  £€08 F
JANUARY o8 STENMAN, SAMANTHA 3388 4488 EEOB  £€08 F
JANUARY 17 HALL, BHONDA D 3388 4488 EEO8 €608 F
JANUARY 17 HANCOCK, STEVEN W 3333 4444 5555 6666 n
JANUARY 17 HILLER, THOMAS 3333 4444 5555 6666 n
TiuTTa DY MLTLTAE _ aTicv ® 2388 44p8 £Ene  ssnm v

EREEELE
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See also:
B Online viewing of completed reports (on page 320)
For more information about viewing a report from the Report Viewer.

Archiving areport that is launched online

Note:

To archive a report using the Report Viewer, complete the following steps:

In a classroom setting, verify the environment selection with your instructor before you
begin this task.

Access the Report Viewer

Access the Report Viewer by clicking the Report Viewer button on the Launch toolbar.

Open a report

Open a report by clicking the Open Report button on the toolbar.

Open the report group output file
Select and open the report group output file.

Select the report
In the tree view of the report group, select the check box that specifies the root entry (entire
report) or select one or more individual reports.

If you completed the previous steps, the resulting form should look similar to the sample
that follows:

999999 — ACME MANUFACTURING PRODUCTION MFTG ORGANIZATION - OFFICE TELEPHONE DIRECTORY

Access the Save dialog box

Click the Save As button on the toolbar to open the Save dialog.

Enter the new report name
Type the new name in the File name text box.
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7. Save the report
Click the Save button or press Enter to save the report.

8. Access the archived report

Click the Open Report button on the toolbar to open the archived report.

9. Open the archived report
Select and open the archived .LIS report file.

If you completed the previous steps, the resulting form should look similar to the example
that follows:

%-!“ Cyborg Report Yiewer (CybPrt)

Manwal Printer Setup

=[] £: 19737\ index\6_l5\users\&. 0\ PE-RRC. LI
~[]99999% - ACME MANUFACTURING PRODUCTION MFTG ORCANIZATION - BIRTHDAY LISTING

C8SS <0174( (999999 (FO4FOL( (<CTRLRT (s.0.D 122:36:41 09-18 00X

- --STARTING-PRESS ENTER TO CONTINUE---

C585 <0174( (ROUTER( (S.0.02% ( 122:36:41 09-18 X000

CORPORATION 99 ACHE MANUFACTURING BIRTHDAY LISTINC REPT

D IVISION 9999 PRODUCTION MFTIC ORCANIZATION AS OF 01-01-2Z000 1c-R
EIRTH EBIRTH CTL CTL CTL CTL 2!
MONTH DAY EMPLOYEE HAME THREE FOUR FIVE  SIX colj
JANUARY 03 CHEYLA, JANE 3388 4488 5508 6608 F
JANUARY 08 STENMAN, SAMANTHA 3388 4488 5508 6608 F
JANUARY 17 HALL, RHONDA D 3388 4488 5508 6608 F
JANUARY 17 HANCOCK, STEVEN U 3333 4444 5555 6666 .4
JANUARY 17 HILLER, THOMAS 3333 4444 5555 6666 .4
TowTIs DY MUITOTCE _STiCY ® 22ga  4dme _ccna  eena

[/ E0RG|

See also:
W Report disposition (on page 323)
For more information about archiving a report.
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Initiating scheduled reports for batch processing
To initiate a report group for batch processing, complete the following steps:

1. Access the Batch Job Initiation Menu form
Access this form by making the following selections from the Navigator:

Component: 0 Reporting
Process: _ Report Scheduling

Task: =k Initiate Scheduled Reports

If you completed the previous step, the results should look similar to the example that
follows:

SELECT OFTION ==== _ |

BATCH JOB INITIATION MENU

1 Reports
2 Ouery

2. Enter '1'
Enter '1' in the Select Option text box.

3. Save the form
Press Enter or click the Save button to save the form.

The Report Batch Job Initiator form (SUBMIT) is displayed.

4. Enter the report group name
Enter the report group name in the Enter Report Group name text box.
5. Enter 'Y' or 'N'

If you want to view the report output online, enter "Y" in the Hold output for online review?
text box. If you want to send the report output to a print file, enter 'N'.

6. Enter a space, 'R', or 'C’
If you want to process using roll-up reporting, enter 'R in the Normal, roll-up, or
consolidate? text box. If you want to process using consolidated reporting, enter 'C'. If you
want normal processing, leave this field blank.
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Note:

Your System Administrator must have configured for consolidated or roll-up reporting in
order for this option to work.

If you completed the previous steps, the results should look similar to the example that
follows:

REFORT BATCH JOB INITIATOR
Enter Report Group name: [FEEE |
Hold output for online review? Y] (Enter ¥ or N)

MWormal., roll-up, or comsolidate? | (Enter space. R. or C)

Save the form
Press Enter or click the Save button to save the form.

The report group is submitted for batch execution and a message similar to the following is
displayed:

JOB JRPTXXXX SUBMITTED
See also:

W |nitiate scheduled reports for batch processing (on page 324)
For more information on initiating scheduled reports.

Viewing held reports

Note:

To preview a held report group online, complete the following steps:

Access the View Held Report form
Access this form by making the following selections from the Navigator:

Component: 0 Reporting
Process: ~ Report Scheduling

Task:  *2* View Held Report
If there are no held report groups to view, the message 'YOU DO NOT HAVE ANY HELD
PRINT FILES' is displayed.

Enter 'V' in the Action text box
Enter 'V' in the Action text box to indicate you want to view a report group.
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Note:

The letter in the Action text box must be entered in uppercase.

Enter the ID of the report group you want to view in the ID text box
Enter the three-character ID of the report group that you want to view in the ID text box.
The ID is the sequence number assigned by the system during the report process.

Save the form
Press Enter or click the Save button to save the form.

The left side of the first page of the report group is displayed.

Use the Side, Page, and Line text boxes or press Enter to navigate
the report group

Press Enter to move sequentially through the report group. Use the following text boxes to
display a specific portion of a report:

= Side—enter 'L' to display the left side (first 80 characters), 'R' to display the right side
(last 80 characters)

= Page—enter a number to display a specific page
= Line—enter a number to display a specific line

When you reach the bottom of the report, the message '--- End of file ---" is displayed.

If you completed the previous steps, the results should look similar to the example that
follows:

SIDE === L-Left, R-Right PAGE === DDDl| LINE === D_1| Pages=0004
C555 <0268( (ROUTERC (5.0.002Z ¢ 215:59:37 06-25 XXXX
See also:

W Held reports (on page 326)
For more information on held report groups.
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Printing held reports

Note:

To print a held report group, complete the following steps:

Access the View Held Report form
Access this form by making the following selections from the Navigator:

Component: 0 Reporting
Process: Report Scheduling
Task: £+ View Held Report

Enter 'P' in the Action text box
Enter 'P' in the Action text box to indicate you want to print a report group.

The letter in the Action text box must be entered in uppercase.

Enter the ID of the report group you want to print in the ID text box
Enter the three-character 1D of the report group that you want to print in the 1D text box.
The ID is the sequence number assigned by the system during the report process.

If you completed the previous steps, the results should look similar to the example that
follows:

JOB JPRTXXXX SUBMITTED

Save the form
Press Enter or click the Save button to save the form.

A message similar to the following is displayed:
JOB JRPTXXXX SUBMITTED

If you completed the previous steps, the results should look similar to the example that
follows:
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ACTION ==» P| D-Delete, P-Print., V-View 1D ==> [IE]

1D# PGS DATE TIME
009 0008 05-07-1995 10:42:44

See also:
B Held reports (on page 326)
For more information on held reports.

Deleting a held report group

Note:

To delete a held report group, complete the following steps:

Access the View Held Report form
Access this form by making the following selections from the Navigator:

Component: 0 Reporting
Process: _ Report Scheduling

Task:  *=* View Held Report

Enter 'D' in the Action text box
Enter 'D' in the Action text box to indicate you want to delete a held report group.

The letter in the Action text box must be entered in uppercase.

Enter the ID of the report group you want to delete in the ID text box
Enter the three-character ID of the report group that you want to delete in the ID text box.
The ID is the sequence number assigned by the system during the report process.

Save the form
Press Enter or click the Save button to save the form.

The report group is deleted.

See also:
W Held reports (on page 326)
For more information on held report groups.
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Restricting reports for an organization
To restrict the reports that can be processed for an organization, complete the following
steps:

1. Access the Optional Report Schedule Control form
Access this form by making the following selections from the Navigator:

Component: 0 Reporting
Process: Report Scheduling
Task: L Specify Reports for Organization

If you completed the previous step, the results should look similar to the example that

follows:
[Optional Report Schedule Control Screen
Company= |
2. Enter the Company
Enter the six-character organization ID for which you want to restrict the reports that can be
processed.
3. Save the form

Press Enter or click the Save button to save the form.
The second panel of the Optional Report Schedule Control form (C12RPT) is displayed.
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Note:

If you completed the previous steps, the results should look similar to the example that
follows:

Enter 'A' or 'D'

If you want to add a report that can be processed, enter ‘A’ in the AD text box. If you want
to delete a report, enter 'D'.

Enter the Report

Enter the name of the report.

The name that you enter can not be a report group name; it must be the program name of
the report.

Repeat Steps 4 and 5 to add or delete additional reports.

Save the form
Press Enter or click the Save button to save the form.

363



Using The Solution Series: Administrative Solutions

If you completed the previous steps, the results should look similar to the example that

follows:
[Optional Report Schedule Control Screen
Define Batch Reports That May Be Produced For Company 999999
A
D Report Title
|J 14-RFT| Alpha List-Active & Inactive Employees
|
N
| Return Te 1st Screen
See also:

W Organization report restrictions (on page 329)
For more information on restricting reports that can be run by an organization.

Deleting a report group

To delete a report group using the Report Group Activities form (RGMSTR), complete the
following steps:

1. Access the Report Group Activities form
Access this form by making the following selections from the Navigator:

Component: 0 Reporting
Process: Report Scheduling
Task: ZF Schedule Report Groups

2. Select the report group you want to delete
From the selection list, select the report group you want to delete.
3. Click Delete

A warning message displays in the Message area.

M Warning Messages

+ [C Report group and its contents will be deleted
e ———
4, Check the box and press Enter to confirm your deletion

The report group is deleted. The Report Group Activities form (RGMSTR) is displayed.
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See also:
B Report groups (on page 301)
For more information on report groups.

B System messages (on page 242)

For more information on warning messages.
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Extended Practice

Note:

In a classroom setting, each student must have a unique User Code, Password, Operator
ID, and user folder to successfully complete some of the following Extended Practices.

1. Add atest report group named TESTRG. Include the Birthday Listing report (1G-
RPT) that is located in the HRMS report category.

2. Add the TESTRG report group to the Tools P> Reporting P> HRMS menu.
3. Launch the TESTRG report group from the menu.
4. View the TESTRG.LOG file using the Process Monitor.

5. View the TESTRG.LIS report output file using the Report Viewer.
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Review of Questions Answered

1. What is packaged reporting?

2. What is a report group?

3. What is the required naming convention for report groups that are launched from the
menu?

4. What three methods can be used to launch a report online?

5. What is the Process Monitor and how is it used?

6. What is the Report Viewer and how is it used?

7. How are log files used?
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8. How are reports archived in The Solution Series?

9. How can you make packaged report processing more efficient?
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CHAPTER 12

Using Query

In This Chapter

T (oo [8 o1 (T o [T 370
SOIULION VIBW ...ttt ettt ee et ae e ete e eateeeteesnaeesaeeens 371
L0 11T TSSO 372
Detailed DIrECHIONS ......cviivieieie ettt e 374
Review of QUEStIONS ANSWEIE.........c.cceceriirieieieise e 382

369



Using The Solution Series: Administrative Solutions

Introduction

Note:

Tasks

Prerequisites

&

This section introduces you to query tool called Solution View. You can use the Solution
View tool to create queries. Queries offer you a way to view data online.

Because Solution View provides a way to create specific queries to meet your
requirements, no queries are delivered with The Solution Series.

This section introduces you to queries and explains how to produce one. To take advantage
of the many benefits that this tool offers, we recommend that you refer to the Using Solution
View documentation and attend the Using Solution View training course.

This section explains the following:

= Creating a query
= Running a query

= You must be signed on to The Solution Series.

Refer to Getting Started (on page 29) for more information on how to sign on to The
Solution Series.

= You must have read the chapter Exploring the Work Area (on page 49) which
introduces you to The Solution Series interface.

= You must have read the chapter Navigating the System (on page 129) which explains
how you navigate The Solution Series.

Questions answered

The following questions are answered in this section:

1. What is Solution View?
2. Whatis a query?
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Solution View

Solution View is a user friendly solution for producing custom queries, reports, and extract
files in an interactive 'question and answer" session. Solution View is delivered with The
Solution Series and provides live data access across all system components.

With Solution View, you have the ability to specify data fields to be displayed and utilize a
comprehensive range of mathematical operations (for example, total, average, and count).
A wide range of data selection criteria can be specified, including point-in-time reporting
and literal comparisons.

& Refer to the Using Solution View documentation for additional information on Solution
View.
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Queries

Queries offer you an ideal way to find out specific information quickly and easily. Solution
View allows you to create a query that generates the specific information you want using
live data.

For example, you might want to see a list of all active employees who have an annual

salary of more than 60,000 per year. The query results from ACME Manufacturing would
look like this:

b

Note:  The Solution Series is not delivered with any predefined queries.

Note:  While you can select any data field for a query, the output you will see depends on your
user id.
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Refer to Reporting Administration (on page 271) and Using Packaged Reports (on page
295) for more information on reports.

Launching and viewing Queries

Queries developed with Solution View (WRITER) can be run online or in batch using the
Query Facility (QUERY). Additionally if you are running on Windows or Unix, you may
launch a query using the Launch Enhanced Query Process form (QUESCR). Running a
query this way allows you to use the Process Monitor to view the progress of the process
and the Report Viewer to view the results.

See also:
B Running a Query (on page 377)
For detailed directions on running a Query.

W Executing an enhanced query (on page 380)
For detailed directions on running a query using the Launch Enhanced Query Process
form (QUESCR).

373



Using The Solution Series: Administrative Solutions

Detailed Directions

This section provides detailed directions on completing a business task.

Tasks

Creating @ QUETY ......couiiveieicei ettt sttt be e e 374
Running a Query.........cccccvennene. . 377
Executing an enhanced QUENY ... 380

Creating a Query

Note: To take advantage of the many benefits that this tool offers, we recommend that you read
the Using Solution View documentation and attend the Using Solution View training
course.

1. Access Solution View

Access the Solution View Tool Kit (WRITER) by making the following selections on the
Navigator:

Component: @ User Tools
Process: User Tools
Task: F Solution View

If you completed the previous step, the results should look similar to the example that

follows:
Solution View Tool Kit Option: Wvl

Name of Program: X | Title: |‘
Frogram Type———————————————— Action

" Entry Screen ' hdd

" MNew User Fields " Change

© Ouery " Delete

" Report 0 Inguiry

" PC Download " Program List

" Extract Routine ' Program Li=t By User

" Copy Program
Madu le: d Security Code: _ |
Solution View is a Registered Trademark of Cyborg Swstems, Inc.
2. Enter Name of Program

Enter the name of the query in the Name of Program text box.
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Enter the Title
Enter a title for the query in the Title text box.

Select a Program Type
To create a query, you need to select Query as your program type.

Select an Action
To create a new query, you need to select Add as your action.

Select Module
Select which module you want the query to report from.

Click Save or press Enter
To save your settings, press Enter.

If you completed the previous steps, the results should look similar to the example that
follows:

Solution Wiew Tool Kit Qption: ;I

Hame of Praogram: XINTRO| Title: [MTRO CLASS OQUERY EXAMPLE |

Frogram Type——————————————— Action

' Entry Screen = ndd

= MNew User Fields " Change

* Ouery  Delete

" Report  Inguiry

" PC Download " Program List

 Extract Routine  Program List By User
" Copy Program

Modu le: eI Security Code: _ |

Solution VWiew is a Registered Trademark of Cyborg Systems, Inc.

Clear Selection Criteria

In the General Options group box of the next panel that displays, the Selection Criteria
option is already selected. For the XINTRO query, you do not need a selection criteria.
Clear this check box.

Clear Count Employees
In the General Options group box, the Count Employees option is already selected. For the
XINTRO query, you do not need to count employees. Clear this check box.

If you completed the previous steps, the results should look similar to the example that
follows:
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10. Click Save or press Enter
To save your settings, press Enter.

11. Enter the Field Names
Enter the names of the fields on which you want your query to report. Enter the names in
the order you want them to appear on your query.

If you completed the previous steps, the results should look similar to the example that
follows:

EMPLOYEE -MAME-25
CITY/STATE
ANNUAL-SALARY |

12. Click Save or press Enter
To save your settings, press Enter.

13. Click Bypass this screen
You do not need to use this form.

If you completed the previous steps, the results should look similar to the example that
follows:
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14,

NAME - CODE

]
]
]

Click Return to the start of the Solution View process
Click Return to the start of the Solution View process to save your query.

If you completed the previous step, the results should look similar to the example that
follows:

[Solution Wiew Query Writer: Wt ]
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Running a Query

Note:

Note:

Note:

To run a query, complete the following steps.

The Solution Series does not have any delivered queries. To run a query, you will have to
do one of the following:

= Create your own query using Solution View
= Use a query that has previously been created

For more detailed information on how to create queries using Solution View, refer to the
Using Solution View documentation or attend the Using Solution View training class.

Access the Query dialog box
Access the Query dialog box by making the following selections from the Navigator:

Component: @ User Tools
Process: User Tools

Task: % Runa Query

If you completed the previous steps, the results should look similar to the example that
follows:

Query x
Query Parameters
Luery Mame:
Kew Employee Mumber -

FErom:
To

Organization:  |ABC SOLUTIONSINC. =l

Ok, | Cancel | Help |

Enter the Query Name
Enter the name of the query you want to use.

Select a Key

Select the Key option you want to use. By default, the option in the_Key option list will be
Employee Number. The options are:

= Employee Number
= Employee Soc Sec Nbr
= Employee Name

If you select Employee number, your query will only use the organization on which you are
currently working. If you select Employee Soc Sec Nbr or Employee Name, your query will
use all the organizations in The Solution Series.
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Enter a From and To value

These text boxes allow you to select which employees will be included in the query. The
type of data you enter in these text boxes is determined by what you selected in the Key
option list.

For example, if you selected 'Employee Number', you can enter either of the following:

= Arange of Employee Numbers—0000-9999, 0000-22Z2Z
= A specific Employee Number—1234-1234

Enter an Organization

Enter the Organization to query. How you do this depends on how your user options for
selecting Organizations are set. If you have opted to select Organizations by number, type
the number in the Organization text box on the dialog. If you have not opted to select
Organizations by number, select the Organization by name from the drop-down list.
Refer to Personalizing the Work Area for more information on setting user options.

If you completed the previous steps, the results should look similar to the example that
follows:

x

Query Parameters

Luery Name: HIMTRO

Eey: Emplayes Mumber -
Fram:

i 777z

Drganization:  |[ABC SOLUTIONS INC. |

QK | Cancel | Help |

Click OK or press Enter
To create the query, click OK. The QUERY form will display.

If you completed the previous step, the results should look similar to the example that
follows:
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gt Fey 00] From 1114 | 29] Ta ZZizZ | |
INTRO CLASS OUERY EXAMFLE
ANNUAL
EMFPLOYEE-NAME-25 CITYS STATE SALARY
MEYER. JUHE EL SEGUNDO. CA 25.000.00
MOORE. SAMUEL JAMAICA ESTATES, MY 60.000.00
MU TR, LINDA CHICAGOD, IL 16.000.00
MORSE, GORDAM CHICAGOD, IL 20,799 60
MORRIS, ROBERT JAMAICA ESTATES, MY 11,086 .40
MERTZ. LYMNE C. DES FLAINES. IL 13.832.00
MORITZ, KATHERIMNE C. EL SEGUNDD. C& 45,000.00
MAURICE, STACY E. CHICAGOD, IL 19.240.00
MOREAU, GARDNER CICERD. IL 21.450.00
MOHR, MICHAEL T. CHICAGOD, IL 11.089.52
BALDWIN, ALICE A& FELRL RIVER., NY 17.246.54
JOKNES, JERRY CHICAGD, 1L 13,302 .64
JOHWSEN, RICH DANIEL JAMAICA ESTATES. NY 68,499 96
EARTHOLOW 11, JOMATHAN GLENWIEW, L
WELKER., GEORGE W NEWFORT BEAMCH, ChA 31.831.80
See also:

B Queries (on page 372)
For more information on queries.

Executing an enhanced query

The Launch Enhanced Query Process form (QUESCR) is available only if you are running
on a Windows or Unix platform. It provides the added ability to view the progress of the
process using the Process Monitor and to view the query results using the Report Viewer.
To launch an enhanced query, follow these steps:

Access the Launch Enhanced Query Process form (QUESCR)
Access this form by selecting:

Component: @ User Tools
Process: User Tools

Task: & Launch Enhanced Query Process

Enter the Query/Extract Name
Enter the name of the Query developed under Solution View.

Specify a key from the drop-down list
Enter the key information to search the file for entries. Type 01 for Employee Number, 02
for Employee Social Security Number, or 03 for Employee Name.

Enter the beginning range parameter

The From text box allows you to select the beginning of the range of employees to include
in the query. The type of data you enter is determined by what you entered in the Key text
box.

For example, if you entered '01' (Employee Number) in the Key text box, you can enter
0000 in the From text box and 9999 in the To text box to include all employees whose
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employee number is within that range. To include a single employee, type the employee
number in both text boxes.

Enter the ending range parameter
The To text box allows you to select the ending of the range of employees to include in the
query. The type of data you enter is determined by what you entered in the Key text box.

For example, if you entered '01' (Employee Number) in the Key text box, you can enter
0000 in the From text box and 9999 in the To text box to include all employees whose
employee number is within that range. To include a single employee, type the employee
number in both text boxes.

Click Save or press Enter
A confirmation form is displayed indicating that the query has been launched. At this point,
you can access the Process Monitor and Report Viewer.

Launch Enhanced Query Frocess

Ouery f Extract has been launched, please use Frocess Monitor to verify

See also:
B Launching and viewing Queries (on page 373)
For more information about launching queries online.

B Running a QUERY against a single Org/C12 - online JQUERY (+params)
To learn how to use a UK administration script to launch a query against a single
organisation
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Review of Questions Answered

1. What is Solution View?

2. What is a query?
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PART 4

Practice and Review Answers to Using the
Solution Series Ex