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MacViP Project

Reports Overview

MacVIP delivers a variety of reporting tools that are available to the user. For Managers these
are:

1. Custom Reports: Reports that have been developed according to the
requirements of the university.
2. Advanced Search: Search function whereby the user has access to searching

the database based on search criteria
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Executing Custom Reports

1. Executing Custom Reports

Custom reports are reports that have been developed to meet the requirements of the university.
These reports have been set up to run against either a Simulated pay (a preliminary pay, which is
run by Payroll on Tuesday morning) or an actual pay, which has been run by Payroll.

The Run of Hours Simulated Pay is run by either Managers or Time Approvers on Tuesday of pay
processing week, in order to ensure that all employees have been paid and that the hours that
have been processed are correct. Note: For Graduate Studies payroll, this report is available on
the Friday before the following Thursday payday.

Input(s):

Most of the custom reports have a parameter menu, which will require some form of
intervention from the user.

Output(s):
The custom report

Path:
VIP Modules > Payroll > Reports > (series of custom reports)

Screen(s):

uls V.ILP. - VIP Training { MANAGER
File Edit Tools ‘window Help

AE | D QO esOLE BB
[ tandard

=14 Payral

=g

Run of Hours Simulated Pay
IEI Employves Transactions Applied Pay
Employes Transactions Simulated Pay
IEI Sums Per GL Applied Pay
IEI Sumns Per GL Simulated Pay
Sums Per Transaction Applied Pay
Sums Per Transaction Simulated Pay
IEI Hours & Dollars by EMP GL Applied Pay
IEI Hours & Dollars by EMP GL Simulated Pay
Time Enkry

Steps:
1. Access the applicable report by single clicking on the report name. For our example we’ll use
the Run of Hours Simulated Pay Report. The following screen appears.
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.P. - ¥IP QA1 Functional £ Q444
File Edit Tools Window Help

HERY 2% 00 /0P8 BL DO
T Stndard

- 1P, Modules
Human Resources
EILU Payrall
B- ,J R@epurts

@ Employee Transactions Applied Pay

EI Emplovee Transactions Simulated Pay

----- @ Sums Per GL Applied Pay

EI Sums Per GL Simulated Pay

----- @ Sums Per Transaction Applied Pay

|| sums Per Transaction Simulated Pay

----- EI Hours & Dollars by EMP GL Applied Pay
@ Hours & Dollars by EMP GL Simulated Pay
EI---Q Tirne Entry

[]---Q Scheduling & Time Capture

2. Enter the parameter value as:
= 99999 — Bi-Weekly employees pay run (Pay Category 01)

99998 — Bi-Weekly Faculty (Pay Category 02)

61000 — Graduate Studies pay run — Monthly (Pay Category 10)

99997 — Affiliates (Pay Category 05

E Report Data Extraction Parameters

BT €

,gg'f Object :  81B Fun of Hours Simulated Pay
Print Destination : | SCREEM K7 J:::|
Application Language @ | EMGLISH I] E

Ignore Criteria ? |:|

Logical Operator

Fun Murnber = mxﬂ

[ Ezeé[ Save fs Template

J[ Report Templates J
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3. Click on the Execute button.

4. Click Export Report icon.

B Report Viewer

@ﬁ]?g‘uqrnﬁiu ‘gﬂamz % ‘

HExport Report

- 2001175
) 2001231
[ 2001232
) 2002099
) 2002185
[+ 2002408
¥ 2002565
) 2002651

- 2003250 McMaster R of Howrs Simulted Fay o el e
[+ 2003320 University | Pay Pan. 28aug2m 18 03Tap2mr Fau Tipn GO 10

) 2003422
[+ 2003710

RATE

~ ROk 0T or A k0T o1 TEARS  TRARSACTICH SllIT  LATC WORK  GL AT
[ (14 (I3 1 1 ] oLl LML CoLC OFLLE kO

HLAAT, EOPRED MECOLE Ol T Conr (rran f11

5. Select PDF file format. Browse to appropriate file location.

Export Report |E|

File Farmat

Crystal Reparks (RPT) LI

Adobe Acrobak (PDF)

Microsoft Excel (xLS)

Microsaft Excel - Daka Only (5150
Microsaft Ward (RTF)

Microsoft Word - Editable (RTF)
Rich Texk Fu:urmalllz (RTF)

File name:

Ik I Cancel Browse, .. (

6. Click on Save.

Section 7 - Reports and Queries 6 02/07/2008



MacViP Project

Save As @

Save jn: |E}sample j " IiF "

3

ty Hecent
Documents

N

Dezktop

-.'.}

My Documents

by Computer
My Metwork. File name: FII.Jr'||:|fHI:ILJr:E:5iFI'II.J|EItiI:Ir'I 0 ctoberdy j Save
Places
Saveaslype:  |Adobe Acrobat (PDF) % pdf) -] Cancel

7. Name the file, and select ok.

Export Report f'>__<

File Format

|.|5.|:||:-|:|e Acrobat (PDF) j

Page Range

& gl
" pages:

From: |1 To: |1

File name:

C\Documents and Settings!jdevrieiDeskiopikemplsamplelRuncl

OK* | Cancel

8. You can then cfbose to open up the file using the Report Viewer Export.
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Report Yiewer Export X

\_:.p The report has been exported, Would vou like to open it?

wo |

Note: When you are running a report against the Applied Payroll, you will need to enter a Pay
Number, which you can get from the payroll web page:
http://www.mcmaster.ca/bms/pdf/roll 25 2007.pdf

[\,
To execute multiple pay numbers, click on the duplicate record button, and then enter the
Pay Number.

Some of the custom reports (ie Run of Hours for the Simulation Pay) have a drill down feature.
To use this function you double click on a line to view the detailed records summed up on the
report (this applies mainly to Physical Plant where there are multiple records against different
work orders for one transaction by dates). To exit the drill down, click the preview tab or click the

small “x” in the top right corner beside the words “business objects”

Section 7 - Reports and Queries 8 02/07/2008


http://www.mcmaster.ca/bms/pdf/roll_25_2007.pdf

MacViP Project

Executing Queries

2.  Executing Queries

The search functionality provides a quick and easy way to locate any fields that are available from
any screen.

Input(s):

To perform a search, enter the selection condition(s) in the appropriate field(s), and
execute the query

Output(s):

The query will return the list of all menu items that meet the search criteria that you have
specified.

Path:
Any module in the VIP that has the search capability

(ie) VIP Modules > Human Resources > Payroll > Entitlement Bank - Employee

Screen(s):

|3 Fle Edt Tools window Help
coEm@y o9 09O eFLLL,L8 T B | DO
[ Standard Employee Entitlement Ba

+-% Contral Table Loading # Wi’| Searchfor : [ Individual (Cade) | Equalte ~ | 5003273 2 G Clear

+ V.LP. Administration
B [?J +.LP. Modules D: | 5003973 ™G TEST =
+-9 Benefits Entitlement Bank : | 10 WACATION BAMK ==z}
+- 9 Bonds Reference Year : | 20086
+- 9 Compensation
+- 9. Correction to Employes Rl - Entitiement —
+. 9 Disability and Rehabilitatic Basis For Payment : | 01 CURRENT SALARY RATE =
+- 9 Employment Equity Rate of Payment :
+-9 Equipment Loan Balance Hours : 7.00 Paid or Cum Amt ; 0.00
#- . Executive Information For Labor Standards Amournt : 0.00 Met Labor Standards 7
+- 9 Expenses
=[] Human Resources == (B EEnE] =
=8 Demoaraphic Entitled Hours 0.00
=@ Employment Labir Standards amourt : 0.00
i pach\‘ictmmc Funds 1 Renewal Date : Renenal Rate
Premiums and Allo t Bank Detail

Tax Exemption
Contribution
Gutstanding
Garnishment
Termination Allow
Recovery Rules
S Entitlement Eank -
Sick Bank Informa
Vacation Accumul:
S Tiness and Injury
Advance and Rec
'S Deduction Arrears
'S Deduction to Date

- [ Cumulative - Indiv
=B Functions
= B Reports
=% Control Tables
B Investments B
B Labor Relations
B rMedical
B payroll
B Pension
9 Problem Log Management
B Resourcing
[N
< | kS

e ] [

-
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Steps:

1. Access “Employee Entitlement Bank” screen.

2. Click the “Search” icon button.

3. Go to the applicable field to perform a search. (ie) Click on the Entitlement Bank field and
select from the drop the value “10- vacation bank”

4. Click’Go” button.

5. Alist of all employees that meet the search requirement will be displayed.

6. To view one record at a time can click on the scroll button on the top right hand side OR can

click on the multiple record | on the left side. This will give a listing off all
employees/records that have met this search criterion.

To further refine the search you will want to use the Advanced Search

Steps:

7. Access “Employee Entitlement Bank” screen.
8. Click the “Search” button.

9. Click the “Advanced” button

10. The following screen will appear.

“2 Entitlement Bank - Employee

Ql l Conditions
Conneckor @ Field : Operator : Value @
M | | | V]
Conditions :
Add (1

11. Select from the “field” drop down list the field that needs to be searched on
12. Move to the “Operator”’, and select from the drop down list

13. Move to the “Value”, and type or select from the drop down list

14. Click “insert”
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“2 Entitlement Bank - Employee

SQL | Conditions Crder By
New Condition :
Conneckor @ Field : Operator : Value @
o | ] [ v | 7|

Conditions :

5 EMTLER, REF TR = 2006
AND A ENTLEK CD = '10° Add )

Remove ()
Move Lp

Mowve Down

Delste

EENE

15. To add multiple search criteria, repeat steps 11 — 14
16. Once completed click “Execute”
17. The query is executed and the results are displayed.
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Export from MacVIP to Excel

3. Export from MacVIP to Excel

This functionality allows you to export the results from MacVIP into an Excel format. This process
can be executed from a search mode or from a report format.

Within a Screen:

L

In any screen a search can be performed. Click on the multi record buttonI

. The view will
display all the records found based on your search.
To create an Excel file:
1. Click File (top left corner) or use the icon on the tool bar
2. Click Export Data
3. The “Save As” screen will appear.
4. Select the “Save In” area to save the file
5. Click on “Save as type” and select “Microsoft Excel (tab delimited)
6. Enter a file name
7. Savefile
8. Close screen
Screen(s):
Save As E]

Save jn; |@' Desklop ﬂ £5 EE-
_2_ @Mv Dacuments
u :J My Computer

My Fecert (8 Network Places
Documents [Z] TEST

T
Desktop
by Documents

tdy Computer

b

Fdy Metwork File harng: | j Save |

Flaces
Save as type: |Micrnsoft Eucel [Tab delimited)(” bat) j Cancel |
| Comma Separated Yalue I°.cav '

The file is now in excel format and be retrieved through Excel.
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Within a Report Viewer Screen:

In any report viewer screen can print or create an electronic copy. These steps are done after the
report has been executed

To create an electronic copy:

1. Click “Export Report” icon (top left corner)

2. Select “Microsoft Excel” under “File Format”. Note: To prevent the small rows, which
are inserted between the names on the report (which causes issues when you use the
Auto Filter), you can choose MS Excel — Data Only. This removes the spaces. You will
lose your headers, but you can enter those manually.

3. Click on the “Browse” button to locate folder for saving file

4. Enter a file name

5. Save file

6. Close screen

Screen(s):

il Report Viewer E]g]
3 S| yoM [ 1 o I
P xport fapor]

Mrbdaster Universty
[ ] [ | ]
| I [ Ji 3¢ | ]
Clompany Confidential
Important
) ¢z It is important to remember to be very careful when exporting data from MacViP to an Excel

spreadsheet. Remember to keep the information secure and do what is necessary to ensure that

the data is not viewed by anyone who would not normally have access to the information. Data
with personal or payroll information should not be e-mailed.
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